On the Day and Just Before Checklist for Presentations

PRINTING
· Have I sent of pre-course material to the attendees?

· Have I printed off enough copies of the timetable?

· Have I printed off my session notes?

· Have I printed off enough handouts?

· Have I printed off enough evaluation sheets?
ROOM & EQUIPMENT

· Laptop, USB Stick, Data Projector, Flipchart, Flipchart pens

· Room layout – including the chairs
CONTENT

· Are the session objectives/Intending Learning Outcomes clear?
· Do I have a powerful enough ‘hook in my presentation to motivate the audience into wanting to engage and know more?
· Is the session content the right size?

· Do I have the right number of points?

· Is the sequence of points logical?

· Are the presentation aids relevant?

· Are the handouts clear?
· Have I included a session summary?

UNDERSTANDING THE AUDIENCE

· Do I know who the group is?

· Am I building on previous knowledge?

· Is there plenty of participant activity?

THE DAY BEFORE
· Have I rehearsed my session?
ON THE DAY
· Get there early?
· Is the training room ready?

· Do I have extra markers etc?

· Do I know where all the spares are?

· Is the equipment set up?

· Is the seating arranged as required?

· Is all of my equipment ready?

· Set up Presentation aids

· Organise and place my notes

· Can everyone see me and the equipment?

· Warm up my voice?

· Am I still familiar with the material? ……… Mentally recall the sequence of events

· Breathe deeply
Smile and begin!
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