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Summary 

A one-day session for senior members of the trust to 
assess and engage with the CAREFUL programme 

Aim 
• To ensure that all participants are familiar with and are 

positive about supporting the elements and structure of 
the CAREFUL programme. To ensure that any concerns 
or objections are properly dealt with. 

• To recruit membership of the Delivery Teams 
Format 

• Medium-sized Group (approx 40 People) 
Equipment 

• Flip-charts 
• Marker pens 

Preparation 
• Write the agenda clearly on a flip-chart 
• Ensure that all table leaders are briefed on their roles  

Room Preparation 
• Room layout should be in four tables of 9-10 or 8 tables of 

4-5 
Handouts 

• Organisational Questionnaire 
• Cultural Survey preliminary results 

Roles 
• Lead facilitator: introduces the agenda, manages the 

group interaction, keeps to time. 
• Table leader: works with members of the table during the 

table-led discussions to keep to time and focus on the 
subject 

 
Agenda  (09:30 - 16:00) 

• Registration and Networking 09:30 - 10:00 
• Introduction to CAREFUL programme 10:00 - 11:15 
• Break 11:15 - 11:30 
• CAREFUL organisational questionnaire 11:30 - 12:45 
• Lunch 12:45 - 13:15 
• Initial results of cultural survey 13:15 - 13:45 
• Implementation Planning 13:45 - 15:00 
• Break  15:00 - 15:15 
• Recruitment, wrap up and next steps  15:15 - 16:00 
Total  6 hours 30 mins 
  = 360 minutes
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Topic Process Facilitator / 

Resources 
Time 
min 

Cum 
min 

Notes 

REGISTRATION and 
NETWORKING 
 

 none 30 30  

Introduction to 
CAREFUL 
programme 

Housekeeping: fire exits / phones / bleeps / 
apologies. 

Explain that AGENDA is a GUIDE. 

1) We will get away on time  

2) We will have lunch (but probably only 30 
mins) 

Programme 

Champion 

5 35  

 How this organisation came to employ this 
partner and to choose the CAREFUL approach 

Programme 

Champion 

20 55  

 The history and principles of CAREFUL and the 
programme. 

CAREFUL 
Partner 

25 80 Hand out Programme Plan 

 Introduction to the CAREFUL partner CAREFUL 
Partner 

25 105  

BREAK   15 120  
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Topic Process Facilitator / 
Resources 

Time 
min 

Cum 
min 

Notes 

CAREFUL 
organisational 
questionnaire 

Hand out questionnaire 

Introduce overall aim to agree a CAREFUL 
rating ON EACH TABLE and process: 

1) Initial desctiption of each section 

2) agreement through table facilitator on a 
score for each question 

3) Remind everyone that average of two 
minutes per question is required! 

CAREFUL 
Partner 

10 130 Emphasise the need to keep to 
time for each of the 8 sections  

 

TWO MINUTES PER 
QUESTION + 2 mins 

 PRELIMINARIES  6 136  

 COMMITMENT  8 144  

 ACTION  4 148  

 RESPONSIVENESS  14 162  

 ENERGY  4 166  

 FOCUS  8 174  

 UNIFORMITY  6 180  

 LEADING  4 184 54 minutes total for questionnaire 

 Wrap-up and scoring (preferably place scores 
for each table on a flip-chart. Discuss any 
differences before breaking 

 11 195 75 minutes in total for this section 

LUNCH   30 225  
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Topic Process Facilitator / 
Resources 

Time 
min 

Cum 
min 

Notes 

Initial results of 
cultural survey 

Hand out survey results. Explain how to read 
the document. Explain how this is the “output” 
of the previous questionnaire’s “inputs”. Ask for 
comments and discussion on ‘what should be 
done’. 

Finish by reminding participants of the slides in 
the programme plan that show ‘how’ we are 
going to run the programme 

CAREFUL 
Partner 

30 255  

      

Implementation 
Planning 

Assign the SECTIONS of the programme to 
each table. 

Either ONE (if small tables) or TWO (if large 
tables) sections each 

Explain that the idea of this part of the day is to 
put PRACTICAL, ACHIEVABLE ideas on the 
table for each of the champions to take forward 
in their action teams. 

Explain that the OUTPUT of this will be ONE 
VERY CLEAR piece of Flip-Chart paper for 
EACH section (ie. 8 pieces of paper is ALL that 
we are going to produce!) 

CAREFUL 
Partner 

10 265 75 minutes in total for this section 
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Topic Process Facilitator / 
Resources 

Time 
min 

Cum 
min 

Notes 

 WHAT’s GOING WELL? 

Ask each table to describe for their sections - 
using the data from the cultural survey and their 
own experience - what is going well in the trust. 

Make this SUCCINCT! 

Put these on the TOP THIRD of their flip-chart 
paper. 
 

CAREFUL 
Partner 

15 280  

 WHAT ARE THE CHALLENGES? 

Ask each table to identify SPECIFIC challenges 
that need to be overcome if the cultural survey 
is to improve. 

MAKE IT SUCCINCT 

Place this in the MIDDLE THIRD of their flip-
chart paper. 
 

CAREFUL 
Partner 

15 295  
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Topic Process Facilitator / 
Resources 

Time 
min 

Cum 
min 

Notes 

 WHAT ARE THE FIRST THREE ACTIONS? 

Ask each table to identify the FIRST THREE 
actions that they think need to be achieved by 
the action team in their area. 

Make these CLEAR, SPECIFIC and 
MEASURABLE. 

 

Place these on the BOTTOM THIRD of their 
flip-chart paper. 
 

CAREFUL 
Partner 

15 310  

 Wrap-up and presentations. 

Each table will be required to present back (2 
minutes each) their views and actions. 

CAREFUL 
Partner 

20 330  

BREAK   15 345  

Recruitment Put a flip-chart on the wall with the 8 teams on 
the wall. Ask participants to volunteer for the 
groups, by placing their name against the 
relevant group. 

CAREFUL 
champion 

30 375  

Wrap-up and next 
steps 

Conclusions, thanks and next steps Peter Wilson 15 390  

 


