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CAP CISM Training Planning Guide
Task Assignments:

REQUESTOR:

1. Maintain contact with instructor during the planning process,

2. Publicize the course Name, dates & times, location and costs a minimum of 2 months prior to the scheduled training date, and include the course outline/overview as seen on the ICISF web-site (www.icisf.org), 
3. Register the course with ICISF by downloading the Course Registration form from the CAP CISM web site (www.cism.cap.gov).  

NOTE:

#1:  The course registration fee is for the course only – not per participant,

#2:  If the course is registered LESS than 30 days prior to the actual course date, the registration fee is $150.00

      If the registration is received more than 30 days from the actual course date, the fee is $100.00

Thus, register the course more than 30 days before the course delivery date for the cheaper fee.
Complete the form and payment information (credit card) and send it in to ICISF at the following e-dress:   kate@icisf.org
#3:  Once a course is registered, the registration fee is NON-REFUNDABLE!  If the course is canceled for whatever reason, the registration fee must still be paid.  Provisions can be made to postpone a course but only for up to 6 months from the originally scheduled course date.  A course can only be rescheduled once.

4. Download the “Workbook and Certificate Order Form” from the CAP CISM web site (www.cism.cap.gov).  Complete the form and send it in to ICISF at the following e-dress:   kate@icisf.org  NO LATER THAN 2 Weeks prior to the course date to allow for processing and shipping.  Requests with less than 2 week notice may incur “rush” shipping charges.
5. Prepare for the instructor to arrive by:

a. Funding travel arrangements (air & ground) to and from training location, (rental car or CAP vehicle – get a copy of CAP Drivers License)
b. Making hotel accommodations for the instructor honoring requests for arriving the day prior to training and departing the day after training to accommodate travel arrangements.

6. Prepare a “flier” or other marketing materials publicizing the course to CAP members and / or civilians to include:
a. Instructor’s name and background,

b. Course:

i. Dates

ii. Location

iii. Hours of instruction

iv. Meal accommodations (if any)

v. Break snacks

vi. Hotel accommodations (if any)

c. Course outline/overview:  (See Appendix C:  ICISF Course Descriptions)
d. Provide a copy of flier to National CISM staff for inclusion on the CAP CISM Web site training calendar ASAP,

e. American Psychological Association (APA) Continuing Education credits will be offered (Sam Bernard courses only at this time) at a cost of $10.00 per participant that wants APA CEs only.

7.  Reimburse “instructor” within 30 days of instructor returning home and providing copies of expense receipts,

8. Secure Suggested Course Supplies (see appendix A: Suggested Course Supplies)

9. Anticipate course costs in course budget (see Appendix B:  Anticipated Crouse Costs)
INSTRUCTOR:
1.  Maintain contact with the requestor during the planning process,

2. Assist the requestor by responding to questions, comments or concerns,

3. Make travel arrangements in cooperation with requestor, providing flight arrangements to the “requestor”.  Agree upon the requestor picking up the instructor at the airport or the instructor renting a car – at the requestor’s expense,
4. Provide the requestor with a “bio sketch” that can be used in publicizing the course and introduction of instructor to participants the first day of training.
5. Instruct the course in accordance with ICISF’s policy and prescribed course content/objectives,

6. Provide requestor with a master copy of any additional handouts,

7. Provide requestor with copies of receipts within 7 days of returning from instructing,
Rules for Training:
1. Number of participants needed to hold a skills-based interactive course is 5 (minimum),
2. Maximum number of participants:

a. For a “skills based course is 30,
b. For a lecture based course – no limit,
3. Once the requestor informs instructor to make travel arrangements, costs associated with travel become the responsibility of the requestor – even if the course is canceled or postponed – plus any rescheduling fees from airlines,
4. Once the requestor sends in the course registration form to ICISF along with payment information, the costs associated with course registration become the responsibility of the requestor – even if the course is canceled or postponed.

