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WhiteWater Teams – Set-up Information

Basic Hotel Requirements – 4 Day workshop  -- Revised April 8, 2006
Room Requirements

· Main Room – 

· Generally large enough for 4 “table rounds” with space for 2 flipcharts at the front of the area.  

· Will only use one table (round) for each team.  Team size will be no less than 5 per team – no more than 7 per team.  

· Max session size – 6 teams of 7 – 42 participants.

· Extra chairs for the staff.  No table at the “front” of the session.  

· We will need to use a computer projector for the final product only (Friday morning) and may need a screen depending on the room configuration. 

· Space (wall space) for

· Accountability area – team scores and learnings to be posted on one large wall

· General postings on other walls

· Main room must be available at 5pm Monday evening for set-up by the staff.  Will be required available throughout out the week until Friday noon.  Cannot be used for other meetings in the evenings since the material on the walls must be allowed to stay all week.  

· Break-out rooms

· One break-out room required for each team.  Can be a “suite” type area – with an open area – or can be “meeting” type rooms.  Must accommodate 5-7 team members plus a facilitator easily with room for a flip-chart.

· Must be available to the team members starting Tuesday Morning at 8:00 am and ending Friday about 11 am.  Rooms are required 24 hours each day.

· Refreshments
· We generally provide only refreshments in the main sessions and allowed people to be “on-their-own’ for things they needed in the breakout rooms.  We only arrange for ice water in the breakout rooms.  

· On Wednesday evening we are planning a “Social” with food to accompany the “Environmental Process” assignment.  We will be looking for hot and cold finger foods similar to:  burritos, veggie plates, wrapped sausages, nachos, tacos…. Something that could provide a meal for light eaters – but not a full layout. 

Breakfast and Break schedule for the session.
Please note – on each occasion we will be in the main room for 60-90 minutes.  We will also need water and glasses for the water at each main meeting – and in the breakout rooms.   

	
	Tuesday
	Wednesday
	Thursday
	Fri

	8:00 a.m.
	Breakfast/Soft Drinks/ Coffee
	Breakfast/Soft Drinks/ Coffee
	Breakfast/Soft Drinks/ Coffee
	9:00 am – Breakfast/Soft Drinks/ Coffee

	12:30 a.m.

Break 
	Coffee/Soft Drinks/Snacks
	Coffee/Soft Drinks/Snacks
	Coffee/Soft Drinks/Snacks
	

	4:30 p.m.

Break
	Coffee/Soft Drinks/Snacks
	Coffee/Soft Drinks

	Coffee/Soft Drinks/Snacks
	

	5:30
	
	Social– light/ hot snacks
	
	


WWT Manual Instructions
· Manuals should be put together in 3 ring binders (view binders) with tabs as follows:

· Learning – Before Page 17
· Purposing – Before Page 24
· Technical – Before Page 30
· Control – Before Page 38
· Individual – Before Page 47
· Social I – Before Page 61
· Environmental – Before Page 74
· Social II – Before Page 81
· Feedback – Before Page 90
· System – Before Page 99
· View Binders should be used with Front and Spine inserts in place

· Spine insert should be placed so the book reads Whitewater Teams upright when the book is facing up-right on table

· Back cover will be provided to the teams with the picture of their team inserted.

· Paper should be at least 24 pound – bright white bond – premium paper.  In the Houston session we found an inexpensive 28 lb paper – bright with a semi-gloss finish that worked extremely well.  We will not be printing any color.  In Houston the price per copy was .045 – with a .02 upgrade for the paper – a total of .065 for the cost of the printing.
· The following materials should be sent with binders:
· Binders with contents

· Copies of Participant Add in sheets

· Copies of WWT Evaluation Form
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