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WPCredits Community Contribution

Replicable Guide: WordPress + Gutenberg
Workshop for Teen Girls

A community contribution model that enables others to organize, facilitate, and
document the workshop

Base version: 3 days - 1 hour per day - in-person format using computers - focused on digital safety, content creation,
responsible publishing, and a first experience with WordPress and Gutenberg.

Expected Outcome

By the end of the workshop, each participant will have a free WordPress site with an “About This Blog” page, two posts, basic
navigation, a reviewed mobile view, validated privacy settings, and a brief final presentation.

This document is not intended as a record of a specific event. It is an operational kit for replicating the experience with
other educational institutions, groups of teen girls, universities, local communities, or teams within the WordPress
ecosystem.
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1. Purpose of This Document

This document turns the three-day workshop into a replicable community contribution. Its purpose is to enable a
mentor, WPCredits student, educational institution, or local WordPress group to use the base materials and deliver the
workshop to teen girls during school holidays or as an extracurricular activity.

The contribution is not limited to “teaching a class.” It consists of designing, delivering, documenting, and making
available a safe, practical, and transferable methodology that introduces new people to WordPress through a
supported learning experience.

e Reduce barriers to entry for teen girls who have never created a website.

e  Promote responsible use of WordPress and the Gutenberg block editor.

e  Connect educational institutions with the WordPress community through a practical experience.

e Generate replicable evidence: materials, checklists, authorized photographs, feedback, and a final report.

2. Overview of the Contribution Model

Suggested Name WordPress + Gutenberg Workshop for Teen Girls: “My
Workshop Experience.”

Base Duration Three one-hour sessions. These can be extended to 90-minute
sessions to include additional practice or a more complete
final presentation.

Audience Secondary school students, ideally 14 to 17 years old, with
authorization from their families or legal guardians.

Final Product A simple, safe blog built with WordPress, including a base
page, two posts, simple navigation, and a privacy review.

Contribution Type Community and educational contribution: planning,
facilitation, mentorship, documentation, and improvement of
open and reusable materials.

Evidence Work plan, attendance list, materials, authorized screenshots,
aggregated results, lessons learned, and improvement
recommendations.

3. Why This Can Be Considered a Community Contribution

The workshop’s community value lies in opening a pathway into WordPress for young people, especially teen girls who
may not see themselves represented in technology. The contributor does more than teach a tool: they create a safe
environment where new participants can learn about the open web, digital authorship, basic accessibility, and
responsible publishing.

Criteria That Strengthen the Contribution

e  Externalimpact: the activity benefits an educational community beyond the organizing team.
e Transferability: the materials are prepared so that another person can replicate the workshop.
e  Supported learning: the workshop includes live mentorship, review, and privacy safeguards.

e Responsible visibility: results are documented without exposing information about minors.
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e  Continuous improvement: each delivery produces lessons that can be used to refine the base workshop.

What Does Count as a Contribution?

e Adapting the presentations to a new educational context.

e Coordinating with an educational institution to recruit teen girls and manage permissions.
e Facilitating the sessions, answering questions, and documenting common issues.

e Creating guides, templates, checklists, forms, and safety recommendations.

e Writing a final report that measures reach and improves future editions.

What Should Not Count on Its Own?

e  Only attending as an observer without a specific responsibility.
e  Publishing sites without reviewing privacy, permissions, or authorization.

e Using undocumented materials that cannot be reused by others.

4. Possible Scope

Base 3 days x 1 hour. Participants work on a When the educational institution has
simple blog with one page and two posts. limited time or the activity takes place
during school holidays.

Expanded 3 days x 90 minutes. Includes more peer = When greater depth is desired without
review, design customization, and a turning the activity into a long course.
more complete final presentation.

Institutional 4 to 6 sessions. Includes a preliminary When the school or university wants to
session with families, a closing activity formalize the activity as outreach,
with the educational community, and an  volunteering, or a project.
institutional report.

Scalable Training facilitators to replicate the When a university, local community, or
workshop in different schools. WPCredits group wants to run multiple
cohorts.

5. Target Audience and Participation Criteria

The workshop is designed for secondary school students who want to create their first web presence in a guided
environment. No programming experience is required. Participants do need a careful, respectful attitude and a
willingness to learn step by step.

Minimum Requirements

e Have authorization from a parent or guardian, according to the educational institution’s policies.

e Have access to a computer during each session.

e Have an authorized account for using WordPress, or have the organization prepare accounts and guidelines in advance.

e Acceptthe privacy rules: do not publish surnames, addresses, phone numbers, personal email addresses, schedules,
exact locations, the school’s full name, or photographs of other people without permission.
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Suggested Group Size

e |deal: 10 to 15 participants per lead facilitator.
e With additional support: up to 25 participants, with at least one co-facilitator for every 10 to 12 teen girls.

e For more than 25 participants: divide the group into separate computer labs or sessions.

