Planning for FY’15 Trainer’s Boot Camp

Description (used in Networks’ Highlights)
ATTENTION!  It's time to refresh your training and presentation skills at Trainers' Bootcamp!  If it's been a while since you've had the "basics" of how to train others, then this course is perfect for you.  This highly interactive course will explore ways to keep participants engaged, learn about accessible teaching strategies, and earn another stripe as a training professional!  Register now - space is limited.  

Logistics: 
· Scheduled for 4/17/15 & 4/24/15
· 15 people maximum  (16 people registered)
· Taking place at Giant Center (Willow Grove store)
· Room Set-Up: in pods, and people have to mix up with people they don’t know.
· AV Needs: Laptop, 2 Projectors, Flip Charts, (Dry Erase & Regular) Markers, White Board, Audio System
· Paper for Origami Cups
· Set-up Trainer’s Faux Pas List (and plan to have our cell phone go off; turning back to audience, gum chewing; eating; texting,___, take an unsolicited picture)


Advertisement:
· Come dressed for fun!
· Use “bootcamp” graphics / font; Stick with colorful & fun look – maybe a postcard?
· Postcard snail mail & E-blast


Objectives:
· Learn strategies which can enhance participation and build excitement
· Explore how to facilitate learning for diverse audiences
· Develop a unique set of training resources which will enhance your training


Include the following in our training:
· Focus on sharing and exploring effective training strategies
· Include lots of games / very experiential!
· Include Facilitators Self Assessment 
· Build in accommodations / accessibility - - to be a standard question embedded in all activities.
· Show how online learning can be fun!
· How to appeal to diverse audiences, to include: cross-cultural / generational / gender / disability / etc…


Participant Giveaways: 
Bring along hard copies of facilitator self assessment! (Shauna)
ASTD magazine and membership info  (Shauna will bring)
Networks Reusable Bags  (Diane to compile items for bags, to include)
· Pack of Markers
· SCOTCH Masking Tape
· Post-Its
· Trainer Books (combination of Networks’ books & ordered from Amazon)
· Markers
· Magazine
· Networks’ Micro-Cloth


Bring on Day One:
Remote Presenter
Laptop
Name Tags w/Facilitator Style Stickers
Copies of Self Assessment
Bag of Fun & Blocks
Markers
Trainers’ Books
T & D Magazines
Emp. 1st Notepads
Origami Cup Paper
Origami Activity Directions
Networks’ Bags
3 Flip Chart Pads


Facilitator’s Agenda, April 17:
DAY ONE IS ABOUT
- Ways to Build Learner Interest through Ice Breakers
- Addressing Different Adult Learning Styles
- Principles of Universal Design

In advance, email all registrants the Facilitator Self Assessment – ask them to complete it and bring it in with them.

	10:00 a.m. – 10: 10 a.m.
	Welcome / Introduction
Show Trainers’ Mistakes video (the silly video – needs audio description).  Ask them to come up with all of the mistakes you saw. The message: everyone makes mistakes!

	Diane & Shauna

	10:10 a.m. – 11:40 a.m.
	Exploration of Ice Breakers –
Have participants do 3 ice breakers;
1. Highly physical
2. Middle level physical
3. Sedentary
Have them break into 3 teams.  Each team will develop an ice breaker – one will be highly physical, one middle level physical; and one sedentary.  (Have them refer to the training books on-hand).
After each activity, have them discuss- when would you use it / not use it / things you would change / pros & cons of each;  

- Facilitate mini lecture on the 3 ice breaker styles (ppt)

	Shauna


	11:40 a.m. – 12:00 p.m.
	3 Ways to Build Interest (facilitated discussion)
· curiousity
· learning goals
· building their “I can do it”

	Diane

	12:00 p.m. – 1:00 p.m.
	 LUNCH & Prep for Small Group Project  

Break into 5 groups of 3 and have them pick a topic (based on what they have difficulty teaching) out of a hat; research topic online; have each team discuss ways to present that topic using each motivational strategy

Also - - remind to have their completed self assessments (sent via email) back after lunch!

	Diane  

	1:00 pm – 1:10 pm


	Allow time to debrief facilitator self assessment  (give them each their style “labels”).

