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PROJECT SCOPE 

There is no sound more than a whistle that can be associated with team sports. It should be a matter solely for the 

referees. Unfortunately, in many circumstances it is not.  

If a man whistles at a woman who is running or biking on the street or makes a too explicit joke, it is not a compliment 

and, in many cases, it is perceived as real harassment, in which psychological violence is carried out. This 

phenomenon, better known as Catcalling, is growing and significantly affects many women who no longer feel free 

to train or do physical activities in public spaces or dropout from sport. It is often trivialized and declassified as mere 

appreciation without any intention of harassment. However, words and gestures, which are not required in most 

cases, do not please, but betray strongly sexist behaviour. 

 

Catcalling is not a new phenomenon, the novelty lies in the fact that in recent years there has been talk of it, women's 

movements have been born. Catcalling is not only something that just happens to female runners or cyclists on the 

streets; it also affects organized sport, even if there are not copious evidence about it; BUT the lack of data does not 

mean the lack of the problem. The lack of data is much more due to the fear of reporting, the absence of a support 

system specifically designed for women who practice sport, the shortage of information within sports clubs, the lack 

of awareness of catcalling as a subtle and devious form of gender-based violence. In this scenario, WHISTLE increases 

knowledge to better understand the phenomenon, particularly in the organized sports; it educates sport clubs 

practitioners, women associations and local authorities providing them with tools to detect the problem and to take 

the right measures to support VSH victims. Specific activities directly address 150+ women, who are engaged both to 

share stories, and take part in pilot empowering programs. A creative awareness campaign on the effect of catcalling 

on women participation in sport is strategically developed to impact the larger group of males, coaches, sport 

professionals, managers, and fans. The main outcome can be resumed in the WHISTLE ADVISE SYSTEMs (WAS) 

established at 30+ sport clubs: here women can find proper support, to react and counter any VSH that could occur. 

The WAS continue over the end of the project in collaboration with stakeholders and will contribute to ensure a more 

equal participation in sport and physical activity, in the long run. 

 

The main SCOPE of the WHISTLE project is to prevent and fight Verbal Sexual Harassment (VSH) in sport, as this 

male behaviour has a negative influence over women’s practice of sport being one of the causes of female dropout 

from organized sports and one of the barriers that limits women to practice outdoor physical activity.  
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PART 1 COMMUNICATION STRATEGY  
 
The project aims to support activities that empower women and increase public awareness while also 
developing a shift in the behaviours of men who view catcalling as a praise.  
Effective communication strategies and powerful awareness campaigns were necessary to bring about a 
shift in behaviour. 
All partners received communication strategies and resources during the project's execution. Partners also 
periodically gave WP-5 leaders access to all country-specific results and materials for additional 
mainstreaming and communication. 
The strategy is built around the goals of the particular project, with an emphasis on involving participants 
in its major tasks and emphasising the importance of sharing the outcomes with key stakeholders, other 
organisations, and the general public in addition to guaranteeing public recognition of European Union 
funding.  
 

Communication general objectives & specific tools  
 
The following list connects project specific objectives, with communication specific aims.  
 

1. Developing a smart and smooths internal communication both among partners staff involved 
directly in the project implementation and towards partners’ staff not directly working in the project, 
but that can be engaged in specific task and in the follow up. Related to SO1 QUALITY AND TIMELY 
IMPLEMENTATION 
 

✓ Emails: Emails have been a great tool, not only for internal communication within the consortium 
but also for communicating with stakeholders. 

 
✓ Drive folder: In the DRIVE folders there is access to all project results, including all materials and 

tools developed by WP5 leaders for the communication and dissemination tasks. 
 
 

2. Engaging experts and testimonials in sharing knowledge to achieve the SO2. (Communicating and 
promoting the call for stories). Related to SO2 UNDERSTANDING + KNOWLEDGE: 

✓ Testimonies 
✓ Interviews 
✓ Podcasts 

 
3. Communicate to engage women, women associations, women athletes in empowerment activities, 

in sport and multiplier events. Related to SO3a EMPOWERING 
✓ #PICAWHISTLE call for stories and campaigns 
✓ Events and promotion 
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4. Communicate to the sport and coaching communities in order to engage them to test project tools 
and to transfer them the project outcomes (educational land self-earning resources). Related to 
SO3b EDUCATING 

