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Welcome  
message

On behalf of Pallium Canada, we would like to thank you for your 
passion for improving the caregiving experience in your community.

The Atlas CareMap Toolkit, Atlas CareMap 
Community Workshop Toolkit, and  
Social Connections in Palliative Care  
(a module for health care professionals) 
work together and enable Canadians to 
support caregivers and care recipients 
better while strengthening the important 
social connections within our communities. 

The Atlas CareMap Community Workshop 
Toolkit’s goal is to increase the awareness, 
understanding, and use of the Care Map 
tool and how it can help caregivers and care 
recipients. The audience for this workshop 
is primarily caregivers, or anyone who wants 
to support a caregiver. Running this free 
workshop in the community will support 
caregivers and community members’ ability 
to help someone who is caregiving.

The Atlas CareMap Community Workshop 
Toolkit is designed to support you in running 
a Care Map Workshop in your community. 
We recognize that each community is unique 
with its own set of goals and constraints. We 
encourage you to use this toolkit as a guide 
to help you make the workshop your own to 
ensure it meets your community’s needs.

It is important to read the entire 
Coordinator Guide before getting started 
to understand all the resources that are 
included to help you run the workshop. 

We encourage you to spread the word 
about these resources and engage your 
community in this workshop. It doesn’t 
end when the workshop is over—
consider hosting these workshops in 
workplaces in your community or finding 
other ways to help spread the word. 

 

Thank you,

The team at Pallium Canada

https://www.pallium.ca/
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When delivering a workshop, you should have a strong understanding 
of the topic to ensure you are comfortable and confident. This section 
will provide you with additional resources and information to further 
your knowledge of the topics covered in the Care Map Workshop. 

We also recommend you create a Care Map before you lead the webinar so that you 
understand the process and can answer participant questions. Atlas of Care has created great 
resources on creating a Care Map that Pallium Canada has adapted to the Canadian context. 
We have developed value-added resources to expand the work, including this Atlas CareMap 
Community Workshop Toolkit, an Atlas CareMap Toolkit, and Social Connections in Palliative 
Care, a module for health care professionals.

Section 1

Expand Your Knowledge  
of Care Maps

Read How to Create an Atlas CareMap in the Atlas CareMap Toolkit  
and watch the Atlas of Care videos Introduction to Atlas CareMaps,  
How to Draw Your Own Atlas CareMap, and How to Use an Atlas CareMap. 

https://vimeo.com/261373006
https://vimeo.com/256815232
https://vimeo.com/256815386
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OTHER INITIATIVES THAT COMPLEMENT 
THE CARE MAP PROGRAM

The following section provides you with information on other community initiatives that 
complement Care Maps and are also focused on increasing the communities’ capacity to 
support caregivers and care recipients. Feel free to explore these resources and share them 
with others. These initiatives are briefly mentioned in the PowerPoint Presentation. 

FROME MODEL

www.compassionate-communitiesuk.co.uk/projects

The Frome Model is an approach to medical care that emphasizes the 
importance of social connections and the community. The model focuses 
on patients’ goals of care, enhancing a patient’s support network, and 
linking patients to relevant community programs which has lead to 
increased patient health outcomes and has reduced unplanned visits  
to the hospital.

Pallium Canada has created a Care Map Health Care Professional Module 
based on the learnings from the Frome Model. The goal of the module 
is to increase a health care professional’s awareness of Care Maps and to 
promote their use to their patients who they know are caregivers. 

COMPASSIONATE COMMUNITIES

www.pallium.ca/compassionate-communities

A Compassionate Community is a community of people who are 
passionate and committed to improving the experiences and well-
being of individuals dealing with a serious health challenge or 
those who are caregiving or grieving. Compassionate Communities 
respond to local community needs and empower individuals 
to provide important physical, emotional, social, spiritual, and 
practical support to patients, families, and caregivers.

Important Note: The following sections of the Coordinator Guide are outlined 
depending on the mode of delivery for the Care Map Workshop — in-person 
or online. If you are hosting the Care Map Workshop in-person, continue 
reading here. If you are hosting the Care Map Workshop online skip to P. 13. 

http://www.compassionate-communitiesuk.co.uk/projects
http://www.pallium.ca/compassionate-communities
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A.	 THINGS TO CONSIDER BEFORE YOUR WORKSHOP

WORKSHOP LENGTH

The typical length of time for this workshop is roughly 2–2.5 hours. Use the 
Agenda Template as a starting point for your Care Map Workshop. Customize 
the agenda based on your needs and the needs of your participants. 

