Draft - 3 day PART TTT outline

Dotted underlined text is notes/instruction for the PART instructor

Important note: if at any time during these three days you observe a participant who is struggling, spend extra time with them. If you don't feel they will pass, don't let them stay the full duration - take them aside and explain your concerns, without insulting them - it may be necessary to remove them from the class. Sometimes participants are sent to these sessions because "it's their turn", sometimes they don't know they'll be expected to teach…determine ahead of time if the participants are the right ones for this responsibility.

Day 1

8:30 - 9:00 (30 minutes) Welcome and Housekeeping, Course Outline and Learning Objectives
The morning will be spent on teaching/facilitating skills that will help participants to teach the PART general participant sessions. The expectation is to increase their comfort level at standing in front of a group and talking about a topic.
Welcome (choose an optional icebreaker that will take 10-15 minutes maximum)
Ice breakers suggestions - instructors may wish to do their own. Instructors may also wish to introduce themselves first, or lead off the icebreaker as a way to do their introduction.

· pass around a roll of toilet paper, participants tear off toilet paper as if you needed it for 3 days of camping in the woods. After each participant has taken squares, tell them that each square is one thing they tell about themselves

· participants write 2-3 things about themselves on a card; retain cards, mix up and distribute - ensure no one has their own. Participants find their own card by asking the questions and finding the participant who provides the answer they gave (this activity may take additional time depending on group size; you will need small pieces of paper, recipe cards, or something similar)
· 2 truths and 1 lie: each participant tells 2 truths and 1 lie about themselves as they do self-introduction - other participants try to determine what was the lie after the intro (works well for larger groups)
· others that worked well for you

Introduce yourself (and co-facilitator) and provide bit about yourself if you have not already done so
Housekeeping (washrooms/exits, lunch, smokers, cell phones, etc.)
You may wish to ask the group why they are here. Ensure they understand they will be teaching co-workers…if you had the opportunity to pre-screen participants, there should be no surprises as to the expectation for them to be at this session and to understand they will be teaching co-workers
Spend 10-15 minutes maximum on the following

You may wish to survey the group for years of experience in health-care; total this number of years. Explain to the group that you have been in health care for X-number of years, and therefore the combined experience of the group is beneficial.
An "expectations" activity may be useful to you to determine expectations of participants over the next three days - as they say their expectations, list them on flipchart and discuss with the group; at the end of the 3 days, review this to ensure their expectations were met.

Course Outline and Learning Objectives

During this morning's session we will work ways to make you a successful trainer. You will have practice time for teaching a topic (or two) of your choice - you will be partnered with someone in the group so that you'll have the experience of co-teaching. You will have practice time and then you'll present your teaching topic to the larger group. You can use the flipchart, overhead projector/transparencies, (optional: and I've created a small PowerPoint for you to practice with as well). Present your topic in a way that is comfortable for you so that participants can learn.
This afternoon and for the next two days, you will learn more about the PART program and how to effectively teach each model. The training manual you will receive will give you step by step assistance and even provide you with the answers. During our three days together, you will be expected to co-teach various modules and each participant will be required to provide a return demonstration of the skills/techniques in the program. I will be observing each one of you as you go through the skills/techniques - I am here to support you in your learning.
Are there any questions?

9:00 - 9:45 (45 minutes) Effective Facilitating
On a piece of flip chart paper, write the word "Positive" at the top of the sheet.

In a large group discussion, ask participants to identify positive attributes of past facilitators they have had. Write down, in point form.

Some answers may include:

· speak clear

· involve participants

· know materials - don't just read it

· give their own examples

· use various teaching techniques (case studies, PowerPoint, flipchart)

· good hand writing that is readable

· energetic and positive

Emphasize they have just created a "Do" list for when they facilitate PART general participant sessions.

You do not need to think that you know everything. It is okay to say that you do not know something. Ask the group what their experience has taught them to see if they can provide an answer. Indicate that you will find out the answer and get back to them.

