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Educator’s Resource: Integrating Best Practice Guidelines 
Tips, Tools and Templates
          


Learning Event Checklist

Areas of consideration that must be addressed for each event:

Assessment

( Topic identified

( Learners identified

( Self-assessment (educator)

( Environment assessed (i.e. readiness and timing)

( Resources required (i.e., time, space, materials, expertise, and budget)

Planning

( Goals, objectives and key deliverables identified

( Appropriate strategies chosen (i.e., matching of learners, content and context)

( Lesson plan developed

( Evaluation strategies determined

( Logistics arranged (i.e., space, equipment, catering, registration)

( Communication strategy (i.e., marketing, negotiation, promotions)

( Actual event scheduled

( Participant availability established (staff and students)

Implementation

( Back up plan in place!

( Problems anticipated ahead of time

Evaluation

( Evaluation plan implemented

( Evaluation results collated

( Evaluation results communicated to relevant stakeholders

( Revisions to be incorporated into next learning event.
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