
There are two main responsibilities associated 
with planning your program. The first is 
around logistics (e.g., Where will the program 
take place? How/where will you advertise it? 
What materials do you need?). And the second 
is around facilitation and determining who will 
be the one(s) leading the experience with your 
participants. The following document walks 
you through key considerations concerning 

the logistics and facilitation of your program.
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LOGISTICS
Before your program even starts, there are lots of logistics to take care of. The first 
thing to decide is whether your program will take place virtually or in-person. Either 
way, we have compiled a list of some potential tasks you will need to consider to make 
sure your program runs smoothly and upholds the core value of inclusivity.  

FOR ANY PROGRAM (EITHER IN-PERSON OR VIRTUAL): 

PLATFORM / APPLICATION 
Practice using any technology prior to your 
program. Be aware of anything that needs to be 
charged or plugged in. Consider how participants 
will have access to these programs as well. If 
in-person, will they need to share technology? 
How? If you are borrowing computers or laptops 
or if your program is run virtually, check to see if 
the platform/software you’re using can be easily 
installed ahead of time or if participants will need 
any passwords, permission, or profiles.  

INTERNET ACCESS
Do you have a reliable hard-wired internet source? If using wifi, do you have the 
necessary passwords? Will participants need reliable access, and how will you make 
sure that they have it? 

MATERIALS
Make sure to order any materials you may need well in advance, especially if it is a 
new material that you have never used before and may need to test. Keep in mind 
that printing may take time too and can be a great task for a volunteer. If you are 
running your program virtually, think about how participants will get the materials they 
need. Consider using/sending ready-made programming kits to allow for interactive 
programming and ease of planning.

TIMING 
Consider the timing of your program and be sure that the timing you choose gives all 
participants the best chance for participation. Be aware of holidays (not just the ones 
you celebrate), school breaks and ending times, time to commute, etc.
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I wish I would’ve tested 
the technology more 
extensively, and created 
more backup plans in 
case things went wrong.

-  P R O G R A M  F A C I L I A T O R
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TRAINING
At a minimum, we recommend that you have one meeting with your implementation 
team to get to know each other, understand one another’s skills, and share program 
basics. Some of the topics to cover during this time include: tour of program space  
(if applicable), technology logistics (where to find, how to log in, etc.), lesson  
overview, general program procedures (who will take attendance, run each section,  
set-up/tear-down, etc.), and any required preparations, including review of emergency 
and safety procedures. 

ADDITIONAL CONSIDERATIONS FOR IN-PERSON PROGRAMS:

SPACE / LOCATION / TRANSPORTATION
When choosing the location of your program, consider accessibility for everyone, 
including those with disabilities. Visit the space you will be in to ensure that no one will 
be limited by it and that it will support all of the activities you plan to facilitate. Consider 
how participants will get to your location and if it is accessible to those who may walk, 
bike, take public transportation, or drive. Make sure to find out how and when you can 
get access to the space and how you will direct others to the proper location.

FOOD
If you are providing food or participants will be bringing food, be thoughtful about 
allergies and any restrictions based on identities such as religion.
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I wish I would have known just how  
detail-oriented I needed to be. As a whole, 
I had a well-structured plan, but then 
there are just little things that you need 
to remember, like bringing extra chargers 
and keeping track of food allergies.

-  P R O G R A M  F A C I L I A T O R



EMERGENCY PROCEDURES
Have written emergency procedures for injuries or medical issues on hand so that 
procedures can be followed and everyone involved can be in communication. It is best 
to write out a brief statement or report any time someone is ill or injured, just to keep 
on file in case it is needed in the future or for review.

