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EMWA Professional Development Programme

[Workshop title]

[Option, level, and planned time]

[Name and affiliation of workshop leader(s)]

Checklist

[Before sending your workshop materials to the EPDC for assessment, please tick the boxes to confirm that you have included the relevant component]

	Abstract
	

	
	

	Workshop outline
	

	
	

	Needs analysis questionnaire
	

	
	

	Pre-workshop assignment
	

	
	

	Post-workshop assignment
	

	
	

	Workshop slides, acetates or other material
	

	
	

	Workshop handouts
	

	
	

	Materials for assignments
	

	
	

	Workshop leader personal summary
	


Please provide your contact details (e-mail, phone and fax numbers) here.

EMWA Professional Development Programme

[Workshop title]

[Option, level, and planned time]

[Name and affiliation of workshop leader(s)]
Abstract

Participant profile

[Describe who will benefit from this workshop in the light of the objectives.  Mention any prerequisites, e.g., other workshops that should have been taken.  State whether this workshop should be completed before attending another workshop.]

Objective

[State why the workshop corresponds to medical writers' needs in this field and describe the knowledge and skills that participants will acquire.]

Workshop content

[Describe how the objective will be achieved and what will be involved.]

Pre-workshop assignment

[Give time required to complete the assignment.]
Post-workshop assignment

[Give time required to complete the assignment.]
[Abstracts must not exceed 250 words]

EMWA Professional Development Programme

[Workshop title]

[Option, level, and planned time]

[Name and affiliation of workshop leader(s)]
Workshop outline

Participant profile

[Describe who will benefit from this workshop in the light of the objectives.  Mention any prerequisites, e.g., other workshops that should have been taken.  State whether this workshop should be completed before attending another workshop.]

Objective

[State why the workshop corresponds to medical writers' needs in this field and describe the knowledge and skills that participants will acquire.]

Workshop content

[Describe how the objective will be achieved and what will be involved.  Include full details of the time allocated to each part of the workshop: getting started, different presentation topics and exercises, conclusions, briefing for the post-workshop assignment and completion of evaluation forms; a table such as the one below will generally be helpful: see Figure 1 in this Handbook for a more detailed explanation.]

	Content
	Time
	Comments

	Getting started
	
	Include time for addressing the NAQ and comments on the pre-workshop assignments

	Topics
	
	Repeat this row as needed

	Group activities
	
	Repeat this row as needed

	Break
	20 mins
	

	Topics
	
	Repeat this row as needed

	Group activities
	
	Repeat with row as needed

	Conclusions and post-workshop assignment
	
	

	Evaluations
	10 mins
	

	Total time
	
	


Pre-workshop assignment

[Give time required to complete the assignment.]
Post-workshop assignment

[Give time required to complete the assignment.]

EMWA Professional Development Programme

[Workshop title]

[Option, level, and planned time]

[Name and affiliation of workshop leader(s)]
Needs analysis questionnaire

To ensure that the workshop corresponds to your needs, please complete this questionnaire together with the pre-workshop assignment.

Name

Current job

How much experience do you have [specify area(s) dealt with by the workshop]?

Do you have any other relevant experience?

Are you attending this workshop to get credit towards your certificate?

Yes:


No:

Undecided:

Which three questions would you most like to see answered during the workshop?  (Questions must be within the scope of the workshop as described in the Abstract.)

Please rate each topic in terms of its importance to you.  As far as possible, time during the workshop will be allocated to the items with the highest scores.

1 = I do not want much time on this    2 = I need some time on this    3 = I need lots of time on this

	Topic
	Score (tick appropriate box)

	
	1
	2
	3

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Please return to [name of workshop leader] by [date].

EMWA Professional Development Programme

[Workshop title]

[Option, level, and planned time]

[Name and affiliation of workshop leader(s)]
Pre-workshop assignment

Objective

[State the objective of the assignment.]

Content

[State the content of the assignment.]

Assessment criteria

[Ensure that participants wishing to take the workshop for credit understand what they must achieve to qualify for credit.  Describe how any exercises will be assessed.  Explain how knowledge acquired from the assignment will be applied during the workshop.]

Instructions

[Provide clear and precise instructions.  Give deadlines and the address (post, fax, or e-mail) for the return of any exercises.]
Resources and materials

[Describe the resources and material required to complete the assignment.]

Time required

[Give time required to complete the assignment.]

EMWA Professional Development Programme

[Workshop title]

[Option, level, and planned time]

[Name and affiliation of workshop leader(s)]
Post-workshop assignment

Objective

[State the objective of the assignment.]

Content

[State the content of the assignment.]

Assessment criteria

[Explain the link to the workshop content and the criteria that will be used to assess the assignment.  State the achievement level required to qualify for credit.]

Instructions

[Provide clear and precise instructions.  Give deadlines and the address (post, fax, or e-mail) for the return of the completed assignments.]
Resources and materials

[Describe the resources and material required to complete the assignment.]

Time required

[Give time required to complete the assignment.]

EMWA Professional Development Programme

Workshop leader personal summary

Name

[Provide your title, name and qualifications as you wish them to appear in the EPDP brochure and the conference brochure.]

Brief summary

[Write a brief summary to introduce yourself to your audience.  Details can include present employment, previous employment, previous teaching experience, and any other relevant information.  This summary should be a single paragraph of two to three sentences, not more than 140 words in total and written in the third person.  See the personal summaries presented in recent EMWA conference programmes for guidance on style and content.]
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