Printed 20/08/2009

Module #X – [Location] – Day by Day, Hour by Hour Schedule
 Updated [date]
***NOTE: this is set up for a residency/module/learning event where participants arrive late afternoon, and set up begins at 1:00 pm that same day. Other formats have set-up happen the day before and the morning on which participants arrive.
	Time
	[Weekday & Date]
	Needed – Notes 

	0900
	· RENTAL VAN:

Get rental van from Rental Agency (Stow n Go seats) 
Pick up date & time: ________ Drop off date & time: __________
Rental agency name, address, phone number:

Confirmation # ​​​​​​________ 
· Charge walkie talkies
	· 

	Time
	[Weekday & Date]
	Needed – Notes 

	
	Early Arrivals

Early arrivals go to: Residence front desk for room assignment

Name
Name
Name
Name

	

	12:00 noon
PREP and Set Up


	Contact person name, office phone, cell phone number for:

· Conferences Services  
· Accommodation 
· Security / Emergency / Parking
· IT contact

· Staff cell phone numbers (including Centre for Health Evidence IT people)
· Obtain Fitness Centre passes if relevant
· Obtain classroom, lab & office Keys

· Check signage - venue to place sandwich boards; we apply our signage to boards & appropriate walls.
Room #  Office/Workroom
· Set up printer 

· Post schedule

· Ensure adequate power supply to plug in laptops
Room # ___ – Lab

· 9 round tables with 4 chairs, each oriented to front of room 
· Does room have built-in desk at front w/ desktop PC or laptop, & sound system, linked to ceiling projectors & 1 or 2 screens? If not, set up AV cart for LCD projector at the centre of the room, and 1 rectangle table at “front” for laptop to face lab.
· 1 rectangle table by door for handouts etc

· Set out Tent cards in assigned groups
· Post schedule outside classroom 
· Sticky notes on tables
· Set up (4) flipcharts with markers 
· Post schedule outside room

Room #___ – Classroom

· 9 round tables with 4 seats at each table.

· 1 rectangle table by the door for handouts, supplies

· Tent cards random
· 2 flipcharts with markers
· Sticky notes on tables
· Post schedule outside room
	Office - Post:

· Venue phone list

· Room list

· Participant group list

· Module checklist for supplies ) 
· Printer                    
Lab

· CHE wireless equipment, extra laptop & projector (keep in office if not needed)
· Laptops and cables with generic logon and laptop with our logon and extension cords 
· Sound system & wireless microphone (keep in office if not needed) 
· Usernames and Passwords are tracked by CHE for admin access
· JOURNEY MAP on wall and STICKIES




	Time
	[Weekday & Date]
	Needed

	4pm – 5pm
Check-In

	CHECK IN

Townhouse #___ Arrival of Participants/Faculty (Those who arrive late go to _________). 

· Residence check in staff have: 
· Name tags and lanyards 
· Room/key assignment (venue staff to provide)

· Parking passes for those staying in residence 
· Name tags and lanyards for those not staying in residence; parking passes as required for visitors
· Provide “Welcome” folders with additional info re: facilities, expense claim form, FAQs, schedule, project faculty support list, info on gym hours
Advise participants to leave belongings in their rooms and take LAPTOPS to #___ (Lab). Participants place laptops on tables and write out access/password on green tape. CHE sets up machines.
	CHE install needed software

	Dinner 
5:30 – 6:30
	Location:________
Menu - 
Arriving late

Date/Time
Name
Date/Time
Name 

	· 

	7:00 – 9:00
Opening Sessions


	6:55 - 7:45
Location:________
OPENING CIRCLE

Leader: ​​​__________
7:45 – 8:00 – Classroom #
Welcome and Introduction and Housekeeping

Participants sit at tables with names on tent cards

Opening items – Leader: ​​​__________
· Welcome
· Update contact info on desktop 

· Evaluation and responses
· Rep meeting for lunch on Tuesday
· Site visit info 
· Contact people for questions 
· Gym access, who to call, building hours, weekend hours

· Take laptops at night
· Bus times 
8:00 – 9:00 – Classroom #
Topic & Leaders: ___________
	· Powerpoint Slides for welcome


	9:00-10:30
	Hospitality – location______ 
- licensed with cash bar and munchies

	· 


	Time
	[Weekday & Date]
	Needed

	7:30 – 8:30


	Breakfast location: ___________
Team Breakfast Meeting –  (program staff & CHE lead) 
· Review any issues from previous day.

· Plan current day 

· Arrange staff breaks and room coverage.

7:30 – 8:15  BREAKFAST menu
Arrivals:
Departures:


	· 

	8:30 to 10:00
Morning Session
	Room #___
Topic & Leaders: ___________
	· Random seating

	10:00 – 10:20
Break
	Break food location & menu
	· 

	10:29 – 11:50
Late Morning Session
	Room #___
Topic & Leaders: ___________
	· 

	11:50 – 12:00

	Announcements and housekeeping items
Lock rooms before leaving for lunch.
	· 

	11:30 – 1:00


	Lunch
Location -
Menu - 
	· 

	1:00 – 2:30
Afternoon Session(s)

	Room #___
Topic & Leaders: ___________
	· PLG groups

	2:30 – 2:45
Break
	Break food location & menu
	· 

	2:45 – 4:15
Late Afternoon Session
	Room #___
Topic & Leaders: ___________
	· 

	4:30 – 6:00
	Free Time
	· 

	6:00 – 7:00 
	Dinner – 
Location & Menu:

	· 

	7:00 to 9:00

Evening

Session


	Room #___
Topic & Leaders: ___________
	· RESET 116 tent cards

	9:00-10:30
	Hospitality – location______ 
- licensed with cash bar and munchies

 
	· 


	Time
	[Weekday & Date]
	Needed

	7:30 – 8:30


	Breakfast location: ___________
Team Breakfast Meeting –  (program staff & CHE lead) 
· Review any issues from previous day.