WORKING WITH MINORS
When working with participants under the age of 18, it is important to  have permission 
from their parents/guardians for all parts of your program. Speak with your 
organization or any other organizations you are working with to see what requirements 
are needed. A lot of organizations may already have permission slips in place that 
you can utilize. We suggest having signed forms from all participants PRIOR to their 
taking part in your program. You may also want to make sure that you have parent or 
guardian contact info with you at your program in case you need to reach them. Keep 
in mind that when minors are in your care, you must make sure you have an adult 
in a supervisor or mentor role at all times. This means that if any members of your 
implementation team are under the age of 18, an additional facilitator who is over 18 
must also be present at all times. 
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IMPLEMENTATION 
TEAM
How many people will you need to run your program? It depends on the size of  
the program you plan to run, the content, and the ages and experience levels of  
your participants. For a single leader, a room of 15 participants can feel  
overwhelming – especially if there is a mix of those who are learning quickly and  
ready to move on and those who are struggling. Having a ratio of one facilitator per  
five students is a good guideline to ensure participants have the one-on-one  
attention they may need.

Facilitating a program requires two key skill sets: 

1. Comfort with the technology platform and materials they are going to be using, 
 
 and

2. Ability to empower participants to solve problems independently and ask  
 questions that help them to reflect on their learning process.

To tackle the first skill, look for individuals that are already knowledgeable with the 
technology platform you plan to use. If they don’t have this experience, then be sure 
to build in time to meet and work with them to ensure they are comfortable with the 
platform basics. You will also want to have a plan for sharing activities with your team 
prior to the day of instruction so they have time to review. Make sure to ask everyone 
on your implementation team to try out the activities prior to teaching participants.

For the second skill, remember that you and your team are there to guide participants 
to discover their own answers rather than to immediately provide the answer. For more 
tips on how to do this, visit the “Facilitation” section of this toolkit.

How will you find the people to help you? There are a number of ways to build a team 
of people to support you along the way. They may be helping you throughout the entire 
program or just for a day or two as a guest speaker. 
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https://wpassets.ncwit.org/wp-content/uploads/2021/10/29175622/AIT_Toolkit_Facilitation_10292021.pdf


PEER MENTORS
As it is one of the core values, looking for peer mentors to help facilitate your programs 
should be one of your first places to start. Consider Aspirations in Computing (AiC) 
Community Members, college students studying computer science, and high school 
or middle school students who are looking for leadership opportunities. Check out the 
“Connect with Others” section of this toolkit to discover additional resources  
and support.

Research shows that participants 
more easily identify with peer 
mentors, increasing their self-efficacy 
and confidence. When identifying peer 
mentors, you should also consider 
your participants’ age, demographic 
information, and background so that 
you can try to find mentors who make 
everyone feel comfortable  
in the learning environment.

VOLUNTEERS
Volunteers can help assist with your 
program in various ways and can bring 
new and unique skill sets to your team. 
Explore volunteer programs through 
local businesses or tech companies; 
talk to the parents and guardians of 
your program participants to see if 
they have any skills to assist you; or 
reach out to area high school students 
who may need to fulfill some volunteer 
hours for graduation.  

GUEST SPEAKERS
Even if someone cannot commit to helping you for the entirety of your program, you 
can also think about engaging people as guest speakers. You can pull these individuals 
from local industries with tech employees, but also consider college students studying 
computer science who may help participants see the stepping stones to a future 
career. Do your best to bring in guests who share identities with your participants. 
Speak to guests and organizations prior to solidifying them as a guest speaker to 
ensure they have worked with youth before and can align with the core values around 
inclusivity and hands-on experiences. Ask about their values, experience, and desire for 
connecting with young people about computer science. 
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I am normally shy and quiet, but 
I saw myself stepping up as a 
leader and teaching lessons to 
the girls. I have become more 
self-assured and more firm in my 
decisions, as I have had to make 
many decisions on my feelings 
during this program.

-  P R O G R A M  F A C I L I A T O R

I learned that some students 
learn more quickly than others, 
so having TAs to help them  
with more advanced material 
was helpful.

-  P R O G R A M  F A C I L I A T O R
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https://www.aspirations.org/
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PARTNERSHIPS 
Finding a partner can be beneficial in a number of ways. You might find that an 
organization has unused space and is looking to host programs, or that a local company 
asks employees to volunteer for a certain number of hours each year. You never know 
until you start to reach out and ask. The most important thing is to make sure to 
partner with organizations that share your same core values and beliefs.

