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TRAINER-IN-A-BOX ™

DEVELOPER MANUAL

and 

CONCEPT PROPOSAL

Introductory Note

Thank you for your interest in developing NARA Trainer-in-a-Box ™ professional development systems.  The Trainer-in-a-Box™ series offers professional development packages on a wide range of topics, preserving and making available the knowledge and experience of many leading regulatory practitioners from the global licensing community.  

These are general instructions and samples that should be studied first.  After submitting and receiving approval for your TIB concept, you will be sent the electronic Template for preparing the Instructor’s Guide that will go with your package and a sample PowerPoint presentation.  Other templates are available as needed.  We have included a copy of the Instructor’s Guide Template in the appendices so that you have a more complete picture of the scope of the work.

NARA’s goal is to promote regulatory services that support its vision, 

"consumer protection through prevention," and its focus is 

the advancement and dissemination of knowledge 

related to regulatory administration.
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Developing and Submitting a Proposal and Final TIB

First, take a few minutes to browse through the pages on NARA’s website that deal with the NARA Trainer-in-a-Box( Series.  These pages describe the general purpose of the project and give information developers need.  

Whether you want to develop a workshop on a topic conceived by the NARA Education and Professional Development Committee or have a new idea, begin by sketching your concept and submitting it to the NARA Administrative Office.  Copies will be distributed to members of the TIB Review Subcommittee that follows a three step review process.  All material may be submitted via electronic mail or other electronic measures.  Samples of the Developer Forms are in Appendix 1.  These forms are sent electronically once a developer has expressed an interest.    

The TIB Review Subcommittee reviews proposed TIBs using a three-step review process -- Concept Review, First Review and Final Review.  Steps 1 and 2 will result in written reviews, comments and reaction forms which will be sent to the developer for feedback and incorporation into the first through the final draft.   

The following are components that developers will send at each review step. 

Concept Review and Approval: 

· A completed Developer Information Form (Appendix 1)

· 1-2 page description of the proposal (Concept Proposal) that generally describes the need/purpose, learning objectives, intended audience, and estimated or approximate presentation time package requires using forms provided by NARA.  (Appendix 1) 

First Review: 

· Slides with speaker notes 

· Complete instructor package, including handouts, exercises and other material needed to support the package 

· Any revisions made to the concept proposal 

Final Review: 

· Same as in first review with all final edits and refinements, including a response to any recommendations made by the Review Subcommittee

· Provide a version that will be suitable to post on the NARA website as a description of the package 

Following approval of the concept, appropriate NARA forms will be forwarded to developers for the next step.  
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TIB Review and Approval Process

1. NARA’s designated TIB Peer Review Subcommittee is appointed by the President, as a subgroup of the Education and Professional Development Committee.  The committee, chaired by a NARA National Council member, has the following duties and responsibilities:

a. The subcommittee is to conduct three reviews before approving a package, with each review conducted by at least three (3) members selected for specialized expertise.

b. The TIB Peer Review Subcommittee is authorized to request an ad hoc reviewer to assist when the committee determines it needs additional or different content expertise to evaluate a proposal or a package.

c. The chair is responsible for identifying conflicting advice or recommended decisions and will reconcile these in order to provide the developer with clear guidance.

2. The subcommittee performs three required reviews:

a. A brief concept-level proposal submitted by the developer on a form provided by NARA (Appendix 1). The proposal should be no more than a page or two that generally describes the need/purpose, learning objectives, intended audience, and estimated or approximate delivery time.

b. A first review of content of what the developer considers a near-final draft, which does not need to have all the graphics and presentation effects but must have the slides, speaker notes, and complete instructor package.  

c. A final review and decision to accept or reject the final, complete and polished package that reflects changes the committee recommended or a satisfactorily explained rejection/alternative. 

d. Committee responses and suggestions, both substantive and editorial, should be provided to the developer within 3-4 weeks of each submission. 

e. See Review and Reaction Form to be used by developers and reviewers. (Appendix 2)

3. The committee is also responsible for approving the developer’s guidance document for instructors, including the format for the instructor’s package, and all handouts and tools developed to support the session.  

