LOGISTICS AND SCHEDULE

The success of a retreat is largely dependent on two phases.  Phase one is the planning phase with key attention to budget and site location a must.  The second phase is implementation and is dependent in part on the neurosis of the logistic coordinator.  Coordination of the purchasing and preparation of food, travel, faculty involvement, sleeping and shower arrangements, and the creation and actualization of the retreat agenda are not usually considered by participants unless a gross error is made.  However, these are key for a successful retreat.  Let us consider them individually:

· Food

· To Cook or Not To Cook: We’ve found shared cooking responsibilities are one of the best means to creating intimacy in a group and it also tends to be cheaper overall.  If your site requires/offers to provide food go with the cheapest healthy option available. 

· Seek Donations:  Ask department stores to donate bulk food and produce, use your local co-op, and serve simple meals if you buy food.  

· People Might Complain:  Traditionally, medical students complain about food no matter what is prepared.  We are a stressed group of overachievers and for reasons unknown to science, and food is the most common source of projection of scholastic and life stress at student-run events.  Try to be ok with that.

· Caterers:  avoid at all cost (pun intended).  Expensive!!  NOTE: This is an often hidden inclusion in facility prices, so ask in advance if outside food/vendors are allowed.

· REMEMBER TO OFFER VEGAN, VEGETARIAN, and SPECIAL DIET OPTIONS.  Not only is it healthier, but it is generally significantly cheaper.  65% of Americans are overweight or obese; please use your retreat to model healthy eating options for those who will be literally prescribing diets to others in the future.

· Travel

· Simplify Pick-ups:  Offer one or two airport pick-up times and use only one airport.  This saves time and the environment and affords participants an opportunity to get to know one another as they wait an hour or three to be picked-up.

· Provide Clear Directions:  use MapQuest; provide directions from the four cardinal directions.  If your site is remote.  Give a destination for people to assemble and then go to the site.

· Cell Phone List:  give drivers a list of the cell phones of participants, and vice versa.

· Let your mentors know that you will provide them with food, lodging, and an amazing weekend but you cannot cover travel costs or offer an honorarium.  The good ones know medical students are loan and cash poor.

· Sleeping and shower arrangements 

· Remember that HuMed folk are often: a) prone to crashing on someone’s couch, b) campers at heart, c) communal in spirit if not experience, and d) adventurous and tolerant of extremes if they get to connect to other medical students in an affirming and cultivating way

· Minimalist is again a good approach, but make sure there are enough beds and showers to go around.  Regardless, communicate early with participants about what to expect.

· Other pragmatic issues

· Insurance:  Insurance is a must for any retreat.  You can get around this by having your school accept liability, or by having participants sign a waiver.  

1. School Insurance: Consider involving your faculty mentor/liaison in this process.  Retreat coordinators who used school insurance in the past had to the following questions for our insurance company:  1.Is AMSA hosting & sponsoring this event?  2. What is the total # of anticipated attendees?   3.Will AMSA be renting any Vehicles?   4. Will alcohol be served?   5) What is the agenda for the event?  The cost of insurance is dependent on geography and allegiance to a school policy, however it should not exceed $100.

2. In the past for small regional retreats, we have had participants sign a simple wavier. There is a copy on your CD and on the retreat planning resources page (www.amsa.org/humed).   

· Code of Conduct:  All faculty or other professional involved with AMSA student projects must sign the AMSA Professional Code of Conduct. There is a copy on your CD. Email your faculty-mentors the Code and then mail the signed forms to the DSP: 1902 Association Drive, Reston VA  20191.

· Who to Invite:  You may choose to invite whomever you like to your retreat—medical students, premedical students, residents, significant others, etc.  Each participant will have questions and needs relative to their position along the happy road of medical destiny, so plan accordingly.

· What is in a name:  Use the title Circle of Healers, or choose to create your own tradition and forge a new name.  
· Programming

· One of the most enjoyable aspects of planning and implementing a retreat is creating the agenda.  Please share this with a few friends and let creativity, a sense of adventure and the experience of your participants rule your efforts.
· The creation of the agenda is often the most unifying event of the planning process.  ***Make sure that everyone participates on some level as an equal during the creation of the agenda.  Concentrate on the three words that define your retreat (refer to your vision exercise) and design your agenda accordingly.

· Components:  Choose whether you want didactic lectures or experiential activities, whether you will include small group or large group activities.  Highly consider building free time into your agenda.  Consider using your retreat as a potentially life-altering event.  As such, discuss the potential for ritual(s) that are universally palatable, the inclusion of an opening and closing ceremony, and anything else that your core planning team things applicable.  Focus on the needs of medical students, be flexible and be compassionate.

· Schedules:  Give a general discussion of the retreat onsite, but avoid handing-out schedules.  We can be an uptight bunch, and one of the worst things possible is to force a discussion to end that should continue to ‘stay on schedule.’

