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But, Mousie, thou art no thy lane

In proving foresight may be vain;

The best laid schemes o" mice an’ men
Gang aft agley,

An lea'e us nought but grief an’ pain,
For promisd joy. '

—BURNS, To a Mouse



CONTENTS

PREFACE ...ttt s iacatsianeneasnsnnsnnnnanns vid
PLANNING THE WOREKSHOP..................oiiinanan 1

Objcctives

Buadget

Attendees
Convention Burcaus
Facility Selection

Content and Scheduling
Audio-visual Equipment
Agenda

CONDUCTING THE WORKSHOP..........0vvvvvrnennnn.. 13

Registration

The Workshop
Evaluation
Adjournment
Follow-up Activities

"CHARACTERISTICS OF SUCCESSFUL WORKSHOPS,.... 17
FORMS e
WORKSHOP BUDGET FORM .......ovi it 3
A-VAIDS CHECKLIST .. .. i e i as 10
REGISTRATION AIDS CHECKLIST.............. TP, 14

[




O

ERIC

Aruitoxt provided by Eic:

PREFACE

In the frenetic world in which we live there is a. need to
retire from the regular routine to a setting somewhat different

- than our normal environment to inform, = challenge, reassess,
revaluate, clucidate and educate ourselves and our colleagues,

When representatives of STRIDE began informing school district

_ personnel throughout California, Arizona and Nevada about the

proposed STRIDE workshops and conferences, many responded
unfavorably, “We've been workshopped to death,” “We're tired of
outside experts with their panaceas attempting to come in and tell
us how to solve our problems,” or “What makes you think
vour workshops will be different than all the other sessions to
which we are invited?” were typical responses.

Belicving that effective, creative workshops are a necessary and
indispensable tool. STRIDE staff members began to develop a
series of participatory workshops with specific goals and objec-
tives for school districts throughout USOE/Region IX. Participants
returned . to their Lome districts and began requesting that
similar staff training sessions be implemented within their districts -

where greater numbers of their personnel could take advantage of

. the sessions.  From the regional workshops and conferences
. grew the STRIDE “miniworkshops.” N I

In response to the numerous requests recejved by our staff
for assistance in the development of inservice training sessions,
STRIDE presents this manual to assist educators in the coordina-.

“tion of their conferences. v 7
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PLANNING THE WORKSHOP

Th\: ;ducamr w Im h;;é, QDQFdiﬂStEd a wafkshop wh’;rg Eu;rythmg

was. Smmg Df our lc.zja fbrtunata callgagués have b\:gn mvﬂlvad
in workshops where nothing seemed to go right. One might arrive
at the workshop sitc and find the meeting room occupied by

“another group that is also scheduled” for that time and place;
“or, that 1hc: mummg mf:i:tmg ronm is decoratcd with all the Ieft

5 ;akgr du;loged mrjmg:u-a [hE mcrnmg Df the séssmn, or, worse
vet, neglected to call and state that he would be unable to attend
the workshop.  What happened when the caterer arrived at
1:30 p.m. with the luncheon that had been scheduled for noon?

This manual cannot provide a solution for every potential
question or problem which might arise regarding workshops and -
Cnnfiren;éa Hmven:r it 'aEFkS 1o unprfsss warkshop p‘ﬂrmers

t}n:v must kee:p on top Gf tha eamall detml% fmm start to ﬁmsh

Objectives

If we are to successfully use the warkqlmp as a tool, we must

‘have specific, attainable objectives. - They must be clear to the

coordinator and his committee; the panelisis; consiltants and
other staff members; ‘and also to the attendees. These objectives
must be Lummumcated to all mvn]\';d parties before the ccnfgre*m:e::
begins,”

Vaguc objectives are a source ﬂf frustration and annoyance for« -

participants in your conference. Without specific objectives it is
impossible 1o know whether the task ha% been acu:*nphshed and
to measure success or f'aﬂure 8 :
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When objectives are not provided by administrators or others,
the coordinator must assist in the formulation of clear-cut, viuble
meeting goals.  This procedure can be initinted by asking u fow
hat chang are desired as o result of the

simple questions, W

sonference?  Should the atrendees be more knowledgeuble?  Shonld
they be more enthusiastic?  Should their behavioral patterns, ideas.
or values be changed? Should new skills be aught?

