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1 Introduction
This workshop is designed to help people explore their career options. It can be adapted for different age groups. With younger groups, you may need to provide more input, but the general pattern works at many different ages. Indeed, when testing this workshop with tutors who work in the University, several of them said it made them think again about their own careers!. When working with young people, you may need to limit the number of leaves for each stage, to keep the workshop moving fast enough for (potentially) limited attention spans. Remember that if you can limit the number of people to 5 per table, the exercises go quicker as there is less for each group to share. 

The plan includes stages to discuss what careers options the participants know of, some creative thinking to stretch their imagination about what is possible, stages to explore the positive and negative aspects of the options, and to think of how they could achieve these different careers.
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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 Workshop Plan

2.1 Ketso BASICS Worksheet

	Ketso BASICS Worksheet – Exploring Career Options   

	BASICS - Beginnings

	Focus / title of the Workshop:

· Exploring Careers Options
Aims of the workshop:

· To give students a chance to consider their future options, and to explore them in more depth

· To provide an opportunity for discussion and for students to learn from each other

· To expose students to new possibilities

Nature of participants:

· Students, young people, people looking for a career change, people looking for work 

	BASICS – Activities

	· Ketso to gather ideas from everyone,
· Explore what people like to do
· Consider options
· Do a table swap to spread ideas through whole group

	BASICS - Sequencing

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

· Start with considering the positive, them move to negative considerations
· Do some creative thinking before looking at the problems.

· Allow time to come up with solutions to problems.

· Identify and prioritise actions.

	BASICS - Inputs

	· Use pre-prepared branches giving general categories of careers to stretch the range of possibilities that participants consider (see Ketso & Workshop Checklist on pg. 7 for themes)

· Definitions of branches (also include(d?) in slide that can be downloaded with this plan)

Other elements to pre-prepare:

· You may wish to pre-prepare some brown leaves with careers options
· You may have a range of considerations you would like participants to take into account – such as: It this feasible? What qualifications do you need? What experience do you need?

· You can write these on comments cards, to add in at appropriate moments to the discussion. 

	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

· Follow up is largely down to participants

	BASICS - Skippables, Squashables & Supplements

	· The exercise ‘Which factors are important to you?;’ can be skipped. 

·  ‘Which careers are most interesting to you and why?’ and developing solutions to the negative aspects of the careers can both be squashed


2.2 Overview Workshop Plan

	Overview Workshop Plan – Exploring Careers Options                 1  hour

	
	Stage of Workshop
	Adjustment
	Time
	Duration

	1
	Warm up exercise - What do you like to do?  
	Skippable
	> Insert start time here <
	5

	
	· Brief warm up exercise, 3 leaves each, back of Ketso Planner 
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	2
	Introductions 
	
	
	5

	
	· aims of the day, bell (if used), Ketso – hands on kit for creative group work
· OK to take pictures? Results will be distributed
· host organisation, facilitator/s
· participants to introduce themselves at the tables
	

	3
	What career options can you think of?  
	
	
	5

	
	· Ketsos on the table, pre-prepared and folded over – see Ketso & Workshop Checklist on pg. 7 for themes and legend
· open workspace after brief time to write ideas on own, start to place  leaves near the branches where they seem to fit, add more as go along 
· encourage participants to expand the range of options, using the branches as prompts
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	4
	What is positive about these career options? 
	
	
	5

	
	· start with time on own to develop ideas, then share them with the group
· bring out the leaves from the warm up exercise, to see if any of the things that you like to do relate to these careers options
· can you think of any more careers options?
	[image: image7.png]Yellow





	5
	Table swap – seeing other people’s ideas
	Skippable
	
	5

	
	· 5 icons per group, comments cards - questions/comments/why important
· after a several minutes to review the other table’s work, participants go back to their own table to see what other group thought
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	6
	What is negative about these career options?
	
