YES 2 IT – WORKSHOP
PROJECT TEMPLATE

	TASK
	Details
	Contacts
	Due Date
	X if complete

	Funding:


	Apply for funding through YES2IT grant application. 
	
	
	

	Budget
	Review details and confirm costs per item. This will also be included in ITA grant application.
	
	
	

	Organizing committee
	Confirm names and who will be responsible for items in this project template.

Industry

School Districts

Colleges

Other
	
	
	

	Itinerary

	Determine dates, times etc. and distribute itinerary to organizing committee. (May need to discuss dates and times first with school districts, industry etc to ensure no conflicts with other events).
	
	
	

	Students/Schools
	Determine # of students, which grades and schools will be involved. (this will be outlined in the grant application).
	
	
	

	Field trip forms: 
Include:

· Cover letter
· Trip permission form including; photo consent form

· Student Behavior Form

· Itinerary

· Pre-Activity
	RTO has examples from pilot workshops
	
	
	

	Map to workshop location
	Can use map quest if needed.
	
	
	

	Brochures for event
	Can order many brochures from ITA (Industry Training Authority).  Can use RTO resources... It’s My Life Video, RTO brochures.
	
	
	

	Sparking Interest Forms for Parents
(include in package)
	Can drop off early to schools to help promote the event.

Can include the Sparking Interest brochures for parents with the permission forms as well. 

Can be ordered through ITA
	
	
	

	Names of Students
	Schools must provide a list of attendees ahead of time 

Bus driver may require manifest of names. 

Chaperone ratio confirm with industry, college etc.
	
	
	

	Master List of names
	Create a master list
	
	
	

	Name Tags
	Optional
	
	
	

	Invite trade teachers from middle schools
	
	· 
	· 
	· 

	Transportation:

Bus
	Book bus. Confirm # of seats and cost of bus + driver. 

Regular rate driver is probably $25/hr rate. 
*Need to Discuss more in detail how the bussing will work between rotations if necessary.
	
	
	

	Safety:

	Confirm when safety will be incorporated into workshop. Suggest Intro. 

Closed toed shoes or steel toed required? 
RTO has 32 sets of toe guards available.
Hard Hats, safety goggles, toe guards, ear plugs, coveralls – confirm what is necessary 


	
	
	

	First Aid attendants:


	Confirm if necessary and who will be present with first aid.
	
	
	

	Radios
	Confirm if they will work between locations. Can be sponsored by local company?  Can use cell phones as well.
	
	
	

	Media:
	Press release. 
Contact local media.  

Invite to event.
Pre-post follow up.
	
	
	

	Pre Activities for schools/districts: 


	Can go with package for parents. 

Can also be given to teachers for students to do prior to workshops.

RTO has examples from previous workshops that can be used.
Activities can be taken from Sparking Interest/ITA/MOE manual
	
	
	

	Post Activities for Students
	Post Activity (questionnaire) can be used to obtain feedback from students and parents/chaperones what they learned from workshop etc.  Will have students fill out prior to getting tool box and leaving the event.
	
	
	

	WORKSHOP DETAILS:
	
	
	
	

	Tour
	Determine who will give tour, date, time. Transport to location. Trades covered. # of students, chaperones, safety etc.
	
	
	

	Introduction & Multimedia Presentation
	Need area big enough to have this.

Need Screen, AV equipment to play. 

RTO has It’s My Life Video available.
	
	
	

	Speakers for Intro & Closing
	Introduction: Discuss YES2IT & Play video.

 “Young apprentices” could say a few words at opening or closing remarks. 
	
	
	

	Logistics and Safety presentation: 


	To be included after multimedia presentation & intro. 
	
	
	

	Hands on Trade Areas
	______groups –_______per group. 

Keep schools and chaperones together.

 Rotate _____ people per each trade. 

1 hr per station. To be confirmed.
Michelle will create list of rotations from names.
	
