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What is the Wyndham Learning Festival? 

Wyndham Community & Education Centre, with commitment and support from Wyndham 

City Council and partners, is proud to bring this exciting learning initiative to the community 

of Wyndham and beyond. The Wyndham Learning Festival (WLF) emerged from Wyndham 

City Council’s Learning Community Strategy 2018-2023 and continues to be at the forefront 

of the Learning Community Strategy 2024 -2029.  

The City of Wyndham is one of the fastest growing areas in Melbourne and, as a community, 

faces many challenges for its successful future. As a designated UNESCO Learning City, 

learning is key to Wyndham’s vision of a socially inclusive city with high levels of 

employment and overall community satisfaction.  

The Wyndham Learning 

Festival is an important 

annual celebration that 

honours lifelong learning 

and embraces the diverse 

community of Wyndham. 

This inclusive festival brings 

together people of all ages 

and backgrounds, offering a 

wide array of FREE learning 

activities across the city. Its 

primary goal is to unite 

individuals through the joy 

of learning, encouraging 

them to explore new 

experiences and promoting 

education across various age groups: from early years and school-aged children to young 

adults, adults, and seniors. 

Extensive research underscores the benefits of continuous learning. It not only contributes 

to better health, increased prosperity, and heightened happiness but also cultivates a 

community that is more resilient and adaptable to change. A community dedicated to 

learning can swiftly apply new skills, confidently seize opportunities, and adapt to an ever-

evolving landscape. 

The Festival stands as a beacon, advocating for the importance of learning by offering 

diverse opportunities for personal and collective growth. By inspiring individuals to step out 

of their comfort zones and embrace learning, the Festival nurtures a culture of curiosity, 

growth, and adaptability within the community.  

https://wyndhamcec.org.au/
https://www.wyndham.vic.gov.au/
https://www.wyndham.vic.gov.au/
https://www.wyndham.vic.gov.au/learning-community-strategy-2018-2023
https://www.wyndham.vic.gov.au/services/wyndham-learning-city
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WLF 2024 theme: Empowering Communities through Lifelong Learning 

The Wyndham Learning Festival in 2024 has been curated based on feedback collected from 

the Festival's working group and the vibrant Wyndham community. Set to unfold from 

September 1 to 7, this year's festival will be limited to a select number of in-person and 

virtual events spanning the seven days.  

Events will connect with the specific needs, interests, and aspirations of the diverse 

Wyndham community. By closely aligning with the pulse of the community, the Festival 

aims to create a highly engaging and enriching experience for all participants. 

The intentional curation process ensures that every event, whether in-person or virtual, 

directly responds to the community's desires and needs. This approach guarantees that 

attendees will find meaningful and relevant opportunities for learning and personal 

development throughout the festival. 

The theme Empowering Communities through Lifelong Learning underscores the Festival's 

commitment to creating opportunities that not only impart knowledge and skills but also 

cultivate a sense of belonging and empowerment among all participants. 

Through this theme, the Festival endeavours to instil a sense of ownership and agency 

within the community, emphasising that learning is not just a personal endeavour but a 

communal asset. It highlights the role of education in fostering resilience, inclusivity, and 

unity within Wyndham, thereby paving the way for a stronger, more cohesive community. 

Events will be selected based on eight categories representing lifelong learning. These 

categories ensure a diverse program covering many aspects of personal and community 

development for all attendees.  

 

       The 2024 categories include: 

• The Arts - Performance, and Visual Arts, Crafts, & Hobbies 

• Sports & Recreation 

• The World of Biz. & Tech 

• Wellbeing & Self-Care 

• History, Culture & Diversity 

• Food & Cooking 

• Families & Children 

• Environment & Sustainability 
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Who can be an WLF event holder?  

The opportunity to register interest in running an event at the WLF is open to anyone willing 

to provide a free learning activity. All events must be free for the duration of the festival 

and, if in person, be held in Wyndham. 

Organisations that have previously participated in the WLF include: 

• Individuals  

• Interest groups 

• Vocational and higher 
education institutions  

• Museums  

• Schools 

• Businesses 

• Community sheds  

• Community centres 

• Clubs  

• Kindergartens and playgroups 

• Libraries  

• Galleries and art spaces  

• Tourism venues  

 

“Our community group had a fantastic time preparing and delivering this 

event as a service to our community to raise awareness about climate 

solutions that could have a positive impact in our local communities in 

Australia and across the Pacific Ocean.” 2023 Event Holder 

 

Why run an event? 

