Workshop Planning Template
Starting a Conversation around Health Equity

A. WORKSHOP GOAL: (1) To share the work that is taking place through the Health Equity Project with respect to organizational capacity-building around equity and why it’s important, and (2) to disseminate our individual learnings as a Champion of the project

Learning Objectives:
Part 1:
· Understand the scope of the Health Equity Project in terms of what are the objectives, how are we achieving them, and who is involved
· Appreciate why this work is important, i.e. why health equity needs to be embedded in the work we do, and what is the long term goal/vision (within our sector, across sectors)
Part 2: 
· Understand how [name] CHC was involved as a Champion: valuable key learnings, useful tools/processes for participants initiating or continuing work to advance health equity at their own organization
· [bookmark: _GoBack]Understand next steps: how [name] CHC will apply their learnings in work moving forward, and how participants can learn more/get involved


B. TARGET AUDIENCE: Who should attend? How will they benefit? 

C. LOGISTICS
Location/Delivery Platform: Consider potential barriers of the target audience; ensure accessibility, tools/technology needed 
Moderator(s)/Presenter(s): 

D. CONTENT
Agenda: 
1. List of Key Agenda Items, broken down into details
2. Note at which point what may be needed: 
a. Visual Aids or technical support 
b. Discussion & Activities
c. Handouts, Materials, Supplies
	Time
	Key Agenda Item 
	Description
	Facilitator Notes

	

	
	Note Discussion & Activities

	-Visual Aids or technical support 
-Handouts


	

	
	
	

	

	
	
	

	Total:
	
	
	



Typical format: 
Sign-in/Registration: for in person workshops, sign-in table, handouts
Introduction – “big idea”, context, relevance, learning objectives, 
Major points – ideas with examples
Close – Summary, call to action, questions
Evaluation – simple feedback form

E. DETAILS
Title:
Date: 
Length:

F. PROMOTION: AOHC will support (flyers, communication) 

G. REGISTRATION: AOHC will support (Participation tracking, Reminders)

H. EVALUATION: feedback form or survey [Access Alliance has template]

I. FOLLOW UP: Thank you, deliver recording if recorded session or any additional materials
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