
Defining the scope
ZEST Health Strategies can help you plan and deliver 
your workshop. It’s important for us to understand 
your goals so that we can advise you accordingly.
Here are a few key points to get you thinking.

Define the purpose

Having a clear idea of the purpose of the meeting will 
help in planning your agenda. Maybe it’s to prioritise 
learning objectives for a new education initiative, to 
share lessons learned from a range of projects, or 
to bring together diverse stakeholders to inform the 
development of a new program of work.

Articulate the outcomes you want to achieve

As well as defining the purpose of the event, try to 
articulate the outcomes you hope to achieve and to 
prioritise these. For example, if the purpose of the 
workshop is to share lessons learned from different 
project groups, your primary outcome may be to 
develop a list of common challenges and approaches 
to overcome these. A secondary outcome may be 
simply to bring people together to network.

Decide who needs to be involved

Workshop participants should be selected carefully 
to achieve your outcomes. If the focus is on sharing 
information, you may want to involve a large group 
of people. However, if you want input on a specific 
activity, smaller numbers will be more effective. 

Think about who needs to be involved – this may 
include experts on the topic being discussed, decision 
makers who need to be influenced, people who can 
bring a fresh perspective from another field or region, 
and end users of the service, resource or project.

Facilitation
Brief the speakers

Choose your speakers carefully. They can often be 
a key factor in a person’s decision to attend. Even 
if your speakers are experts in their field, make time 
to brief them about the audience, and the areas you 
would like them to focus on. Let them know how 
much time they have, what that means in terms of 
the number of slides they should include, and the 
amount of time you would like to allow for questions/
discussion after their presentation.  

Use a good facilitator

A good facilitator is key to a well-run and focused 
workshop. Make sure you brief the facilitator well in 
advance. This may include:

 ° providing background reading about the project

 °  letting them know who the participants will be, 
including any key stakeholders or VIPs 

 °  identifying any possible history or conflicts 
amongst the people in the room 

 °  agreeing how any issues will be managed on the 
day; for example, are there areas in which you’re 
happy for the agenda to run over time, are you 
happy to field questions on the day.

If your agenda involves small group discussion, you 
will need some additional facilitators. These can be 
drawn from the workshop participants. However, it 
can be useful to identify and brief these individuals in 
advance of the event. Your facilitator should be able 
to help with this. 

Workshops are a great way of 
sharing information and gaining 
input from stakeholders.  
Clear definition of objectives and good 
forward planning can ensure that you and the 
participants get the most out of the event.
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Plan your agenda to meet your purpose 

It may sound obvious but your agenda should reflect 
what you want to achieve. If sharing information is the 
priority, then a focus on presentations is appropriate. 
However, if you want input from participants, don’t 
load the agenda with presentations. 

Be realistic about what’s achievable. If you have 
small group sessions planned, bear in mind it can 
take time for people to ‘warm up’. There may be 
benefit to canvassing views prior to the workshop 
using a short survey. This will enable you to make the 
most of the time you have on the day.

In some cases, you may want to consider running a 
series of workshops. For example, the first may be used 
to prioritise the learning objectives for a new program 
and the second to flesh out the educational content.

When planning start and finish times, remember 
to allow for travel time, particularly for interstate 
participants. For longer workshops, include a variety 
of session types and include breaks – even short 
ones – to keep energy levels up.

Timing and venue   

The timing and venue for your event can have a big 
influence on attendance. You may be able to plan  
your meeting to coincide with another event where  
your participants will already be gathered, such as  
a conference.

Meeting venues vary considerably. There are a 
number of things to think about when choosing the 
ideal location for your event, as outlined in the check 
list below. 

Venue requirements checklist

  Location: is the venue easy to get to (e.g. near the airport for interstate participants)? 

 Transport: is there adequate parking or access to public transport?

 Room size: is there space for participants to move around freely? Do you need a break out room?

  Room set up: what will give you the greatest opportunity for interaction? (e.g. boardroom style for 
smaller working groups, grouped tables for larger forums)

  Audio-visual requirements: what do you need to support the agenda? (e.g. laptop and data 
projector, whiteboard or butcher’s paper, microphones for larger meetings)

   Space for breaks: where will tea breaks and lunch be served? Try to avoid people moving to a 
different location for lunch – it can be difficult to round them up afterwards!

ZEST Health Strategies can help you with 
some or all aspects of your workshop, 
from planning the agenda and logistics, 
to facilitation and report writing.

For more information contact 
Holly Fellowes on 02 9409 7642 
or holly.fellowes@zest.com.au.
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Reporting
Documenting outcomes

There’s no point running a great workshop if the outcomes are not documented and disseminated 
appropriately. Consider having a dedicated scribe to capture information on the day and provide you with a 
high-quality report. Agree on your requirements in advance – do you just want to capture minutes for internal 
use or will the report be made available to participants and/or a wider audience.