· Plan current day 

· Arrange staff breaks and room coverage
· Confirm set up of special lunch table for 12 people (participant reps and staff/faculty, for feedback to date on event, venue)

· Confirm faculty dinner/meeting numbers with conference services & catering
7:30 – 8:15  BREAKFAST menu
Arrivals:
Departures:

 
	

	8:30 – 10:00
	Room #___
Topic & Leaders: ___________
	· Remind group about special lunch



	10:00 – 10:20
	Break food location & menu
	

	10:20 – 11:50
	Room #___
Topic & Leaders: ___________
	

	11:50 – 12:00
	Housekeeping/Announcements
	· 

	12:00 – 1:00
	Lunch
Location -

Menu –
Special table for event feedback meeting
	

	1:00 – 2:30
	Room #___
Topic & Leaders: ___________
	Ensure tent cards changed from Monday

	2:30 – 2:45
	Break food location & menu
	

	2:45 – 4:30
	Room #___
Topic & Leaders: ___________
	

	4:30 – 6:00
	Free Time
	

	6:00 – 7:00
	Dinner – 
Location & Menu:

	

	7:00 – 9:00
	Room #___
Topic & Leaders: ___________
	Gifts (recipient)


	9:00 – 10:30
	Hospitality – location______ 
- licensed with cash bar and munchies

 
	


	Time
	[Weekday & Date]
	Needed

	7:30 – 8:30


	Breakfast location: ___________
Team Breakfast Meeting –  (program staff & CHE lead) 
· Review any issues from previous day.

· Plan current day 

· Arrange staff breaks and room coverage.

7:30 – 8:15  BREAKFAST menu
Arrivals:
Departures:


	· Schedule time off for Carole & Stuart

	8:30 to 10:00
Morning Session
	Room #___
Topic & Leaders: ___________
	· 

	10:00 – 10:20
Break
	Break food location & menu
	· 

	10:20 – 11:50
Late Morning Session
	Room #___
Topic & Leaders: ___________
	· Confirm Fac Mtg agenda for Wednesday

	11:50 – 12:00
	HOUSEKEEPING/ANNOUNCEMENTS
	· Reminder about luggage and check out

	12:00 – 1:00


	Lunch
Location -

Menu -
	· 

	1:00 – 2:00
Afternoon Session(s)
	Room #___
Topic & Leaders: ___________
	· 

	2:00 – 2:30
	Room #___
Topic & Leaders: ___________
	· 

	2:30 – 2:45
Break
	Break food location & menu
	· 

	2:45 – 4:15

	External Social / local site visit to: ________

Bus pick up at 245-415
Key contacts: 

	· Bus provider & contact info: 

	4:15 – 4:30
	Pick Up Time

	· 

	4:30 (
	Free Evening for Participants
	· 

	5:45 – 9:00 
	Faculty Meeting

Location
5:45 – 6:15 RECEPTION (Host bar and wine service)

6:15 - 7:00  DINNER Catered sit down dinner for 18 people 
7:00 – 9:00 MEETING

Make sure there’s power for the laptop to take minutes. Chair to be: ____

	· Agenda

· Laptop

· Handouts 
· Minutes from previous mtg

	9:00-10:30
	Hospitality – location______ 
- licensed with cash bar and munchies


	· 


	Time
	[Weekday & Date]
	Needed – Notes 

	7:30 – 8:30


	Breakfast location: ___________
Team Breakfast Meeting –  (program staff & CHE lead) 
· Review any issues from previous day.

· Plan current day 

· Arrange staff breaks and room coverage.

7:30 – 8:15  BREAKFAST menu
Arrivals:
Departures:


	· Set up groups for simulation

	8:30 to 10:15
Morning Session
	Room #___
Topic & Leaders: ___________
	· 

	10:00 – 10:20
Break
	Break food location & menu
	· 

	10:20-12:00
Late Morning Session
	Room #___
Topic & Leaders: ___________
	· 

	12:00 – 1:00


	Lunch
Location -

Menu -
	· 

	1:00 – 2:00
Afternoon Session(s)


	Room #___
Topic & Leaders: ___________
	· 

	2:00-2:30
	Room #___
Topic & Leaders: ___________
	· 

	2:30 – 2:45
Break
	Break food location & menu
	· 

	2:45- 4:15
Late Afternoon Session
	Room #___
Topic & Leaders: ___________
	· 

	4:15 – 4:30

	Pick up time

	· 

	4:30 – 6:00
	Free Time
	· 

	6:00 – 7:00
	Dinner – 
Location & Menu:

	· 

	7:00 – 9:00
	Internal Social Event (location, leaders)
	· Supplies for event
· 

	9:00 – 11:00
	Hospitality – location______ 
- licensed with cash bar and munchies


	· 


	Time
	[Last Weekday & Date]
	· Needed

	7:30 – 8:30
	Breakfast location: ___________
Team Breakfast Meeting –  (program staff & CHE lead) 
· Review any issues from previous day.

· Plan current day 

· Arrange staff breaks and room coverage.

7:30 – 8:15  BREAKFAST menu
Arrivals:
Departures:


	· Pack up office

	8:30 to 9:30

Morning Session
	Room #___
Topic & Leaders: ___________
	· 

	9:30 – 10:20
	Room #___
Topic & Leaders: ___________
	· 

	10:30 – 11:15
	Room #___
Topic & Leaders: ___________
	· Pack up room contents

	11:30
	Bag lunches available ​​​​(location)
 – travel home! (

	· Taxi or bus to airport?
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