Canadian Public Health Association
BEYOND CANNABASICS WORKSHOP
PLANNING CHECKLIST
This checklist has been prepared to help the host organization prepare for a Beyond Cannabasics Workshop. The items on this list maybe be completed by one person or multiple people depending on the division of tasks and the discretion of the host organization (e.g. some tasks may be completed by the facilitator, others may be completed by support staff).
· Review Workshop Package including Syllabus, Participant Invitations, Agenda, Facilitation Guide, Slide Deck + Activity Sheets, Evaluation Form and CPHA Workshop Short Report Form
· Determine Workshop Date taking into account the appropriate lead time require to advertise the event (ideally between 3-6 weeks prior to event)
· Book venue taking into account the workshop has been designed to be optimal at 20-30 participants, arranged at 4-5 round tables for small group discussion
· Book A/V equipment including an LCD projector and projection screen; given the small group size, microphones are not likely to be required but are at the discretion of the host organization
· Identify Facilitator based on the requirements in the About Hosting section
· Finalize Workshop Agenda by adding the start and end times in the space provided
· Invite Participants using the Workshop Participants Invitation templates, filling in the required host organization, venue, date and time information in the space provided in the email template and the poster template; consider including the Workshop Agenda with the invitation
· Prepare Facilitator using the Facilitation Preparation list in the Workshop Facilitation Guide
· Finalize Workshop Facilitation Guide by adding the start and end times in the space provided
· Coordinate Participants as required and based on the discretion of the host organization; coordination may include reminder communications, directions to venue, responding to questions, etc.
· Print Required Material for participants including Agendas and Worksheets
· [bookmark: _GoBack]Facilitate Workshop using the Facilitation Guide, Slide Deck + Activity Sheets and Evaluation Form
· Complete the CPHA Workshop Short Report Form using the data collected through the Workshop Evaluation and Registration processes
