Developing, Presenting and Evaluating a TB Training Program(Action Plan

Program Name
Team Members: (Name, Title)

Date

	TIMEFRAME
	STEP/

ACTIVITY
	DESCRIPTION
	RESPONSIBLE

PERSON
	DUE DATE
	DATE

COMPLETED
	TOOLS

	

	NEEDS ASSESSMENT
	STEP 1.
	DETERMINE TRAINING NEEDS
	
	
	
	

	PRE-COURSE

TASKS:
	1-A.
	Collect clinical, epidemiological, and sociological data regarding TB in your jurisdiction.
	
	
	
	

	6 months prior to course
	1-B.
	Decide if a formal needs assessment is required and what approach you will use.
	
	
	
	

	
	1-C.
	Develop a survey form/questionnaire/or develop interview questions (for focus groups).
	
	
	
	Needs Assessment Survey

(Tool #5)

	
	1-D.
	Compile a list of individuals or groups to be surveyed.
	
	
	
	

	
	1-E.
	Determine how the survey will be distributed, the due date, and a method for follow-up.
	
	
	
	

	
	1-F.
	Arrange times and places for focus groups if any will be held.
	
	
	
	

	
	1-G.
	Draft a cover letter (for the written survey) and invitation letters (for focus groups and interviews).
	
	
	
	

	TIMEFRAME
	STEP/

ACTIVITY
	DESCRIPTION
	RESPONSIBLE

PERSON
	DUE DATE
	DATE

COMPLETED
	TOOLS

	
	1-H.
	Mail the survey and, if appropriate, make it available on your organization’s website.
	
	
	
	

	6 months prior to course
	1-I.
	Contact focus groups invitees by phone to confirm their participation, and schedule interviews with key informants.
	
	
	
	

	
	1-J.
	Conduct focus groups and interviews.
	
	
	
	

	
	1-K.
	Tabulate, analyze and document the responses.
	
	
	
	Needs Assessment Survey Summary 

(Tool #6)

	
	1-L.
	Use the results to set priorities and determine training needs.
	
	
	
	

	

	ACTION PLAN/CHECKLIST
	STEP 2.
	CREATE AN ACTION PLAN/CHECKLIST FOR DEVELOPING AND CONDUCTING THE TRAINING.
	
	
	
	

	PRE-COURSE TASKS:

5 months prior to course
	2-A.
	Select a date for the training.
	
	
	
	

	
	2-B.
	Design or adopt a checklist or action plan framework to use as a planning tool.
	
	
	
	Training Program Checklists

(Tools #1 - #4)

	
	2-C.
	Determine who will be accountable for accomplishing each activity or task, and enter names on checklist.
	
	
	
	


	TIMEFRAME
	STEP/

ACTIVITY
	DESCRIPTION
	RESPONSIBLE

PERSON
	DUE DATE
	DATE

COMPLETED
	TOOLS

	

	5 months prior to course
	2-D.
	Develop a timeline with start dates and due dates for each activity, and enter the dates on the checklist.
	
	
	
	Training Program Checklist

(Tool #1)

	
	2-E.
	Create a master calendar, organized by date, that shows the due dates for tasks in all categories.
	
	
	
	

	
	2-F.
	Distribute the checklist and calendar to those responsible for one or more activity or task.
	
	
	
	

	
	2-G.
	Update the checklist and calendar throughout the training production period to reflect completed activities or revised deadlines.  Distribute the updated calendar to keep everyone apprised.
	
	
	
	

	

	CURRICULUM
	STEP 3.
	SELECT OR DEVELOP A COURSE WITH A FORMAT AND CONTENT THAT MEETS IDENTIFIED TRAINING NEEDS.
	
	
	
	

	5 months prior to course
	3-A.
	Determine the target audience and the subject matter to be covered.
	
	
	
	

	
	3-B.
	Develop a list of training objectives participants should achieve.
	
	
	
	Course Objectives

(Tool #17)

	
	3-C.
	Investigate existing course curricula and materials, and obtain information and samples.
	
	
	
	


	TIMEFRAME
	STEP/

ACTIVITY
	DESCRIPTION
	RESPONSIBLE

PERSON
	DUE DATE
	DATE

COMPLETED
	TOOLS

	

	5 months prior to course
	3-D.
	Select an existing curriculum to use or adapt, or develop your own curriculum.
	
	
	
	

	
	3-E.
	Determine the course format that will present the information most effectively to your audience.
	
	
	
	

	
	3-F.
	Produce a preliminary course agenda.
	
