The information session has been designed as a means of providing information to the general public about careers and education pathways in and for the Community Services Sector. In order to organise an Information Session, there are various steps to be followed.

1.
Venue:

To adequately stage an Information Sessions, the following resources are required:

a) Capacity for approx. 25 people plus presenters

b) Laptop and computer projector (if required)
c) Tea and Coffee facilities

d) Ease of accessibility on public transport

e) No charge
2.
Presenters:

There is a standard format organised for the information session detailed in the following pages. The following speakers will be required:

a) Member of your organisation - to provide an overview of the Information Session. This person will facilitate the workshop, outline the purpose of the workshop, introduce the speakers, highlight the  Employee Value Proposition for people who are attracted to and work in the Community Services sector.
b) Skilling Solutions - their representative will outline Skilling Solution's Fast-track Plan which focuses on recognition of prior learning (RPL) and gives participants the opportunity to make an appointment at Skilling Solutions. Skilling Solutions can be contacted on 1300 654 687 and you will be connected to the office nearest to you.

c) A representative from the local TAFE or University to provide an overview of various educational pathways for jobs in the Community Services Sector including various entry points, Certificates and Diplomas and pathways to university.

d) A member of a community organisation (most likely your own) to provide an overview of various elements of careers in the Community Services Sector and some of the prerequisites and other information related to employment in the community services sector, including employment conditions, professional development and / or training, blue card and criminal history checks. A PowerPoint presentation which can be used as a guide is provided in the following pages.

e) Four people working in the Community Services sector to provide a case study of their respective careers in the community services sector. The idea with the case studies is to highlight the wide array of pathways from which workers in the community services sector are drawn and what keeps them in the role. It is preferable if presenters are representative of the variety of the jobs and careers available in the community services sector.
To ensure a smooth flow for the presentation of the workshop, it is useful to ask presenters to email their PowerPoint presentations to you a couple of days prior to the workshop so that you can upload all of the material into one presentation.
3.
Presenters meeting:

Once the presenters have been confirmed, it is preferable to arrange a meet approximately one (1) week prior to the date of the Information Session to ensure that everyone understands their role within the information session.

4.
Information session flyer and advertising:

A flyer is included in the following pages with a space to change the details for each scheduled information session. It is advisable to forward a press release to all media outlets at least 10 days prior to the date of the information session and consider the placement of a small advertisement in the training classified advertising section of the appropriate newspaper. 
5.
Other useful items for the Information Session:

	· A laptop and projector (if required) 
· An attendance sheet
· Memory stick with the presentation on it (if required)
	· Running sheet - detailing the speakers so the facilitator has a quick glance guide of the schedule
· Certificates of Appreciation
· Evaluation Forms


6.
Following the Information Session:

For future reference, it is useful to compile a report noting the number of attendees, and another information from the evaluation sheets distributed during the Information Session detailing feedback from attendees.