4. The developer is expected to follow the NARA format supplied for the instructor’s guidance document and to maintain the same “cues” in the PowerPoint speaker notes as well as to provide sufficient assistance to purchasers in using the packages successfully.  (See "Instructor's Package" and instructions to developers in Appendix 3) 
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Pricing, Contracting and Payment Policies

1.
Training Package Pricing

a. NARA reserves the right to set prices for TIB packages. 

b. The 3-5 hour courses for licensors will be the most common packages. 

c. Current Purchase Price:

i. $350.00 for single presentation for regulators - 3-5 hour course.  

ii. $500.00 for a double package - regulator and provider versions of the same course

iii. $250.00 for a provider package alone – 1½ - 2 hour course

2. Revenue Sharing for NARA and Developer

a. For the first 5 copies sold, 57% of the purchase price will be paid to the developer and 43% to NARA, e.g., for a $350 package, the developer receives $200 per package and NARA receives $150. 

b. Thereafter, the revenue sharing formula changes to 75% of purchase price to NARA and 25% to developer, i.e., $262.50 to NARA, $87.50 to developer. 

 3.  Letter of Agreement


Developers and NARA execute a Letter of Agreement that lays out the responsibilities 
of the developer and NARA and the commission plan.  (Appendix 4)
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General Guidelines

1. As a guiding principle, remember that your goal is to produce a product that has completely anticipated and resolved issues and problems – in content, in technical issues, in logistics, in presentation, etc. The customer expects an off-the-shelf training session that leaves little planning and problem-solving to him and that, where “local tailoring” is essential, will tell him exactly what he needs to collect or prepare to adapt the workshop to fit with agency regulations, laws, case-examples, etc.  

2. Be clear, specific and out-come or application oriented in how you state the goals for the workshop.  The statement of goals may determine whether the workshop is eligible for CEUs. The file with the template for the Instructor’s Guide provides some additional guidance on this point. 

3. Follow the format when developing the Instructor’s Package. Material that is yellow-highlighted indicates areas the developer must generate or alter to fit his or her package; all other text is fixed.

4. Also scrupulously follow the font-based cueing system (explained in the template) on your PowerPoint( 

5. Remember that customers’ machines may not have the same fonts you do.  Stick to Times-Roman and Arial in the Instructor’s package. 

6. You are responsible for avoiding copyright infringements in any and all of your material. 
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Preparing Your PowerPoint( Presentation

1. Customers expect and deserve a glitch-free presentation. If you are not reasonably adept with PowerPoint( software, do get help from a buddy, a book or a class; some good user tips and information on this software can also be accessed from the Microsoft home page (www.microsoft.com). 

2. Overall, strive for a presentation that is visually interesting, but restrain yourself from over-using all the gimmicks this software has or supports lest you detract from your content.

3. Although using Arial and Times-Roman fonts is also the safest and the recommended choice in your PowerPoint ( presentation, you may use different fonts if you use the “embed font” feature and if you successfully test it on a machine you believe does not have these fonts loaded. This feature ensures that your fonts are incorporated with the file. 

4. Similarly, use only the sound effects that come with PowerPoint ( unless you embed (rather than “link”) the sounds from other sources.  While you could send the sound files as a subordinate file, not all purchasers would have the skills to load these onto their machines and link them to the presentation without mishap. 

5. In selecting design templates, again choose those that are not distracting.

6. Select color schemes that maintain sharp contrast so the screen is easily read. Don’t forget that you can change background colors and fills should you prefer ones different from the design template. You can also suppress the background graphics on either a single slide or the whole presentation.

7. Similarly, maintain readability by limiting the amount of text on a screen and using larger point-size.
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Selecting and Preparing Handouts

Note: The template for developers addresses reading lists or other material that may be intended to help the site-instructor prepare for the session.  The section below is addressing handouts the developer’s package must and may include for trainees.

