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Agenda 

• Event Management Stages 
• Using social media for event 

promotion and communication 
• PGME: Digital Landscape 
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Event Management Stages 

Concept Planning Promotion & 
Registration 

Execution Close-out 
Relax/Reflect 
and onto the 

NEXT! 
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• Why/What/Who 
• How often Concept 

• Priorities for planning 
• Goals and Objectives 

for event(s) 
Output 

Stage 1 
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Where to start 

• Understand expectations for: 
– Venue/Catering 
– Speakers/Agenda/Program 
– Budget 

• Previous Evaluations/Organizers 
• Needs Assessment 
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What to consider when planning 
• Day of the week 
• Time of day 
• Length of the session(s) 
• Location of session(s) 
• Variety of Topics 
• Type of Food 
• Communications 
• Goals and Objectives 

7 



8 8 

• Where and When 
• Who 
• How – Part 1 

Planning 

• Date, Time, Location 
• Invitation List 
• Budget 
• Draft Agenda/Program 

Output 

Stage 2 
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Where  
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• Appropriate size/set-up 
• Location/Accommodations 
• Audio/Visual Requirements 
• Accessible/Catering 

Requirements 
• Cost 

Venue 
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Academic and Campus Events 
 
 

http://www.osm.utoronto.ca/ 
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When 

11 

• Venue Availability 
• Speaker/Presenter Availability 
• Convenient timing for 

attendees – Seasonal peak 
times/holidays/religious 
observances 

• Preferences/Required planning 

Date 
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Scheduling Tools 

• Doodle Poll 
• Survey Monkey 
• Outlook Calendar 
• Google Calendar 
• https://zapier.com/blog/best-meeting-

scheduler-apps/ 
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Who 
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•Speakers/Presenters 
and Facilitators 

•Attendees/Participants 
•Sponsors/Vendors 

Invite 
Lists 
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U of T Preferred Vendors 
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http://www.procurement.utoronto.ca/programs-and-services/approved-suppliers 
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How 

15 

•How much? 
•Approval process 
•What type of 

reporting is required? 

Budget 
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What my planning looks like 
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What my planning looks like 
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Categories 

18 
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Categories 

19 
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Filing 

20 
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Filing 

21 
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Filing 

22 
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• How – Part 2 
Promotion 

& 
Registration 

• Invitations 
• Communications 

Strategy 
Output 

Stage 3 
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Email & Newsletters 

24 

http://medicine.utoronto.ca/medemail 

http://sites.utoronto.ca/ebulletin/archive/index.html 
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U of T Events Calendar 
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https://www.events.utoronto.ca/ 
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U of T Events Tool 
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https://utoronto.audienceview.net/online/default.asp 
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Program Administrator Site 
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Toronto International Summit on Leadership 
Education for Physicians 
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• Lead-up needs 
• Day-of needs 
• On-site management 

Execution 

• Finalized Materials 
• Confirmed details Output 

Stage 4 
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Lead-up 

30 
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Lead-up 

31 
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Lead-up 

32 
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Email Templates 

33 
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Email Templates 

34 
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Day-of 

• Print Items 
• Presentations 
• Assistance 
• Gifts for Speakers 
• Evaluations Ready to Go! 
• Event Day Tool Kit/Annotated Agenda 
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Event Day Toolkit 

• Pens and paper 
• Registration Table Signage 
• Directional signage 
• Sign-in Sheet/Attendance 

Sheet 
• Extra Name Tags/No 

Response Group 
• Extra Flip-chart paper and 

markers 
• Copies of the 

Annotated Agenda 
• Extra copies of all print 

materials 
• Extra USB key with 

presentations 
• Venue and vendor 

contracts 
• Contact Information for 

everyone 
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• Survey/Evaluations 
• Appreciation 
• Attendance Statistics 

Close-
Out 

• Feedback/De-Brief 
• Thank You letters/gifts 
• Reports 

Output 

Stage 5 
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Evaluations 

Ask questions about: 
• Organization 
• Effectiveness 
• Delivery 
• Learning Climate 
• Facilities 

 
• Overall Experience 
• Strengths 
• Improvements 
• Comments 
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Evaluations 

• Make it simple 
• Limiting Open-ended Questions 
• Reporting Formats 
• Purpose 
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Sample Reports 

40 
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• Review the whole 
process 

• How do you feel? 

