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Board Report


Date: October 17, 2009
Name: Beth Cilley

Position: SEE Training Coordinator
Name of Committee: Ad Hoc SEE Training Review Committee
Committee Director: Beth Cilley

General update since last meeting/conference call:
The NSEA Train-the-Trainer Session format follows.
Action Items assigned to me and results or progress:

NSEA Train the Trainers

Session Format
DAY ONE

INTRODUCTIONS
· Trainers introduce themselves and their background with the program

· New Trainees introduce themselves:

· Trainee Introductions - Go around and start with the basics – name, where you’re from, how long you’ve been in student employment, what your particular role on campus is.

· Trainees talk about their experience with training and presenting

· Trainees talk about the goals they have for themselves for becoming a trainer

BASICS
How to Use the Manual
Basic set-up:

· Trainer’s section, with slides and notes to guide you

· Handouts of the presentation that appear in the Participant’s Manual

· Followed by anything else for that section that exists in the Participant’s Manual

· Important to realize that there is stuff in the Participant’s Manual that you will not go over in detail, but you need to know that it’s there, and you need to read it in case anyone asks questions about it.

Basic Format:

· Items in Italics are special instructions for the Trainer.  They are not text to be read to the participants.

· Important to go through the Trainer’s Manual to identify all the italicized information to determine what action is required on your part.  Sometimes it’s just a note to trainers, sometimes it’s a suggestion on how to approach a particular topic, sometimes it’s instructions on how to execute an exercise with the participant’s, etc.

The manual is not set-up for the trainer to be able to just show up at training and start reading.  Throughout Train-the-Trainer, we’ll be talking about the importance of reviewing everything, practicing, and preparing for the trainings you’ll lead.

The Trainer’s Manual is yours, so go ahead and write in it, highlight things, make yourself notes.  Do whatever is needed to establish your comfort level with the materials.

How to use the PowerPoint
Basic Format:

· Each module is a separate PowerPoint file on the CD.  For your own ease (and speed), it’s often easiest to copy the files onto the desktop of the computer you are using to present.  If it is not your own laptop, be sure to delete the files when you are done.  (Suggestion: modify the names of the files to put 1, 2, 3, 4, and 5 in front of them, so you can quickly move from one to the next as you move between sections of the training.)

· For the most part, it just takes one “click” to move from slide to slide, though there are a few exceptions noted in the Trainer’s Manual (usually as part of a group exercise).

Role of the Training Coordinator
Every region handles this differently.  Sometimes every session may be managed differently.  So it is important to connect with the training coordinator for your session to make sure you know the answers to some basic questions:

· What time do they expect you to be there?

· Who is responsible for bringing a laptop and LCD projector?

· Who is responsible for making sure the items needed for the session will be there:

· Participant’s Manuals 

· Certificates of Attendance

· Nametags

· Candy Bars/Toys (the dollar stores are a great source)

· Flip-chart and markers

· Evaluation forms

· Who is the school liaison, and what will that person’s role be?

· Who supervises check-in?

· Who collects the evaluation forms and where should they be sent?

· Who will arrange for lunch?

Note:  The SEE Trainer is not expected to automatically handle all of these actives.  The Regional Training Coordinators work with on-site coordinators to handle these tasks.  Be sure to connect with the regional coordinator to determine if you will need to fulfill any of these roles on the day of the training.

Preparing for a Training Session
Things to do beforehand:

· Read through all your materials several times, and practice your presentation.  It’s a lot of material, so setting aside an hour the day before won’t be enough.

· Find out who your training partner will be, so you can determine who will be presenting which topics.  Connect with that person to understand what knowledge and experience you are both bringing to the table.

Things to bring:

· Anything you’ve agreed to provide based on discussions with your training coordinator

· Business Cards

· Extra pens, in case someone forgets or the host site hasn’t provided them

Conduct an early walk-through.  If at all possible, do this the afternoon or evening before, so that there is enough time to correct any problems that might arise.  Things to look for:

· Seating Arrangement:  Because the participants have manuals they’ll use throughout the training, the seating needs to be arranged with enough room for participants to spread out.  Classroom style has proven to be the most appropriate, though, with small groups, you may consider putting the tables in a horseshoe.