Required Handout for all presentations

1. When you have finished the presentation, make a duplicate copy and rename it as the handout version from which the customer will make the miniatures. On this version, you must do the following:

a) Delete all Speaker Notes; this is required in the User Agreement

b) Use the “Omit Background Graphics” feature to remove any design images from the slides. (Otherwise, the slides may be unreadable when they are printed – and customers cannot be assumed to know how to solve the problem.)  One, and frequently the best, option is to change the slideshow’s design to the blank default design that automatically prints in black and white; however, you may need to go back through the slides to adjust the text or text-placement since this design may introduce changes. 

c) Also remove or alter any slides that would interfere with the presentation, e.g., a slide or part of slide that would give the answer to an exercise question in advance, i.e., the prints will show everything on the slide even though you set up the slide to show certain material only with an additional mouse click.

Optional Handouts

2. Developers have the responsibility and latitude to add any handout material that would help trainees grasp and retain the information provided the material

a) Is copyright-clear

b) Is submitted in an electronic format with the session files that will be sold on a CD; NARA will not assume responsibility for scanning material or for sending hard-copy material to purchasers

3. Additional participant handouts might include, for example, reading lists, URL lists, bibliographies, tip-sheets, fact-sheets, work-sheets, scenarios for exercises, etc.

4. If appropriate, include one or more references to or articles from the NARA website (www.naralicensing.org).  

5. Unless clearly inappropriate, include one or more references to chapters in the NARA Licensing Curriculum © in your reading list or Instructor’s Guide to maintain the linkage between your material and the Curriculum as the knowledge foundation for the profession.  
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Appendix 1

TIB Developer Information Form

· Working Title for TIB: ___________________________________________


___________________________________________________________
· Developer: ____________________________________________________
· Date Submitted:  _______________________________________________

· Developer’s Contact Information, including email address:

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

· Are you a NARA-approved trainer or consultant?    ____Yes   ____  No

· Your estimate of when you expect to submit the final product for review:    ____________

· Are all materials copyright clear?  ___ Yes    ____ No 

· Estimated time needed to present the workshop  __________________

· Developer’s comments or questions: 

Appendix 1
TIB Concept Proposal

Submitted by: 

[Note 1: Shrink or expand the space allotted here as needed, but please stay within two pages.

 Note 2:  On subsequent submissions, please note whether your concept proposal has been revised]  

Working Title of Presentation:

[Staff Development] or [Program Development] Need or Purpose the TIB will serve:

Learning objectives for participants: 

Intended Audience:

Sketch of the Workshop’s Design:

Enclosures Required for Concept Approval: 

____  A completed Developer Information Form 

____  1-2 page description on the Concept Proposal Form 
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Committee Review Sheet for Concept Proposal



Course Title:

Course Developer:  

Reviewer:  




Date of Review:
Decision or Recommended Decision: 

 ___Proceed to develop content        ___Revise       ___Reject         
General Comments and Recommendations for Developer:
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Committee Review and Reaction Form – Concept Review

(Note:  This table will expand to accommodate text as needed)

	Issue
	__Yes  __ No                Comments,  Recommendations and Edits

	Is this topic relevant to most agencies, i.e., is it useful, marketable?


	__Yes  __ No

	Is the concept clear, with logical linkages between need, intended audience, and learning objectives?


	__Yes  __ No

	Are the learning objectives sufficiently measurable to be potentially eligible for CEUs?


	__Yes  __ No

	Is projected content sound, reflecting accepted regulatory principles and methods?


	__Yes  __ No

	Is the proposed design sound?


	__Yes  __ No

	Does the package fit well with currently available TIBs? 


	__Yes  __ No
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Directions to Workshop Developers:  

This is the required Format for All Instructor’s Packages.  

Required, standard text is in normal black print. 

The yellow-highlighted portions are to be written or altered by the developer and tailored to the new  package.

