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In recognition of the need for adequate preparation and training of district trainers, the RI Board recommends a zone-level district trainer program at no cost to RI if it meets the needs of the district in your zone and can be conducted. The district trainer and district training committee play a key role in the recommended RI leadership development cycle and consistent preparation across zones helps ensure more effective Rotary clubs.

RI has developed the following support materials to assist you with your planning for a one-day district trainer program with an optional second day for a Train the Trainer session:

District Training Manual (revised in May 2010), which includes the role and responsibilities for the district trainer and the district training committee, as well as resources, a planning calendar, and Train the Trainer session guide for district level

District Trainer Program PowerPoint slides
Train the Trainer session guide and slides 
District Trainer Program

The RI Board-suggested training program is based on the following learning objectives:

Understand the role and responsibilities of the district trainer and the district training committee
Review the Rotary leadership development training cycle

Modify an agenda to address the needs of participants

Learn strategies and tools to design training meetings

Optional: Acquire the skills to deliver face-to-face training with a Train the Trainer program

Preparation Suggestions

In your role as the training leader of this seminar, you will model the training skills you are teaching. To prepare, review the For Trainers section at www.rotary.org, which features strategies for planning training meetings and training Rotarians, including adult training principles, facilitating learning, and suggested interactive activities.
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To begin, it is important to amend the suggested program for the time allocated by your convener and the experience level of participants. The suggested program was developed to apply to all Rotary districts around the world and thus does not make geographical, cultural, and other distinctions that may be significant to the participants in your zone. Consider these suggestions: 

Develop a needs assessment to help understand the needs of your participants.

Distribute the agenda before the meeting to give participants an overview of what to expect, including the seminar time schedule and the topics covered.

Print suggested worksheets (referred to throughout this session guide) for participants. Worksheets are included in this guide and can also be found at www.rotary.org/trainers.
Encourage participants to review their District Training Manual before the training, and remind them to bring it to the training.
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RI provides district trainers, through their governor-elect, with a copy of the District Training Manual for self-study and leaders’ guides for each meeting. These publications are available for free download at www.rotary.org. District trainers may subscribe to Rotary Training Talk, a monthly e-mail newsletter, available in English, French, Spanish, and Portuguese.

If you have any questions, please contact:

Leadership Education and Training Division

Rotary International

One Rotary Center

1560 Sherman Avenue

Evanston, IL 60201-3698 USA

E-mail: leadership.training@rotary.org
Phone: 847-866-3000

Fax: 847-866-9446
District Trainer Program Agenda

This sample agenda is based on a 5.5-hour day for the seminar. Modify it to meet the needs of your zone.

If you’ll be conducting the optional session 6, you’ll need to add a full day to your training or condense the material based on the needs of your participants. The materials for this session can be found at www.rotary.org/trainers, including worksheets and slides. 

	Start
	Finish
	Duration
	Program Activity
	Session Topics

	
	
	30 min. 
	Registration
	

	
	
	40  min. 
	Session 1: 

Role and Responsibilities


	RI Responsibilities 

District Responsibilities

	
	
	40 min. 
	Session 2: 


Leadership Development Training Cycle
	Review the Training Cycle

	
	
	15 min. 
	Break 
	

	
	
	60 min. 
	Session 3:

Planning Training (Part 1) 

	Conducting a Needs
     Assessment 

Modifying the Agenda 

Developing a Budget 

Training Room Setup

	
	
	60 min. 
	Meal
	

	
	
	60 min. 
	Session 4:

Planning Training (Part 2) 


	Preparing Training Leaders 

Participant Materials 

Evaluating the Training
   Meeting 

	
	
	30 min.
	Session 5: 

Web Conferencing 
	When to Use Web Conferencing


	
	
	15 min. 
	Evaluation
	


Session 1: Role and Responsibilities
(40 MINUTES)


	


Introduction (5 minutes)
SHOW SLIDE 1
Welcome to the Zone-level District Trainer Program

Training leader’s notes

This is an opportunity for the zone-level convener to address the seminar participants, and it sets the tone for the entire seminar.

The introduction should inform, motivate, and inspire participants. The convener should use the outline below and corresponding slides as a framework for developing this opening address. 
The zone-level training program was developed in recognition of the crucial role the district trainer plays in developing club and district leaders.
Introduce yourself: name, Rotary leadership position or title, and training experience.
Ask participants to briefly introduce themselves: name, district, number of terms as a member of the district training committee, and any relevant professional training experience.
Review seminar agenda, including break and meal times.
SHOW SLIDE 2
Session 1 Title 

Training leader’s notes

Discuss group guidelines that will ensure the discussions are effective, such as taking turns speaking, welcoming and accepting all comments, and limiting the use of mobile phones.

