XXXXX Course Title

Instructor Guide

NHI-XXXXX Course Title

Instructor Guide


Using the instructor-led training Instructor Guide Template

This template provides the format and lists the required information for an instructor-led training. Use the template as a starting point for developing your guide. 

· Change text color to black after making modifications.

· Update the Table of Contents.

· Select the Table of Contents

· Press F9

· Reformat as needed, especially the font (Trebuchet 10 pt. for body text).

· Delete all template instructions.

Note that not all courses have pre-assignments and/or end-of-course exams

Using “Send to Word” for formatting Instructor Guide Notes Pages

A recommended format for creating the instructor guide notes pages is to use Microsoft PowerPoint’s “Send to Word” notes page feature.  This feature allows you to create a thumbnail of the presentation slide with space below to record the instructor notes.  

The process will vary depending on which version of PowerPoint you are using (Office 2003 or 2007).

Note: Delete this page after completing your instructor guide.
Cover page placeholder 
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Introduction

The [Course Title] provides participants (insert information about content of course).

Course Overview

This section includes a brief description of the course and how it is organized.  

Course Organization

	Lesson #
	Lesson Title & Description



	1
	Title

	2
	Title

	3
	Title

	4
	Title

	5
	Title


Course Coordination

· Confirm times of instruction.

· Obtain directions to training facility.

· Check the course material.

· Etc.

· Etc.

Target Audience

Identify the target audience and their characteristics.  If there is a primary and secondary audience, compare their similarities and differences.  Always include:

· Education 

· Experience, both on the job and in life

· Drivers and barriers that may influence success

Also consider things such as:

· Length of service with the organization

· Status in organization
Course Goal and Outcomes 

Course Goal

Identify the overall purpose of the course and key points covered.

Course Outcomes

This section identifies what the participants should be able to do as a result of training and must make a connection with the tasks they will be able to do on the job.

After completing this course, participants will be able to:

· Performance Objective 1

· Performance Objective 2

· Performance Objective 3
· Etc.

· Etc.
Class Size

Audiovisual Equipment Requirements

Visual aids for this course consist of PowerPoint slides, video clips, and crash diagrams. The following audiovisual equipment is necessary for delivery of this course:

· LCD projector compatible with a notebook computer and cables for proper connection 

· Spare projector bulb

· Electronic remote device to advance slides in PowerPoint presentation, if available

· Projection screen (at least 6’ x 6’)

· Pointer (preferably laser type)

· Twenty-foot or longer extension cord

· Whiteboard with dry erase pens and eraser, if available

· Flip chart with markers

· Large black markers for participant tent cards (at least one for every two participants should be placed at their workspace)

All equipment should be placed in the room for the instructors to check at least one hour prior to the first day of the course. 
Room Requirements

The room should be large enough to accommodate workspace and chairs for up to 30 participants and 2 instructors plus the aforementioned equipment—a large conference room or classroom.  

Instructors should be able to arrange the classroom as they deem most appropriate given the exact number of participants. (The ideal arrangement allows participants to interact with the instructors and each other; e.g., a U- or V-shape arrangement, clusters of work areas, etc. Avoid “lecture hall” type of arrangements.) All participants should be able to see the screen and instructors; however, participants and instructors should be able to move about the room without obstruction.

A preparation table and presentation table should be provided for the instructors. The room should be in a quiet area and have a lighting system that permits convenient dimming of the lights, especially where the screen is located.

Training Site

· Selection of a training room is critical to the success of the course. Great care should be taken to select a room that will not be overcrowded, too hot or too cold, or subject to outside distractions. The instructor should contact you with any specific requirements for the training facility.

· Reserve a training room for the duration of the course.

· Check to see if anyone else will be using the room for nighttime functions.

· Determine if materials and equipment can be left in the room. Training courses requiring special equipment or computers must have after-hours security.

· Visit the classroom to make certain it meets all of the instructor’s requirements.

Other considerations for the training room:

· Heat or air conditioning-find out if the instructor can control these

· Adequate shape and size. No poles or obstructions

· Special arrangements for demonstrations, labs and experiments

· Seating arrangements

· Away from kitchen, construction area or other noise distractions

· Electrical outlets

· Lighting controls – Almost every training course uses visual aides that require a projection screen.  It is important to have a room where lighting can be controlled to prevent glare on the screen while not placing the room in total darkness.

Since a PowerPoint presentation will be used during instruction, make sure to consider the following room accommodations:

· Will shades completely darken all windows?

· Can the lights be selectively dimmed when showing the presentation?

· Will overhead lights shine directly on the screen?

· Can a bulb be removed above the screen or will the whiteboard be too dark?

Participants and Instructors

· Participants and instructors should be:

· Informed of course starting and ending times

· Advised on parking arrangements

Final Arrangements

One (1) day before the course:

· Set-up the classroom.

· Organize the participant materials.

· Post directional signs.

· Test all equipment.

During the course:

· Let the instructor know whom to contact if he/she needs assistance.

· Provide a copy of the class roster to all course participants.

