
Event Highlights template 

 
The Event Highlights section of the site is a space to share past events through: 
•  a long video recording of an entire event (e.g., a 2-hour workshop) 
•  a short video recap of event highlights (e.g., a 3-minute video recap of Louis Riel Day) 
• a written recap of event highlights with or without images  
• a combination of video and written segments 
 
The goal of Event Highlights is to give community citizens an idea of what happened at the event.   

 

Format 

There is no predetermined format or length for event highlights coverage. The length and format you 

choose depend on what you’re covering and how far you want to delve into it.  

 

To choose a format and length, consider: 

What makes the most sense for the context?  

● Are there elements of the event that would best be experienced through video? Events like a 

concert, a moving speech or ceremony, a dance or art demonstration are sometimes best 

captured on video to allow people to get a feel for what it was like to be there in person 

● Is there a lot of information that viewers need to see in writing such as links, complex terms, 

etc.? If this is the case, you may want to consider recapping the event in writing, or including 

both video and written recap.  

● Does the event necessitate privacy? Events, where people are divulging personal details, 

journeying through unexpected emotions, and/or maybe in physically awkward situations, may 



not be the greatest candidates for video. Even if you get permission to capture it on video, think 

about whether it’s fair to push “record” – some participants will have their guards up once they 

see a camera. Events like healing workshops and hot yoga retreats might be better left recapped 

in writing.  

● Are the people you’re presenting or interviewing at the event comfortable engaging on camera? If 

not, again, consider recapping the event in writing and using photos instead. 

 

What makes most sense for you?  

● Do you have access to the equipment or tools you need in order to capture decent quality video feed 

throughout the event? Consider whether you have adequate lighting and camera power to move 

around the event space with ease to get the shots you need or equipment like good-quality 

microphones to capture audio at a noisy or windy event. 

● Do you have access to the skills and equipment you need to edit video into a piece that will be 

appealing?   

 

A couple of examples to consider: 

Summary-style 

Here are a bunch of TYRMC event summaries that nicely address the 5W questions (who, what, why, where, 

when) in one to two paragraphs. A light read, summaries like these are a great way to provide quick updates 

to your community. 

 

News blog-style 

This is a third-person written account of an event where students at Acadia University learned about 

native and invasive plants. It includes several quotes and images to communicate the 5W information. 

This was a pretty effective way of communicating more complex information like Latin names for plants.   

 

Here’s a tale of one event, presented three different ways: 

List-style photo/written wrap-up 

This is a first-person account of the largest natural food expo in the U.S. reporting on new “future foods 

they tasted at the expo.” While a 12-minute read may seem long, it’s fairly light, it’s broken up by 

images, very informative, and pretty easy to scan.  

 

Real-time quick video wrap-up 

Here’s a video version recap highlighting one day of the expo. No editing skills needed for this video, the 

almost three-minute clip is captured in real-time.  

 

Long multi-clip video  

Here’s a 27-minute behind the scenes video recap from that very same food expo. This is also a first-

person wrap-up. This recap takes place over several days and stitches together multiple video clips into 

one. 

http://nebula.wsimg.com/d75688761cb893b3278faa1d0dbe29e5?AccessKeyId=C30650E3A1AB7B4487D5&disposition=0&alloworigin=1
https://kcirvingcentre.acadiau.ca/news-events/students-learning-about-native-and-invasive-plants/
https://kcirvingcentre.acadiau.ca/news-events/students-learning-about-native-and-invasive-plants/
https://www.greenqueen.com.hk/expo-west-2022-best-future-foods/?mc_cid=b0e5df82ef&mc_eid=edf9b42fcb
https://www.greenqueen.com.hk/expo-west-2022-best-future-foods/?mc_cid=b0e5df82ef&mc_eid=edf9b42fcb
https://www.greenqueen.com.hk/expo-west-2022-best-future-foods/?mc_cid=b0e5df82ef&mc_eid=edf9b42fcb
https://www.youtube.com/watch?v=VnWoQTXXDGU
https://youtu.be/OXlNmV1P9pc


What you’ll need for your Event Highlights piece 
Information 
 
Whether it’s a 5-minute written highlight of this year’s Louis Riel Day or a 2-hour video workshop, there 
are 5 main questions you want to address in your coverage: 
 
Who – Who is involved? Who will benefit? Who will be impacted? 

What  – What happened? What are the key takeaways? 

When – When did it happen? 

Where – Where did it happen? 

Why – Why did it happen? Why will the audience want to watch it and/or read about it? 

