Staying Safe – workshop checklist
Choosing a workshop venue

There are a number of considerations to take into account when choosing a workshop venue. Things you should think about include:
 FORMCHECKBOX 
  the number of people attending the workshop

 FORMCHECKBOX 
  car parking and/or drop-off points
 FORMCHECKBOX 
  public transport access
 FORMCHECKBOX 
  physical access to the building for those with mobility problems
 FORMCHECKBOX 
  accessible toilets, ideally on same floor
 FORMCHECKBOX 
  good light, warmth and ventilation
 FORMCHECKBOX 
  comfortable seating and writing surfaces, which can be arranged to enable 
       participants to work in small groups

 FORMCHECKBOX 
  access to tea making facilities. 
Logistical items to plan for
There are a number of items you will need to organise prior to delivering a workshop. Things you should think about include:
 FORMCHECKBOX 
  
all equipment you will use including laptop and data projector or DVD player and TV, extension leads, flipcharts and markers (ensure colours are easy to see)
 FORMCHECKBOX 
  
if a workshop is to be catered for, ensure you find out from participants if they have any special dietary requirements

 FORMCHECKBOX 
  
ensure you have sufficient copies of the workshop learning modules, participants’ worksheets, name cards, participant register, evaluation sheets, copies of Staying Safe photo resource, Staying Safe DVD, at least two whiteboard marker pens and a whiteboard duster, biros for all participants, copies of Keeping moving and Keeping mobile (if required), workshop PowerPoint, A3 laminated maps, give way activity cards.
On the day 
 FORMCHECKBOX 
  
Arrive early to set up.
 FORMCHECKBOX 
  
Display signage to assist your attendees find the meeting (if this is necessary).
 FORMCHECKBOX 
  
Provide water, cups, saucers and tea making equipment.
During the workshop 
 FORMCHECKBOX 

Set out how the workshop will run. How long will people be there?
 FORMCHECKBOX 

Refreshment break times?

 FORMCHECKBOX 
  
Go over safety procedures, for example the standard evacuation procedure.
 FORMCHECKBOX 
  
Ensure participants’ know toilet locations. 
 FORMCHECKBOX 
  
Set out the objectives for the day.
 FORMCHECKBOX 
  
Keep an eye on the atmosphere. Are people enjoying themselves? Are the objectives being met? 

 FORMCHECKBOX 
  
Ensure everyone can participate.
After the workshop
 FORMCHECKBOX 
  
Collate participant evaluations and complete facilitator evaluation for your own records.
 FORMCHECKBOX 
  
Email reporting requirements to stayingsafe@nzta.govt.nz within one week of a programme. 