Participating in the Wyndham Learning Festival offers many benefits for both event holders 

and participants. Lifelong learning improves quality of life, boosts confidence, and motivates 

personal and career growth. It also gives community groups a platform to share their views 

and exposes organisations to diverse community segments. 

Hosting an event involves coordination and management, fostering skills in leadership, 

networking, public speaking, and event planning. Moreover, contributing to the WLF 

actively enhances community skills and knowledge, making a broader impact on community 

capabilities. 

Some event ideas to get you thinking include: 

• Promoting a new program or technology.  

• Highlighting some positive practices that others can learn from e.g. “Sustainable living 

in the community” or “How to pack healthy school lunches”. 

• Sharing your existing programs or learning opportunities. 

• Promoting a cause or awareness.  

• A way of celebrating a milestone. i.e. opening of a new building; or a new service or 

even the learning achievements of your team. 
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Planning a learning event 

Whether your event is live or virtual, a successful event takes careful planning and 

presentation. Below are some points to consider. 

Audience  

Inclusivity, diversity, and safety are key to community engagement and the Wyndham 

Learning Festival’s objective. The Learning Festival aims to have an array of activities that 

attract audiences from all life stages from early years to seniors. Some events may focus on 

one target group while others may cross age groups or be open to everyone. You will be 

asked to define your target audience on the registration form.  

Life stages have been grouped in the following categories: early years, school years, young 

adults, adults & seniors, and learning for all ages. 

As an event holder, finding your audience is your primary responsibility. While the 

Wyndham Learning Festival organisers will provide support by promoting events on our 

website and social media, attracting participants ultimately falls on the event holder. 

Successful applicants are strongly encouraged to take advantage of our free information 

session in June. Here you will receive information about marketing and planning, 

empowering you to create a successful event. 

Please consider accessibility for all participants including people with disability or additional 

needs. For wheelchair access, the entry should be 1.2m wide or more, and steps should be 

avoided to facilitate easy access.  

Auslan interpretation is for members of the deaf community who use Australian Sign 

Language as their primary or preferred language of communication. If you would like to 

learn more about Auslan check out Auslan Signbank. 

Participants who are visually impaired may require additional assistance or adjustment of 

any print / visual information shared. The following sites have some great information for 

you to consider when planning your event. Hosting accessible and inclusive in-person 

meetings and events | IncludeAbility and ADCET - Australian Disability Clearinghouse on 

Education and Training 

**Please note that a current Working with Children’s check is required for all presenters if 

your event involves children or it is likely that children will attend.  

 

https://includeability.gov.au/resources-employers/hosting-accessible-and-inclusive-person-meetings-and-events
https://includeability.gov.au/resources-employers/hosting-accessible-and-inclusive-person-meetings-and-events
https://www.adcet.edu.au/
https://www.adcet.edu.au/
https://www.vic.gov.au/working-with-children-check
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Define your objective 

The WLF is a platform to highlight learning opportunities from individuals, organisations, or 

community groups aiming for positive outcomes. Clearly defining your objectives and 

outcomes helps craft a focused message, aiding communication and attracting the right 

participants. Remember to align your objective within any of the eight learning categories 

outlined above when planning your various learning activities. 

Have a look at some of the most popular events from 2023 below. You can find more detail 

on these and other past events on the WLF website Past events - Wyndham Learning 

Festival (wynlearnfestival.org.au)  

 

https://www.wynlearnfestival.org.au/past-events/
https://www.wynlearnfestival.org.au/past-events/
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Event format 

Learning events can be live (in-person) or virtual (online) and formal or informal. They can 

be open to the public or private invitation-only events. Events can be created specifically for 

the WLF, or they can be something you are already doing. The event can be as big or small 

as you like.  

You have the flexibility to present your event live or pre-recorded. It can be showcased 

independently or with a live introduction, followed by the pre-recording, and then a Q&A 

session– the possibilities are endless! 

Venue hire 

When considering the logistics of your event, plan your venue early. Book a space of suitable 

size to accommodate the number of participants, seating, cost and any additional needs of 

your participants or guests.  

The Wyndham City Council website has links to a range of local community centres for venue 

hire. Some venues will offer FREE bookings for events held as part of the Wyndham Learning 

Festival. Please contact the specific venue for enquiries and be sure to mention that your 

event is part of the Wyndham Learning Festival.  

 **Please book your venues early to avoid disappointment.  

Budget  

There is no allocated funding provided for event holders for the Wyndham Learning Festival.  

Each organisation is encouraged to run an event that suits their organisation, capacity, and 

budget.  

