San Francisco STD/HIV Prevention Training Center

CO-SPONSORED COURSE CHECKLIST

BEFORE THE COURSE:

Course budget

· Need financial and time commitment from each co-sponsoring organization

· If applicable, identify co-sponsors who are willing to conduct course fund-raising

Site

· Identify a training site; follow-up with necessary contracts; specify hours of conference with time to set up and break down

· If applicable, identify a hotel for out-of-town participants; clarify conference room rates, deadlines for holding rooms

· Confirm audio-visual equipment availability (provided by site or other means)

· Confirm parking availability and information (cost, directions) to include with confirmation materials

· Arrange for any necessary security arrangements, such as security of materials delivered prior to the course, and direction of participants during large courses

Application form and advertising flyer or brochure

· Application form musts include all information on Training Center standard application, except: description of present position, length of time in position, length of time in profession, and course info (#, title, dates), and maybe supervisor’s signature

· Application form should include a deadline for receipt of applications that is at least 5 days before the course; if on-site registration is accepted, that should be noted as well.

Faculty

· Invite speakers for each topic

· Confirm each speaker in writing with time and date of talk

· Request lecture outline, bibliography, reprints and any other materials to be included in course syllabus

· Request CVs/biosketches for introductions and file (CDC requirement)

· For faculty who are traveling, confirm in writing any arrangements for travel and hotel (who is making the reservations?), and note specific reimbursement procedures (i.e. paying for food? Ground transportation? To whom does the speaker submit any receipts?)

· Confirm any audio-visual needs with individual speakers

Participants

· Prepare advertising flyer or brochure

· Prepare mailing lists for target groups

· Advertising mailing should be sent out at least six weeks in advance

· Acknowledge participants’ application with a confirmation packet, rejection letter or waiting list letter

· Confirmation packet should include:

· Letter reiterating course date, place and time (leaving a margin for registration), and requirement of full attendance for CME/CEU credit

· Directions and parking information for course site

· Hotel information for out-of-town participants

· Information on food (will coffee, lunch be available – if so, does participant need to pay? Send money before hand?)

Assemble binder materials

· CME/CEU info (Prevention Training Center has a standard information sheet explaining requirements and procedures for obtaining CME/CEU credit) 

· Lists of sponsors, faculty

· Lecture outlines and reprints for each lecture (from faculty)

· Course agenda

· Include time on agenda for pre- and post-tests

· Binder printing should allow for extra copies for faculty, drop-ins and co-sponsors (reporting purposes)

DURING COURSE:

Registration

· Set-up table for registration

· Pre-printed registration lists

· Places to mark check-in each day, pre- and post-test completion, and return of evaluation (requisites for certificate)

· Nametags

· Printed syllabus for each participant and faculty member

Pre-test

· Must be distributed and collected before lectures begin

· Name must be on each test for CME/CEU credit

Evaluations

· Moderator should call attention to importance of completing and turning in evaluations, and strongly suggest that participants fill them out as they go – there should be a specific time for turning in evaluations

Post-test

· Must be distributed and collected at the end of the lectures

· Both a pre-test and a post-test must be completed for each participant

EXPECTATIONS:

All materials must be cleared through the Training Center before printing/distributing:

· Application form/advertising flyer

· Participant confirmation packet

· Course syllabus

· Pre- and post-test

· Evaluation

Training Center will need originals or copies of:

· Application form for each participant

· Registration list with notations regarding attendance, completion of pre-and post-test, and return of evaluation

· Report of pre- and post-test scores, or original tests, as arranged

· Evaluation summary, or original evaluations, as arranged

AFTER THE COURSE:

· Training Center will determine who is eligible for a certificate, using the registration list as a guide, and will mail certificates to all participants who attend the entire course, complete a pre- and post-test and an application form.

· Compile evaluation summary

· Prepare pre- and post-test reports
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