Sports and coaching communities engaged 
✓ WAS posters 
✓ Events 
✓ Emails 
✓ Webs 
✓ Social media channels 

 
5. Communicate to engage people in the WHISTLE awareness campaigns. Related to SO4 

AWARENESS. 
Awareness campaigns and events 

✓ Events 
✓ Webs 
✓ Press 
✓ Social media 

 

Stakeholders and target groups 
 
The project main stakeholder organizations are:  

1. Sport clubs practicing outdoor sports  
2. Sport clubs practicing indoor sports  
3. Women association   
4. Women rights association  
5. Fans association  
6. Public authority   
7. Police/security organizations   

 
The project target groups are the following  
a. Young female athletes in organized settings 
b. Women practicing open air (runners, cyclists…) 
c. Coaches of female team + Trainers female sports 
d. Sport managers  
e. Public authorities and policy makers 
f. Women and civic associations managers and staff 
g. Psychologists 
h. FANS at grassroots level in elite 
i. Public of Female matches 
j. Men in general 
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Communication approaches  
Choosing the right message to convey in a communication can be difficult since, even with a fixed project 
scope, different targets require different messages to reach them more effectively and have the right kind 
of impact.  
 
The target groups reached, along with the means and techniques employed, are made clear in the table 
below. The message is in line with the project scope and is customised for the target audiences.  
 
 

Target groups Actions   Channels 

Young female 
athletes in 
organized settings 

Communicating with female athletes to help them better 
comprehend what catcalling and verbal self-harm (VSH) 
are and how they might impact both their athletic 
performance and overall well-being. Give them the 
necessary support and give them the freedom to 
respond; Encourage them to summon the bravery to 
share their story and to use the WAS network to get the 
support they need as well as participate in awareness 
campaigns.  

1. Campaign WAS 
posters 

2. Campaign 
#shareyourwhistle 

3. Testimonies 
communication 
on the web 

4. Interviews 
5. Podcasts 
6. Awareness raising 

events 

Women practicing 
open air (runners, 
cyclists…)  

Reduce the fear to participate in the campaigns and talk 
about the problem and report it, as well as encourage 
them to inform others about the activation of the WAS 
network at the city's sports clubs and associations, 
sometimes also using techniques of counter-impact 
storytelling. 

1. Campaign WAS 
posters 

2. Campaign 
#shareyourwhistle 

3. Testimonies 
communication 
on the web 

4. Interviews 
5. Podcasts 
6. Awareness raising 

events 

Coaches of female 
teams  + 
Trainers  female 
sports 

The goal of communication is to raise awareness and 
comprehension of the potential effects of compliments 
directed towards an athlete's physical appearance or 
overall athleticism, outside of the realm of sports. Make 
them aware that there is a difference between words 
that motivate and inspire and those that are offensive 
and have a negative impact on the mental health of 
females who participate in sports, especially at the 
amateur and grassroots levels. 

1. Whistle Advice 
System, including 
brochure and 
posters. 

2. Trainings; 
including all 
materials. 
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Sport managers Raise awareness of the negative impacts of catcalling on 
self-esteem and dropout rates in both sports and life. 
Encourage them to ratify the Whistle Charter and the 
associated policies for women's and children's safety. 
They should also establish a network of women's 
organisations and civic associations to support athletes 
in the event that they encounter a VSH or SH situation 
while competing. Provide them with the resources they 
need to educate the sports staff about VSH and 
catcalling. 
 

3. Whistle Advice 
System, including 
brochure and 
posters. 

4. Trainings; 
including all 
materials. 

Public authorities 
and policy makers 

To monitor VSH in urban settings while strengthening ties 
between women, civic associations, and local security 
agencies. Involve cities and PA in creating a customised 
awareness campaign on VSH and catcalling during 
scheduled sporting events.  
 

1. Awareness raising 
events. 

2. Press. 
3. Conferences. 

Women and civic 
associations 

Raising awareness among women and civic associations 
and facilitating networks with sports clubs.  

1. Social media. 
2. Awareness raising 

events. 
3. Whistle Advise 

system. 
4. Conferences. 

Psychologists To get professional feedback and involve them in story 
analysis, and encourage their involvement in sports 
clubs, especially at the grassroots level where this 
physiological support is lacking owing to a lack of 
funding or lack of knowledge of its necessity.  
 

