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	Checklist for organizing a training


The following provides a step-by-step guide to running a training course. If you are running an isolated session the preparation will probably not need to be so extensive, particularly with regard to the venue. 

Step one

· Assess staff learning needs 

· Decide on the type of learning event (the stand alone module, a sensitisation training for senior managers, integrated into another training)

· Discuss the cost and available budget

· Fix a date for the training
Step two

· Draft a list of potential participants

· Decide who will invite the participants 

· Invite participants and inform them when and where the training will take place

· Follow up with phone calls if no response after one week

· Order copies of the Good Enough Guide

· Send out the pre-course assignment (if applicable)
Step three

· Identify and book the training venue

· Organise catering facilities 

· Book a screen, data projector and lap top if venue is providing

· Purchase any training stationary

· Organise travel arrangements for participants
Step four

· Confirm the trainers (this may include specialists)

· Prepare agenda and amend session plans as needed
· Brief trainers on timing and content

· Prepare name tags and room

· Prepare handouts and any other photocopies

· Prepare participants certificate of attendance 
· Prepare the evaluation form 
At the training

· Register participants (so you have a training record)
· Deliver the training

· Document outputs from group work

· Evaluate
After the training

· Write a report including lessons learned

· Share report with interested parties

· Do final budget 

· Relax!
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