	
	
	Course Agenda

(Tool #16)

	

	BUDGET
	STEP 4.
	ESTABLISH A BUDGET AND SYSTEMS FOR TRACKING EXPENDITURES AND TRACKING COSTS.
	
	
	
	

	PRE-COURSE TASKS:
	4-A.
	Review the steps or modules involved in producing a training program and develop a list of expenditures.
	
	
	
	

	5 months prior to course
	4-B.
	Determine if you will charge a fee to participants and set fee-related policies and procedures.
	
	
	
	

	
	4-C.
	Determine which faculty members will be offered honoraria and in what amount, and set a policy regarding reimbursement of faculty’s training-related expenses.
	
	
	
	Budget Summary

(Tool #15)

	
	4-D.
	Obtain estimates from suppliers or vendors for individual expense items.
	
	
	
	Hotel Cost Comparison

(Tool #14)


	TIMEFRAME
	STEP/

ACTIVITY
	DESCRIPTION
	RESPONSIBLE

PERSON
	DUE DATE
	DATE

COMPLETED
	TOOLS

	

	5 months prior to course
	4-E.
	Develop a budget, based on the estimates of the expenses that will be incurred as well as any expected income.
	
	
	
	

	
	4-F.
	Submit the budget for approval according to your agency or organization’s procedures.
	
	
	
	

	
	4-G.
	Set up a system for properly allocating and monitoring the training income and expenses and for comparing the actual receipts and costs to the budget projections.
	
	
	
	

	
	4-H.
	Set policies and procedures, or review existing ones, for handling procurements, obtaining purchase orders, approving invoices, processing reimbursement requests, and issuing payments.
	
	
	
	

	

	LOCATION/

SITE
	STEP 5.
	SECURE A SUITABLE LOCATION FOR THE TRAINING.
	
	
	
	

	PRE-COURSE

TASKS:
5 months prior to course
	5-A.
	Develop a detailed, itemized checklist of the space requirements for your training event.
	
	
	
	Site Requirements for an Off-Site Training

(Tool #12)

	
	5-B.
	Determine whether your own facility can accommodate the event or you will need to hold it off-site.
	
	
	
	

	
	5-C.
	If the event will be off-site, identify and obtain information on several possible facilities.
	
	
	
	Hotel Cost Comparison

(Tool #14)


	TIMEFRAME
	STEP/

ACTIVITY
	DESCRIPTION
	RESPONSIBLE

PERSON
	DUE DATE
	DATE

COMPLETED
	TOOLS

	

	4 months prior to course
	5-D.
	Visit the most promising sites and use your checklist to determine their suitability.
	
	
	
	

	
	5-E.
	Decide on your preferred site and negotiate a contract with the management.
	
	
	
	

	
	5-F.
	Identify a person on the facility staff to serve as your contact person and liaison.
	
	
	
	

	

	FACULTY/

HONORARIA
	STEP 6.
	FACULTY RECRUITMENT AND COORDINATION
	
	
	
	

	PRE-COURSE

TASKS:
	6-A.
	Identify individuals who have the expertise, experience and presentation style to make them good faculty members for particular topics to be covered in the training.
	
	
	
	

	5 months prior to course
	6-B.
	Invite potential faculty members to participate.
	
	
	
	

	
	6-C.
	Send confirmation packet to each faculty member: letter, audiovisual fax-back from, draft course agenda and objectives, syllabus instructions, information on reimbursable expenses, and travel expense estimate fax-back form.
	
	
	
	Faculty Confirmation Letter

(Tool #18)

Faculty Travel Arrangement & Reimbursement

(Tool #26)

	
	6-D.
	Provide A/V forms and specific syllabus materials to the faculty.  Follow-up if materials are not received by the deadline.
	
	
	
	Faculty

A/V Fax-back Form

(Tool #19)

Faculty Materials Reminder

(Tool #20)


	TIMEFRAME
	STEP/

ACTIVITY
	DESCRIPTION
	RESPONSIBLE

PERSON
	DUE DATE
	DATE

COMPLETED
	TOOLS

	

	1-2 months prior to course
	6-E.
	Make faculty travel arrangements, and follow-up if the travel cost estimate is not received by the deadline.
	
	
	
	Travel Cost Estimate Fax-back Form

(Tool #27)

	1 week prior to course
	6-F.
	Mail or fax a final confirmation letter, course agenda and objectives, a profile of the expected participants and any other needed materials.
	