Participants should have the District Training Manual for their reference. 

Review the sessions learning objectives with participants.
Refer participants to the session summary (worksheet 1), and encourage them to take notes.

SHOW SLIDE 3

Learning Objectives 

Training leader’s notes

Allow 10 minutes for this “getting to know you” activity.

Have participants get into two circles, with one circle inside the other. One group for those that have been a district trainer or a member of the training committee and one group for first-year district trainers. Note: If there are fewer first-year district trainers, split both groups evenly.

Participants should be facing each other. Ask participants to introduce themselves to the person facing them and discuss how long they have been in Rotary, what positions they have held, and one innovative training idea they have for their year as district trainer.
After two minutes, have one circle move to the right so that each person is now talking with a new participant.

If time allows, have several participants share a new idea they learned.

REFER TO WORKSHEET 1

Summary

Responsibilities (30 minutes)
SHOW SLIDE 4 

District Trainer’s Role

What is the role of the district trainer in your district?

SHOW SLIDE 5

Responsibilities

KEY POINTS

The RI Board has outlined the responsibilities of the district trainer.

The specific responsibilities of the district trainer are ultimately determined at the district level.

Training leader’s note

Consider recording additional responsibilities on a flip chart.

What additional responsibilities does your district assign the district trainer?

What is the role of the district training committee in your district?

SHOW SLIDE 6

District Training Committee’s Role

How does the role of the district trainer and the district training committee members differ?

SHOW SLIDE 7

Responsibilities

KEY POINTS

The RI Board has outlined the responsibilities of the district training committee.

The specific responsibilities of the district training committee are ultimately determined at the district level.

Qualifications for district training committee members should be consistent with those of the district trainer.

Training leader’s note

Consider recording additional responsibilities on a flipchart.

What additional responsibilities does your district assign the district training committee?

Review (5 minutes)
Training leader’s notes

Review the learning objectives to ensure that all topics were covered sufficiently. Answer any questions. 

Using the summary sheet, ask participants to share something they learned during the session and an action they will take as a result of this session. Participants can share with the person next to them or with the entire group.

Thank participants.

SHOW SLIDE 8

Learning Objectives

REFER TO WORKSHEET 1

Summary

Adjourn

Session 2: Leadership Development Training Cycle
(40 MINUTES)


3. District Meetings 

	


Introduction (5 minutes)
SHOW SLIDE 9
Session 2 Title 

Training leader’s notes

Review the sessions learning objectives with participants.

Refer participants to the session summary (worksheet 2), and encourage them to take notes.

SHOW SLIDE 10

Learning Objectives

REFER TO WORKSHEET 2
Summary
Training Cycle (30 minutes)
SHOW SLIDE 11

Training Meetings for Incoming Club and District Leaders

KEY POINTS

Governors-elect are trained at regional meetings during GETS and as an international group at the International Assembly.

Governors-elect and the district training committee then train the district leadership team (assistant governors and district committee members) at the district team training seminar.

The district leadership team then helps train club leaders at PETS and the district assembly.

The district membership seminar should be held following the district assembly.

SHOW SLIDE 12 

Incoming Officer Training Meetings

KEY POINTS

The district training committee works with the governor-elect on these district training events:

· District team training seminar

· President-elect training seminar (PETS)

· District assembly

· District membership seminar

· Other training events in the district, as appropriate

The district membership seminar is the primary responsibility of the district membership development committee. The district training committee may have responsibility, as determined by each district.

These meetings all occur in the six months before the start of the Rotary year.

How do these training meetings benefit your district?

Does your district convene any other incoming officer training meetings?

SHOW SLIDE 13

Continuing Education Meetings

KEY POINT

Continuing education opportunities ensure that club and district leaders have current information about Rotary and its Foundation
How do these meetings benefit club members?

SHOW SLIDE 14 

Continuing Education Training Meetings

KEY POINTS

The district training committee works with the governor to develop and conduct these annual training events:

· District leadership seminar

· District Rotary Foundation seminar

· Rotaract leadership training

· Leadership development program

· Other training events in the district, as appropriate

The district Rotary Foundation seminar and the Rotaract leadership training are the primary responsibility of specific district committees. The district training committee may have responsibility, as determined by each district. For Future Vision pilot districts, the district training committee determines training needs for the year. 

Does your district provide a leadership development program for clubs?

KEY POINT

The leadership development program is a club- or district-level program that develops the leadership skills of Rotarians by enhancing their professional life and developing future leaders for the club. 

