WORKSHOP RUN SHEET

	Timing
	Part of the program
	Detailed description of what is happening
Remember to specify who is leading, who is participating, what instructions do they have to follow, how much time they have 
	Technology/Support/Slides
	Roles 
Facilitator (s); 
Co-facilitators (s); 
Support 

	16:30 -17:00
	Prep Meeting with rest of the organising team
	Refresher on project, clarify roles, going through the run sheet together
	
	

	16:50 - 17:00
	Welcome everybody, invite early comers to take a coffee/tea/snack etc…
	
	
	

	PART 1: INTRODUCTION (25 mins)

	17:00 - 17:10
	Introduction 
	Welcome - and thanks for participating
Why are we here today?
· Remember: Long term ambition/intention with the overall project (The dream)
· The intention/ambition with inviting precisely those that are in the room
· What are we going to produce today (what do WE, participants and organisers hope to have in hand when the meeting is over)
Who am I and who is helping me today?
Going quickly through the program

If there is time - Get participants to react on intentions

	
	Facilitator: NAME

Co-facilitators: NAME

Support: NAME

Describe the roles here if needed.

	17:10 - 17:20
	Warming up
	Mixing people, divide in groups, ask to do a presentation round - one to one, or in groups…
	List the slides you want to show and the material you and the participants are going to work with 

	

	PART 2: Brainstorm on the Problem (xx minutes)

	17:20 - 17:45
	
	Clear instructions
Alternation of 1) individual thinking/ working 2) group thinking/ working 3) plenary sessions
Be clear on what are the participants expected to produce in the work - Thoughts, ideas, actions?
Ask them not to be way too perfectionists and help each other 
	

	

	XX - XX
	
	
People are working ……
Good alternation between leaving them alone and getting close to the groups - listening and helping them

	
	

	XX - XX

	
	Collect input in plenary (only if that is useful for all)
	
	

	BREAK 

	
	
	
	
	

	PART 3: Brainstorm on the solutions (xx mins) - example

	
XX - XX

	


	Introduce the session 
Give clear instructions
Give them a time frame within which they have to complete the task

Since this is a brainstorming session, the facilitator might provide an example to spark thoughts, reflections and discussion.
Encourage people to think wild, creatively and big. No boundaries. 
	

	

	XX - XX


	
	
People are working ……


	

	

	XX - XX
	
	Collect input in plenary
	
	

	BREAK 

	
	
	
	
	

		PART 4: Prioritising (xxx mins) - example	

	XX - XX
	
	Introduce the session 
Give clear instructions
Give them a time frame within which they have to complete the task

Ask to think deeper about each idea formulated in the previous sessions

What is exciting about this idea
What problems would it solve, 
What could be barriers
How can we make it happen?

Consider all of the above for each of the ideas

Lastly, prioritize on the basis of the produced input

	
	

	XX - XX
	
	In plenary collection
	
	

	CLOSING 

	XX - XX
	Summing up and next steps & Closing

	Get a sense of the room with the one word description. 
Ask each participant for one word to sum up how they are feeling following the workshop

Explain next steps

	
	



