Team Offsite and Retreat Activities

Build an offsite around a few distinct group tasks, generous breaks, and a clear close—not a packed sequence of
icebreakers.

Host guide / Letter / 4-20 adults; use small working groups of 3-6 / Choose one or more 10-40 minute activities; sample plan is 3 hours

Read the guide privately first if this activity has hidden answers. Print single-sided at Actual size / 100%. Cut only sheets marked CARDS. Keep
answer keys with the host.

What you need
- Plain paper or shared document, pens, sticky notes or index cards, and visible agenda.
- Optional markers, a timer, and a blank wall or board.

- For outdoor options: weather-appropriate clothing and an indoor or seated alternative.

How to run it

1. Before the offsite, choose one concrete purpose for the session and select only activities that support the agenda.
Do not treat games as a substitute for work time or breaks.

2. Share the plan in advance, including start and end times, optional activities, access information, breaks, and how
remote participants can contribute.

3. At the beginning, review the session boundaries and invite participants to pass, observe, or step away. Use fictional
examples for activities that do not need real work content.

4. Run a short opening task, then give the group focused work or discussion time. Avoid stacking multiple warm-ups
back to back.

5. Leave explicit breaks and a closing block. Summarize decisions separately from ideas and open questions; do not
attribute every contribution to a named person unless agreed.

Use the half-day agenda as a flexible template

Sample three-hour block: 0—10 minutes for arrival and purpose; 10-30 for one optional opening activity; 30—40 for a
break; 40-85 for the main working block; 85—100 for a longer pause; 100—125 for one synthesis activity; 125-155 for
discussion or planning; 155-170 for breaks and private notes; 170-180 for a clear close. Adjust the agenda to the
team’s needs and add meal or accessibility breaks if required.

The activity cards below are independent. A short retreat may need only one. A longer offsite can choose two or three
across the day, with substantial working time between them. Do not use “more activities” as a measure of a
successful retreat.

Make the offsite easy to join

Send the schedule, materials, location or call details, access instructions, and participation options ahead of time. For
hybrid events, name who will watch chat, repeat comments from the room, and share written materials. Test only the
equipment you need; do not require a camera for remote participants.

Mark optional segments and quiet breaks clearly. Let people join late or leave early when feasible, and provide a text
or seated option for activities involving standing, walking, or writing. Avoid collecting personal stories as proof of
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participation.

Separate work decisions from games

If an activity produces ideas or a plan, label the artifact as a draft and set a separate process for deciding what to do
with it. Do not treat a game result as a vote on personnel, team effectiveness, or a real project unless the group
explicitly agreed to use it that way.

For real work topics, ask before recording notes and do not place confidential information into fictional activity cards. If
the group needs a decision, use a clear agenda item with decision owner, scope, and next steps.
Printable host sheet

Before: choose purpose, one activity, a break plan, and remote access. Start: explain what is optional and what will be
captured. During: show the timer, make instructions visible, and pause between blocks. End: summarize decisions,
open questions, and follow-up owners only where agreed.

Close with: “We are finishing this block now. You may share one useful detail, leave a question for later, or pass. The
written summary will separate confirmed decisions from ideas still under discussion.”

Choose an activity by energy and format

Use a paper or text-based activity when the group wants a quiet shared artifact. Choose a standing or outdoor option
only when the room, weather, and access needs make it suitable. For a hybrid group, prefer a shared document and a
facilitator who can bring remote comments into the room.

The activity descriptions provide setup and time ranges, but they are not researched measures of engagement. Hosts
should shorten or skip a task if people need more break time or the agenda changes.
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CARDS / Team Offsite and Retreat Activities

WG03-001 / Offsite activity WG03-002 / Offsite activity
Sort the session board Build a pause menu
WG03-003 / Offsite activity WGO03-004 / Offsite activity
Choose the session sequence Fictional project assumptions board
WG03-005 / Offsite activity WGO03-006 / Offsite activity
Walk-and-notice, with seated option One-page decision brief
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CARDS / Team Offsite and Retreat Activities

WG03-007 / Offsite activity WGO03-008 / Offsite activity
Shared symbol set Close with three columns
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Host answer key

Keep this section separate from player cards. Accept equivalent wording where the meaning matches.

