HOW TO ORGANIZE & PRESENT 
“NAVIGATING THE BENEFIT MAZE”
A SOCIAL SERVICE WORKSHOP

	STEP
	NOTES

	Recruit your team
	· You will need several team members to help with the organizational steps and to be available the day of the event.

	Estimate Attendance
	· This is a tough one. We badly underestimated the possible attendance for our first workshop and had to scramble at the last minute to change locations.

	Locate a venue with sufficient amenities
	· It is best if you use a location where people can sit at tables and take notes.
· Amenities should include good acoustics, a screen, microphones, internet capabilities, white board and extra tables for handout materials and sign-in sheets.

	Select a date
	· Since we did our workshops on a diocesan basis, we had our workshops a few weeks after a General Membership Meeting in order to take advantage of a large audience for publicity.  
· A check of other events in your community which might conflict is also helpful.

	Identify & select topics
	· What issues are most impacting your community?  
· For our first workshop we picked very basic topics, SNAP (formerly Food Stamps), WIC (Women, Infants and Children), SCHIP (known in Arizona as KidsCare), child tax credit, and Arizona Self Help (a data base for evaluating eligibility).
· Others topics could include job training and placement.

	Select & book presenters
	· Most agencies and non-profits are more than willing to send someone to talk about their programs provided they get enough notice. 
· Many times the person you initially contact will not be able to help, but may be able to refer you to someone else.  
· Presenter will need to know how much time you are allotting for their presentation, including questions.

· Always ask a presenter what electronic support they will require and encourage them to bring handouts.

	Publicity
	· A flyer advertising the event is probably your best tool.  
· I am attaching a pdf of the two flyers we used.  They were created in Publisher and if someone in your group works in Publisher, I would be happy to provide that version if you just want to just change the date, time etc.  
· Our flyers were posted on the web site, included in our monthly Vincentian newsletter, passed out at a General Membership Meeting, e-mailed to our Voice of the Poor mailing list and all district and conference officers.  Everyone was asked to share the flyer with others on their lists.
· Depending on your schedule, it may be helpful to develop a "save the date" flyer and distribute it at events which may occur prior to your workshop.  (samples attached)

	Before the event
	· Develop an agenda (sample attached).  Attach it to a follow up e-mail to all your presenters, confirming the date, time and any other details. It is helpful to include the cell phone number of someone on your team in case your presenter gets lost.
· It is helpful in keeping the workshop on schedule if you provide your team with a separate copy of the agenda that includes the time schedule.  

· Develop a Workshop Evaluation form (sample attached).  An evaluation form is a great opportunity to gather lots of information.  Evaluation forms need to be kept as simple as possible.  There appears to be a direct correlation between the complexity of the evaluation and the participant’s willingness to complete it. 
· Develop a sign-in sheet.  Ideally it will include the participant’s name, conference, phone number, and e-mail address.

	Set up
	· An ideal set up will include space for the presenters to have their handout materials and for sign up sheets.  
· Multiple sign-up sheets spread out at a long table cut down on lines and people not signing in because they don’t want to wait in line.

· In general hand-outs are problematic if they are handed out prior to the program.  People tend to get distracted by a lot of material and stop listening to the speakers.  I usually ask each speaker how they want it done and they frequently ask for our team members to distribute their handouts as they are being introduced.  

· Depending on the size of your venue, you may want to have a couple of hand microphones in addition to the one you give the speaker.  Members of your team could roam around the room with the hand mikes for questions from the audience.  It makes the meeting run more smoothly if the speaker does not have to repeat each question.  
· Refreshments are optional (Phoenix Vincentians require coffee at any and all events).  

	Meet with your team
	· A brief meeting of your team before you leave the workshop is very helpful, particularly if you plan on doing another workshop.  Everyone on the team should be asked "what did we do right?" what did we do wrong?" and what would should we do differently the next time?"  Someone should take notes of this discussion or the ideas may be forgotten.

	After the Workshop
	· A quick e-mail thanking the presenter, with a copy to their supervisor (if known), is very effective especially if you may want to ask that presenter and their agency to participate in another workshop.

	Evaluate the date and create a report 
	· A thorough assessment of the data gathered from the participants’ evaluation forms is also helpful.  (sample attached)  This will help greatly when deciding on a future event.

· Other valuable information can be gathered from the sign-in sheets.  It is helpful to know which conferences attended and where interest in Voice of the Poor exists (sample attached).  NOTE:  For privacy reasons, I have deleted the name, phone number and e-mail addresses of those attending the workshop in the sample.


