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7c. & 10d. Summary for Facilitators and Champion
Announce a new course (ideally,  4 weeks notice) - Advertise/ engage local media/ social networking (Facebook). 
Prepare Documentation (use latest versions - see website) - (expanding folder recommended for easy storage)

* N.B.  Course Completion procedure - see checklist

* Building a circulation list / maintaining a Waiting List


* Facilitator team - build / sustain

* Train Tutors (+ Administrator/Rover(s)/Hospitality team)

Welcoming the Learners - Invite a senior member of management to deliver a 'Welcome to our training centre' talk.
First Lesson 

Support the Administrator in his/her role - focus on the reporting duties

Support each Tutor - visit each Tutor/Learner pair to offer support / to break the ice

Photograph the notes on the whiteboard (its a good reminder for the first lesson of subsequent courses)

2nd Lesson


Invite Learners to prepare their story (optional) to tell their Tutor on StoryDay. 

Remind Learners to actively use their NOTE BOOK and to practice after this lesson and before the next lesson
2nd Last Lesson 


StoryDay ... engage a TY student to capture the stories - (please share recordings with 121digital)

LFF (Learner Feedback Form): Engage the Rover(s) and  guide Tutors to assist their Learner to submit their 
LFF online. The Rover(s) needs to be pro-active in this important process.
Final Lesson

LFF ... ALL outstanding feedback forms to be completed and submitted by now. Start early in the lesson and 
keep up the pressure until completed

Help Administrator to process the documentation essential for completion of course - see checklist

Post all docs to 121digital (address on rear of LFF form) ... if you did n't email them during each lesson.
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