Begin by saving this file under the name of your session so you can tailor the Instructor Guide without losing the template, which you may need for reference as you proceed, or to develop future packages.)

PLEASE  SUBMIT YOUR PACKAGE AS DESCRIBED IN THE LETTER YOU RECEIVED FROM THE COMMITTEE “GENERAL INSTRUCTIONS FOR DEVELOPERS”  
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GENERAL and PRELIMINARY REMINDERS:

7. As a guiding principle, remember that your goal is to produce a product that has completely anticipated and resolved issues and problems – in content, in technical issues, in logistics, in presentation, etc. The customer expects an off-the-shelf training session that leaves little planning and problem-solving to him and that, where “local tailoring” is essential, will tell him exactly what he needs to collect or prepare to adapt the workshop to fit with agency regulations, laws, case-examples, etc.   

8. Design your workshop to be dynamic and interactive, breaking up mini-lecture material with table-discussions, interaction with the instructor, or planned exercises.

9. Carefully proof all work to avoid writing errors 

10. Follow the required format when developing the Instructor’s Package. Material that is yellow-highlighted indicates areas the developer must generate; all other text is fixed.

11. Also scrupulously follow the cueing system on your PowerPoint( 

12. Remember that customers’ machines may not have the same fonts you do.  Stick to Times-Roman and Arial in the Instructor’s package. 

13. Preparing your PowerPoint( presentation

14. If you are not comfortable with PowerPoint( software, do get help from a buddy, a book or a class; some good user tips and information on this software can also be accessed from the Microsoft home page (www.microsoft.com). 

a) Overall, strive for a presentation that is visually interesting, but refrain from over-using all the gimmicks this software has lest you detract from your content.

b) Although using Arial and Times-Roman fonts is by far the safest choice in your PowerPoint( presentation, you may use different fonts if you use the “embed font” feature. This feature ensures that your fonts are incorporated with the file.  

c) Similarly, use only the sound effects that come with PowerPoint( unless you embed (rather than “link”) the sounds from other sources.  While you could send the sound files as a subordinate file, not all purchasers would have the skills to load these onto their machines and link them to the presentation without mishap. 

d) In selecting design templates, again choose those that are not distracting.

e) Select color schemes that maintain sharp contrast so the screen is easily read. Don’t forget that you can change background colors and fills should you prefer ones different from the design template. You can also suppress the background graphics on either a single slide or the whole presentation.

f) Similarly, maintain readability by limiting the amount of text on a screen and using larger point-size.

g) It is important, when you have finished the presentation, to make a duplicate copy and rename it as the handout version from which the customer will make the miniatures. On this version, you must do the following:

i. Delete all Speaker Notes; this is required in the User Agreement

ii. Use the “Omit Background Graphics” feature to remove any design images from the slides. (Otherwise, the slides may be unreadable when they are printed – and customers cannot be assumed to know how to solve the problem.)

15. In preparing handouts and exercises, make sure the descriptions and instructions are clear and easy to follow.

a) You are responsible for avoiding copyright infringements in any and all of your material. 

b) Developers have the responsibility and latitude to add any handout material that would help trainees grasp and retain the information provided the material
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i. Is copyright-clear

ii. Is submitted in an electronic format with the session files that will be sold on a CD; NARA will not assume responsibility for scanning material or for sending hard-copy material to purchasers

c) Additional participant handouts might include, for example, reading lists, URL lists, bibliographies, tip-sheets, fact-sheets, work-sheets, scenarios for exercises, etc.

d) If appropriate include one or more references to or articles from the NARA website (www.naralicensing.org).  Licensing professionals need to know how to access the website and to be encouraged to use its information in their practice.  Although the website material is copyrighted to protect it from commercial use and to prevent its being altered without specific permission, you may use the material as handouts for your presentation. 

e) Unless clearly inappropriate, please try to include one or more references to chapters in the NARA Licensing Curriculum© in your reading list or Instructor’s Guide to maintain the linkage between your material and the Curriculum as the knowledge foundation for the profession.
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Instructor’s Guide:

[Course title in italics goes here] 
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Appendix 3
Terms of Usage
The purchaser agrees to the following terms:

1. The use of presentation and Instructor’s Guide materials is restricted in accordance with the policies of the National Association for Regulatory Administration (NARA).

