VENUE CHECKLIST

	FACILIATION PLANNED CHECKLIST

	Client/Employer/Provider contact details and the terms and conditions of the binding agreement between the parties in concern.
	
	
	Learning Manuals, Stationary, Pens, Calculators, Rules, computers, training evaluation templates, writing pads.
	

	Review the Learning Program Curriculum.
	
	
	Catering & refreshment agreements
	

	Site & Event Managers contact details.
	
	
	Equipment requirements
	

	Copy of the Strategy Design document signed by the Provider and the Client/Employer before implementation of the Learning Intervention.
	
	
	Facility setup requirements. (e.g. Classroom, Meeting Style)
	

	Confirmation of delegates to attend notification correspondence.
	
	
	Target population (Race, Gender, Intellectual Level, Culture)
	

	FACILIATION PRE-CHECKLIST

	Confirmation with Event Host the following:
-Number of Delegates attending.

-Special Food Requirements

-Breaks, Smoke Breaks, Tea and Lunch Breaks.                
	
	
	-Toilet Facilities, Smoking Area and access control.
-Evacuation procedures.

                -Equipment use and functional
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	FACILIATION CONTINUOUS CHECKLIST

	General Induction including Proceedings and OHS Requirements.
	
	
	Facilitation Evaluation and Attendance Completion
	

	Create a climate in which everyone’s viewpoint is welcomed and invited
	
	
	Determine whether people’s perceptions are distorting information sharing and understanding in the group
	

	Allow time for group to address process issues.
	
	
	Ask open questions to stimulate group discussion
	

	Keep group on track to achieve objectives in given time frame.
	
	
	Solicit ideas and suggestions from all members of the group
	

	Establish and remind group members of norms for meeting behavior.
	
	
	Provide feedback to group on how well they are communicating and interacting
	

	Clarify goals and objectives of a meeting
	
	
	Address non-verbal communication patterns
	

	Provide time for group to discuss, clarify, and/or modify or negotiate goals
	
	
	Implement appropriate decision-making procedure when decisions are needed
	

	Ensure roles are assigned and understood
	
	
	Invite quiet participants to contribute
	

	Steer conflict away from personalities and toward task-related issues
	
	
	Recognise when a decision is made implicitly rather than explicitly
	

	Summarise opposing positions
	
	
	Maintain open, balanced and clear communication
	

	Recognise when group members try to smooth over conflict rather than addressing it
	
	
	Identify type and appropriateness of the decision-making process the group is using
	

	Determine whether conflict is constructive and task-related
	
	
	Assess the strengths and weaknesses of the group’s decision making
	

	FACILIATION POST CHECKLIST

	Training Evaluation and Attendance completed.
	
	
	Returning of Equipment to the provider/supplier
	

	Submission of Facilitation Feedback to Provider
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