6. Roles and Responsibilities

Workshop Lead Defines the scope, coordinates with the institution, adapts
materials, facilitates or supervises facilitation, secures
evidence, and writes the final report.

Lead Facilitator Leads the session, demonstrates steps, explains concepts,
and maintains the “l show / we do it together / you do it”
rhythm.

Co-Facilitators or Mentors Support participants with access, editing, images, navigation,

and safe publishing.

Partner Educational Institution Recruits teen girls, communicates with families, validates
permissions, provides the venue, defines internal rules, and
supports the activity.

Privacy Lead Reviews consent, image-use guidelines, site visibility, and the
handling of minors’ data.

Documentation Lead Records lessons learned, incidents, material improvements,
aggregated results, and permitted evidence.

7. Educational Institution Involvement

The educational institution can actively support recruitment and the workshop’s long-term sustainability. Its role
should not be limited to providing the venue: it can also help attract teen girls, identify groups interested in technology,
communicate with families, and validate permissions.

Recommended Actions for the Educational Institution

e Select the target group: grade level, age, number of available places, and participation criteria.

e Send aformalinvitation to students and families explaining the duration, objective, final product, and privacy rules.

e Manage permissions for attendance, equipment use, account creation, and photography when applicable.

e Have aresponsible adult from the educational institution present during the session.

e Decide whether sites will remain private, use Coming Soon mode, or be made public with authorization.

e  Support the closing activity through a brief showcase, internal recognition, or institutional communication that does not
expose sensitive information.
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Step-by-Step Management Process

Phase 1: Before the Workshop

ok oDd=

8.

Select a partner institution and confirm the operational point of contact.

Agree on dates, schedule, classroom, internet connectivity, number of participants, and computer availability.
Validate policies for working with minors: permissions, photography, accounts, email use, and online publishing.
Send the invitation and registration form.

Prepare accounts or WordPress access instructions. Avoid any process that requests a payment card, paid plan, or
domain purchase.

Adapt the presentations with the workshop name, the partner institution’s approved logo when applicable, and the
organizing team’s contact information.

Create an evidence folder with subfolders for permissions, attendance, materials, authorized screenshots, the report,
and feedback.

Run a technical test using at least one account, one computer, and the network that will be used for the workshop.

Phase 2: During the Workshop

9.
10.
11.

12.
13.

Begin each session by reviewing the privacy rules and the day’s objective.

Use the “I show / we do it together / you do it” method.

Ask participants to raise their hands if they see payment screens, account lockouts, unauthorized images, or anything
that raises a privacy concern.

Record technical issues and frequently asked questions so the guide can be improved.

End each day with a checklist and a short task for the next session.

Phase 3: After the Workshop

14.
15.
16.

17.
18.

9.

Confirm that all sites use the authorized visibility setting.

Collect feedback from participants, facilitators, and the educational institution.

Create afinal report with aggregated results: number of participants, products created, challenges, improvements, and
possible next steps.

Update the materials using lessons learned from the delivery.

Record the contribution in the space designated by WPCredits or the corresponding institution.

Suggested Work Plan

4 to 6 weeks before Define the partner, scope, dates, Approved workshop brief.

responsible people, target audience, and
required permissions.

3 weeks before Open registration, confirm the computer ~ Registration form and family
lab, review connectivity, and prepare communication.
forms.

2 weeks before Adapt presentations, prepare the Workshop kit ready.

facilitation guide, and create the
evidence folder.

1 week before Run a WordPress technical test, review Validated technical checklist.

accounts, and confirm the final
participant list.
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Day 1 Create a free site and the “About This Sites created and first page reviewed.
Blog” page.

Day 2 Create the first post with a clear Post 1 published or saved according to
structure, an authorized image, a the visibility setting.

category, and tags.

Day 3 Create the second post and review the Final blog validated and closing
design, menu, mobile view, privacy, and showcase completed.
brief presentation.

1 week after Send a thank-you message, collect Final report and improved version of the
feedback, write the report, and propose materials.
improvements.

10. Technical Preparation

Venue and Equipment

e Acomputer lab with computers, physical keyboards, stable internet access, and a projector.
e Afacilitator computer already signed in to WordPress with a test session ready.
e  Backup plan: screenshots or a short video showing the key steps in case the internet connection fails.

e Aprinted or digital list of useful URLs and workshop support contacts.

