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Project Planning & Decision Making
Example Workshop: Planning an event
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Planning a trip to a heritage site for disadvantaged and disabled people, Heritage2Health 
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1 Introduction
This workshop is designed to help a group plan an event. It includes stages for developing ideas for the event, thinking through what you already have access to, in order to help you run the event. This is followed by a stage of thinking through in more depth what you hope to get from the event, how you might achieve these goals, what the challenges you might encounter and ways to overcome them. 

This workshop is aimed at any group who are planning an event. The event could be a conference, a trip, a field course, even a party or celebration. This is a good workshop to use to test using Ketso with a small group, such as your team or even friends and family, before using Ketso in a more pressurised situation. 
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 There is important information in the last section of this document that discusses the structure of this document and the purpose of the difference sections. You may also want to read the Ketso Workshop Planning Guide.

2 Example Workshop Plan – Planning an Event
2.1 Ketso BASICS Worksheet

	Ketso BASICS Worksheet –  Planning an Event

	BASICS - Beginnings

	Focus / title of the Workshop:

· Planning  >insert name or type of event here<

Aims of the workshop:

· To think through the key issues involved in running an event
· To make sure you are utilising existing assets and resources well, making the most of what you have to run a good event
· To consider what you want to get out of the event, what participants might want to get from the event, and how you can best achieve this
· To develop a clear idea of what needs to be done to make the event a success
Nature of participants:

· Any team or group of people who are planning on running an event, this could be colleagues, a voluntary organisation, teachers, students, or a mixed group of stakeholders

	BASICS – Activities

	· Ketso to gather ideas from everyone, using Ketso ‘standard legend’ for project planning (see Ketso Workshop Planning Guide for details). 

· Allow several stages of creative thinking
· Consider what success would look like for yourselves and for any others who might be involved
· Do a table swap to spread ideas through whole group (if there is more than one group)
· Identifying priorities and action points

	BASICS - Sequencing

	·  Following the basic Ketso standard ‘project planning’ pattern (see Ketso Workshop Planning Guide)

· Start with existing assets, what do you already have to help you do this event?.

· Do some creative thinking before looking at the problems.

· Allow time to come up with solutions to problems.

· Identify and prioritise actions.

	BASICS - Inputs

	· You may wish to use pre-prepared branches (noted in Workshop Planning Checklist for preparing the workspaces)

Definitions of branches 

· Who - event team – who is running the event? Who else may be involved? What are the partners, if any?
· Who - participants – who would like to come to the event? What sorts of people may be involved? Who may be impacted by the event or topic (e.g. wider stakeholders)
· Place / venue – where could you hold the event? What do you know about the possible venues? 

· Funding / resources –. what are the costs, where might funding come from, etc. 
· Activities – what sorts of things could you do? How can you achieve the goals of the event? 
· Communication and planning – how will you track tasks and communicate as a team? 
· Marketing and publicity – how will you let people know about the event, how will you attract participants, how will you communicate with participants is needed? 
· Blank –for themes that emerge from discussion / cross cutting ideas
Other elements to pre-prepare:

· a few leaves, or a hand out with ideas from any previous planning workshops or ideas from earlier events (optional) 

	BASICS - Conclusions

	 Key take away messages

· re-iterate key actions that  need to be acted upon

What will happen to the outcomes?

· Photos to be taken of all the workspaces and made available to participants

	BASICS - Skippables, Squashables & Supplements

	· two exercises which can be squashed are – identifying key challenges (give out just one, or a few, leaves to each person) and developing solutions to challenges. 
· If you are using this exercise just as a practice run to learn to use Ketso, or to do an initial scoping of ideas for an event, you can do this in less time, using just a few leaves for each of the stages marked as ‘squashable’, and stop at stage 8, Identifying priorities. 


2.2 Overview Workshop Plan

	Overview Workshop Plan – Planning an Event   1.5 hours

	
	Stage of Workshop
	Adjustment
	Time
	Duration

	1
	Wild visions of success
	
	> Insert start time here <
	5

	
	· brief warm up exercise, 3 leaves each, back of Ketso Planner 
· What would be measures of success for you? Write down three words or phrases each that would describe what this event would be  like or achieve if it was really great. These don’t have to be realistic at this stage. 
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	2
	Who is and should be involved? 
	
	??:??
	10

	
	· Ketsos on the table, pre-prepared – see Ketso & Workshop Checklist on pg. 7 for branch themes and legend
· Allow a brief time to write ideas on own, writing on brown leaves for the people who are already involved, then place them against either of the two branches - Who - event team – who is running the event? Or Who – participants?