	Shauna

	1:10 p.m. – 1:50 p.m.
	Small Group Report-Out
- their topic
- how they would present the topic using each engagement strategy
- how their style impacted their involvement in the group
	Shauna

	1:50 pm – 2:00 pm
	BREAK

	

	2:15 p.m. – 2:30 p.m. 
	Learning Styles Game
(Origami Cup)
	Diane



	 2:30 p.m. – 3:15 p.m.

MOVED TO DAY TWO
	 Exploration of Ways to Summarize Participation

Hand out matching cards, break them into small groups; Give them a few minutes to match the terms with the definitions.  Review the “answers” using the powerpoint slides.  
Ask them to look at their small group project and which closing they would use, and why!

	 Shauna


	3:15 pm – 3:40 pm

	Ask about other trainer topics you’re interested in exploring on Day 2

	Diane

	AT END….
	Share homework assignment!
Bring one fear / pet peeve that you have about using technology!!
	Shauna






Facilitator’s Agenda, April 24:
DAY TWO IS ABOUT:
- Exploration of Trainer Technologies
- Exploration of the “Soft Stuff”

Description
Join us as we explore the use of current and emerging technologies to enhance your training. Opportunity will be given for one-on-one assistance. 

Equipment & Materials
· Container for numbers (Diane)
· Numbers for Group Selection (Diane)
· Sign In Sheets (Shauna)
· Markers (Shauna)
· Painters Caps (Shauna)
· three laptops, three projectors, three extension cords (Diane)
· Microphone System (Diane)
· Give Away Bags
· Tape, Markers, Post-It Notes for the bags (Doris will buy, Diane will bring)
· Micro cloth, Networks bags (Shauna)
· Books (Diane)
· Giant Dice / deck of cards (Shauna)
· White Board (Giant)
· White Board Markers (Giant)
· Handouts: Different Personality Types, 3-Ds, Engagement (Diane) (Shauna)

Set-Up
· Set up sign-in sheets at back table with “container” of numbers.
· Have group pick number out as they come in. 
· Set Flip Chart at one table – have available for others if they want it.
· Leave two of the projectors / laptops set up for use by groups in summary activity
· Prepare Agenda Flipchart
· Mini-PowerPoint for Dealing with Different Personalities (3-Ds; Expanding and Reducing participation; How To, Chance To, & Want To)
· Set up three stations with a projector and laptop (not set up). 
· Have a desktop folder for Boot Camp with a pic in it. 
· Music before session and DURING lunch (Diane)

	Topic
	Technology

	· Program Content
· Questions and Concerns
· Self Assessment
· Back-Home Application
· Sentiment
	· Video – Find One or Create Your Own.
· Presentation (PowerPoint)
· Flip Chart / Whiteboard
· Audio – Podcast, song, whatever
· Post-It Notes / Index Cards





Agenda

	10:00 a.m. – 10:20 a.m.
	Welcome Back
Split into your groups
Projector set up Relay
	Diane


	10:20 a.m. – 10:30 a.m.
	Technology Pet Peeves
· Have someone come up & write 
Intro the structure of the day
	Shauna

	10:30 – 10:45
	· Overview of Dealing with Different Personalities 
· Handout for the “difficult situations” 
	Diane


	10:45 p.m. – 10:50 a.m.


10:50 – 10:55 a.m.
10:55 – 11:05 a.m.
11:05 a.m. – 12:00 p.m.
	· Split into five groups of three – dice or cards
· Hand out two caps to each group
· One person picks out of the TOPIC hat
· One person picks out of the TECHNOLOGY hat
· Summary discussion about methods
· Split into groups and develop five minute presentation / activity for your summarizing method for Boot Camp
	Shauna


	12::00 – 1:00 p.m.
	· LUNCH 
	

	1:00 pm – 2:30 pm

	· Each group presents a five minute mini-presentation 
· Each “listening” group gets to use ONE of their PERSONALITY HATS during the presentation
· Evaluate after each presentation
· Debrief
	Diane

	2:30 pm – 2:45 pm
	Taking Care of Yourself
“One Thing I Do” Videos
	Diane

	2:45 p.m. – 3:00 p.m.

	· Summary of Day – beach ball activity
· Session Evaluations
· Class Giveaways
· Letters to Self
	Shauna
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