Pre-course checklist
You can print and use this pre-course checklist whenever you prepare or organise a training event to make sure you have not forgotten anything. There is space provided for other items you may need to take into consideration. Use the second column to tick each item once you have completed its preparation.

	Pre-course documentation


	√
	Invitation letters/ Letter to participants/ Joining instructions
Training materials prepared: workshop plan, trainer materials (OHTs, diskettes, CD-Roms, etc.) handouts, etc.
Other:



	Location details


	
	Room booking: training room, break rooms

Comfort: temperature, air conditioning, light, acoustics

Food, refreshments organized

Equipment:

Seating arrangements

Training equipment

Video, screen 

Flipchart and pens

Overhead projector

Computer equipment

Participant’s materials organized:


Handouts, etc.


Name cards, paper, pens


Course evaluation forms



Any other materials to be used (books, etc.)

Other:



	Preparing


	
	Examine training materials: parts you need to read in more detail

Timetable: is your timing realistic? How can you avoid rushing things?

Participants: have they confirmed their participation? Are there any issues?

Meet and plan with co-trainers

Reconfirm location, facilities

Other:



	On the day


	
	Trainer materials available. 

Room arranged according to plan

Comfort

Materials available.

Equipment checked and working

Food, refreshments available

Availability of coffee-break areas

Details of the logistics of venue and event available; fire drill, locations of food, refreshments, toilets

Other:



	Ready to start


	
	Computer ready (if using slides), OHP and OHTs ready (if using these)

Opening remarks prepared

Ready to discuss course aim and objectives, rationale within the larger teacher education context

Ready to introduce clearly self and co-trainers

Ready to discuss briefly logistics of venue and event

Ready to build participants involvement and ownership of learning

Other:




(Adapted from Thorne & Mackey, 2003: 232)
