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Selecting and Making Arrangements 
for a Training Facility

Consider the following when selecting space for a training facility:

· Are the rooms big enough for the proposed number of trainees?

· Do the rooms have adequate lighting and ventilation?

· Is there reliable electricity and running water? If not, have “workarounds” been arranged?

· Are there telephones (and perhaps Internet connections) available?

· Is there easy access to the training facility for most participants? 

· Is there safe parking for participants driving to the training facility?

· Does the training facility have adequate security to prevent theft of training supplies and equipment?

· For a clinical practicum, is there space available for physician, patient and learner?

· For a clinical practicum, are there enough patients?

· Is the facility free from interruptions such as visitors and outside noise?

· If the training is not catering food, are there accessible restaurants or vendors?

Once a training facility has been selected, you will need to:

· Get necessary permission to use the space and sign a rent or purchase agreement.

· Decide on what type of training and office materials you will purchase. 

· For a clinical practicum, conduct an inventory of the existing supplies/equipment and make needed repairs and/or purchase upgrades.

· If the training facility is clinic-based, determine the human resource capacity and develop a plan for addressing capacity issues. 

· In a hospital setting, develop recommendations for supply upgrades if needed. If no funds are available, take note of supplies missing so that these resource constraints are acknowledged in the training.

· Assess adherence to universal precautions and develop plans to increase adherence where necessary. 

Once the training facility is operational, remember to:

· Place information for other training opportunities in visible places.

· Place educational materials in visible places (e.g. posters on walls, brochures on tables). This will help generate a common pool of information for both practitioners and patients.
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