It is not casy to attain the objectives developed from the above
It —though not impossible—to effect

questions, [t s very difficu
behavioral change.  However, when unambignous workshop objee-
tives have been established, one can begin to plan the development
of the workshop around the people,” materiuls, and facility that

portend  SuCCess Extrancous issues can be deleted and the

coordinator cail concentrate on the purpose of the activity.
The objectives of the meeting should be dramat
shop theme or slogan. The theme should be. appealingly de

o create excitement about the meeting. It should be brief und

~d in the work-
signeed

direet and positive, and  carcfully chosen
\ding participants of the purpose of the

remembered,

Budget ,

The objectives are primary, the budget is sceondary and all other
factors are lertiary in relation 1o them.  If the conference is
financial “disaster,” it will be difficult 1o convinee anyone that

the objectives havd been mel. The cffective coor st
plan the activity witliin the  framework  of the availuble  and
potential funds. , '
After some initial planning. it should not be difficult to prepare
an estimated budget similar (o the forin on the oppositc pady.
If the total funds available do not cqual or exceed the total funds
required. the workshop must ¢ither be adjusted or cancelled.

The budget cannot  determine needs. It cannot determine
objectives, [Towever, it cuan influence  the  activities that are

developed 1o meet needs and objectives. While noone likes o
cancel a potential workshop, if funds cannot be raised to support
the effort, and the workshop cannot be redesigned, the coordinator.
has no alternative. S
Assuming that funding is not a problen, close attention must
still be given to the budget. As estimated costs beeome actial
ts the budget must be revised 1o provide accurate information

L=

for all voncerned.
LT
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WORKSHOP BUDGET FORM

Funds Available

Funds

1. From Soonsoring Organization -4
2. From Warkshop Attendass -
Fromi Other Sources -
Total Funds Available

. Rooms $
b. Taxes and Gratuities e
c

3. Meal Funetions
a. Meais —
b. Taxg: and Gratuities
e. Other
Teatal

&
-
S
™
<

-

e, Other e . —
Total

4. Consultants
a. Hanorarium -
b. Travel ——
¢, Laodging _ )
d. Per Diem
g. Other .
Total

5. Audia-visual Egquipmaeant and Materials

b. —
[ - R
Totat
6. Publicity
- T —_—
= — e

Tatal

7. Other Costs

10
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,”t th 'r.uh]gu h\ i Im,g )llfthIlL,L alml\ Uf .L,\Ernmug i=

Attendces

Certain factors which wend to 3 omote cohesion should be
present among the attendees,  These might be peed, interest,
concern or potential.  Experience has shown that workshops are
more successful when attendees are personally  motivated  and
imvolved..  If the outcomes of the conference will immediately
jmpact their activities, attendees have much more at stake aind
conscquently their participation will be at a higher level.

The workshop must be a challenge for the attendees. It should

be compatible with their level of sophistication and awareness.
Attendees shonld have some knowledge of the =nbject to be
discussed  and  some  experience  in dealing  with  the  issues
concerned. i ,
Assistance should be provided 10 attendees who wish to prepare
for the conference by expanding their background and l{unwlulg;

\\ urkahnp% arc us mll\' mugh nu:\n= SHCCCHES ul when attendees
[')i.ll’llLlp.;llln \'nllllll;lfll\" llmn when lhu are Umlp;llul to Lmlul(l

-:hl;i w hc;Lhu dllgnddngg wis mgmdgmr}' or \'nluntglr}.
The conference planners must  nitiate  conupunication with

pn;

the potential attendees.  This communication, which utay be in
the form of a brochure or letter, should include the objectives

location, dates and times, registration fee, and  related benefits.

