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TOOL #3: Onboarding Package for NbS 101 for Journalists
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Tool #3.1. Checklist for recruiting participants
☐ Compile a long list of potential participants with your Co-Design Team, incl. information on how to reach them (personal e-mail, social media, via editorials, etc.)
☐ Compile a list of online platforms and channels (social media, newsletters, websites) that you may use to promote your event (if you would like to open up the recruitment process) 
☐ Create a flyer of the event, incl. main information (date, time, venue, key speakers, how to register?) and a short introduction that may serve as a teaser. Create versions & formats that match the platforms that you will use for the recruitment process.
· For instance, the Hungarian NbS Hub was primarily inviting participants via e-mail and prepared this PDF flyer to announce the NbS 101 workshop (“Masterclass”).
☐ Create a simple online registration form, incl. following information as a minimum:
· name
· organisation/newsroom 
· contact information (e-mail, phone)
· dietary needs
· questions & comments to the organisers
· data protection policies & consents
☐ Launch registration at least 3-4 weeks ahead of the event
☐ Follow the number. of registered participants regularly – make sure to close the registration if places are filled (you may allow for slight overbooking) and make additional recruitment efforts if needed.
☐ Confirm registrations promptly and share with them the onboarding information & survey (see below Tool #3.2 & Tool #3.3)

Tool #3.2. Onboarding information 
The Onboarding information confirming participants' registration should include:
☐ An Introduction 
· of the goals of the workshop (understand NbS; learn new techniques to produce compelling environmental stories)
· of the organisers & sponsorship (who is the host / Hub, its activities and people, who are the sponsors?)
· of the participants
☐ A Draft Agenda, incl.
· the approximate schedule
· names and headshots of the invited experts/speakers/instructors 
· logistics information (where, how to get there, availability of public transport/parking)
· amenities (food, networking opportunities)
· contact information for questions
☐ The Onboarding Survey, incl.
· the link to complete it,
· information on how long it will take,
· what you will do with the information (analyze it to give overall information to the group, help assure that we meet your needs and expectations),
· deadline for completion

Tool #3.3. Onboarding survey
A sample version of the onboarding survey is provided as a Google Form here.
Although this is an editable version, PLEASE NEVER USE IT DIRECTLY OR EDIT IT!  Instead, feel free to MAKE A COPY TO WORK WITH, TRANSLATE, AND ADAPT TO YOUR CONTEXT!
The onboarding survey should, of course, be tailored to your audience, workshop contents, relevant local challenges, and objectives, so questions may be changed, added, or removed.

Tool #3.4. Follow-up Action List for Onboarding
Organizers should provide the following feedback to participants when they complete the survey:
☐ Respond and thank them for completing the survey.
☐ Send them a Mystery picture. This should be a picture of an NbS or a degraded landscape from your neighborhood that captures either a core environmental issue or a nature-based solution to one. The caption should intrigue and focus on the goals of the workshop, e.g., “This photo illustrates the kind of solutions nature can provide. Can you guess how? And where was this taken?”
☐ Recap the logistics, particularly if anything has changed.
☐ Attach any preliminary glossary you will use in the workshop.  It should list the 10 terms you will talk about in the workshop. Add an introduction like this to help put the terms in perspective: “We all know how different words mean different things in different contexts. These are terms you may be familiar with from this or other contexts, and we will use them to have specific meanings.  Welcome to our world!”
· For instance, in the case of  the NbS 101 for Hungarian journalists workshop, we have selected the following terms: Biodiversity; Climate adaptation; Climate mitigation; Ecosystem; Ecosystem services; Resilience; Erosion; Deflation; Nature-based solutions; Natural water retention; Drainage; Green and blue infrastructure; Urban green space; Rain garden; Habitat restoration
· When it comes to the definition of NbS, please always make a reference to the Definition of NbS by the 5th United Nations Environment Assembly (UNEA 5.2), even if there are locally relevant adaptations.
☐ Who’s Who guide to the Workshop:  Put together a page of pictures and bios of the invited experts, with short but significant highlights of their areas of expertise, a link to their LinkedIn profile if they have one – all designed to position them as trusted sources and give the participants a sense of coming into a familiar space.
· See e.g the last page of the Programme Guide created for the Hungarian NbS101 for Journalists workshop.

Tool #3.5 Guidance for interpreting the onboarding information
The Co-Design Team should look at the results together as a group to get a sense of the workshop audience.
Use Part 1 to understand how much experience the participants have, and how that might impact the tools you use, in light of their capacities and experience. For example, those who have been in the field for one to two years have experience post-COVID; while those who are in the field three to five years were in the field during COVID, and those in the field longer were trained in a pre-COVID mode. This probably impacts how much they rely on face-to-face versus online interactions, as well as the type of work tools and social media they may be familiar with.
Use Part 2 to balance how much basic information you will need to give to make sure all of your audience understands what you are talking about. Since the environmental challenges listed here are well known, you can assume that someone who ticks the box that they are not familiar with an issue could be easily reflecting that (s)he simply doesn’t want to say that they don’t think the issue is important.
In addition, look at what issues your audience considers most important and see if you can relate them to NbS in your country. Use them as examples where appropriate. If you see significant differences between what they think is important and what they think is important to their audience, it is worth thinking about whether you can help them see the impacts of those issues on their audience.
Note carefully those items that they think are things that something can be done about, and see if you can connect them to NbS in your country. More specifically, if you have scientists or practitioners who do have significant solutions that they can recommend, make a point of introducing those individuals to each other as well as promoting those solutions in networking and dialogue. You can also use them specifically as illustrations of how to use trusted sources.
Use Part 3 to provide important information for you in understanding the expectations of your audience.  It should be a guide to help you balance your agenda and determine how much time you want to provide for networking.  It will be further clarified when you discuss the survey results and explain the agenda to bring the expectations in line with what you plan to (and can) accomplish in the workshop. It will also help you gauge whether you want to send more information about NbS – like fact sheets on specific NbS in your country in specific landscapes (agriculture, forests, urban, fragile ecosystems, riverbanks, etc.) and resources before the workshop or whether you want to keep them to send afterwards. In case the workshop is combined with NbS site visits, fact sheets about each site can be shared as a follow-up.
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