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FACE TO FACE EVENTS: NEW EVENTS 
If you are just running a new date of something you have already done with us- we just need dates, times, who is running it, room name & location & capacity.
	CPD event name:

	

	Event owner:
This is who we will send information about the event to, including registers & escalation of any issues. This could be one person or several people.
We need name, email & tel number in case of any issues.
	

	Programme of event
State whether these are to be added to the main advert page or the Joining Instructions or both.

Include information on activities i.e. presentation / workshop/ hands on / demonstration.

	

	Educators Names & Titles
State whether these are to be added to the main advert page or the Joining Instructions or both (the CPD page is public facing).

	

	Wording you want on the advert (Description of event)
This is what will go on the website.

Please attach any photos or logos you want to see in the advert as JPG/PNG/bitmaps.

	

	Pre- Course reading or materials 
These can be added to the JI’s that will be automatically sent when the delegate books on swastcpd
	

	Learning Outcomes
State whether these are to be added to the advert or the JIs or both

	

	Target Staff Group 
Please be specific.
E.g. Suitable for all registered staff but may be especially helpful for NQPs.

We tend to not advertise to students unless specified & numbers allow.
	






	Session details:

	Date:
Please include day of week – this means we won’t go back to double check if you’ve booked something on an unexpected day such as a weekend.
	Time:
Please specify start and end times
	Max capacity
e.g. 8 (+ 1 tutor)
You may wish to apply a drop-out rate - 20% is fairly standard for most events. There is a chance that all will attend, so please bear this in mind. 

Please let us know if capacity includes a drop-out rate.
	Room name & full address + any other useful details
Please include postcode - new staff may not know some regularly used venues.

	Session 1
	
	
	
	

	Session 2
	
	
	
	

	Session 3
	
	
	
	

	Session 4
	
	
	
	

	Session 5
	
	
	
	

	Registration Plan:

	Please be clear on what arrangement you would prefer.

OPTIONS:
CPD Manages bookings: This includes a booking form on the event page. Once the booking form has reached capacity it will no longer be possible for further bookings to be made. It is not possible to manage a waiting list via this route nor for us to prioritise specific staff groups. We prefer to set up automated registration updates (usually weekly on a specific day / time) to be emailed to a specific person or people – these will be arranged to be sent to the event owner but let us know if you would like it to be sent to others. 

Event owner manages bookings: We will add a click button to the event page liking to a specific email address. Interested staff will email directly to express an interest. This may be a good option if you want to generate a waiting list or need to prioritise certain staff groups.  
 
CPD will require a register to be taken on the day & returned to CPD admin (ideally day of the session) – we can then record attendance on ESR so that the learner has a record. 


	Certificate of attendance
	Please let us know if you plan to distribute certificates. 

There is no requirement to arrange for certificates to be sent to attendees. But it is often a question staff ask. If you are planning to send out attendance certificates, this would be the responsibility of the educators or event owner.

So long as we are sent a register, learners will have a record of attendance on ESR. ESR is usually updated within a few weeks of the live session. It can take longer during busy periods, so please let us know in advance if this is critical. 


	Please comment on any governance applied to session e.g. content approved by clinical lead; education lead etc
	

	A risk assessment has been completed & will be sent back to the CPD Team with this booking form
	YES / NO



Please email this form back to cpd.admin@swast.nhs.uk 
























PLEASE COMPLETE THE ATTENDEE REGISTER AT THE EVENT FOR ALL DELEGATES & SEND TO cpd.admin@swast.nhs.uk
	CPD Event Title
	
	
	Location of event
	Date of Event

	Event Organiser 
	
	
	
	

	
	Delegates

	Name 
	Job Title
	ESR number
	Base station
	Signature

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	

	6
	
	
	
	

	7
	
	
	
	

	8
	
	
	
	

	9
	
	
	
	

	10
	
	
	
	

	11
	
	
	
	

	12
	
	
	
	

	13
	
	
	
	

	14
	
	
	
	

	15
	
	
	
	

	16
	
	
	
	

	17
	
	
	
	

	18
	
	
	
	

	19
	
	
	
	

	20
	
	
	
	

	21
	
	
	
	

	22
	
	
	
	

	23
	
	
	
	

	24
	
	
	
	

	25
	
	
	
	

	26
	
	
	
	

	27
	
	
	
	

	28
	
	
	
	

	29
	
	
	
	

	30
	
	
	
	

	31
	
	
	
	

	32
	
	
	
	

	33
	
	
	
	

	34
	
	
	
	

	35
	
	
	
	

	36
	
	
	
	

	37
	
	
	
	

	38
	
	
	
	

	39
	
	
	
	

	40
	
	
	
	


If more than 40 attendees, please print another sheet and fill in event details again. Send completed registers to (so they can be added to ESR): cpd.admin@swast.nhs.uk
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