Here are some tips to guide you:

• Reach out to potential partners early in the process. It takes time to build  
 trust and a working relationship, so starting early is key.

• Find a specific person in the organization to contact rather than a generic  
 email or phone number.

• Follow up and know when to move on. The staff member you’re reaching out  
 to is likely busy and may take a few days to respond. If you don’t hear from  
 them 3-5 days after your initial communication, politely follow up with them.  
 It is often a good strategy to follow up by phone (even if you leave a voicemail)  
 and then also resend your initial email. If you don’t hear back 7-10 days after  
 your initial communication, it is ok to let go and explore other options. 

• Keep partners informed throughout your process. It is okay to reach out to  
 several potential organizations; however, be sure to keep them all updated. 

• Share how you learned about the organization and why they would be a  
 good fit. For example, are they an NCWIT Alliance member organization?  
 Do you know someone that works there? Have you participated in one of  
 their programs?

• Let them know what you bring to the partnership. Partnering is a two-way  
 street and it’s important to share your own skills, passion, and experience.

• Briefly explain what their role would be. If they have a sense of what they are  
 committing to, they are more likely to get involved.
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BUDGETING AND 
FUNDRAISING
BUDGET

A budget is an important part of your program planning to make sure all costs are 
considered, that you understand how expenses will be paid for, and that you are clear 
on any policies around raising funds. Keep in mind that your budget can change over 
the course of your program, so returning to your budget regularly to track expenses will 
keep everything running smoothly.

On the following pages are a list of potential budget categories (line items) and 
guidance on what they mean. It is important to remember that your total revenue 
(income) must be equal to or greater than your total expenses.

• Budget Worksheet
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REVENUE

Program Fees

This is the amount you will charge your program participants.  
You may want to charge something for participation to not 
only cover incidental fees that come up, but also to promote 
consistent attendance.

This fee should not be cost prohibitive to the audience you are 
targeting, and you should also plan for some scholarships for 
those who simply can’t afford the full fee. Serving a low-income 
community you don’t think can afford the cost? How about 
setting it up as a deposit? Charge them something, and if they 
participate in x% of meetings, they get the fee returned.

Grants, sponsors, 
monetary donations, 
etc.

This could be any fundraising you do for your program, a grant, or 
a donation from a local business or some other sponsor. If part of 
a larger organization, your program may also benefit from being 
included in pre-existing grants.

Be aware that some grants may have restrictions on how and 
what you can spend the money on. Be sure to adhere to any 
guidelines from donations or grants as you plan your program.

In-kind contributions 
(goods, services, 
time)

In-kind contributions could be facilities, volunteers, food, 
transportation or any items you would have had to purchase. 
Consider looking for equipment loans from places like the library, 
school, housing authority, Rent-a-Center, church, Apple store, 
local rec center, etc. to help offset your expenses.

In-kind contributions can help show support for your program and 
provide a way for different entities to participate in the program 
without giving a cash donation. Just remember not to count these 
as cash in hand – but offsets to costs you would have otherwise 
had (like renting program space).
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EXPENSES*

Compensation 
for facilitators

Unless your facilitation team is composed solely of volunteers, they will 
need to be compensated in some way, such as: stipend, hourly wage, 
community service hours, gift card, school credits, etc.

To estimate how much to budget for hourly wages, you can consider 
the following:

       (minimum wage for your area) x (program hours x 2)

Multiplying the program hours by 2 is to account for planning and prep 
time.

Food and snacks Any food and food supplies (plates, etc.) purchased for the program.

Field trips Cost of any field trips that may be taken in the course of the program.

Materials, 
supplies

Materials and office supplies needed to run the program. This includes 
items such as technology, notebooks, software, markers, flipcharts, 
copies, etc.

Recruitment 
costs

Costs related to recruiting participants, such as flyers, posters, etc.