	
	
	Faculty Final Confirmation Letter  (Tool #21) and Summary Profile of Course Participants (Tool #25)

	DAY-OF-EVENT

TASK:
	6-G.
	Assign a staff member to assist faculty as needed during the training.
	
	
	
	

	POST-COURSE

TASKS:
	6-H.
	Send each faculty member an individualized thank-you letter and a copy of the faculty members section of the evaluation report.
	
	
	
	Faculty

Thank You Letter

(Tool #54)

	1 week after the course
	6-I.
	Follow-up with faculty members to be sure their requests for expense reimbursement are made correctly and promptly.
	
	
	
	

	4 weeks after the course
	6-J.
	Process and mail payments of faculty honoraria and expense reimbursements.
	
	
	
	

	

	COURSE

MATERIALS
	STEP 7.
	DEVELOP AND PRODUCE WRITTEN MATERIALS TO SUPPORT AND REINFORCE THE TRAINING.
	
	
	
	

	PRE-COURSE

TASKS:
	7-A.
	Make a preliminary checklist of contents for the syllabus, the portfolio and any additional handouts to be distributed during the training.
	
	
	
	Preliminary Checklist

(Tools #2 & #3)

Portfolio Contents

(Tools # 39 - #45)


	TIMEFRAME
	STEP/

ACTIVITY
	DESCRIPTION
	RESPONSIBLE

PERSON
	DUE DATE
	DATE

COMPLETED
	TOOLS

	

	3 months prior to course
	7-B.
	Determine how to package and present the materials.
	
	
	
	

	2 months prior to course
	7-C.
	Consult with your printer or photocopy service to determine schedules, preferred submission formats and estimated costs.
	
	
	
	Tab Order and Production Timeline

(Tool #34)

	6 months prior to courses
	7-D.
	Working backward from the date of training, develop a written plan and schedule for producing the materials.
	
	
	
	Training Program Checklist

(Tool #1)

	
	7-E.
	Notify the faculty of your syllabus guidelines and production deadlines.
	
	
	
	Faculty Confirmation Letter

(Tool #18)

	Day of the deadline
	7-F.
	Follow-up with faculty members who have not submitted materials by the deadline.
	
	
	
	Faculty Materials Reminder

(Tool #20)

	6 months prior to course
	7-G.
	Draw up a contents checklist for the syllabus, the portfolio and additional handouts and set up folders into which materials can be organized.
	
	
	
	

	2 months prior to course
	7-H.
	Carry out the materials production plan, coordinating with the printer to ensure delivery on time.
	
	
	
	

	1 week prior to course
	7-I.
	Notify your venue’s contact person to expect delivery of the materials, and arrange for their storage and delivery to the training room.
	
	
	
	


	TIMEFRAME
	STEP/

ACTIVITY
	DESCRIPTION
	RESPONSIBLE

PERSON
	DUE DATE
	DATE

COMPLETED
	TOOLS

	

	CONTINUING

EDUCATION
	STEP 8.
	ARRANGE FOR CONTINUING EDUCATION CREDITS.
	
	
	
	

	PRE-COURSE

TASKS:
	8-A.
	Contact the accrediting agency to request information about offering course credit and obtain application forms.
	
	
	
	Continuing Education Co-Sponsorship Application

(Tool #9)

	5 months prior to course
	8-B.
	Submit your application forms, fee and any requested supporting documentation to the accrediting agency.
	
	
	
	

	
	8-C.
	Calculate the number of CME or CE credits that participants will earn.
	
	
	
	

	
	8-D.
	Ensure that the marketing materials for the course describe the CME or CE credits and include any information that the accrediting agency requires.
	
	
	
	Course Brochure

(Tool #10)

	2 to 3 weeks prior to course
	8-E.
	Prepare a credit information page for the course portfolio.
	
	
	
	Credit

Information Page

(Tool #39)

	DAY-OF-EVENT

TASK:
	8-F.
	Ensure that the participants sign the sign-in sheets at the beginning of each day and subsequent times as required by the accreditation agency.
	
	
	
	Sign-in Sheet

(Tool #46)

	POST-COURSE

TASKS:

4 weeks after course
	8-G.
	Prepare certificates for the participants.
	
	
	
	Certificate of Completion

(Tools #58 & 59)


	TIMEFRAME
	STEP/

ACTIVITY
	DESCRIPTION
	RESPONSIBLE

PERSON
	DUE DATE
	DATE

COMPLETED
	TOOLS

	

	5 months prior to course
	8-H.
	Set up a course credit file that includes documentation of the course curriculum and training hours, needs assessment information, sign-in sheets, and copies of certificates of completion and CVs for all faculty.
	