5. ICISF registered courses will meet for the required number of clock hours – see individual course descriptions for details,

6. Course participants are open to all CAP members (senior members, cadets, patrons, etc)  and/or civilians as agreed upon by the instructor and requestor,

7. Each participant will be required to participate in the course activities to develop the appropriate skills and knowledge,

8. Only ICISF instructors are authorized to instruct ICISF courses,

9. Weather and technology issues may prevent a course from beginning on time, if at all possible, the course will continue with possible extensions made to accommodate the required number of clock hours,

10. The requestor will decide when to send in the course registration form – thus accruing the associated fee depending upon the relation of the course date to the submission date of the registration form.  Course registration fees (and late fees) are the responsibility of the requestor,

11. The requestor will inform the instructor as to when to purchase airline tickets.  Associated travel fees will be the responsibility of the requestor-such as checked bags, etc, with the exception of in-flight meals, beverages and services.  Note that if the instructor is requested to participate in any extra event, appropriate CAP uniforms may be needed and thus a “checked bag” for the airline and associated fees.
12. Course cancelation or postponement can be made by either requestor or instructor with written communication to the other, however associated fees will still apply – such as course registration, material orders and travel arrangements.

13. Neither the instructor nor requestor will be responsible for participants travel fees – even if the course is canceled or postponed.

Appendix A:   Suggested Course Supplies:

 FORMCHECKBOX 

Ink pens,

 FORMCHECKBOX 

Yellow highlighters,

 FORMCHECKBOX 

Sticky name tags (for those not in military uniform) or in polo shirts,

 FORMCHECKBOX 

Hard candy (at participants tables),

 FORMCHECKBOX 

Break snacks:

 FORMCHECKBOX 

Beverage options:

 FORMCHECKBOX 

Water

 FORMCHECKBOX 

Coffee /  Tea

 FORMCHECKBOX 

Juices

 FORMCHECKBOX 

Sodas / Soft Drinks

 FORMCHECKBOX 

Food options

 FORMCHECKBOX 

Fruits / Vegetables

 FORMCHECKBOX 

Cookies

 FORMCHECKBOX 

Muffins

 FORMCHECKBOX 

News print & stand

 FORMCHECKBOX 

Data projector / power-point projector, screen  & remote control “clicker”

 FORMCHECKBOX 

Copies for participants as requested by instructor

 FORMCHECKBOX 

Listing of local restaurants

 FORMCHECKBOX 

Supplies requested by instructor


 FORMCHECKBOX 

_____________________________________________________

 FORMCHECKBOX 

_____________________________________________________

 FORMCHECKBOX 

_____________________________________________________

 FORMCHECKBOX 

_____________________________________________________

 FORMCHECKBOX 

_____________________________________________________

 FORMCHECKBOX 

_____________________________________________________

Appendix B:  Anticipated Costs


· Course registration fee

· $100.00 if greater than 30 days prior to course dates,

· $150.00 if less than 30 days prior to course dates,

· Workbook fee:  $16.00 per workbook per course per participant, (new cost as of 1-1-10)
· Certificate fee:  $4.00 per certificate per course per participant, (new cost as of 1-1-01)
· Each participant must be given a certificate (new rule as of 1-1-10)

· Shipping and handling fees associated with workbook and certificates – shipped from Ellicott City, MD to “requestor's" location,

· Travel costs (air and/or ground) for instructor to and from instruction site,
· Any other activity fees that requestor wants instructor to participate in while at instructional site (banquet, meetings, etc)

· Hotel accommodations for instructor,

· Equipment rental fees,

· Classroom facility rental fees,

· Snack options for participants

· Course supplies (highlighters, pens, candy, newsprint, sticky name tags, etc)

Appendix C:  Course Descriptions

	Group Crisis Intervention 

	Designed to present the core elements of a comprehensive, systematic and multi-component crisis intervention curriculum, the Group Crisis Intervention course will prepare participants to understand a wide range of crisis intervention services. Fundamentals of Critical Incident Stress Management (CISM) will be outlined and participants will leave with the knowledge and tools to provide several group crisis interventions, specifically demobilizations, defusings and the Critical Incident Stress Debriefing (CISD). The need for appropriate follow-up services and referrals when necessary will also be discussed.

This course is designed for anyone in the fields of Business & Industry Crisis Intervention, Disaster Response, Education, Emergency Services, Employee Assistance, Healthcare, Homeland Security, Mental Health, Military, Spiritual Care, and Traumatic Stress.