What are some ways your district has modified the training cycle?

KEY POINTS

Each meeting builds on the previous meeting to ensure that all club and district leaders share a common vision when the new Rotary year starts.

The training cycle is flexible, allowing for modifications based on the needs of the district and participants.

Training leader’s note

Choose one of the activities below (allow 10 minutes for either activity):
Activity 1

Refer to worksheet 3, and consider preparing this worksheet in advance of the session for each group.

Have participants form small groups (3-4 people) and arrange the district meeting by the month the meeting takes place.

If time allows, have each group share how they arranged the meetings for the year.
Activity 2

Post 12 sheets of flip chart paper around the room, and write each month at the top. 

For each of the district meetings on worksheet 3, have the participants individually write them on the corresponding sheet of flip chart paper.

Have participants quickly read each sheet around the room.

If time allows, have participants share changes to the scheduling of meetings they may want incorporate during their year as district trainer.

REFER TO WORKSHEET 3

District meetings

SHOW SLIDE 15

www.rotary.org/trainers
KEY POINT

A new resource for trainers is available at http://www.rotary.org/trainers 
SHOW SLIDE 16

Training Resources

KEY POINT

The following resources are available at www.rotary.org:

· The District Training Manual is available in English, French, Italian, Japanese, Korean, Portuguese, and Spanish. Governors-elect have received a copy.

· All leaders’ guides and participant manuals are available for free download. Click on Members/Events and choose For District Leaders or For Club Leaders and Members.

SHOW SLIDE 17

Web Resources 

KEY POINTS

Rotary Training Talk, a monthly e-mail newsletter, provides ongoing training support (available in English, French, Portuguese, and Spanish).

The Training Best Practices Database allows Rotary clubs and districts to share their training success stories (English only).

Who can help you support training in your district?

SHOW SLIDE 18

Human Resources

KEY POINT

Rotary International and The Rotary Foundation also have trained volunteers and staff who can serve as subject-matter experts or training consultants, including:
· Regional Rotary Foundation coordinators (RRFCs) and assistant RRFCs — Rotarians appointed to serve as the primary Rotary Foundation resource for a specific region

· Rotary coordinators (RCs) — Rotarians appointed to serve as the primary Rotary resource for clubs and districts in a specific region or zone

· RI training leaders  — Rotarians appointed to serve year round as training resources at the International Assembly

· GETS training team member — Rotarians selected by the Rotary institute convener to train district governors-elect at GETS

· RI Secretariat staff  — RI general secretary and administrative staff at RI World Headquarters in Evanston, Illinois, USA, and seven international offices

· RI Leadership Education and Training staff — Members of the Leadership Education and Training Division, who develop training resources that empower Rotarians to achieve the mission of Rotary International through effective clubs

SHOW SLIDE 19 

District Resources

What are your district-specific resources for training?

Review (5 minutes)
Training leader’s notes

Review the learning objectives to ensure that all topics were covered sufficiently. Answer any questions.

Using the summary sheet, ask participants to share something they learned during the session and an action they will take as a result of this session. Participants can share with the person next to them or with the entire group.

Thank participants.

SHOW SLIDE 20

Learning Objectives

REFER TO WORKSHEET 2

Summary

Adjourn
Session 3: Planning Training (Part 1)
(60 MINUTES)

	Learning Objectives

At the end of this session, district trainers will be able to

1. Discuss how to conduct a needs assessment before planning a training meeting

2. Learn how to modify an agenda to meet the needs of their participants
3. Learn how to develop a meeting budget

4. Identify different ways to set up a training room

Session Outline

Introduction
5 minutes

Conducting a Needs Assessment
20 minutes

Modifying the Agenda
10 minutes

Developing a Budget
10 minutes

Training Room Setup
10 minutes

Review
5 minutes

Materials

Slides

21-31

Worksheets

4. Summary

5. Needs Assessment Questionnaire

6. Modifying the Agenda

7. Budget

8. Training Room Setups 

9. Training Leader Preparation


Introduction (5 minutes)
SHOW SLIDE 21

Session 3 Title

Training leader’s notes

Review the session’s learning objectives with participants.

Refer participants to the session summary (worksheet 4), and encourage them to take notes.

Refer participants to the Planning Calendar in their District Training Manual which lists actions to be taken during designated months before the training meeting.

