venue
Venue
. equipment
Equipment AHiP
refreshments
prepare worksheets Organising Responsibility

prepare handouts content and materials

prepare video and audio recordings

Pre-work
Joining Instructions
Invitations
start and ice-breaker
breaks
timings Programme

summary /

decide pre-work

decide pace and timings

. 4 Outline Programme and Sequence
timings

putting it all together

writing session plan (facilitator brief) /

What outputs are needed?

What happens to the data?

What needs to happen next?

The Ending
What would be a good end point,

how to ensure conclusions are
What k|nd Of Commiﬁemnt WOUld be gOOd reached and dec|d|ng nex‘t Steps

at the end

Plan next steps and follow on

Module 3
Planning,
Designing and
Organising a
Session(s)

Practicalities, design and

preparation checklist

The Middle
Designing options for reaching desired outcomes

The Beginning

Clarifying what you are doing and why

Window of Opportuntiy

to learn /explore a topic

to solve a problem

to enhance understanding

to explore something new

Clarify broad purpose and aims to get agreement

!

to bring about a change

to take action

Who are the participants? See Group

What are the participants needs?

What outcomes would help meet those
heeds?

what specific aims and objectives for the
session would produce desired
outcomes

What should be the start point for this group?

Length of event / programme

Diary dates

Numbers

composition of ages, gender etc

knowledge and experience

motivation and participation

vested interests and power

linking and splitting groups

special needs

Which key issues need to be addressed
to achieve the aims and objectives?

What questions will aid understanding? See Unit 4

What mix of input, individual or group
exercises, and opportunities to reflect to use
to enhance understanding and address <‘ -~ ~
\

gquestions

/7

'd
-~

How to vary the learning format and ==
use a range of learning modes ‘—

What might be a logical sequence for the event

What other resource to have on hand
that might be useful?
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