 

Image/s 

● You can feature as many images as you choose in a written Event Highlight – you will need at 

least one photo.  

● Images should be a minimum of 1000 pixels wide or high and not too low resolution; if you can 

see the pixels in the image, then the resolution is too low. 

● You can also use free stock imagery, here are a couple of sources for stock that are license-free 

and you can use without attribution: 

○ Pixabay 

○ Pexels 

○ Unsplash   

 

Video 

Your event highlight can be entirely video, or you can include a video as part of your written 

content.  

  

Preparing to create an Event Highlight  
 

Creating good coverage after an event is much easier when you have already collected the appropriate 

information – a little preparation goes a long way.  

 

● Create a rough outline for your event highlight piece before the event to identify what details 

you might need to get at the event. E.g. speakers you want to highlight, shots you want to 

include, people you want to quote. Think about what your fellow TYRMC community citizens 

would like to know about the event.  

● Along with taking good notes, consider capturing an audio recording for your own purposes if 

allowed. Don't rely on your memory to keep track of the things that stood out to you, write 

down as many takeaways from the event as possible. 

https://pixabay.com/
https://www.pexels.com/
https://unsplash.com/


● Work with the tools you have and get any tools you need. Your cell phone will work just fine to 

shoot a few images and likely, video. If you need backup lighting, batteries, tripod, etc., make 

sure you have it ready. 

● If you’re including images in your highlight, make sure that they are a minimum of 1000 pixels 

wide or high and that the resolution isn’t too low; if you can see the pixels in the image, then the 

resolution is too low. 

Ask Permission  

Whether you’re recording an event or taking pictures, make sure you have permission. Confirm with the 

organizer of the event if there's a photography policy and honour it. Some organizers may have 

conditions around what can be photographed/recorded and some may forbid photos at their events 

entirely.  

 

Similarly, if you’re photographing or video recording a specific person and/or their work presented at an 

event (e.g., a slide deck, images), make sure you ask for their permission to share it. Ditto if you are 

speaking to someone at the event and want to quote them – ask permission.  

 

Confirming information 
 

● If you’re sharing anything from a speaker (their work, a quote, getting information), confirm that 

you have their name and any other pertinent information about them or their organization 

spelled correctly. If they have a website, social handle, or another tag that you’d like to include 

in your recap or news story, make sure to mark it down. 

● There are occasions when you may be asked to (or prefer to) use images supplied by an event 

organizer or speaker. When you’re using someone else’s shots, ask if you need to include a 

credit line. Here is a sample of information in a credit line and how to use it in a posting. 

● Proofread your Event Highlight before you prepare to submit it. A few tools that may come in 

handy: 

○ Check spelling through the online Canadian Oxford dictionary   

○ Check your text for grammar and punctuation errors with Grammarly’s free grammar 

checker (note: this will provide U.S. spelling, not Canadian) 

 

Submitting your Event Highlight  
 

To submit your Event Highlight, pop the following into an email and send it to council@tyrmc.org: 
 
WRITTEN EVENT HIGHLIGHTS 

● Any images you would like to include. If you have multiple photos that should appear in a 
specific sequence, label them accordingly e.g., SuzanneSmith1,  SuzanneSmith2  

https://www.lifewire.com/what-is-photo-credit-line-1077915
https://www.oxfordreference.com/view/10.1093/acref/9780195418163.001.0001/acref-9780195418163
https://www.grammarly.com/grammar-check
https://www.grammarly.com/grammar-check


○ If you’d like a specific image to appear before a specific piece of text, please indicate it 
in the text, e.g., (insert SuzanneSmith3) 

● A Word document or link to a Google document, including: 
○ The name of the event  e.g., 2022 Annual Summer BBQ 
○ A one-line description of the event that will appear alongside your photo or video e.g., 

Welcoming in the 2022 summer harvest listening to the sweet sounds of The Fiddlers 
Green Trio! 

○ Include any tags that may be relevant to your news e.g., Youth, 2SLGBTQ+, Women 
○ Make sure any links you want to include are embedded in the text e.g., Meet John, 

Michael and Sherry of The Fiddlers Green Trio! 
 
VIDEO EVENT HIGHLIGHTS 

● For video content, please send us a link to the video so we can embed it: 

○ If you have a workshop video that has been recorded on Zoom, feel free to send the 

Zoom link 

○ If you want to store the video in your Google Photos, please check that the link 

permissions are set to allow anyone receiving your link to view the video 

○ If you’d prefer to upload the video to YouTube, please follow the instructions on video 

uploading in our “Recording, editing and uploading template.” 