If information is available concerning consullants, kevnoters, or
others who will be participating, it should be included also.

“The timing of the initial communication is jmportant,  If
notification is sent too carly, the conference may be forgotien.
If notification is sent oo late. the porental attendees may have
made other plans.  Some conferences are scheduled years in
advance because  of logistical problems; however, this is an
exception rather than the rule. Two or three months is normally
sufficient lead time, but anything -short of six wecks denerally
results in dissatisfuction.

Potential attendees should have the opportunity 1o provide feed-
back concerning the tentative agenda,  Attendees who are allowed
to participate in the planning and implementation of a workshop
will have a vested interest i it success. [t becomes’ “our
conference” rathier than “their conference,” .

Provision should be made. 1o colleet as much registration

vmlnmmlum as possible pnm‘ to the conference,  Preregistration

1t

4
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allows the attendees to pick up their registration packets and
materials  swifuy  without waitiug in lines. It also allows the
and,  consc-

registrars and hosts to-deal with other problems;

quently, the atmosphere around the registration table will be more
reluxed and comfortable — contributing o the overall welcome,

Convention Bureaus

Most citics have convention burcans which arce ready to provide
vahwble assistance (o workshop  coordinators. They  assist
nners in evaluating the availubility and suitability of meeting
ussist witlh disputes: and often provide nume tags, program

sites;

u'n'r;ri ;md %Lcnmﬁal u-;--;.i-s'.iamcc wi’xh rc;i%lruliu'

tours. 1o lucal pnml-s. nf ml,grgz-al; ussist
photography  and  publicity; and the pruumun of mfurnmluuml
brochures.

Couventon burcaus nsually opeérate on very small budgets,
While they are ready to assist in the promotion of interest in vour
conference, their limited assets restrict the quantity (7f muaterials

“and the amount of scrvice that they cun provide.

Facility Selection

The sclection of a suitable site is direc Ll\ n:latcfl to- the
success of the” workshop. It should Ln; properly

ventiluted, comfortable, free from noisc and other illSLfﬂCLiQiL and
of proper size to accommodate the group. There are many potential
sites:  hotels, convention centers, churches, community centers,
halls, school buildings. The coordinator must determine his or her

" needs and personally inspect the potential site.  Should it appear

to be ir ;’['pmprimc for the conference, an alternative location must
be chosen. )

If one has a very small budget, the choices of facilities are
limited.. However., if registration fecs are to be charged, the
selection of a plush hotel may stimulate interest in the workshop.

Large hotels are usually able to quicklv miju'%t ;md fogcli\felv
provide for last minute ¢mergencics
more courteous and friendly for they arc more dgpendun upcm

vour repeat business than are larger faulmz-a Most hotels appear

» have flexible rates and services. One need not fear to shop
aml bargain.  Compare prices and services. - If hotels are aware
that vou may be having additional conferences in ensuing months,

they may provide some services for rt:duccd rates.

12
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All armn;,unuﬂs. with the facility should be LDl‘lﬁl‘de in wntmgj

" Large -hotels will usually provide the coordinator witli-an arrange-"
ment menio ‘which indicates ihe :s’.:muﬁ; niecting rooms, bn,dlmu[
“rooms, and the number of sleeping rooms which lave” been
reserved, The memo will md;cutc arrangements made for banquet

‘and catering functions, usc of the  marquee, - spe cial parking -

privileges, rates and method of payment. v :

" The hotel should be notified immediately of any mistakes in the

" arrangement memo, and all revisions Lnnf‘mm_d in writing, Adher-

“ence to this procedure results in fewer surprises and mﬁundgr!
“standings when “the bill is prese mcd upon LDIIL!U‘aIDﬂ cof the -
warks.hﬂp ) - e