· Community Norms:  Establish these early.  Provide a means to give structure for those of us that talk way too much.  The judicious and playful use of a timer is a wonderful way to limit those of us that like the sound of our own voice.  It is also important to take the lead and ask people who are not sharing for their opinions.  Work as a team to address any inappropriate comments or behavior and commit to using compassion rather than judgment to correct those who place their own wants ahead of the group.

· Flexibility: It is very important to respond to the needs of the group. Build in plenty of break time. Realize that things will run long, people will need breaks and the weather does not always cooperate.  Be ready to shorten, cancel or move your sessions around if need be, and rest assured it will all work out.

· DECIDE EARLY WHETHER THE RETREAT IS FOR YOU/YOUR CORE PLANNING TEAM OR FOR THE PARTICIPANTS.  IF IT IS THE LATTER, USE HUMILITY AND LET THE GROUP SHINE AND DICTATE THE NEEDS OF A SESSION OR DAY.  DEFER ACKNOWLEDGEMENT TO THOSE WHO HELP AND BE GRACIOUS WITH FACULTY AND ANY UNDERGRADUATES WHO HELPED. 
· MEDICAL EDUCATION OFTEN EMPLOYS INTIMIDATION, HAZING AND A HIERARCHICAL APPROACH TO COMMUNCATION.  PLEASE USE THE RETREAT TO OFFER AN EXAMPLE OF OTHER APPROACHES AND AVOID EXPLICIT AND IMPLICIT STATEMENTS CONCERNING THOSE WHO ARE NOT AS ADVANCED ON THE ROAD TO BECOMING A PHYSICIAN (PRE-MEDS, 1st YRS, ETC.) OR HAVE CHOSEN OTHER PATHS (PhDs, Dentists, and other practitioners).  

SAMPLE SCHEDULE

This is really a sample! You can do whatever you want – this is your creation!! Your schedule is very dependant on the type of retreat you are planning and what your vision is. 

Friday
3:00-6:00 p.m.  
Participants arrive!!

6:00-8:00 p.m.  
Welcome and healthy dinner to follow 

8:00-10:00 p.m. 
Opening ceremony 

10:00-midnight 
Time for creative expression and community: journaling, painting, music making, meditation or bed

Saturday
7:30-8:30 a.m. 

Morning exercise such as yoga, tai chi, hiking, mediation

8:30-9:30 a.m.  

BREAKFAST and clean-up

9:30-11:00 a.m. 
Session 1

11:00-11:15 a.m.
BREAK

11:15-12:30 p.m. 
Session 2

12:30-1:30 p.m.  
LUNCH and clean -up

1:30-3:00 p.m. 
Session 3

3:00-3:15 p.m.
BREAK

3:15-4:30 p.m. 
Session 4

4:30-6:00 p.m. 

Session 5 (Free Time)

6:00-7:30 p.m. 

DINNER and clean-up

7:30-9:00 p.m. 

Session 6

9:00-10:30 p.m. 
Session 7

10:30-midnight 
Session 8

Sunday
7:30-8:30 a.m. 

Morning exercise 

8:30-9:30 a.m. 

BREAKFAST

9:30-10:00 a.m. 
Packing/prepare for closing

10:00-noon. 

Closing ceremony

Noon-2:00 p.m.  
LUNCH, clean-up, and final goodbyes

Ideas for Sessions:

Session 1/2 – this could be a good time for mentors to introduce themselves to share their story or have a mentor presentation. Might also want to do a small group activity, so participants can get to know each other better

Session 3 or 4 – This is a good time to do something active/creative. Get people up and moving. You can also put another mentor session here!

Session 5 – Free time – let your participants enjoy their surroundings, journal,

nap, create new friendships…

Session 7/8 – you can start with something kind of quiet – mediation/reflection/ shamonic journey and end with a campfire/music making/singing fun

SLEEP – End at a reasonable time, so participants can get some sleep, hang out around the campfire, have some free time before bed…

**You can find specific programming ideas on the HuMed website and we would love to hear ideas that worked well at your retreat, so send them in to the regional retreats coordinator!!

· Participants arrive! – This is the time when you need to orientate them to the site, help them find a place to put down their bags, sign waivers, sign up for meal prep, fill out pre-retreat surveys. This is also a great time for creative fun! Put out materials to make nametags with – this a great way for people to meet each other. Send people out on hikes together… the possibilities are endless!

· Meals – cooking as a group is an awesome experience, just make sure you leave enough time to prepare the meals and for clean up. Realize that this means you need to build prep time for meals into your schedule so participants can help prepare the meals!

· A few words about Sunday… Your focus should be on bringing the weekend to a close.  Participants have likely made some great connections and it is important that you leave time for everyone to say goodbye.  It is often challenging to get any kind of didactic type programming in.  Keep in mind that you will also need to schedule specific clean-up time!  Finally, make sure that you leave time for your planning team to meet before everyone heads home. This is a great time to reflect on the weekend, discuss any issues that come up and give positive affirmation to all members! 