	
	
	Course CME Credit File

(Tool #7)

	1 week after course
	8-I.
	Update the database to include the participants’ course status and credits earned.
	
	
	
	Preliminary Course Checklist

(Tool #2)

Needs Assessment Survey Summary

(Tool #6)

	4 weeks after course
	8-J.
	Mail participants their certificates of completion and/or CME or CE credits.
	
	
	
	Certificate of  CE/Completion

(Tools #58 & #59)

	

	MARKETING


	STEP 9.
	CONDUCT MARKETING ACTIVITIES TO ATTRACT THE TARGET AUDIENCE.
	
	
	
	

	PRE-COURSE

TASKS:
	9-A.
	Review your target audience so that your marketing activities can be effectively focused.
	
	
	
	Needs Assessment Survey Summary

(Tool #6)

	5 months prior to course
	9-B.
	If an outside agency is providing continuing education units, check its requirements regarding promotional materials.
	
	
	
	

	
	9-C.
	Produce an informational piece, such as a flyer or brochure, that provides detailed information on the training course and an application form.
	
	
	
	Course Brochure

(Tool #10)

	
	9-D.
	Develop or obtain lists of prospective participants with contact information.
	
	
	
	


	TIMEFRAME
	STEP/

ACTIVITY
	DESCRIPTION
	RESPONSIBLE

PERSON
	DUE DATE
	DATE

COMPLETED
	TOOLS

	

	2-4 months prior to course
	9-E.
	Mail the brochures and application forms on a schedule that allows participants ample time to plan for their attendance and send in their applications.
	
	
	
	Course Brochure

(Tool #10)

	
	9-F.
	Determine other ways to inform prospective participants about the training and persuade them to enroll such as an email broadcast.
	
	
	
	

	

	REGISTRATION
	STEP 10.
	SET UP A REGISTRATION SYSTEM.
	
	
	
	

	PRE-COURSE

TASKS:
	10-A.
	Develop an application form that provides the information you will need to communicate with applicants, screen their applications, and determine their expectations with regard to the training.
	
	
	
	Course Brochure

(Tool #10)

Supplemental Application

(Tool #11)



	6 months prior to course
	10-B.
	Determine if applicants will be required to provide a refundable deposit or full or partial payment of fees in order to secure a space in the course, and set up a system for processing these payments.
	
	
	
	

	5 months prior to course
	10-C.
	Set up a list or database for keeping track of all the applicants.
	
	
	
	

	2 months prior to course
	10-D.
	Screen the registrations/applications, and maintain a list of all applicants and their status.
	
	
	
	

	As needed
	10-E.
	If there are more qualified applicants than can be accommodated, compile a waiting list.
	
	
	
	Participant Waiting List Letter

(Tool #30)


	TIMEFRAME
	STEP/

ACTIVITY
	DESCRIPTION
	RESPONSIBLE

PERSON
	DUE DATE
	DATE

COMPLETED
	TOOLS

	

	2 or 3 months prior to course
	10-F.
	Send accepted applicants a confirmation packet that includes a confirmation letter, a list of overnight accommodations, directions to the training site, and information on parking and public transportation options.
	
	
	
	First Participant Confirmation Letter

(Tool #28)

Hotel List

(Tool #31)

Directions to Training Site

(Tool #32)

	
	10-G.
	Write rejection and waiting list letters, and send them to the applicants in these categories.
	
	
	
	Participant Rejection 

(Tool #29)

 Waiting List Letter (Tool #30)

	As they are received
	10-H.
	Process deposits and payments as they are received, and follow-up with applicants whose checks are not received by the deadline.  Decide internally how to proceed if check is not received by a given date.
	
	
	
	

	Immediately notify first person on waiting list
	10-I.
	If an accepted participant cancels, notify the person at the top of the waiting list that space is available.  If that person accepts the space, send a confirmation packet.
	
	
	
	

	1 week prior to course
	10-J.
	Fax or mail a final reminder to all accepted participants.
	
	
	
	Final Participant Confirmation Letter/Fax

(Tool #33)

	1-2 days prior to course
	10-K.
	Create sign-in sheets to use for registering attendees as they arrive.
	
	
	
	Sign-in Sheet

(Tool #46)


	TIMEFRAME
	STEP/

ACTIVITY
	DESCRIPTION
	RESPONSIBLE

PERSON
	DUE DATE
	DATE

COMPLETED
	TOOLS

	

	
	10-L.
	Create name tags for participants (proofread carefully).
	