HOW MANY PEOPLE ARE NEEDED TO RUN THIS WORKSHOP? 

Have at least 2–3 people involved in the planning and delivery of the workshop. 

Some roles include:

•	 One or two presenters

•	 A recorder who will capture questions, ideas, and other discussion topics

•	 Greeters who can welcome participants, have participants sign the attendance 
sheet, and hand out the Welcome Package.

•	 The Welcome Package can include the agenda, Atlas CareMap Fact Sheet, 
Atlas CareMap Building Questions, Discussion Activity, How to Create an 
Atlas CareMap, Sharing Your Atlas CareMap with Health Care Professionals, 
and Sharing Your Care Map with Family and Friends.

Section 2

Preparing for the Care Map 
Workshop: In-person 

To help you deliver a successful in-person Care Map Workshop, 
review the following information, tools, and resources.
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PEOPLE TO INVITE

There are many people who could benefit from attending a Care Map Workshop. 
The target audience is anyone who plays a caregiving role or perhaps a friend or 
family member of a caregiver. Consider also inviting other community members 
who may interact with caregivers regularly, such as librarians, funeral home staff, 
hospice employees, school teachers, members of local faith communities, etc. 
These individuals might benefit from the information personally, or they may be 
able to spread the word about Care Maps when they interact with caregivers 
in the community. The people you invite likely have been a caregiver at some 
point in their life or are caregivers right now. At the very least, they likely know a 
caregiver or a care recipient in their lives. 

The goal here is to engage as many members of your community as possible. 
There is no limit to how many people you invite but if you are hosting the Care 
Map Workshop in-person, make sure you know the capacity of the room. Aim for 
a minimum of 12–20 participants based on the 2.5-hour agenda. 

INVITATIONS

Review the Invitation Template available in the Atlas CareMap Community 
Workshop Toolkit and make adjustments as needed. You may choose to email  
or mail the invitations. 

PRESENTING THE POWERPOINT

Present the PowerPoint Presentation in presenter view. You can choose to have 
your speaking notes printed, or to view them from presenter mode. Here’s a 
helpful video on using the presenter view in PowerPoint. 

The PowerPoint Presentation will give you the knowledge and confidence to 
facilitate the workshop. Alongside the PowerPoint Presentation in the Atlas 
CareMap Community Workshop Toolkit is the PowerPoint Presentation 
Speaking Notes. Not only do these help you with your speaking notes for  
each slide, they also indicate when to click to the next slide. Each slide has  
notes depending on whether you are running the workshop online or in-person.  
Make sure you read only the in-person notes. 

Make sure you rehearse the presentation a few times aloud. Practicing will  
make you more prepared and effective in delivering the messages.

https://www.youtube.com/watch?v=D_XNFe4-39U
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B.	 CARE MAP FACT SHEET

The Atlas CareMap Fact Sheet provides a quick overview of what a Care Map is and 
showcases the potential impact of creating one. Include this document as a part of the 
Welcome Package for participants. There is a link included in the Atlas CareMap Fact Sheet 
where participants can learn more and download additional resources. The Atlas CareMap 
Fact Sheet is referred to often throughout the PowerPoint Presentation.

REMINDER

•	 Download the presentation and save it on your computer or a USB key.

•	 There is a PowerPoint Presentation References document in the Atlas 
CareMap Community Workshop Toolkit with references for the PowerPoint 
Presentation. You can email it to participants who request it, email it to 
participants before or after the workshop, or print a few copies off to have 
at the workshop if you are hosting it in-person.
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C.	 ORGANIZING AND PROMOTING THE WORKSHOP 

There is no right way to host a Care Map Workshop. It is very important to think about how 
you will promote the workshop and encourage registration. Here are some things to think 
about when planning an in-person workshop:

COSTS

Consider the following when planning an in-person workshop:

•	 Venue — There are spaces in the community that might be available to 
use for free such as churches, public health unit, a community center, or 
library. You can approach local businesses and offer to include their logo on 
advertising materials in exchange for free event space.

