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MINDFULNESS WORKSHOP PLANNING GUIDE 

 

Workplace wellness is an important part of running a business; the importance 

of providing activities and support can help your business be a more 

productive, happy, and profitable place. 

 

One activity is organising a mindfulness workshop. To get the most of out if, 

here is a 20-point step-by-step guide to help make it a success.  

 

1. Define the Objectives: Determine the purpose of the workshop. Are you 

aiming to introduce mindfulness techniques, provide stress reduction 

strategies, or enhance overall well-being? Clear objectives will guide your 

planning. 

 

2. Choose a Format: Decide on the workshop format. Will it be a single session 

or a series of workshops? Consider the optimal duration for each session, 

usually ranging from 1 to 2 hours. 

 

3. Select a Facilitator: Choose a facilitator who is experienced in mindfulness 

practices and skilled in leading workshops. This could be an internal expert or 

an external mindfulness instructor. 

 

4. Set a Date and Time: Select a date and time that works well for the majority 

of participants. Ensure that the chosen time aligns with work schedules and 

allows attendees to fully engage. 

 

5. Secure a Venue: Choose a quiet and comfortable space that can 

accommodate participants comfortably. If the workshop is virtual, ensure that 

the chosen platform supports the interactive aspects of the session. 
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6. Create an Agenda: Develop a detailed agenda outlining the workshop's flow, 

activities, and timing. Include breaks for participants to relax and stretch. 

 

7. Promote the Workshop: Use email, posters, internal communication 

channels, and social media to promote the workshop and encourage employee 

participation. Highlight the benefits of mindfulness and what participants can 

expect. 

 

8. Provide Materials: Prepare any necessary materials, such as handouts, 

guided meditation scripts, or visual aids, to support the facilitator and 

participants. 

 

9. Gather Supplies: If needed, gather any props or supplies that will enhance 

the workshop experience, such as cushions, blankets, water jugs/cups. 

 

10. Registration: Set up a registration process for participants to sign up. This 

helps you estimate attendance and plan accordingly. 

 

11. Practical Practices: Pre workshop start, go over fire exits (if it’s not your 

place of work), toilet locations, put on a name badge/lanyard and turn off 

mobile devices. 

 

12. Opening and Introduction: Begin the workshop with a warm welcome and 

an introduction to mindfulness. Explain the goals of the workshop and the 

benefits of practicing mindfulness. 

 

13. Mindfulness Exercises: The bulk of the workshop should involve guided 

mindfulness exercises. These can include focused breathing, body scans, 

mindful eating, and other techniques. 
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14. Group Discussions: Provide time for group discussions where participants 

can share their experiences, insights, and challenges related to mindfulness. 

 

15. Interactive Activities: Include interactive activities that engage participants 

and reinforce mindfulness concepts. These could be partner exercises, mindful 

movement, or gratitude practices. 

 

16. Q&A Session: Allocate time for participants to ask questions about 

mindfulness techniques, their experiences, and how to incorporate 

mindfulness into their daily lives. 

 

17. Closing Reflection: Conclude the workshop with a brief reflection on what 

participants have learned and experienced. Discuss how they can continue 

practicing mindfulness beyond the workshop. 

 

18. Provide Resources: Offer resources such as recommended books, apps, or 

online courses that participants can explore for further mindfulness practice. 

 

19. Feedback Collection: Gather feedback from participants to assess their 

satisfaction with the workshop and to identify areas for improvement. 

 

20. Follow-Up Communication: Send a follow-up email thanking participants 

for attending and reminding them of the mindfulness techniques they learned. 

 

21. Continued Support: Consider offering ongoing mindfulness sessions or 

resources to support participants in maintaining their mindfulness practice. 

 

Remember that a successful mindfulness workshop provides a safe and 

supportive environment for participants to learn and practice mindfulness 
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techniques. It's essential to create an atmosphere of openness and non-

judgment throughout the workshop. 

 

If it is a virtual one and you want to record it; you need to make people aware 

so they can hide their profiles if they don’t want to be visible. 

 

A workshop in isolation is a great start to introduce people to mindfulness, 

having a series of plans that take your staff through exercises, experiences, and 

challenges; can provide more long-lasting rewards. 

 

Please reach out for support if you want a strategy in place for workshops. 
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