Organising a Training Day - Timetable
	Time
	Task

	6 months
	Plan programme and Invite speakers

	4-6 months
	Submit honorarium for outside speakers to Education & Training Committee

	4 months
	Confirm venue – consider booking extra rooms for small group work as necessary

	1 month
	Submit the programme for the day for publishing on eMitten

	1 month
	Distribute ‘homework’ / reading to registrars, and submit for publishing on eMitten

	1 month
	Confirm with speakers; communicate timings, audiovisual requirements, directions etc.

	1 month
	Confirm venue has necessary audiovisual equipment

	2 weeks
	Create feedback form, attendance sheet and certificate

	Day before
	Check venue equipment

	Big Day!
	

	Day after
	Submit attendance sheet and summary of feedback to mentor