Emphasize participant expectations for general participant sessions, such as:

· on time

· full participation and interaction in all exercises

· attendance at the full session (Basic - full day; Intermediate - 2 full days and includes Basic; Advanced is a couple hours extra added to the end of Intermediate)
· be respectful when others are talking

· keep an open mind

You may wish to ask participants about their teaching experience - this will give you a good idea who has taught, what they've taught, their experience teaching. During the teaching practice, you may also "buddy" these experienced trainers with someone who is just starting to teach.

Section 9 - Facilitation
This guide was developed to help you recognize the different learning styles and to help you when you return to your agency to teach the PART general participant sessions. There are also other educational sessions and workshops for facilitator training - a search of the web can help you find them (you may have some information you could provide as well). With co-teaching PART, your experience, confidence and comfort level in facilitating sessions will increase.

Discuss the qualities of an effective facilitator:

build trust - try to get participants to relax and open up as quickly as possible by using an effective ice breaker or energizer.

be flexible - read your groups and understand what their concerns are. Flex the lesson plan to cover the material but also to address the areas the group may want.

be patient - recognize that you will face many adult learning styles and as a result you will be challenged in trying to keep all participants on the same page.

be prepared - it is important to have yourself organized in terms of your materials, as well as have practiced either alone or in front of co-facilitators.

use appropriate body language - during the first sessions be aware of your body language and ask your co-facilitator to provide feedback.

be respectful - remember that everyone's comments count

group size - adhere to the group sizes as indicated in the facilitation guide

group dynamics - all groups are different and will possess their own level of energy which is often independent of the facilitator.

don't assume - don't assume to know what is happening in all situations. To clarify, ask questions!

Responding to Difficult Participants

Emphasize - As a rule, remember to: Praise in public and criticize in private.

· The hostile participant: break early and discuss in private. Give them the "out" - that if they don't think they can participate in a positive way, they can leave the session.

· The apathetic participant: by involving the participants in the session as much as possible, the apathetic participant will usually begin to become involved.

· The professionally confused participant: without drawing attention to this person, mix them with other organized participants of the group.
· The negative participant: initially stand closer to this individual to curb unwanted attention. Without drawing attention to this person, mix them with positive groups to dilute the negativity.

· The challenging participant: don't try to answer all of their questions when presented with different scenarios. Turn the question around and get them to resolve their own problems - by employing the five-step risk assessment process. If they continue, defer them to discuss their problem during the break or after the session.
· The know it all participant: this person wants recognition and attention for their wealth of knowledge. Within reason, acknowledge these participants and include their expertise. By giving them the attention they crave, they may tend to back off.

· The non-stop talk participant: emphasize the expectations of participants. Initially stand closer to this individual to help curb unwanted attention, then mix these people with other groups and separate from their support person.

Adult Learning Styles

Discuss the following learning styles:

· generalist

· detailed

· analytical vs. intuitive

· auditory

· visual

· psychomotor or kinesthetic

Planning and Organizing

Discuss the importance of planning and organizing sessions.

Before you begin to teach a program you will have to know your material. Take time to review it, to practice teaching and if you co-teach, take time to get to know each other. Talk about the modules that you both will teach, your presentation style as well as your comfort level with teaching.

Materials you will need may include:

· flipchart, paper and markers; whiteboard and markers; or overhead projector and PowerPoint

· name tent cards for participants

· evaluations and attendance sheet for each participant to complete

· extension cord

· pens, scrap paper, sticky notes, highlighters, masking tape, small soft ball, posters

· in SAHO's training material there is information to help you teach the program and includes a listing of the training aides you will need

Motivation (a handout is provided at the end of this material that you could copy and provide to participants)
We will discuss the importance of motivation - it is important for an instructor to be motivated just as it is for an employee.

Take a moment and think about your own motive(s) for being here and becoming a PART trainer. Be willing to explore even selfish reasons as well as any idealist motives you have. Share your motives and objectives with your group.

Remember - personal motivations keep us going

Your participants will be aware of your motivation, and even your lack of motivation. You can't fool a whole room of people with you are with them for up to 16 hours - your attitude toward your agency, your clients the PART principles will be visible as you teach your groups.

9:45 - 10:15 (30 minutes) Personal Health (required for TLR; beneficial with PART)

Review Module 3 Personal Health with participants

Introduction, lifestyle: nutrition, physical activity, rest/sleep/stress

This half hour could apply to any teaching program - it reminds people to take care of themselves and the importance of personal health.