	
	

	Pre-organize the names/groups and the rotation prior to workshop day and have lists at each station.
	
	
	
	

	Stations: 


	There will be ____ stations set up including hands-on activities. 

Tour can also cover trades. ie “Day with an apprentice” Can also have optional stations giving demos. Ie) Heavy duty mechanic if difficult to do hands on component. 
	
	
	

	Confirm with the instructors what will work for stations and #’s per station
	Ratio of tradespeople to students


	
	
	

	Confirm volunteers
	
	
	
	

	Confirm workshop details/trade for each station.
	What will the project be? Is it a take home? Can combine stations into one take home. Ie) carpentry/welding  = shelf/bracket or can be individual. Every station does not have to be a take home.
	
	
	

	Station one: 
	Confirm consumables required. Who is getting the consumables. Who is organizing the station. What is the trade/activity going to be? Are there enough apprentices/tradepersons available at each station. 
What is the ratio per student.  How many people in a rotation? How many rotations?
RTO has some ideas/examples in final report.
	
	
	

	Station two:

	Confirm consumables required. Who is getting the consumables. Who  is organizing the station. What is the trade/activity going to be? Are there enough apprentices/tradepersons available at each station. What is the ratio per student.  How many people in a rotation? How many rotations?


	
	
	

	Station three:
	Confirm consumables required. Who is getting the consumables. Who is organizing the station. What is the trade/activity going to be? Are there enough apprentices/tradepersons available at each station. 
What is the ratio per student.  
How many people in a rotation? How many rotations?


	
	
	

	Station four:
	Confirm consumables required. Who is getting the consumables. Who  is organizing the station. What is the trade/activity going to be? Are there enough apprentices/tradepersons available at each station. What is the ratio per student.  How many people in a rotation? How many rotations?


	
	
	

	Other Stations?
	
	
	
	

	Assistance required 
ie) apprentices and certified tradespeople
	As per above, 

Tradespeople and apprentices required at each station.

	
	
	

	Consumables
	Confirm what is required and if industry will supply or should go into YES2IT application.
	
	
	

	Wrap Up: 
	
	
	
	

	Skills Competition/games
	Ideas include: Relay Races, Boards and nails... finding the right socket etc. Pounding nails contest. Need to confirm cost of consumables. See RTO final report for more details.
	
	
	

	Prizes
	What can industry donate, college, school districts etc.
Examples include key chains, flashlights, t-shirts, magnets.

(2 IPODS were donated for Cranbrook final in Skills Competition by Elk Valley Coal). 
	
	
	

	Tool Kits
	RTO has some tool kits.
	
	
	

	Resource area
	Can set up booths, resource kits. Suggest to have trade students at a table, rep from College, Industries, RTO and/or ITA, can put up pop up booths, provide info. etc. if they want to. 
Confirm set up area and space required. Inside/Outside? Have back up plan for weather if outside.
	
	
	

	Safety Table for resource area
	Can include samples of safety gear. Can ask WorkSafe BC to attend.
	
	
	

	RTO takeaway folder
	RTO takeaway folder:  can include brochures, information, etc. for students to take home.  Will include parent info. as well. Companies/college can add info. to this if they want and/or have their own table at resource area.
	
	
	

	Plastic Bags
	Can be used by students to put resource materials and tool kit in to take home. 
	
	
	

	Photos 
	Disposable Cameras can be purchased and photos will be put on a disk for distribution after the workshop. 

Optional idea.
	
	
	

	Closing Remarks
	Apprentices/tradespersons can provide brief talk and/or just have someone wrap up the day and thank everyone.
	
	
	

	BBQ / F&B
	Need confirmation of #’s. Volunteers, Is there an F&B company at college, or site? Budget. How much $$ is there available for this. Who will organize this.
	
	
	


*Note: Please see RTO final report for more specific details regarding how each activity was organized, materials required, trades activities included etc. The final report outlines the above categories in detail and provides samples of the documents.
