Public Health Partnerships at Hazardous Waste Sites Workshop

Workshop To- Do List

10-15 weeks before training

Identify sites that will participate.  Once sites are identified, ensure you have a comprehensive list of the key players from each of the agencies.  

· Participants should include the various agencies involved at the sites, i.e. LPHAs, state heath, state environmental,  EPA, and ATSDR.

· The may include local community groups and leaders, depending on the dynamic of your community.

5 – 10 weeks before training

· Choose title of workshop – the NACCHO/ATSDR workshops were titled Public Health Partnerships at Hazardous Waste Sites.  Other workshop can retain this title, or develop a new one.  The title should be consistent on each of the mailings and workshop materials.

· Complete calls to invite participants Get a firm idea of who is coming and who is not coming.  It is important to include the key players in order to have a productive and collaborative workshop. 

· Draft Participant’s list – based on the information gathered from the calls on who will be able to come.

· Draft invite letter –As a follow-up to the calls, this letter will explain what the workshop is all about and give details as to where and when the workshop will take place.  This will also need to include lunch cost information for the Federal participants  

· Draft trivia/jeopardy game –The game is used as an icebreaker at the beginning of the workshop, and can also warm participants up to the roles and responsibilities section of the workshop.  

· Set up registration system – This should cover issues such as name tags, badges, or table tents; handing out workshop folders; and a place to assemble and disseminate additional resources (books, handouts, etc.)

4 weeks before training

· Send out Invite letter 

· Obtain Agency Organizational Charts – Call and ask sites for write up of organizational chart with contact names and addresses.  This should be included in the workshop folders.

· Buy folders – Folders can be 3 ring binders with pockets, or pocket folders that can hold three hole-punched paper.
· Draft folders covers – covers can be glued to the folders or binders.

· Confirm Agenda – (see attachment **)
· 2nd draft of pursuit game

· Site write-up draft – Ask site participants to write a one page description of their site to be included in the workshop folders for use during the tabletop sessions.

· Book rooms and flights – Check to make sure all the participants have books rooms and flights for the workshop.

· Confirm A/V equipment – Any flip charts, blackboards, AV  etc needed for the workshop.

3 weeks before training

· Design Evaluation 

· Complete 2nd draft of write ups

· Compile folders

2 weeks before training

· Complete final write ups (EJ community collaboration, state roles, fed, LHD)

· Confirm lunch

· Mail folders to participants

· Design name tags – put together

· Make sign in sheet

· Make list of people at hotel 

Folder Content

Use a small (1/2inch) 3 ring binder to update/change manual

Have in disk form to change info
1. Overview of Workshop Project

2. Agenda

3. Participants list

4. Summary of workshop

5. Evaluation

6. Summary of evaluation

7. Letters to participants

8. Environmental Jeopardy game

9. 30 min to More effective LPH (background on this project)

10. Flow chart –

· Specific to each site on roles and responsibilities – provide a template so that information can be made site –specific

· Covering the potential range of involvement of LHDs at site – provide template pages so information can be made site-specific 

11. Decision making model 

· who to call in what situation  

· a flow chart of decision making  process for responding to public health threats. 

12. Fact sheet on how to proactively use the media. 

· Address the needs of the media vs. regulatory agencies (or other stakeholders) 

13. Chapter on lessons learned 

· List of mistakes made and how to avoid them.

14. Grant information for agencies and communities 

· List of grants and other funding sources.

15. What health concerns there are

16. Description of how to organize such an event

17. Glossary of terms

· An overview of site types – RCRA, Superfund, Brownfields 

· Background – explaining RCRA and CERCLA

18. Health-related forms for the community to fill out, 

· Including questions on health concerns and complaints so that a running record exists.

19. A fact sheet on “preparing your message”

20. Description of how risk standards are developed and used.

21. Guidance on how to communicate technical information to non-technical audiences.

22. Models of local ordinances to enforce state statutes.

23. Resource directory – 

· Agencies #’s, contacts - Leave contact list blank and media contacts blank to be filled in--Provide template pages so info can be made site-specific

· Web site list

· Media directory list