	
	
	Participant

Name Tags

(Tool #47)

	
	10-M.
	Create name signs for participants (proofread carefully).
	
	
	
	Participant

Name Signs

(Tool #48)

	DAY-OF-EVENT

TASK:
	10-N.
	Set up the registration area.
	
	
	
	Directional Signs

(Tools #49 - #53)

	Day of course
	10-O.
	As participants arrive, greet them, instruct them to sign the sign-in sheets, give them course materials and answer questions.
	
	
	
	Sign-in Sheet

(Tool #46)

	
	10-P.
	Have participants sign in at the start of each day and later in the day if necessary for purposes of awarding credit.
	
	
	
	

	POST-COURSE

TASKS:
	10-Q.
	Use the sign-in sheets to determine the number of units to be awarded to each participant.
	
	
	
	

	1 day after course
	10-R.
	Put the sign-in sheets, evaluation summary, summary of pre-/post-test scores, course agenda, individual participant certificates into your continuing education file.
	
	
	
	Sign-in Sheet

(Tool #46)

Summary of Evaluation Data
(Tool #55)

Summary of Pre-/Post-Sores

(Tool #56)

Certificates of Completion

(Tools #58-59)


	TIMEFRAME
	STEP/

ACTIVITY
	DESCRIPTION
	RESPONSIBLE

PERSON
	DUE DATE
	DATE

COMPLETED
	TOOLS

	

	SPACE SETUP


	STEP 11.
	ARRANGE FOR THE SET UP OF THE MEETING SPACE TO ACCOMMODATE PARTICIPANTS COMFORTABLY AND FACILITATE THE SMOOTH OPERATION OF THE TRAINING.
	
	
	
	

	PRE-COURSE

TASKS:
	11-A.
	Obtain a diagram or floor plan of the space or make a detailed sketch of rooms and areas to be used.
	
	
	
	Training Room Layout

(Tool #13)

	4 months prior to course
	11-B.
	Consult with the facility contact person regarding room capacities, set up requirements and restrictions, and other relevant information.
	
	
	
	

	4-5 months prior to course
	11-C.
	Determine your preferred seating arrangement and space set up plan.
	
	
	
	Training Room Layout

(Tool #13)

	
	11-D.
	Coordinate with the facility contact person regarding how, when and by whom the space set up will be accomplished.
	
	
	
	

	1 week prior to

course
	11-E.
	Make a list of signs that will be needed, and arrange for their production.
	
	
	
	Directional Signs

(Tools #49-53)

	3 months prior

to course
	11-F.
	Develop a checklist of supplies and materials you will need during the course of the training, and arrange to acquire or produce these items.
	
	
	
	Supply Box Checklist

(Tool #35)

AV/Materials Checklist

(Tool #36)

	3-4 days prior to course
	11-G.
	Assemble and pack signs, supplies and materials, and arrange for their transport to the training site.
	
	
	
	


	TIMEFRAME
	STEP/

ACTIVITY
	DESCRIPTION
	RESPONSIBLE

PERSON
	DUE DATE
	DATE

COMPLETED
	TOOLS

	

	1-3 days prior to course
	11-H.
	Confirm space set up arrangements with the facility contact person.  Do a “walk through” of training site and get information of light and temperature controls.
	
	
	
	

	Day of course
	11-I
	Set-up training room.
	
	
	
	Training Room Layout

(Tool #13)

	

	AUDIOVISUAL


	STEP 12.
	ARRANGE FOR AUDIOVISUAL MATERIALS, EQUIPMENT, AND SERVICES TO ENHANCE THE TRAINING PRESENTATIONS.
	
	
	
	

	PRE-COURSE

TASKS:
	12-A.
	Ensure that an audiovisual fax-back form is included in the confirmation packet sent to faculty.
	
	
	
	Faculty A/V Fax-back Form

(Tool #19)

	The day of deadline
	12-B.
	Follow-up with faculty members whose forms have not been returned by the deadline.
	
	
	
	

	2 months prior to course
	12-C.
	Set up a written master checklist for audiovisual.  For each presentation, itemize the materials to be produced and equipment needed, and set dates for accomplishing the related tasks.
	
	
	
	AV/Materials Checklist

(Tool #36)

	4 months prior to course 
	12-D.
	Obtain cost estimates and determine the source from which you will obtain audiovisual equipment and operators.
	
