Preparing for SET
2 Months Out

· Visit with local steering committee

· Go over logistics for training, verify location

· Verify the dates for all sessions. Prepare handout for participants.  

· Who is being invited?  Who is responsible for invitations? 

· Are attendees being asked to register?  

· How many participants are registered? What type of marketing are they using?

· If meeting face-to-face, visit location; if not, get information on the venue.
· Can you post things on the wall?

· What type of tables – round or rectangle?

· Lunch in the room or different room?

· Discuss the homework/preparation that the team needs to make for the training.  They should come prepared with:
· A history of planning in this region 
· Copies of any “community profiles” that have been prepared 
· A copy of their current regional plan, if they have one

1 Month Out

· Follow up with local contact

· How are registrations coming?

· Do they need to make personal contacts? 

· Have any questions/concerns been raised? 
· Get name of registrants, send out email.
· Confirm date, time, location

· Go over what they should expect, their responsibilities

· Introduce the training team if not already done 

· Confirm food and beverages, if being provided, with local host team

Two Weeks Out

· Follow up with local contacts for any last minute issues

· Confirm attendees

· Produce final set of materials for Modules – Participant’s Manual, handouts, Pre-Assessment survey, etc. 

Preparation for Workshop

· Computer and projector (arrange back up for both)

· Power bar, extension cords

· Load the PowerPoint and also have on flash drive as backup

· Flip charts – if using for each table have sufficient number and easels; if only using sheets at the tables, then have 2-3 pads

· Masking tape to post sheets on the wall

· Markers for flip charts

· Large post-it notes and black sharpies  (these will be used for the “parking lot”)

· Name tags – are you bringing or is local host providing?

· Sign-in sheet

· Workbooks and any additional handouts

Day of Training
· Arrive 1 hour before training for first session; 30-45 minutes for subsequent sessions

· Check table set-up – ideally there are rounds with 4-6 chairs or rectangles set up classroom style

· Have one table for just the presenters and training team

· Have a couple of extra tables

· Have a sign-in table

· Set up computer and projector and check equipment - Have opening slide up as people enter the room

· Set up the sign-in table with sign-in sheet and name tags

· Put workbooks and any handouts on the tables, or have them ready to distribute as you need them
· Put the large post-it notes and black sharpies on the tables 

· Set up flip charts and easels if using “parking lot”

· Verify food and beverage arrangements 

· Familiarize yourself with the layout – where are restrooms? Exits? 

Post Training
· Review with local team – what worked, didn’t work?  What changes need to be made?

· Review the homework assigned for the next session.
