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Training Host Checklist

	Setting Name:
	

	SENCo Name & Email:
	

	Date:
	




	[bookmark: _Hlk180586720]Requirement
	Details 
	Essential 
	Does setting have? (Yes/No)

	Accessibility to building/room
(We will contact you if this is required)
	Are there ramps, and accessible facilities available if required

	No 
	

	Suitable space (preferably no fire alarm test and interruption on that date)
	Space able to accommodate up to 20 people. 
	Yes
	

	Projector/Whiteboard
	Access to projector or whiteboard with HDMI connection or can setting share on our behalf if emailed over beforehand? (please inform the trainers in advance if different arrangements are required)

	Yes
	

	
	Access to IT assistant should connection problem occur
	Yes
	

	Toilet
	Toilet access for attendees,  

	Yes
	

	Parking
	Are there parking arrangements for trainers and attendees from other settings? (if not available, please inform trainer in advance)
	Yes
	

	Refreshments
	Tea, coffee, water (if you can provide)

	No 
	



 
image1.png
NHS

Birmingham Community

Healthcare
NHS Foundation Trust




image2.png
SIENID)

BIRMINGHAM





