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Training Preparation Checklist 
Venue: ______________ 
Date: __________________
Programme Number: _______________
	ACTION
	COMPLETE

	Confirm Learners

	Obtain attendance register of learners for training session.
	

	Provide learners with any pre-training instructions.
	

	Training Venue

	Ensure room is easy for learners to locate (e.g., make signs, if necessary).
	

	Ensure that ablution facilities are clean and hygienic.
	

	Ensure that ablution facilities can accommodate disabled learners.
	

	Ensure that dining facilities are clean and hygienic.
	

	Point out emergency exits and ensure that they are clear and accommodates disabled learners.
	

	Familiarise yourself with the venue and the location of fire fighting and first aid equipment.
	

	Ensure lighting is appropriate for activities such as note taking, viewing of audio-visual aids, and hands-on computer training.
	

	Ensure any sound distractions are eliminated or minimised.
	

	Ensure temperature is comfortable for learners and cool enough for equipment.
	

	Ensure that ventilation is sufficient.
	

	Arrange furniture to allow all learners to see the trainer and audio-visual aids.
	

	The structure is sound and safe.
	

	Ensure that there is sufficient seating, tables and space for learners.
	

	Ensure that electrical fittings are safe.
	

	Health & Safety Aspects to Discuss Learners

	Discuss fire fighting aspects with learners.
	

	Discuss first aid aspects with learners. 
	

	Discuss emergency procedures with learners.  
	

	Equipment

	Ensure the presentation notebook/computer and all workstations are in place and working properly.
	

	Ensure printer is working properly (e.g., adequate paper and toner).
	

	Ensure LCD projector is working properly (e.g., focus and bulb works).
	

	Ensure flip chart has adequate paper and flip chart stand is steady.
	

	Audio-Visual Materials

	Arrange hand-outs in order of use.
	

	Ensure that PowerPoint Presentation is appropriate and up to date for the presentation.
	

	Ensure training materials are in place (e.g., presentation notes).
	

	Secure any additional trainee materials (e.g., User Manual).
	

	Ensure any posters are displayed in the location desired.
	

	Ensure visual aids are visible from the back of the room.
	

	Trainer Supply’s - Confirm that the following supplies are available:

	As per attached stationery cupboard list
	

	Additional items to discuss with Learners

	
	

	
	

	Comment s from facilitator

	
	

	
	

	I certify that training preparation is complete.

	Trainer's Surname/Last Name
	
	Trainer's First Name
	

	Signature
	
	Date
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