01. Group: 4-8. Materials: 12 index cards and a board. Time: 20 minutes. Write one
current agenda topic per card, using only information the group may record.
Together place cards under “decide today,” “explore,” “ask someone,” or “later.”
Each person can move one card and explain the choice or pass. Photograph or
copy the board only with group agreement.

Use for a real agenda only with consent; otherwise use fictional topics. This activity does not decide who owns a task.

02. Group: 4-12. Materials: paper and markers. Time: 15 minutes. Draw three
columns: quiet, movement, and informal conversation. Invite volunteers to suggest
one optional break idea for each column. Circle two choices that are practical for
this offsite and include one quiet alternative.

Do not ask people to disclose health or access needs publicly; allow private requests and skip any unsuitable option.

03. Group: 3—-6. Materials: 8 cards with agenda blocks: welcome, context, focused
work, break, small-group discussion, lunch, synthesis, and close. Time: 20 minutes.
Arrange the cards into an order for a fictional three-hour retreat; assign time ranges
that add to 180 minutes, then check that breaks remain.

No single sequence is correct. This is an agenda design puzzle, not a judgment of the team.

04. Group: 4-8. Materials: three columns on paper: known in the scenario, assumed,
and open question. Time: 25 minutes. Read a short fictional brief such as “A
neighborhood library wants a new event sign.” Ask the group to place each
statement in a column, then add two questions that would matter before acting.

Keep it fictional; do not turn the exercise into an evaluation of someone’s current project.

05. Group: 3—-10. Materials: no equipment; optional paper. Time: 15 minutes. Invite
volunteers to take a short route around the meeting area and note three
non-personal details such as signs, light, or seating. Others can remain seated and
inspect a host-provided room sketch. Return and make a shared list of
observations.

Check weather, route, and step-free access first. No photography or personal-space inspection is needed.
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06. Group: 3—-6. Materials: one sheet of paper. Time: 25 minutes. Choose a fictional
question such as “Which of three display formats should a community event use?”
Divide the page into question, options, criteria, unknowns, and next step. Fill each

box with one short phrase and mark any unresolved item.

The page is a practice artifact, not a real decision record. Keep unresolved choices visible.

07. Group: 3—-6. Materials: paper and markers. Time: 20 minutes. Imagine a retreat
map with four zones: work, break, food, and quiet. Agree on a simple icon for each
zone, then draw a key. Test whether the icons are distinguishable at small size by
viewing the page from another seat.

Participants can describe symbols instead of drawing. Do not claim the icons are accessibility-tested.

08. Group: any size. Materials: shared document or sticky notes. Time: 15 minutes.
Create headings “keep,” “question,” and “next.” Invite each person to add one
optional note or leave the board blank. The host reads themes without naming
contributors unless they agree. Close by stating what will happen to notes.

Do not promise follow-up action unless an owner and date are agreed separately.
Hosting questions

How many activities should an offsite include?

Choose only what serves the agenda. The sample half-day includes one opening activity and one synthesis block,
with generous breaks and work time.

Are these retreat activities run by a provider?

No. These are self-run instructions for an in-house host; the page does not provide venue, booking, travel, or
facilitation services.

Can a remote participant join?

Yes, if the host shares materials and offers a clear voice or text path. A hybrid plan should name who will bring remote
contributions into the room.

Do the activities guarantee a productive offsite?

No. They are optional group tasks. The host should adjust or skip them based on the agenda and participant needs.

Original Al-assisted resource with Al editorial review. Independent human playtesting and physical printing have not been completed. Answer,
listen, or pass.
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