Program Highlights 



  Relevant research findings 

  Relevant recommendations for practice 

  Incident assessment 

  Strategic intervention planning 

  “Resistance, resilience, recovery” continuum 

  Large group crisis interventions 

  Small group crisis interventions 

  Adverse outcome associated with crisis intervention 

  Reducing risks 

  Critical Incident Stress Debriefing (CISD) 

Completion of “Group Crisis Intervention” and receipt of a certificate indicating full attendance (14 Contact Hours) qualifies as a class in ICISF’s Certificate of Specialized Training Program.



Continuing Education Information: Two-Day Course: 8:30 a.m. - 5:00 p.m., 14 Contact Hours; 1.4 General CEUs from UMBC 


	Individual Crisis Intervention and Peer Support 

	Crisis Intervention is NOT psychotherapy; rather, it is a specialized acute emergency mental health intervention which requires specialized training. As physical first aid is to surgery, crisis intervention is to psychotherapy. Thus, crisis intervention is sometimes called “emotional first aid”. This program is designed for teach participants the fundamentals of, and a specific protocol for, individual crisis intervention.

This course is designed for anyone who desires to increase their knowledge of individual (one-on-one) crisis intervention techniques in the fields of Business & Industry, Crisis Intervention, Disaster Response, Education, Emergency Services, Employee Assistance, Healthcare, Homeland Security, Mental Health, Military, Spiritual Care, and Traumatic Stress.



Program Highlights 



  Psychological crisis and psychological crisis intervention 

  Resistance, resiliency, recovery continuum 

  Critical incident stress management 

  Evidence-based practice 

  Basic crisis communication techniques 

  Common psychological and behavioral crisis reactions 

  Putative and empirically-derived mechanisms 

  SAFER-Revised model 

  Suicide intervention 

  Risks of iatrogenic “harm” 

Completion of “Individual Crisis Intervention and Peer Support” and receipt of a certificate indicating full attendance (13 Contact Hours) qualifies as a class in ICISF’s Certificate of Specialized Training Program.



Continuing Education Information: Two-Day Course: 8:30 a.m. - 4:30 p.m., 13 Contact Hours; OR 1.3 General CEUs from UMBC 


	Individual Crisis Intervention and Peer Support & Group Crisis Intervention 

	This 3-day course combines ALL of the content of ICISF’s Individual Crisis Intervention and Peer Support & Group Crisis Intervention courses.

Please look closely at the times for this class since they vary from other classes being offered at ICISF conferences. Only those attending all hours of class will be issued certificates. Please plan travel accordingly.
Completion of “Individual Crisis Intervention and Peer Support” & “Group Crisis Intervention” and receipt of a certificate indicating full attendance (27 Contact Hours) qualifies as two CORE classes in ICISF’s Certificate of Specialized Training Program.


Continuing Education Information 



Three-Day Course: 8:00 a.m. - 6:00 p.m., 27 Contact Hours; OR 2.7 general CEUs from UMBC


	Suicide Prevention, Intervention, and Postvention 

	Why do people kill themselves? How do I ask someone if they are feeling suicidal? What do I do if they say they ARE suicidal? How do I deal with the strong emotions suicide generates? This course will provide answers for these and other questions many of crisis interventionists have about suicide. It will provide participants with basic information about suicide as well as help participants develop practical skills for prevention, intervention and postvention. Small group role plays will allow participants to apply the suggested techniques as they are learned.

This course is open to anyone who wishes to learn more about intervening across the suicide spectrum. Professionals from the fields of Business & Industry Crisis Intervention, Disaster Response, Education, Emergency Services, Employee Assistance, Healthcare, Homeland Security, Mental Health, Military, Spiritual Care, and Traumatic Stress may all benefit.



Program Highlights 



  Common myths about suicide 

  Risk factors for suicidal behavior 

  Frequent motivations for suicide 

  Problem solving methods 

  Effective intervention strategies 

  Elements of effective postvention 

  Elements of survivor grief 

  Community referral sources 

  “Mini-lecture” on suicide 

  Feelings and reactions of suicide survivors 

Completion of “Suicide Prevention, Intervention and Postvention” and receipt of a certificate indicating full attendance (14 Contact Hours) qualifies as a class in ICISF’s Certificate of Specialized Training Program.



