
Imagination Club Info Sheet 
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Imagination Club Facilitator Guidelines 
 

This document will try to cover everything that you need to think about if you are running a 

workshop for the Imagination Club. Things do change with time and there may always be 

other things that we forget, so any suggestions to improve this info sheet are always welcome. 

 

 

Once you have made the decision to run the workshop, you will need to think about what 

you will need during the workshop. We keep a stock of: 

 

• Pens and Paper – (some for whiteboard some for paper/card) 

• Different coloured/sized card(s) 

• Stickers for name tags,  

• Posters for advertising on doors 

• Sticky tape (for posters etc) 

 

We provide the room, the snacks (drinks - food), pens and paper/card if needed, there is a 

white-board and a sticky wall already in the room, we have no beamer but can get an 

overhead projector easily. If you have anything specific requests for your workshop, please 

ask well in advance. 

 

What do you need to do? 
 

1) 2 to 3 weeks before the workshop you send me or Jeffrey: 

A) Send us a title of the workshop (one that describes the workshop well) 

B) Send us a brief description of the workshop so that we can include that in the Invitation we 

send out to our mailing list/Members list. We do advertise in various places (Expat websites 

etc), but you can also advertise yourselves if necessary or invite your friends. 

 

We can chat briefly (1 week) before the workshop so that we make sure you have everything 

you need. 

 

2) 2 days before the workshop, check how many people have signed up and see if you need 

to need to invite your mum and dad, brothers and sisters etc. to make up the numbers. 

 

Other info: 
What Time? We are usually in the room at around 6:30 pm, this gives us time to arrange the 

chairs and tables and put the food and drinks out, we invite members to be there at 6:45 pm 

and we start around 7:00pm. 

We end around 8:30PM, tidy the room up and we generally ask someone to take the lead in 

organising people to go for a drink or a meal afterwards (not obligatory). 

 

Where: We hold the sessions (this season) in the Institute of Cultural Affairs in Place St Josse 

Rue Amedee Lynen 8, just ring the bell, they will let you in and the room is immediately to 

your left as you go in through the doors. 

 

Please call me if you have any questions at all 

 

Andy 

0496 27 39 05 


