	[image: ]WORKSHOP CHECKLIST
This checklist is a simple tool in planning workshops. It serves as a guide to assist you where to find specific documents. For example, anywhere you see [image: ] designates a document that is available on the facilitator webpage: http://www.dhnature.org/project-wild.html. 



	designing the workshop

		
	Plan a workshop (at least 1-2 months in advance, however, establishing annual workshop dates is ideal, but not required)

	
	[bookmark: _GoBack]Determine date

	
	Determine time (6 hours minimum)

	
	Determine location (note limitations)

	
	Determine facilitator team and delegate tasks (lead and co-facilitators) 

	
	Determine audience (formal or non-formal educators, grade level, rural, urban, etc.) 

	
	Identify workshop goals 

	
	Look into a guest speaker

	
	Determine snacks/lunch 

	
	Determine price of workshop (Are you offering food, do you need to pay a facility fee or other fees on top of the 1/$25 or 2/$45 fee)

	
	Note limitations (time, space, money, etc.)  

	
	Determine methods of promotion (flyer, in-service, etc.) 

	
	Determine if workshop will offer CPDU/teacher contact hours. If yes, then: Follow the Illinois State Board of Education guidelines and requirements 

	
	Determine if workshop will be offered for credit.  If yes, then: Follow college or university credit granting guidelines and requirements 

	
	Submit Workshop Proposal Form to Illinois State Coordinator
· Workshop Proposal Form

	
	Plan and submit agenda to Illinois State Coordinator (Mission, goals/objectives, history, sponsors, timeline, variety of activities – at least five activities for one workshop or eight activities for a combined workshop, educational standards & benchmarks to be addressed,  )
· Sample Agenda

	
	Promote, promote, promote! (Facebook, newspaper, EEAI, website, flyers, ROE, etc. - be thorough and creative)
· Sample flyers
· Logo and graphics




	




	

	day of workshop & materials 

		
	Participant packet: agenda, grant opportunities, info about your site, brochures, etc.

	
	Arrive early 

	
	Set-up 

	
	Registration participants and collect payment
· Registration Form

	
	Photo Release
· Photo Release

	
	PowerPoint
· PowerPoint

	
	Certificate
· Certificate

	
	Evaluation
· Evaluation


	
	Activity Guide Walk Through
· Walk Through Guide or Swim Through Guide




	


		
	Return Workshop Reporting Form and evaluations to State Coordinator 
· Workshop Reporting Form

	
	Submit workshop fees to State Coordinator upon invoice receipt (1/$25 or 2/$45 – you will be charged the number of books you order not the number of books you use.) 

	
		Follow up with workshop participants, if possible. Can you continue the professional development after the workshop itself has ended? Blog, website, Facebook page? 
· https://www.facebook.com/IllinoisProjectWILD/info
	





 after the workshop
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