	
	5

	
	· what are the negative aspects? Be as critical and realistic as you can

· this may be the time to bring in questions and considerations you wish participants to take into account
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	7
	Solutions to problems
	Squashable
	
	5

	
	· creative thinking about ways to overcome the negative aspects, 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
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	8
	Which factors are important to you?
	Skippable
	
	5

	
	· put your initials on a few white icons and point them at the factors which are most important to you
· discuss these factors  as a group
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	9
	Which careers are most interesting to you and why?
	Squashable
	
	5

	
	· use the yellow tick icons to show which careers are most interesting to you
· write the reasons why on the comments cards (you can miss this stage if time is short)
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	10
	Actions – next steps
	
	
	5

	
	· write down actions and next steps on green leaves
· arrange these on the Ketso Planner – with the top standing for ‘ now’, the middle standing for ‘soon’ and the bottom for ‘later ‘
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	11
	What will you do next?
	Skippable
	
	5

	
	· place an exclamation mark next to the action you will take next
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	12
	Sharing ideas
	
	
	5

	
	· ask for feedback on a key idea per table in plenary
	


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:

Exploring Career Options
	[image: image16.png]Centrepiece
N 4




	

	Write leaf meanings on legends:

Brown – careers
Green – future possibilities, actions
Yellow – positive 

Grey – negative 

White cards: comments / questions
Exclamation mark – important
Yellow tick – my favourite
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	Write themes on the branch ovals (if using pre-prepared branches)m shown in quadrants below 
	[image: image18.png]



Remember to leave a blank branch!

Possible sub branches can be written on comments cards
	

	Out of the box / ambitious

Making things 

[Blank branch]
	People 

Community and youth work
	
	

	Environment – urban and rural

Cultural and arts
	Technology and science

Business and services
	
	

	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)

Prepare a Ketso planner per table – with 3 comments cards on the gridded side 

Now (at the top)

Soon (in the middle)

Later (at the bottom)

You may wish to put a comments card on the front that says ‘what do I like to do?’
	
	

	Write any pre-prepared leaves or comments cards (these may be from earlier workshops, see BASICS worksheet 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, notes on careers or study options
	

	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?
	


2.4 Detailed Workshop Plan

	Detailed Workshop Plan – Exploring Careers Options                   1  hour

	
	Stage of Workshop
	Adjustment
	Time
	Duration

	1
	Warm up exercise - What do you like to do?  
	Skippable
	> Insert start time here <
	5

	
	· Brief warm up exercise, 3 leaves each, back of Ketso Planner 
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	 Sample script: 

· Ketso is a hands-on kit for creative groupwork, and we will be using this kit today to capture and share our ideas. 

· Ketso means action (in Lesotho, Southern Africa, where it was invented) – and we will be doing some active learning. 

· For this warm-up exercise, take a few yellow  leaves each, and write down a word or two about what you like to do
· Write or draw one idea per leaf
· There are different colours for different ideas - write on coloured side of the leaf
· Use the special pens so the leaves can be re-used
· After a few moments to develop your ideas, share them with your neighbours, and place them on the back of this small square of felt (a Ketso Planner)

	
	Purpose:

· Brief exercise to get people warmed up, and used to using the kit. 
· Helps people start to think about their own interests and what they like to do
· May provide some input and ideas to be referred to later in the process. 
Details:

· If participants are not used to using Ketso, this gives an opportunity for them to get used to using leaves and an opportunity to explain the mechanics 
Options / Comments:

· You can get this started at the tables as people are coming in, it gives something for people to do whilst people are still arriving. 

· If people are a bit shy, or there is a mix of levels / abilities / confidence, you may wish to have people share ideas with their neighbour before sharing with the whole group, or even to have each person read out their neighbour’s ideas, rather than their own.
· These Planners can provide a good resource for stimulating further discussion later in the process – how do these ideas relate to the careers options on the workspace?

	2
	Introductions 
	
	
	5

	
	· aims of the day, bell (if used), Ketso – hands on kit for creative group work
· OK to take pictures? Results will be distributed
· host organisation, facilitator/s
· participants to introduce themselves at the tables
	

	
	Sample script: 

· We will go through a series of stages that will help us to consider different career options 
The aims of the workshop are: 

· To give students a chance to consider their future options, and to explore them in more depth

· To provide an opportunity for discussion and for students to learn from each other

· To expose students to new possibilities

Workshop process overview: 

· The workshop will include a stage to explore options that you know of, then to consider the positive and negative aspects of each. 

