Disastrous or successful workshops
How to run a disastrous workshop
1. In plenary, brainstorm “how to run a disastrous workshop”. Write participants’ suggestions on the board or on a flipchart. Allow plenty of time for this.

2. Together with the participants, categorise what was produced during the brainstorming.

How to run a successful workshop

3. Reverse the topic and ask participants to work in small groups and produce a list of recommendations on “how to run a successful workshop” for each of the categories developed in step 2. They can use the lessons learned in step 1 of the activity.

4. Pool together the recommendations so that all participants leave the workshop with a full categorized list on “how to run a successful workshop.”

Inspired by Bourner, Martin and Race (1993)

Below you will find ideas on both topics from teachers and trainers who participated in the TrainEd National Training Event in Zagreb (2005).

	Participants’ ideas on how to run a disastrous workshop 

	· Don’t prepare.

	· Talk about things you’ve no clue about.

	· Talk all the time.

	· Read from your summary.

	· Ask a question and provide the answer immediately.

	· Show them [the participants that] they don’t know.

	· Use “should” all the time.

	· Use no/wrong handouts or materials.

	· Tell them to keep quiet.

	· Say “shhh” a lot.

	· Don’t invite participants.

	· Don’t turn up.

	· Provide no coffee breaks.

	· Have several drinks before the workshop.

	· Tell them to “get serious!”

	· Don’t accept any ideas from the participants.

	· Never finish on time.

	· Tell them you’re very tired.

	· Don’t check the equipment and the equipment doesn’t work.

	· Don’t give any tasks.

	· Keep instructions to yourself.

	· Dictate all the time.

	· Keep participants with heads down (taking notes).

	· Don’t have any objectives.

	· Don’t bother.

	· Don’t worry about the sequence of activities.

	· Interrupt every activity.

	· Use your mobile phone.

	· Don’t enjoy anything.

	· Don’t have fun.

	· Don’t do anything that might interest the participants. 


“How to run a successful workshop” - Checklist

Participants’ ideas (Zagreb, 30 September, 2005)

	Planning and preparation


	· Have good knowledge of the topic

· Check equipment and venue

· Prepare materials and handouts 

· Identify the target group

· Find out about their needs and background knowledge 

· Prepare a detailed plan and timing 

· Notify the participants in time about time, place, venue

· Inform them about the program

· Send invitations

· Send a letter for participants  

· Notify them  if they need to bring anything

· Secure funding for the workshop

· Prepare a range of objectives to choose from 

	Objectives


	· Establish clear /feasible/purposeful objectives 

· Communicate objectives to the audience

	Delivery


	· Start on time

· Introduce yourself

· Use icebreakers and warm-ups and let participants introduce themselves 

· Use various activities to motivate participants

· Tell participants what you plan to do

· Communicate the structure of the workshop to the participants

· Be ready to improvise and adjust

· Keep atmosphere enjoyable and friendly

· Give clear instructions

· Stick to the subject

· Keep track of time

· Involve everyone

· Be aware of your body language, voice

· Move around and let them move around

· Plan breaks (coffee, lunch) and be realistic about their length
· 

	Evaluation


	· Provide opportunities for reflection on applying what participants have learned

· Invite feedback from participants

· Prepare feedback forms

· Think of a variety of ways of getting feedback 

· Use self-assessment activities

	Follow-up


	· Reflect on the feedback

· Act on the feedback


