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Announcements are important for meeting participant’s needs for inclusion (belonging), acknowledgement (choice to be there), inspiration, connection (to large group and organization), and information and clarity about next steps in learning or volunteering.  

General Tips:


· Break them up.  I recommend breaking up the announcements and doing different ones at different times to provide the information and requests in smaller, more accessible chunks.  Below are suggestions for types of announcements at certain times, along with a sample.


· Choose Announcer(s).  Select somebody in your community who is comfortable speaking in front of large groups, who projects their voice, and who is excited to do it.


· Practice first for clarity.  Announcements are not what participants primarily come to a workshop to hear.  Writing them out, and practicing them first a couple times is likely to contribute to the clarity and conciseness of the information imparted.
Suggested Workshop Announcement Format 

Pre-Workshop Announcements.  Types of announcements this time period may include:


1. Introduce self & Welcome Participants

2. Express announcer feelings/needs

3. Identify workshop and trainer
Acknowledge and brief description of hosting organizations

4. Acknowledge other event partners or sponsors (they may have announcements)

5. Identify bathrooms or other logistics if not obvious
Invite people to refreshments

6. Identify workshop handouts (hold up so they can see)

7. Identify workshop schedule (breaks/end times)

8. Identify support people: volunteers and empathy teams


Pre-break Announcements.  Types of announcements this time period may include:

   (Breaks are advised even in an intro, to support people in stretching, bathroom, and to do 
   materials sales . . . keeping it more manageable after the workshop). 

1. Announce time of break

2. Announce materials sales

3. Announce eating/smoking options

4. Very brief announcements about upcoming trainings

5. Announce time returning from break

Post-Workshop Announcements.  Types of announcements this time period may include:

1. Gratitude/celebration for event (if genuine)

2. Provide next steps for learning

3. Gather information from people who want to stay connected

4. Requests for support (donations or volunteering)

Sample Workshop Announcements

Pre-Workshop Announcements:


Good evening!  I’m Janice and I’m thrilled to welcome you to an Evening Introduction to Nonviolent Communication with Dr. Marshall Rosenberg.  
This event is hosted by the Oregon Network for Compassionate Communication, a volunteer-driven non-profit that supports the mission of the international Center for Nonviolent Communication.

We’re appreciative of our co-sponsors that helped get the word out, including KBOO Community Radio and the Oregon Peaceworks.   (Introduce if contact from one of those organizations wants to make a quick announcement).

The bathrooms are down the hall on the right, and we provide the coffee/tea to you at no charge, so please help yourself.

We’re hoping you received two handouts when you walked in (hold up each).

This event goes from now until 9pm, with a ten-minute break around 8pm.

The people with the yellow name-tags are here to support you in whatever you need.

Thank you for coming and giving us a chance to share something so meaningful with you.

With that I’d like to introduce Dr. Marshall Rosenberg . . . 


Pre-break Announcements.  
Hello again, we will be taking a ten minute break, and want to invite you to stretch your legs, get some fresh air, and check out the learning materials available for sale in the entrance.  You can also learn about and register for upcoming trainings at the ORNCC information table.  If you smoke, the facility contacts requested that people smoke outside.  We will get started again after the break at 8:10pm

Post-Workshop Announcements.  Types of announcements this time period may include:

I have a couple quick ending announcements.  I’m grateful for each person that came and your enthusiasm, it meets my needs for hope.  If you are excited to learn more, the ORNCC community provides updated information on our website.  If you are not currently receiving our once per month e-mails or occasional mailings, you can join our community database on our website or you can complete one of these cards, drop it in the baskets on the way out, and we will enter your information for you.  

The Oregon Network for Compassionate Communication is a volunteer run organization that is trying to help create a world where all needs are met compassionately by spreading this work, and supporting people in learning.  If you found this workshop meaningful, we’d like to ask for your support by getting involved locally or by making a tax-deductible donation, which you can do through our website or by using one of these forms on the ORNCC information table.

Thanks again for coming, and have a safe drive home!
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The NVC Event Coordination Toolkit was developed in January 2004 by Stuart Watson, ORNCC State Coordinator.  
For more information visit www.orncc.net or contact ORNCC at info@orncc.net • 503-450-9909.
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