1. Whistle Advise 
System. 

2. Trainings. 
3. Conferences. 
4. Awareness raising 

events. 

FANS at 
grassroots level in 
elite 

We must convey to them that there is nothing 
insignificant about what they perceive to be a compliment 
or a frivolous approach in order to alter their habits and 
behaviours. It does, in fact, have an effect on the 
recipients and is perceived as a kind of violence that is still 
far too underappreciated despite having the potential to 
significantly alter girls' and women's physical psychology. 
 

1. Sports events. 
2. WAS posters at 

sports clubs. 
3. Social media. 
4. Awareness raising 

events. 

Public of Female 
matches  

We talk about changing the way that sports cheering is 
done. Whistles are all that are needed unless they are 
obviously meant to be sporting. Any remarks on physical 

1. WAS posters. 
2. Social media. 
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attributes, sexual orientation, or movement should be 
avoided. No more jokes or remarks that aren't requested 

3. Awareness raising 
events. 

4. Sports events. 

Men in general We would contact men generally, especially those in the 
sports industry, including fans; however, we also utilise 
communication to reach those who are unaware that 
catcalling has a significant negative impact on victims of 
violence against women.  

1. Surveys. 
2. Interviews. 
3. Podcasts. 
4. Awareness 

raining events. 
5. Trainings. 
6. Social media. 
7. Press. 

 
PART 2 COMMUNICATION RESULTS  
 

Results related to WP2 
T2.1 Defining a join method to 
collect stories and generate new 
female movement in sport to 
counter VSH  

The task includes the collection of stories, for which is planned a 
call for stories. Both subtasks require commination activities, such 
as: publishing the call for stories, promoting, and sharing online 
surveys, inviting directly targets to collaborate. 
Channels: partner website, social media, direct communication  
Main Approach: Call to action  

T2.2 Elaborating a REPORT " 
IMPACT of SVH on female 
participation in sport" 

See D2.2 
Main Approach: Facts and figures dissemination  

 
The strategy of the WP5 leaders has been to achieve greater visibility and therefore greater participation 
and awareness of the issue has focused on the following aspects: 
1. Presenting the project, surveys and interviews in a professional way, with a neat image and respecting 
EU guidelines at all times. 
2. Sharing the aims and the survey itself among our wide network of contacts, including clubs, athletes 
and other stakeholders, through emails, messages and calls. 
3. Promote the networks and the website for greater visibility of our aims in order to widen our network 
of stakeholders and encourage them to participate through regular publications. 
4. Do intensive research and contact people who may be potentially interested in participating in our 
research, through direct messaging on social media. Eventually, the objective of contacting stakeholders 
through social media has helped us to make the project known to a larger number of people and to raise 
awareness of the problem and the project's objectives among the general public. 
5. Sharing the stories. This encourages others to share theirs and raises awareness in general terms. 
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Results related to WP3 
 
 

T3.1 Elaborating THE WHISTLE 
POSITION PAPER (WPP) including 
recommendations 

Communicate to local stakeholders to invite them to share 
opinion and position to elaborate the WPP. 
Communicate to local stakeholders to invite them to sign 
the WPP 
Main Approach: networking + storytelling + Facts and 
figures dissemination 

T3.2 Arranging EDUCATIONAL 
RESOURCES for sport educating 
communities 

Communicate to involve coaches and sport clubs’ 
practitioners to invite them to take part at initiative (pilot 
courses) necessary to test EDU resources  
Communicate to transfer EDU resources to the wide sport 
coaching community  
Main Approach: Training and empowering  

T3.3 Setting up the WHISTLE ADVICE 
SYSTEM (WAS) network 

Communicate with sport clubs to stimulate them to take 
part in WAS, opening advice points at their clubs. 
 Communicate with women association to collaborate with 
sport clubs of the WAS providing them with necessary 
support and advices in the long run 
Main Approach: Training and empowering 

 
As part of the strategy to promote the methodology created to combat verbal sexual harassment in 
sport, also called the Whistle Advice System, Actividades Alternativas developed a very professional 
layout for both the brochure and the poster. 
The brochure contains all the information condensed in an easy-to-download-and-print document with 
illustrations and very easy to read. The document is available here: 
https://drive.google.com/file/d/1M6wWkFdXOQdyE6Kk-CteTt8PSGMtjywg/view?usp=drive_link 
 
The poster summarises the main strategies when addressing Verbal Sexual Harassment at your sports 
centre. The following steps were taken: 
 

1. With the support of the experts from Si puo fare and their WAS method, ACAL drafted a very 
short text that could summarise the advice for victims and witnesses of VSH in sport. 

