[image: image1.wmf]

Module 2: Business Vision

Checklist for Running a Business Vision Workshop

[image: image1.wmf]The thought of running a workshop may seem a bit daunting but by following some simple plans and rules you can ensure that this is a positive and fun experience for all involved. Use our checklist as a way of planning and managing your workshop.
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1. Agree the agenda, date and venue for the workshop

· Base the agenda on the Business Vision document to ensure you cover the main topics

· Choose a suitable venue – offsite may prove less distracting and ensure greater involvement than at the office

· Ensure your date and time means everyone you need can attend

2. Select a facilitator

· Preferably someone with experience

· If budget allows, you may wish to bring in an experienced, external facilitator

· Facilitator must prompt and encourage but not dominate with their own views or provide too much unnecessary guidance – you may feel it better to hand this over to someone else if there is a risk that others won’t speak up if you are the facilitator

3. Agree the workshop objectives 

· Identify the objectives of the workshop

· Describe the ideal outcome (i.e. agreement in the key areas of the business vision)

4. Identify and invite participants 

· Explain the purpose of the workshop in the invite

· Explain the role of the participants and what will be expected of them on the day

· Encourage participants to do some preparation e.g. document / illustrate their ideas

5. Plan how the workshop will run

· Plan your exercises and questions in advance around the agenda items (e.g. conducting a SWOT analysis will work well within a workshop environment)

· Combination of whole group and mini group discussions and exercises can work well if numbers are large

· Use of creative materials – flip charts and post-it notes stuck on the wall rather than too much PowerPoint

· Allow plenty of time for feedback and review of ideas

On the day

6. Organise the room 



· Ensure you have the various items needed e.g. flip charts, post-it notes, 
blu-tack etc…

· Arrange seating (avoid a Boardroom style, make it less formal to encourage creativity)

7. Set the scene 

· Introduce agenda and objectives

· Explain any do’s and don’ts (e.g. mobiles off; everyone’s view is important….)

8. Make the workshop enjoyable 

· Everyone will get more from the workshop if it is an enjoyable experience

· Allow time for breaks / fresh air

· Remember to encourage participation even when the ideas may not seem entirely relevant – if you are negative about what someone has said, they will be reticent to express their views again and you may miss something that would have been extremely valuable
9. At the end

· Finish with a summary of what has been agreed or achieved 

· Allocate responsibilities / follow-up (e.g. who is going to issue notes from the workshop, update the vision document etc…)






























Tick when completed











Kindly supported by
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