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Things to consider when organizing projects:

Logistics

· Choose a time that works for your target audience

· Choose a location/place that is easily accessible for your target audience

· Provide directions to and from training/workshop location

· Do necessary outreach/marketing to all potential stakeholders.

· Create the necessary signage so people can easily find the room/training location.

· Arrange seating to facilitate discussion e.g. round tables for small group breakouts and discussion, arrange seats in a circle so everyone can be involved in discussion.

· Provide packet of materials that will be useful for your target audience and training needs.

· Sequence events/activities so there is progressive learning and understanding of the subject of the training.

· Provide opportunities for Youth Engagement/Youth Voice.

· Provide food and drinks to generate a sense of community.

Preparation

· Find out as much as you can about your audience, e.g. experience, interests, what they want to get out of the training/workshop.

· Research the topic inside and out so you are better prepared to answer questions as they arise.

· Identify goals and objectives of the training/workshop and establish clear results.

· Develop an agenda so people can see the progression of the training/workshop.

· Provide ample time for questions and answers throughout the training/workshop.

· Anticipate potential problems/challenges so you’re not caught off guard.

· Provide target audience with necessary resources and information before the training/workshop.

· 7 P’s – Prior, Proper, Planning, Prevents, Piss, Poor, Performance

Process

· Create “Ice Breakers” to allow people to get to know one another and feel comfortable in the training/workshop.

· Try to stick as closely to the agenda as possible.

· Be flexible to make sure you’re meeting the needs of your audience.

· Develop age-appropriate activities for target audience.

· Establish guidelines/ground rules for training/workshop and/or individual activities.

· Remember to stay neutral “ALL ideas are valid and important.”

· Develop activities that encourage active participation.

· Use multi-media tools to keep audience engaged.

· Play off the interests, ideas, and experience of the audience.

Defining Your Role

· Know what experiences/strengths you bring to the training/workshop.

· Know what you are willing to do and what you are not willing to do.

· Provide audience with optimal opportunities for learning.

· Walk the Talk.

· Facilitate do not dictate (see Facilitation Do’s and Don’ts).

· Establish boundaries that create a challenging yet safe environment.

Setting the Tone

· Begin with a song or some form of music e.g. Bob Marley.

· Find out the background of the target audience.

· Create activities/discussion materials that are relevant to the audience and their experience.

· Be flexible.

· Know your break schedule.

· Tell stories about your experiences to bring subject matter to life.

· Provide a variety of activities.

· Ask specific questions.

· Ask questions everyone can respond to.

Participation

· Create “Ice Breakers” everyone can participate in.

· Keep people actively involved – Talking, Thinking, Moving.

· Delegate responsibilities. 

· Create listening activities e.g. Call and Response Activities.

· Create simulation activities.

· Develop the training/workshop so that audience walks away with something they have created – Final Product.

· Hand out pens and paper so people can take notes.

· Distribute power point and other presentation tools at the end of the training/workshop.

· Create incentives so people stay until the end of the training/workshop.

Cultivating Leadership

· Lead by Example.

· Peer modeling.

· Provide verbal praise and affirmation throughout the training/workshop.

· Teach specific and tangible skills and strategies that people can take back to their schools/communities.

· Be flexible.

· Accept and give constructive criticism.

· Use outside resources to enhance collective knowledge and understanding.

· Be culturally sensitive with diverse audiences.

· Be prepared, organized, and dedicated.

· Make everyone a stakeholder.

· Delegate jobs and responsibilities.

· Teach leadership skills and time management.

· Identify clear expectations/outcomes.

· Establish goals and objectives.

· Provide opportunities for people to experience success.

· Brainstorm throughout training/workshop to ensure everyone is on the same page.

· Provide a safe, comfortable, and open environment.

· Develop high-quality activities/sessions so people will enthusiastically volunteer.

· Ask for HELP!!! e.g. Who would like to … NOT   What are you good at?

· Let people know that you are interested in diverse perspectives/different points of view.

· Rotate and switch people around so no one person is dominating discussion.

· Encourage people who are not participating.
