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[bookmark: _GoBack]Training Resource Implementation Checklist Template
Training Resources are made up of the following documents for training and assessment. You can use this page as a checklist to make sure you have everything you need.
Administration resources
	Name
	Description
	Yes
	No
	N/A

	Profile
	Contains an overview of information required for the delivery of (insert name).
	|_|
	|_|
	|_|

	Delivery plan
	Registration process, enrolment forms
	|_|
	|_|
	|_|

	Administration  delivery documents
	Sign-in forms
	|_|
	|_|
	|_|

	
	Evaluation forms
	|_|
	|_|
	|_|

	
	Certificates 
	|_|
	|_|
	|_|

	Venue
	Catering, rooms, equipment 
	|_|
	|_|
	|_|

	Human
	Facilitators, simulation support, administration support
	|_|
	|_|
	|_|



Facilitation resources
	Name
	Description
	Yes 
	No
	N/A

	Session Plan
	The session plan contains the activities and resources you'll use to guide your group towards achieving the learning objectives and outcomes.
	|_|
	|_|
	|_|

	Timetable 
	The timetable show the times required for each activity or segment.
	|_|
	|_|
	|_|

	Set up requirements 
	Equipment checklist shows the equipment required for delivery of the course.
	|_|
	|_|
	|_|

	
	Pre-course checklist assists with the overall setting up of the course.
	|_|
	|_|
	|_|

	
	Skill station setup assists with setting up of each individual skill station.  This includes:
· (Insert skill stations)
	|_|
	|_|
	|_|

	PowerPoint Presentation
	PPT presentation presents information on the learning objectives and outcomes etc.
	|_|
	|_|
	|_|

	Scenarios 
	Insert relevant information e.g. scenario names
	|_|
	|_|
	|_|

	Assessment
	Insert relevant information e.g.  formative, summative, observational checklists etc.
	|_|
	|_|
	|_|
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