
	
	
	



Education Workshop Planning Checklist
Teams should utilize this planning checklist to prepare to host an Educational Workshop. Materials for the workshop presentation, including the notes/reflections document, can be found at the following link: https://easacommunity.org/pro-resource/educational-workshop-tool/ 
Teams must review the entire presentation template and add or edit content to reflect their team and context. Take particular care to ensure local crisis lines and resources are included.
Workshop date: Click or tap to enter a date.
Point person for Workshop: Click or tap here to enter text.
Identified team members who will complete joining sessions: Click or tap here to enter text.
Attendees:
	Participant(s)
	Team member to complete joining sessions

	
	

	
	

	
	

	
	

	
	

	
	

	
	



Participant and/or Family Speakers:
	Participant/Family Member
	Team member to invite/confirm

	
	

	
	

	
	



2-3 months prior to the workshop date: 
☐ Decide on date, agenda, and meeting structure
☐ Review the Powerpoint slides and update as necessary
☐ Reserve room space for the date of workshop and any prep time ahead of the workshop, if needed
☐ Ensure all team members will attend the workshop
☐ Identify which participants and family members will be invited to the workshop
☐ Identify if there are any interpretation, translation, or accessibility needs for participants and family members who will be attending
☐ Identify which team members will provide joining sessions for which participants/family members
☐ Identify the Single family or MFG group participants/family members will attend after the Education Workshop
☐ Create flyer to be shared with attendees
☐ Schedule joining sessions with all identified participants and family members
2 months prior to the workshop date 
☐ Provide joining sessions to clients and families as described in the joining timelines with the goal of completing all three joining sessions prior to the Education Workshop date. If not possible, make sure all three joining sessions are done prior to the first MFG/SFI for all participants and family members
☐ Invite identified participants and family members to the workshop
☐ Have all Workshop materials translated into languages other than English (if needed)
☐ Identify participant and family speakers to share their stories at the Education Workshop and invite them (aim to have at least 3 individuals with diverse backgrounds and experiences and ensure they are compensated for their time)

1-2 months prior to the workshop date
☐ Identify which team members will plan the food and beverages for the workshop: Click or tap here to enter text.
Food that will be offered: Click or tap here to enter text.
	Team member picking up food: Click or tap here to enter text.
Snacks that will be offered: Click or tap here to enter text.
	Team member picking up snacks: Click or tap here to enter text.
Beverages that will be offered: Click or tap here to enter text.
	Team member picking up beverages: Click or tap here to enter text.
Bags of ice and coolers, if needed: Click or tap here to enter text.
	Team member picking up ice/coolers: Click or tap here to enter text.
☐ Identify who is going to set up the technology and slideshow for workshop: Click or tap here to enter text. 
☐ Design Workshop feedback survey to distribute to all participants at the end of the Workshop
2 weeks prior to workshop date 
☐ Finalize Powerpoint slides
☐ Gather final head count for Workshop and communicate this to the full team at least one week prior to Workshop. 
FINAL HEAD COUNT: Click or tap here to enter text. 
☐ Schedule interpreters for Workshop (if needed)
☐ Finalize team member roles for the Workshop 
☐ Print out copies of the Powerpoint slides, agenda, reflections/notes pages, updated team contact list, and MFG flyers
☐ Prepare folders with all printed materials
Team member putting together the folders: Click or tap here to enter text.
☐ Remind team members what time they need to be at the location for set-up
1 week prior to workshop date 
☐ Send out reminders to all attendees
☐ Ensure there are adequate supplies for Workshop (plates, napkins, utensils, cups, etc.)
☐ Gather blank name tags and sharpies
☐ Gather ink pens for people to take notes
	Team member in charge of gathering supplies: Click or tap here to enter text.
☐ Confirm team member who will set up technology and slideshow for Workshop, test and troubleshoot tech issues in the location if possible
Team member in charge of technology and slides: Click or tap here to enter text.
☐ Remind team of arrival time, review agenda and slides
1-2 days prior to Workshop
☐ Purchase/gather food and beverages
☐ Gather all supplies and materials for transport to location
☐ Send out second reminders to all attendees

Day of Workshop
☐ Team member responsible for getting coffee/water/food picks up orders
☐ Full team arrives to finalize any set up needs for the room, food and beverages, etc. 
☐ Ensure location is set up to address accessibility, language, and sensory/cognitive needs of attendees 
☐ Team member sets up technology and slideshow 
☐ All team members participate in the Workshop, outreach/socialize with participants during breaks and snack/meal times, and eat with attendees 
☐ Have fun!
☐ Gather formal feedback from participants using QR code or paper survey at the end of the Workshop

One week after Workshop
 	☐ Debrief Workshop as a team (strengths and successes, challenges/barriers)
☐ Review Workshop feedback surveys as a team and discuss how to improve 		future Workshops based on feedback
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