Getting Started: 

Planning and Organising a Presentation

Please read through all the following steps in these guidance notes, they are designed to help you to prepare and deliver a ”Healthy Homes, Healthy Lives” presentation.
Step 1

Thinking through the possible impact 

A key aim of the presentation is to raise awareness amongst colleagues, volunteers and project partners about the issues and the local services that can help to improve people’s housing conditions. In most areas the services provided by a local Home Improvement Agency (HIA) are the most relevant, but you may need to think about other services that can contribute to your programme/initiative.

It is worth thinking about how you will accommodate and use the information well before you deliver your first session. It is likely that a successful presentation will generate some increase in activity, and need to think about how you will accommodate this.  You might need to think about prioritising referrals/enquiries, writing guidelines for colleagues and setting up new administrative procedures.  You should also consider the impact on other local agencies.

Step 2 

Scheduling and publicising the presentation(s)

How many people?
Decide how many people you want to attend the session. The presentation is designed to be interactive, and it works best when there are between 12 to 20 people.  However, the number you decide to invite might depend upon your experience and confidence as a presenter. 

Where?

Getting the right venue is very important.  Somewhere that is easy to find, accessible, with parking, quiet, has chairs that are comfortable and enough space to allow for a semi-circular seating arrangement are all recommended. A venue with a decent amount of light and ventilation will also help you to run a successful event.

How Long?

The presentation is designed to last for two hours. It is good to be able to offer participants a hot drink on arrival and to programme in another break halfway through the session. If it is possible to end the session with lunch this does provide a good opportunity to continue discussion and for people to network. 

Promotion

Once the venue has been booked you will need to publicise the event. Experience has shown that this is best achieved through a simple flyer with a section that invites people to book a place. This should be sent out about four to six weeks before the event.  For an example of a flyer please click here.  You can amend it to suit, but remember to keep it simple and to the point.

If it is not possible to bring your potential audience together for a specific session then it may be possible to link in with a regular in-house event. When deciding on your approach you need to think about the benefits of bringing together a range of people from different backgrounds to share their experiences. However, it is better than not running a session at all, and it does reduce the administration of organising a separate event.

Step 3

Who delivers the presentation?

It is recommended that one person is responsible for delivering the presentation as this provides for continuity and uniformity of style. They should have some experience of making presentations to an audience. 

They should have good knowledge of the local area, preferably about its housing and how building defects can affect health. However, it’s unlikely that you will be working with housing experts, so don’t worry about having an especially high level of technical knowledge.  The Self Training Kit is a good primer to help build up a enough background knowledge to run a successful course.

It may be useful to have a colleague attending at the start of the session to deal with registering people, catering arrangements and sorting out unexpected problems if staffing levels allow for this.

Step 4

Presentation style 

The resource is designed to promote interaction and participation by delegates. This will help to make it more memorable and enjoyable for everyone concerned.

You will see from the presenter’s notes that there are a number of exercises where participants have to make a contribution; these are intended to break up the information given and to encourage interaction. Don’t forget that the participants might have a wealth of experience of their own, and this should be used to inform others. 

The more sessions you run the more you will recognise what you feel comfortable with in the way of presentation style. The resource can be altered to take account of what works best for you, but it is recommended that a ‘lecture’ style is not used and that a mixture of information provision and activity is maintained.

It is advisable to encourage participants to ask questions as you go along. If people seem reluctant to participate, then try using ‘open’ questions. However, remember that there is a lot of information in the presentation and you will need to keep a careful eye on the clock, balancing participation with delivering the information. The more you use the resource the better you will get at pacing it. Having a set timetable and a colleague to keep an eye on the clock might be useful for your first session.

Remember the people you are talking to do will probably not have a housing background and you must avoid using jargon, technical terms or abbreviations.

Step 5

Training resources and equipment

It is important to familiarise yourself with the presentation and adapt it to your local circumstances. The presenter’s notes prompt you to delete or amend certain slides. You can also adapt the presentation to make it shorter by deleting other slides. 

The presentation has been designed to be used with a Powerpoint projector.  However, if you do not have access to a laptop and projector, the slides can be printed off as acetates to use on an overhead projector. If you are using this sort of equipment you will need to reduce the number of slides.

You will need to read through the exercises and make sure you have sufficient handouts and equipment for them. If you have access to a good quality colour printer and a laminator it would be a good idea to make a number of sets of the photos so that you can split into groups of 4 or 5 people. The photographs have been included in a separate file on the CD for this purpose.

Remember to have sufficient copies of all the training resources ready well in advance of the session. 

If someone from the local Home Improvement Agency can come along, ask them to bring examples of some of the equipment they install e.g. key-safe, smoke alarm, carbon monoxide detector, lever-taps etc.

Step 6

Local information

The presentation can easily be adapted to provide information about the local situation. It is important that you include as much relevant local information as possible.  Your local Home Improvement Agency or Age Concern should be good sources for this information.

Remember that once you have deleted/ added slides the numbering will not correspond with the slide numbers in the presenter’s notes. You will need to either amend them or make sure you refer back to the ‘master copy‘ of the presentation.

Step 7

Questions from participants

The importance of creating a participative session and encouraging questions has been stressed. The presenter’s notes give an advised time for each slide. Sufficient time has been allocated for short questions. Taking questions and points as you go along gives you the opportunity to change the tone of the session slightly and it gives you a moment to assess how things are going. 

Having said all this, it is equally important that you do not let questions get out of control, lose direction and eat into what is a tight schedule. You may have to deflect some questions and say that you will discuss them individually during the break. If people have lots of questions and points you might be able to arrange a visit to the HIA (or similar agency), where more information can be provided. 

There may be some questions that you cannot answer. Do not panic – you can’t be expected to know the answer to everything. If you don’t know the answer, say so and either invite other participants to answer it or say you will find out and get back to the person after the session. But remember to do it!

Step 8

After the presentation

At the end of the session you may want to remind people to take away information. Don’t overload people with paper but make sure they have the most essential information e.g. leaflets about you and your initiative, the local HIA, any local grants for repairs, and Warm Front.

Click here for an evaluation form for people to complete before they leave. Do encourage people to fill it in there and then – very few will post it back. To make it anonymous, thereby making people feel able to be totally honest about what they thought, put a box or envelope by the door so that people can slip their form into. Don’t start reading them while participants are still around!

This form will give you practical feedback about how you could change or improve the sessions and hopefully encouragement to run more events.
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