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New Coordinator Training Record
Thank you for helping train a new coordinator for the EOC!  This form is meant to be filled out by the trainer about the trainee.  Constructive feedback is appreciated.  This will also serve as documentation of training, and act as a task checklist to help you.
Please take a moment to fill out the following form and send it back to the Volunteer Coordinator.  This form can be filled out electronically.
Event date:      
Event title:      
Name of trainer:      
How many events have you coordinated to date? :      
Name of trainee:      
 Pre-flight
Different people will require different levels of help with their events.  Hopefully by their third, they’ve got everything down pat!
· Make sure they know and understand all the data fields that need to be filled in on the event posting.  For example, if the event involves a vendor, be sure to help the trainee understand the nuances of setting appropriate cut off dates and payment conditions.

· Help them come up with a detailed event description.  The more detailed the better!  And make it sound interesting to members!  More importantly, make sure it is consistent with EOC conventions and things are accurate.
· Remember, you have to enjoy this too, so don’t be hesitant about suggesting logistical alternatives if you prefer them a certain way (meeting locations, difficulty, etc).

· Show them how to admin members (waitlist, cancellations, etc.)

· Remind them to send out reminders, and communicate with members before the event regarding precautions, carpools, etc.

· If you have time to meet with them beforehand to do a detailed website functionality training, great, if not, it can be done at a later date.

In your opinion, how difficult was it to setup this event (1=easiest, 4=hardest)?
 FORMCHECKBOX 
 1
 FORMCHECKBOX 
 2
 FORMCHECKBOX 
 3
 FORMCHECKBOX 
 4
 FORMCHECKBOX 
 N/A

Comments:      
How much help did the trainee need in planning this event (did they bring you all the details, did you have to contact vendors for them, etc.)?
Comments:      
Did you include detailed training on website functionality?
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 N/A
Comments:      
Did the trainee send out the event reminder before event?

 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 N/A
Comments:      
Event Day
The big day!

· Do waivers first and make sure the trainee witnesses all the signatures.

· Encourage them to be friendly and seek out “strays”, the new members who show up at events looking a bit lost.

· Note their interaction with vendors

Did the trainee arrive at least 15-30 min before the meeting time?

 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 N/A
Comments:      
How many members not including you and the trainee showed? :      
Did the trainee have enough waivers?

 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 N/A
Comments:      
In your opinion, was the trainee proficient in the logistical aspects of the event (carpool calculation, organizing activities, etc., 1=Very much, 4=Not at all)?

 FORMCHECKBOX 
 1
 FORMCHECKBOX 
 2
 FORMCHECKBOX 
 3
 FORMCHECKBOX 
 4
 FORMCHECKBOX 
 N/A

Comments:      
In your opinion, was the trainee friendly and active in being inclusive to all participants (such as introducing themselves, talking to everyone and making sure all are attended to, 1=Very much, 4=Not at all)?

 FORMCHECKBOX 
 1
 FORMCHECKBOX 
 2
 FORMCHECKBOX 
 3
 FORMCHECKBOX 
 4
 FORMCHECKBOX 
 N/A

Comments:      
In your opinion, was the trainee good at crowd control (1=Very much, 4=Not at all)?

 FORMCHECKBOX 
 1
 FORMCHECKBOX 
 2
 FORMCHECKBOX 
 3
 FORMCHECKBOX 
 4
 FORMCHECKBOX 
 N/A

Comments:      
In your opinion, was the trainee a good ambassador for the club towards the vendor, general public, etc. (1=Very much, 4=Not at all)?

 FORMCHECKBOX 
 1
 FORMCHECKBOX 
 2
 FORMCHECKBOX 
 3
 FORMCHECKBOX 
 4
 FORMCHECKBOX 
 N/A

Comments:      
Did the trainee ask for and collect donations?

 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 N/A

Comments:      
General comments (This is important! Please note any hiccups, member comments, kudos, etc.):      
wrap up
Now come the mundane paperwork; but it’s gotta be done!

· Be sure all money to vendors or EOC treasurer is squared away.

· Web admin items:

· Waivers

· No-shows

· Write-up

· End-of-event group email

· Remind them to send in donations and signed waivers to the EOC exec.

· At the end of the event, or shortly thereafter, please debrief the trainee regarding how the event went, what your observations/suggestions are, and how to improve the next time around.

· Send in this form to the Volunteer Coordinator!

In your opinion, how difficult was it to run this event (1=easiest, 4=hardest)?

 FORMCHECKBOX 
 1
 FORMCHECKBOX 
 2
 FORMCHECKBOX 
 3
 FORMCHECKBOX 
 4
 FORMCHECKBOX 
 N/A

Comments:      
Did the trainee complete all the post-event web admin duties?

 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 N/A

Comments:      
Would you recommend that this trainee get his/her star (This is important! Please give comments as to further training required, opinions, observations)?

 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
 FORMCHECKBOX 
 Maybe
 FORMCHECKBOX 
 N/A

Comments:      
Thank you!  this goes a long way in growing the EOC!
