SQUADS ACTION PLAN

(SQUADS is most successful with a min of 5 people and a max of 15)

Lead: 

Purpose: To provide SQUADS (Study Question Understand Act Debrief Success) community assessment training to SWAT staff, Adult Partners and Community Coordinators 

Training date and time: 

Attendees: SWAT Staff, Grantees, Partners

Estimate number anticipated to attend:

Location for training:  

Training facilitator:
Lite Refreshments: 

	Task
	Lead
	Deadline

	Send out “Save the Date” e-mail with registration, agenda, and web link to order SQUADS binder.
	
	

	Secure location for training
	
	

	Prepare registration form with map to host location
	
	

	Distribute registration form and formal invitation.  Include once again, agenda and web link to order binders.  Also include lunch (delivered) information and a menu if needed.  You will likely need to place the food order in early that morning or the afternoon before.  
	
	

	Before the training, review agenda and go through all of the handout and binder materials that will be discussed. 
	Facilitator
	

	Order refreshments (arrange for delivery or self pick up)
	
	

	Copy agenda and handout materials.
	
	

	Compile registration responses into a list. Make name tags and certificates of completion
	
	

	Prepare participant packets with external agenda, evaluation form, handout materials
	
	

	Identify 6 gear items for giveaway (order if needed)
	
	

	Room set up (classroom or half circle is good)
	
	

	Identify loaner SQUADS binders. (obtain them if borrowing from someone)
	
	

	Copy completed evaluation forms and submit with monthly briefing. 
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Menu Selection for Lite Refreshments

Lead: 

Maximum XX # people

Delivery Time: 

Note: 

Beverages with quantity:  

Tray items requested:

Volunteers needed to aid in the delivery of SQUADS:

	Someone to co-scribe and support the facilitator
	Manage registration (sign in sheet, name tags, certificates of completion)

	Time keeper (optional)
	Collect money for food orders and take lead on paying for the items once they arrive.  This person should also distribute the food as well as the money change.  



	Assist with room set up/clean up
	Someone to assure completion and collection of evaluation forms

	
	

	
	


Supplies Needed:

	Laptop and projector for SQUADS Pre-Show
	3 Flip Charts with markers

	Masking Tape
	Pens/Pencils

	Construction or colored paper with markers for Life Map
	Post-it notes for the tables (free use by participants)

	Blank name tags
	Extra participant packets (3-4)

	Scissors
	

	
	

	
	


