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PLANNING A WORKSHOP 

 

It is critical to plan well for every workshop. This is true for all types of workshops and 

especially for those that focus on editorial and writing development. 

 

Part of planning has to do with goals and objectives. These should be clear as to the outcome 

desired as well as the post workshop follow-up. 

 

Following are suggestions that will help set the direction, purpose, and results of the workshop: 

 

Setting Goals 

 

 1. What goals are to be achieved? 

 2. Is the aim to awaken interest in writing? Is it to focus on writing for magazines or 

books? 

 3. Is one of the goals to be a finished piece of writing ready for publication? 

 4. Is the workshop to help identify certain writing gifts such as short story, feature 

writing, children's material, poetry, etc.? 

 5. Should the workshop help discover persons with editing and conceptual gifts? 

 6. Some other goal. 

 

Selecting The Right People 

 

 Making right choices requires care and prayer.  The mix of participants will have a direct 

bearing upon the potential for the workshop and the productivity.   

 

For a writing workshop, it is most important that those who are invited to come are highly 

motivated to write and really want to get involved in the writing process.  They should be 

men and women who want to develop greater skills in the use of words and in the 

development of ideas can become meaningful written works.   

 

 The first step is to prepare an application form or a questionnaire.  There are many kinds 

of questions that can be asked.  You'll want to be sure and ask for the details that you 

really need to help determine whether the person applying is suited for the proposed 

workshop.  Keep in mind that as long as the applicants are highly motivated, they do not 

necessarily have to be equally qualified.  People who can meaningfully share their life 

experiences in their Christian journey will be excellent possibilities.  

 

 It is also important that the participants chosen are men and women that have something 

to say when they write and that they are committed to helping others through their 

writing.  They should also be people that can accept constructive criticism.  Critiquing is 

an essential aspect of the learning experience and is part of the reality of being a writer.  
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Sooner or later every writer has to deal with an editor and the critiquing process provides 

some experience of what happens when the writer's first reader (who is usually the editor) 

looks at what has been put down on paper.   

 

 Think about the kinds of men and women who should come to the workshop.  These 

might be potential and/or experienced writers.  They will have a variety of occupations 

such as:  pastors, teachers, businessmen and women, students, doctors, homemakers, etc.  

Another category might be people who are already published and/or successful writers.  

This is a special category and their level of skill will require a different approach in the 

workshop.  Experienced writers need to be challenged differently from the embryonic 

group.   

 

 You'll need to give thought to the screening process for the applicants.  Part of this 

process involves the kind of participants you want. The application form is most 

important here.  Be sure that the application forms and any fees required are received 

well in advance of the workshop. 

 

 Ask for a sample of their writing in the application process.  This might be a poem, a 

short story, an interview, or anything that will give you a feel of how they write.  The 

sample might be an excellent letter written to a friend. 

 

 In some instances it is wise to have one or two recommendations by someone who knows 

the applicant.  This is not essential in every instance, but should be mentioned here.  It is 

also good to know the relationship of the applicants’ interest in, and his or her link, with 

any local Christian literature or publishing ministry. 

 

 The total number of people for a workshop is important.  No more than 25 should attend.  

If more than that number wants to come, consider having two workshops:  one for those 

more experienced and the other for people who are new or embryonic writers. 

 

Place to Hold a Workshop 

 

 The setting for a workshop is important and should be chosen with care.  If the location 

has the potential for unnecessary interruptions or other side interests that might divert the 

focus, then the place is not suitable.  Sometimes out of the way locations work well and 

sometimes they don't.  Sometimes a downtown location is excellent and in other 

instances it is not.  A lot has to do with the person who is directing the workshop and 

how he or she keeps the group focused and on track. 

 

 In a centrally located place the participants may want to go home at night, visit relatives, 

or go sightseeing.  Sometimes participants in this kind of location will excuse themselves 

in the middle of the day to take care of some other business.  These kinds of disruptions 
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can torpedo the effectiveness and certainly wipe out the concentration for those 

participants. 

 

 The site.  Good lighting is important because poor lighting can discourage the most eager 

writer. Space that allows privacy is important so people can go somewhere to write. This 

may be outside under a tree, a shady corner, or some place other than a small room. There 

should be adequate meeting room space for group sessions with desks or tables, and 

chairs. The main meeting room should be away from any distracting noise or noises.  

Whether on site or close by, there should be adequate kitchen and dining room facilities. 

 

 Equipment.  A chalkboard, chalk, eraser, whiteboard and markers, or flip sheets with 

markers are essential.  Try to have samples of newspapers and magazines for the 

Christian and general reader.  Of course, writing materials, paper, pencils, etc. will be 

necessary. 

 

 Encourage anyone that has a guitar or another portable musical instrument to bring the 

instrument for times of devotion and relaxation.  Some workshops prepare song sheets, 

while others do not. 

 

 Be sure to check the site thoroughly and make sure that all equipment is available before 

the workshop. 

 

Timing 

 

 The timing of a workshop depends upon the organizers, the participants, and the resource 

personnel.  Consider the most suitable time in terms of weather.   

 

 In some places workshops are held around holiday times or over a long weekend.  Other 

situations prefer workshops during the work week. 

 

 The length of the workshop is important:  aim for a minimum of five full days.  If the 

first day includes arrival, then plan for early arrival and a late departure on the last day. 

 

Cost and Expenses for the Workshop 

 

 The planning committee will want to consider a number of questions: 

  1. What kind of budget will be needed for the workshop? What are sources 

for funding? 

  2. Can money be saved by using a nearby or further away location? 

  3. How much should the registration fee be and what should it cover? 

  4. How much will each participant be able to pay towards the cost of the 

workshop? (We recommend that participants contribute towards the cost 
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through a realistic registration fee). 

  5. If a workshop takes place during weekdays, does this pose economic 

hardship for those you really want to come? If so, what can be done to 

enable them to come? 

  6. Are there to be scholarships for the most needy situations? If so, where 

will the scholarship money come from? How will you choose the 

recipients? 

  7. What about the expenses for the resource personnel? To what extent will 

their expenses be covered? 

 

About the Format for the Workshop 

 

 The workshop format will vary with local situations and conditions. However each 

workshop allows significant amounts of time for actual writing in addition to times for 

guidance and input. 

 

 The pacing of the workshop is important. The local planning committee or person will 

want to be sure that the pacing and the format is culturally and locally sensitive.  A daily 

schedule might look like this: 

 

   7:30am   Breakfast 

   8:30    Meditation and Prayer 

   9:00    First Session 

  10:30    Refreshment Break 

  11:00    Creative Writing 

  12:30pm   Lunch and Relaxation 

   2:30    Session and Writing Exercises 

   4:00    Break 

   4:30    Writing Projects/Tutorials 

   6:00    Dinner 

   7:00    Interaction and Discussion 

 

 Each day there will be opportunities for small group projects, laboratory sessions, and 

warm-up writing exercises. Also times for tutoring and critiquing plus times when the 

writers share with the group their stories, articles, etc. 

 

 The primary objective for the daily schedule is to provide an environment for creative 

thinking, disciplined writing, skills development, and sharing. 

 

In Summary 

 

 Careful planning and thinking ahead is the key to an effective and productive workshop 
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experience. Those who have to follow through on specifics after planning discussions should be 

given completion dates with the assigned responsibilities. 

 
   


