Timeline for course preparation – Helping Babies Breathe

	Date
	Preparation Step

	
	Long-term

	
	__  Determine need for course and course format.

	
	__  Decide on the number of participants and number of facilitators needed.

	
	__  Select course facilitators.

	
	__  Select potential participants.

	
	__  Decide date and place of course.

	
	__  Obtain sponsorship and prepare a budget.

	
	

	
	Medium-term

	
	__  Select and reserve course location.

	
	__  Obtain all teaching materials.

	
	__  Have a planning meeting with facilitators and organizers/sponsors.

	
	__  Make a detailed course agenda with times

	
	

	
	__  Contact potential participants.

	
	__  Arrange for food and beverages, if necessary.

	
	__  Check mannequins, supplies and equipment.

	
	__  Prepare evaluation materials (photocopies).

	
	

	
	Short-term

	
	__  Distribute Learner Workbook to participants (if applicable).

	
	__  Organize teaching materials for small groups.

	
	__  Confirm reservations for course location, food, and beverages.

	
	

	
	Day of the course

	
	__  Arrive early.

	
	__  Post signs to direct learners to the course location.

	
	__  Set up demonstration area and small group practice areas.

	
	__  Keep a record of learner evaluations.

	
	__  Sign completion certificates.

	
	

	
	After the course

	
	__  Clean and reorganize teaching materials.

	
	__  Replace or repair equipment and supplies as necessary.

	
	__  Make notes of what worked well and what to do differently.

	
	__  Complete reports for budget, participation, and evaluation of learners.

	
	