2. The texts and slides of any presentation, including its Instructor’s Guide, may not be altered without NARA’s permission, except for “break” slides, as indicated in the Guide.  

3. Slides that may be omitted from a presentation are so-indicated in the Instructor’s Guide or speaker notes; otherwise the presentation should be presented intact. Note: Although not recommended, the agency is authorized to break the presentation into two or more sessions if necessary to cover the material in time-segments that are more feasible for the agency. The agency’s instructor is expected to ensure adequate bridging reviews if there is a time lapse between presented segments.

4. Agencies may add text or slides if identified on the document or slide as unique to the agency and if identified as having been developed by the agency and not having been reviewed or approved by NARA.

5. The workshop materials remain the copyrighted property of NARA and its developers and may not be copied or distributed.  Exceptions:
· One backup copy of the disk may be made, and purchasers are strongly encouraged to do so. (The replacement cost for a lost or damaged disk will be half its original price plus full shipping and handling, or as otherwise established by NARA policy.) 

· Trainees employed by the regulatory agency may be provided with a personal use copy of any of the following materials that are included on the disk for a given package:

· The Reading and Reference List portion of the Instructor’s Guide, when included

· A hard-copy of slide-miniatures, minus the speaker notes, intended for trainees to make personal notes during the session

· Other materials designated in the instructor’s package as intended to be used as handouts or session tools for trainees; if such tools may be further copied for ongoing use by the agency, this will be indicated in the instructor’s guide.   

If you have additional questions or unique needs, please contact NARA’s Executive Director as listed on the NARA website: www.nara-licensing.org. 

Thank you,

NARA National Council 
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Instructor’s Guide:

[Title, in 14 pt Italicized, Bold, goes here]
[NOTE:  If the workshop relates to another workshop in the series, e.g., has a version for a different audience or has prerequisite or follow-up package, include a brief explanatory note.]
Needs Being Addressed
State the problem or need the developer intends to address in a paragraph or two.  Add another paragraph or two that provide a general description of the methods and themes of the workshop.  This section, which will be used in marketing training packages, should help the potential purchaser decide whether, or why and how, the package will be useful to the licensing agency.
Goals

From the need-statement, develop two or more brief goal statements for the session, framed as learning-based performance goals for trainees and, if appropriate, as performance goals for the licensing agency. The goals should be stated as applications or outcomes (something that can be measured or assessed) rather than as broad, less measurable statements. For example, “To learn to define at least four common methods of assessing the suitability of a regulation” rather than “To learn to develop good regulations.”  This approach is important because, in response to customer needs, NARA is moving toward having its training and training products eligible for CEUs. It may be helpful to look into the criteria for CEUs used by one or more bodies that award them. 

NARA is working toward awarding CEUs for its training and training products. If methods can be devised to allow agencies using the NARA Trainer-in-a-Box( series to award CEUs, outcome oriented goals would be necessary.
The goals of this training session are to learn to:

1. etc.

Intended audience  
Briefly describe the “ideal” audience.  Is the training best used in initial orientation? In early in-service?  For experienced staffs?  For any particular regulatory function, e.g., inspectors, policy developers, support staffs, etc.? For a mixed audience? For regulation of a particular care-setting, e.g., child care center, assisted living facility? 

