WORKSHOP IN A BOX: PLANNER
BUSINESS PREPAREDNESS AND RESILIENCE WORKSHOP

[bookmark: _GoBack]Use this document to help you track all the steps you need to run a successful workshop. 
Use the blank boxes to add other things you may need to organise a successful event.

EARLIEST DATE POSSIBLE (AT LEAST 3 WEEKS PRIOR TO WORKSHOP)
	TASK
	COMPLETED (Y/ N?)
	DOCUMENT/S
	YOUR NOTES

	Set a date and time for workshop
· How much advance notice will participants need? 
· Avoid clashes with other events or major projects.
	 
	 
	

	Select and book a suitable venue
Visit the venue in person or get someone you trust to do it. 
Things to consider:
· Size: Is there enough room for everyone to be able to be seated and move around for the workshop exercises? Ideally, you would like to have participants sitting around tables (for group work), rather than theatre style, and have a screen projector at the front of the room that all participants can easily view.
· Suitability of furniture and facilities: Are there enough chairs and tables? What about comfort, equipment availability (particularly screen or wall for PowerPoint projection), location of power points, parking, access to toilets, and access for disabled?
· Location: Are public transport options available? Is it easy to find?
· Lighting/blackout for slideshow.
· Heating/air-conditioning and fresh air.
· Acoustics and background noise from the street or other rooms.
· Are you providing any refreshments? If so, is there space and facilities for this?
	
	
	



	TASK
	COMPLETED (Y/ N?)
	DOCUMENT/S
	YOUR NOTES

	Prepare and distribute promotional material
· Prepare and distribute the Outreach Flyer document.
· Prepare and distribute the media release.
	
	Outreach flyer

Media release
	

	Send workshop invitations via email
· Prepare the email invitations.
· Create email list.
· Email invitation.
	
	Participant invitation email 
	(copy and paste text into an email)

	Prepare workshop material
This is an important step in creating a successful workshop. Take time to read through all of the material, customise and translate it as required, and become familiar with the content in each of the documents.
· Agenda
Update the agenda file with your times and print or copy for each attendee.
· Participant Workbook
Print or copy double-sided for each attendee.
· Certificate of Attendance
Update the file with the date of workshop and location and print or copy for each attendee.
· Baseline Survey
Print or copy for each attendee.
· Workshop Evaluation Form
Print or copy for each attendee.

	
	Agenda

Participant workbook
<insert external URL hyperlink>

Certificate of attendance

Baseline survey

Workshop evaluation form <Where is this?>
	TIP: Print a few extra copies of each of the documents; you may have extra people turn up on the day that are not on your attendee list.

	
	
	
	




Before the workshop

	TASK
	COMPLETED (Y/ N?)
	DOCUMENT/S
	YOUR NOTES

	Reply to participants that have confirmed their attendance
· Reply to participants with the confirmation email as their emails come in. Make sure to include directions to the venue and parking arrangements.
· Remember to create a participant attendee list and add names to it as you receive emails from participants that are able to attend.
	
	Registration confirmation email
	TIP: Copy and paste text into an email

	Follow up with the people that did not respond to the first invite 
· Send a follow-up email to those that did not respond to the first invitation email.
	
	Participant reminder email
	TIP: Copy and paste text into an email

	
	
	
	

	
	
	
	

	
	
	
	




In the week before the workshop

	TASK
	COMPLETED (Y/ N?)
	DOCUMENT/S
	YOUR NOTES

	Confirm your venue booking and check all the details (date, time and if required numbers) are correct. 
· If you are providing refreshments, you will need to confirm your numbers with your caterer as well.
	
	
	

	Prepare workshop registration and welcome process
· You need to think about how people are going to find the room when they arrive. Do you need to create direction signs or have people to meet and welcome at the door and guide attendees to the right location?
	
	Welcome sign
	

	Name tags 
· You can either pre-populate with the names that you gathered during your registration process or have blank stickers or name cards for people to write their name as they arrive.
	
	Name badges
	TIP: Print a few extra copies

	Sign in sheet
· Print off a copy of your list of confirmed attendees and check off their names as they arrive so you know who is present.  
· Make sure you have room to add the names and email addresses of any extra people who arrive who are not on your list.
	
	Sign in sheet
	

	Gather together any other material you might need
· Put together a ‘Workshop Stationery Box’ so that you have everything you may need on the day. It should include items such as pens, (in case attendees do not have one), spare paper, whiteboard markers. 
	
	Spare stationery box
	

	Prepare to present the workshop
Along with being familiar with the participant material it is important to prepare yourself for presenting the material.
· Print out and read through the script file and review the slides. It is a good idea to do this a few days beforehand, and review it again the day before, so you become familiar with the content.
· Ensure you have a projector and screen to display the slides at the front of the room
	
	Presenter script
<insert external URL hyperlink>

PowerPoint Presentation
<insert external URL hyperlink>

	




On the day of the workshop
	TASK
	COMPLETED (Y/ N?)
	DOCUMENT
	YOUR NOTES

	Setup the venue
· Arrive early to allow plenty of time to do this. People may arrive early for the workshop, so it is good to be ready before they arrive.
· Place welcome signs and direction signs in visible locations.
· Set up a registration desk with name badges and a sign in sheet.
· Set up your room. Below is an idea of how the room might look; make sure that everyone is able to view the screen.

[image: ]
· Place a workbook and agenda at each seat.
· Keep the baseline assessment survey and workshop feedback form with you ready to hand these out when prompted in the workshop script.
· Set up the projector and screen and check all the technology works.
	
	Welcome sign

Name badges

Sign in sheet

Participant workbook
<insert external URL hyperlink>

PowerPoint presentation
<insert external URL hyperlink>
	

	TASK
	COMPLETED (Y/ N?)
	DOCUMENT
	YOUR NOTES

	Welcome the participants
· Welcome participants as they arrive; a warm friendly welcome sets a good tone for the workshop.
· Make sure all attendees sign in and get a name badge.
· Direct people to the tables.
	
	Sign in sheet

Name badges
	

	Run the workshop
· Begin the workshop on time and follow the script and agenda timing.
	
	Presenter script
<insert external URL hyperlink>

PowerPoint presentation
<insert external URL hyperlink>
	

	Before the workshop ends: Evaluation and certificates
· Ensure you have a place ready for participants to leave their evaluation forms before they leave.
· Hand out certificates of attendance (optional)
	
	Workshop evaluation form <Where is this?>

Certificate of attendance 
	

	After the workshop
· Collect in the workshop evaluation forms.
· Tidy the room and collect all left-over material and remove signs before you leave.
	
	
	

	
	
	
	




After the workshop
	TASK
	COMPLETED (Y/ N?)
	DOCUMENT
	YOUR NOTES

	Thank the participants
Send participants a thank you email.
	
	Participant thank you email
	TIP: Copy and paste text into an email
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