· Then ask who else should be involved - who would like to come to the event? What sorts of people may be involved? Who may be impacted by the event or topic (e.g. wider stakeholders). For the branch Who - event team, ask Who else may be involved? Are there nay potential partners?
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	3
	Why are you running the event? Purpose. 
	
	??:??
	10

	
	· On yellow leaves, spend some time to write down what you hope to get from the event, share these with the table. At this stage you don’t need to discuss and agree all of the ideas, just get them all on the table, so they can be refined later. Point these at the branch - Who - event team.
· Then write down what you think the participants might hope to get from the event, again spend some time on your own to develop these ideas, then share them. Point the leaves at the relevant leaves for participants on the workspace on the branch -Who – participants?

· Go back to the wild visions of success from the first exercise, which ideas  would you like to add from this to the main workspace now?   
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	4
	Existing assets – have you already got /have access to, which you can use for this event? 
	
	??:??
	10

	
	· allow brief time to write ideas on own, start to place  leaves near the branches where they seem to fit, add more as go along 
· use the branches to suggest more ideas, think of how you can achieve the goals you set out in the last exercise on yellow leaves
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	5
	Future possibilities – what else could you do, what ideas to you have for this event? 
	
	??:??
	10

	
	· creative thinking 1, be as creative and open as possible, no right or wrong answers at this stage
· start with time on own to develop ideas, then share them with the group
· focus in particular on the Activities branch, but you may want to look at what else you need to do for each of the branches
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	6
	Key challenges
	Squashable
	
	10

	
	· what are the key challenges and barriers you might face in planning this event? What might go wrong?
· you may have some key challenges pre-prepared, from earlier workshops, or issues you wish participants to consider to add at this stage
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	7
	Solutions to challenges
	Squashable
	
	10

	
	· creative thinking 2, finding solutions to the challenges (greening the grey)
· this may be a good time to introduce ideas from earlier workshops
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	8
	Identifying priorities
	
	
	5

	
	· start with 1-2 icons per person, placed without discussion (if enough time)
· then as a group re-arrange the icons and decide on priorities (you may wish to use the white icons and number them 1 – 3 for the top priorities of the group
· warning triangles can show areas of disagreement, use comments cards to note the areas of disagreement
	[image: image13.png]



[image: image14.png]




	9
	Refining goals
	Squashable
	
	5

	
	· what goals are suggested by the icons showing priorities? Write on yellow leaves
· refine the measures of success that you developed earlier, asking if you have a clear picture of what it is you want to achieve
· make sure you have thought through how you will you achieve these goals – a further round of green leaf thinking  for new ideas may be needed, create clusters of ideas around the yellow leaves
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	10
	Key next steps and action plan
	
	
	15

	
	· what are the key next steps (1-3 actions) suggested by the ideas on the workspace and the clusters of icons? Write these on green leaves, or take the leaves from the felt
· Place these the grid of the Ketso Planner or the Action Planning Grid, depending on the scale and complexity of the event, arranging them in sequence and adding leaves to make sure you know what you need to do next, creating an action plan
· Use yellow leaves to put in key dates when things need to happen
· use white comments cards to show who should do the actions 
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2.3 Ketso & Workshop Checklist

This shows the key ideas for the legends and the branches, as well as providing an overview of the process of planning a workshop. There are more checklists, including ‘pre-planning practicalities’, ‘things to take to a workshop’, and ‘table set up at venue’ available to download from the Resources and Downloads section of the Ketso website. 

	Ketso & Workshop Checklist
	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 (see Workshop Planning Practicalities Checklists for key questions to ask)
	Estimated number of participants: ____
	

	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 space

Number of workspaces to prepare: ____
	You can use the back of the grid and the spare branches and centrepiece if you need an extra workspace.
	

	Write workshop focus on centrepieces:

Developing a plan for >insert name of area  or project here<
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	Write leaf meanings on legends:

For the main Ketso Workspace:

Brown: existing assets

Green: future possibilities

Yellow: goals 

Grey: challenges 

Comment cards: comments/questions

Exclamation icon: important

Yellow tick icon: priorities

Triangle icon: areas of disagreement / problems

Blank icon: connections
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	Write themes on the branch ovals (if using pre-prepared branches)m shown in quadrants below 
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Remember to leave a blank branch!