" One will find that wark-shnps and c,m]fcrcl 1ces are considerably
more. satisfving if the location of the facility is different than ‘the:

_normal ' environment. Many  groups, especially students, are”
- enthusiastic about lakeside or mountain sites. If such locations

2o are I}FQ‘ilﬂl‘i[& and.- the budget allows, they should be utilized -
whenever dppmpnat;. This -is not to suggest that administrators =
~use plush hotels and students use rustic cabins, :

' \Iaxn" community members are reluctant Lo become m\Dl\uj in
geesions at school sites. Teachers, for other reasons, also find

centers are available ‘and their potenlml uuh;am(m should  be:
_investigated. S
When négt}tld[ﬂlg with convention centers, the coordinator must
‘be alert to gross and net squarc footage g_lmr;:,us. Gross %quaﬁ:
footage pricing requi the customer to pay for the aisle’ space
.but net pricing provides aisle space free.

hether the seating is conference, banquet, theatre, or schoolroom
;ﬁlé,' Facility personnel will- help. the LDDl‘dlﬂaLﬂl‘ '}l;m fmr the -

“most fhucm usc nf the rooms

1

: “An EffLLU\" \i:c:rk,shap must be paruclpatnrv It should not
bEZOb"-LI’\"ALﬂW It is not a time for boring lectures, but. for =
- discussion and interaction. _However, depending upon the. unique-
“ness of the situation, lectures, demonstrations, and performances
(telling, showing and doing) mayv have their place.” To Lhdng:: or..
reinforce opinions,- attitudes  and - behavior the, sessions must

- 5Lxm"laté pe:r-.plcaumlﬁ thmkm‘g

tumn into- '_: A

“the school an uninviting location.  Many churches and community =~

It should be noted that room capacity can "iﬁ"dg:ﬁénding on.
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: _;u;hi;vcxnuzl (;f the “D!‘khhup (,,L_]LLLBE&: ’Ilns. can ' be’ gu@mplmh-
~ed if evervone knows the desired ontcomes, - S :
Presentors “ should be s
.:lbllll\ or demonstrated potential for success in d c
w Urkhhnp objectives, “The type and length of sp
: Lffutnen;sh of ou

: ngurlv stated in advance: T’
ned when attendees ir s ns &
ant to local needs, On lllL Dthl‘ lmnd local ex pcrt's- may- -
=~ betoo fumiliar to the EI'DHIJ and, conscquently, their memn% and_ -

ide: spected. S

Preliniinary arrangements with presentors and consultants slmuld .
be confirmed in writing and verified by phone call; The rate-and

= method of remuneration for their services  should. be clearly.

“understood by all parties involved, _
Often workshop attendees are ph\'ﬁlcallv tired when IL\' arrive’™
at the conference. Others become very drowsy during the “after- =,
noon 'scssions—especially  after a heavy luncheon, Do not”
. underestimate the value of a few minutes of exercise during |
- both the morning and afternoon sessions. L
“Allow ample time for coffee breaks. Some attuld; es need m‘;
; !amnkg “and others insist. on. no amokmg - If there are dquﬂuﬂ:_"
it is more likely that the smokers and IIDH-HHIDI{LFH can -
T gccon mmdam each other,  If tha: LDDfdln};ﬂuf does: not’ allﬂ\v for
" breaks, most attendees will take them anyway. SRR
Allow for relaxation and fun. Do not feel that fun sessions are |
' unpmdm.uv thn attendees cnjoyv the workshop, their participa-

met is mur;h &,rcﬂtcr

. Audiij visual Eqmpment ,

"7 Charts and mh;r visual - aids can bf: a baﬂ\, or.a bls:-:ﬁmg

R depending upon the:xr use. When used” praperl}:rths}ﬁappeal to

7. anditory and ' visual “senses simultaneously, thgfeby'”iﬂéré!asiﬁg
" the impact of the presentation. But, when displayed too soon,

c,haﬂs can bu_ums: dlatfar.tmns- Attgndggs mav tudv‘tht: chart

=
=
ﬁ
g
o]
£
o
]
]
g
r.:
m
-8
=
=
]
&
=
o
o !
"
”‘.;.
5
=
:‘
.o
-
=%
B
[a
E
w
=
e
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the preszntor is rcadv to. dlSLuES thc; chart, they may have losti ~
= interest and-become bored- with it. -Make your-visual -aids work ="~

