Trainer Checklist
Here is a brief checklist to consider as you plan and prepare for your training.

The Weeks Before The Training

· Contact your co-trainer (if you have one) and confirm all logistics such as meeting time, place, hotel, travel etc.

· You should have an on-site contact person. Of course you might be your own contact person. Communicate directly with that person by email or phone. Confirm all logistics such as meeting time, place, hotel, travel etc. Confirm that materials will arrive as you have planned. Materials will include the training manuals, poster kits and Drucker books.

· Make sure that food service is provided or otherwise attended to. 

The Day Before The Training

· Contact your co-trainer (if you have one) and confirm all logistics such as meeting time, place, hotel, travel etc. Make sure they are coming. Be prepared to teach all modules if your co-trainer does not show. 
· Contact your on-site person and again confirm all logistics. Have a land or cell phone number for that person should they be needed the evening before the scheduled training.
· Check the room set up:  If you (hopefully) arrive the night before the training or if local, some time the day before and especially if you have never been to the place whether a hotel or agency, please check the location out. Rarely is the training site as you envisioned it. At least you will have some time to make changes or fix up the site and check if all equipment and materials are there.

Assure that the tables are arranged in a way that allows for easy interaction.  

      Avoid rows.  Some ideas:  

Rectangular Tables:  Use a U-shape when using rectangular tables so people may see and hear each other easily.  Put some chairs on the inside of the U so that people can easily move into small groups using both sides of the tables.  Or set the tables up in several squares so that people may see the instructor easily, but may also work easily in small groups.

Circular Tables:  If these are available they automatically allow for small group work without people moving from their seats.
·  Check all equipment.  Make sure it works. Try to set up the night before, or get in early. If the equipment belongs to the site, make sure someone is on hand who knows how it works and can demonstrate how it operates to you.  Make sure there are extra bulbs!  Have anything you use on overheads or power-points as a hand-out in case the AV equipment doesn’t work. 
· Check materials. Check version of manual and if copied by a third party, check the contents to make sure its right. Make sure you have copies of the evaluation forms. This is almost always forgotten.
· Prepare puzzle exercise prior to the training. Cut up the puzzle posters and put into manila envelopes. This take some time so do not wait until the last minute.

 Materials

· Training Manual -The training manual must be the current edition. The manual should have tabs, appendices and be in a three ring binder. Prepare your manual similar to the one you have received as part of this training program. 

· Poster Kit -An initial Poster Kit is provided to you for your field training. The posters also appear in your training manual. It is your responsibility to have future posters prepared at a printer of your choice.

· Drucker Books 
Before beginning the session, organize all of your training materials:

Prepare newsprint charts that you will need.

Lay out hand-outs or other materials so that they are easy for you to find and distribute.

Equipment and Supplies
Equipment needs will vary according to your training.

· Laptop computer

· Overhead projector

· LCD projector

· Microphone

· Extension cord or power strip

· Easels – one per group of 5+

· Easel pads

· Evaluations

· Markers – different colors

· Scissors

· Non-permanent glue

· Tape for easel sheets/newsprint-tape to not peel paint

· Toys/gifts/from dollar store-reward participation

· Props

· Sign In Sheets

· Snacks

Things that Will Go Wrong If Not Checked – All These Have Happened

· Agency doors locked until ½ hour before the start of the training.

· Training location changed, non-one notified and cannot find.

· Training manuals did not arrive.
· Wrong manuals sent, manuals not properly prepared or double sided copying
· Manuals made for 2 or 3 persons to “share”.
· Training location without table, chairs, and easels.
· Drucker books not ordered or didn’t arrive.
· No provision made for coffee, snacks or meals.
· Room too big or too small or room not suitable for training.
· Additional people show up who were not scheduled.

· Trainer flies across county without checking that training had been cancelled.
· Co-trainer sick or unavailable and doesn’t show up. You are notified at last moment or not at all.  
