


The Training Run of Show: An Essential Tool for Public Health Trainers

This resource provides guidance on creating and using a run of show for successful training delivery, plus a customizable template to help you plan every detail of your training sessions.
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What Is a Run of Show?
A run of show is your comprehensive roadmap for delivering exceptional training experiences. Think of it as your backstage playbook where every detail is spelled out—from the moment participants walk in the door to their final takeaways. When you have a thorough run of show, you can focus on what matters most: connecting with your audience, reading the room, and adapting your delivery to meet participants' needs in real-time. Instead of scrambling to remember what comes next or hunting for materials, you can be fully present and responsive to the learning dynamics unfolding before you.
Best Practices for Run of Show Development
· Start with Learning Outcomes: Work backward from what participants need to achieve, then design experiences that build toward those goals progressively.

· Build in Buffer Time: Always include 10-15% more time than you think you need. Engaged participants ask questions, share stories, and dive deeper into concepts.

· Plan Transitions Carefully: The moments between activities are where you can lose momentum. Script clear transitions that maintain energy and connection.

· Prepare for Multiple Learning Styles: Include visual, auditory, and physical elements throughout your session to keep all participants engaged.

· Create Checkpoints: Build in regular opportunities to gauge understanding and adjust your approach based on participant needs and energy levels.

· Document Everything: Include specific instructions, exact timing, and detailed notes that would allow someone else to deliver the session if needed.


Key Components of an Effective Run of Show
1. Set up 
Venue & Environment
· Room layout and seating arrangement
· Audio/visual equipment testing and backup plans
· Temperature, lighting, and comfort considerations
· Signage and wayfinding for participants

Materials & Resources
· Participant handouts and workbooks
· Presentation slides and technical backups
· Supplies for activities (markers, sticky notes, flipchart paper)
· Name tags, evaluation forms, certificates
· Refreshments and dietary accommodation notes

Staffing Roles & Responsibilities
· Lead trainer responsibilities and key talking points
· Co-facilitator or assistant roles
· Technical support contact information
· Registration/check-in coordinator
· Timekeeper and logistics manager

2. Detailed Agenda (Session Flow)
This is a step-by-step, minute-by-minute outline of the training & its activities. It is sometimes called a “facilitator’s agenda” because it includes all the “behind-the-scenes” production notes for facilitators.  
Opening Sequence 
· Welcome and housekeeping announcements
· Icebreaker or energizer activity
· Learning objectives and agenda overview
· Ground rules and participation expectations
Content Delivery Blocks for each major section, include:
· Learning objective for this segment
· Key content points and core messages
· Interactive elements and engagement strategies
· Materials needed and setup requirements
· Timing checkpoints and flex time buffers
· Transition cues to next section

Break Management
· Scheduled break times and duration
· Instructions for participants during breaks
· Housekeeping reminders (bathrooms, refreshments, timing)
· Re-energizing activities for post-break return

Wrap-up Sequence
· Key takeaways summary and reinforcement
· Action planning or next steps guidance
· Resource sharing and additional support options
· Evaluation completion and feedback collection
· Thank you and final networking opportunity

3. Contingency Planning
Common Scenarios & Solutions
· Technology failures and analog alternatives
· Late arrivals and early departures
· Difficult or disengaged participants
· Running ahead or behind schedule
· Unexpected questions or tangential discussions
Flexibility Framework
· Which activities can be shortened or extended
· Optional content that can be added or removed
· Alternative delivery methods for key concepts
· Back-up engagement strategies for low-energy moments

Remember! The goal isn't to follow your run of show rigidly, but to have done enough preparation that you can be flexible and responsive while maintaining the overall learning experience you've designed. The best trainers use their run of show as a launching pad for authentic, dynamic facilitation.










Using the Template 
A template run of show is included on the subsequent pages for your reference. Your run of show should be easily scannable during delivery. Use clear headings, bullet points, and visual cues that help you quickly find information without losing connection with participants. 

Other than that, the format is up to you! Once you start using a run of show for your training, you’ll find that you’ll update it and adapt it each time while you figure out what format works best for you. 

Take what works, leave the rest. Customize it so that it works for you. 

Customization Tips
Adapt This Template By:
· Adjusting the level of detail to match your facilitation style
· Adding sections specific to your training type (e.g., hands-on workshops may need equipment checklists)
· Modifying the timing increments (some prefer 5-minute blocks, others prefer broader time ranges)
· Including backup activities or "parking lot" procedures if relevant to your content
· Adding participant demographic information if it affects the delivery approach
· Use different colors for different types of activities (content delivery vs. interactive exercises)
· Highlight critical timing checkpoints
· Mark items that require advance preparation
· Distinguish between facilitator actions and participant activities
· Consider creating a simplified "cheat sheet" version for quick reference while your full document serves as your comprehensive backup.
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Run of Show Template
Header Information
Training Title: [Insert descriptive title of your training session]
Date: [Month Day, Year]
Time: [Start time - End time, Time Zone]
Venue: [Full venue name and address]
Room: [Specific room name/number and floor/location details]

Learning Objectives: List 3-5 specific, measurable learning outcomes. Start each with an action verb.
· Participants will [action verb + specific skill/knowledge]
· Participants will [action verb + specific skill/knowledge]
· Participants will [action verb + specific skill/knowledge]


Contents/Table of Contents: Include page numbers for easy navigation during delivery
Staffing Contact Info & Roles [page #]
Room Set-up [page #]
Detailed Agenda [page #]
Materials List [page #]



Section 1: Staffing Contact Info & Roles
Instructions: List all staff members involved in the training delivery. Include their contact information, specific responsibilities, and arrival times. This ensures everyone knows their role and can be reached if needed. Note: This is primarily helpful for larger-sized in-person training.