Continuing Education Information: Two-Day Course: 8:30 a.m. - 5:00 p.m., 14 Contact Hour;; OR 1.4 General CEUs from UMBC 


	Advanced Group Crisis Intervention 

	Designed to provide participants with the latest information on critical incident stress management techniques and post-trauma syndromes, the Advanced Group Crisis Intervention builds on the knowledge base which was obtained through the Group Crisis Intervention program and/or in publications. At the conclusion of this course, participants will have been exposed to specific, proven strategies to intervene with those suffering the ill effects of their exposure to trauma. Emphasis will be on advanced defusings and debriefings in complex situations.

This course is designed for EAP, human resources and public safety personnel, mental health professionals, chaplains, emergency medical services providers, firefighters, physicians, police officers, nurses, dispatchers, airline personnel and disaster workers who are already trained in the critical incident stress debriefing format. It will also be useful for those working extensively with traumatized victims for various walks of life.

This course requires previous training and experience. 
ICISF’s “Group Crisis Intervention” should be viewed as a prerequisite.



Program Highlights 



  Relevant research findings 

  Managing complex group oriented crisis interventions 

  Nature and importance of incident assessment Strategic intervention planning 

  Comprehensive, integrated, systematic and multi-component CISM 

  Concepts of enhanced group processes 

  Significantly delayed interventions 

  “Multiple incident CISD” 

  Suicide of a colleague 

  Small group crisis support sessions after a disaster 

Completion of “Advanced Group Crisis Intervention” and receipt of a certificate indicating full attendance (14 Contact Hours) qualifies as a class in ICISF’s Certificate of Specialized Training Program.



Continuing Education Information: Two-Day Course: 8:30 a.m. - 5:00 p.m., 14 Contact Hours;; OR 1.4 General CEUs from UMBC


	Building Skills for Crisis Intervention Teams 

	After learning the CISM techniques it is important to get the experience in using and maintaining the skills necessary to do quality interventions. This program has been designed to provide participants with direct application and practice of skills of crisis intervention techniques. The program emphasizes a broadening of the knowledge base concerning critical incident stress management interventions as well as the practice of each application. Participants will learn some training techniques and activities that they might use to assist their teams in additional skill building.

This program has been developed for Employee Assistance Programs, human resources staff, public safety personnel, mental health professionals, chaplains, paramedics, firefighters, physicians, police officers, nurses, dispatchers, airline personnel and disaster workers to increase mastery and confidence in the skills learned during the CISM core courses.



Program Highlights 



  Skills in organizing appropriate CISM responses 

  Conducting Crisis Management Briefings 

  Participate as a Team member and a “participant” of an event 

  Appropriate CISM activities for a variety of incidents 

  Range of CISM techniques within the CISM process 

  Understanding of CISM principles for each activity 

  “Teaching” phases in each type of CISM experience 

  Defusing steps and purposes 

  Alternative techniques to accomplish the goals of CISM 

  One on one skills using CISM process 

Completion of “Building Skills for Crisis Intervention Teams” and receipt of a certificate indicating full attendance (13 Contact Hours) qualifies as a class in ICISF’s Certificate of Specialized Training Program.


Continuing Education Information:  Two-Day Course: 8:30 a.m. - 4:30 p.m., 13 Contact Hours;; OR 1.3 General CEUs from UMBC


	Emotional and Spiritual Care in Disasters 

	This advanced level course will enhance your skills to provide effective emotional and spiritual care (ESC) to meet the disaster-related needs of disaster responders and disaster affected families and individuals within disaster operations. This course builds on the crisis intervention principles taught in the Critical Incident Stress Management (CISM) core courses to effectively integrate these principles within ESC teams for appropriate care throughout the disaster continuum from the immediate to long-term recovery process.

This course is designed for trained clergy, chaplains, mental health professionals, and CISM trained crisis responders who desire to enhance their skills in providing Emotional and Spiritual Care to survivors of disaster and trauma.

Suggested but not mandatory prerequisites: Individual Crisis Intervention & Peer Support; Group Crisis Intervention; Pastoral Crisis Intervention.


