Event Checklist

Host Checklist to Ensure a Successful
PLC at Work® LIVE Institute
BUILDING PREP
Communicate with the custodians to unlock doors prior to the start of the event.
Create a comfortable environment knowing your attendees will be seated for an extended period of time.
Make sure the keynote room is large enough to accommodate all attendees. Auditoriums are a great option for this.
Be sure to have seven additional rooms each day for breakout sessions. Standard classrooms, set in theater style,
are an option for this.
We recommend the facility allow a minimum of six feet between attendees to accommodate social
distancing measures.
Ensure spaces are well air conditioned several hours in advance. We recommend a room temperature of
approximately 72-74 degrees.
Be sure there is adequate signage for those unfamiliar with the area to find parking, the event rooms, and restrooms.
If you are providing lunch, let your attendees and staff know what food and/or beverages will be available during
the event. Possibly provide menus and/or maps for those unfamiliar with the area if releasing attendees for lunch.
Make sure restrooms are unlocked, clean, stocked with supplies, and have proper signage. Have custodians
prepare to restock facilities during sessions.
Be sure to have a designated staff member receiving logistics for any incoming shipments, if needed.

PRE-EVENT
Communicate with your school and staff. Share the event schedule with your principal, custodians, co-workers
and A/V staff. Make sure everyone is aware the event is happening, including required setup time.
Communicate with your attendees the format of the event.
We have found that collaboration and engagement happen best when the participants from a school
sit together with their principal.
Please communicate the start time. All sessions begin promptly each day to stay on schedule.
We recommend having hand sanitizer stations at the entrance/exit of each room.
Make sure to have a projector, a screen to accommodate room size, and the ability to play sound on
the computer/speaker system. Test your technology.
You will need reliable internet with a speed of 3 Mbps upload/download or higher required.
Having supplemental materials (sticky notes, chart paper, markers) is encouraged.
Remind attendees of the three norms and expectations of your event: be present, be engaged, and be respectful.

DURING EVENT
Make sure a qualified A/V person is present throughout the entire event.
Recording of any kind is prohibited.
Discourage phone calls, texting, and side conversations as these are distracting during the event.
Encourage your staff/participants to complete evaluations. We value your feedback.

Stream Your Own
PLC at Work® LIVE
Institute This Summer
An immersive professional learning experience to
springboard your educators into a great school year
Through uncertainty and change, schools like yours continue to strive to do the right work—work that
truly makes a difference for students and families when they need it most. As you focus your efforts on
steering your school community forward, rely on the PLC at Work® process to be your guiding light.
Choose a PLC at Work® Live Institute to:
• Build capacity among all staff to support achievement during
the COVID slide recovery
• Celebrate the dedication of your team to persevere during
challenging circumstances
• Forge team bonds and camaraderie to focus on academic
excellence during the school year
• Secure buy-in from parents and school board members as a
result of direct participation in the learning process
• Create certainty for your staff for the practicalities of
maintaining work-life balance
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