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1 Introduction
These checklists are designed to make it easy to get ready for a workshop, with reminders of all the key things you need to think about, both in planning the workshop and in the practical preparations, e.g. thinking of the venue, the things you need to take with you, and the key elements of set up when you arrive at the venue. These checklists are intended to be used in conjunction with the Example Workshop Plans, which give details for different types of workshops, and the Ketso Workshop Plan Guide, which gives an overview of the workshop planning process. 
2 Preparation Checklists

2.1 Ketso & Workshop checklist

	Ketso & Workshop
	Comments
	Check

	Plan workshop
	
	

	Choose appropriate example workshop to adapt
	
	

	Complete/ adapt Ketso BASICS Planning worksheet
	
	

	Review and adapt overview workshop plan
	
	

	Adapt detail workshop plan, highlight key words, adjust times in the appropriate column
	
	

	Decide roughly how many participants you might expect 
	Estimated number of participants: xx
	

	Prepare Ketsos 
	
	

	Decide how many felt workspaces to prepare – a good rule of thumb is to take the total number of expected participants and divide by 6, as this allows for a few more people to turn up and there still to be enough space for everyone
	You can use the back of the grid and the spare branches and centrepiece if you need an extra felt from your Ketso24.
Number of felts to prepare: xx
	

	Write workshop focus on the centrepieces. 
Write neatly and as big as you can fit the words.
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	Write leaf meanings on legends (see Ketso Workshop Planning Guide for suggestions)
It is a good idea to number the felts, so you can keep track of which felts were at which table / go together if doing more than one exercise. 
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	Write the themes on the branches. 

Remember to leave at least one blank branch and also a blank branch in the top corner. 
Move the centrepiece to the edge of the felt to fold it. 
	[image: image4.jpg]



	

	The one element of a Ketso kit that is not re-usable are the Action Cards, as participants are encouraged to take them away at the end of the workshop. Check that you there are enough Action Cards to hand out to participants at the end of the workshop, and if not, contact Ketso to request more (these are provided free to customers in exchange for a brief update on how you have been using Ketso). 
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	Prepare other inputs
	
	

	Prepare any slides
See the How To Section of ketso.com for pre-prepared slides that you can adapt
	e.g. aims of the day, or brief introduction to Ketso
	

	Prepare any handouts
	e.g. definitions of branches, ideas from previous workshops
	

	Consider any preparation to be done by participants
	e.g. any specific questions for participants to think about, or pointers to background reading, to go in the invite?
	


2.2 Pre-planning practicalities checklist
	Pre-planning practicalities
	Comments
	Check

	Invites
	
	

	Do stakeholder analysis of who should be invited
	
	

	Check if there are dates that mean key stakeholders could not attend
	
	

	Identify and invite any speakers / technical experts
	
	

	Develop invite list
	
	

	Send invite
	
	

	Track respondents and numbers
	
	

	Send reminder to participants
	include directions to venue
	

	Venue
	
	

	Has the room got enough space for tables for each group?
	estimated number of participants divided by 6 
	

	Is there disabled access? 
	
	

	Are there enough tables and chairs? Ask the venue to set them up in ‘cabaret style’. 
	can they be moved?
	

	Check if there is a data projector 
	if using slides
	

	Check if you need a screen and can room be darkened
	if using slides
	

	Check if there is a flip chart and pens
	
	

	Book room
	
	

	Plan time of breaks and order refreshments
	
	

	On arrival
	
	

	Check tables are set up in ‘cabaret style’
	
	

	Check data projector works
	
	

	Check timing of refreshments and where they will be served
	
	


2.3 Things to take to workshop checklist
	Things to take to workshop
	Comments
	Check

	Essentials
	
	

	Ketsos 
	pre-prepared as above
	

	Spare Ketso bag for packing felts
	If big workshop this can help
	

	Hard copy/ies of workshop plan 
	
	

	Hand out for branch themes
	Optional – especially useful if you don’t have it on a slide
	

	Hand outs and feedback forms
	if using them
	

	Laptop (maybe data projector)
	if using slides
	

	USB with slideshows for introducing aims, etc.
	if using slides
	

	Extension cord
	if using slides
	

	Bell or other device for moving the stages along
	
	

	Watch or clock
	
	

	Camera
	
	

	Optional (depending on context)
	
	

	List of delegates for registration
	
	

	Delegates lists printed - for delegates 
	check if appropriate before including emails
	

	Consent form if filming or photographing for promotional use (check it is GDRP compliant)
	this could be on the registration sign in
	

	Name badges for delegates
	
	

	Name badges for facilitation team
	
	

	Signs to lead delegates to the room
	
	

	Business cards
	
	

	Photos, maps, quotes or other prompts
	
	

	Leaflets or flyers for other events
	
	

	Toolbox - blue tack, string, flip chart paper, flip chart pens, paper, post-it notes, thumbtacks, tape, stapler, staples
	
	

	Spare USB stick, spare CD Roms 
	
	

	Data projector
	If not provided by the venue
	

	Practical things to remember
	
	

	Maps to get to venue
	
	

	Contact details for venues / hosts
	
	

	Information about accommodation and bookings
	
	

	Tickets for travel
	
	

	Water bottle and snacks
	
	

	First aid kit
	
	

	Mobile phone
	
	

	Deodorant / sanitary products / spare shirt / things that the facilitator might need to be comfortable
	
	


2.4 Set-up at venue checklist
	Set up at venue
	Comments
	Check

	Housekeeping
	
	

	Confirm the timing of the breaks and timing of arrival of the refreshments with caterer / host
	
	

	Check where the emergency exits and muster points are, are and if there are fire drills planned
	
	

	Make sure you know where the toilets are to tell participants their location
	
	

	Check the temperature of the room – can you open / close windows, is there a thermostat?
	
	

	You may want to check if there is a wifi code – and write it up for participants to see
	
	

	Is there a first-aider or any information on where to go for help? 
	
	

	On each table
	
	

	Check tables are laid out cabaret style and there are enough chairs
	As soon as you arrive – check that there are no problems with the way the room is laid out, as you may need help to get more tables or move things about
	

	Ketso felt workspaces with pre-prepared branches, legends and a few pre-prepared leaves
	Cover branches with a Mini Felt (plain side up)
	

	Bags of  the leaf colours you plan to start with (often brown)
	you may need to re-arrange leaves so that you can start with a leaf bag on each table
	

	Pens
	Can be in leaf bags or out on the table
	

	Keep on the side, ready to use
	
	

	Other leaf colours and comments cards
	
	

	Icon holders
	
	

	Bell
	
	

	Any handouts (e.g. maps, definitions of the branches if used)
	
	

	Camera
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