Program Highlights 



  One’s own faith tradition and ESC 

  ESC & the Incident Command System 

  ESC & disaster relief operations 

  Physical, psychological, emotional impact of disasters 

  Behavioral, interpersonal and spiritual impact of disasters 

  Range of ESC interventions in the aftermath 

  Suitability to provide ESC 

  Maintaining health during deployment 

  Deployment personal care plans 

  Intervention and care giving concepts 

Completion of “Emotional & Spiritual Care in Disasters” class and receipt of a certificate indicating full attendance (14 Contact Hours) qualifies as a class in ICISF’s Certificate of Specialized Training Program.



Continuing Education Information:  Two-Day Course: 8:30 a.m. - 5:00 p.m., 14 Contact Hours; OR 1.4 General CEUs from UMBC


	Grief Following Trauma 

	In the course of one’s career, it is inevitable that professionals will encounter traumatic death and loss issues both personally and professionally. Professionals often feel ill prepared to provide effective care throughout the grief process. This course will cover key grief and loss concepts relating to trauma and traumatic death. Participants will increase their knowledge of how trauma impacts the grief process and will gain skills for evaluating and supporting persons who have experienced traumatic death and loss.

This course is designed for anyone who works with people who experience grief and loss following a traumatic event.



Program Highlights 



  Characteristics of trauma 

  Clinical implications of grief 

  Primary needs of victims 

  What helps and what hurts 

  Types of traumatic events 

  Traumatic grief and grief reactions 

  Death notification 

  Applications of the SAFER model 

  Supporting grieving people 

  Personal self-care plan 

Completion of “Grief Following Trauma” and receipt of a certificate indicating full attendance (14 Contact Hours) qualifies as a class in ICISF’s Certificate of Specialized Training Program.



Continuing Education Information 



Two-Day Course: 8:30 a.m. -5:00 p.m., 14 Contact Hours; OR 1.4 general CEUs from UMBCC


	Strategic Response to Crisis 

	Knowing what sequence of crisis intervention processes to use for which individuals or groups, at what times, and under what circumstances is crucial to all effective early intervention programs. The course will present essential information for the assessment of both crisis situations and the effects of critical incidents on people involved in those situations. Learn to create an effective plan of action to assist those in crisis and complete a series of exercises designed to sharpen assessment and crisis planning skills. Strategic planning and tactical decision making are emphasized, as are rationales for choosing one set of crisis intervention processes over another. 

This course builds confidence that crisis interventionists will make the right choices of interventions for the populations they are assisting under specific circumstances. This course requires previous training and experience. ICISF’s “Group Crisis Intervention” and “Individual Crisis Intervention and Peer Support” should be viewed as prerequisites.


Program Highlights 



  Strategic planning as it applies to crisis intervention 

  National Incident Management System and crisis intervention 

  Elements of Effective Planning 

  Steps in Developing the Plan 

  Planning process in assessing target populations 

  Determining the type, timing and resources necessary 

  Assisting large numbers of people involved in a crisis 

  The most important crisis intervention tactics 

  Managing a complicated or large scale crisis event 

Completion of “Strategic Response to Crisis” and receipt of a certificate indicating full attendance (14 Contact Hours) qualifies as a class in ICISF’s Certificate of Specialized Training Program.

Two-Day Course: 8:30 a.m. - 5:00 p.m., 14 Contact Hours; OR 1.4 general CEUs from UMBC


	Stress Management for the Trauma Service Provider 

	This important course is for all who work with traumatized people. Explore the “Stress Continuum,” the levels of stress including eustress (i.e., beneficial, motivating stress), traumatic stress, burnout, countertransference, compassion fatigue or secondary PTSD, and vicarious traumatization which may occur as a result of helping others. A discussion of coping strategies for those who work with traumatized children will also be offered. Individual self-report exercises and an experiential group support session will assist the participating trauma provider in assessing their own level of stress through sharing personal experiences with others. Stress management self care techniques will be presented, experienced and discussed. 

This course is appropriate for all mental health professionals, emergency services personnel, and peer counselors. 