•	 Food or refreshments — A local restaurant or café may be willing to offer 
light snacks or refreshments for your workshop in return for adding their logo 
to your advertising materials.

•	 Equipment rental — Does your event location have audiovisual equipment, 
or will you need to rent it?

•	 Accessories — You will need to supply pens and paper to participants to 
draw their Care Map. To keep costs low, you could encourage the participants 
to bring their own or see if a business is willing to donate.

We encourage you to find partners that could host or provide funds to cover 
the expenses. These partners could be your local government, public health, 
hospice, community center, churches, and funeral homes. Use the Funding 
Request Template as a starting point when thinking about reaching out to local 
businesses.

PROMOTION

In addition to the Invitation Template, you can also consider promoting the 
Care Map Workshop in locations around the community where caregivers might 
frequent (e.g., doctor’s office, community center, etc.). Use the Poster Template 
as a starting point to think about promoting your Care Map Workshop. 

Another option to promote the Care Map Workshop in your community is 
posting an ad in a Facebook group or in a local newspaper. Local newspapers 
often let people advertise free events for free.

EMAILING PARTICIPANTS

Use the Confirmation Email Template (IN-PERSON) to create a confirmation 
email to send to participants when they register for the Care Map Workshop.
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D.	 THINGS TO BRING TO THE WORKSHOP

One or two laptops. Even if the event space provides one, bring one as a backup. 

Laptop power cords and connector cords for a projector. Confirm ahead of time if 
the location provides a projector and has the proper cords and software to run the 
PowerPoint Presentation. If you are using your own laptop, ensure ahead of time 
that the cable needed to connect your computer to the projector will work. 

The PowerPoint Presentation file. Bring the presentation on a USB. If you are 
using your own laptop, save the presentation to your desktop for easy access.

Review Presenting the PowerPoint in Part A to remind yourself about using  
Presenter View.

Paper and pen for notetaking. Use this to write down any questions or comments  
that participants may have. Recording questions and feedback will help you improve  
for the next workshop you host.

Printed copies of the following items from the Atlas CareMap Community Workshop Toolkit: 

PowerPoint Presentation Speaking Notes. One or more versions depending  
on how many speakers you have.

Attendance Sheet. Set this up at the welcome table.

Welcome Package. Have enough of these for each participant plus a few extra  
just in case. Include:

•	 Workshop Agenda

•	 Atlas CareMap Fact Sheet

•	 Atlas CareMap Building Questions

•	 Discussion Activity

•	 How to Create an Atlas CareMap

•	 Sharing Your Atlas CareMap with Health Care Professionals

•	 Sharing Your Atlas CareMap with Family and Friends

Use the in-person version of the Checklist to help you ensure you do not forget important 
items on the day of your workshop.
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E.	 PREPARE THE EVENT SPACE 

TECHNICAL EQUIPMENT

The first thing you want to do when you arrive at your event space is to set up 
and test your presentation equipment to ensure everything is in working order. 
Tee up your PowerPoint Presentation in Presenter View so it is ready to go.

WATER

Make sure you have some water available in the spot where you will be  
giving the presentation. 

SEATING

Set out just enough chairs and tables for the number of people you’re expecting 
to attend and have some more as back up in case more people show up 
unexpectedly. Having just the right amount of seats ensures people sit where you 
want them to, instead of congregating at the back of the room which is common. 

RECOMMENDED LAYOUT

There should be tables of 4 or 6 people (even numbers needed). The discussion 
group is in pairs of 2; this will make it easier for participants to form pairs with the 
person sitting next to them. Please set up the room in a way that is conducive to 
this. Smaller groups allow for a more intimate conversation, allowing people to 
feel more comfortable opening up. 

ATTENDANCE SHEET

Set up a welcome table at the entrance of the room. You can have one or two 
volunteers greet people as they arrive, asking them to sign the attendance sheet 
and grab a Welcome Package. 

The consent column has been added to the Attendance Sheet in the case 
that participants ask for each other’s contact information to connect outside 
of the workshop. Encourage the volunteers who are helping with registration 
to point this out. Review the Attendance Sheet Template (IN-PERSON) for a 
recommended approach to taking attendance.