	
	
	

	
	12-E.
	Negotiate a contract, service agreement or purchase order detailing the audiovisual services and equipment you will obtain from outside sources.


	
	
	
	

	TIMEFRAME
	STEP/

ACTIVITY
	DESCRIPTION
	RESPONSIBLE

PERSON
	DUE DATE
	DATE

COMPLETED
	TOOLS

	

	
	12-F.
	Arrange for extra project bulbs, extension cords, slide carousels, and backup computer equipment to be available.
	
	
	
	

	1 day prior to course
	12-G.
	Confirm all the arrangements with the audiovisual contractor.
	
	
	
	

	

	CATERING


	STEP 13.
	MAKE PROVISIONS FOR CATERING SERVICES TO PROVIDE FOOD AND BEVERAGES ON THE DAY OF THE TRAINING.
	
	
	
	

	PRE-COURSE

TASKS:
	13-A.
	Make a preliminary catering plan based on the pre-determined budget.
	
	
	
	

	4 months prior to course
	13-B.
	Consult with the catering manger at the facility, or caterers of your own choice, regarding menu options and costs.  Also ascertain timeframe for submitting final count of participants to catering manager.
	
	
	
	

	
	13-C.
	Based on your budget, the caterer’s recommendations and your preferences, develop a final catering plan, and draw up a written agreement with the caterer.
	
	
	
	

	1-2 weeks prior to course
	13-D.
	Call catering department with final count and any food requests (vegetarian, kosher).
	
	
	
	

	1-2 days prior to course
	13-E.
	Confirm all the arrangements with the caterer.
	
	
	
	


	TIMEFRAME
	STEP/

ACTIVITY
	DESCRIPTION
	RESPONSIBLE

PERSON
	DUE DATE
	DATE

COMPLETED
	TOOLS

	

	STAFF COVERAGE


	STEP 14.
	PROVIDE FOR STAFF COVERAGE TO HANDLE DAY-OF-EVENT TASKS.
	
	
	
	

	PRE-COURSE

TASKS:
	14-A.
	Draw up a checklist and schedule for the training, indicating who will be responsible for which tasks during what time period.
	
	
	
	

	1 day prior to course
	14-B.
	Hold a meeting to review the schedule and assigned responsibilities.
	
	
	
	

	DAY OF TRAINING TASKS:
	14-C.
	Use the checklist and schedule to ensure that tasks are performed, assistance is provided as needed, and problems are resolved.
	
	
	
	Training Program Checklist

(Tool #1)

	EVALUATION


	STEP 15.
	CONDUCT AN EVALUATION OF YOUR TRAINING EVENT.
	
	
	
	

	PRE-COURSE

TASKS:
	15-A.
	Determine what types of information, measures, standards and outcomes you will use to evaluate your training program.
	
	
	
	

	1 month prior to course
	15-B.
	Design forms, questionnaires, pre-tests and post-tests, or other evaluation instruments.
	
	
	
	Portfolio Content

(Tools #39- #45)


	TIMEFRAME
	STEP/

ACTIVITY
	DESCRIPTION
	RESPONSIBLE

PERSON
	DUE DATE
	DATE

COMPLETED
	TOOLS

	

	DAY-OF-EVENT

TASK:
	15-C.
	Ensure that the forms are included in the training portfolio or are otherwise distributed to the participants.
	
	
	
	

	Throughout course
	15-D.
	Encourage participants to complete all of the feedback and evaluation materials.
	
	
	
	

	Last day of course
	15-E.
	Collect the feedback and evaluation materials at the end of the training.
	
	
	
	Portfolio Content (Tools #39-44)

Short Evaluation

(Tool #41)

	3 weeks after course
	15-F.
	Score the pre-tests and post-tests.
	
	
	
	

	
	15-G.
	Review and analyze the pre-tests and post-tests, evaluation forms and other evaluation instruments.
	
	
	
	Pre-/Post- Course Scores

(Tool #56)

	1 week after course
	15-H.
	Convene a meeting of persons involved in planning and producing the training to discuss what went well and what could be improved.
	
	
	
	

	3 weeks after course
	15-I.
	Prepare an evaluation report to summarize and document the feedback, comments and suggestions.
	
	
	
	Summary of Evaluation Data

(Tool #55)

Pre-/Post-Test and Final Exam

(Tool #57)

	4 weeks after course
	15-J.
	Distribute relevant sections of the evaluation report to your training program planners, faculty members and other appropriate individuals.
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