
[bookmark: _ovtk389i509g]Facilitator run sheet
[bookmark: _7jwf7rlhd10d]Day 1 Day, Month, Year, Times
Day 2 Day, Month, Year, Times
[bookmark: _l8h5wtlmyj6d]Workshop access

	Zoom meeting ID and password
	

	Participant VM instances 
	

	Trainer VM instances 
	

	Login instructions
	

	Slack channel 
	Link: 
Emojis for triaging questions: 
· 👀 Looking into it
· ✅ Resolved

	Materials website 
	

	Feedback survey
	


[bookmark: _pvxztn2fw7n9]Our roles
	Coordination 
	

	Delivery
	

	Support 
	





Workshop format
E.g. the workshop will be run as a series of code along sessions, with some additional activities for participants to complete throughout the sessions. All participants will stay in the main room, unless they are experiencing technical difficulties and require 1:1 support from a trainer. 
[bookmark: _gbshmb8an5qd]Run sheet
[bookmark: _71tz2o5vp713]Pre-workshop
	Presenter
	Activity
	Duration of Activity (min)
	Time elapsed
	Notes

	
	Trainer briefing 
	
	
	

	
	Participants to set up computers using webpage 
	
	
	· Set up instructions
· Joining instructions 

	
	VMs opened 
· IP addresses for attendees
· Participants to connect to VM and message via Slack if issues 
	
	
	


[bookmark: _5d2wd0nvl23]


[bookmark: _sxshc47s0n5n]Day 1

	Presenter
	Activity
	Duration of Activity (min)
	Time elapsed
	Notes

	
	Zoom opened for trainers 
	
	
	

	
	Zoom opened for participants 
	
	
	

	
	Workshop Day 1 welcome and housekeeping

	
	
	
Housekeeping to cover
· Acknowledgement of country
· Name trainers, collaboration partners 
· Practicalities
· Slack
· Format
· Asking questions


	
	Introduction to workshop 
	
	
	· Goals of the workshop 
· Lesson plan and objectives 
· Setup – demonstration 
· Links to share: 


	
	Introduction
	
	
	

	
	Part X
	
	
	

	
	Break 
	
	
	

	
	Part X
	
	
	

	
	Recap / Question / Discussion
	
	
	

	
	Wrap up and info for Day 2 
	
	
	

	
	Debrief with trainers
	
	
	


[bookmark: _ki8rvxx1rkq6]
[bookmark: _s7wcjihd14fq]Day 2

	Presenter
	Activity
	Duration of Activity (min)
	Time elapsed
	Notes

	
	Zoom opened for trainers 
	
	
	

	
	Zoom opened for participants 
	
	
	

	
	Workshop Day 2 welcome and housekeeping
	

	
	

	
	Set up 
	
	
	 

	
	Part X
	
	
	

	
	Break 
	

	

	

	
	Part X 
	
	
	

	
	Wrap up and feedback survey
	
	
	

	
	End of workshop
	
	
	

	
	Debrief with trainers
	
	
	



[bookmark: _ki6oku21v8wm]