Program Highlights 


  The “Stress continuum” 

  Signs and symptoms of excessive stress 

  Stress as related to work as a “trauma provider” 

  A variety of stress management techniques 

  Stress management in relation to “context” 

  Vicarious traumatization, compassion fatigue and burnout 

  Stress “resilience” 

  Achieve resilience and effective self care 

  Motivating factors for the work we do 

  Working with trauma survivors 

Completion of “Stress Management for the Trauma Service Provider” and receipt of a certificate indicating full attendance (13 Contact Hours) qualifies as a class in ICISF’s Certificate of Specialized Training Program. 


Continuing Education Information: Two-Day Course: 8:30 a.m. - 4:30 p.m., 13 Contact Hours; OR 1.3 General CEUs from UMBC 


	TEAM: Team Evolution and Management 

	Crisis intervention and critical incident stress management strategies and interventions can only be effectively delivered through a well-organized and orchestrated crisis response team. Team development and management skills are critical to the effective functioning of a crisis response team. This session will explore: leadership and management strategies; team development activities; team evolution considerations; preventative maintenance; learning from the past; and how to help teams remain healthy.

This course is designed for anyone in a team leadership position or who aspires to contribute to the organization or continued development of a crisis support, CISM, or peer support team. The program is essential to the development and maintenance of these programs.



Program Highlights 



  Framework for an effective CISM Team 

  Appropriate policies and procedures for CISM Team operation 

  Two management theories and the characteristics of each 

  Steps in team development 

  Key skills for successful leadership 

  Methods to keep teams healthy 

  Minimum standards for training of team members 

  Barriers to team development 

  Group dynamics that effect team operation 

  Difficult team maintenance issues 

Completion of “TEAM: Team Evolution and Management” and receipt of a certificate indicating full attendance (13 Contact Hours) qualifies as a class in ICISF’s Certificate of Specialized Training Program.



Continuing Education Information:  Two-Day Course: 8:30 a.m. - 4:30 p.m., 13 Contact Hours; OR 1.3 General CEUs from UMBC


	The Changing Face of Crisis and Disaster Mental Health Intervention: A Competency-Based Update 

	The field of crisis and disaster mental health intervention is rapidly changing. Keeping up with the current research and changes can be difficult, at best. The purpose of this workshop is to provide participants with an integrated synopsis of program innovations, consensus reviews, and research findings relevant to crisis and disaster mental health intervention. As the ICISF curriculum has undergone significant changes in the last 12 months, this workshop is offered as a “one stop shopping” opportunity to gain the latest information on issues and changes that are essential to the domains of critical incident stress management, crisis and disaster response.

This is a competency-based workshop that will serve to satisfy ICISF requirements for ICISF Trained Trainers and those seeking Certificates of Advanced Training. This workshop is intended for anyone who has an interest in crisis and disaster mental health intervention.



Program Highlights 



  Consensus recommendations for disaster mental health 

  Foundations of psychological triage 

  Reviews of research findings 

  Innovations in critical incident response 

  Recommendations on practice guidelines 

  Revolving lessons learned 

Completion of “The Changing Face of Crisis and Disaster Mental Health Intervention: A Competency-based Update” and receipt of a certificate indicating full attendance (7 Contact Hours) qualifies as a class in ICISF’s Certificate of Specialized Training Program.



Continuing Education Information: One-Day Course: 8:30 a.m. - 5:00 p.m., 7 Contact Hours; OR 7 General CEUs from UMBC


Appendix D:  Checklists
Upcoming ICISF Class Checklist for Host
3 Months Prior:
Date:












 FORMCHECKBOX 
Finalize training agreement with material & equipment lists

 FORMCHECKBOX 
Publicize/market class
 FORMCHECKBOX 
E-mail
 FORMCHECKBOX 
Conference Calls
 FORMCHECKBOX 
Meetings
 FORMCHECKBOX 
Classes


 FORMCHECKBOX 
Web site:   FORMCHECKBOX 
National CAP CISM   FORMCHECKBOX 
Region web   FORMCHECKBOX 
Wing
 FORMCHECKBOX 
Professional organizations
 FORMCHECKBOX 
Other:

 FORMCHECKBOX 
Reserve Classroom

 FORMCHECKBOX 
Complete paperwork for Continuing Education Units for various disciplines (optional)
1 Month Prior:
Date:












 FORMCHECKBOX 
Assure:   FORMCHECKBOX 
Registration or course with ICISF   FORMCHECKBOX 
Order workbooks & certificates from ICISF

 FORMCHECKBOX 
Survey options for lunch for both days  (delivery options?, call-ahead seating?)