Trainer

[The standard text below will nearly always apply so modify these only if the material is really not specific to regulatory practice, e.g., stress management with some reference to stressors in 

Appendix 3
regulatory work. In additional paragraphs you may need to describe a need for co-trainers (or intensive pre-session consultation) with content experts from other fields or agencies.  Some sessions may need to recommend, with rationale, that a licensing manager or supervisor attend the session to respond to questions the session may prompt regarding current policies and practices or intentions for implementation. Also advise the instructor to discuss with agency management any exercises that essentially involve participants in “live” planning for agency activities; this is to avoid setting up confusion or conflict between participants and agency management.]
Either the licensing agency’s designated trainer, who should be knowledgeable in management sciences and practice, or a regulatory supervisor or manager who is competent and comfortable in the training role should present the material.  It is not appropriate for a training generalist from the host agency or a training vendor to present the material because it rests on knowledge and experience in regulation. 

Moreover, to the extent that this approach may represent an identifiable shift in program policy or practice, a regulatory manager should be in attendance to answer questions about smoothing transitions with the regulated industries and to underscore the agency’s intention to implement the approach across the program.

Technical Requirements

The slide show and accompanying text files were developed in Microsoft( Windows XP and 2002 edition of PowerPoint or MS Word, respectively.  The slide show:

· Uses embedded .wav format music files in a number of slides

· Has 55 slides – about 3.7 megabytes.  

Presentation equipment needed: 

· A recent-model laptop equipped with:  

· A CD drive (or alternate means of loading the presentation onto the laptop) 

· Sound capability 

· Compatible operating system platform and program software installed 

· Sufficient speed and memory to run the presentation smoothly.  

· External speakers or sound system with adequate (non-tinny) sound quality and sufficient volume for the size of the room.

· An LCD projector and a screen of sufficient size for the size of the group 

· A microphone for the presenter if dictated by the size of the room.

· A flip-chart to capture discussion points. 

Materials included and to be developed by the presenter 

· PowerPoint® presentation speaker notes are cued as follows:

· Instructional content that is to be presented verbatim or closely paraphrased is printed in italicized Times Roman. 
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· Instructions and requests for responses from participants are printed in bold Times Roman italics.  

· Guidance, tips and options for the instructor, including descriptions of class interactions and exercises, [is bracketed and printed in Arial font].

· The Instructor’s Guide includes: terms of usage for all materials, purpose, training goals, additional guidance for the instructor, a short list of reading materials for the instructor’s preparation, and handout materials for participants’ use in exercises, including the slides stripped of speaker notes as required by the user agreement. 

· The presenter must [Describe in sufficient detail any materials the instructor must construct or select for agency-compatibility, and refer to the Slide # where this material is needed.]   

· [SPECIAL USER NOTE:  If applicable, describe any deviations from the standard User Terms that appear at the beginning of this document desired.  For example, you may wish to allow the agency to adopt an included form for general usage without having to seek special permission from NARA.] 

Recommendations for agency-level planning and follow-through

[If relevant, describe under the bullets below, or under any other topical headings you need to add, discuss potential issues the session might surface that could suggest additional actions the agency might need to take. These may be actions directed toward ensuring maximum benefit from the session or actions directed toward avoiding or minimizing potential problems with providers or other constituencies. In general, sessions should be broadly applicable to all licensing statutes, but be sure to alert the agency to any issues that you believe might require the precaution of verifying conformity to the agency’s legal base.] 

· Provider Relations Planning:    

· Reviews and Possible Revisions of Policies and Procedures:    

· Tracking and Reporting Results: 

· Management Support and Refresher Training:   

·       Implementation concerns and planning:  

Recommendations to the instructor

· Prior arrangements

1. Provide ample notice for participants and their supervisors. Regulators typically have heavy workloads and tight schedules. If the workshop involves an over-night stay, they will also need time to make family arrangements.

2. If the workshop will require participants to travel, be sure to reserve hotel space and provide directions and other essential information to participants. 

3. Book a suitable training room; some suggestions on room arrangement are below.

4. If you are unfamiliar with the training room, be sure to visit it and check whether the arrangements for your equipment are suitable

5. If you are not a techno-whiz, be sure someone in your organization or at the training site is available to help you with any technical problems you may encounter.

· Class and session planning

1. The session is intended for a group of trainees, preferably no more than 30 to promote good interaction. As stated above, the primary target audience is [describe] 
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staffs, but the material is quite suitable for veteran staffs as well, and veterans will add immeasurably to the richness of interaction and team-building.  