After the break we will practice co-teaching on a topic of your choice. In teams of two, you can either select from this list (prepared ahead of time on flipchart paper by the instructor) or select your own topic. Presentations are to be no more than 5 minutes in length; feel free to use any of the teaching aides (flipchart, PowerPoint).
10:15 - 10:30 Break

10:30 - 12:00 (1hr 30 minutes) Preparation Time and Practice

Give the group up to 15 minutes to prepare. Each group of 2 will present their topic; following the presentation the larger group will provide positive feedback - what they did well. During this time, and depending on group size, you should be able to review two different topics. For each topic, the groups of 2 should try to use a different teaching style and in each presentation both participants must teach a portion of materials. You may wish to change the groups of two after the first round of teaching so that they have the experience of teaching with someone new.
Some topics you can choose from include: how to dress for winter, making a perfect cup of tea, how to swing a golf club, how to shop for the perfect outfit, etc.

Team Teaching

· topics have been assigned

· presentation is 3-5 minutes in length

· follow the flow of information process taught earlier; use positive teaching techniques

· use a/v aides if you wish

· remember how adults learn best

· wide open to creativity

· use role plays, props, group work – remember your time is limited

make it a team effort

· try to get everyone in the group involved

· share tasks

· know what you are each responsible for

· try to take into account your strengths and concerns
use second instructor

· to handle possible difficult learner

· observe what is going on around the room

· state example of pertinent points or discreetly point out areas that might have been missed

· bale you out when you have problems

· observe for time

The rest of us are only observers and will offer feedback following presentations

Get observation from those teaching

· what was most difficult

· special techniques used

· any special approaches

Input from the entire group

· help in identifying positives

· suggestions on how others might have taught it

Our feedback

Individual teaching styles and strengths

Presentations:
· have fun with the topic and use good teaching techniques

· use overhead, flipchart, roleplay -whatever will get the point across

· share workload so all members of your group get a chance to present a portion of the topic

Instructor-trainers may wish to have secret role players of difficult learners. Take one participant at a time and sneak them a card/piece of paper where you've pre-written a difficult learning style. During another group's presentation, your secret role player will act out the difficult learner. You may also tell the group that you might be the difficult learner - just to show them how this may appear during their sessions.
Critiquing presentations

· the presenting group will be asked to share what they thought went well during the presentation

· members of other groups not presenting will be asked what the felt was good/positive

· then presenting group will be asked what they might change if they had to redo the presentation

· other groups not presenting will be asked for feedback on what might make the presentation better

· share ideas you may have to enhance all group's presentation style

After all presentations are complete, instructor-trainers may wish to mention just how much time it took to prepare for a 3-5 minute presentation.

12:00 - 12:45 (45 minutes) Lunch

12:45 - 4:00 (balance of the afternoon) PART TTT program

12:45 - 1:45 (1 hour) Introduction, Program Outline, Requirements, Bit of History
Program outline

· this afternoon and next two days we will focus on PART
· individual and group work (required to participate and will be evaluated)

· several opportunities to teach theory and skill

· behind the scenes examination of PART course

· review content and practice skills

· ask questions about topics you want more info on

· opportunity to offer feedback to others

· find out who in the group has teaching experience and share ideas with others on what may work or not work well

Not a guaranteed pass just because you are here

· have to work hard

· make sure you get involved in all teaching assignments

· make yourself seen to me

· this is a serious course and we want you to have fun while you learn

· certificates will only be issued to participants who clearly demonstrate their understanding of the program and have the ability to teach the required skills

· if you do not successfully pass, you may be restricted to teach only theory or skills, required to co-teach or may require additional assistance/retake the program

Important notes:

· I (we) must see you in action and hear you teach and facilitate sessions. If you prefer to remain in the background, you may not successfully pass this course

· it is important to ask questions, share concerns and identify problem areas. It is easier to ask your questions here than to wait until you are teaching in front of a group

· if you hear or see something that is different than what you were taught in your Basic, Intermediate or Advanced session, ASK. Often things may get taught in a different way or may have been taught wrong. We want to ensure that all instructors teach the program as it is intended to be taught.