Digital Materials

e Day 1 presentation: basic concepts, blogs, WordPress, Gutenberg, privacy, and the “About This Blog” page.
e Day 2 presentation: post structure, the first story, images, category, tags, and peer review.
e Day 3 presentation: the second post, design, navigation, final audit, visibility, and the closing showcase.

e Communication templates, consent form, attendance list, and final report.

11. Protecting Teen Girls and Digital Privacy
Core Rule

The blog may share an experience, but it must not reveal the participant’s private life or anyone else’s. The best protection is not
to upload sensitive information.

Information That Must Not Be Published

e Full surnames, addresses, phone numbers, personal email addresses, or passwords.

e Exact locations, schedules, routines, or information that could be used to locate someone.
e The school’s full name unless the institution has authorized it.

e Faces, names, or personal information belonging to others without explicit permission.

e  Photographs showing uniforms, license plates, ID badges, documents, or screens with visible information.

Safe Images

e Use photographs authorized by the organization or freely licensed images with permission for use.

e Whenin doubt, choose images that do not show faces.
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e  Add brief, useful alternative text: describe what matters in the image rather than repeating “image of...”.

e Checkthat the featured image does not expose personal information and is not awkwardly cropped on mobile devices.
Site Visibility
e Coming Soon: a safe option while the site is being built or still requires review.

e  Private: useful when only authorized people should be able to view the site.

e  Public: use only with institutional and family authorization, after the final review.

12. Daily Facilitation Plan

Day 1 - Create the Site and the Base Page

m

Welcome and Rules 5 min Present the objective, explain ~ The group understands the
that no programming is boundaries and the goal.
required, and review privacy
rules.

Basic Concepts 10 min Explain websites, blogs, Participants recognize the
pages, posts, and blocks structure.

using simple examples.

WordPress 15 min Sign in, create a free site, Site created or access
avoid paid options, and define = prepared.
the site name and
description.

“About This Blog” Page 20 min Create a title, paragraph, First page completed.
heading, list, authorized
image, and button.

Final Review 10 min Preview on a computer and Day 1 checklist completed.
phone; review privacy.

Day 2 - Publish the First Story

m

Sign-In and Review 5 min Confirm access and review The group is ready to edit.
what a block is and which
information must not be
published.

Story Plan 10 min Guide five prompts: favorite Content draft.
activity, what happened, a
specific detail, what was
learned, and the next step.

New Post 20 min Create a title, introduction, Post with a clear structure.
headings, details, a list or
quote, and a conclusion.
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Image and Organization

Feedback
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15 min Add an authorized image, Post organized.
alternative text, the
“Workshop” category, and 2

to 4 tags.
10 min Use “Two Stars and a Respectful improvement and
Question” for peer feedback. closing.

Day 3 - Complete, Review, and Share

_m

Second Post

Blog Design

Navigation

Final Audit

Final Showcase

15 min Create “Three Things | Post 2 drafted.
Learned” with a numbered list
and a next step.

15 min Adjust colors, readable Safe and clear visual identity.
typography, the site name,
description, and visual
elements.

10 min Review the menu: Home, Functional menu.
About This Blog, and Blog if
required by the theme.

10 min Review safety, clarity, links, Blog validated.
the mobile view, and
authorized visibility.

10 min A 30- to 45-second Celebratory closing and
presentation by each evidence.
participant or by volunteer
presenters.

13. Facilitation Methodology

The experience should feel supportive rather than evaluative. The facilitator demonstrates a step, explains it briefly,
completes it with the group, and then gives each participant time to reproduce it on their own site. This structure
reduces anxiety and helps ensure that no one is left behind.

Recommended Sequence

19. I show: the facilitator completes the step on screen while the group watches.

20. | explain: the facilitator explains what was done, why it matters, and which mistakes to avoid.

21. We do it together: the group repeats the step with guidance.

22. You do it: each participant applies a personal variation to their own blog.

23. We review: privacy, clarity, and the mobile view are checked before moving to the next block.

Supportive Tone

e Use simple, approachable language without unnecessary technical terms.

e Celebrate small achievements: creating the site, saving work, publishing carefully, or correcting an image.
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e Treat mistakes as part of the process: undoing a change, deleting a block, and trying again are also part of learning.

14. Evaluation and Contribution Evidence

Workshop evaluation should not focus on grading the teen girls. Instead, it should determine whether the experience
created a safe entry point into WordPress and whether the model was documented well enough to be replicated.

Quantitative Indicators

e Number of teen girls registered, attending, and completing the workshop.

e  Number of sites created or updated.
e Number of completed “About This Blog” pages.

e Number of posts created, saved, or published according to the authorized visibility setting.

e Number of facilitators or mentors involved.