2. However, some very small programs with low turnover may find it necessary to teach the material to one or two individuals.  In that event, the instructor would need to adapt the interactive and exercise portions, e.g., using “Imagine that . . . “ approaches, and actively participating with the trainee(s) in exercises.  It is not appropriate simply to have the trainee view the presentation and discuss it with the instructor or supervisor, however.  In this situation, it may not be feasible to do the planning exercise.  You may, however, be able to employ the intent of the exercise by adding the new staff person to an existing work team using some introductory techniques that point out the importance of using the team’s now-expanded knowledge diversity.  

3. Preferably, trainees should be seated at round tables to facilitate group interaction during exercises, and with an unobstructed view of the screen.

4. Allow about [estimate number] hours for the session. Time will vary according to the size of the group, the extent of interaction/report-out time, the instructor’s delivery style, whether the instructor chooses to amplify the presentation with additional examples or personal experiences, etc. [Modify or omit the items below as appropriate.  Whenever possible, do relate the material to the proper portion of the NARA Licensing Curriculum.]

a) This session requires extensive group interaction, so try not to rush the trainees. An implicit objective is for the inspectors to use discussion time to help them reinforce or begin to articulate “agency norms” for establishing and evaluating _enter subject here__.

b) Additionally, trainees who lack a good grounding in management principles or whose experience in working with facility management issues is limited may need extra time or coaching with the exercises or before/after the session.    

c) Another implicit objective is for the group to become sufficiently comfortable with one another to risk exposing their thoughts and to constructively challenge one another’s thoughts. 

d) To the extent possible, gather relevant information about the invited trainees, e.g., how long they’ve been in the regulatory program, the nature of their assignments, their field(s) of academic study, previous employment, and special interests/hobbies.  While this advance knowledge of the composition of the class isn’t essential, it can be useful in helping you to individualize examples or to “prime the pump” if the group seems hesitant about participating or sharing their thinking about issues. 

e) Relate material to NARA Licensing Curriculum as appropriate (EXAMPLE:  Slide 10 provides only a brief sketch of the profession’s history.  Do consider amplifying your remarks/discussion for this slide according to the interests and composition of the class.  See Chapter 1 of the NARA Licensing Curriculum, 2000 edition, for a fairly extensive chronology of milestones in Licensing.)

· Presentation preparation and rehearsal Print the Notes View pages of the presentation for your lectern copy. To do this: [If your version of PowerPoint differs, modify the instructions below as necessary.]

a) Open the presentation version and go to File on your toolbar, click Print. 

b) When the print screen appears, make sure it is set to All. 
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c) Then go to Print What and select Notes Pages.

d) Then go to Color/gray scale and choose Gray Scale or Pure Black and White (unless you want color for your lectern copy) 

e) Then print.
1. View the presentation as you review the lectern copy.  

2. Review the slides and materials until you feel secure that you understand the concepts and the flow of the workshop.

3. Pen-in any additional examples/comments that you want to add to the Speaker Notes to accommodate your audience.  If you determine that you need to add any slides with agency-unique information, prepare these, adding the disclaimers required by the User Agreement.

4. Practice giving the presentation until you can do so smoothly.

5. Time your presentation.  Remember that you never read the text on the slides to participants; instead you present the text on the speaker-notes portion.

