8 Steps to a Perfect Program

Needs and Interest Assessment

What programs do my residents need or want?
« interest survey, questionnaires

« your perception of needs

« incidents that have occurred with residents

+ informal discussions

» suggestion box

Goal Setting
What do I want to accomplish with this program?

How will I know if this program was successful?
» What do you want residents to get out of it?

Brainstorming

- generate ideas - any ideas!
» narrow down list

« select best alternative

Plan the Program

Who, What, Where, When, and How?

« determine date, time, and location

« reserve room and needed equipment

« check for scheduling conflicts

« identify resources

« set up speakers/contact other resource people

« advertise - be creative, make it stand out!

« submit program planning form and budget requests
» enlist the help of residents - delegate tasks!

Details

« confirm room reservations

» follow-up with and confirm speakers

» readvertise and recruit residents as the date gets closer
« check out needed equipment

» shop for food and other necessities

» arrive early to set up the room

The Program

« introduce speaker/program
« facilitate as needed

* participate

« relax and enjoy!

After the Program

¢ clean up

s return equipment

» follow up with participants to get feedback

« send thank you note to speaker

« fill out and submit program evaluation form and any other paperwork

Evaluation

Were goals met? What went well and what would you do differently?
« remember attendance is not the basis for success/failure

» generate related programs that spin off of this one

» determine if there is further interest in the topic and program accordingly
BEGIN PLANNING YOUR NEXT PROGRAM



CREATIVE PROGRAMMING: A REVISIT OF SUMMER TRAINING

ELEMENTS IN CREATING A PROGRAM:

IMAGINATION .............ocooein Thinking outside the box; going someplace different this time.

Budget Limits ...................... How much money do we have left?

Resources ..o, What/who could we use? What/who could help us?

Target Audience(s) ................ First years? Mixed classes? Seniors? Other R.A's

Time Constraints/Conflicts ... Is ‘Friends’ or ‘Felicity’ on tonight?

Academic Priorities ................ Will people have time to come? Do I have time to plan and present?

TIMING .o What else is going on this week? This month? Is this the best time to do this?

Incentive ..., What will folks get out of this? Why should they choose to spend their time
here?

Advertising .......................... Did I put enough thought into this? Will they read my flyer?

“Fun Factor” .......................... How much fun will this be? For them? For me? Is fun important here?

Personal Attention ................... How much of this program is from me? AmI just announcing the next act?

Coordinati(;n ............................ Are all the pieces coming together? What’s the bigger picture?

Brainstorming ......................... About what to do, about what we did, about how it went, and who came, and

why, and how to make it better the next time, and whether or not to do it again

at all. ..

PROGRAMMING IDEAS (GENERATED BY YOU!)

1.  Stress Relief | 11. Valentine Day Cards

2. Favorite Inanimate Objects 12. Campus Pen Pals

3. Massage Therapy 13. Chocolate Tasting

4, Making Stress Balls 14. Letter Writing Party

5. Sending Cards 15. Slinky Races

6. Recycling/Saving Energy 16. Making Instruments Out of Stuff
7.  Habitat for Humanity 17. Trip to the Aquarium

8. Ultimate Frisbee 18. ‘Virtual Fish’

9. Repair 101 19. M&M’s and Blues Brothers

10. Build a ‘something’ 20. Making Puppets/Puppet Show



