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CaPFA/CARTAC PFM Workshop

Responsibilities and Checklist

Responsibilities of Recipient Country

Two–three months before workshop 

1.      Identify one local trainer – this person will deliver the workshop with another presenter from a different Caribbean country. The person should firstly be an energetic high quality presenter, and preferably have a strong PFM base;

2.      Identify a suitable venue and provide the details to CARTAC early in the process – CARTAC requires three quotes for venues, and catering where they are separate, and these should be submitted ASAP after the course is confirmed;

One–two months before workshop

3.      Release the identified local trainer to attend the presentation in the previous country of delivery to expose the trainer to the method of instruction – this is a commitment of one week within the two-month period prior to the workshop;

One month before workshop

4.      Identify up to 30 participants for the workshop and ensure they understand that they must attend all five days –.certificates will not be issued for participation below 100% (exemptions to this rule will only be granted in extenuating circumstances with the permission of the CARTAC PFM advisor). As the programme schedule is tight, participants must be punctual;

5.       Your country presenter should commence updating the manual, and presentation slides and notes, during the presentation in the previous country and leading up to the presentation in your country.

Two weeks before workshop

6.      Any updates to the manual and PowerPoint slides should be sent to the PFM Advisor two weeks before the workshop for clearance. These changes will be discussed with the CARTAC advisor through a telephone link up with both presenters;

One week before workshop

7.      Print the  handbook and slides (CARTAC will provide the format for the cover that should be used); 

8.      Send the final list of attendees to CARTAC the week before the course. This list will be used to produce certificates, name plates and name badges so it must be accurate;
9.      The end of course activities and evaluation sheet will be provided electronically for printing;    

Weekend before workshop

10.      The trainer will need to work over the weekend immediately prior to the course to fine-tune the material to reflect specific country requirements. This will be done jointly with the co-presenter from another Caribbean country and agreement reached on how to share responsibility for delivery of the workshop;

Immediately after the workshop

11.      Send the signed attendance list, completed evaluation forms (including a summary of the evaluations), unissued certificates, invoices and other relevant materials to CARTAC ASAP after the workshop;

12.      If digital photos are available please also send these to CARTAC for use in newsletters etc;

13.      Prepare an article for the CaPFA/CARTAC newsletter on the workshop including any specific changes which might be implemented in the country s a result of the discussion at the workshop.  

Next month after workshop 

14.      The trainer must also be released for delivery of the same workshop in another country each year. This regional strategy is being developed to create a pool of qualified trainers to ensure the course can continue to be delivered in the future. Where possible, future deliveries in your country should also involve a second trainer from another country to ensure a high quality of presentation each time.

Next 6–12 months

15.      Consider repeating delivery of the workshop again using your local presenter.  CARTAC will consider funding an additional presenter from the “trainer pool” on request and subject to funding constraints; 

Responsibilities of CARTAC

16.      Payment for the venue once a correctly rendered invoice is received; 

17.      Payment for travel and other costs associated with the visiting presenter; 

18.      Quality assurance of each workshop. Presenters will be observed and support provided as required. CaPFA may eventually take over this role in 2010–11; 

19.      Printing of certificates and nameplates; and 

20.      Provision of an evaluation summary sheet for the workshop. 

Time-line

At least 2 months before

21.      Agree on the dates for the course with the country, presenters and CARTAC.

22.      Identify the local and other Caribbean country presenters.

23.      Send three venue quotes to CARTAC.

One month before

24.       Country presenter to attend the previous course in another country.

Two weeks before

25.      Telephone link-up between CARTAC and the two presenters to discuss any changes for the manual to update for country-specific requirements.

Week before

26.      Finalise list of attendees and send to CARTAC.

27.      Check venue and advise on setup required.

Weekend before

28.      The two presenters meet to agree on any final changes and to agree on roles and responsibilities during the workshop.

29.      Print slides and manuals for participants.  

Immediately after Workshop

30.      Send workshop forms and administrative paperwork to CARTAC.

Next month after Workshop

11.
Local presenter attends the workshop in the next Caribbean country to partner in presentation.

Next 6–12 months

12.
Deliver second workshop in the country, where possible, together with a visiting presenter from another Caribbean country.

Equipment required for the course by host country
31.      Projector and computer;

32.      Flipchart; and

33.      Flipchart paper for group activity reporting.

Name tags and name plates (CARTAC), note pads, pens, permanent markers
 Convening the Workshop

The two presenters should agree on how to share the presentation. It is important for both parties to present as this provides variety and enhanced quality for the participants. The two should also work as a team, adding comments and statements while the other is presenting. 

Given the subject matter, it is also important for the presenters to energise the group. This requires the presenter to be dynamic, ensuring that they engage with the group to retain attention. Use lots of realistic and interesting anecdotes to stimulate the group. Get the group to respond to questions. The activities are very good for engaging the groups and should be used throughout the workshop to stimulate participation and reinforce learning. Immediately after lunch, it is particularly important to have a more interactive session to ensure that attention is retained. Also monitor the group’s energy level and reorder activities if you see their attention wandering.


