Community Listening Session Checklists
Supply Checklist

· Participant list with phone numbers
· Sign-in sheet (for participants to stay informed on THA report updates and THIP involvement opportunities)
· Consent forms (if applicable)
· Community/Tribal resource list for participants
· Extra copies of question guide
· Any visuals or other handouts
· Name tents
· Honorariums (with receipts) or incentives (if applicable)
· Audio recorder and spare batteries (if applicable)
· Pens/markers
· Notetaking template (several copies)
· ____________________________________________

· ____________________________________________
Pre-Session Logistical Checklist

· Arrive early
· Make sure the room is appropriate (size, tables, comfort, etc)
· Check background noise so it doesn’t interfere with audio recording (if applicable)
· Have name tents for participants
· Place the audio recorder on the table
· Bring extra batteries, name tents, lists of questions
· Bring pens and copies of any handouts and visual aids
· Arrange food (if applicable)
· Plan topics for small-talk conversation
Post-Session Logistical Checklist

· Ensure audio recorder captured discussion, and download digital files to computer (if applicable)
· Debrief with moderator and assistant moderator
· Ensure notes are adequate and flesh out further if needed
