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(Insert) Course Checklist Template
	Course Checklist

	Course Date: 

	Lead Simco:

	TASK
	DONE

	Two weeks prior to course:
Lead Simco
· Confirm:
· lead facilitator for the course
· correct rooms booked 
· Liaise with lead facilitator:
· regarding additional requirements, changes, scenarios 
required, etc.
	

	One week prior to course:
Lead Simco
· Continue to liaise with lead facilitator
· Check rooms / equipment available 

	

	Day prior to course:
Lead Simco
· Complete Simulation Team allocations
Simulation Team
· Set up training rooms as per skills sessions checklists 
· Set up scenario rooms as per below and the attached photos:
	


	<<Insert Room Name>>
· <<Insert set up item>>
· <<Insert set up item>>
· <<Insert set up item>>
· <<Insert set up item>>

	· <<Insert set up item>>
· <<Insert set up item>>
· <<Insert set up item>>
· <<Insert set up item>>
· <<Insert set up item>>
 
	

	<<Insert Room Name>>
· <<Insert set up item>>
· <<Insert set up item>>
· <<Insert set up item>>
· <<Insert set up item>>
· <<Insert equipment>>
	· <<Insert set up item>>
· <<Insert set up item>>
· <<Insert set up item>>
· <<Insert set up item>>
· <<Insert equipment>>
	


	On day of course:
Lead Simco
· Hold briefing with allocated Simulation Team members regarding the plan for the day
· Introduce team members to facilitators and check any additional requirements
· Assist facilitators as required
· Update allocations as required

Simulation Team
· Quick checks on equipment (manikins/PTT/AV):
· <<Insert equipment>>
· <<Insert equipment>>
· <<Insert equipment>>
· <<Insert equipment>>
· <<Insert equipment>>
· Ensure debrief room is set up: 
· Debrief room laptop and projector function
· Most recent presentations are on laptop
· <<Insert no. of chairs>> of chairs 
· Whiteboard (with printer and paper)
· Complete usage form
	

	End of course:
Lead Simco
· Post course debrief
· [bookmark: _GoBack]Ensure usage form has been completed for the day
Simulation Team
· Quick Check PTT prior to packing away (if required)
· Restock and return room to usual layout
· Restock consumables (if required)


	

	Photos: 

Insert
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