	Name
	Email
	Phone
	Role(s)/Responsibilities
	Arrival Time

	[Name]
	[email]
	[phone]
	[Primary Facilitator, Registration, AV Support, etc.]
	[Day/Time]

	[Name]
	[email]
	[phone]
	[Co-facilitator, Materials Manager, etc.]
	[Day/Time]

	
	
	
	Add additional rows as needed
	



Special Notes for Staff: [Include any specific instructions for staff members, such as familiarizing themselves with venue layout, backup procedures, or participant support needs.]

Staff Communication: [Include any notes on how staff should communicate with each other before and during the training (e.g., group text).] 



Section 2: Room Set-up
Room Details:
Room: [Room name/number and location]
Capacity: [Number of participants expected]
Layout: [Banquet rounds, classroom style, U-shape, etc.]

Technology & AV:
WiFi: SSID: [network name] / Password: [password]
Standard Equipment: [Screen, projector, microphones, etc.]
Additional Equipment Requested: [Handheld mics, flip charts, etc.]
Laptop/Presentation: [Who provides, connection type]

Table Supplies: 
(What should be placed at each participant table?)
[Item 1 - quantity per table]
[Item 2 - quantity per table]
[Item 3 - quantity per table]

Room Decorations/Signage: 
(What should be posted on walls, easels, etc.)
[Flip chart sheets with specific labels]
[Posters to be hung and when to reveal them]
[Welcome signage or directional signs]

Facilitator Area Setup: 
(Where are facilitator materials kept?)
[Materials needed at front of room]
[Handouts for distribution]
[Prizes or giveaways]

Registration Table: 
(What items are needed for participants as they check in?)
[Name badges and holders]
[Sign-in materials]
[Welcome packets]



Section 3: Detailed Agenda

Pre-Session Setup: Include the day before or early morning setup time

	Time
	Activity
	Responsible Person(s)
	Notes

	[Time]
	Room Setup & Prep
	[Names]
	[Specific setup tasks, final walkthroughs]




Main Training Day(s)

	Time
	Session/Activity
	Facilitator Notes & Materials

	[Time]
	Registration/Check-in Opens
	Staff: [Names]
[Registration duties] 
[Participant greeting procedures]
[Materials to distribute]

	[Time Range]
	Opening & Welcome (Duration)
[Name]
[Description of opening activities]
[Key Points
[Welcome message] [Housekeeping items]
[Agenda overview]
[Icebreaker activities]
	Materials 
[Slides, handouts, etc]

Support Staff
[Roles during this segment]

	[Time Range]
	[Segment Title] (Duration)
[Name] 
Objective: [Learning goal for this segment
[Detailed activity description]
[Step-by-step instructions
[Timing for each component]
[Discussion prompts]
[Instructions to transition to next segment]
	Materials 
[Slides, handouts, etc]

Support Staff
[Roles during this segment]

[Backup plans, variations, tips]

	[Time Range]
	Break
	[Participant instructions]
[Staff tasks during break]

	
	Continue this format for each agenda item
	



Key Elements to Include for Each Activity:
· Objective: What participants will achieve
· Process: Step-by-step facilitation instructions
· Materials: Everything needed for the activity
· Timing: Duration and time checkpoints
· Facilitator Notes: Tips, variations, potential challenges
· Support Roles: What other staff should be doing
Section 4: Materials List
Instructions: Create a comprehensive inventory of all materials needed. Include quantities, who is responsible for providing each item, printing specifications, and completion status. This is particularly important when several people are developing or organizing materials.

	Item
	Developer
	Print?
	Responsible Party
	Print Instructions/Description
	Quantity
	Status/Notes

	[Material name]
	[Who created it]
	Y/N
	[Who provides]
	[Single/double-sided, binding, special paper]
	[# needed]
	[Done/In progress]



Categories to Include:
· Registration Materials: Name tags, sign-in sheets, lanyards
· Participant Materials: Handouts, workbooks, reference guides
· Supplies: Pens, markers, sticky notes, flip chart paper
· Technology: Laptops, cables, microphones, presentation remotes
· Room Supplies: Tape, scissors, extension cords
· Participant Comfort: Fidget items, refreshments if applicable
· Evaluation: Feedback forms, QR codes for online surveys



Technology Backup Plans:
[What to do if AV fails]
[Analog alternatives for digital activities]
[Contact information for technical support]

Timing Adjustments:
[Which activities can be shortened]
[Optional content that can be skipped]
[Buffer activities if running ahead of schedule]

Participant Management:
[Strategies for disengaged participants]
[Process for handling disruptions]
[Late arrival procedures]
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