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FACILITATOR GUIDE

 

How to Plan an Event Agenda 

 

ACTIVITY AT A GLANCE... 

Objectives: To enable students to practice developing event agendas; also to 
encourage them to think through required activities and develop critical thinking skills  

Time: 45 minutes  

Space: Any space available that fits youth comfortably, you will need to split into two 
groups or three groups depending on size  

Materials: Student handout that follows and two flipcharts/chalkboards for recording 

 
 

Using the sample agenda as an example, this activity will enable the youth lay out a 

simple agenda for a future event (real or hypothetical). The type of the event should 

have already been determined prior to beginning this activity. You should record the 

results of each step on the flipchart, except for the final agenda, which each student 

should write on the “Agenda Worksheet.” 

 

Step 1  

Start by asking the whole group to brainstorm what activities will be a part of the 

event. For example, a daylong conference might include:  

• Welcome  

• Performances by a band  

• Keynote speaker  

• Snack break  

• Two 1-hour workshops  

• Lunch  

• An award session  

• Icebreaker activity  
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To look at another example, a policy hearing the agenda might include a very 

different list of items.  

• Opening by Executive Director  

• Closing  

• Introduce policy topic  

• Student introductions  

• Thanks to program sponsors  

• Overview of the youth preparation process  

• Discussion of survey results  

• Youth policy recommendations  

 

Step 2  

Here you can either continue to work with the whole group or split them into smaller 

groups. Ask the students to consider how long each of these activities should be. 

It most cases it is fine to include a range of time, like 15 to 30 minutes. List the 

lengths next to the item on the flip chart.  

 

Step 3  

Now ask the students to put the events in the order they think best. Start at the 

beginning of the event and work through to the end. If there is a disputed point, 

encourage the students to discuss the arguments for and against a particular order. If 

the students are working in multiple groups, have each present their order of 

activities, then discuss and reconcile differences.  

 

Step 4  

Once you’ve determined the order of activities, pick a specific start and end time, 

then assign specific blocks of time for each activity. You may discover that you 

need to eliminate certain activities or can make some components longer than initially 

planned. Don’t forget to consider if activities will overlap and/or if you need to allow 

for transfer time between workshops.  

 

Step 5  

Have each student record the event the activities and timeline on the agenda 

worksheet. 
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 STUDENT HANDOUT 

 

How to Plan an Event Agenda 

Sample Agenda  
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Agenda Worksheet  
 
Event Working Title: ___________________________________________________________________ 

Event Date and Time (tentative): _________________________________________________________  

Event Location (tentative): ______________________________________________________________ 

 
 


