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WORKSHOP SETUP & ORGANIZATIONAL DETAILS

These are general organizational and setup notes.  They don’t apply to all workshops, so please pick and choose!   They include some tips that will be familiar to many event organizations, but may be useful to others.

1. WHO TO INVITE (FOR SERVICE PROVIDER TRAINING)  This workshop is a professional development training activity.   It’s not aimed at the general public, nor at men who are using violence in their relationships, nor for women who are currently experiencing violence in their relationships, nor for students (unless they have a particular focus or interest in these issues, such as social work students at a college or university.)  In general, they’re for some combination of social service professionals, women working in shelters and crisis centres, youth and child-support workers, probation officers, police and prosecutors, teachers, counselors and psychologists, union staff and corporate/government human resource staff, and men promoting men’s involvement in work to create gender equality and end men’s violence against women. 

2.  HANDOUTS
I’ll let you know which resources to download from www.michaelkaufman.com/eventorganizing.

Please do NOT put handouts or exercises in a kit or give in advance.  I’ll want to distribute these at specific times.  (Of course, you may wish to put handouts on memory sticks or distribute afterwards to participants by email.)
 
Please print on both sides.  
3. WORKSHOP LENGTH & TIMES:  6½  - 7 hours (including a 30-45-min lunch and breaks.)  So, 9:00-4 or 9:30-4.  (We work hard.  By 4 pm people are tired.) 

 
REGISTRATION: Always takes longer than you think!  If we want to start at 9, have 8:30 as the registration time. (And if our start time is 9, then in publicity, list 8:55 as the start time.)  If coffee/breakfast is provided, then publicize that for 8:15. 
4.  INVOICE.    Please let me know if you need an invoice.  I appreciate payment on the workshop day if possible.  We can include expenses or if you need receipts, I’ll submit a second invoice for expenses. 

5. MATERIALS & ROOM SETUP  

TABLES
My preferred setup is groups around tables.  For a small workshop (20-30 people) then tables of 4-5.  If 30-100+, then 6-8 people per table.   

 
If the group is relatively small and the room allows, can you arrange the tables in a horseshoe shape (with me at the front in the open end.)  I like to see everyone. But if a big group, then just scattered tables.    

MATERIALS 
- 2 flip charts (If possible, ones with a solid back so easy to write on.)
- fresh markers (just the regular ones, not the dry erase type)
- masking/painter’s tape

 
- powerpoint projector & screen

- we can use your computer or my laptop

LIGHTING
I’ll mainly want full lighting.  Please experiment in advance with dimming lights for one or two short Powerpoint presentations.  

TABLE AT FRONT
A table at the front to put my notes.  Also a chair.

MICROPHONE:  If needed, please arrange a clip-on (lavalier) microphone.  If not available, my second choice is a microphone on a mike stand.  

If it’s a large group and a large room, unless the acoustics are great, please provide 2 other wireless microphones for our discussions.
NAME TAGS & NAME CARDS
      Name tags:  First name in BIG letters so they can be read quickly at a distance.  Last name and organization in smaller letters.

     Name cards for tables:   Unless you do these in advance, please put on tables WITH MARKERS so people can write their FIRST name only in block letters. That way I can see people's names at a distance.

MIXING THE PARTICIPANTS 

Please seat people with those they do NOT work with.  This will provide many people with greater safety to be open, and allows people to learn from each other’s experiences and hear from those they might not normally work with.
     The easiest way of mixing people: put a number on each name tag and numbers on each table.   It takes a bit of advance work to get the proper mixture, but it’s worth it.

       If we’re doing an action-planning exercise in the afternoon, I’ll be grouping people together by workplace or type of work.  This will allow them to come up with concrete action plans, that is, what they can start doing the next day at work. Could you please think about some logical groupings. They can have anywhere from 2-15 people in a grouping.
POSTERS, FLOWERS, PLANTS
May I suggest you decorate the room with posters, flowers or plants?
6. AUDIO/VIDEO RECORDING:
No recording please.  I encourage confidentiality and people will not be as open if it’s being recorded.
7.  SNACK & MEAL SETUP 

Please have the caterers set up tables so people can access them from both sides.  This cuts lineups by ½ and saves us a lot of time. 

Also, you’ll make a lot of people happy if you have some fruit or other healthy choice as part of the snacks.
