Student-initiated teaching sessions on campus
Standard Operating Procedure (SOP)
Interest Group Name (if applicable): 
Name of person responsible for the event (one person only): 
E-mail address: 
Telephone number: 
Date of application submission: 
Proposed date of the event: 
Step 1: Define your event
Event name: 

Event description:  

Event objectives:

Teaching methods: 
Event format: (i.e.: small workshops):
Attendees (i.e.: staff, students etc. If students, indicate faculty/school):
Projected number of attendees: 

Step 2: Determine your event`s facilitator(s)/instructor(s)

General Information:

You are not required to know the specific instructor in order to complete this section, but please provide the following general descriptors:
Instructor’s expected minimum level of training (i.e.: med student, resident, staff): 
Expected minimum year of training: 
Expected specialty: 
Instructor’s expected minimum training/experience with the chosen skill/material to be taught: 
Detailed Information: 

If known, please complete the following details.  If these details are not yet known, they must be submitted to the VP Internal a minimum of 14 days prior to the event.

Name and email of facilitator/instructor Per station: 
Location: 

Contact info: 
If using CSBL equipment for which training is required, please indicate if the instructor/facilitator has already been trained on it: Yes or No or N/A (please bold): 
Step 3: Determine necessary supplies
In the table below, indicate supplies required for the event and the quantity required. Indicate if quantity is per person, per group/workshop, etc. 

Please list required supplies appropriately under consumables (i.e. angiocath, tubing, needles, casting, etc.) or equipment (i.e. IV Arms, AIRWAY heads, etc.) 
*Please note CSBL does not stock procedure kits (e.g. Lumbar, Thoracentesis, Paracentesis, etc.) these will need to be sourced elsewhere and brought with you if required.
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	Location
	Fee Schedule
	Required after-hours supervision (Weekdays after 5pm and on Weekends)

	
	Weekdays 9am-4pm
	Weekdays after 5pm
	Weekends
	

	Anatomy Lab
	No fees
	· Overtime staff: $50/hour* 

· User fee: $5/person/4hrs
	· Overtime staff: $50/hour*

· User fee: $5/person/4hrs
	None required

	CSBL 


	No fees
	User fee:  $5/person *
	User fee: $5/person *

	Supervisor required: Faculty Member or Resident (this may be satisfied by your event facilitator/instructor)


*If your event includes participants that are not registered in the Faculty of Health Sciences at McMaster University additional charges will apply.  

Step 4: Select an appropriate location
Location (Anatomy Lab, CSBL, MDCL, and/or HSC):  
Step 5: Select an appropriate date and time
Proposed Date: 
Proposed start/end time (include set-up and cleanup time): 
Step 6: Submit the form to request approval for your event 
For approval by VP Internal Affairs: 
AND

For approval by Dr. Shali. 
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