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TRAINING AND PLANNING AT SUBNATIONAL LEVELS FOR INTEGRATING COVID-19 VACCINATION INTO ROUTINE HEALTH SERVICES: FACILITATOR’S GUIDE
ANNEX E. FACILITATOR’S CHECKLIST FOR WORKSHOP PREPARATION
This tool can help guide facilitators’ steps before the workshop. 


3-4 Weeks in Advance

· Engage with national-level decision-makers and immunization partners to ensure their participation and support before, during, and after the workshop and to ensure coordination with national-level activities.
· In collaboration with other relevant district health officials, review and discuss all workshop materials, including the tools, slides, and facilitator guide. Agree on the objectives for implementing the workshop and the follow-up actions that will be needed.

· Meet to discuss the workshop process and content. Agree on specific adaptations needed to the guide/tools/slides and decide who will make them and when.

· Assign roles for who will do what during the workshop (i.e., who will lead which sessions and who will document discussions).

· Plan and secure workshop logistics (i.e., venue, meals/snacks, accommodations).

· Identify and invite attendees. (See section 1d for a suggested list of “Who Should Participate.”)



1-2 Weeks in Advance

· Collect local demographic data and other background information. Plan how this information will be used during discussions. Document key information on slides or handouts, as appropriate.

· Continue to become familiar with the guide to help ensure seamless workshop facilitation.

· Meet to review newly adapted guide/tools/slides.

· Preselect members of each breakout group.



Less than 1 Week in Advance

· Finalize an adapted version of the guide/tools/slides.

· Continue to become familiar with the guide to help ensure seamless workshop facilitation.

· Prepare copies of adapted handouts (i.e., annexes, slides, resources), hardcopy and/or electronic.

· Confirm venue, attendees, etc.


