Information Session and Presentation Log Template
Aligned with the Asthma Management Indicators for School Health Programs

Directions For Use
This log sheet is an OPTIONAL tool that sites may decide to use to help them track the CDC Indicators for School Health Programs related to information sessions and presentations. The template reflects all of the possible information session and presentation audiences and materials that are reported on the Indicators questionnaire. Your program may not present to all of the possible audiences or use all of the possible materials shown on this template. One log sheet will hold information for several recipients of services. Feel free to modify as you wish!
1. Provider Name: Refers to the person providing service (coordinating or facilitating the information session/presentation).

2. Date: Date of the information session/presentation.
3. Information Session and Presentation Title: Title of the information session or presentation conducted.
4. Presenter/Facilitator: Record the name of the person(s) delivering the content of the information session or presentation.
5. Hours: Record the length of the information session or presentation.  Note that information sessions are at least 30 minutes but no more than 3 hours.  Events lasting more than 3 hours may qualify as professional development (a description is provided in the Indicators glossary).
6. Location: Record the location where the information session or presentation was conducted.
7. Audience: Check all that apply to record the audience to whom the information session or presentation was delivered. In the space next to “other,” you may write in descriptions of any audience types not listed.
8. Materials used: Check all that apply to record any pre-packaged materials that were used in the presentations.  In the space next to “other,” you may write in the names of any materials not listed.
9. In the Context of CSHP:  Mark yes to identify trainings that focused on asthma management in the context of coordinated school health programs.
For questions or comments, contact the Evaluation Research Team at ert@cdc.gov.

10. Insert your logo here
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