MOBAC Hands-on Workshop

Checklist

___
In late spring or early summer the MOBAC Reference Committee chair asks the


committee to create a hands-on workshop subcommittee. The subcommittee 


traditionally consists of four librarians representing public and academic libraries. 

___
The reference committee determines the workshop date, which is usually a Friday 

morning in October. The committee bears in mind that the Internet Librarian Conference and SPLAMBA meetings might also occur in October. Check MOBAC intranet calendar for other possible conflicts.

___
The reference committee determines the location of the workshop. The location 

needs to allow food and beverages, seat up to seventy people and have the technological support to accommodate presenters.

___
Arrangements need to be made for food and beverages. Alternatively, we have also bought food, juice, cups, cutlery, napkins and plates at Costco and worked with MPC’s coffee service. If using a caterer, the caterer may bill PLS directly. Subcommittee members will need to provide the MOBAC/PLS billing address to the caterer. Donna at PLS is the contact person. If the subcommittee librarians shop on their own they will pay first then submit receipts to PLS for reimbursement.

___
The reference committee brainstorms about presenters. The subcommittee 


identifies who will contact which presenters and inquire about time preferences.

___
The subcommittee invites a host of ceremonies for the workshop, usually the reference committee chair.
___
The subcommittee prepares an announcement flyer and an agenda that lists

the presenters’ names and presentation times, initial refreshment time and two breaks [with enough time to look at the outstanding reference books]. The subcommittee members route the announcement and agenda to each other for corrections. The announcement should also include the workshop location address, a link to maps, directions and parking information, including the necessity of quarters. The subcommittee determines whether or not to require an RSVP. See the MOBAC site for past flyers and agendas.

___
Six weeks prior to the workshop, the subcommittee distributes the final announcement flyer and agenda to the MOBAC Reference Committee via the MOBAC Reference Committee reflector at mobacref@library.ucsc.edu

___
The subcommittee prepares workshop evaluation forms. 

___
The subcommittee prepares sign-up sheets.

___
The subcommittee arranges to bring name badges and markers to the workshop.

___
One or two weeks prior to the workshop a subcommittee member sends the workshop announcement and agenda a second time to the MOBAC Reference Committee reflector.

___
The subcommittee confirms refreshment plans.

___
The subcommittee confirms that the hosting library has the technology ready for the workshop day.

***
On the day of the workshop the subcommittee arranges       ***

___
furniture as necessary

___
technology

___
refreshments

___
books

___
agendas

___
evaluation forms

___
sign-up sheets

___
name badges

___
clean-up tasks

***
After the workshop the subcommittee
***

___
compiles the evaluation forms

___
makes arrangements to post the evaluation statistics and feedback on the reference committee’s wiki