Training
Training and orientation with your team can help increase your 
program’s success and might include costs such as materials, space, 
food, etc.

Rental fees Costs for space or equipment you may need to rent for the program.

Transportation
Cost of paying mileage, gas or bus passes for the implementation team 
members or participants to attend training, program, field trips, events, 
etc.

*NOTE: If you are part of a non-profit organization, your purchases are considered “tax-exempt.” This means 
that you will not need to pay sales tax if you can show a form certifying the organization’s tax-exempt status. 
Many are also eligible for educational discounts, too.
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HOW TO FUNDRAISE, FIND SPONSORS, AND  
SOLICIT DONATIONS

You may find that you want to or need to fundraise in order to meet the revenue needs 
of your program budget. Don’t let raising money intimidate you! Fundraising is first 
and foremost about relationships. And who better than you to talk about your program 
and the impact it will make? Companies located in your city or region, IT-focused or 
otherwise, will often have either local marketing dollars or a corporate giving program 
that may provide funds for programming. Remember that computing education affects 
nearly every sector of the economy. So, don’t be shy about reaching out to companies 
in healthcare, biotech, or the manufacturing sector, too. Some of these companies may 
already be involved in the NCWIT Aspirations in Computing Affiliate Awards Committee 
and would be very interested in what you are doing!

Before doing any fundraising, make sure to talk with your organizational leadership 
(if applicable) to understand any policies and procedures they have in place. You will 
also want to think about the ways you can acknowledge any person or organization 
that donates. Can you add their logo to a t-shirt, banner, or celebration program? Can 
you give a formal acknowledgement in the local paper or on your program website or 
Facebook page? These things may increase your chances for support.

Although it may be easier to send an email or letter, picking up the phone or having 
an in-person conversation is often more effective. This face-to-face “elevator pitch” 
that explains the vision and mission of the program often relays the excitement that 
you have, and will better convince potential donors to give. And remember that money 
is not the only way they can help out. Contributions of in-kind materials, food, gift 
certificates, or space can go a long way toward helping you reach your goals. Plus, 
these donations may also be an eligible tax deduction for your donors. 

Finally, always make sure to have a process for tracking and sending 
acknowledgements (thank you notes) to your donors, whether they give money or 
in-kind products or services. Homemade thank you cards from program participants 
about what the program meant to them can also go a long way.
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PARTICIPANT 
RECRUITMENT
While every program will have different recruitment needs – the one thing we have 
consistently observed is it always takes way longer than you expect. So, it’s 
important to start early. Here are some key tips and considerations.

• Lock in the date, time and  
 location of your program. If  
 needed, you can leave this generic  
 to start (e.g. Saturday Mornings  
 in April in Newton, Massachusetts)  
 to at least get people thinking  
 about your program – but you will  
 want to get these details in place ASAP.

• Give yourself plenty of time to  
 make contacts with schools or other   
 community organizations, and get  
 information into their hands as soon  
 as possible. In the summer, remember  
 that you may be competing with many  
 other opportunities, including family  
 trips or vacations.

• Target those places where your target audience already is – schools,  
 church, afterschool programs – and remember that you want to get the info not  
 only into the hands of the participants, but their adult caregivers as well. Set up  
 meetings with contacts at these organizations to explain what you are doing  
 and see if there might be opportunities to do presentations or a sample activity.

• Invite people from diverse groups. Use all the channels available to you.  
 In addition to hanging posters, see if you can get information on websites, in  
 newsletters, on Facebook groups, and on email listservs. 

• Over-recruit and keep a waiting list. There is always something that happens  
 whereby some participants may need to drop out of the program. Regardless  
 of how you choose to implement your registration, be sure to follow up with  
 adult caregivers and participants to let them know they have been registered  
 and that you are looking forward to meeting them!
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One thing I wish I had 
known was to start 
recruitment early, in 
order to avoid worrying 
about not having enough 
participants two weeks 
before the program  
start date.

-  P R O G R A M  F A C I L I A T O R


