WAC Seminar Retreat Planning Guide

Name:
Position:
Department:

Planning:

	Who are the target students? What point are they at in their degree program?
	How will you do needs assessment? Who will you talk to? What will you ask them?
	What is your recruitment plan? How will you sort applicants if you have too many apps?
	
	What type of retreat will you run? What makes the most sense for your students, based 
	on your assessment of their needs?
	Dates and times, duration, location [Make sure there are enough outlets]?
	What type of support for food and drink will you supply?

Facilitator(s)? If you will work with someone, who will it be and how will you convince 
them to join you? How will you organize your work together? If they are students, how 
can they be incentivized by the department?
	
Will you have planning meetings with participants before the retreat? (Recommend for 30-minute appointments) If so, who will students meet with?  How far ahead will students be required to meet? (Recommend at least two weeks before retreat) What will you do during your planning meetings?


During:
	
	What schedule will you use? How many work hours will you have? What else will 
happen throughout the retreat days(s)? 
	Will you do any group activities or discussion? If so, when and what?
	Will you offer resources at the retreat to students? If so, what? 


Assessing:

	Will you have any formative assessment during the retreat? What might they be? When 
might they be? How much will you be willing (and able) to make adjustments on the fly?
Will you use a survey afterwards? What kind of questions will you ask? What kind 
of report will you produce?
	How will you track longer-term benefits of the retreat? How can you measure the 
momentum that students will get from the retreat?


[bookmark: _GoBack]Sustainability:

	How can you make the retreat sustainable long term?
What stakeholders do you need to talk to? When best to approach? What will they find 
compelling reasoning and evidence?  
	How much funding will you need to run the retreat? How will you raise the funds?


