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Kick-Start Programme project planning workshop
The process below is designed to help LVEP teams plan their Kick-Start Programme.
Aims
The aims of this workshop are to:
· Familiarise your team with the Kick-Start Programme;
· Develop your team’s ‘buy in’ and support for the Programme;
· Produce a project plan for the process.

Objectives
By the end of the process, LVEP team members will have:
· Understood more about the Kick-Start Programme, its purpose, aims and objectives;
· Understood the important role that information plays in the programme, including:
· Providing an accessibility landing page on your LVEP website(s) and populating it with relevant accessible tourism products and services
· Key Accessibility Features
· AccessAble Detailed Access Guides
· Had the opportunity to explore the Kick-Start Programme section of the toolkit;
· Considered the tasks needed to complete the Kick-Start Programme;
· Identified an owner for each activity, along with a timeline for completion of the process as a whole;
· Developed a list of stakeholders within the process and how they might be included;
· Considered any risks within the process and identified ways to mitigate these;
· Determined how you will measure the effectiveness of your Kick-Start programme. You can download the Destination KPIs tool to help you with this.


Duration
One three-hour session.


Resources required
To run the session you will need:
· One person to facilitate the session;
· The ability to show a PowerPoint presentation;
· Flipchart and pens;
· Post-it notes.

Before the workshop
· Share the date for the workshop with your LVEP team;
· Invite team members to read through ‘Why do this?’ in the Foundation section of the toolkit, along with the section on the Kick-Start Programme, prior to the meeting. They can also watch parts one and two of the Exploring the VisitEngland Accessible and Inclusive Tourism Toolkit for LVEPs VisitEngland Academy course (registration to the VisitEngland Academy Learning Platform required).

Running the workshop
Part one
1. Outline the objectives (above) and agenda for the session
2. Run through the PowerPoint presentation on the Kick-Start Programme with your team
3. Invite questions and check for understanding
4. Write the first objective of the Kick-Start Programme on a flipchart
5. Ask team members to think of the tasks needed to achieve that objective
6. Write each response on a separate post-it and place this on the flipchart underneath the first objective
7. Stick this flipchart to the wall so that it can be seen throughout the rest of the process
8. Repeat the steps above for each of the remaining objectives.

By the end of this stage, you will have at least six pieces of flipchart paper, one for each objective, plus one for each additional objective you have identified. You may want to photograph the contents of each page before moving on to the next step.
Part two
1. Invite team members to look at the tasks on the flipcharts and to group any elements which they feel belong together, for example some tasks may be smaller actions within a bigger task
2. Transfer the tasks, whether these are on individual sticky notes or grouped, onto a large table or wall area
3. Invite the team to move the tasks and arrange them into a time sequence. This will also help to identify interdependencies between tasks. As a rough guide, the Kick-Start Programme is likely to take around six months to complete. Putting an intended start and end date on the process will help you to create your project timeline
4. Identify an ‘owner’ for each task
5. Photograph the timeline you have created so that you have a record and agree who will type up the information as part of your project plan.
Part three
The next part of the process is to use the post-it method above to:
1. Identify your stakeholders. This will support you in developing a communication and engagement plan
2. Identify any potential risks within the programme and consider how you can mitigate these
3. Ensure that these details are added to the other information you have created to form your project plan
4. Review the VisitEngland Kick-Start KPIs tool and determine which of these measures you will use to monitor and evaluate your Kick-Start Programme. 

To finalise the process, identify:
1. The next steps, with agreed dates for identified actions to be completed 
2. The date for your next meeting.
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