2. Several layouts for the poster are created. 
3. All partners agree on one poster to be translated. 
4. Poster is translated. 
5. All translated posters are published on the web and promoted on social media. 

 
Results related to WP4 
 

https://drive.google.com/file/d/1M6wWkFdXOQdyE6Kk-CteTt8PSGMtjywg/view?usp=drive_link
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T4.1 Developing an online awareness campaign Communicate to promote podcast and 
infographics,  
Communicate to promote campaign 
Main Approach:  Storytelling + Counter narrative  

T4.2 Developing impacting and unconventional 
awareness campaigns 

Communicate to engage participants at awareness 
events at sport clubs 
Communicate to engage participants at urban sport 
events 
Main Approach: Call to action + Storytelling + 
Counter narrative 

 
All partners provided at least 1 interview for the series of WHISTLE podcasts.  
Ultimately ACAL took care of the layout and published the interviews on both ivoox and youtube.  
ACAL also prepared and promoted all the interviews and podcast on the web and social media.  
 
Just like for every other news, ACAL prepared an appealing description for each of the events, also 
selected the photos and most interesting videos to share on social media and made sure were presented 
in a professional and interesting way, in order to engage big audiences.  
 

Results related to WP5 
 
 

T5.1 Arranging COMM. and 
DISS and Mainstreaming 
plan CDP 

D5.1 Communication 
dissemination and 
mainstream plan  

Project Logo  
Project Templates  

T5.2 Implementing 
Communication activities 

D5.2 Communication and 
dissemination tools and 
Materials 

flyers, poster, social network, press folder, 
contents for pps’ web pages 
infographics  
lessons learned brochure,  

D 5.3 Social media 
+website + Posts and 
articles published 

website  
social media channels  
cover for e-paper (deliverable for public 
dissemination and other written report for 
dissemination) 
awareness  movement report  

T5.3 Organizing and 
realizing Dissemination 
Multiplier Events 

 
Minutes, pictures, agenda, poster 
See list of events  
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As stated in the proposal, leaders from WP5 provided all partners with clear instructions for promotion, 
all materials provided were also translated by all the partners and adapted by ACAL in order to be used 
in all languages. Logos, templates and all visual material for dissemination and communication within the 
consortium, including layout for deliverables have been provided by leaders of WP5 and are always 
available in the DRIVE folder. 
 
WP5 events have been published and promoted on WHISTLE’s web and social media  
 

Dissemination, mainstream, and strategy for follow up 
 
OUTCOMES that will continue to produce effects after the end of the project: 

• OER for empowering women in sport and to educate coaches and fan communities: these resources 
will be transferred to interested parties for free use. If used by other subjects outside the project 
partnership OER produce impact and effect beyond the project end. To facilitate this effect, we will 
produce OER in English and in partner’ national language 

• WHISTLE CHARTER and related annexes (women and child protection policy:  model for sport clubs 
+ Code of conduct): these tools are promoted to sport association and relevant stakeholders who 
are invited to undersign the charter. As well as to adopt the code of conduct. Sport managers 
outside the partnership will promote the charter at their club and in their network of relationship 
thus to ensure a further multiplier effect of the charter, we expect to reach and inform 100 clubs 
about the issues stimulating them to organize a territorial network to provide women with proper 
support in case of VSH in sport.   

