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[bookmark: OLE_LINK1]This is a [XX day] workshop that can be delivered in person or virtually:



How to use this form:
· Complete the checklist by observing the facilitator during the workshop or by reviewing a recording to self-check indicators. 
· For each indicator listed, check Yes, No, or N/A. 
· Score "Yes" if the facilitator covers the content, regardless of the instructional methods used to deliver the content.
· Indicators do not need to be completed in order
· Do not check N/A if the box is shaded. 
· At the end of each section, sum the items that received scores of Yes, No, and N/A and record the scores in the provided row. 
· At the end of the checklist, sum the total number of Yes, No, and N/A scores across all sections.

	Section 1 Parts X - XX

	Name of Facilitator(s):



	Start Time: 

	Stop Time:
	Duration of Breaks:



	Workshop Components
	Check Box

	
	Yes
	No
	N/A

	Section 1A: [title]  

	1. Orient participants to the meeting location or platform
	
	
	

	2.  Introduce facilitators and greet participants
	
	
	

	3. Acknowledge the source for materials being shared, and if appropriate, financial support for providing this workshop
	
	
	

	Section 1B: [title] 

	4. Orient participants to workshop materials 
	
	
	

	5. Activity: Invite participants to introduce themselves by sharing their coaching strengths/needs
	
	
	

	6. Review the objectives 
	
	
	

	7. 
	
	
	

	8. 
	
	
	

	9. 
	
	
	

	10. 
	
	
	

	Section 1C: [title]
	
	
	

	11. 
	
	
	

	12. 
	
	
	

	13. 
	
	
	

	14. 
	
	
	

	15. 
	
	
	

	TOTAL NUMBER OF CHECKS IN EACH COLUMN
	


	
	

	
TOTAL NUMBER OF CHECKS IN EACH COLUMN
	
	
	

	Section 1 Parts A-C: Facilitator Characteristics

	1. 
	
	
	

	2. 
	
	
	

	3. 
	
	
	

	4. 
	
	
	

	5. 
	
	
	

	6. 
	
	
	

	7. 
	
	
	

	8. 
	
	
	

	9. 
	
	
	

	10. 
	
	
	

	11. 
	
	
	

	TOTAL NUMBER OF CHECKS IN EACH COLUMN
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Day 1 - Lunch Break 
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Content and Objective Summary Data
	Section 
	Yes
	No
	N/A

	Section 1 (n = xx)
	
	
	

	Section 2 (n = xx)
	
	
	

	Section 3 (n = xx)
	
	
	

	Section 4 (n = xx)
	
	
	

	TOTAL (N = xx)
	
	
	



Facilitation Summary Data
	Section 
	Yes
	No
	N/A

	Section 1 (n = xx)
	
	
	

	Section 2 (n = xx)
	
	
	

	Section 3 (n = xx)
	
	
	

	Section 4 (n = xx)
	
	
	

	TOTAL (N = xx)
	
	
	



Notes:
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