
Week  
1

Week  
2

Week  
3

Week  
4

Week  
5

Week  
6

Week  
7

Week  
8

Week  
9

Week  
10

Week  
11

Week  
12

Week  
13

Week  
14

Week  
15

Week  
16

Week  
17

Week  
18

Week  
19

Week  
20

Week  
21

selection

Selection Sub-
Iinvitation to
be  prepared
by organisers 
and sent to 
participants 
for visa 
booking

Obtain ticket  
booking forms  

from
participants/ 
book tickets/

Obtain list  
of flights  
and  
organise

transfers

WORKSHOP
IS RUN FOR
THE

the airport DURATION

Obtain  
workshop  
material to  
add to the  
H3ABioNet  
website

Provide  
course  
survey  
results to  
the trainers

Obtain  
course  
outline  
from the
trainers

Prepare and  
send out call  
for  
applications  
for the  
workshop
which should 
include the 
link to the 
application 
form

Close  
application,  
download
applicant
information  
and provide  
to selection  
sub-
committee

Selection sub-
committee to  
provide final  

list of  
candidates to  

course co-
ordinator

H3ABioNet  
workshop policies  
and airline ticket  
booking form to  
be sent to  
participants

Create  
Trainers'

feedback from  
E&TWG and  
send to  
trainers

Period forfeedback from, workshop
surveys to be  
completed

Download  
and  
summarize  
course  
evaluation  
results

Provide  
summarised  
survey  
results to  
the E&T  
WG for  
discussion /  
analysis

Add  
workshop  
call and  
application  
URL to  
website
where 
possible

Provide  
final call  
reminder  
for  
workshop  
application

Organiser to 
inform  

participants
whether their  

workshop  
application  
has been  

successful or  
not

Mailing list for
course
participants,  
training co-
ordinator,  
LOCUM, trainers,  
Sumir, Cashifa  
and E&TWG  
Chair to be  
created

Create online 
worksjop
evaluation 
form, feedback 
from to
E&TWG  and 
send to course  
participants

Prepare  
certificates of
participation 
and get 
approval to 
email to 
participants

Test the  
local  
software  
installations

Add training materials / workshop slides  
and scripts to the H3ABioNet website

Finalise the course content and 
materials such as name badges, 
etc.+ send out any pre workshop 
surveys

Obtain a list of required  software, datasets and  any other material  
required from the  trainers and install software, datasets etc required 

by trainers onto local machines

Obtain final quotes for:  
Accommodation, catering,  

airport transfers from  
successful bidder on  

performa invoices

Examine per forma  
quotes accept / reject /  
alter with coordinator

Keep application 
form open for 2 –
3 weeks

Booking for committee to
accommodation, transfers make
and catering undertaken  candidate

Participants should apply for visa /  
vaccinations etc. as 
needed.

Conceptualize your 
training and identify 
workshop topics

Begin planning course 
content: Perform 

competency mapping or 
plan learning 

objectives/outcomes

Invite call for bid to
host workshop or 

confirm training venue 
if already identified

Based on list of
topics to teach, 
identify suitable 

trainers or send out 
a call for trainers –
try to have multiple 
trainers per topic

Approach and confirm trainer
availability to teach for the course, if  

one declines move onto backup 
trainer/s

Create application 
form

Phase 1 Phase 3 Phase 4 Phase 5 Phase 6 Phase 7Phase 2

Receive bids for 
hosting a workshop 
and review by sub-
committee and 
provide final 
decision

Inform 
successful 
hosting 
bidder 
institution


	Slide Number 1
	Slide Number 2
	Slide Number 3