~“for you, not against you, -Use them, then place them out of sight. -
k Chalk haard% can ‘be us;f’ul ThE:\' ahould b p

ted “on the basis. of their: proven .-
‘ng,_, with the -

tion. is more. relaxed and the jruhabiht} that. objectives will be:

- By the time .

ced so that they -
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AUDIO-VISUAL AIDS CHECKLIST

. O 16mm Projectors

[ Opaque Projectors

{3 Overhead Projectors

~..0 Slide Projectors

0 Epa‘lfé Projector Bulbs

O Projection Screens

.0 Rear Projection Screens

0 Projection Tables

m} Exteﬁéiﬂn Cords

7 (| Také up Reels -

O Flip Charts

'O Flip Chart Pads

O] Spotlights

-0 ?qées :

~ Has each presentor been contac

1 Record Pla'y’érs -

] Tape Flayérs ) 7

O Video Tape Players

0 C;asseﬁe_ Recorders ‘
o E‘IaﬁE Cassette Tapes -
{1 Tape-Recorders

[} gJank Recording Téﬁés

[0 Microphanes

O F.A. Systems’
0 Lecturns - .

O Easels

| Ghaikbﬁards .

0O Chaik :

O Erasers

ted concerning audioc-visual needs?
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cake” up reels, extra bulbs' and fusesh
© know *&l;,s:al)h. opcrutors of audio=

‘Ag&#ndﬂ

_;md tasteful, If the agenda appears o

©and covers similur o those in e centerfold of this manual;”
- Line drawings of points of interest-are often obtainable at minimal -

lumu’k ‘md casels should not be “mlkul m. Thc uscr. of -these .+

- aids nnist talk 1o the atiendees,

The list of » audio-visual dids on p;xgg. lD is by, no
exhaustive, It does list, however,” the more. uxmmmnlv used aids -
in workshops.  Be certain that there arc extension  cords,
L. If attendees include

sual cqmpmuﬂ “this ahnuld be

mude known . to “the presentors, and  consultants, - If ope
are unavailable, the presentor should test run ll!é‘ ﬂqmpmuu prmr

to using it in the session.
Wisc™ 'a\,h.umn of appropriate” aids which will assist Emrl not - -

dum;l is th kLv 1o 'a—.u;cc:‘-.-s.ful presentations.  The l;dnuquu

blc to the specific situation,

sive to bhe attractive
ve been hastily and-

The workshop agenda need not be expe

thoughtlessly prepured, endee expectations may be lowered.
Agendas can be ;nlmux;;‘d by using colored paper, line drawings,

cost from stationery storegs or local chambers of commerce.

“ A printing job with a professional look can be approximated. by

using the varicty of tvpe clements available with IBM Seleetric

typewriters. The coordinator may get other ideas, -s.ug,jgu.lmns and -

assistaitce froin art students and teachers,
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»4_7 : Erg:z‘;;

aapg “’
P vg""fa 3 e

There is no substltute far

tharnugh ‘attractive agenda;
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~..The" effegnve coordinator is  continually - “alert  to possibl:;a—'
contmge‘:nm What happens if the microphones do’ not work - “:

: = “at the beginning of the works] np, the materials fm‘ the:sc whc dld
~ preszgister. should be separated in advance.: _— S e

' CONDUCTING THE WORKSHOP

"The key to a successful WOfkghtjplliéa in the plﬁﬁﬁing ' Ne:vgr-r

thélc::& we would do well to remember what hsppgns to “tha best - -

¥

- 1aid schemes o' nice an’ men .

