Oncology Section, APTA
Site Facilitator Checklist

	PRE-COURSE PREPARATION-

PLEASE INITIAL NEXT TO EACH ITEM TO CONFIRM AGREEMENT

	Responsibility:
	SECTION
	FACILITY

	· Contract sent to Section Office
	x
	

	· Listing of local hotels to include discounts (if available)
	
	x

	· Travel Information to include:

Exact Address of Course, to include room #

Parking Information 

Map of Facility and any other necessary travel information
	
	X

	· Names of staff receiving complimentary registrations
	
	x

	· Name and address of the person to receive all packages containing course materials.
	
	x

	· Emergency phone number/contact person for day of emergencies
	
	x


	DAY of COURSE CHECKLIST

	THE FOLLOWING ITEMS WILL BE PROVIDED BY THE SECTION

	· Name badges from APTA

	· Sign–in sheets for participants

	· Roster from APTA

	· Handouts from APTA (sent electronically to participants)

	· Course certificates from APTA 

	· Evaluation forms from APTA (sent electronically to participants following the course)


	THE FOLLOWING ITEMS WILL BE THE RESPONSIBILITY OF THE FACILITY- 

PLEASE INITIAL NEXT TO EACH ITEM TO CONFIRM AGREEMENT
	

	· List of restaurants for participants for lunch
	

	· Audio visual equipment which may include:

Projector, Screen
	

	· Access to a PT Gym for the Exercise Course
	

	· Podium
	

	· Signs in the facility directing participants to the course location
	

	· Catering for one break
	

	· Plenty of water throughout each day for participants
	

	· Extra table in the lab for supplies/equipment
	

	· The facilitator must be available during all hours of the course
	


