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Running the workshop

To run a successful workshop, careful preparation is required. With a clear view of objectives
and desired outcomes, one can design a workshop that successfully transmits the content and
collects the input you are looking for.

General tips and recommendations

General tips and recommendations

Workshop checklist

DO’S DON’TS

• Define objectives, scope and desired
outcomes, then develop the format.

• Include ice breakers and check-in
questions.

• Use visual aids to communicate a
message (figures, images, videos)

• Divide the workshop into multiple
activities and sections to keep the
participants engaged.

• Keep track of timing and plan for time
buffers between sessions.

• Changing topics and sessions always
take a few minutes, even if it
prepares the audience from diving
into a new topic.

• Do not forget to plan for a break.
When running workshops where
interactions are required, it is
essential to allow the participants a
few minutes to disconnect.

• Do not choose the workshop format
before defining the content and
desired outcomes.

• Do not underestimate the impact of
taking the time to provide a thorough
introduction, agenda, roadmap and
objectives to set the scene.

• Do not present complex facts, figures
and content without visual support.

• Do not allow each session to run
overtime by more than 1-2 minutes.
If you cannot catch up on time,
participants will leave the workshop
with a less favourable experience.

Before the event

1. Define the 
general and 
specific 
objective, 
content, desired 
outcomes and 
decide on the 
target group.

2. Identify the 
tools, channels, 
activities, and 
timeline to be 
applied.

3. Dry-run and test 
functionalities.

During the event

1. Encourage interaction by asking 
questions and drawing links 
between participants’ 
contributions.

2. Ensure that there is 
practical/technical support 
available if needed.

3. Have a designated time-keeper 
to ensure that the workshop 
runs according to schedule.

4. Share the “next steps” to 
encourage continued 
engagement.

After the event

1. Provide a 
summary of 
discussions to 
participants and 
thank them for 
their 
participation.

2. Collect feedback 
to capitalise on 
any room for 
improvement