· Prepare certificates of training. The time needed to prepare them may be reduced and the appearance improved by using a computer with a graphics program and a laser printer.

· Check with the instructor at least once a day to resolve any problems.

After the course:

Make certain the instructor has the class roster, course evaluation forms, and student registration forms. 
Student Requirements
If any list here
Course Agenda
	Time
	Lesson Title/Description

	
	

	
	

	
	

	
	

	
	

	
	


(Breaks may vary from site to site according to local guidelines or class preference.  The breaks listed here are not mandatory.)
Instructor:  Presentation Requirements 

Before the Training Event Preparation List

Confirm the training dates, location, and number of participants. Ensure you have the following materials:

· Instructor Guide, one copy for each instructor

· PowerPoint Presentation appropriate to the location of the course

· Participant Workbook

· Attendance Sign-in Sheets

· A computer loaded with Windows® 2003 and PowerPoint 2003 

· An LCD projector compatible with the instructor’s notebook computer (e.g., InFocus or similar make), if the host agency cannot provide one.

· Cables necessary to connect projector to computer, if the host agency cannot provide the projector

· Spare projector bulb, if the host agency cannot provide the projector

· Electronic remote device to advance slides in the PowerPoint Presentation, if available

· Learning Assessment 

· Course Evaluation

1. Read and study the Instructor Guide, PowerPoint presentation, and any State or local documentation pertaining to the local environment. If using case studies, review ahead of time and select the most appropriate cases studies for your audience. Familiarize yourself with the Participant Workbook.  Collaborate with local host/coordinator to determine who will print the following (available on website):

· Certification of completion for each participant. 

2. Ensure that you have the following:

· LCD projector compatible with a notebook computer (e.g., InFocus or similar make), if possible 

· Cables necessary to connect projector to computer, if possible

· Spare projector bulb, if possible 

· Electronic remote device to advance slides in PowerPoint presentation, if available 

· Projection screen 

· Power strip

· Twenty-foot or longer extension cord 

· Whiteboard with dry erase pens and eraser

· Flip charts (at least four) 

· Large markers, assorted colors (at least seven sets)

· Large black markers for participant name tags (at least one for every two participants)

3. Prepare the agenda (below) on a flip chart page or PowerPoint Slide
	A

G

E

N

D

A
	Course Introduction

Lesson 1:  

Lesson 2:  
Lesson 3:  

Lesson 4:  
Wrap-up / Q & A

Course Review and Assessment 

(Breaks as appropriate)


4. Prepare the following ground rules on a flip chart page or PowerPoint Slide. 

	 G    R

 R    U

O    L

U    E

N    S

D
	· Participate.

· Be on time.

· Stay on task. 

· Share responsibility for training.

· Listen when others talk.

· Respect the opinions and attitudes of others.

· Turn off cell phones and pagers. 




5. Ensure the room is set-up properly (i.e., tables and chairs are arranged to maximize interaction, projectors do not block participants' lines of sight, flip charts are convenient to you and visible to participants, etc.).

6. Test the equipment.

7. Arrange materials so they are convenient for you and the participants.  On the first day, ensure each participant's place has:

· One copy of the Participant Workbook. 

· One name tag and one name tent.

· One pen and pad (unless participants have been instructed to bring their own).

· One black marker for every two participants (so they can write their names on their name tags and name tents).

During the Training Event

1. Arrive early.  Give yourself plenty of time to get organized.

2. Circulate the Attendance Sign-in Sheet each day and after lunch each day.  Be sure all participants sign-in.

3. Start on time and stay on track.  Always start on time, even if only one participant is in the room.  Keep exercises within their time limits.  End discussions when they cease to be productive.  Lead participants away from digressions and tangents and back to the lesson.

4. Be available during breaks, after class, and during site visits for questions.

5. Mentor participants during the activities.  Walk among groups in class and on-site as they work on their activities, and answer questions and offer guidance as appropriate.  Ensure participants are on track as they work.  Give constructive feedback during the presentations and discussions.

6. Review Questions:  Review the content of each lesson throughout the course to reinforce the learning outcomes for that lesson and to connect to upcoming material.  As a general rule, review or discussion questions should be asked every 6-8 slides.  Avoid YES or NO questions and try to use open-ended questions to draw participants into the material.  Sample review questions are available in the Instructor's guide; however, you can also develop additional questions, as appropriate.  Make sure all questions directly relate to and support the learning outcomes.

7. Lesson Outcomes:  At the beginning of each lesson, review that lesson's outcomes.  Make sure participants are fully aware of the topics to be addressed in the lesson.  At the end of each lesson, review the outcomes once again using review questions or an activity/exercise to ensure the outcomes were met.

After the Training Event

Have participants complete Learning Assessments and Course Evaluations.  Collect the assessments and evaluations.

Lesson Plans 

This section, beginning on the next page, contains the Lesson Plan for each lesson.
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Course Outcomes

By the end of this course, you will be able to:

		Describe

		Identify

		Define



(7 x 7 rule) – (7 words per line and 7 lines per slide)
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