National Infection Control Week ……………Trust

To do list 

	1. Booking things in advance: - 

· Display areas in dining room/foyer or public areas

· Display boards, tables, glow-box, glow gel, portable sink

· Arrange requirements with representatives who are supporting your local trust

· Order any posters, pens, badges, prizes

· Photocopy all paperwork that will be required
· Gain permission from Director of Nursing/Matrons/Ward Sisters if you intend to visit wards during the events e.g. Trolley dash
· Plan these visits with key staff so they do not encroach on clinical activities

	Date arranged
	√

	2. Publicity

· Advertisement in Trust paper
· E-mail all rust staff with agreement of Trust Board
· External promotion if required e.g. schools, supermarkets, Health Centres 
· Prepare press release 

	
	

	3. Refreshments

· Coffee, tea, cold drinks

· Biscuits, fruit (sponsors)


	
	

	4. Letters and phone calls for sponsorship

· Pens

· Leaflets 

· Badges 

· Prizes

 
	
	

	5. Display preparation

· Prepare display with infection control link staff
· Source material for hand outs
· Draw up ‘volunteer’ manning rota with IC resource staff

	
	

	6. Education

· Consider running educational sessions in small room near display area
· Prepare speaker material and handouts 
· Try and gain sponsorship for buffet lunch at these sessions – nothing brings staff into sessions like a free lunch

	
	

	7. Evaluation

· Prepare short evaluation forms with a prize draw as incentive

·  Evaluate events undertaken for next year – what worked and what didn’t


	
	

	8. Thanks 

· Letters to Link staff who helped during the events
· Letters to representatives who supported the events
· Letters to speakers
· Letters to wards for supporting any trolley dash’s etc

	
	


What was Successful?

What did not work?

Suggestions for next year!