· Trainer Space:  Make sure you have room for your training materials.  Some people like to use a podium.  Some people like to walk around a lot.  You’ll need to set things up in a way that is most comfortable for you.  No matter what, you need space for your Trainer’s Manual, water (you’ll need it), writing space for the questions that may come up that you need to follow-up on, as well as space for a flip-chart and the projection.

· Lighting:  Participants need to take lots of notes, so a darkened room for the PowerPoint presentation will not be effective.  Light shining directly on the screen can also cause problems.

· Heating and Cooling controls:  Find out if you can adjust heating and cooling yourself and how.  If you can’t, then be sure to know who needs to be contacted if adjustment needs to occur during the day.

· Equipment:  Make sure you have tested the LCD and laptop connection well in advance of the presentation.  Problems with the laptop/LCD connection are the most common problems that arise.  Make sure you know how to “click” to the next slide on the equipment you are using.  It’s not the same on all computers.

TECHNIQUES FOR LEADING SESSIONS
Leading and Instructing Groups

First Impressions

· Dress comfortably and professionally

· Relax

· Be yourself

· Demonstrate positive energy

Audience Rapport

· Why you?

· Establish eye contact

· Say, “we” not “you”

· Speak to the participants’ interests

· Use relevant examples

· Tell stories

Basics

· Adults are knowledgeable learners

· Trainers are facilitators

· Learning is a multi-step process

· Input through lectures

· Practice through exercises

· Learning through discussion

· Application on the job

Handling Questions

· Invite questions in a positive way

· If no response within 15 seconds, ask them a question to review the materials

· Check to make sure you’ve answered the original question asked

· Cautionary advice to the trainers: Be sure to distinguish between campus policy/practice and regulation/law when the need arises during discussions

Managing Challenging Situations

· Don’t over-react when challenged

· Respond to their points, finding merit if possible

· Seek assistance from the group

· If you can’t answer the question, promise to find the answer and e-mail the entire group

· Handle problems with side conversations during break

Stimulating Discussions

Activities

· Memorable opening activity

· Passive/Active

· Lecture/Activity

· Mix Media

· Individual/Group

· Paper/Physical

Involve the Audience

· Encourage the give and take of ideas

· Ask questions

· Brainstorm

· Use games to demonstrate concept

· Customize games

· Use physical activity

· Candy Bars

You are also encouraged to look for/use ice-breakers/techniques that work for you.

· http://www.brainstorming.co.uk/tutorials/preparingforbrainstorming.html
BREAK FOR LUNCH
TOPIC REVIEW
Go through each module individually to cover the following:

· Trainer notes

· Group activities

· Identify each new trainer’s comfort level with the topic, so that an appropriate amount of time can be spent on topics that are less familiar to the new trainers.

Each trainee should be encouraged to select a topic that they are less familiar with to study overnight.  Don’t have anyone do either FWS topic from Track B, since those are extremely long modules, nor should Supervisor and Student Training from Track A be selected, since the presentation section of that is extremely short…it is mostly a group exercise.

DAY TWO

PRESENTATION PRACTICE
Have each trainee present the first 20 minutes (or so) of their module.

Have everyone provide feedback to the presenter.

After each module is presented, the Trainers should highlight what the particular challenges of that module are; highlighting areas where previous trainers have struggled, pointing out areas that need additional preparation before going into a training, etc.  If there are any modules that aren’t presented, the Trainers should highlight the particular challenges of those modules that weren’t presented.

WRAP-UP

Encourage them to use other SEE Trainers as a resource.  We share things that work for us…additional information, examples, and interactive ideas for particular sections, etc.

Issues that need attention and/or discussion:
Patti Beck and I will be meeting during the 2009 NSEA Conference to determine the possible location and dates for the 2010 Train-the-Trainer program.
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