• WHISTLE ADVICE SYSTEM based on agreements amid sport clubs, women associations and local 
authorities: this is the most important outcome that must continue after the end of the project, as 
it is itself an instrument to continue to offer help to women harassed in sport and to empower them. 
The system should be replicated in organizations outside the partnership. This is the main 
challenge. To this scope, we will work to reinforce local networks and promote charity events to 
collect funds  

 
Follow up resources and Synergies with other EU funds  
Partners commit themselves to continue to promote the need to stop VSH in sport, they will work with their 
staff and own resources, they are aware about funding opportunities: in Italy for example there are several 
bank foundations who work to support social and sport initiatives, as well as in Europe there are public 
authorities who contribute to sport local events and support sport clubs at grassroots clubs. The idea is 
also leveraging on sponsors who are particularly sensitive to initiatives of social value and of great media 
impact, these could support the replication of awareness campaigns during sport events. 
The topic of the project is particularly consistent with the CERV programme, so it will be possible to 
capitalize results in new projects and new networks.   
At the end of the project the partner will arrange jointly a memorandum of understanding to ensure their 
commitment to continue to share practices, problems and opportunities connected with the problem of 
sport integrity and respect 
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Awareness campaign strategy  
A series of awareness campaigns are planned to support the WHISTLE movement creation, to promote a 
change in behaviors and to empower women to tackle catcalling in sport.  
The fist type of campaign, which aims at reaching as many audiences as possible; including Followers on 
social media, stakeholders, and audience in general, are developed around the following #concepts: 

• #shutyourwhistle  
• #shareyourwhistle. 
• #Letsendverbalsexualharassmentinsport. 
• #womeninsport 
• #sport 
• #nomoreverbalsexualharassmentinsport 
• #WHISTLE 
• #sportvalues 
• #nomorecatcalling 

 
 

A second phase of the campaign that wishes to empower, educate, and inform on a deeper level 
includes interviews, results and promotion materials that wish to not only educate but describe specific 
Instructions for everyone to combat verbal sexual harassment in sport. These include short movies, 
reports with interviews, video testimonies and tools. 
 

PART 3 STRATEGIES: tools, channels, and materials 

 

Project Logo  
Instruction and files to use the project logo are available here 
https://drive.google.com/drive/folders/1-2sjLYCxSvTNZgaa5Mp7-dTqVw03eNXN?usp=sharing 
 

 

https://drive.google.com/drive/folders/1-2sjLYCxSvTNZgaa5Mp7-dTqVw03eNXN?usp=sharing
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Website  
A well-designed website helps target groups easily find what they are looking for.  
The Whistle website was arranged by WP5 leader.  
The web site was arranged following these principles:  
>First impressions are very important. When people arrive on your website, 
you have about 5 seconds to convince them to stay. 
> Keep it simple. What do you want to tell the visitor about on each page? Too much 
information on a page ends up being confusing. 
> Clear and logical navigation. It should be simple for your users to navigate and find what they are 
looking for. 
> Be personal. Use photographs of people and testimonials from happy target groups to build trust. 
> Limit color palette. Professional looking websites tend to use 2-4 colors. 
 
The website design has been shared during the TPM1 KOM on 27th June 2022. On the basis of the next 
scheme the website will be developed  
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The main website menu includes:  
Home > About WHISTLE 
Who we are: partners logo, website, contact mail  

- Results/Project library > deliverables for public dissemination, e-papers  
- Events  
- Support us 
- Project deliverables 
- Latest news 
- Testimonies (For sharing experiences) 
- Networking (Tools) 
- The partners (Description and links) 

The Footer includes: 
- Credits,  
- Follow us: links to social media and  
- EU logo and disclaimer  
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The website remains active and alive after the end of the project for a minimum of 5 years, and over. 
Resources for follow up are ensured by WP5 Leader  
 

Social Media  

Suggestions for posting  

 
 
. 
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Figure 1. channels and target groups a. 

 

 
 

Figure 2. Channels and target groups b. 
 
 
 
 

Social media can be used also for CALL TO ACTION and online SURVEY  as in the example here after  
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Some examples and insights of WHISTLE’s social media 
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Videos 
Videos are created to share the project scope and ambition, to call for participants, to tell project stories 
and to share results. 
https://www.youtube.com/@whistleproject1453 
 

 
 

https://www.youtube.com/@whistleproject1453
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Events  
The project includes a set of events developed to achieve specific 
project objectives and to introduce project results and 
deliverables to interested parties, as well as to enlarge the local 
network cooperating to prevent and counter VSH in sport, 
capitalizing on project deliverables and committing themselves 
to sign the WHISTLE charter. 
 