Qualitative Indicators

e Participants’ perceived confidence before and after creating the site.

e Maintechnical questions and how they were resolved.

e |essons learned about digital privacy and image authorship.

e Recommendations from the educational institution for repeating the experience.

e |Improvements needed in the base materials.

15. How to Report It for WPCredits

For this activity to be recognized as a strong contribution, the student or contributor should report not only the
facilitation hours, but also the time spent preparing, coordinating, documenting, following up, and improving the

materials.

Type of Work Suggested Evidence

Design and Adaptation

Community Coordination

Facilitation

Mentorship

Documentation

Sustainability

Adapted presentations, session guide, technical checklist,
permissions, and work plan.

Coordination emails, recruitment materials, agreements with
the educational institution, and role list.

Agenda, attendance list, authorized photographs of the venue,
or screenshots without sensitive information.

Record of frequently asked questions, technical incidents, and
solutions applied.

Final report, aggregated feedback, recommendations, and an
updated version of the kit.

Proposal to repeat the workshop, train facilitators, or involve
new institutions.
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16. Communication Kit

Short Message for an Educational Institution

We would like to coordinate a three-day WordPress and Gutenberg workshop for teen girls. The activity is designed to
help participants create a simple, safe blog while learning about responsible publishing, digital privacy, and organizing
content on the web. The educational institution can support the initiative by inviting students, communicating the
activity to families, validating permissions, and providing the workspace.

Short Message for Families

During the workshop, participants will learn to create a free WordPress site. The approach will be educational and safe:
no personal information will be published, no domains will be purchased, no payment cards will be used, and all
images must be authorized. The site’s visibility will be defined by the organization and reviewed before the workshop
ends.

Short Message for Participants

In three sessions, you will create a small blog to share a learning experience in your own voice. You do not need to
know how to code. We will work step by step using blocks, authorized images, and privacy rules so that your site is
clear, attractive, and safe.

17. Risks and Mitigation Measures

_

Payment or Domain Screens State from the beginning that nothing will be purchased. If a
plan screen appears, the participant should raise her hand.

Email or Access Problems Run a test in advance, prepare authorized accounts, or define a
recovery guide.

Unstable Internet Connection Keep backup screenshots, reduce image file sizes, and prepare
an offline drafting activity.

Publishing Sensitive Information Use a privacy checklist in every session and review content
before publishing or sharing links.

Using Images Without Permission Provide a library of authorized images or reviewed institutional
photographs.
Group Is Too Large Divide participants into subgroups or ensure that enough co-

facilitators are available.

Different Skill Levels Use a guided pace and mentor support; do not move forward
until critical steps have been confirmed.

18. Deliverable Materials

e Replicable workshop guide.

e Day 1 presentation using the WPCredits template.
e Day 2 presentation using the WPCredits template.
e Day 3 presentation using the WPCredits template.
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e Technical preparation checklist.
e  Privacy and safe publishing checklist.
e Finalreport template.

e Feedback form for participants and the educational institution.

19. Operational Appendices

Preparation Checklist

e [IDates and times confirmed.

e [ Computer lab, internet connection, and projector validated.
e [JParticipants registered and permissions obtained.

e [1Authorized accounts or email addresses defined.

e [JPresentations adapted.

e [1Evidence folder created.

e [JAuthorized image library prepared.

e [JSupport process defined for access issues.

e [IPrivacy rules printed or displayed.

e [IClosing and reporting plan agreed upon.

Final Blog Checklist

e [JIt has a name and description.

e [The “About This Blog” page exists.

e [Jlthas afirst post about a favorite activity or experience.
e [Jlt has asecond post describing three lessons learned.
e [Jltusesavariety of Gutenberg blocks.

e [Jlmages are authorized and include alternative text.

e [IThe category and tags organize the content.

e [1The navigation makes the main content easy to find.

e [1The mobile view has been reviewed.

e [JIt contains no sensitive personal information.

e [Jltsvisibility matches the authorization received.

e [IThe participant saved the link to her site.

Minimum Structure of the Final Report

24. Activity name, date, location, and partner institution.

25. Objective and scope implemented.

26. Number of participants registered, attending, and completing the workshop.
27. Facilitation team and roles.

28. Summary of each day and products created.

29. Permitted evidence and privacy safeguards.

30. Challenges encountered and solutions.

31. Feedback received.

32. Improvements proposed for future editions.

33. Recommendation for replication or scaling.
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20. Alignment References

This guide aligns with the WordPress Credits approach: practical learning, mentorship, documentation, and structured
contributions from educational institutions to the WordPress community.
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