PART - a bit of history
· implemented in many agencies in Saskatchewan

· many regional colleges include PART in their curriculum for health care courses

· SAHO purchased the rights to the program in March 2007 from the author Dr. Paul A. Smith- this allows us the opportunity to change the program to meet our needs

· Dr. Smith was in Saskatoon in May 2007 and qualified the first group of provincial PART instructor-trainers (you may wish to give an update of that session!)
· this is an exciting time for PART as many changes are taking place

· the PART advisory group leads the program content and SAHO administers it; all PART instructor are part of this advisory group; ; it provides us with a knowledgeable group of contacts where we problem-solve, amend materials, move the program forward; we meet regularly and are evaluated by our peers (other instructor-trainers)

· the majority of health regions have instructor-trainers on staff or are moving to that level. This level provides us with the opportunity to coordinate sessions based on our need and scheduled when convenient for us
· current Saskatchewan occupational health and safety legislation requires all employers to have a program in place that addresses violence; PART is one program

· SAHO maintains a database of all regional PART instructor-trainers and instructors. They stock resources used with PART (participant handbooks, etc.). 

· most recently the Advisory Committee is considering the following changes:

· Term Instructor-trainer changed to Instructor

· Term Instructor changed to Trainer

· Term Student changed to Participant

· these changes will provide some clarity - they are currently in place based on the recommendation from Dr. Paul Smith HOWEVER we do have the right to change names by working through the PART Advisory Committee and SAHO.
· the Advisory Committee is currently reviewing a new program enhancement - Communication Strategies and Interventions program - this level includes information on dementia and may enhance the PART program in this area

Why PART?  You could have active discussion in this area and on a flipchart, record some of the participants comments. You may wish to explain current statistics in your area that pertain to violence
Introduce materials (go through briefly each manual, it's purpose, how to order participant materials, etc.)

Legislation - you may wish to have a copy of the OH&S Act and review section 37. You could include a copy of your employer's policy/procedures related to violence

Objectives for this PART Train the Trainer program

Participants will:

· describe the principles for the PART program

· perform a return demonstration of skills taught in this program

· identify the purpose of summarizing and evaluating the workshop format

· be prepared to co-teach the program to workers

1:45 - 2:30 (1 hour) Start the review of PART Instructor Manual, model by model, including principles. Lots of good discussion should occur.
· spend some time reviewing the PART resources and content - explain that in early 2008 the participant handbook and exercise booklet will be separated into the levels of PART (Basic, Intermediate, Advanced)

· this is a good time to ask participants some questions

· go through this content quicker than as if you were teaching it

· make sure participants are on the same page

· ask questions and make sure if they hear something that sounds different or that you don't remember hearing, bring this up

2:30 - 2:45 Break

2:45 - 4:30 (1 hour 45 minutes) - continue review model by model, including principles
You may wish to break this up with a bit of stretching; add in some mobility exercises with each Module reviewed
Inform participants that the next 2 days will include hands on techniques - so dress appropriately.
Day 2
8:30 - 9:00 Start the day with a brief review of the Models…and Principles

You could use the game "crosswords" to help with the review. Half an hour has been allocated to reviewing Day 1. For crosswords, give teams a piece of flipchart paper and a pen. Have them write a word across the page, such as "communication". From this word they will have 3-5 minutes to add words from Day 1 by using letters of existing words. After 3-4 minutes have them switch stations and continue to build on the crossword puzzle that was started by the other team. At the end of 15-20 minutes, review the crosswords with the group. You can use whatever method you prefer to provide your participants with a good review of teaching skills and/or the PART information covered so far. Have fun with this!
9:00 - 10:15 (1 hour and 15 minutes) Introduce and review the physical skills

· the rules

· the contract (instructor's manual page 7-7)

the demonstration

· participants learn from what you say first and last, so demonstrate what you want them to learn at those times

return demonstration

· do not allow participants to demonstrate a mistake

· prompt those that require extra assistance in a step-by-step process

summary

· continue to ask participants "when would you use this move" and "why?"