The pictures on the right summarise some of the events 
organised. 
 
https://whistleproject.eu/news/ 
 
 

Podcast 
 
The aim of the series of podcasts is to find new ways to broaden 
WHISTLE’s audience, by sharing stories, experiences, tools and 
techniques to combat VSH and catcalling in sport. The podcast 
included some experts like journalists, coaches and athletes and 
achieved good numbers in terms of audience of all kinds. 
https://www.ivoox.com/podcast-the-whistle-project-
podcasts_sq_f11725270_1.html 
 

Publication:  

Project deliverables for public dissemination 

All the project deliverables, media and communication materials were made freely available and promoted 
through open licenses without limitations. 
Free access to all deliverables in the E+ results platform will be ensured by all partners as well as on the 
web (for all those public ones). 

Open access   
In case of scientific articles are (added and) published partners ensure to use open access platform and to 
report related data in the SEDIA reporting platform. 
 

GDPR  
In any project activity, but especially for events or newsletter subscription, partners have to respect the 
General Data Protection Regulation (EU) 2016/679 that came into force on 25 May 2018. 
 
GDPR main principles 

https://whistleproject.eu/news/
https://www.ivoox.com/podcast-the-whistle-project-podcasts_sq_f11725270_1.html
https://www.ivoox.com/podcast-the-whistle-project-podcasts_sq_f11725270_1.html
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• Transparency and purpose limitation: only the data necessary for your purpose must be requested 
• and the latter must be clearly indicated; 
• Data minimisation: you should request only the necessary data (e.g. you don’t need to request for 
• phone number for the registration to a newsletter); 
• Consent evidence: the consent should be explicit and you should be able to prove the consent of 
• the people you have personal data from. NB: absence of an answer = no consent; 
• Access and withdrawal: people must be able to access their personal data and withdraw from a 

database (even a not published database) at any time.  
 
Who is responsible? 
The institution responsible for the compliance with the GDPR is the institution hosting the data. 
Concerning the projects, this means that one project partner institution is responsible for the newsletter 
contacts (the one who store them), and that the WP5 Leader shares with other partners the responsibility 
for the content of the website. 
 
Partners are aware that:  
No personal data or list of participants to events can be published on website, or social network. 
 
It is important to make sure that you ask only for the e-mail (and possibly name or surname for 
personalization) and that people give their explicit consent (for example by ticking a box). On the 
registration page. 
The newsletter subscription should have a double opt-in method: once they have filled the 
subscription form, people receive an opt-in confirmation email, and click the link to confirm. 
It includes a “unsubscribe” link in your newsletter as well. 
 
It is important to ask only for the minimum necessary information (e.g. is the postal address really 
needed?) for events registration  
It is necessary to ask specifically for all necessary consent (e.g. “Do you accept your details to be 
included in the participant list distributed at the event?”),  
Partners are normally not supposed to store the personal information after the event; therefore it would 
be advisable to delete it. It is of course possible to offer in the registration form the subscription to the 
project newsletter. List can be conserved only for project reporting issues, attendances must be informed 
Partners should delete all personal information if the concerned person asks you to. 
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ANNEXES 
 

Annex 1 Graphic tools 
 
The project logo has been discussed, shared and approved during the TPM1 on 27th June 2022. 

 
Different versions 

• With no title  
• With complete title of the project 
• Published on white background 
• Published on black background 
• Use of logo in slides, poster, report, website 

and rules for using the logo are available and kept up to date in the following folder  
https://drive.google.com/drive/folders/1-2sjLYCxSvTNZgaa5Mp7-dTqVw03eNXN?usp=sharing 
 

https://drive.google.com/drive/folders/1-2sjLYCxSvTNZgaa5Mp7-dTqVw03eNXN?usp=sharing
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Sample of project graphics  
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EVENTS CHECK LIST   
The following check list (Ref Interreg ASP) was provided to partners to help in events organization: 
 

Clarify the purpose of your event  

Why are you holding the event? What is it meant to achieve? What messages do you want to 
communicate? 

 

Write down these objectives and have an exchange to ensure that all organisers agree with the plan 
 

Determine your target groups: For whom is the event? 
 

What are those people interested in? Will this event be interesting for them? Why? 
 

Which language does the majority of the target group speak? Is translation needed?  
 

Choose the format of the event 

Depending on the chosen format – on site, purely online, hybrid – further (technical) requirements 
and skills might be required, especially regarding live streaming and recording of the event.  