If appropriate to your event, your budget should consider:  

• Equipment, room hire, staffing and resources. 

• Booking guest speakers, presenters, or trainers. 

• Marketing and promotion.  

The Learning Festival Working Group may be able to offer guidance on available grant 

options if approached with enough lead time. Wyndham City Council provides small grants 

for community organisations making it beneficial to consider applying within a reasonable 

timeframe. 

 

https://www.wyndham.vic.gov.au/search?query=venue+hire
https://www.wyndham.vic.gov.au/services/volunteering-grants/community-grants-program
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Safety and risk management  

The safety of the public, volunteers and staff involved in any event is of the highest priority 

and must be considered in all aspects of event planning. The scale of each event should 

determine the planning and documentation required. Event risk management is the careful 

examination of your event activities to identify any potential hazards, allowing control 

measures to be introduced to reduce the risk to the lowest practical level. A risk assessment 

is a document that details all potential risks and control measures (where required) and 

should be constantly reviewed. For sample templates and more information see Advice for 

managing major events safely | WorkSafe Victoria. 

When creating your plan, you need to consider all types of risks/hazards that could possibly 

occur which could include: 

• Government regulations (Restrictions due to the COVID pandemic) 

• Physical (uneven paths, busy roads, emergency access) 

• Natural (rain, wind, extreme heat, and lightening) 

• Chemical (fire, toxic materials) 

• Safety (crowd control, exposed electrical and fireworks) 

• Organisational (loss of reputation, negative media) 

• Public liability insurance 

 

 

Covid Safe Plan 

It is extremely important to work with your venue to ensure you are following all the 

necessary COVID safety requirements. You may be required to create a COVID Safe Plan for 

your event in collaboration with your venue. Have a look at The Victorian Governments 

COVID information and start preparing now. Coronavirus (COVID-19) Victoria - Better Health 

Channel .  Please be sure to follow any relevant COVID-safe guidelines. 

 

 

 

 

https://www.worksafe.vic.gov.au/resources/advice-managing-major-events-safely
https://www.worksafe.vic.gov.au/resources/advice-managing-major-events-safely
https://www.betterhealth.vic.gov.au/coronavirus-covid-19-victoria
https://www.betterhealth.vic.gov.au/coronavirus-covid-19-victoria
https://www.betterhealth.vic.gov.au/coronavirus-covid-19-victoria
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Prepare for the unexpected  

• Have a backup plan in case something goes wrong on the day, e.g. problems with 

technology, sick presenter, issues with audience access, the effects of weather on an 

outdoor event, etc.  

• Think about whose phone numbers you need on the day of the event, any 

alternative arrangements you may need to plan for, and how to notify your audience 

of any changes. 

• Make sure you email contact@wynlearnfestival.org.au of any major changes to your 

event or activities. This way organisers can post updates via social media and on the 

Facebook and website calendars.  
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Getting started 

In addition to the information below, you will find helpful guides, videos, and more 

information in the event holder portal on the WLF website.  

Plan  

Plan your event in advance. Who are the people you think would like to come to your event 

and how will you tell them about it? Decide on the topic, objective and outcomes, duration, 

and venue for your learning event.  

Register your event 

The first step is to create an account with an email address on the WLF website to access 

the event holder portal and register your event. You will need to upload all the required 

information, event image and documents for your application to be considered. Make sure 

you complete the registration before the cut-off date of June 16, 2024.  

Registrations are limited to one event per organisation.  

Event participants will be able to book into events directly from the WLF website. Please 

double check that all your information is correct to avoid confusion. This will also ensure 

that you receive all event queries and registration information. You will be able to go back 

into your event to make any updates prior to the Wyndham Learning Festival launch date of 

August 31. 

If you are required to use a third-party booking system by your venue, it is vital that you 

notify the WLF organisers to allow us to include accurate numbers of expected participation 

in our reporting. 

If you have read all the guides and information on the website and still need assistance with 

registering your event, please email contact@wynlearnfestival.org.au and type 

REGISTRATION ASSISTANCE in the subject field. Please note that our WLF coordination 

team work part time but will aim to get back to you as soon as possible.  

http://www.wynlearnfestival.org.au/
http://www.wynlearnfestival.org.au/
mailto:contact@wynlearnfestival.org.au
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Marketing  

Consider your marketing and promotional activities early to ensure you attract positive 

attention and participants to your event. Social media is one of the best platforms for raising 

awareness of your events by posting images, telling stories, and sharing examples. 

Remember to ask friends, family members, neighbours, and those in you networks to like, 

share, and comment on your social media posts.  

