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Preparation for Phase 3 Trainings
Virtual Format
MAKING ARRANGEMENTS

Candidates must practice delivering the curriculum to “live audiences.”  It is the responsibility of the NCRT Candidate to arrange to conduct practice sessions following the Phase 2 Session.  In some cases practice opportunities are created in collaboration with a state coordinator (such as someone from the state Community Action Association, or someone who has taken a leadership role for your cohort).  .  
Candidates will, of course, engage their own agencies – they may focus on a single department at a time, which in large agencies will provide multiple opportunities.  If two or three candidates from different agencies work as a team, they can provide trainings at each of the agencies – creating multiple opportunities for the team.   Participants in these training sessions can include other staff, board members, even partners.  
Some candidates get together in a group to do some practice with delivery of material they did not present at the Phase 2 event - before they get started with the actual Phase 3 sessions.  This is strongly recommended – as working in the virtual format can cause special performance barriers that can be worked out by candidates together. Note: these do not replace the requirement to practice with participants who are not also candidates. These would be considered “preparation’ sessions and not “practice” sessions.  

SOME THINGS TO CONSIER
· You will have to consider the availability of a web based meeting platform. 
· Arrange to conduct “registration” so you will know who is planning to attend.  This will allow you to limit the number of participants. 
· Registration will also provide information to allow you to get mailing addresses for sending out  the Intro to ROMA Participant Manual (PM) available to distribute at registration.  Allow 2 weeks for delivery.
· Prepare to email handouts to participants before and between sessions.  Be sure to email these in appropriate time to allow for participant responses. 

· Consider how you will handle evaluation material and certificates of attendance. 

Our experience is that your prior plans and expectations for training may differ from what you will find on the day of delivery.  Power and/or Internet outages can be an issue, so you will have to consider backup plans in case this happens. 

Other issues related to equipment can be prevented with good preparation. 

Be sure to check the equipment and make sure you have batteries/power, and that the equipment is in good working order.    
The Weeks before the Training

· Work with your co-trainer/s to confirm all logistics such as time, delivery assignments, and “background” (as moving the power point, bringing up word documents, setting up breakout sessions, etc.) assignments.

· If your participants are all from one agency or the session is being coordinated by someone else (e.g. association, RPIC, state office), be sure you have contact person phone and email information.   
· Establish a time table for when registration will close, when books are to be mailed, when emails go out 

The Day Before The Training

· Contact your co-trainer (if you have one) and confirm all logistics such as meeting time, place, hotel, travel etc. Make sure they are coming. Be prepared to teach all modules if your co-trainer does not show. 

· Contact your on-site person and again confirm all logistics. Have a land or cell phone number for that person should they be needed the evening before the scheduled training.

· Check the room set up:  Arrive the night before the training or if local, you can view the room some time the day before.  If you have never been to the place whether a hotel or agency, check out the location. 

Assure that the tables are arranged in a way that allows for easy interaction.  

Avoid rows.  Use a U-shape when using rectangular tables so people may see and hear each other easily.  Or set the tables up in several squares so that people may see the instructor easily, but may also work easily in small groups.  Circular tables automatically allow for small group work without people moving from their seats.

PRE-SESSION ACTIVITIES:

Check to be sure that participants have received their Intro to ROMA PMs. 

Ask participants to answer the 10 questions and email them to you before the session.  (They are on page ix in the Participant Manual.)

The Ten Questions are to help participants:
· Begin to think about Community Action in terms of self-sufficiency and community transformation and the use of ROMA into this context. 

· Begin to think about establishing baselines to evaluate progress.

.
You can ask participants to read the first module, to have a start on the history discussion.  If you are going to review the questions on page 18 and 19, you could tell them to see if they can answer them before you start the session. 

WARM UP ACTIVITY:
Start with introductions.  In a virtual session, it is important to get everyone to speak and be on camera to set the stage for the expectations of engagement.  There are many warm up activities that trainers use to open the day.  

This will also allow you to take roll, and monitor attendance.  

On the second (third, fourth) days, the reflection responses can be used in place of introductions.  This also serves the purpose of getting participants to speak and be on camera. 

BETWEEN-SESSION ACTIVITIES:
In addition to teaching basic ROMA concepts, the NCRT is helping to establish a “results orientation” in the CSBG network. Toward that end, the introduction of  critical reflection activities between sessions can help participants learn a powerful tool to come to grips with complex situations. 

Critical reflection is a purposeful and active part of goal oriented and structured thinking. Developing the skill of critical reflection requires an investment in terms of time and effort. It is a skill which has to be learned and practiced. 
The NCRT will ask participants to think of one thing they learned each day, and to write a sentence or two about that item.  Participants should email their responses prior to the session so NCRT can know what to expect from the group.

Reflection format is to be sent to participants:

	· The topic I want to talk about is __________

·   I learned __________________

·   This will be helpful to me because ________

·     My role in this area is ___________




At the end of the first session, participants have been introduced to levels of need and correctly written need statements.  Provide a list of 5 need statements and ask for participants to return those to the NCRT along with their reflection.

At the end of the second session, participants have been introduced to need, outcome, service and indicator.  Ask participants to develop a  mini-logic model with these first four columns.  They will use this during Module 6 to add measurement tools, data processes and frequency.  The will also use this in Module 7, in lieu of the activity where the group creates a new logic model.  Participants are put into breakout sessions and can discuss their experience with completing the logic model and can use the Logic Model Checklist to evaluate their own work.

The end of module Review Questions can also be a way to engage additional learning.  Be sure to have the answers ready to check (or provide to participants for self-check).  
AFTER THE TRAINING:

Consider what kind of evaluation instrument you will use at the close of the training.   Follow up after 90 days is also important to see if any of the ideas were put into action. 
 Participants should be provided with a Certificate of Participation or Attendance for the training. Issuance of a certificate is up to the discretion of the host. 
PARTICULAR TO PHASE IV SESSIONS:
If this is the evaluation session and a Master Trainer (MT) is observing, the NCRT candidate/s will meet with MT virtually to review your respective presentations, how the “team” will function in the session, and go over any logistics that need additional discussion. 
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