REFRESHMENTS AND LIGHT SNACKS FOR PARTICIPANTS

If you are offering refreshments and/or light snacks to participants,  
make sure you’ve set up a table or station in advance. 
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F.	 GREET YOUR GUESTS

Give yourself enough time to set up the event space (as noted in Part E) before people  
start arriving. As people start arriving, this is a great time to greet people, chat, and start 
building connections.

G.	JUST BE YOU

It will feel a little uncomfortable if you are not used to presenting at first. Remember  
to breathe, trust yourself, and believe in the design of the workshop laid out in the  
Atlas CareMap Community Workshop Toolkit. 
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A.	 A GUIDE TO TECHNOLOGY 

EQUIPMENT NEEDED TO RUN A CARE MAP WORKSHOP ONLINE

•	 Laptop or desktop computer

•	 Microphone

•	 Camera/webcam

•	 Speakers 

You can purchase a webcam (camera) with a built-in speaker and microphone  
from most retailers such as Walmart, Best Buy, or Amazon. It will range from  
$20–$100; the lower range will most likely work for the presentation. Choose  
the option that makes the most sense for you.

Section 3

Preparing for the Care Map 
Workshop: Online 

To help you deliver a successful online Care Map Workshop, 
review the following information, tools, and resources.
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TIPS AND TRICKS FOR AN ONLINE PRESENTATION

1.	 To make it easier for participants to hear you, use headphones. 
Headphones with a built-in microphone will help your voice 
sound clearer when presenting. Headphones are available at 
the same retailers as the webcam mentioned earlier. 

2.	 Consider locating yourself close to the internet router for the best speed 
and quality of the video. Staying close to your internet source will reduce 
the amount of freezing that could occur during the Care Map Workshop. 

3.	 Ensure any tabs or programs that are not important for the presentation 
are closed on your device. Having only the workshop-related pieces 
open will ensure your privacy when you are sharing your screen. 

4.	 Plan a virtual test meeting with the application that you will be using for 
the presentation. This way, you will get more comfortable with the platform 
and test your technology. Do a test run with a friend or family member.

B.	 THINGS TO CONSIDER BEFORE YOUR WORKSHOP

WORKSHOP LENGTH

The typical length of time for this workshop is roughly 2–2.5 hours. Use the 
Agenda Template as a starting point for your Care Map Workshop. Customize 
the agenda based on your needs and the needs of your participants. 

HOW MANY PEOPLE ARE NEEDED TO RUN THIS WORKSHOP? 

Have a minimum of two people running/facilitating the Care Map Workshop. You 
can break up the presentation between you and another person so that you don’t 
have to speak the whole time. Having a second person makes the presentation 
more engaging and helps to stimulate discussion with the participants.

Consider recruiting someone who is technology savvy to support the online 
Care Map Workshop. They can help you set up the workshop and also help 
troubleshoot technology issues. The tech support role is excellent for someone 
who is younger and looking for volunteer hours.

You may also want one volunteer to take attendance during the workshop.  
This is further described in Part E on P. 18.
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PEOPLE TO INVITE

There are many people who could benefit from attending a Care Map Workshop. 
The target audience is anyone who plays a caregiving role or perhaps a friend or 
family member of a caregiver. Consider also inviting other community members 
who may interact with caregivers regularly, such as librarians, funeral home staff, 
hospice employees, school teachers, members of local faith communities, etc. 
These individuals might benefit from the information personally, or they may be 
able to spread the word about Care Maps when they interact with caregivers in 
the community. The people you invite likely have been a caregiver at some point 
in their life or are caregivers right now. At the very least, they likely know  
a caregiver or a care recipient in their lives. 

The goal here is to engage as many members of your community as possible. 
There is no limit to how many people you invite if you are hosting the Care Map 
Workshop online. Aim for a minimum of 12–20 participants based on the  
2.5-hour agenda. 

INVITATIONS

Review the Invitation Template available in the Atlas CareMap Community 
Workshop Toolkit and make adjustments as needed. You may choose to email  
or mail the invitations. 

PRESENTING THE POWERPOINT

Present the PowerPoint Presentation in presenter view. You can choose to  
have your speaking notes printed, or to view them from presenter view. Here’s  
a helpful video on using the presenter view in PowerPoint. 

