PLANNING SHEET FOR THOSE BOOKING OR CONSIDERING 

ONE OF DEBORAH ROBERTSON’S BREASTFEEDING SPECIALIST STUDY DAYS TO COME TO A TRUST / PROJECT

( Deborah Robertson IBCLC   www.breastfeedingspecialist.com    


Dear Enquirer,

Thank you for your in interest in booking me to present a study day for your staff/volunteers working with breastfeeding mothers and babies.   Please complete as much as possible of this planning sheet to help us to structure our discussions and to help me to be really efficient!   
Please double check on my website for what the things each of use provides to make the study day go well: www.breastfeedingspecialist.com/page3.htm 

It would suit me best if you email this sheet  back to me.  deborahruk@yahoo.couk  

I look forward to working together on this project.

 Deborah

	
	
	CONSIDERING  / UNDECIDED / SUGGESTED
	DEFINITE /FINALISED / AGREED
	(

	1
	TRUST / AGENCY 

Who are making the booking


	
	
	

	2
	INTENDED PARTICIPANTS

Numbers: 

Their roles/jobs:


	
	
	

	3
	DATE / POSSIBLE DATES


	
	
	

	4
	CONTACT PERSON 

Name:

Role:

Address:

Postcode:

Phone: 

Email:
	
	
	

	5
	VENUE

Name:

Address:

Postcode:

Phone: 

Email:
	
	
	

	6
	DOES THE ROOM HAVE WHAT WE NEED?

· Space for chairs laid out in a ‘horseshoe’?

· Table for Deborah’s stuff and laptop?

· Is a projector provided or should Deborah bring her own?
	
	
	

	7
	TITLE / TOPIC FOR THE DAY

see website for options: 

www.breastfeedingspecialist.com/page2.htm
 
	
	
	

	8
	PROGRAMME / TIMING 

We need to sort out:

· Session titles

· Start and end times

· Will Deborah be able to have access to the venue one hour early in order to set up?

	
	
	

	9
	ANY SPECIAL DETAILS?

E.g. Who provides lunch?

E.g. Will there need to be a crèche?
	
	
	

	10
	PARTICIPANTS LIST
I will need you to send me this a week before the study day.
	
	
	

	11
	EVALUATION

I will attach a draft evaluation form which it may suit you to have me use at the end of the day.  Please indicate what you prefer.
	
	
	

	12
	ATTENDANCE CERTIFICATES

Will be given to those who stay to the end and hand in an evaluation form and will detail the content covered in the contact time.  Please indicate if you prefer to produce your own.
	
	
	

	13
	PUBLICITY / BOOKING FORMS
Please send me a draft of what you intend to send out.  

Please include:

· Deborah Robertson IBCLC

· The material for this day is taken from Deborah's material in her series of twelve Breastfeeding Specialist Study Days.

· www.breastfeedingspecialist.com
	
	
	

	14
	PAYMENT

The invoice should be sent to:

Name:

Address:

Postcode:

Phone: 

Email:

When do you want it sent?
	
	
	

	15
	DEBORAH HAS BOOKED HER ACCOMMODATION ...


	
	
	

	16
	DEBORAH HAS BOOKED HER RAILWAY TICKET  ...

How to get to the railway station speedily at the end of the study day?
	.......................
	
	

	17
	ANYTHING ELSE?


	
	
	


Evaluation Form 
(Please tick appropriate box and comment if you wish) 

Job title/role ………………………………………………..
1. Your overall assessment of the conference:   


    excellent       good             satisfactory            average           poor     

2. The content of the training:

too difficult       difficult        at the right level           easy         too easy

3. The pace of training was:

    

too fast                  fast             moderate              slow           too slow

4. The extent to which the teaching methods used enabled learning:


    excellent       good             satisfactory            average           poor     
5.   What content was most useful?     


…………………………………………………………………………


…………………………………………………………………………


…………………………………………………………………………


…………………………………………………………………………


…………………………………………………………………………


…………………………………………………………………………
6.  What content was least useful?        

…………………………………………………………………………


…………………………………………………………………………


…………………………………………………………………………


…………………………………………………………………………

7.     List 3 things which will enhance your practice as a result of what you have learned on the course: 

· ………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

· ………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

· ………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

8.   Any additional comments:
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