Suggestions for Planning and Hosting a Workshop

The following is a list of issues to consider when planning and hosting a workshop.
1. Come up with a suitable title for the workshop

The title should be clear and descriptive of the workshops so that potential participants will know what they can expect. The title of our workshop was Business Support for Employee Volunteers in Canada – A Workshop for Nonprofit Organizations and Businesses.

2. Identify the purpose of the workshop 

Have a clear and understandable purpose for your workshop. In our case, we wanted to present the findings from a national survey of business support for employee volunteers to representatives of local nonprofit organizations and businesses. Our purpose was to use our survey findings as a focus for discussion of strategies and networking opportunities that might lead to new or more effective partnerships among workshop participants.
3. Define the learning objectives of the workshop

What would you like participants to learn from the workshop? Objectives should be achievable and appropriate to the needs of the participants. The purpose of our workshop was to promote more effective partnerships between nonprofit organizations and businesses. The learning objectives for the participants were to improve their understanding of the employee volunteerism and to apply their new knowledge to creating more effective partnerships. 

4. Workshop location

Where will your workshop take place? When choosing a location, consider who you want to attend the workshop and what location will work best for them. Issues to consider include:
· the availability and cost of parking;

· accessibility for individuals using public transit;

· accessibility for individuals with physical limitations;

· ease and cost of catering, if desired; and

· suitability of room for presentations, discussions, and group activities.

5. Deciding on workshop participants

Who should attend your workshop? You should try to achieve an equal balance of all participant groups that will be interested in your workshop topic. In our case, we invited an equal number of individuals from local nonprofit organizations and businesses. 
6. Date and time of the workshop

Identify a date and time for the workshop that is convenient for potential participants.
7. Duration of the workshop

This depends on two factors: what you want to achieve and how long participants are willing to attend. There should be some flexibility to allow for slightly lengthening or shortening the workshop if necessary. As you can see from the agenda included in this toolkit, our workshop was three and half hours with a break in the middle and lunch afterwards.
8. Notify potential participants and register them for the workshop

This toolkit contains sample text for flyers directed at businesses and nonprofit organizations. The language in the flyers can be adapted for other communications vehicles (e.g., website, emails, invitation letters). Before advertising the workshop, be sure to know how you plan to register participants (see below for more information).
9. Organize the workshop format

How will you organize the workshop? For example, how do you want to begin? Do you want to start with an ice breaker to create a relaxed atmosphere that gives participants with the confidence to engage in the workshop? You can do this by simply asking each person to introduce themselves and explain what they hope to get out of the workshop. Will you deliver a formal presentation? If so, keep it relatively short as most participants want time for discussion. Will you include group activities and a wrap-up discussion? Activities where participants apply the knowledge gained at the workshop are usually very effective in improving understanding and networking. Wrap-up is also very important in helping participants to see what they have achieved and why it is important. A presentation and suggested activities are included in this toolkit.

10. Think about who will implement the workshop

Identify the workshop presenter and/or facilitator and at least one additional facilitator for group activities and wrap-up. Have regular meetings on workshop implementation with facilitators and have practice runs on presenting and facilitating the group activities.
11. Budgeting for the workshop

Develop a realistic budget and a way to track costs. Below are the possible expenses:

· transportation (e.g., for presenters, facilitators, and/or participants),
· workshop materials (flipcharts, pens, markers),
· rent for computers and/or projectors,
· catering (breaks, lunch),
· rent for venue,
· staff time to coordinate registration, and

· outputs (reports or other documentation).
Regularly review expenses to ensure that you are staying within the planned budget limits.

12. Evaluation, reflection, learning

You should evaluate and reflect on all aspects of the workshop and use your learnings to improve future workshops. This will enable you to hone you workshop planning and implementation so that it is continually adaptable, cost effective, and successful in achieving its goals.

Invitations and Registration
1. Compile two invitation lists: one of businesses and one of nonprofit organizations. 

2. Send out either an invitation letter or email with attached information flyer at least one month before the workshop date.

3. Follow-up with an email reminder one week before the workshop. Consider whether you want to provide a “reply by” date.

4. Provide a phone number and/or email address and/or website where people can register. Ask people for the following information when they register:

· First Name

· Last Name 

· Title (Ms., Mr.)

· Organization

· Address

· Telephone

· Email

· How did you hear about the workshop?

· What are your expectations for the workshop?
On the Day of the Workshop
1. Arrive early to set up.

2. Test all audiovisual equipment.

3. Have a registration table with: 
a. someone to greet participants as they arrive,
b. someone to make sure to re-register everyone (i.e., confirm their information and add it if they did not pre-register),
c. name tags, and
d. kits or information about your organization or business (if applicable). 
4. Set up tables for participants in a way that facilitates interaction (e.g., a large U shape or several clusters of tables for group work).

5. Avoid having a formal podium for presentations, if possible, as this distances speakers from the participants. 
6. Circulate a contact list of workshop participants for those who would like to contact each other after the workshop.
7. Explain the evaluation procedure for the workshop and go through the evaluation form with the participants so they understand what is required from them.
8. Distribute and collect evaluation forms.
After the workshop
1. Review evaluation forms, summarize results, and send them to the appropriate people (e.g., your board, your funder, presenters etc.)
2. Send the contact list to all those who asked to receive it. 
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