The PowerPoint Presentation will give you the knowledge and confidence  
to facilitate the workshop. Alongside the PowerPoint Presentation in the  
Atlas CareMap Community Workshop Toolkit is the PowerPoint Presentation 
Speaking Notes. Not only do these help you with your speaking notes for  
each slide, they also indicate when to click to the next slide. Each slide has  
notes depending on whether you are running the workshop online or in-person.  
Make sure you read only the online notes. 

Make sure you rehearse the presentation a few times aloud. Practicing will  
make you more prepared and effective in delivering the messages. 

https://palliumcanada767.sharepoint.com/:p:/s/palliumteam/ETQ0rzSdCcBInBWtgUmyDYgBW9MhBOK0TNByxyM4ameCaA?e=Wf11XR
https://www.youtube.com/watch?v=D_XNFe4-39U
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C.	 CARE MAP FACT SHEET

The Atlas CareMap Fact Sheet provides a quick overview of what a Care Map is and 
showcases the potential impact of creating one. Include this document as a part of the 
Welcome Package that you send to participants electronically. There is a link included in the 
Care Map Fact Sheet where participants can learn more and download additional resources. 
The Care Map Fact Sheet is referred to often throughout the PowerPoint Presentation.

REMINDER

•	 Download the presentation and save it on your computer or a USB key.

•	 There is a PowerPoint Reference document in the Atlas CareMap 
Community Workshop Toolkit with references for the Care Map Workshop 
PowerPoint Presentation. You can email it to participants who request it or 
email it to participants before or after the workshop. 
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D.	 ORGANIZING AND PROMOTING THE WORKSHOP 

There is no right way to host a Care Map Workshop. It is very important to think about how 
you will promote the workshop and encourage registration. Here are some things to think 
about when planning an online workshop:

COSTS

Many online programs used to run this type of event will charge a fee for a  
2–2.5 hour workshop. Part F highlights some programs you can consider using. 

We encourage you to find partners/sponsors that could host or provide funds to 
cover the expenses of using videoconference software. These partners could be 
your local government, public health, hospice, community center, churches, and 
funeral homes. Use the Funding Request Template as a starting point  
when thinking about reaching out to local businesses.

PROMOTION

In addition to the Invitation Template, you can also consider promoting the 
Care Map Workshop in locations around the community where caregivers might 
frequent (e.g., doctor’s office, community center, etc.). Use the Poster Template 
as a starting point to think about promoting your Care Map Workshop. 

Another option to promote the Care Map Workshop in your community is 
posting an ad in a Facebook group or in a local newspaper. Local newspapers 
often let people advertise free events for free. 

EMAILING PARTICIPANTS

Use the Confirmation Email Template (ONLINE) to create a confirmation email 
to send to participants when they register for the Care Map Workshop.

Attach the electronic Welcome Package when you send the confirmation email. 
The electronic Welcome Package consists of: 

•	 Workshop Agenda

•	 Atlas CareMap Fact Sheet

•	 Atlas CareMap Building Questions

•	 Discussion Activity

•	 How to Create an Atlas CareMap

•	 Sharing Your Atlas CareMap with Health Care Professionals

•	 Sharing Your Atlas CareMap with Family and Friends

Make sure participants have these documents available to refer to during  
the online workshop.
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E.	 THINGS TO BRING TO THE WORKSHOP

Use the online version of the Checklist to help you ensure you do not forget important  
items to have on hand during the workshop. 

Your checklist should include:

A computer or laptop with webcam and speakers. Make sure the application you 
are using to host the Care Map Workshop online is downloaded in advance. 

The PowerPoint Presentation and the PowerPoint Presentation Speaking Notes. 
Reminder: Here’s a helpful video on using the presenter view in PowerPoint. 

If the application you are using does not automatically take attendance for you 
(sometimes there’ll be a report of who has registered and who attended), ask a 
volunteer to take attendance manually using the Attendance Sheet Template 
(ONLINE). You can populate this document in advance of the workshop based on online 
registrations and then have a volunteer check off who attended during the workshop. 

Have your Agenda printed out or as a file open on your computer so you keep  
track of time. 

Paper and pen to take notes during the presentation. Use this to write down 
any questions or comments that participants may have. Recording questions 
and feedback will help you improve for the next workshop you host.

Have the components of the Welcome Package easily accessible in case you  
need to send them to a participant. 

