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Title

  Participants

   Venue


Date

Time 


	(
	Time
	Time
Required
	Aim/Learning Objectives
By the end of the session Participants will be able to…
	Activity
During this session participants will…
	Resources

Required
	Lead Facilitator




	Aim
	

	Learning 
Outcomes

	By the end of this briefing, participants will be able to…

 

	Co-ordinated by
	
	Max # of Participants
	

	Facilitated by
	

	Funded by
	

	Resources 

Required


	Training Box
	
	# of Flip Chart Stands
	
	VHS/DVD/OHP/CD/Cass/iPod 
	

	
	# of Chairs
	
	# of Flip Chart Pads 
	
	Speakers & Connecting Cables
	

	
	# of Tables
	
	# of Flip Chart Pens
	
	Lectern
	

	
	Monitoring Forms
	
	# of Laptop(s) 
	
	Crèche / Child Care
	

	
	Evaluation Forms
	
	# of MM Projector(s)
	
	Training Aids / Games / Models
	

	
	Handouts / Leaflets
	
	Internet / Intranet
	
	
	

	
	Pre Course Papers
	
	# of Extension leads
	
	
	

	Room Layout
	Horseshoe
	Circle
	Cabaret (# of tables?    )
	Meeting (Central Table)
	Lecture (Arc / Straight)

	
	# of Breakout Rooms (      )
	Open floor Space
	MM Projector (L or R)
	Screen
	Blinds
	Clock

	Refreshments 
provided by
	
	Lunch? 
provided by
	
	Booked?
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