	In-service Planning Worksheet

	Dates:
	Times:


	Focus:



	Room Set Up:
	Food to Buy:







	Schedule & Times 

	                           Welcome & Snacks   (10 minutes.)

	                           Opening Prayer:        (5 minutes)






	                            Brief Check-In  / Fundamental Review / Ice Breaker(15 min.)





	                            Focused Learning Presentation  (30 Minutes)
                                 Presenter

                                 Handout(s)

                                 Who is recording

                                 Misc. materials needed


	                             Focused Learning Discussion / Q&A   (15 minutes)


	                             Client Discussions / Role-play /  (40 minutes)


	                             Closing Prayer       (5 minutes)



	In-service Checklist

	Food / Snacks













Who is doing this?

	Handouts / Printed Materials













Who is doing this?

[bookmark: _GoBack]

	
Speaker:

Contact Info:



Special Needs or Requests:




	Audio-Visual Needs:

____ Projector

____ Screen

____ Computer

____ Power Point 

	Recording Needs:

Who will record?

____ phone or digital camera

____ Microphone / Sound 

____ Tripod

____ Lighting??

Who will edit and upload
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