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I. Introduction
Due to the COVID-19 pandemic, National Postdoc Appreciation Week (NPAW) will look
drastically different. Many states/counties have imposed regulations on the number of
people permitted in a room or facility. As such, we have included some ideas of virtual
events that you may be interested in. The goal of NPAW is to highlight the great work
postdocs have done at your institution and show your appreciation for their contributions to
the community. That sentiment can still be carried out in a virtual environment.
Prepared by the NPA Outreach Committee, the N
 PAW Toolkit i s designed to help you decide
what kind of event you would like to hold, be it a virtual coffee hour, a virtual happy hour, or a
combined virtual event with other institutions in your city or region. There are suggestions
for different types of events, how to advertise the event, and getting sponsorship for your
event. We have also provided fliers for you to download, customize, print out, and/or post on
social media outlets. Be sure to record attendance at your event and ask people to join your
postdoc association and the NPA!
We encourage you to start planning early and identify your NPAW event coordinator. This is
a critical person for organizing a successful event. S/he will need to be a person that is
detail-oriented, well-organized, with exceptional communication skills. This person can
assist you with multiple aspects of planning the event including the following: getting
access to the useful listservs including those specifically for postdocs, sending emails to
interested parties, and confirming speaker(s) if you are having any. Planning a successful
event can often take a few months to secure everything you will need.
You may need help throughout the planning process, so it is wise to identify volunteers early.
If your office/association is small, identify one or a few postdocs who are willing to donate
their time and effort. As the date of your event approaches, there will be many things to
complete beforehand and there will be a few “day-of” tasks such as testing the set-up,
moderating/hosting the event, and monitoring Q&A.

II. Suggested Events
Virtual Events
There are a variety of platforms you can use to host your event, including Zoom, WebEx,
GoToWebinar, Google Hangout, and AdobeConnect. Look into the features/cost of each to
determine the best platform to meet your needs. No matter which you choose, identify one that
will be best for the number of attendees and keep your audience engaged.
Daytime Events
● Virtual coffee hour
● Three-minute talk competitions
● Scientific lectures featuring postdoc
● Virtual career seminar or symposium
● Guest lecturers on current topics relevant to postdocs (e.g. racial injustice, international
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●
●
●

affairs, etc)
Virtual mental health and wellness seminars
Virtual planting event or planting workshop
A regular postdoctoral office (PDO) or postdoctoral association (PDA) event
designated in honor of this day

Evening Events
● Virtual happy hour or networking event
● Virtual game night
● Virtual live concert/music
● Virtual karaoke night
● Virtual paint night
In-person Events
Listed below are the most commonly held in-person events by members of the NPA community.
If you plan to host an in-person event, please be sure to follow your state's safety guidelines for
large gatherings. You may also want to gauge the level of comfort of the postdocs to ensure
participation in such as events.
Daytime Events
● Coffee hour
● Sporting events
● Mental health and wellness events
● Ice cream social
● A regular postdoctoral office (PDO) or postdoctoral association (PDA) event
designated in honor of this day
Evening Events
● Happy hour
● Dinner
● Live concert/music
● BBQ
● Improv
● Virtual karaoke night

III. Events Planning
When hosting a virtual event, discuss with your office or IT department about the best
platform for hosting a large number of people. To increase engagement with the audience,
consider including features such as breakout room discussions, polls/surveys, and breaks
(depending on the length of the event). Be sure to determine if there are any accessibility
needs, such as interpreters or closed caption.
If you decide to host an in-person event, talk with the management of the desired location.
Let them know the details of your event and how many people you expect to attend; they
may help you to promote the event or offer some freebies. If you anticipate a large crowd, it
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will be especially important to talk to the management in advance. When considering offcampus locations make sure it is easily accessible, as well as handicap-accessible.
Consider mid-way points if you have more than one campus at different locations.

IV. Regional/City-wide Events
If you are interested in combining your event with another institution, get in touch
with that institution as soon as possible. Identify the PDO or PDA contacts at other
institutions and send an invite to them to discuss the feasibility of a joint event. If you need
help, c
 ontact the N
 PA staff, who will put you in touch with other institutions by sharing your
contact information and request with them via email or a phone call.

V. Maximize Your Results
Sign-up postdocs as members of your PDA and/or the NPA during your event. It is a great way
to recruit new members! There are sign-up sheets and other downloadable resources for your
event on the NPA’s NPAW events page. If your institution is a Sustaining Member of the NPA,
let the postdocs know that they are entitled to a free, Affiliate membership. You can also make
them aware of the Full, Individual membership category, if they are interested in additional
benefits.
You can also schedule PDO- or PDA-run seminars on the same day (e.g. monthly
career seminar) to publicize the event to larger audiences.

VI. Publicizing the Event
Consider using any/all of the media below to promote and advertise your event:
Prior to your event
●

●
●

●
●

●

Consider your seven points of contact.
○ The rule of thumb is that a person needs to see or hear about an event
about seven times before they might decide to attend; what will your
seven points of contact be?
Submit your event to the NPA to notify us about your event, and they will post it on NPA's
website.
Publicize your event on social media on your professional or institutional
accounts. If you don’t have, this is a great opportunity to get started.
○ Links to NPA social media (Facebook/LinkedIn/Twitter/Instagram).
Publicize the event in your institution with emails, f liers, and the NPAW logo
(available on the NPA’s NPAW events page).
Email the faculty and other research staff to advertise your event. Depending on
your institution this email may need to be sent through your PDO or the Public
Relations/Affairs office.
Contact the media and let them know about your event.
○ Two to three weeks before the event, download the press release template
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○
○
○

(available on the NPA’s NPAW events page), customize it.
Use the campus press office as a means to release it to the media.
Identify local TV stations/newspapers that might be interested in covering the
event.
Be prepared to explain who a postdoc is to the media!

On the day of the event
●
●

Take recordings, high-resolution photographs and/or videos of the event and use
them to highlight the success of the event.
Post your event on social media and be sure to tag us in your event by using
#NPAW2020 and #nationalpostdoc hashtags.

VII. Invite Faculty and Administrators
Talk to faculty one-on-one and ask them to support the day by encouraging their postdocs
to attend the event. Send formal letters of invitation to the president/chancellor of your
institution, the dean of the research office, and other administrators. Including everyone in
your institution helps raise awareness about the great work all postdocs are doing!

VIII. Sponsorships
Sponsorship is not vital but might be useful in holding some of the events listed above. Be
prepared to tell sponsors how many persons you are expecting and how it will benefit them to
sponsor this event. Use any existing methods you have for obtaining sponsorship at your
institution. Sponsors may include departments that encourage their postdocs to participate in
the symposium. Seek out other strong supporters of postdocs, such as, the Office of
Postdoctoral Affairs/Graduate Studies/Career Development and/or the alumni association.
Work with your institution’s offices to find out what sponsors have participated before, and
if they will allow you or help you to contact them. In addition, it may be possible to inquire
whether local companies would be willing to sponsor the symposium. Please note that
many institutions have regulations preventing sponsorship by outside companies. Please
check your individual institution’s policies. If contacting outside companies is an option, you
can possibly invite companies to bring a table and sit and show their products in return for
sponsorship. You can also invite them to give a seminar on the day in return for
sponsorship. Another method is to ask sponsors for small gifts for a drawing at your event.

IX. Have fun!
Remember to have fun and realize that your fellow postdocs appreciate all the hard work that
has gone into making your symposium a successful one. Organizing events not only brings the
community together, but also teaches you new skills and helps you broaden your network.
Best of luck from the NPA!
5