● Other items to include in the email 
○ The name of the event  e.g., 2022 Annual Summer BBQ 
○ A one-line description of the event that will appear alongside your photo or video e.g., 

Welcoming in the 2022 summer harvest listening to the sweet sounds of The Fiddlers 
Green Trio! 

○ Include any tags that may be relevant to your news e.g., Youth, 2SLGBTQ+, Women 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Recording, editing & uploading resources 

VIDEO 

 

Basic selfie video instructions using a phone 

1. Setting up your camera.  

If you haven’t got someone available to record you, use a selfie stick, a stack of books or one of 

the shelves on your bookcase to hold the camera. If none of these options are available just hold 

the phone with your hands and record. 

2. Orientation. Record horizontal (landscape) rather than vertical (portrait). 

3. Framing. Frame your shot so you are in the centre. Aim to get your whole head from chest up in 

the frame. 

4. Audio: Stay close to the camera and record in a quiet place 

5. Stop/Start: Use the Two Mississippi Rule. In order to give enough room for editing, count two 

Mississippi before you start/stop recording. 

 

Want some more instruction on shooting a selfie video? Read this guide from Make Use Of: 

 How to Take a Good Selfie Video: 10 Tips 

 

Basic Video logging instructions 

YouTube has a trove of resources on shooting video from your phone. If you’re looking for basics on 

framing shots, audio, apps and equipment that can help with shooting, check out the first 11 minutes of 

this video from Jeven Dovey, How to Vlog with a Phone - Beginners Guide 

 

Video Editing 

If you don’t already have video editing software on your computer (e.g.,  iMovie for Mac or Windows 

Video Editor for PC), you can find all sorts of free solutions online. Here’s a list of video editing software 

suggested by Creative Bloq along with their pros and cons. 

 

Video Uploading 

If you’re contributing video content and/or including video content as part of your content, it’s ideal to 

upload it to a platform like YouTube or Vimeo then send the link for TYRMC to post. 

Instructions on uploading to YouTube. Don’t have a YouTube channel? Here’s how to create one so that 

you can post your video content for free. 

 

 

https://www.makeuseof.com/how-to-take-selfie-video/
https://www.youtube.com/watch?v=nnnuLdnXHTc
https://www.creativebloq.com/buying-guides/best-free-video-editing-software
https://www.creativebloq.com/buying-guides/best-free-video-editing-software
https://support.google.com/youtube/answer/57407?hl=en&ref_topic=9257439#zippy=%2Cupload-audio-files
https://support.google.com/youtube/answer/161805?hl=en&co=GENIE.Platform%3DDesktop#:~:text=Once%20you've%20signed%20in,leave%20comments%2C%20and%20create%20playlists.


AUDIO 

Basic audio recording instructions using a phone 

YouTube also has a trove of resources on recording audio from your phone, but a lot of these focus on 

buying specific products. Here are some tips on getting decent audio recordings using just your phone 

from Tech Overwatch. 

Audio editing 

If you don’t already have audio editing software on your computer, there are a number of free solutions 

online. Here is a list compiled by Filmora. 

 
Audio uploading 

● If you want to upload just a brief audio file without any visual content and you’re not currently 

using a podcast platform, you can use a platform like Soundcloud to host the audio file.  Here 

are instructions on uploading to Soundcloud directly from your phone. If you don’t currently 

have a Soundcloud account, you can create one here. 

● If you’d like to try your hand at creating an audio podcast, but don’t want to commit to 

producing one regularly just yet, you can use a platform like Podbean for free. Simply sign up 

and follow the steps to upload. 

● Thinking of adding a few visuals to your audio file? Using software like PowerPoint, it’s easy to 

assemble a slide deck and make it into video. Here are some instructions on how to put it all 

together. As soon as it’s finished, simply follow the instructions in the video section on loading it 

to YouTube. 
 

 

 

https://www.youtube.com/watch?v=THrZodHX4iU
https://filmora.wondershare.com/video-editing-tips/free-audio-editor.html
https://help.soundcloud.com/hc/en-us/articles/360043080874-How-do-I-upload-using-the-SoundCloud-app-
https://help.soundcloud.com/hc/en-us/articles/360043080874-How-do-I-upload-using-the-SoundCloud-app-
https://soundcloud.com/
https://www.podbean.com/
https://www.podbean.com/
https://www.podbean.com/
https://www.youtube.com/watch?v=mUQk1EnGKVM
https://www.youtube.com/watch?v=mUQk1EnGKVM