WLF has a Facebook page and Instagram account where you can also share your news. 

Remember to use the hash tag #wyndhamlearningfestival in your posts. Event holders are 

reminded that whilst the WLF will assist you in promoting your event through our social 

media channels and website, the ultimate responsibility for marketing and attracting 

participants lies with the event holder.  

This year we are also offering a Facebook group as a means of support and fostering 

relationships amongst event holders. We hope to create a community where we can share 

promotional ideas, tips for attracting participants and running sustainable events, and a 

general networking platform. You will receive an invitation to join the group once your 

event has been successfully registered.  

Some things to consider in your marketing strategy: 

• Use the hashtag #wyndhamlearningfestival when you are sharing events on social media. 

• Create your own poster and use the official 2024 WLF logos on all promotional materials, 

both online and printed. You will be provided with logos and marketing images after your 

event registration has been confirmed.  

• Email your promotional material with your EVENT NAME- PROMO MATERIAL in the 

subject line contact@wyndhamlearingfestival.org.au. This will assist us in us supporting 

your campaign on the WLF Facebook page.  

• Register your event on Councils What’s On calendar: Submit your event | Wyndham City  

• Use your own local contacts and networks leading up to the event – i.e. word of mouth, 

emails, newsletters, agenda items at meetings etc.  

• Check the Facebook group for updates and to ask or answer questions.  

• You may like to create a Facebook event to advertise your event and capture interest.  

• Create a photo consent form to get permission to use photos of your participants. A 

consent for should include the name and contact information of the person giving the 

consent, the name and contact information of the photographer or event organiser, the 

terms and conditions of the agreement, and the signatures of both parties.  

 

 

 

https://www.wyndham.vic.gov.au/events-experiences/submit-your-event
https://www.facebook.com/help/572885262883136/
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The Wyndham Learning Festival will help promote learning events through:  

• Website events calendar 

• Posters and flyers 

• E-mail networks 

• Media releases 

• Newspaper advertising and stories 

• Social media channels: Facebook, Instagram, 

etc. 

• Various community events and forums  

• Community newsletters 

 

Don’t forget to share your event on social media and tag the Wyndham Learning Festival in 

your photos and posts. 

Facebook & Instagram:  #wynlearnfestival #WyndhamLearningFestival 

Email: contact@wynlearnfestival.org.au  

Website: www.wynlearnfestival.org.au 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.wynlearnfestival.org.au/
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Additional tips for running an online event 

Equipment and filming 

• Position yourself directly facing the camera within its frame, avoiding extreme 

angles. 

• Use a stable surface or a tripod to prevent camera shake. 

• Ensure a tidy background for a professional appearance. 

• Film in landscape mode with the highest quality settings on your device. 

• Consider using earphones with a microphone for better sound quality and to 

minimise distracting background noise. A dedicated microphone can significantly 

enhance audio. 

• Aim for good lighting by placing a light source in front and above you. Utilize natural 

light from a window if available. Conduct a practice session at the event's time to 

gauge lighting conditions. 

• Minimise background noise (e.g., pets, household noise) by selecting a quiet room 

with soft furnishings or carpeting to reduce echoes. 

 

Planning and presentation 
 

• Develop a detailed agenda or script outlining key points and timing for your event. 

Position your notes close to the camera to maintain eye contact as much as possible 

while referring to them. Rehearse your presentation beforehand. 

• Acknowledge that long periods of sitting can be tiring for attendees. Schedule 

breaks, diversify content with visuals or videos, or incorporate breakout sessions for 

participant discussions. For extended sessions, consider splitting into two parts and 

include short breaks. 

• Introduce yourself or the speaker, describe the session, and clarify that it is part of 

the Wyndham Learning Festival. 

• Keep presentations concise and ensure clear, audible speech. If available, suggest 

using closed captioning for the audience's benefit. 

• Utilize a separate device for playing background music. 

• Seek audience permission to record the session for potential future promotional use. 

Ensure to activate the recording function within the platform. 

• Request a Wyndham Learning Festival virtual background if needed. 

• Towards the end of your event, request participants to complete the participant 

survey to help our future planning. You can put the link to the survey in the chat (if 

your event is online); or put the link on a slide (if you using a presentation); or we 

can send you a QR code to provide. 
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Suggested platforms for virtual and online events: 

 

Photos and videography  

Photos and video can capture all the highlights and memories of your event. At the start of 

your event, inform people that you will be taking photos, videos, or screenshots to share 

with your group or organisation and the Learning Festival. Photo consent forms should be 

completed to ensure you have permission to share these. Ask people to switch off their 

camera for online events or alert your photographer if they DO NOT want their images to be 

used.  

