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PLANNING
Top 10 Tips

1. Establish your goal.
Set clear aims and objectives to allow you to work towards your end goal.

2. Set a date.
Avoid conflict with other major events, holidays or similar events happening at the same time.

3. Structure your work.
Decide on the schedule for your work and be sure you can fit everything in that you want to achieve.

4. Preparation.

How long do you need to plan and prepare well for your event/activity? Make sure you have enough time and help. (Perhaps use the session planner)

5. Select your target audience.
Who are you going to work with? Identify them and then invite them.

6. Do some research.
Check out what they have done before, what knowledge they already have and establish what works well with the group.

7. Resources.
What equipment will you need?

8. How much will it cost?
Do you have a budget? Establish what it is and work out how you will spend it.

Ensure you have enough money to cover everything.

9. Promote your event.
Who needs to know it is happening? Contact the local press, radio etc., write letters to any VIPs you would like to invite/inform.

10. Thank you, thank you, and thank you.
Remember to say it to the people that matter.

MY IMPACT PLAN
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SELF REVIEW
•   Did the session go well?

•   Did everyone enjoy themselves?

•   Was my preparation thorough enough?

•   Did I get through the session as I had planned?

•   Did I stick to my planned timings?

•   How did the group respond to me?

•   Did I encourage and motivate?

•   Was I informative? Did I impart knowledge?

•   How effective were my selected resources?

•   Did any awkward situations arise?

•   Did I control the group effectively?

•   Would I have enjoyed the session?

•   Would they come again?

•   Ask yourself again…………Did the session go well?

•   What three things would you change for next time?

1.  …………………………………………………………………………………………..
2.  …………………………………………………………………………………………..
3.  …………………………………………………………………………………………..
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Aim of session:








Date: 	





Time: 	





No. in group








Warm up/ice breaker:





Equipment required:





Skills/key messages:
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2.





3.








Group Activity/Games:








Contrast Activity:








Session Review:
































Event title:








	





Task 		





Detail 		





Responsibility 	





Status	
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Main objective:











What am I going to do?











What are my key milestones?











Month





Other ideas:











Who are the people that could support me?











Who is my target audience?











How am I going to do it?











When am I going to do it?











What resources will I need?











When do I/we start?











W/C





Idea





Action








Mar. 10





Apr. 10
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Month





W/C





Idea





Action
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Oct. 09





Nov. 09





Dec. 09





Jan. 10
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