prc:pzrlv‘? What happena 1f assﬁtants fall to arrive on txmai‘ -

e tation stnkzs or bn:akdowns Thlh is not to guggeat that thc:rg:_r. .
* need be complete backup plans for every eventuality; however; the ™«

algrt t:oordma,tor must be aware of a variety of viable alternatives. -

Regl,stratmn - .
"‘Most -of - the work of registration can be done prior to the -

~workshop if preregistration procedures have been instituted. 'Name

_tags should . be prepared in advance when possible. Auéﬁdéag

should be gf‘:gtéd by pleasant, courtrous staff mgmbars who are

‘~ prepared to assist them with their individual needs. - Some may be -

. expecting 1mportant pthE calls. Some may have specific dietary ©
requirements. - . Some may. be shy and in need of. the reassurance’ -/
“of a friendly. smile. = Others. may  come to- the regist,fatmn tsble:

who are obviously at ‘the wrong_ workshop! ) .
The re:gie.t:atmn form should be ‘as speaﬁc, }’EL gimplg. as "

~possible, It “should only request necessary information. - There ..~
. “should be  sufficient -agendas; registration _packets and other .
‘- materials for all preregistered attendees. If there is-a poss;blhty e

.that there may not be sufficient. materials for all who will register

It is often v«:ry cunv&merﬂ to have Sgparate ngISUEUDn Lables

20




'REGISTRATION AIDS CHECKLIST

0 Agendas 0 . OClipboards | -

5 E'Eégistrétinn farrﬁs LT O Chalk
E Reglstratmn packets o Masi;ifng tape . o
D Handauts E ‘ N O Transparent tape =
-0 Name tags o R O Tﬁpewﬁtér '
| Ballpmnt pens s o O Typing paper.
.0 Felt tip pens - . - HDV leérs L
o Peﬁéils - , ' , O Rubber bands '
O Fenéil_é!]ar"p'“ener v ' a Tacks 7
VIZI Ssréiéh.ﬁspgf o , I = Hammer o

[ Paper clips ~ Sgrewdnver

|

O Index cards EJ
O Staﬁlérs o 7 7 R Nails . 7

* lj Si{aples. . O As}zirsi?iﬂ o : -

O Staple remover o " Other special aids:

‘[J Seissors o B R

OCashbox . RN S

.0 Manila envelopes : , -

Tltis much béttér tﬁ have it aﬁd not need it, m e
thaﬂ to need it aﬁd not have lt EE preparedl

2 1 BRI
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- fnr t}ma; who préfﬁgl%teréd and those who d1d not. S
== Every attendee and participant in the. works}mp ahould be
wr‘:l;nmed and mad&: to feel relaxgd and comfort_ablx;

"’_,_The: ’chrkshap .
The workshop ahould begin on time. - :
Thcra will probablv be mtfoductmns of d;gmtarn:s chsultants :
- . and others. - I:"(:bllo'\'sfm‘gzg the introductions - the caordmamr or his - E
“designe s.hould review the agenda. Attendees enjoy a general oral
“description ‘that spells out the relationship between participants,.
resources. and objectives. .. Also, there may have: been changes in
: . room’ lm:atmna, times, and/ or aLI;lVltlES since UIE agenda went to
.. press, . )
" This is the pri}pﬁf time to advise atte:ids;as that théré is: ﬂéx—‘ ERR
-ibility-in the agenda, and that during the course of the workshop
“they should provide feedback concerning the activitiea and Lheu*
annupdted impact on the workshop objectives, : :
.. . The coordinator should then turn the workshnp over to the other .
o partlupdnts on the program.- If there are no problems and thé
'plaﬂnmg has been effective, the workshop will run” smoothly. If
" there is & néed to modify Dh_]EEtl\'ES activities or procedures, the
~ coordinator ‘will provide the necessary direction to  éffect this
~“modification  with minimal. inconvenience.: The coordmatcr may. -
" have to settle disputes, encourage or dlsﬂnurage partu:lpation from’
~ specific attendees, or adjust the flow of the schedule to provide
& Fnr thg, various ﬂéed% of participants.