Make sure you allocate someone to attend your event who is responsible for taking lots of 

photos (or screenshots if your event is virtual) as presenters and organisers will often find 

themselves too busy to undertake this task. Choose the best shots to share with the WLF 

and to use in your own future publicity.  
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Post event activities 

Evaluate and share your Wyndham Learning Festival experience  

When the event is done and it’s a wrap, we want to hear your good news stories! Celebrate 

by sharing your photos, comments, and stories on social media channels. This is a fabulous 

way to promote your success and to share with those who were unable to attend your 

event. 

Data collection and evaluation is an important part of running any event. Count and record 

how many people attend your event, a simple sign in sheet is often the easiest way to 

collect this information. 

Following the conclusion of the Learning Festival, you will receive two online survey forms—

one for participants and one for the event holder. Simply email the participants the link that 

will be provided to you, so that we can collect their valuable feedback for continuous 

improvement. This is also a wonderful opportunity to thank participants for attending your 

event and contributing to its success. Kindly ensure the completion of the event holder's 

survey by September 20, 2024. 

 

 

Wishing you an enjoyable and successful Wyndham 

Learning Festival! 

 

 

 

 

 

For further information, contact 

the Wyndham Learning Festival Co-Ordinator on 0478 740 941 or email 

contact@wynlearnfestival.org.au 
 

 

 

 

about:blank
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Checklists and guides  

Event checklist  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 Toolkit for planning your Wyndham Learning Festival event 

18 | P a g e  

Key dates 
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Creating an account on the WLF website  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   https://youtu.be/3bkul4PIECs  

Report spam in Gmail - Computer - Gmail Help (google.com) 

How do I remove emails from the Spam folder? - Microsoft Support 

https://youtu.be/3bkul4PIECs
https://support.google.com/mail/answer/1366858?sjid=15821438004192172892-AP
https://support.microsoft.com/en-us/office/how-do-i-remove-emails-from-the-spam-folder-41573af6-1690-43f8-bc68-855697a70710
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Registering an event on the WLF website  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

    https://youtu.be/j5KSd8wJWWA      

https://youtu.be/j5KSd8wJWWA
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How to manage your event on the WLF website  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

    https://youtu.be/PVAXAPQrPMw  

 

 

https://youtu.be/PVAXAPQrPMw
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Sample past event listings  
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Email template 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Dear [PARTICIPANT’S NAME], 

Thank you for registering for [EVENT NAME] as part of the Wyndham Learning Festival. We look forward to 
welcoming you at [EVENT DAY, DATE, TIME, AND LOCATION]. Please remember to [BRING / COMPLETE / 
PREPARE].  

Registrations are still open, and we would appreciate you sharing the event details with your friends, family 
members, or colleagues if you think they might be interested.  

If you can’t make it on the day, no worries, just let us know via [PREFERRED CONTACT DETAILS]. We prepare 
our event based on the number of attendees, so we really appreciate you letting us know if there are 
changes to your booking. You might consider asking a friend or family member if they would like to attend in 
your place.  

Thanks again and see you in a few weeks, 

[SIGN OFF AND EVENT HOLDER DETAILS] 

The following templates are suggestions only. You can create 
your own reminder emails or amend the below examples.  

 
2 weeks before the event… 

1- 2 days before the event… 

After the event… 

Dear [PARTICIPANT’S NAME], 

We hope you’re excited for [EVENT NAME] on [EVENT DAY, DATE, TIME, AND LOCATION] as part of the 
Wyndham Learning Festival. Remember to [BRING / COMPLETE / PREPARE].  

Please remember to let us know if there are any changes to your booking [PREFERRED CONTACT DETAILS].  

Thanks again and see you soon, 

[SIGN OFF AND EVENT HOLDER DETAILS] 

Dear [PARTICIPANT’S NAME], 

Thank you so much for attending [EVENT NAME] on [EVENT DAY, DATE, TIME, AND LOCATION] as part of 
the Wyndham Learning Festival. We hope you enjoyed the event as much as we did.  

We would love it if you are able to complete the attached survey at your earliest convenience. Your 
feedback is invaluable in helping us shape future events for the Festival.   

Feel free to share your stories or images with others via social media using the hashtags 

#wyndhamlearningfestival [ADD YOUR ORGANISATION’S SOCIAL MEDIA TAGS].  

Thanks again and hope to see you next year!  

[SIGN OFF AND EVENT HOLDER DETAILS] 


