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      Training/Learning Event Information
Providing the following information enables a tailored draft programme to be developed to suit your organization.
	Name of Organisation:

	

	 Name of commissioning person 

	

	Phone:

	

	E-Mail:
	

	Suggested event or training course title 

	

	Times for course e.g. preferred or usual start and finish 

	

	What is the overall aim of this event or course?

	

	What are the detailed learning outcomes the organisation wants participants to achieve?

	

	Evaluation

 How do you want to evaluate the learning /changes made as a result of this activity


	On the day questionnaire
Your own   or     MD Assoc 
	Post event evaluation on-line?
(for this  email contacts from participants will be required)

	What level is this event to be pitched at e.g. awareness/basic/advanced etc
Is this a skills course?

(If so what do you want participants to be able to do and to what level?)


	

	Who is the event or course for? 

What training are participants likely to have had in this topic before?
What level of qualification(s) are they likely to hold?

How many staff in total needs this training?

	

	What are the current issues and challenges in this area of work for your organisation (or organisations?)

	

	Where does this  training fit within your broader strategy e.g. is this training mandatory? 

Does it form part of a particular approach? E.g. Multiagency safeguarding or adult protection?


	

	Any other information that would aid the development of a programme for your organisation
 e.g. Policy documents- have these been emailed?


	

	Are there any sensitive issues that it would be helpful for the trainer to be aware of – this will held in confidence- e.g. complaints, poor performance , Inspections, team dynamics etc.

 This may be given nearer the time of the event


	

	Any other requirements such as handouts in particular format or style ( usually pale green paper for handouts)

Language issues ( English is our first language. Group work can be in another language provided that feedback is in English or there is an interpreter- please note when another language is used  additional coaching is only  provided  if there is an  interpreter)

Will there be participants using BSL and their interpreters?

( this allows me to have the room set up appropriately in advance)
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