· You will have a chance to think through what is important to you, and how you might go about achieving the careers you are interested in. 

· Each stage will take 5 minutes, so we will need to keep the discussion brief. 

· Each time we go on to a new stage, you will be spending a few minutes to write ideas down on your own, then after that time, you will share them with your group. Having this time on your own to develop ideas allows everyone some time to think and put forward ideas that may not be obvious or come out if the group starts by discussing ideas first.

· At any point, if you have a thought, grab a leaf and capture it so we can share it later.

What will happen to the outcomes? 

· Photos to be taken of all the workspaces – so please write or draw clearly so we can see what the idea was

· These will be posted on the website / circulated to participants (you may need to provide your emails)

	
	Purpose:

· To set the scene, clarify expectations

Details:

· Facilitator to introduce the aims of the day, overview of the process, to allow key participants / hosts to introduce themselves, ask participants people to introduce themselves briefly to each other at their tables (unless the group is small enough to introduce everyone in plenary). 

· Participants introduce themselves at the tables. 

Options / Comments:

· The timing is given presuming participants only introduce themselves at the tables, not to the whole room, and very briefly
· If you are planning to take photos, now is a good time to ask permission

· It is a good time to hand out a sign up sheet and ask for emails if needed

· If you are using a bell or other device to keep timing and have not already introduced it – do so now. The first ring is for a few moments for the person who is speaking to finish what they are saying, the second ring is for quiet so every one can hear the next step

	3
	What career options can you think of?  
	
	
	5

	
	· Ketsos on the table, pre-prepared and folded over – see BASICS for branch themes and legend
· open workspace after brief time to write ideas on own, start to place  leaves near the branches where they seem to fit, add more as go along 
· encourage participants to expand the range of options, using the branches as prompts
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	 Sample script: 

· Here we are using brown leaves to consider career options. 

· These don’t have to just be the careers you think you can do, be as open to possibilities as you can. What is out there? 

· Take a handful of brown leaves and write down as many career options as you can think of in a few minutes. After this you will share them with your group, if you think of any more career options at any stage, take another brown leaf and add it to the felt workspace. 
· You have five minutes in total for this exercise. 
· Once you start sharing out the ideas on the workspace, use the branches to see if you can stretch  your thinking and develop new ideas for careers options. 

	
	Purpose:

· Get participants to think of what they could be doing in the future before you introduce any options. 
· See what ideas people have in their minds about what they could do, which helps guide how you respond to their thinking. 
Details:

· Ask people to brainstorm ideas on their own on brown leaves (allow a few minutes so they get several ideas), after a few minutes, unfold the workspace and ask participants to go around the circle reading out their ideas.   

· Place a leaf by a branch and see if it fits. If similar ideas come up, point the leaves at each other to create a cluster. 

· Encourage participants to move the leaves around to develop clusters. 

Options / Comments:

· Participants may have put all their ideas down quite quickly, but it is a good idea to leave plenty of time for this stage. You may wish to have some pre-prepared careers options to stretch the students’ thinking, and some prompts, perhaps such as different sectors – entrepreneurial, NGO, private, public.  As participants are filling their branches, you can go and see which branches are fairly empty and perhaps make some suggestions, or encourage participants to add more ideas to these branches. 

· You may wish to have a stage where you ask people to write down a further idea that other people will share, that will get ‘put in a hat’ and drawn out by members of the group to add to the workspace. You can add some ideas into the hat as possible further options. Having the possibility of adding ideas that they don’t have to ‘own up to’ may allow people to say what they are thinking with less peer pressure limiting them. 
· To encourage participants to develop a wide range of options, you may suggest that one or two people from each table goes around to have a look at what the other groups have as options, to see if there are any ideas that they want to bring back to their team. 
· You may wish to try this with no pre-prepared branches, in which case ask participants to start by placing  a leaf on any branch, then as similar ideas come up, place them on the same branch, if the ideas are different, place on different branches. This may produce some useful ideas, but it does lose the advantage of having the framework of pre-prepared branches as a prompt to stretch participants’ thinking.  After a while encourage participants to see if there are any themes emerging, and to write them on the branch. Note that this will take longer and could be confusing for the students. You may wish to have the suggested list of branch themes as a checklist to suggest new ideas to participants if they become stuck. 