 

Select a date. Check for clashes with other more newsworthy events: political events, holidays, 
regular press briefings 

Put together a detailed plan as soon as you can and circulate it  
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Roles to team members  

Ensure all relevant colleagues and partners are behind the event and know what’s expected of 
them  

Keep them informed and committed  

Schedule regular meetings or conference calls in advance for all people involved  

Venue selection. Before researching suitable venues have some idea of 

How many people you expect to attend;   

How many rooms (including workshops or breakout rooms) are needed; 

What kind of food you want (breakfast, lunch, dinner, cocktails, coffee breaks, water, etc.) 

Choose a venue that is appropriate and accessible  

Ask what is included in the price (e.g. Staff). Check whether you have to use venue’s own caterers, 
equipment suppliers or can provide your own (it’s often cheaper to provide your own)  

Do you need on-site accommodation? If not, are there enough hotel rooms close by and do you 
need to provide a shuttle service? 

Invitation 

Develop concept as soon as you have venue and timings   

Consider a save-the-date-e-mail if the official invitation is delayed  

In the invitation: date, time, place, map, how to get there information, link to registration form, 
deadline registration form, contacts (e-mail; phone-number)  

Send out invitations as soon as you can – the longer an event is in someone’s diary the better. If 
necessary send a reminder closer to the date  

Have a specific person to be in charge of maintaining invitation list and all replies  

Remember to include all the necessary logos (project, organisers, EU) 

Equipment 

Assess what you need in terms of equipment – especially regarding technical equipment.  

Liaise with venue as to what they have and what you can use 

Presentations 

Check projectors, lap-tops, screens  
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Connection cables, power sockets, transformers, adapter plugs  

Get presentations in advance 

Moderator / Presenter 

Who will introduce the event, provide links between speakers, moderate a Q & A session, close the 
event? 

Apart from the moderator, who else will speak/present during the event? Make sure all speakers are 
well aware of the programme and when they have to be present on stage. 

Branding / Signage 

Check what’s required  

Do you need to get it made or can you use existing materials (roll-up, posters…)?  

Ensure that your event complies with the information and publicity requirements of the European 
Commission.  

All events, public or private, require to display: the EU flag, the project logo and ERDF claim. 

Ensure all spokespeople have names and organisation name displayed 

Photography 

Consider hiring a professional photographer according to event budget and importance.  

Make sure all photography is captioned. Include names and titles of people in the shot (indicate left 
to right), along with the date and location  

Most media, if interested in the story, will want a photo. Send a photo with your press release. 

Take the chance to take pictures of the speakers, participants, project team, close-ups…  

Have EU flag on display for event photos. 

Equipment to take with you from the office 

Name badges / place labels  

Registration list Contact list of all suppliers  

All information including receipts, confirmation of bookings  

Project logo and extra EU flag if needed 

Budgeting 
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Be thorough and stick to budget. Keep some contingency budget for emergencies 

Be aware of public procurement procedures and the time needed to contract services within legal 
requirements.  

Start a spreadsheet as soon as an event is planned – column for quotes, column for actual prices, 
etc.  

Ensure eligibility of expenditure Keep track of all paperwork (emails, letters, quotes, contracts etc.)  

Check suppliers’ contracts before signature  

Check invoices correspond to contractual agreement before payment 

Meet and greet 

Upon arrival, attendees should receive detailed instructions. This might include a welcome pack 
with:  
Name / badget  
Agenda / Map  
Press pack for media 
Contact details of participants.  

On the base of the new GDPR regulation, remember to ask for explicit authorization to publish 
contact information upon registration. 

Before the event 

Tasks are allocated to all organisers: set up script or roadmap of all details of the event  

Make a block pre-reservation at recommended accommodation that are included in practical 
information for participants  

A couple of weeks before the event, participants receive a confirmation email with the final version 
of the agenda and practical information  

All organisers are briefed to answer frequently asked questions  

Speakers (and moderators) are briefed 

All presentation are compiled and checked  

Check technical equipment  

All activities comply with the publicity requirements 

Right before the event 

A reception desk is available for registration with:  
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Registration sheets  
Name badges arranged in alphabetical order  
Conference packs (if applicable)  
Place labels and water are available for speakers  
Conference room equipment is checked: Laptops with presentations Multimedia projectors and 
screen  
Cable and electricity sockets  
Microphones, sound system;  
persons available for handing out microphones  
Air conditioning and lights  
There are recycle bins in the conference room 

