[image: ]Facilitator Checklist
Delivery Preparation Call #2 (With Client):



Time: Approximately 60 minutes 
Attendees: Client, Facilitator, CSP/DC, WS

CSP/DC will spend the first few minutes kicking off the call by: 

· Facilitating introductions between client team and TMBC team.
· Confirming basic information regarding the upcoming session (program, date, time, delivery platform, client audience)

· Do you need additional clarity on the roles (i.e.: reporting relationships) of the client team? If so, please take this conversation offline with CSP/DC after the call.

Workshop Specialist (WS) will confirm the following logistics:

· Clarify how participants will be invited to session(s)
· Review communication template(s) (show example) and discuss timing and how things will be distributed
· If virtual, confirm platform to be used and if a WebEx orientation is necessary for participants at the start of the session
· If virtual, determine how participants will be dialing in (discuss risks of dialing in from one big room)
· If appropriate, discuss plan for managing no-shows (stress the importance of attendance)
· Shares policy for recordings (If possible, does Client want session recorded? How will the recording be used)? 
· If appropriate, ask Client if they will be sending a survey/evaluation; confirm how they will deploy the survey; determine if they will share the results
· If in-person, identify who the on-site client contact will be and the on-site AV support person and get their contact information. 
· If in-person, confirm address for the session and the time the room will be available for set up. Also, discuss where shipped materials and supplies will be and plans for breaks/meals/refreshments
· If in-person confirm dress code
· Are logistics clear to you? If not, take this conversation offline with WS after the call.

Facilitator reviews program objectives/outcomes and does a high-level content overview:

· Establish rapport so that you are viewed as a partner and not a vendor 
· Confirm existing exposure the participants will have had to TMBC/the strengths approach  
· Review the Learning Schedule (if applicable)
· Confirm participant expectations (as appropriate for program being delivered)
· Review session outcomes and walk through the session PPT
· Review Pre-work and activation activities (if applicable) that will be used, time needed, and intention (risks/rewards)


· Confirm and/or capture any necessary Client contextualization
· For example: common language for team, team member, team leader, etc.
· Cultural nuances to be aware of
· Pain points within the organization that we need to be aware of
· Other initiatives in progress that may relate to this session
· Words or phrases to integrate into the talk track and/or to avoid
· Identify who will be kicking off the session (i.e.: would the client sponsor or a senior leader like to say a few words at the beginning of the session to underscore what they are excited about and what they hope for the participants)
· Other questions to ask (optional and if time allows):
· How were the participants identified for the session (i.e.: did they volunteer)?  
· What reporting relationships do I need to be aware of in this session?  
· What challenges are people in the room going through right now?  
· What questions should I anticipate them asking?
· What else do I need to be aware of?
· Share best practices from other clients, as appropriate
· Share success stories that highlight what has gone well and what enables an optimal participant experience, for example: 
· It can be fun to add in pictures of leaders / names of participants that have the primary role on the StandOut role slides.

· In SOTL VS: A best practice from one of our clients has been to run the Peer Activation activity as a part of their weekly leadership call.
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