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	Checklist for the training venue


If you can visit a venue before committing to using it you can avoid some nasty surprises! 

At the training site you should check the following:

Training site

· Is the venue secure
· Is it easy to access (including access for impaired people)
· Is there secure parking

· Is there a back-up power supply

· Do you have to share the centre

Training rooms
· Does the training room have natural lighting and ventilation?

· Is the training room large enough?
· Are there breakout rooms / space for running practical exercises?
· Can the seating be re-arranged to suit?
· Comfortable seating and good tables?
· Is it quiet enough (traffic, aircon, rain, etc.)

· Is lighting sufficient and controllable?

· Can the room temperature be controlled?
· Is there wall space to put flipcharts?

· Enough power-points or cables

· Is the room secure overnight / during breaks

Will you have access to:
· Photocopier (what volume and cost)

· Phone

· Internet

Training equipment provided
· Flip chart paper and stands

· Data projector

· Extension cables

· Good quality screen (or wall)

· Are training supplies available (consider markers - for paper / whiteboard – post-its and cards – tape…)
Catering

· Are tea and coffee breaks catered for

· Where will the breaks be

· Are lunch arrangements OK

· Are the costs reasonable

· Are special meals available if needed
Adapted from: IRC Security Guide 2001
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The Good Enough Guide Training Module

www.ecbproject.org/the-good-enough-guide
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