How to format your workshops…

Most of the time, our workshop outlines tend to be quite basic and simple – not much more than grids outlining each section of the workshop. The format below is one that will allow anybody to pick up and run a workshop without having to consult with the designer for support materials, references and more details. The format is based on a media workshop developed by a the American Friends Service Committee, a counter-recruitment organization in America.

When formatting your workshop, keep in mind- how would this read if I had just picked it up without running the workshop before? Would I be able to understand it? Keep it simple and not too verbose… good luck… and remember to reference tools that somebody else developed! 

…

Name of Workshop

Subtitle if necessary

General spiel about workshop; setting the scene, why this kind of learning is needed

TOTAL TIME

      XX Minutes

WORKSHOP GOALS

· …. 
· …..

MATERIALS NEEDED

· Lots of large sheets of paper (use butchers paper or re-use old posters)

· Lots of smaller pieces of paper or card

· Coloured and black textas, masking tape, blu-tack, drawing pins.

· …

· …

HOW TO PREPARE

· Set up the room and arrange chairs in a circle

· Write up the Agenda and Goals (next page) on large sheets of paper
· Make enough copies of the handouts (if any) for everyone.

· Prepare with your co-facilitator before the workshop; review the agenda, divide up sections, get to know each others training style and strengths.

· Check in with the organiser of the training/event to find out more about the group’s experience level and the makeup of the group, and to confirm logistical arrangements.

· …
· …

· …

Name of Workshop

Agenda:

Introductions

…

…

…

Debrief

Goals

…

…
…

…

WORKSHOP DESIGN

Time


Exercise and description                                                                  

XX Minutes

Welcome and introductions

Introduce the trainers, create a welcoming space for participants. Overview the workshop plan with the group. 

XX Minutes

…

XX Minutes

…
XX Minutes

Close and Evaluation

Get feedback on how the training went, and provide a closing for the training.

Name of Exercise/Section (e.g intro)

  [Time: XX mins]

GOALS 

Introduce the trainers, create a welcoming space for participants. 

Let people know what to expect from the training by reviewing agenda and goals. 
RUNNING THE EXERCISE

(DO) Welcome the group into the space. Introduce yourself to the group, giving any information about your experiences with facilitation you want to share. 

(SAY) “Going around the circle, please introduce yourself briefly, and say one thing you hope to learn from this training.”

(OBSERVE) Pay attention to what people say they want to get out of the training. It can help you get a sense of how experienced the group is in this   area, and help you to tailor the training and debrief the exercises to   meet people’s needs.

(PROCESS/SUGGESTION) Go through the goals first, then the agenda with the group. Just give a broad overview of each exercise or section, rather than an in-depth description. 

(SAY) “Are there any questions about things that are or aren’t covered in this workshop? 

(DO) Answer any questions before moving on to the next exercise. 


Where this tool comes from:

IMPORTANT! PLEASE FILL THIS OUT, IF YOU DIDN’T MAKE THE TOOL UP YOURSELF, CHANCES ARE SOMEBODY ELSE DID AND THEY SHOULD BE ACKNOWLEDGED…..

Name of Exercise/Section


   

[Time: XX mins]

GOALS 

…

…
RUNNING THE EXERCISE














































