LIFELINES SCOTLAND - PRE-COURSE JOINING INSTRUCTIONS 
Below you’ll find a template for the email you can send delegates ahead of the session. We hope you find it helpful. You can tailor the highlighted sections to fit with your needs. 
Please feel free to adapt and personalise your message, but make sure you include the relevant links:
· Pre-course work (before Module 1) 
· Pre-course Feedback and Evaluation Survey (before Modules 1 & 6)
TEMPLATE
Good morning/afternoon
We’re looking forward to meeting you for the Lifelines session, covering Modules 1 – 5. 
Please let me know if you are no longer able to attend.
	 Date, time and location/online link
	Day and date (time from and to) 
Venue location/or link to online session


	Refreshments
	What will be provided and what will delegates need to bring.


	Pre-course work (before Module 1 only)

	Please ensure that you have watched the Lifelines Scotland - Introduction and the 10 Essentials video prior to this workshop. 

https://vimeo.com/906697712/37877ee224
You may also wish to share the link to the Staying Well Road Trip and ask that they have a run through this before Module 1.  If so, use this link: https://www.lifelines.scot/staying-well-road-trip 


	What you need
	Please bring a notebook and pen to take notes if you wish. 

It would help if you could print a copy of the scenarios and bring this with you (add the Scenarios PDF)


	Pre-Course Feedback and Evaluation Survey 

	To help us evaluate learning, please complete the pre-course Feedback and Evaluation Survey. It should only take a few minutes: 
[bookmark: _Hlk173243839](choose the correct survey from the Feedback and Evaluation Survey Links document)

	Tips for online workshops
	Online sessions work best when people use a laptop or computer with a video camera and microphone. We do not recommend using your mobile phone. From experience, the films run better using Google Chrome or Chrome Edge.
The sessions involve groups work so please try to find a quiet space with good lighting so we can see each other in discussions, minimise disturbances and you can feel comfortable in discussions.





Finally, and most importantly, our priority is to deliver the session in a safe space. 
The sessions are interactive, but you will not be asked to disclose anything you’re not comfortable to do. However, we know that talking about mental health issues can be sensitive, so please look after yourself before, during and after the session. Let us know if you would prefer not to discuss any of the scenarios and we will accommodate this.
If you need support, you can find out where to access this on the Service Intranet or the Lifelines website Welcome to Lifelines Scotland
Let me know if you have any questions, or if you need me to put in additional steps to assist you in the session. 
Regards

Facilitator’s Name
Contact details
