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	Task
	Due Date
	Date Sent

	Unit notifies the Wing Director of Professional Development of the desire to host / conduct a course (either SLS, TLC, or CLC) a minimum of 90 days in advance of the course date.


	     
	     

	Group or Wing Commander designates the Course Director.
	     
	     

	Course Director advertises the Deputy Director position to the Wing (the goal is to widen the pool of eligible Course Directors.)


	     
	     

	Course Director designates Deputy Director.
	     
	     

	CAPF-46 submitted as per instructions on the form (MUST be done 45 days in advance of course!)


	     
	     

	Course Director recruits Staff (presenters).
	     
	     

	If they have not previously done so, all Course Staff presenters must attend the “PD Train the Trainer” class (as soon as it becomes available).
	     
	     

	Submit Budget to Wing Finance Officer
	     
	     

	Advertise the course locally and to Group Commander; CAPNC email list;  ask Wing DPD to officially announce the course and enter it onto the Wing PD Calendar.  Require CAPF17s be submitted NO LATER THAN 21 days prior to the course date.  The Course Director will acknowledge by email receipt of each CAPF17.


	     
	     

	A minimum of 30 days in advance of the course date, the Course Director will conduct a one-day planning session with the course Staff.  Each Staff Member will present the first 5-10 minutes of their presentation.  The Course Director will coach weak presenters.  If a presenter cannot meet minimum presentation standards (no death by power-point, no simple reading or material) the presenter should be replaced.


	     
	     

	A minimum of 30 days in advance of the course date, the Course Director will publish the Course Agenda and Schedule to the Students via E-Mail.  IF lunch will be provided by the Course (Student Expense), the menu will also be published and the price.  The monies for both Saturday and Sunday lunch will be collected at Student Check-In on Saturday morning).  Give all excess money, and completed budget report, to Wing Finance Officer within ten days of course completion.


	     
	     

	14 days in advance of course date – Course Director will confirm Student Enrollment.  The Wing PD will be notified by E-Mail of the confirmed enrollment.


	     
	     

	Course Director will insure that the Course Certificates for both Students and Staff are prepared in advance of the actual course date.

Course Director will insure that Course Evaluation forms have been printed and will be available at the conclusion of the course.  In addition to the written evaluation form, it is recommended that the final 30 minutes of the Course be used for verbal feedback from the class to the Staff.  Our goal is to make each subsequent course better that the previous one.


	     
	     

	Course Director will assure that the CAPF-11 has been properly submitted NO LATER than 7 days after the course completion.
	     
	     

	Within 30 days of Course Completion, the Course Director will meet with the Course Staff and critique their execution of the course and will submit a report to the Wing PD.
	     
	     


OUR GOAL IS EXCELLENCE IN TRAINING!  WE WANT EVERY STUDENT TO DEPART FEELING THAT THE COURSE MET HIS/HER NEEDS AND WAS BOTH ENGAGING AND INTERACTIVE.  WE WANT THE STUDENTS TO RETURN TO THEIR UNITS TELLING EVERYONE THAT THIS COURSE IS ONE THEY “REALLY NEED TO ATTEND!”
Notes and Comments
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