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Peer Review Workshop Checklist

Date of Workshop _____________________
Course Version:  ____________

(TC = SEPO’s Training Coordinator or identified designee) Name:_________________

(TA = SEPO’s Training Admin. / Logistician or identified designee) Name:__________


(Instr = Instructor or identified designee) Name:________________________________


(TPM = SEPO’s Training Program Manager) Name:____________________________

One month prior to workshop:  date:__________

TC
____
Arrange date and time with instructor

Instr
____
Confirm minimum of 16 students (No maximum) 6-8 people per team for exercises

TC 
____
Schedule training site (SSC San Diego Training Room, Building 128 <Public Affairs – x32717> <key from Bldg 1 A532, x31526>, Cloud Room, Roof Top Conf. Center.  (good dimension 33' x 42')

TC
_____
Confirm:  Access to room, one working day before workshop to set up and when to pick up key

TC/Instr ____
Arrange for the following equipment:



_____
Laptop or PowerBook computer



_____
Proxima (if not available at Training site)



_____
Two overhead projectors 


_____
Two screens (call Training POC x35233 for screens if necessary; can view on wall)



_____
Flip chart or a white board with markers

TC/Instr ____
Initiate any updates for workshop material using Configuration Mgmt. Process for SEPO Training Courses (Appendix D of SEPO Training Program Process, PR-TP-02); update VDD


Two weeks prior to workshop:  date:__________

Instr.
_____
Update viewgraphs if changes were made

TC
_____
Request permission to print from DAPS

TC
_____
Take master student handbook materials to print shop for printing (DAPS POC, x33815)

TC/Instr ____
Create updated hardcopy viewgraphs or produce floppy disk for laptop

TA/TPM ____
Send course announcement via E-mail to SPI Agents and SW_Community if there are not enough students already.


One week prior to workshop:  date:__________

TC/TA
____
Pick up materials from print shop

TC/TA
____
Perform quality assurance on all materials

TC/TA
____
Assemble supplies for workshop

____
Class Roster
____
SEPO Flyers


____
Attendee sign-in form
____
Pointer


____
Student handouts
____
Viewgraph pens


____
Extra Form 2s for the "recorders"
____
Notepads (2) 


____
Master viewgraph notebook/floppy disk
____
Hardcopy viewgraphs of:


____
Markers for flip chart or white board

___ “Welcome to PR Workshop”


____
PR Process

___ FI Process – Overall Flow: 


____
Exercise Results 


vg 18(?)


____
Something to read (e.g., Crosstalk)



____
Spare viewgraph light bulbs 



Working day before workshop:  date:_________

TC
____
Gain access to training room site

TC
____
Load materials and transport to training room site

Instr
____
Set up training room

Instr
____
Load viewgraphs onto presentation equipment in training room

Instr
____
Arrange tables (so that eight people per team sit comfortably)

Instr
____
Place one handout per student at exact places students will sit 

Instr
____
Appropriately place attendee forms, management roles and administration flip charts in room


At Start of Workshop:  date:________
Instr
____
Put up “Welcome to PR Workshop” viewgraph (hardcopy or softcopy)

Instr/TC ____
Distribute to each student:



____
Workshop handout (including exercise, if appropriate)



____
SEPO flyer 



____
Peer Review Workshop Evaluation form



____
Extra Peer Review Defect Logs (Form 2)

Instr
____
Make sure everyone signs in on the attendee sign-in form

TPM
____
Present “SEPO Introduction” viewgraphs, if appropriate


During workshop:  date:__________
Instr
____
Present Peer Review workshop viewgraphs

Instr 
____
Select Moderators for exercises

Instr 
____
Offer PR Process to those interested (or reference SSC San Diego PAL)


End of workshop:

Instr 
____
Collect evaluation forms from students

Instr
____
Pack supplies and books

Instr
____
Put tables and equipment back to the way it was prior to setup

TC/Instr  ____
Return all equipment and SEPO items, where necessary and put everything away

After the workshop:

Instr
____
Give evaluations to SEPO for review

TC/TA
____
(Optional) Tally evaluations by each question.  On a blank evaluation form, write the count for each question.  File in the history binder

TC
____
File original evaluations in Peer Review history binder

TC
____
Tally the number of attendees by code and give data to SEPO via e-mail for inclusion in next monthly report.  File the count in history binder.

TC/TA
____
Collect names of attendees of the Peer Review Workshop and add them to the SEPO Training database

TC
____
Provide periodic hardcopy of reports listing the attendees and summarizing the numbers from each organization
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