Relax, 
Reflect  

• De-compress 
• Continue to improve 

Onto 
the 

NEXT 

Stage 6 
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Handling Feedback 

• Enjoy the positive feedback 
• Step away from the “negative” feedback 

– No feedback is negative feedback 
• There’s always room for improvement 

– But not if you don’t remember 
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Using Social Media for Event 
Planning and Communication 
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Goals 

• Quick Intro to some of the ways Social 
Media can be used in event 
communication 

• Particular focus on how Twitter and 
Facebook can help you advertise events 
and engage with participants 
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Platform Strengths 

Twitter 
• Strong #MedEd community on twitter 

including faculty and trainees 
• Ability to “live-tweet” events 
Facebook 
• High usage among Millenials…and most 

other demographics 
• Handles multimedia well, ie. video, images 
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Platform Weaknesses 

Twitter 
• Somewhat transitory by nature 
• Very open – more noise 

 
Facebook 
• Can seem of less of a conversation than twitter 
• Posts not shown to all who have liked your page – 

must pay to increase exposure 
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Before – Schedule Tweets/Posts 
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Before - Twitter  

• No rule on number of tweets/posts, but 
keep them fresh, tease info pieces, ask 
questions, and add pictures as possible 
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Before – Create a custom 
hashtag 
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Before – Create a Facebook 
Event 
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During – Live Tweeting/Posting 
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During 

• Re-tweet/reply to tweets from attendees, 
pay particularly attention to questions 

• Ask questions or post polls to garner 
feedback and participation during the 
event 
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During – Livestreaming 
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After 

Twitter 
– Thank attendees 
– Re-tweet positive reviews of the event  
– Provide link to online albums  
– Use a twitter poll for quick, short (open) 

feedback 
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After – Twitter - Storify 
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After – Twitter Analytics 
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After – Facebook - Album 
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After - Facebook - Poll 
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After – Facebook - Analytics 
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Further Help  

• Connect with trainees and faculty in your 
department who are social media pros 

• Contact me: amy.widdifield@utoronto.ca 

mailto:amy.widdifield@utoronto.ca


AGENDA 

1. PGME: Digital Info Landscape 
 

2. What can I find, and where? 
 

3. How can I update content? 

Goal: Provide a brief overview of PGME’s digital information resources, 
and guidance for having outdated content refreshed.   



PGME: Digital landscape 



WHAT’S OUT THERE? 



WHAT CAN I FIND, AND WHERE? 



PGME WEBSITE 
• High-level 

registration 
resources 
 

• Central events 
 

• Policies & guidelines 
 

• Access to systems 
(POWER, PGCorEd, 
Electives, OATS) 
 

• Wellness resources 
for trainees 



DEPARTMENTAL WEBSITE 
• Departmental news 

 
• Department/Discipline-specific 

resources 
 

• Training programs available 
within discipline 
 

• Departmental contact 
information 
 

• Affiliated hospitals & faculty 
members 



DIVISION WEBSITE 
• Division/program-specific 

resources 
 

• Training programs available 
within division/program 
 

• Division/program contact 
information 
 

• Access to division/program 
portals or systems 



PROGRAM WEBPAGE 
• Program 

overview/ 
• descriptions 

 
• Application 

instructions 
 
• Program 

contacts 
 

• Alumni profiles 



FINDING CONTENT: SEARCH TIPS 
Trend in types of web content 
• News/Events 
• Contact information 
• Training Program Offerings + descriptions 
• Faculty & sites 
• Resources 

 
*Key is the scope of this content: is it Postgrad, Departmental, Divisional, Program? 

What type of content are you looking for, and at what organizational 
level would it most likely belong to? Start there. 



HOW CAN I UPDATE CONTENT? 