•	 Workshop Agenda

•	 Care Map Fact Sheet

•	 Care Map Building Questions

•	 Discussion Activity

•	 How to Create a Care Map

•	 Sharing Your Care Map with Health Care Professionals

•	 Sharing Your Care Map with Family and Friends

https://www.youtube.com/watch?v=D_XNFe4-39U
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F.	 PREPARE FOR THE WORKSHOP

You will need to decide an an application to use to host the Care Map Workshop online. 
There are free versions of applications but some are only free up until a specific time limit, 
such as 40 minutes. There are two applications mentioned here as a good place to start:

DECIDE ON AN APPLICATION

Lifesize is a free downloadable application. There is a limit of 300 participants 
and no limit to the amount of time. 

•	 Watch Schedule a Meeting with the Lifesize App

•	 Watch Using Lifesize Moderator Controls

•	 You can send Joining a Meeting Using the Desktop App to participants 

Lifesize does not have ‘breakout rooms’.

Zoom is an excellent, easy-to-use application that allows you to share your 
screen. A great feature of this application is that participants do not have to 
download the application to attend the workshop. 

•	 Watch How to Schedule a Zoom Meeting

•	 Watch How To Teach an Online Lesson with Zoom

•	 Watch How to use Breakout Rooms in Zoom. You can use  
‘breakout rooms’ for the discussion Activity portion of the workshop.

•	 You can send Going to a Zoom Meeting to participants.

Zoom allows you to have 30 minute meetings using the free version. The paid 
version is $20 a month. Both the free version and the paid allow up to 100 
participants at once. You can approach a local business and ask to use their Zoom 
subscription to host your workshop. This is a great sponsorship opportunity. 
Review the Funding Request Template as a starting point to reaching out to an 
organization.

There are more applications available so do some research to find the best one 
for you. These applications are also regularly changing. When deciding on the 
application you will use, it is critical to find out the following information:

1.	 What is the cost of a 2-3 hours meeting with 20 participants?

2.	 Can participants join online?

3.	 Are there breakout rooms for the Discussion Activity?

https://www.youtube.com/watch?v=HElPM1625HQ
https://youtu.be/wPoP107Ip54
https://www.youtube.com/watch?v=res3YqzZN4Q&t=9s
https://www.youtube.com/watch?v=LE2w9tRpF4I
https://www.youtube.com/watch?v=UTXUmoNsgg0
https://www.youtube.com/watch?v=jbPpdyn16sY&t=8s
https://www.youtube.com/watch?v=9q_6w72hrxA
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Don’t forget to provide participants with the link to join the online Care Map 
Workshop. YouTube is a great source for short videos on how to use various 
applications. When scheduling the workshop in the application, give yourself 
additional time before the schedule start time so you have time to set up.  
Give yourself additional time at the end in case you run over. For example,  
if you are hosting your online Care Map Workshop from 9:00 am to 11:15 am,  
schedule the meeting in the application for 8:30 am to 11:30 am. 

TIPS FOR ENGAGING PARTICIPANTS ONLINE 

1.	 Orient participants to the interface at the beginning of the conference. 

2.	 Share your webcam during the workshop so participants can 
see your face. Encourage participants to do the same.

3.	 When you are presenting, let the participants know they will be 
automatically muted. Or, ask them to mute themselves throughout 
the presentation to avoid background noise and distractions.

4.	 Set the ground rules at the beginning of the workshop — for 
example, if you want participants to ‘raise a hand’ to indicate that 
they want to speak or ask a question. Use the collaboration tools 
(e.g., chat, raising a hand, yes/no questions) early and often. 

5.	 Use ‘breakout rooms’ and assign 2 participants per room. This allows them 
to have one on one conversations and to complete the Discussion Activity.

It would help if you encouraged participants to mute themselves when they join 
the workshop. As the host of the workshop, you have control over this. Make 
sure you know how to use these functions before the webinar. Search for helpful 
videos on YouTube to learn more about the application you are using.
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G.	GREET YOUR GUESTS

Try and give yourself enough time to set all the above up before people start joining  
the workshop. You should enter the workshop at least 30 minutes before the start time.  
This way, you can catch any technical difficulties before participants join. 

As people start joining, this is a great time to greet people, chat, and start building 
connections. It can be difficult to engage people in an online forum so ask them  
questions from the start.