- Evaluatlﬁn : : .
" If we have no desire to ) kriow whether or not we were success- - -
* ful in meeting -our. objectives,” we: have no need: to evaluate, If
we plan-no future workshops or conferences, -there is probably no
need to detéfmmc tha success or Falluréz uf our effcrts CIf we cicn
,,,,the:r time. aakmg them to ﬁll nut fDi‘TTlS and TESpDﬁd to questlons
° ' ‘The why? when? where? and hﬂW*? of workshcp evaluatlon 15 :
: .'T'i,'ths: Eungct Df a subgequent mariual, :

Ad_]ﬂumment

= = : The  coordinator. should see that the meetmg is Bd__]DHﬁlEd on-
- .time.  If interest is high-and some participants choose to remain -
for further dlalogue this should not.be dlSc:ouraged prowded it’

will rmt place unreaqunabla or unneaessary demmlds on. OﬂIEIS
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- 'W’F;‘i)llp%%up Activities

who may have to clean and close the facility. - " A
_The' " coordinator - must verify whether those delegated .. the

" responsibility for returning supplies and equipment, . especially e
- films, have done so. L ' ‘ '

" The workshop is over and the coordinator may rest. ‘However, "
“he has not discharged his duties until he has scén that summary -
“ . reports are prepared; promised materials are- sent 0 attendees; .
" the bills are. paid; and letters of appreciation are sent o all.- who -
_assisted -in  the - planning, development, implementation and .~
"+ evaluation of the workshop. - e B,




- CHARACTERISTICS
o oF | N
' SUCCESSFUL WORKSHOPS |

A coordinator who pays direct attention to all details—no
‘maticr hmvi%nmll—dcvclnping cmilin;_,e cv plans for a

: LA fcw, unambiguous attainable objectives appropriately
== | communicated to all participants prior to the workshop. .

ssion

A properly ventilated, well-lighted comfortable se
“site—frec from noise and other distractions—of proper
size to a;u,unum_d;xl,u I,hg group. )

CA respect Fm’ bml_g,udr’\ constraints, and rapid p;wmuu
of all obligations.

A fa,pid registration . sys
pleasant, courlecous registrars,

stem staffed  with  efficient,

A well-orchestrated ai,uclit;-visual plan which includes
modern equipment, spare bulbs and fuses, extra reels
and extension cords, and’ operators familiar with™ the

cquipmerntt,

An_ attractive, _thoughtfully pl;mm,d agenda which is
%ub_]cc.t to ,,ungndim.ut if necessary, to meet the w i)rk-
‘allDP objcctives,

A coordinator who cncourages active participation b\' ;111
“attendees, mld effectively prevents monopolization. of -
sion by a fc.w oulspoken. mch\ iduals;

mfarma_tmn.' materials, - skills, and/nr
luch ‘attendees cun put to immediate -

Plans for fDllD\\'—up activities -based - on: decisions made
durln Lh; \\*Drkalmp ' R : e
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-COORDINATOR'S CHECKLIST
This checkiist Is designed to assist you with the successfui planning of your.. . ...
workshap, Positive responses indlcate good planning.

Have you ;. :

PRELIMINARY PLANNING - - - B
'Determineﬂ the deslred workshop outeomas? vt T
Deaveiopad a few, specific attalnable abjectivas? -
Communicated these objectives to potential attendeas?
" Provided for attendee feedback on the objectives?
Deleted all extraneous issues from the workshop?
informed presentors and consultants of workshop objectives?
Developed the workshop theme of slagan?
Considered the Impa::t of the weather when dstermlnlng workshop datgs?
set dates?

