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	Format for a training report


Context for the training deployment

This section should include: 

· Who was responsible for commissioning the training and hosting the training

· When and where the training was held

· Who was responsible for organising the training at the field level

· Who was responsible for delivering the training

· How many trainings were held, for how long

· Key recommendations for future deployments

Country context 

This section should include: 

· A brief history of the current emergency

· Key issues that may impact on how accountability and impact measurement are implemented

· A brief explanation of current practice

The training

This section should include: 

· Number and profile of participants

· The objectives of the training

· Specific key recommendations by session

· General key recommendations (headings might include: effectiveness of the preparation phase, negotiations with the hosting agency, the agenda, the venue, logistics, participant selection, language issues, guest speakers, resources, support for the training team)

Appendices

· The agenda

· Participants’ contact details

· Summary of participant evaluation
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