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	The training ‘brief’


The role of the person responding to a request for training can be a precarious one. Consider the following points when negotiating with a commissioning agency to deliver a workshop on the Good Enough Guide. 

1. Gather as much information as possible about why the agency or agencies have requested the training. 

· What are their objectives? 

· What outcomes do they want to achieve?

· What is the time limitation on preparing the training?

· What budget is available?

· How many people need to be trained? Where?

2. Ask for a named person to communicate with, this person will be the contact person in the agency and will be responsible for all matters relating to the workshop (even if practical issues are delegated). 

3. Send out a learning needs assessment questionnaire (see tool 3)

4. Set the objectives for the learning event and ensure that agency agrees. 

5. What consideration have the agency given to the evaluation process?

· Will managers be involved? 

· Do the organisation want feedback on staff attending the training?

6. Draw up a preliminary training agenda (see tool 2: A draft agenda) for approval by the hosting agency. This should include the aims and objectives, your understanding of the target group, training approach and activities, budget and venue needs, resource items and staffing implications.

7. Get agreement from the hosting agency on the draft agenda.

8. Prepare for the event using the checklists (tools 5 and 6)

9. Write a detailed plan of your sessions including methods, timings, handouts, activities and resources. 

10. Deliver the training! 
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