Trainer Checklist for Presentation

Please use this checklist as a guide to organizing the training and completing the follow-up paperwork with Clean Air staff.  Mail all completed paperwork to the PAAAP Clean Air for Healthy Children & Families Program, Rose Tree Corp. Center II. 1400 North Providence Road, Suite 3007, Media, PA  19063.

Before the Session:

· A few days prior to the training contact the host site to confirm the scheduled presentation, the details of the training and the arrival of the participant materials.

· Organize your presentation materials, overheads, case studies, videos, and paperwork for discussion on implementation if it is Practice Based training.

· Review the curriculum and slides of the manual.

· If possible you may want to collect information relevant to that county’s smoking rates.

Each Participant will Receive:

· Disclosure Form

· Manual or Folders

· Certificate of Completion

At the Session:

· Make sure all materials are at the host site.

· Post the Disclosure Form where it can be seen by all attendees as they arrive

· Make sure all audio/visual equipment is working properly and the room is set up correctly

As Participants Arrive:

· Handout Manuals or Folders with the Disclosure Form on top

· Start the Registration Form and Pre Training Evaluation Form

After the Session:
· Ask each participant to complete the Post Training Evaluation Form.

· Collect all paperwork.

· Collect all unused materials

· At Practice Based training complete an Initial/Follow-Up Form & an Implementation Plan

Follow Up:

You have 5 days after training to send the following to the Clean Air office:

· Registration Form from each participant

· Pre & Post Training Evaluation Form from each participant

· Training Summary Form

· Copy of Initial/Follow-Up Form if Practice Based training

*Place in an Academy of Pediatrics – Smoking Cessation postage paid Business Return Envelope that can be ordered on the Training Materials Order Form as a part of the Trainer Packet.
