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Facilitator log
	
Pre-session

	
	

	FACILITATOR CHECKLIST

	You may find it useful to:
	Check
	Notes

	Consider the relevance of this session for your staff
	
	

	Establish what current practice looks like at your school
	
	

	Identify whether there are any aspects of the session that need modifying to meet the needs of your staff
	
	

	Liaise with colleagues who have experience and/or expertise in the topic area and consider how they might contribute 
	
	

	Identify whether there are any existing school policies or procedures you will need to draw on
	
	

	Create a clear timetable for this session that includes time for input, the inter-session task and evaluation
	
	

	Organise the logistics – for example, printing handouts, booking a space, setting up resources
	
	

	Decide how you will monitor the impact of the session, and how you will you help participants monitor their progress
	
	

	Consider the challenges of running this session, and how you may pre-empt or control them
	
	

	To do list 


(
(
(
(


It may also be useful to consider questions that staff could ask in relation to raising achievement and closing gaps. A table has been provided below for you to record possible questions and responses.
	QUESTIONS AND ISSUES ANTICIPATED
	POSSIBLE RESPONSES

	
	


Post-session 

You can record the outcomes of the session using the following table. 

	Constructive suggestions made by staff



	Unanswered questions from this session



	Headlines from participants’ feedback



	Next steps



	
We'd love to hear how this session went. By providing feedback, you will help us continually improve the service we provide to our members.
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	Get the knowledge you need to act at thekeysupport.com/cpd
> Logins for all your leaders, at no extra cost
© The Key Support Services Ltd | For terms of use, visit thekeysupport.com/terms
	[image: image7.png]


Raising achievement and closing gaps | Page | 1
	© The Key Support Services Ltd | thekeysupport.com/terms

	[image: image6.png]


Raising achievement and closing gaps | Page | 4