 FORMCHECKBOX 
Confirm classroom reservation

 FORMCHECKBOX 
Confirm hotel reservations for instructor

 FORMCHECKBOX 
Confirm any security needs for participants entering classroom & area
 FORMCHECKBOX 
Confirm participants – Confirm payment, assess special needs & dietary requirements

1 Week Prior:
Date:












 FORMCHECKBOX 
Purchase classroom materials:

 FORMCHECKBOX 
Bottled Water
 FORMCHECKBOX 
Sodas
 FORMCHECKBOX 
Juices
 FORMCHECKBOX 
Candy
 FORMCHECKBOX 
Ink Pens
 FORMCHECKBOX 
Tablets
 FORMCHECKBOX 
Cups

 FORMCHECKBOX 
Plates

 FORMCHECKBOX 
Napkins
 FORMCHECKBOX 
Highlighters
  FORMCHECKBOX 
Utensils
 FORMCHECKBOX 
News Print & stand

 FORMCHECKBOX 
Other:

 FORMCHECKBOX 
Order lunches (if eat-in lunch)  (a few vegetarian – typically 1 vegie for every 3 participants)

 FORMCHECKBOX 
Test power-point projector

 FORMCHECKBOX 
Send reminder e-mail to all participants – provide direction to classroom & parking
 FORMCHECKBOX 
Write receipts for payments to each participant

 FORMCHECKBOX 
Make name tags for both days for each participant

 FORMCHECKBOX 
Make signage showing directions to classroom

1 Day Prior:

Date:












 FORMCHECKBOX 
Purchase refreshments:
 FORMCHECKBOX 
Fruit


 FORMCHECKBOX 
Ice


 FORMCHECKBOX 
Muffins/Breakfast snacks

 FORMCHECKBOX 
Pack materials

 FORMCHECKBOX 
Table cloths

 FORMCHECKBOX 
Portable office bag
 FORMCHECKBOX 
Registration folder

 FORMCHECKBOX 
Set-up room – if possible

 FORMCHECKBOX 
Post signage showing location of classroom

Day of class:
Date:












 FORMCHECKBOX 
Arrive 1 hour prior to registration

 FORMCHECKBOX 
Check signage – still in place or replace as needed

 FORMCHECKBOX 
Power-point projector working

 FORMCHECKBOX 
Morning refreshments in place
 FORMCHECKBOX 
Folders, materials and workbooks ready

 FORMCHECKBOX 
Registration folder ready

Night After Day One of Class:











 FORMCHECKBOX 
Purchase more refreshments if needed(ice)
 FORMCHECKBOX 
Tidy classroom for next day
 FORMCHECKBOX 
Print certificates

 FORMCHECKBOX 
Review “To Do List” from Day One

 FORMCHECKBOX 
Contact Instructor for brainstorming or problem solving
Day After Class:
Date:












 FORMCHECKBOX 
Send e-mail to all participants:

 FORMCHECKBOX 
“Thank You” for attending


 FORMCHECKBOX 
Ask if there are any unusual reactions


 FORMCHECKBOX 
Inform about other upcoming classes or projects related to crisis response


 FORMCHECKBOX 
Copy course evaluations and mail to instructor

One Month After Class:
Date:











 FORMCHECKBOX 
Remit payment from receipts provided from instructor

Extra To Do List or Things to Remember
 FORMCHECKBOX 
















 FORMCHECKBOX 
















 FORMCHECKBOX 
















 FORMCHECKBOX 
















 FORMCHECKBOX 
















 FORMCHECKBOX 
















 FORMCHECKBOX 
















 FORMCHECKBOX 
















 FORMCHECKBOX 
















 FORMCHECKBOX 
















 FORMCHECKBOX 
















 FORMCHECKBOX 
















 FORMCHECKBOX 
















 FORMCHECKBOX 
















 FORMCHECKBOX 
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