‘DI‘DI\D’D\DDDU‘D_

ELIDGET
Establlsheé a realistlc reglstration fee? S '
Estimated otal receipts from registration feés'-‘ o
Prepared a sample budget?
Cansidered the hidden costs? .
Revised budget as estimated costs be:arne actual cnsts'-' .
Attempted to economize whenaver possible?

mnuuun“

. ATTENDEES : :
Initiated written communication with attendees informing them why? = -
when? where? how much? and (elated benefits?. -
fnvalved attendees in the development of the workshop?
Assistad atteridees who wizh to prepars for the workshop?
Provided for and encouraged preregistration?

ooo o

: EDN\!ENTIQN EUREAUS
Informed your convention bufead of the wﬂrkshap'-‘
Requested assistance with facility seiection, publicity, and registration?
Requested name tags, agenda covers, visitar's guldes and informational
brachures?

ooo

, ’ . FACILITY SELECTION
Sought an attractive, comfortable, luminous site?
Personally inspected the proposed site?
Sought and bargained for the best rates?
Caonfirmed 311 plans and revisions in writing?
Received a function agreement or an arrangement rﬁerﬁu? -
. Requgsteﬂ use l:lf thg rﬁarauee? - o ;

fnummum

soeE T CONTENT AND SEHEEUL!NE : S
Provided for fun sessions? €hange of pace sessions? Breaks? S s
Provided for interaction, partic ation, and mvglvérﬂem?
Attempted to eliminate boring lectures?

. Advised presentors of tvpe and length of speeches? .
Confirmed all arrangements with presentors In writing? |
Verified all arrangements with preésentors t:y ghune'-‘
F‘rgwﬂed for a.m. and B, exerci 3

‘UDDUDHD
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mﬁuﬂdufﬁ:

ooo *Uuumu‘

O gooo

unhnuununhuﬁu

. Arranged for follow- -lip activities?

Serit leners gf aﬂpre atmn‘-'

A-V EQUIPMENT
Used the A-V 3ids form on page 127~ -
Decided who will operata the A-V Equlpﬁﬂenﬁ
Obtained modéern equipment?

' Obtainad extension cords for all electrical equ[pmgﬁtf’
“Test run projectars, recorders, record players and other machinas?

Prepared for A-V emergencies, namely hlown fuses, burnt out bulbs, poor’
mikes? . R .

A - T PUBLICITY
Llisted printing needs? B
Alerted the prass?

Arranged for a photagrapher?

‘Developad your pramotion schedule? - .

Engagéﬂ the i:nnvemign bBureau In :‘Jubllv;lzlng your workshop?

AGENDA
Prepargﬂ an attraftwe agenﬂa?
Thoughtfully planned the contant of the agenﬁa?

Provided far flexihility in the agenda scheduie?

i . REGISTRATIGN
Engaged e\‘ﬂ\:!Er\t pleasant courteous registrars?
Collected the registration supplies indicated in the form on page-147
Arranged separate registration tables for those who did and did ast
prereglster?
infarmed participants of traﬁsﬁgrtatfﬂﬂ arraﬁgéﬁ‘i\:‘ﬂts from airport tﬂ
N 5|t2’ o . - . . -

THE WDRKSHDP
Arranged ft:r a disglay area? .
Identified decorstion rE:lu[rErﬂéﬂtS’
Prepared s5igns and bannars? -
Prepared for medical Emergéﬁcies’
Arranged a telephone message system?
Provided a bulletin board for messages?
Provided for check cashing privileges?-
Arranged parking validatian?-
Blanned meal. fum‘:tians appmpﬂately’ .
Prepared to revise the schedule if ngt:essary'-‘
Planned to effectively evaluate the workshap?

Planned fur a.variaty nf :antmgencies um:;ue te ynur partl:ular wﬂrkshnp; e -

: - 7 roLLow-up .
Arranged to coliect and return materials, equipmsnt and 5uppnes?
Frepared the final worlishap repart? e
Paid the bills?