After the event 

Event documents (including if relevant a report or summary of the event outcomes) and photos are 
uploaded to your website  

 

Feedback questionnaire and thank you notes sent to all participants and guests  
 

Conclusions made based on feedback forms and debriefing  
 

All costs and fees are taken care of 
 

 

ANNEX 2 Press releases 
 
Press release template was provided to all partners as well as instructions, including: 

1. Headline 
2. Subheader / Lead 
3. Dateline 
4. Body 
5. Quote 
6. Company info (boilerplate) 
7. Logo 
8. Media contact information 

The template can be downloaded in the DRIVE folder dedicated to such purpose. 
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ANNEX 3 Editorial Calendar for Social Media  
 
The editorial calendar is a living and open document.  
It is managed and coordinated by the WP5 leader, and it also represents a monitoring and reporting 
tool.  
 
Communication campaigns, news and post content are defined according to the progress of the project 
and the activities in progress. The calendar, managed through a shared folder and files in the project 
drive  
https://drive.google.com/drive/folders/1-KEvZ_mrTyRvcnE78b3ujpmkUJfBPOiA?usp=sharing 
 
(https://docs.google.com/spreadsheets/d/1Jmq6d9rxgAOuuy9vCLIFFao8rdke70LcIwJ1g4vCWcc/edit?u
sp=sharing) focuses on social networks flows,  
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ANNEX 4 Communication general objectives & specific tools 
 
 
Emails:  The following is an example of some of the emails used for communication with stakeholders. 
 

 
 
 
Drive folder: The DRIVE folder is very well structured and includes all the results, tools and materials.  
 
Web: https://whistleproject.eu/ 
 
Instagram: https://www.instagram.com/whistleproject.eu/ 
 
Interviews: https://www.youtube.com/@whistleproject1453 
 
Podcasts: https://www.ivoox.com/podcast-the-whistle-project-podcasts_sq_f11725270_1.html 
 
Events: https://whistleproject.eu/news/ 
 
WAS: https://whistleproject.eu/whistle-advise-system/ 
 
Testimonies:  
 

https://www.instagram.com/whistleproject.eu/
https://www.youtube.com/@whistleproject1453
https://www.ivoox.com/podcast-the-whistle-project-podcasts_sq_f11725270_1.html
https://whistleproject.eu/news/
https://whistleproject.eu/whistle-advise-system/
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ANNEX 5 WAS poster 
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All other languages are also available on the web: https://whistleproject.eu/whistle-advise-system/ 
 

ANNEX 6 WAS brochure 
 

 
 
ANNEX 7 Podcasts 
 
The podcast series created for WHISTLE is a strategy devised to raise awareness of the issues by targeting 
a wide range of audiences, especially people who are active on social media, who have an interest in the 
topic or in podcasts and interviews in general. The podcasts are available on Ivoox and the interviews are 
posted on WHISTLE's youtube account. In addition to this, there has been an intensive promotion on social 
media with small shorts and periodical publications with the content of the social media to promote their 
visibility. The purposes and results of the WHISTLE podcast series are described in the deliverable 4.2 
available at the following link: https://whistleproject.eu/wp-content/uploads/2024/04/Deliverable-4.2-
WHISTLE.pdf 

Among the people interviewed for this international podcast series are sports personalities such as 
Amber Kitchen: , Marta Lozano, Nadia Mladenova, as well as gender experts and sports journalists with 
research expertise on gender issues and harassment in sport such as Daniela Simonetti. 

Amber Kitchen: https://www.youtube.com/watch?v=4QTL1NWaDdA 

https://whistleproject.eu/whistle-advise-system/
https://whistleproject.eu/wp-content/uploads/2024/04/Deliverable-4.2-WHISTLE.pdf
https://whistleproject.eu/wp-content/uploads/2024/04/Deliverable-4.2-WHISTLE.pdf
https://www.youtube.com/watch?v=4QTL1NWaDdA
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ANNEX 8 Deliverables on the web 
 
Taking into account the usefulness that these can have for potential stakeholders, all public deliverables 
of the project are easily accessible on the website by clicking on the "deliverables" tab: 
https://whistleproject.eu/project-deliverables/ 
 

  
 

https://whistleproject.eu/project-deliverables/
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ANNEX 9 Other press publications 
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