Train-the-Trainer -- COURSE GUIDELINES

Albuquerque, NM – October 25-29, 2004

Interagency Train-The-Trainer

1—Upon receipt of your Prerequisite (attached), and your personal “information page”, the course CD with lesson plans will be sent to you.   

2—Assignment:  When you receive your Basic Aviation CD, you are responsible for reviewing all the modules in preparation for a thorough written exam on Monday and the presentations you’ll be doing during the week.  You will be required to give two, five-minutes presentations, one 10-minute group, one 10-minute, and one 15-minute (video) presentation on the materials.

3—The Train-The-Trainer Course begins at 9:00 a.m. on Monday, October 25, and is complete at Noon on Friday, October 29.  Please make your travel arrangements to include these hours.  

4—What to Bring.  Props, training tools, documentation, etc. that you will use to present this training.  Optional (recommended):  Laptop and projector you will use to present this PowerPoint training.  

5—Questions or concerns, call Ruth Brueggemann, Course Coordinator, 901-737-9295.

LOCATION
Homewood Suites by Hilton

Albuquerque Uptown

7101 Arvada NE

Albuquerque, NM 87110

505-881-7300, FAX: 505-881-0041

The block of guestrooms is under “USDOI, Train-the-Trainer” 

$68 Gov’t rate, plus tax--Your reservations must be made by: Sep 27, 2004.

TRAIN-THE-TRAINER

"PREREQUISITE"

Name:_______________________________________  Agency ___________________

	1.  Communicate your motivation and goals in becoming an Interagency Aviation Trainer (IAT).

	

	

	

	

	

	

	2.  Describe your skills and experience in presenting information in a training environment (list any applicable courses taken).

	

	

	

	

	

	

	3.  Provide your aviation background and responsibilities.

	

	

	

	

	

	(Use additional pages if needed.)


INFORMATION PAGE

( Yes!   Register me for the

INTERAGENCY TRAIN-THE-TRAINER COURSE

Albuquerque, NM – October 25-29, 2004

	Name:

	Agency/Bureau (Dist. Area, Park, Etc.):

	Address:

	City, State  Zip Code:

	Telephone No.:                             FAX No.:

	E-Mail Address:

	( Required “Prerequisite” Completed 


REQUIRED:  SUPERVISOR'S CONCURRENCE OF NOMINATION, ATTENDANCE, AND PROGRAM SUPPORT:

Signature______________________________________________

Printed/Typed Name_________________________________________________________



Title_______________________________________________
Please return the Prerequisite and information page one of Three Easy Ways:
Mail to:
( USDOI, Aviation Management


Attn: Train-the-Trainer Program
-or-

FAX (  901-753-7829




7890 Meadow Trail Drive


Cordova, TN  38018-7815

-or-

E-Mail:  ruth_brueggemann@oas.gov


Agenda

Albuquerque, NM – October 25-29, 2004

Monday (9:00 am Start)

Agenda, Evaluation Process, Logistics



Kris


Quiz










Ruth


Student Introductions


Instructing by Objective






Ruth


Icebreaker








Kris


Verbal and Non-Verbal Communications



Kris


Ethics & Legalities







Vince


Intercultural Communication


Standards with How To’s
 





Ruth


Presentation Skills, Principles/Conditions of Learning

Tuesday


5-Minute Presentations






Ryan


Break-Out Groups





Ryan/Vince/Scott


Team Groups








Kris


Team Presentations

Wednesday:


10-Minute Presentations

(Training Resources





  Vince/Ryan/Scott

(Annual Accident/Incident Report   



(SAFECOMs (How to use effectively in Training)

(Internet Resources



(How To's:








Kris

· Customize your PowerPoint

· Plan B, What to do if?


Instructor/Student Workgroups

Thursday


“15 Minute” Presentations with Evaluation and Video

Friday


Continue Presentations

Trainer Roles and Responsibilities




Kris

IAT Website

