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Moving from online to in person
A planning checklist to help change your meeting format.
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[bookmark: _Toc241080816][bookmark: _Toc241080958]Plan your move
Moving an online peer group to in-person meetings can be a big change. 
Use this checklist to think about what your members need and plan the transition together. 
[bookmark: _Toc241080959]Talk with your members 
Before deciding to change how your group meets: 
Ask members whether they are interested in meeting in person. 
Ask whether meeting in person would make it easier or harder for them to participate. 
Ask about accessibility, transport and location needs. 
Talk about whether some members may not be able to attend in person. 
Give members opportunities to ask questions or raise concerns. 
[bookmark: _Toc241080960]Decide how your group will meet 
Moving in person does not have to mean stopping online meetings completely. 
Think about whether your group could: 
Meet completely in person
Alternate between online and in-person meetings
Have occasional in-person meetings or social catchups
Offer both online and in-person ways to participate where possible
Trial an in-person meeting before making a permanent change
Choose an option that works for your members and is manageable for the people running the group.
[bookmark: _Toc241080961]Choose a meeting space 
Think about: 
Location and transport
Physical accessibility
Accessible toilets
Lighting, noise and sensory accessibility
Privacy
Space for mobility aids
Technology you may need
Venue hires or other costs
 
Use the Choosing and Preparing a Meeting Space Checklist and the Accessibility and Inclusion Checklist for more detailed planning. 
[bookmark: _Toc241080962]Prepare members for the change 
 
Before the first in-person meeting: 
Give members plenty of notice
Send the address and clear directions
Explain how to enter and find the meeting space
Provide information about public transport and parking where relevant
Provide accessibility information
Tell members what to expect when they arrive
Give people a contact person if they have questions or need help on the day
[bookmark: _Toc241080963]After the first meeting 
Ask members how the new format worked for them. 
You could ask: 
What worked well? 
Was the meeting space accessible for you? 
Was anything harder about participating in person? 
Is there anything we should change next time? 
Would you like the group to continue meeting this way? 
 
You can use the Member Feedback Template on the Peer Connect website to collect feedback. 
It is okay to change your plans. 
Your group might decide to continue meeting in person, return online, use a mixture of both or try something different. 
The most important thing is finding an approach that works for your members and is sustainable for the group.
Remember: the most important thing is finding an approach what works for your members and is sustainable for your group.  
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