Checklist When Organising Educational Events – on 2 sides of A4



The aim of this checklist is to ensure that educational events are tailored to the audience.  Organisers should use this check list to ensure they’re developing an event that is going to be satisfying.  This checklist should be distributed to the presenters (to ensure they deliver on the audience’s agenda and not necessarily their own as there may be a big gap between the two).                                Developed by Dr. Ramesh Mehay, Programme Director (Bradford VTS)
	THE TOPIC


	 FORMCHECKBOX 

	A good “hook” 

essential if you want to engage your audience.


	· Think of topics not covered elsewhere or in the usual curriculum eg “Managing your time” might be more enticing than yet another topic on CHD.  

· A practical approach is far more useful than theoretical stuff eg “How to get your QOFs for Depression” might be more useful than “A review of Depression”

	THE CONTENT

	 FORMCHECKBOX 

	Balance between academia vs pragmatism
	· One person said “what value is theory if you can’t put it into practice?”  (i.e. the real world)

· Practical tips & a “hands on approach” always rate well; probably because they are able to take something back to the practice and use as opposed to something that was just thought provoking but then never takes further form.

	 FORMCHECKBOX 

	Depth over Breadth
	· Our audience usually prefers depth over breadth

· Rather than covering things superficially, cover a couple of aspects in detail so they can take stuff back to work on; 

· Of course, it depends on the session and what they want eg a group might want an overview of headaches rather than an in depth look at migraines alone

	 FORMCHECKBOX 

	PowerPoint Slides okay?
	· That there are not too many of them

· “the slides were too cluttered” (aim for around 5 lines/slide)

· That the font is readable (minimum size = Arial size 24)

· That the colours are not too “psychedelic”

· Beware of irrelevant distracting/animated images 

	 FORMCHECKBOX 

	A good summary or conceptual framework
	· To help tie everything together (“packaging”/”gift wrapping” the learning for them)

	 FORMCHECKBOX 

	Space for Questions & Answers
	· “there was not enough time for our questions”

	THE METHODOLOGY

	 FORMCHECKBOX 

	Varied presentation style & methodologies
	· A balance between slides, talking, videos, role play and other methodologies
· Most people like role play! (really!) PROVIDING you don’t signpost it.   Say “let’s do some role play”, then expect an “ughhhh” response.  But if you say “okay, let’s say your neighbouring person is a patient, try it and see what you would say” might be received without any negatives.

	 FORMCHECKBOX 

	Interactive Small Group work and Discussion

- and integrating that group work

	· A great way to encourage collaborative learning amongst different members of the audience.

· Promotes learning from those WHO ARE IN THE SAME SITUATION AS EACH OTHER; hence discussions more contextualised 
· When reforming the large group, it’s important to provide space for sharing of outcomes generated by different groups to promote further collaborative learning and to take home more ideas and suggestions 
Some comments in the past:
· “ people were disappointed that their hard work wasn’t shared with others and also that they didn’t get a wider perspective from outcomes of other’s group work;”
· Group Discussions: “it needs integration with the rest of the session to make it “whole”; not just an arm that is then severed off!”

	 FORMCHECKBOX 

	Group tasks must be clear 

Have you got enough facilitators?
Have you allocated enough time?
	· “some discussions were unstructured +  seemed to go no where”
· The most common problem is running out of discussion time

	 FORMCHECKBOX 

	Practising skills
	· If you are ever trying to teach certain skills eg communication skills, examination skills, joint injections; there is no point talking about them alone!   Skills are ONLY acquired through practise.

	THE PRESENTERS

	 FORMCHECKBOX 

	Enthusiastic
	· It should be apparent throughout the delivery that presenters are enthusiastic about their session

	 FORMCHECKBOX 

	Dynamic and interactive
	· Engage and use the audience; stops individuals nodding off.  

· ALWAYS READ YOUR AUDIENCE: if you see them nodding off or a few of them yawning…. It’s time to change track

	 FORMCHECKBOX 

	Uses humour 
	· Humour can “spice” up a presentation 

· But no jokes based on gender, sexual orientation, race or different professions

	 FORMCHECKBOX 

	Conciseness and Clarity 
	· By this, we mean to the point; not waffling on and on

	 FORMCHECKBOX 

	Able to contextualise
	· Presenters need to understand primary care and where GPs for instance are coming from and the dilemmas and issues they face.  
· Remember to empathise with those dilemmas/difficult issues.  Do this, and your audience is likely to engage and work with you.

	 FORMCHECKBOX 

	Being able to tailor the pace of the session to the audience
	· Which usually means being able to read the audience CONTINUOUSLY and checking with them it’s okay to move on

	THE FLYER/ADVERTISING – it’s the flyer that is going to pull in the punters!

	 FORMCHECKBOX 

	Insert a catchy title
	· Eg “Wanna Deal With All Those Patients That Make Your Heart Sink?” as opposed to “Reattribution”; the latter which many won’t even know what it is!

	 FORMCHECKBOX 

	Define aims and objectives to sell it
	· Should state exactly what they will get out of attending 

· One person said “ Flyer for this event was very helpful – what I would get out of the day helped sell it to me…”

	 FORMCHECKBOX 

	Conciseness and Clarity
	· Make sure it is not over wordy; otherwise no one will read it

	 FORMCHECKBOX 

	Jazz it up
	· One or two pictures/cartoons perhaps?

	THE VENUE

	 FORMCHECKBOX 

	Good parking and easy access.  Otherwise they’ll be frustrated as soon as they come in!  Not a good way to start.

	 FORMCHECKBOX 

	Avoid a dull lifeless room.   Better for temperature to be set to cool rather than warm.  Remember, you want to motivate them, not send ‘em to sleep!

	 FORMCHECKBOX 

	Good projection facilities.  A common complaint is when there is not enough blackout for PowerPoint presentations, making them unreadable.

	 FORMCHECKBOX 

	Acoustics need to be good; especially if the room is large

	 FORMCHECKBOX 

	A good variety of vegetarian food.  There are often quite a number of vegetarians who get ignored when it comes to food.  Be creative, not just carrots and peas!


The advice in this document was derived from comments made on the evaluation sheets from several educational events run by the Yorkshire Faculty of the RCGP.
