Pre-Post-Class Detailed Steps 
Stage: Pre-Post-Class
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PRE-CLASS
· SC/NG will request a roster from the client 2 weeks prior to the course date (in excel format). 
· A follow up prior to the course date will occur, if needed.
· Many of our clients are not prepared to provide a roster prior to a course date, despite our efforts to collect. 
· Facilitator will ensure they have a copy of a blank roster form (Excel). 
DURING CLASS
· Facilitator will take attendance. 
· It is the responsibility of the Facilitator in the room to take attendance with or without a client-provided roster. 
· If a roster is provided by the client prior to the course date in excel format, please use this form.
· If a roster is not provided by the client prior to the course date or is not in excel format, the Facilitator will use a blank roster form (Excel) and take down the first and last names of the attendees.
POST-CLASS
· Facilitator will attach the roster to the post-class email (sent to RL and EVAL List). 
· Roster and Eval should be provided to the RL and EVAL Distribution List within 24 hours of completion of the course. 
· If the Facilitator is planning to be OOO following the course, these items should be completed prior to the start of their OOO time.
· Roster should be attached as an Excel spreadsheet. 
· Do not attach a .pdf or .jpg file of a roster.
· Do not list roster in the body of the email text. 
· Please ensure the roster has a reasonable file name like “CLIENT NAME Roster DATE”. 
· Do not ask the client coordinator to provide you with a roster of who attended your session.
· If no roster is provided, Facilitator should submit a roster with first and last names of attendees. 
· SC/NG will reach out to the client coordinator after the session to obtain email addresses.
· Course eval should be attached as a .pdf document. 
· Please ensure the eval has a reasonable file name like “CLIENT NAME Evaluation DATE”. 
· Do not attach a .html file of the eval. The survey system often defaults to .html, so be sure to double check this. 
· Post-Class debrief questions should be answered in either an attached document or in the body of the email.
· These questions must be answered and sent to the EVAL List  - not just the RL.

NOTE
· DH is not part of the EVAL Distribution list.  All needs related to accounting should be addressed separately.
· The only client with a different roster process is Texas Instruments.  
· For TI only – a roster is not needed, only a head count of class participants.

· The Facilitator should NOT promise or arrange for additional 1:1 support without prior RL/AMS approval. 

· The Facilitator should NOT initiate contact with participants without prior RL approval. 
· Examples: Boosting Post-Class Results, Value-add communications, Alumni access information 
· [bookmark: _GoBack]Reactive alumni support is acceptable without prior approval
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