
Disability Equality Training Workshop         
DET Course Organisation 
 

Disability Sport Wales Development 

Officer (DSWDO) 
 Workshop Organiser  

Federation of Disability Sport Wales 

(FDSW) 
 Workshop Tutor 

 

DSWDO contacted about DET workshop  
Contact LA DSWDO to arrange DET workshop, or 

contact FDSW directly 
 FDSW contacted directly about DET workshop   

 

DSWDO tell Workshop organiser to complete 

a Booking Form and return to FDSW (available 

on FDSW website, or officer could send 

organiser form) 

   
FDSW to contact LA DSWDO to notify them of 

potential course 
  

 

  
Workshop Organiser to complete Booking Form 

(available on FDSW website) & return to FDSW 
  

 

  

On receipt of Booking Form FDSW to arrange 

tutor for required date, and confirm workshop 

with both Workshop Organiser and Tutor in 

writing (using Workshop Confirmation Form) 

  

 

 

 
FDSW to send Pre-course material to Workshop 

Organiser 
  

 

  
Workshop Organiser to send / distribute Pre-

course materials to candidates 
   

 

 

5 - 7 

Working 

Days Prior to 

Workshop 

Date 

  

Candidates return Pre-course material to 

Workshop Organiser, who then returns them to 

FDSW at least 7 working days prior to workshop 

date 

  

 

  

FDSW to send completed Pre-course material 

to workshop tutor at least 5 days before 

workshop 

 

 

 

  

Organiser to confirm with FDSW final 

arrangements for workshop at least 5 working 

days prior to workshop date 

   
Tutor to read Pre-course material and use 

information to plan workshop 

 

 
FDSW confirm workshop with Tutor by phone & 

written format (using Tutor Confirmation Form) 

 

Tutor delivers workshop 

 

   

Tutor distributes, collects and returns to 

FDSW completed Candidate Evaluation 

Forms, Attendance Sheet, and Tutor Claim 

Form 
 

  
FDSW send certificates to candidates with 5 

working days of receipt of Attendance Sheet. 
  

   

  FDSW pay tutor   



Disability Equality Training Workshop         
 




