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Planning Guide & Timeline
Thank you for your commitment to the Stand Up program. This worksheet is a guide to help local partner organizations and Stand Up facilitators work together to schedule, organize, and implement their workshops. Please complete the worksheet together. We thank you!
	
	Facilitator
	Program Provider*

	Name
	
	

	Address
	
	

	Phone
	
	

	Email
	
	


*The program provider is the organization with whom your time is being paid while providing the workshop (your employer) OR for whom you are volunteering for (if not being paid). 
Workshop Information:
Workshop Start Date: ________________ Day & Time of Workshop (M 8am):________________
Refresher Session Date & Time: ___________________________________________________________

Is this workshop being offered: ___In-person ___ Virtually 

Location of workshop: (organization name or webinar platform): _________________________ _____________________________________________________________________________________________
Please view the timeline on the next page for additional to-do items. 

We want to help you have a successful Stand Up workshop!

For assistance with any of the tasks, please contact the WIHA Stand Up Program Lead at standup@wihealthyaging.org
For more information about the Stand Up program, please visit our website: www.wihealthyaging.org 
Facilitator Timeline
Preparation

1. Connect with a local workshop coordinator or program provider to let them know you would like to lead a workshop. They may already have a workshop established and just need a facilitator – YOU! Or they can support you with the new workshop you plan to lead in your community.
2. Plan for a workshop in collaboration with your program provider. 
· First workshops should be scheduled within 90 days of the facilitator training. Please review the tasks and identify whether the facilitator(s), local partner organization(s), or both will be responsible for each of the tasks.  

· Will the program be offered in-person or virtually? _______________________________________________________________

· Who will identify a day and time for the workshop? (Runs for 4 consecutive weeks with a Refresher Session at Week 8) _____________________________________

· Who will find & reserve space for in-person programs or book the webinar platform for virtual programs? __________________________________________________

· Who will submit the Workshop Notification Form (WNF) to WIHA? __________________________________________________________________

· Who or what agency will receive participant registrations forms? 
___________________________________________________________________________________
· Who will arrange for supplies/equipment needed in the workshop? (Flipchart paper, markers, Post-It© notes, participant guides, etc. Varies by delivery type) ___________________________________________________________________________________
· If a participant requires assistance with low vision or hard of hearing, who will identify options to support the participant? ___________________________________________________________________________________
3. Find & reserve a space with the following criteria (please visit room in-person): 
For in-person programs:
· Easy for participants to access (think about public transportation and parking availability)

· Cost-friendly (churches, senior centers, senior living facilities, and others may offer the space for free)
· Restrooms nearby
· Available for ~2.5 hours once per week for 4 weeks + once at 8 weeks for refresher session (this includes set-up and take down time)
· Tables & chairs for 7-16 people (6-15 participants + Facilitator)
For virtual programs:

· Webinar platform
4. Secure materials 
· In-person: Easel, flipchart paper, participant guides, markers, post-its©, nametags, surveys, and click counters.
· Virtual: PowerPoint slides, participant guides, click counters.
5. Prepare marketing & registration materials. See the table below, the Marketing & Recruitment section of the facilitator manual, and/or the marketing toolkit on the WIHA website for marketing/outreach options. Prepare your registration and tracking forms (available on the WIHA website).
Outreach/Marketing Plan for the Workshop.
Note: This is the most critical set of tasks. Use this table to indicate which of these options you are planning to pursue and who is planning to do them.
	
	Facilitator
	Partner Org (who)

	Personal invitations. i.e. independent apartment facility, senior center managers, participants of other programs you offered, etc.


	
	

	Recommendations from health care providers or community partners.
Which providers from what organizations? Who will contact them to tell them about the program and ask them to recommend the program to their patients/members/ clients?


	
	

	Brochures. Who will make/edit them? How will they be distributed?


	
	

	Posters. Who will make/edit them? Who will distribute them? Where will they be distributed?


	
	

	Presentations. What will be the content? Who will make/edit them? At what sites?


	
	

	Radio announcements. What will be the content? How will they be distributed?


	
	

	Newsletter articles. What will be the content? Who will write/edit them? How will they be distributed? For what newsletters?


	
	

	Social Media. Facebook? Instagram? Twitter? What is used by the target population in your area? Can you select a target demographic to promote to? Who will set this up? Who will share the post? 


	
	


Once your workshop is set: 
6. Complete online Workshop Notification Form (WNF) through WIHA
You or your local coordinator can submit it. Find the WNF under For Professionals ( Program Resources.
7. Program promotion & register participants
Start marketing at least 6-8 weeks before the start date and ongoing until filled. Use the tracking forms (available on the WIHA website) to track participant registration and check eligibility.
2 weeks prior to the workshop

8. Check on Registration
Check in with your local coordinator, facilitator, or program provider for a registration update. If registration is low, brainstorm ways to increase numbers, such as a presentation, meeting with a health care provider, emailing stakeholders, or a final ad. 

Is your workshop full?
Successful workshop sizes are 8-12 people. Typically, if you register 10 people, 7-8 will actually attend. Maximum = 15 Minimum = 6. 

1 week to a ½ week prior to the workshop: 
9. Final participant count & make sure all materials are ready. 
Get a final number of individuals registered and double-check with your coordinator or program provider that you have all materials needed. 

10. Call host site to re-confirm room reservation. Or set up webinar link.
11. Make reminder calls to participants. (Or emails to virtual participants)
The facilitator or registration person should call the registered participants to welcome them and answer any last-minute questions. This is crucial. It helps people remember and ease any concerns that may prevent them from attending.
12. Virtual Programs Only. Mail the following:
· Pre-evaluation surveys
· Participant guides 
· Click counter
· Digital Click Counter handout
13. Distribute the tally counter (in-person and virtual)
Distribute the click counter and Click Counter handout (found online for the digital click counter or self-created if using a different type of counter) to each participant. Explain how to use the click counter and have participants start using them 2-3 days before the workshop starts so they have a baseline number.

14. Virtual Programs Only: Hold Session 0: Tech Check
Hold Session 0 to do a technology check and review the chosen webinar platform. Ask participants to complete pre-assessments. 
A few days prior to the workshop: 

15. Prepare for the first class:

Read through the Session 1 to prepare. Look through the appendices of your facilitator manual for great information/tips. 
The workshop: 

16. Sessions 1-3:
Arrive 15-30 minutes prior to the start time. This will give plenty of time for room set up and/or to work through any technology issues. Facilitate the program. In-Person Workshops: Ask participants to complete pre-assessments at Session 1. 
17. Before the last session:

Contact your local coordinator to get completion certificates for participants still enrolled. 
18.  Session 4:

Distribute post-program evaluations and ensure all participants return surveys. 
19.  Session 5:

Distribute certificates of completion. 

20. Return pre and post-evaluation material to WIHA.

After the 4-week workshop: 

21. Remind Participants of Refresher Session.

Make calls to participants or use the reminder post cards in your facilitator manual. 
22. Hold Refresher Session at Week 8. 

For more resources, please go to www.wihealthyaging.org under “For Professionals” 

Have fun with it! Thank you for all your dedication and hard work!
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