H.	 JUST BE YOU

It will feel a little uncomfortable if you are not used to presenting at first. Remember  
to breathe, trust yourself, and believe in the design of the workshop laid out in the  
Atlas CareMap Community Workshop Toolkit. 
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A.	 ICONS 

The PowerPoint Presentation contains several icons to help clarify things you should  
say, do, and when.

Section 4

Understanding the  
PowerPoint Presentation

ACTION

Something you need to do (e.g., watch YouTube videos) 

ASK

Questions you need to ask the audience 

SAY 

Words you need to say to the audience (speaking notes) 

STAY 

Slide that you need to keep for the duration of the activity 
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B.	 ADVANCING THE POWERPOINT  
PRESENTATION SLIDES 

In the PowerPoint Presentation Speaking Notes, you’ll see slides followed  
by the speaking notes you should read. 

Don’t forget to present in Presenter View so that people are not distracted  
by other pop-ups on your screen.

C.	 PURPOSE OF A SLIDE

In the PowerPoint Presentation Speaking Notes you will see a section 
with the Purpose of the slide listed. This will help you understand the 
reason for presenting the slide. You do not read this statement out to the 
participants, as it is simply additional information for the speaker/presenter.
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Section 5

Discussion  
Activity

IN-PERSON

The small group discussion is intended for participants to share their Care 
Map with other people. Have a printed version of the Discussion Activity for 
each participant in their Welcome Package that they receive during sign in.

Break up participants into groups of 2 to start the activity.

ONLINE

If the application you are using allows you to put participants into ‘breakout 
rooms’, use this function for the Discussion Activity. Remember that you will 
have multiple breaks out rooms, so participants are divided into pairs. 

When you send the confirmation email to participants, ensure 
that you attach the documents in the Welcome Package.

If you are using an application that does not have ‘breakout rooms’, then  
open the floor for anyone to share their Care Map with the whole group.  
As the host, you should start first to make others feel more comfortable about 
sharing their Care Map. Also, share where you would like additional support 
or have forgotten to include someone so that others will do the same.
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Section 6

Event Wrap Up  
and Next Steps

GATHER YOUR DATA

Remember that your attendance sheet provides a good understanding  
of how many people joined the workshop. You may also consider 
creating a feedback questionnaire for participants to fill out 
before they leave the workshop to learn about what they thought 
of the workshop and how you can improve next time. 

WHAT’S NEXT?

We encourage you to keep on running Care Map Workshops for people 
in your community to spread the word. Keep checking back to Pallium 
Canada’s website for the most up-to-date versions of the Atlas CareMap 
Toolkit and the Atlas CareMap Community Workshop Toolkit.

Continue to be a champion for Care Maps in your community. 
Talk to anyone who will listen. This will help strengthen your 
community’s capacity to support caregivers and care recipients.
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Section 7

Appendix

APPENDIX A: LIST OF DOCUMENTS INCLUDED  
IN THE ATLAS CAREMAP COMMUNITY  
WORKSHOP TOOLKIT

Name of Document File Type

Quick Start Guide PDF

Atlas CareMap Fact Sheet PDF

Coordinator Guide PDF

PowerPoint Presentation PowerPoint

PowerPoint Presentation Resources PDF

PowerPoint Presentation Speaking Notes PDF

Discussion Activity PDF

Checklist (IN-PERSON) PDF Form

Checklist (ONLINE) PDF Form

Poster Template PDF Form

Invitation Template PDF Form

Funding Request Template PDF Form

Confirmation Email Template (IN-PERSON) PDF Form

Confirmation Email Template (ONLINE) PDF Form

Agenda Template PDF Form
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Name of Document File Type

Attendance Sheet Template (IN-PERSON) PDF Form

Attendance Sheet Template (ONLINE) PDF Form

APPENDIX B: LIST OF DOCUMENTS INCLUDED  
IN THE ATLAS CAREMAP TOOLKIT

Invite your participants to download the free Atlas CareMap Toolkit 
from the Pallium Canada’s website. It includes the following.

Name of Document File Type

How to Create an Atlas CareMap PDF

Atlas CareMap Building Questions PDF

Sharing Your Atlas CareMap with Family and Friends PDF

Sharing Your Atlas CareMap with Health Care Professionals PDF

Atlas CareMap Definitions PDF

Atlas CareMap Fact Sheet PDF

Community Resources for Caregivers PDF
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