Possible sub branches can be written on comments cards
	

	Activities

[Blank]
	Who – participants
Who - event team
	
	

	Communication and planning 

Marketing and publicity 
	Place / venue 

Funding / resources 
	
	

	Prepare the workspaces – see back of Ketso contents sheet for detail of where to place each element (in each kit and downloadable from the web)
	
	

	Write any pre-prepared leaves or comments cards (these may be ideas or issues you know you wish to discuss)

(See BASICS worksheet above on pg. 3 for suggestions)
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You may wish to mark the pre-prepared leaves with a dot so you can clearly see which leaves are new
	

	Prepare other inputs
	
	

	Prepare any slides

see www.ketso.com for pre-prepared slides
	e.g. aims of the day, or brief introduction to Ketso, aims are suggested in BASICS Worksheet above
	

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


3 Workshop Plan Information

This document is one of a series of publications designed to help you run successful workshops or events using Ketso. Based on years of experience, the Ketso team has created these example workshop plans to make it easy for you to plan your event or meeting with confidence. They are intended as a guide and can be adapted to suit your circumstances. 

Each of the workshop plans in this series is based on a workshop that was run successfully. This guide is particularly suited to workshops in the field of project planning and decision making, and the example used is a workshop based on Planning an Event. 

We are making a variety of examples available so you can find one that is appropriate for your needs. Please take a look at the other examples in the series. The full list of available guides and example plans is available on our website, www.ketso.com, covering the use of Ketso in areas such as stakeholder engagement, project planning & decision-making, community planning, training & capacity building, and teaching & learning. We intend to build a library of user-contributed plans and suggestions, creating an open resource for effective use of Ketso for engagement and change.

Please give us feedback and share changes you made with us, especially if you can let us know how it went! Email to office@ketso.com.

3.1 Notes to the reader

This example deals with the actual workshop or planning session, which may need to be considered in a wider context of stakeholder engagement and organisational development. This sample plan should be read in conjunction with the ‘Ketso Workshop Planning Guide’. This can be downloaded from the ‘Resources and Downloads’ section of www.ketso.com. You may also wish to view the brief training videos available on the ‘Support & Community’ section.

Remember, this is an outline – no workshop goes totally according to plan. Be flexible, think through what is key for your workshop (you may wish to make your own notes and highlight key words), and adapt as you go along. If this is your first time using Ketso, we suggest that you have a practice run of a simple workshop with friends, family or colleagues before you try a workshop with a large group. 
3.2 Sections in the Ketso Example Workshop Plan

The Ketso Example Workshop Plans come in four sections: a BASICS Worksheet, Overview Workshop Plan, Ketso &Workshop Checklist, and a Detailed Workshop Plan.

The BASICS Worksheet shows some of the background thinking that went into the design of workshop. More detail on the thinking behind the BASICS used in planning workshops is set out in the Ketso Workshop Planning Guide, available from the Ketso website. 

The Overview Workshop Plan is helpful for seeing the shape of the workshop as a whole and keeping in mind what’s important. This is especially useful whilst running the workshop. 

The Ketso &Workshop Checklist provides a recap of the planning described in the main body of this document, and offers a place to record the key things you need to prepare your Ketsos for a workshop, such as the themes for the branches and the codes for the legend. You can also download a separate document, called ‘Ketso Workshop Practicalities Checklists’, which offers more guidance on ‘pre-planning practicalities’, ‘things to take to a workshop’, and ‘table set up at venue’ (‘Resources and Downloads’ section of www.ketso.com).

The Detailed Workshop Plan includes more in-depth options and commentary. This plan does not yet have a detailed workshop plan, you may wish to see other detailed plans available from the Ketso website to get an idea of possible scripts and ways to introduce each stage. 
3.3 About this Plan 
If this workshop is for a small group, it is possible to run it without a ‘dedicated’ facilitator, i.e. someone who is only paying attention to the workshop process and not acting  as a participant. You still need one member of the team in charge of time-keeping and moving between the stages (using the overview Workshop Plan as a guide). This is easier if there is only one table (e.g. eight or less people, and probably only possible with a maximum of two tables). 

We have also developed a further, 1 hour workshop plan for developing a more detailed action plan based on the ideas that come out of this workshop, called ‘Creating an Action Plan’. If the event is complicated, you may also wish to refer to this plan to help you develop a more detailed picture of the tasks, timelines and responsibilities. 
	Workshop Specification
	

	Workshop title
	Planning an event

	Status of workshop plan
	Tested, under development

	Developed by: 
	Joanne Tippett (Ketso)
Fraser How (Ketso)

	Run on 
	October 2008 and various Ketso planning workshops since

	Last updated
	March 4, 2011

	Workshop plan number
	PP-6.1

	Workshop duration
	1 – 1.5 hours

	Notes
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“Ketso certainly catalyses conversation! We are looking forward to using Ketso in our annual gathering next week.” Dr. Heather J Rea, Network Coordinator/Project Manager for Edinburgh Beltane - Beacon for Public Engagement
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© 2011 Ketso, provided on an 'as-is' basis, with no warranty or guarantee. Plan may have been modified by the user. See www.ketso.com for open source and approved workshop plans and updates. Plans are ‘work in progress’. 
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