Announcement Approach Training Checklist
Some of these items may not be applicable to your training, but this list should guide you through some key steps to hosting a training in your clinic.

	AAT Facilitator Tasks
	X
	Assistant Tasks
	X

	In advance

	Schedule clinic for training, if needed
	
	Reserve space in clinic for training
	

	Update slides (disclosure information and HPV vaccination rates) and script
	
	Reserve screen, projector, and computer (if applicable)
	

	Put file with slides on USB or laptop
	
	Test presentation to make sure slides appear correctly, videos play, and you can hear the audio
	

	Confirm presentation 2 days in advance
	
	Check seating
	

	Immediately before Training

	Arrive 30 min early
	
	Arrive 30 min early
	

	Check in with clinic staff
	
	Set up screen, projector, and computer with slides
	

	Greet attendees
	
	Greet attendees
	

	Ask attendees to take pre-training survey (if applicable)
	
	Ask attendees to take pre-training survey (if applicable)
	

	During Training

	Give training
	
	Direct late-arriving attendees to complete pre-training survey
	

	Guide attendees through the practice exercise
	
	Note attendee questions that need follow-up
	

	Ask attendees to complete post-training survey (if applicable)
	
	During practice, encourage participants to pair up and do exercise
	

	After Training

	
	
	Send attendees answers to any unanswered questions that came up during the training
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