Planning and promoting events  1.5 hour
	Time
	What/Purpose
	Details
	Materials 
	Method

	7 mins 
	name round


	-introduce ourselves, name round:

1. name 

2. What would you like to get out of this workshop
	none
	round robin

	3 mins
	Intro


	-aim of this workshop is to look at what works and what doesn’t at an event so that we can be more strategic in our events. 

-Also, know what we are trying to achieve

-A Part of this is being strategic in our promotion  

- Any burning questions that you want to get out of this workshop? Put on post-its.
	Post its
	lecture

	10 mins 

(2 for listening, then 5 mins for sharing)
	best/worst events


	-3 mins each paired listening to 

explain paired listening

answer the question:

Think of an event: 

1. what is the best event you’ve been to and why?

2. what was the worst? Why?

Group sharing – scribing 


	Questions written out on paper,

marker and butcher’s paper each for –ve, +ve
	pair listening exercise

	10 mins
	Brainstorm solutions


	Why events are not successful?

-unimaginative

-unstrategic

-poorly organised

-poorly promoted

-unavoidable crap things

So let’s work on some of the solutions to improve the success of the event. 


	Butcher’s paper and pens
	Popcorn brainstorm

	5 mins
	Types of events –to be imaginative, not just forums
	-Be imaginative about the events we put on. e.g. boxing match b/w cranky coal & super solar

Brainstorm on paper, then pass marker on. Get someone to read them out.
	paper, 5 marker pens
	group brainstorm 

	15 mins
	Purpose of events

-deals with ‘strategic’


	A lot of the time we put on events simply for the sake of events. 

-We want you to think about being more strategic

so first I want us to pick an event, and then lets think about why we are having this and how are we going to tell if our purpose has been achieved?

Can use SMART goals

-PUPOSE FIRST, then choose an event to fulfil it

(if don’t know smart goals )

ARTICULATE THE PURPOSE

-‘what are you trying to achieve by putting on this event’? write it out.

-Articulate a main statement of what you are trying to achieve and 

-How will you determine whether this has been achieved? –how will you measure it

-group sharing.

-reminder your purpose will shape the event, target audience, colour etc.
	Poster with questions on it. Extra paper and pens
	Small group 

	5 mins
	Pizzazz 

-deals with  ‘imaginative’


	For your event to be successful it also needs something a little extra –we like to call it pizzazz. Also known as the X factor, or panache, flair etc. 

-Mood maker: we also want you to think about the mood, the feeling and the vibe of your event. How are you going to create this? e.g. harsh lighting at a gig won’t suit.

-What is your X-factor and Mood maker?
	paper with X on it, mood maker
	small groups

	2mins
	Check in?


	Are there any questions? Get up and move around
	None
	check in 

	5 mins
	Modes of promotion 
	Think of all the different modes of promotion. E.g. soap boxing
	ball, marker, paper
	popcorn brainstorm

	5 mins
	Strategising promotion

publicity and strategy’
	Who do you want to reach?

· low hanging e.g. collective member

· high hanging e.g. apathetic person

How will you reach these people? E.g. type of promotion

What message will speak to them?
	written down on poster
	lecture

	5 mins
	practice
	Practicing in group, answer questions
	nothing
	Small group

	10 mins in groups, 5 mins report back
	planning: 

ensure you manage your time and resources


	-Brainstorm some techniques, strategies for ensuring you manage your time, resources and capacity.

e.g timeline, when are ppl free?

Practical tools or processes.

-group sharing


	butchers paper, marker pens.
	brainstorm

	5 mins
	questions, tricks, tips


	-open up to anecdotal stories

- answering the burning questions
	None
	all in

	2 mins
	Evaluation


	What would you add/change?

What did you find most valuable?
	2 pieces of paper
	group evaluation