	4
	What is positive about these career options? 
	
	
	5

	
	· start with time on own to develop ideas, then share them with the group
· bring out the leaves from the warm up exercise, to see if any of the things that you like to do relate to these careers options

· can you think of any more careers options?
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	 Sample script: 

· Everyone choose an idea or two to focus on for the next few minutes, either one you are most keen on or that you are interested in but unsure of.  
· Take some yellow leaves and take a few minutes on your own to think of some of the positive aspects of these options. 
· Go around the circle and share the ideas, adding all the ideas for any one career option at  a time. You only have a few minutes for this exercise. 
· If you think of any more career options, add them on brown leaves at any point.
· You have five minutes in total.   

	
	Purpose:

· Start to explore the possible options from different perspectives. 
Details:

· Ask participants to choose one or two of the careers options for this exercise then to spend a few moments on their own writing down the positive aspects of that career.

· Give out only a limited number of leaves to minimise the time, 3 – 5 each. 
· When sharing the ideas, encourage participants to put down all of the one pertaining to a particular idea in that round. Remind participants to point leaves at the options to make a cluster of ideas. 

Options / Comments:

· You can go around the tables and suggest that participants take the first exercise, ‘what do you like doing’ and add these leaves to the workspace. You can encourage them to add more positive aspects as they go along. If there is something they like doing that does not seem to fit any of the careers, maybe they can find a career that would work for that idea. 
· This may be the time to bring in some more career options for people to look at, or some information about careers if you need to get this across, but only after participants have started the exercise and placed several leaves on the workspace.

	5
	Table swap – seeing other people’s ideas
	Skippable
	
	5

	
	· 5 icons per group, comments cards - questions/comments/why important
· after a several minutes to review the other table’s work, participants go back to their own table to see what other group thought
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	Sample script: 

· You are going to review the ideas on another group’s table. You will find exclamation marks and comments cards on the table. 

· Take 5 exclamation marks per group and decide which ideas you think are the most important. Use the comments cards to say why you see it is important, and to ask any questions, or make comments about the ideas you see. 

· You can’t move the other group’s ideas around, or remove them, but you can ‘borrow’ ideas and write them down on leaves to bring back to your own table.

	
	Purpose:

· Expand thinking, think of new careers options, and learn from other groups. 

· Bring new ideas back to your own table.

Details:

· Teams move clockwise, review other people’s ideas.

· Give each team a set of icons (rule of thumb – 5 icons per team) to mark what they think is most important on the other people’s tables.

· Encourage teams to use comments cards to add detail.

· Encourage groups to indulge in ‘industrial espionage’, to learn from the other groups. 

Options / Comments:

· If you want to do a table swap, you will need to make sure people are ready to move at the same time, you may need to give a few minutes warning and let people know they will be swapping tables in a few minutes, and they may want to tidy up their leaves, and re-organise them a bit to make them easier to read. 

· Note an additional table swap is a great supplement if you find people are going too quickly, are not working well together, or are stuck. You could ask people to go clockwise once, and anticlockwise the second time, or if you have time, to go around several tables. You can also divide the groups and ask them to go in different directions, to get people from the groups to mix more or to shake up a negative group dynamic. 

	6
	What is negative about these career options?
	
	
	5

	
	· what are the negative aspects? Be as critical and realistic as you can

· this may be the time to bring in questions and considerations you wish participants to take into account
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	Sample script: 

· Take a few moments to review the comments that others have made about your ideas, and what they thought was important. 

· Take a few grey leaves and write down what are the key negative aspects of these different career options? 

· Again, take a few minutes to write ideas on your own, with only 3 or so grey leaves for key limits to one or two careers options you are interested in. In a few moments you can share ideas.