Guidelines for monitoring evasive and controlling self-defense skills

be aware of the group; size, weight, agility, trust, male-female ratio

watch pairs: jock and pretty young female; men; two people who may be considered as weak; if you are uncomfortable, change the groups

listen carefully: slaps/impact sounds, too much laughter, no talking

scan participants/groups constantly: watch for potentially dangerous situations/incorrect moves, points you want to emphasize, make sure to watch every group

repeat: slow down, move carefully and deliberately, make move realistic, communicate, reemphasize points in the contract that participants signed

Do not get involved in demo with participant

review of decision trees, instructor's manual 7-30 to 7-34
review Principles of Evasion, instructor's manual 7-2 and 7-3

practice and return demonstration from each participant (groups)

go through Mobility and Warm-up Exercises, instructor's manual 7-8 to 7-10

participants do warm-up exercises

review Evasive Self-Defence Techniques, instructor's manual 7-4

practice and return demonstration from each participant (groups)

review Sample Attacks, instructor's manual 7-11

practice and return demonstration from each participant (groups)

review Evasive Self-Defence Techniques Exercise, instructor's manual 7-12 to 7-17

practice and return demonstration from each participant (groups)

review Restraint, instructor's manual 7-17 to 7-21

practice and return demonstration from each participant on Manual Restraint Exercises, instructor's guide 7-22 to 7-26

optional: Principles Underlying Manual Restraint Techniques, instructor's guide 7-27 to 7-29

10:45 Teaching assignment - skills demo and teaching

- random draw of participant and skill to be taught

standards

review section 8 from instructor's manual

Role play grid

review Role Play Grid, instructor's manual 6-3

Other administrative information

· forms that trainers will use for their sessions (evaluation, attendance list - and include where this information should be retained - e.g., in human resources, by their supervisor, etc. SAHO tracks instructors and trainers, not general participants)
· tell your participants that you are the "go to" in the region and can assist in problem-solving, helping through coaching/mentoring, assisting with teaching first sessions, etc.

· certification, review instructor's guide 9-9 (this may be amended and not be every 3 years due to some concerns with the amount of time between)
· review Facilitator's Guide, 9-13 to 9-20 (participants will also have the information from Day 1 that they could include in their instructors manual for their review)
· review additional ideas for warm-up exercises, 9-22

· the remainder of section 9 can be read through with participants, asking questions, receiving feedback

Ordering of resources for sessions:

· order at least 3 weeks before your session - from SAHO

· order the appropriate materials you need for the session

PART Advisory Committee

you may wish to explain it's purpose, participants, etc.

Facilitator's support

· A guide to facilitation

· Instructor's manual information

· practice, co-teach, help each other, check out other training available
Forms

· complete an attendance list at each session; circulate for participants to sign in

· have each participant complete an evaluation - read these for important feedback

· forward to the appropriate person in your agency or file these copies as SAHO may request at some time to review what you are doing/have done
Instructor:

· have each participant complete an evaluation; retain a copy and submit the original to SAHO along with a copy of the attendance list - SAHO tracks all new trainers in its database
· thank participants for a great session

· encourage them as they move the program forward

· their certificate will be sent to them after the session (this ensures that you don't put an unsuccessful candidate on the spot)

Create interest - ham it up

nervousness butterflies

· take a break

· take a few deep breaths

· pacing is ok

· tell a joke (consider the group and use tasteful jokes)

eye contact is a powerful way to reinforce
irritating habits to watch for

· repeating words

· gestures/twitches

· death grip on a podium

· hiding behind desk or podium

· clicking a pen

loudness

· check room out before the session

· check volume on microphones, VCR, tape recorders

flipcharts

· practice using

· try to always face the audience

· print exactly what participant had suggested

· use lined paper if can't write well

· alternate dark color markers

· write large

· pre-draw in pencil

projector

· ensure it is working and that you have an extra lamp (bulb) when possible

· practice operating it

· write note on borders

· take overheads as a back up

· rule of 7 (7 words/line, 7 lines, readable from 7 feet away)

use of a/v aids

· retention increases by twice as much when listeners see as well as hear

· group consensus occurs more often in meetings when visuals are used

· time required to present a concept can be reduced by almost half

dress

· dress as you expect your audience to dress, or at least one step above that

· hair, shoes, clothing

team teaching

· split material with your partner prior to the session

· decide on signals if material is missed

· may be a little stiff and mechanical first

· may split roles - good guy/bad guy or funny/straight

instructor experiences

· share - take time when meeting with other instructors/trainers to share ideas, tips and techniques

forgetting material

· use cards and a/v

· practice (at least once before your first teaching experience)