CHECK THE FOOTER 

• Generally, contact email for the webmaster can be found at the bottom of webpage 

• If no webmaster, contact the entity ’powering’ the website, or search the contact list on a 
website for an appropriate resource 

*Best practice to outline the content that is outdated/in question and include the 
URL/webpage address in the body of the message 



WEBMASTERS 
Departments Website URL Webmaster 

PGME http://pgme.utoronto.ca/  Nathan.harrison@utoronto.ca 

Anesthesia http://www.anesthesia.utoronto.ca/  

CIP http://cip.utoronto.ca/  webservices@utoronto.ca  

Critical Care http://www.criticalcare.utoronto.ca/  webmaster.deptmed@utoronto.ca  

Medical Imaging http://medical-imaging.utoronto.ca/  gary.cronin@utoronto.ca    

DFCM http://www.dfcm.utoronto.ca/  dfcm.communications@utoronto.ca  

LMP http://www.lmp.utoronto.ca/  

OBGYN http://www.obgyn.utoronto.ca/  obgyn.communications@utoronto.ca  

Otolaryngology – HNS http://www.otolaryngology.utoronto.ca/  cms.help@utoronto.ca 

Ophthalmology & VS http://utovs.com/  

Paed. Critical Care http://www.sickkids.ca/Critical-Care/Training-Program/  

Paediatrics http://www.paeds.utoronto.ca/    cms.help@utoronto.ca  

Palliative Medicine http://www.dfcm.utoronto.ca/programs/Divisions/dpc.htm  dfcm.communications@utoronto.ca  

Psychiatry http://www.psychiatry.utoronto.ca/  lindsay.curtis@utoronto.ca  

Radiation Oncology http://www.radonc.utoronto.ca/  

PHPM http://phpm.pgme.utoronto.ca/  phpm.progasst@utoronto.ca  

Surgery http://surgery.utoronto.ca/  S.Neilson@utoronto.ca  

http://pgme.utoronto.ca/
mailto:Nathan.harrison@utoronto.ca
http://www.anesthesia.utoronto.ca/
http://cip.utoronto.ca/
mailto:webservices@utoronto.ca
http://www.criticalcare.utoronto.ca/
mailto:webmaster.deptmed@utoronto.ca
http://medical-imaging.utoronto.ca/
mailto:gary.cronin@utoronto.ca
http://www.dfcm.utoronto.ca/
mailto:dfcm.communications@utoronto.ca
http://www.lmp.utoronto.ca/
http://www.obgyn.utoronto.ca/
mailto:obgyn.communications@utoronto.ca
http://www.otolaryngology.utoronto.ca/
mailto:cms.help@utoronto.ca
http://utovs.com/
http://www.sickkids.ca/Critical-Care/Training-Program/
http://www.paeds.utoronto.ca/
mailto:cms.help@utoronto.ca
http://www.dfcm.utoronto.ca/programs/Divisions/dpc.htm
mailto:dfcm.communications@utoronto.ca
http://www.psychiatry.utoronto.ca/
mailto:lindsay.curtis@utoronto.ca
http://www.radonc.utoronto.ca/
http://phpm.pgme.utoronto.ca/
mailto:phpm.progasst@utoronto.ca
http://surgery.utoronto.ca/
mailto:S.Neilson@utoronto.ca


RECAP 
1. PGME: Digital Info Landscape 

 
2. What can I find, and where? 

 
3. How can I update content? 

Goal met: Provided a brief overview of PGME’s digital information 
resources, and guidance for having outdated content refreshed.   



QUESTIONS? 
NATHAN HARRISON  
Systems Coordinator  
 
Post MD Education – Postgraduate Medical Education 
Faculty of Medicine, University of Toronto 
500 University Avenue | 6th Floor | Toronto | ON | M5G 1V7 
416-978-3650 | nathan.harrison@utoronto.ca  
postmd.utoronto.ca  

mailto:nathan.harrison@utoronto.ca
http://postmd.utoronto.ca/
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Thank you! 
 

Reach us at: 
Lisa.Bevacqua@utoronto.ca 

Amy.Widdifield@utoronto.ca 

Nathan.Harrison@utoronto.ca 
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Questions? 
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