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Checklist 
Ensuring you deliver a successful Occupational Therapy (OT) Week is like most things in life, 

all in the preparation. Use this checklist to help you plan your involvement in this year’s OT Week. 

□

Inform your employer of the OT Week dates 

□

Enlist support from your colleagues
□

Arrange an informal brainstorm meeting. Make sure your ideas are creative but doable

□

Allocate OT Week tasks Share out the responsibility and the fun

□

List what resources you need to run a successful OT Week and how to get hold of these resources

□
Do your research now! Ask your employer permission to set up a display stand/notice in your main reception, during OT Week

□
Find out what permission and procedures you need to follow to conduct any promotional 
activities in public areas such as shopping centres, libraries, train stations, etc

□
Find out if there any local community events taking place during OT Week. You may be able to get a stall, do a demonstration or consultation at this event

□
Find out how you can speak at local group meetings such as WI, parents and toddler groups, 
Round Table/Lion Groups 

□
Speak to your local regional committee to see if you can link in with other OT departments’ 
promotional activities

□
Get contact names of the local press reporters and community website web masters to 
send press releases and OT Week date notices

□
Speak to the editor of your in-house magazine/newsletter to see if it is possible to do a feature on your department in the issue covering OT Week

□
Get names of your local careers teachers to see if you can do any talks on OT at their school 
during OT Week

□
Get contact details of service commissioners and local politicians and find out what their 
areas of interests are, so you can ensure you tailor your correspondence 

Don’t forget, getting involved with OT Week will provide evidence for your CPD portfolio. Visit  www.cot.co.uk/otweek to find out more. 