· rehearse in front of a mirror or a friend

1. How would you maintain and enhance the self-esteem of participants?

· listen

· praise

· turn back questions

· write down comments

· use names

· point out and reinforce compliments

· ask for examples

· validate

· solicit input

· share experiences

· admin to being wrong

· show enjoyment

· spend extra time at breaks

· express confidence in group

· ask questions learners can answer

· give reasons for directions

· give constructive feedback

· begin on time

2. Give examples of how you might focus on participants' behavior and not on their personality

· use "you haven't completed the workbook page 2" instead of "you don't have a positive attitude"

· ask for specific examples

· use examples when presenting an idea

· ask "how so" or "how would you say it"

· don't accept generalities, ask for specifics

· when offering praise, explain why

3. Actively listen to show understanding, establish rapport and to stimulate open, frank expression of feelings. When would this approach be a motivator?


When a participant:

· makes an emotional statement

· is being uncooperative

· doesn't seem to understand

· keeps changing the issue

· is rambling and grand-standing

· makes an important remark

· disagrees with theory or skills

· is being supportive

4. Use reinforcement to shape learning

· behaviors rewarded tend to be repeated

· 3-step process

1. identify specific, observable behavior that facilitates learning

2. explain helpful effect

3. indicate your positive feelings about behavior (e.g., your asking that question helped to clarify an issue and I really appreciate you helping out that way)

Hints of verbal and silent re-enforcers

· refer back to participants ideas or examples

· use peoples names when possible

· nod your head when you agree

· don't turn student's remarks into your own

· when comments are only partially correct, acknowledge the accurate part before correcting the wrong

· paraphrase or write on flip charts in participant's words rather than your own

· it is difficult to overdo specific positive reinforcements

5. Set goals and follow-up dates and maintain communication by:

· contract specific on the job applications of learning

· clearly indicate level of proficiency you expect

· periodically report progress

· maintain time lines

· evaluate movement toward the goal

Behaviours that increase motivation

· involvement - everyone likes to be a consultant

· enthusiasm

· sell program

· identify what has changed in the workplace (staffing, equipment, level of care, etc.)

· personalize information

· encourage broadening of info base

Trainer behaviours to increase motivation

· group activities

· maintain and enhance self-esteem

· focus on participant's behaviour

· actively listen

· use reinforcement

What can you do to get your group to actively listen?

· ask for clarification

· change techniques

· summarize/personalize

· ask group for their opinion

· eye contact/acknowledge/repeat message

· move about/around the groups vs. standing behind the table

· validate

· solicit input

· update them on progress of course completion (e.g., we are ¾ way through)

· don't focus on end

· use first names to make session more personal

· don't put anyone on the spot

· ask for examples and for the group to solve questions

· spend time with them during the break

· give praise

· admit if you are wrong

Visuals can help you sell an idea

here are some tips on the use of overheads or projector (computer)

· use landscape rather than portrait orientation - this gives you few lines but you can fit more text in a line; it is also better for the eye

· try to keep text toward the top of the slide

· use a clear font and nothing script or comic

· keep the size at 18 points or larger. If you can't read the text from 10 feet away, it is unlikely that the participants will be able to see it from their seats

· rule of 7 - you should be able to read the original slide from 7 feet away; no more than 7 words in a line and no more than 7 lines on a slide

· use bold text to separate the heading from the body

· use the same template for all slides; including your corporate logo

· number each slide

Use of a flip chart

· use extra large writing

· print rather than write

· use dark colors - alternate with dark colors to make points clearer

· stand to the side of the flipchart so your back isn't to your participants

· use cheat notes

· take ideas down on the flipchart as they are presented to you
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