6. The session includes “break” and “welcome back” slides at the estimated 90-minute point. You may prefer to construct your own slides, perhaps giving times or other information. [Modify if  your version requires]
a) If you want to omit the Break Slides, do this for each: go to the target slide while in Normal View, then go to Slide Show on the toolbar, then click on hide slide in the Slide Show drop down menu on the toolbar.  This is the toggle setting that hides or un-hides slides. 

b) If you want to move the break-slides in order to schedule the break at a different point, go to the Toolbar at the top of the screen and click on View, then Slide Sorter. Click on the slide you want to move and drag it to the selected position in the presentation; while in motion it will show as a vertical line.

c) If you want to duplicate the break-slides to add a break, go to Insert on the Toolbar and select Duplicate Slide.  Then move them to the appropriate point as described above. 

d) If you want to insert agency-unique material from an existing presentation, first go to the Toolbar and click on Insert, then on Slides from File. Find and open your agency’s presentation file and click on the specific slide(s) you want. Decide whether you want to retain the formatting in the agency file and if so, click that box at the bottom of the screen before you click Insert.  Then close out the agency file.  Remember to put a notice on any agency-unique slides in accordance with the User Agreement.

· Study the Workbook.   [Some sessions may not require a participant workbook.  If you are including any optional handouts, construct topical bullets to describe contents and any special instructions the presenter will need.]    Please thoroughly familiarize yourself with this booklet so you can help participants use materials during the exercises. The booklet includes:  

· Prepare any handouts you plan to use. 

1. You should include miniatures of the slides for participants to follow and to make notes.  To do this: [Adapt software instructions to your version.]

· Open the file on your disk that has the word, “miniature,” in its name. (The User Agreement specifies that speaker notes may not be copied.  
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Hence, the “miniature” file has been stripped of the notes, break-time and non-content slides, and other features not needed for, or that would interfere with, black-and-white copies.)

· Go to File on your toolbar, click Print. 

· When the print screen appears, make sure it is set to All. 

· Then go to Print What and select Handouts.

· Then select the number of slides per page (three will allow the best space for participants to take notes). 

· Then go to Color/gray scale and choose Pure Black and White. 

· Then print your master for copying.   

2. Make a copy of the workbook for each participant. [Add instructions to make extra copies if participants will need the whole or any portion of the workbook during class exercises] 

3. Copy the supplemental case material you developed for participants to [describe to remind presenter] 

4. Determine whether you want to use as handouts any of the articles from NARA’s website (www.nara-licensing.org) that are described below.

· At least an hour before the presentation, connect and test all equipment in the training room, including sound audibility and screen visibility for all areas of the room. A number of the slides have sound, but you can use the first three for an adequate test of system volume. 

· Relax, remind yourself how important it is to nurture and inspire the unsung heroes in the Licensing profession, and get ready to enjoy the session with them!

Suggested reading and references

[Include any suggested reading material that would enhance or support your package as trainer preparation.] 

The following may help the instructor feel more secure about some of the introductory-level information being presented in the course and may suggest points the instructor will use to amplify the points on the slides. 

· The NARA Licensing Curriculum, 2000 Edition, particularly the chapters:

· [Add any additional reference material for the instructor or participants, such as Internet URLs or other readily available resources on the presentation topic.] 

If appropriate and copyright-clear, add an instructional paragraph to refer to any optional handout material the presenter may copy for participants. Remember that handouts must be in an electronic format and included on the disk; NARA will not ship photo-copy masters] 

Appendix 4
Date:  ______________

Inside address information        

Thank you for submitting your [Concept Paper] [First Review Package] [Final Review Package] for a NARA Trainer-in-a-Box( (TIB) package. I’m very pleased to inform you that your submission has been approved.  
Enclosed is your TIB review form with any comments or suggestions from the assigned peer review committee.  

Also enclosed is the revenue-sharing formula NARA uses with TIB developers.  In questionable cases, NARA reserves the right to determine where a particular TIB package fits within it pricing structure. 

I look forward to working with you on this project.  If you have additional questions, please contact me at llw@naralicensing.org.

Sincerely, 

Lynn L. White 

Executive Administrator

Enclosure:  

TIB Review Committee Review and Reaction Form 

NOTE:  Developers must use this template.  Yellow-highlighted portions indicate where the developer adds course-specific material. Other material should be left intact, although the developer may add instructions he considers necessary.  To aid NARA’s Peer Review Committee, all developer-added material must be in yellow highlight until after the Committee has given its final approval for the package. 
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