	
	Purpose:

· Explore the options from different perspectives, encourage critical thinking.

· Develop a sense of realism about the disadvantages of different options and possible barriers to achieving them. 

Details:

· Allow a few minutes to review ideas back at people’s tables. 

· You may wish to use this stage as an opportunity to remind people to take some time on your own and then share ideas going around the circle, especially if you note that some one is being dominant in the conversation.. 

Options / Comments:

· If you can allow 10 minutes for this, you can encourage more discussion.  

A supplement would be to ask people to identify which of the jobs would be:

· Hardest to get

· Most unrealistic

· Lowest paid

· Most insecure

· Most competitive

	7
	Solutions to problems
	Squashable
	
	5

	
	· creative thinking about ways to overcome the negative aspects,, 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
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	Sample script: 

· We don’t like to leave problems without solutions. 

· This exercise is to get you to think creatively of ways to overcome some of the negative aspects of the career options  you have been discussing. 

· Take a few green leaves and see if you can develop solutions to any of the grey leaves

	
	Purpose:

· Encourage creative thinking and a positive attitude towards overcoming problems.

Details:

· Brainstorm solutions to the challenges you see on the workspace.

Options / Comments:

· This is a really important stage, if time is running out; you could make it a competition – who can come up with a solution to the problem the quickest – the first table to get a solution per person (or 5 solutions) down, put your hands in the air! 

· Alternatively, to save time, you could ask participants to brainstorm one solution to a challenge each.
· You may wish to go around the tables and suggest that participants add some green leaves to areas of grey leaves which have not yet had any solutions developed for them. 

	8
	Which factors are important to you?
	Skippable
	
	5

	
	· put your initials on a few white icons and point them at the factors which are most important to you
· discuss these factors  as a group
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	Sample script: 

· Take a few white icons each, and write your initials on them. 

· Use these to identify which of the factors in the negative and positive comments are most important to you – e.g. working conditions, type of work, pay. This will help you think about what career to pursue.

	
	Purpose:

· Help participants to focus on what is important to them, learn to consider their own feelings and opinions in making decisions.

Details:

· Participants to identify which of the factors in the negatives and positives are most important to them. 

· Icons to go on workspace and pointing at the leaf – this may need to be demonstrated.

Options / Comments:

· This could be a good stage to bring in the supplement of looking at career goals (these could be on yellow leaves, placed on the Ketso planner), if there is time and it seems appropriate to the group.

· You may wish to bring in some key questions, as in the script, at each table to help participants think what sort of factors to take into account.   

	9
	Which careers are most interesting to you and why?
	Squashable
	
	5

	
	· use the yellow tick icons to show which careers are most interesting to you
· write the reasons why on the comments cards (you can miss this stage if time is short)
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	Sample script: 

· You each have two yellow tick  icons, to note which of these careers options would be your favourite. 

· Place an icon by the factor or career choice most important to you.

	
	Purpose:

· To give a sense of prioritising, and choosing options, having considered them in depth

· To start to focus for the next step – developing actions .

Details:

· Say why you are most interested in that career. 
Options / Comments:

· If there is time, use comments cards to note these ideas about why the careers are important. 

· To limit the time you could ask participants to say why just one of the careers is interesting to them.

	10
	Actions – next steps
	
	
	5

	
	· write down actions and next steps on green leaves
· arrange these on the Ketso Planner – with the top standing for ‘ now’, the middle standing for ‘soon’ and the bottom for ‘later ‘
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	Sample script: 

· It is important to consider how you could achieve a career you would like. Write down some actions you would need to take to be able to have such a career as you have chosen on the workspace. 

· These could be actions you will take after this workshop to achieve your career goals or help you make better choices. 

· Read them out and cluster roughly on the gridded side of the small Ketso  planner, noting if they would be done now (top of planner) soon (in the middle) or later (at the bottom)

	
	Purpose:

· Making sure people consider what they will do when they leave the room. 

· The act of writing this and committing  it to the workspace helps create commitment. 

