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OUTREACH GUIDE
	SET-UP


Materials checklist:
Sign-in sheet

Chart paper

Markers (several colors)

Tape

Evaluation Forms

Brochures

Increase Access Forms



Arrive 20-30 min. early:

· greet the host

· divide roles

· set up chairs if necessary (circles work well)

· get your materials and thoughts together

	AGENDA


Writing the agenda:

· prepare an agenda in advance 

· use different color markers on flip charts

· consider your audience and their needs

· build activities into the agenda, avoid lecture only format

· make sure that the agenda items interconnect logically

· do not put too much into one session! Things may take longer than you expect.

· allow time for completing evaluation forms at the end

· always incorporate explanation of CRCMC services

Sample Agenda (for a 2 hour session):

Preview (explain what you will be doing)

Gathering (the audience introduces themselves. I.e.: Name & something positive I do in conflict is…)
Activity #1 (I.e.: Brainstorm Conflict, Porcupine, etc.)
Activity #2 (I.e.: Battle Lines, Building Widgets, etc.)

Community Conflict Resolution (explain CRCMC services and how can get involved)

Closing (I.e.: The golden nugget I take away with me today is …)

Remember that resource materials are available in the CRCMC office: media CDs, skills and activities books, flipcharts, markers, etc.

	FORMS


Sign-In Sheet – please have all participants sign in
Outreach Evaluation Forms 
– convey to participants that CRCMC takes evaluation seriously 
– collect the completed evaluations into the CRCMC folder

Brochures – distribute to participants

Increase Access to Conflict Resolution – distribute to participants as inserts in brochures
Outreach Data Sheet – completed by all CRCMC volunteers and returned with the CRCMC folder
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