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On the day of the Training Course   
Gather course material together. Info packs, lanyards, badges, & evaluations.
Print sign-in sheet and allow some blanks for people that may turn up without booking. 
Arrange for the trainer and delegates to be taken to the relevant location at the venue.
The trainer will take the evaluation sheets and have them scanned and sent back to Epping Forest District Council.





J9 Training Course Procedure
After the Training Course 
Scan and send the signing in sheet with the delegates email addresses to j9@eppingforestdc.gov.uk in order for them to be offered to opt in to receive SETDAB newsletter
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