Details:

· Participants to write a few actions they could take to achieve the careers they are interested in, using green leaves. To start with, don’t worry about timescales. 

Options / Comments:

· To ‘squash’ this so it takes less time, have people write down one key action they will take next – the quickest way to do this is to ask them to share these with a neighbour, not the whole group. You may want to ask people to put their initials on their actions, and/ or to use a white icon to give a date for when it will happen. 

· It can be helpful to ask participants to place their ideas in terms of time – e.g. short term actions at the top, going down to long term actions, if you have time to discuss this in more depth, you could ask participants to think of what needs to happen first, and what the relationships between the steps are, encouraging them to move them around to think of different stages.

	11
	What will you do next?
	Skippable
	
	5

	
	· place an exclamation mark next to the action you will take next
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	Sample script: 

· Everyone take an exclamation mark from the icon holder, and place it by the action you will take next.

	
	Purpose:

· Commit to an action, get a sense of group commitment, and explore best options. 

Details:

· Participants to place an exclamation mark by their next step, if there is time, encourage discussion about the next step and how best to go about it.  

Options / Comments:

· To save time you could have participants discuss this with their neighbour, not the whole group.

	12
	Sharing ideas
	
	
	5

	
	· ask for feedback on a key idea per table in plenary
	

	
	Sample script: 

· We will have a quick round of feedback from each table to the whole room, we only have a few minutes so this will need to be one quick idea per table – whoever wishes to speak can do so, but please be brief.

	
	Purpose:

· To give a sense of the range of ideas, to reinforce the sense of people learning from each other.

· To give the facilitator a chance to recap key points, draw out similarities, and to discuss any next steps. 

Details:

· Gather a key idea from each table – options for the questions are: Were there any surprises? What did you find most interesting? Give one of the interesting solutions to a problem that came up on your table. Read out an action from each table,. 

Options / Comments:

· If time is short, you would need to keep this to one per table. It is quicker to have each table to read out a few of their goals to each other, or in pairs,  rather than to the room. This may also be less daunting if participants are shy. 


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 training and capacity building, and the example used is a workshop based on Exploring Careers Options.

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, which needs to be considered in a wider context of careers 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 has been expanded from what would normally need to be written in a plan, to help you understand the thinking behind the plan and to become familiar with the options available when running Ketso workshops. Because of this the plan is longer than would normally be needed—don’t panic, as you can see from the overview, it is fairly simple! 

The brief descriptions of each stage found in the Overview Workshop Plan are repeated exactly in the Detailed Workshop Plan. This helps to orient the reader between the two plans, and reinforces key points, making it easier to see what’s what and to not miss anything important.

There is a regular pattern within the Detailed Workshop Plan: Sample script; Purpose; Details; and Options / Comments (to help you adapt the workshop). After considering each of these aspects you will feel clear about what you are doing and why. The sample script allows you to think through what you will say in advance—but so long as you understand the details (what you are doing) and the purpose (why) it doesn’t really matter if you stick to the script closely or not. It is there as an aide and a prompt. 

3.3 About this Plan 

We have also developed a further, 1 hour workshop plan called ‘Creating an Action Plan’. This may be appropriate for students who are nearly at the stage of looking for a career, or as part of a larger process of planning a course of study. It offers an opportunity to develop further skills in action planning.

	Workshop Specification
	

	Workshop title
	Exploring Careers Options 

	Status of workshop plan
	Tested

	Developed by: 
	Joanne Tippett (Ketso)

Input from: Hannah Bayfield, George Colson, James Dalzell, Widening Participation Team (University of Manchester) and West Yorkshire Dyslexia Tutor Forum

	Run on 
	Oct. 11, 12 and Nov. 17, 2010

	Last updated
	Dec. 21, 2010

	Workshop plan number
	TC-2.1

	Workshop duration
	1 hour

	Notes
	Support materials available: PowerPoint slide show introducing the stages of the workshop
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“Having a leaf there on the felt helps with short-term memory, I can engage better with others as I can still see the ideas down on the table”. 


Undergraduate student with dyslexia, University of Manchester
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