SHOW SLIDE 22

Learning Objectives

REFER TO WORKSHEET 4

Summary

Conducting a Needs Assessment (20 minutes)
SHOW SLIDE 23

Conducting a Needs Assessment

KEY POINT

Conducting a needs assessment allows district trainers to tailor the agenda to meet the needs of Rotarians in the district.
A needs assessment involves determining the objective, collecting information, and analyzing the data.
SHOW SLIDE 24

Determine Your Objective

KEY POINTS
Determining the objective at the beginning of the needs assessment ensures that it is focused and that the results provide direction for planning the event.

Questions for determining the objective include:

· What information will I gain from conducting a needs assessment?

· How will it improve the upcoming training seminar?

· Who is my audience?

· What is their experience level?

SHOW SLIDE 25

Collect Information

KEY POINT

Information can be collected by using

· Past evaluations to reveal past participants’ positive and negative training experiences

· Questionnaires for future participants to allow them to provide their expectations for the training

· Interviews for personal exchange of information

· Focus groups for open discussion of training needs

SHOW SLIDE 26

Analyze the Data

KEY POINT

The data analysis process includes:
· Categorizing the data and look for a recurring theme.

· Interpreting the results and deciding which content needs the most attention.

· Sharing the results with district leaders to discuss any changes.

How does your district conduct needs assessments?

Training leader’s note

Review worksheet 5 with participants. This questionnaire can be downloaded at www.rotary.org so participants can print multiple copies.

REFER TO WORKSHEET 5

Needs Assessment Questionnaire

Modifying the Agenda (10 minutes)
SHOW SLIDE 27

Modifying the Agenda 

How can you use the agendas recommended by the RI Board or Trustees?

KEY POINTS

RI provides sample agendas in all the leaders’ guides based on the Board- or Trustees-recommended topics and learning objectives for each meeting. Modifying the agenda helps ensure that the program of each meeting addresses the needs of participants.
Considerations for modifying an agenda include:
· Using district-specific examples

· Using a variety of formats, including group activities and panel discussions

· Identifying participants and their varying levels of Rotary knowledge
· Incorporating local customs to enrich participants’ experience

· Incorporating sessions that group participants based on club size

Training leader’s notes

Allow 10 minutes for this activity.

Ask participants to work in groups of three or four.

Using worksheet 6, review the information and have participants answer the questions.
If time allows, have each group share their ideas.

There is no correct answer for this activity; the data can be interpreted many ways.

What are some challenges when modifying an agenda?

SHOW SLIDE 28

Venue

How are venues selected in your district?

KEY POINT

The following options and services should be considered when selecting the venue:

· Central, convenient location for most participants

· Adequate space for registration, club and district displays, and adjunct meetings

· On-site services, such as banqueting for meals, technical equipment, and a business center

Training leader’s note

More information is available at www.rotary.org on loss-control guidelines and what to consider before signing a contract with a venue.
Developing a Budget (10 minutes)
Who do you work with to determine your budget?

SHOW SLIDE 29

Developing a Budget

How do you develop and manage your budget?

KEY POINTS

In order to develop and manage your budget: 

· Base it on anticipated revenues (registration fees) and estimated expenditures (venue rental and printing of materials).

· Use figures and expenses from past district training meetings to guide planning.

· Keep variances to a minimum to avoid a deficit.

Training leader’s notes

Use worksheet 7 as a reference. It is available at www.rotary.org/trainers section as an Excel document.

Ask participants to consider the questions below while looking at the worksheet.

REFER TO WORKSHEET 7

Budget

What are some challenges when creating a budget?

Where are you likely to incur unexpected costs?

What stewardship practices are in place in your district?

KEY POINTS

To your district has the proper stewardship practices: 

· Assign one person to communicate changes and requests to the venue and ask the venue to only work with that individual.

· Confirm the cost and whether funds are available to cover them.

· Require advance payment of registration fees.

· Set-up regular status updates with the district governor, district governor-elect, or district treasurer.
Training Room Setup (10 minutes)
How will you determine which room setup to use?

SHOW SLIDE 30

Training Room Setup

KEY POINTS

The way a room is arranged can encourage group discussion or foster team building. 

The following factors will influence decisions about training room setup:

· Number of participants as well as the facilities that are available.

· Meeting’s training goals.
· Use of instructional aids or materials

Training leader’s notes

Allow five minutes for this activity. 

Have participants work individually on worksheet 8.

If time allows, have participants share their answers with the person next to them.

REFER TO WORKSHEET 8

Training Room Setup 

How will you prepare the training leaders for each meeting?

Training leader’s notes

Participants can provide worksheet 9, which includes a checklist for the day of the meeting, to their training leaders to ensure the training room is properly arranged.

REFER TO WORKSHEET 9

Training Leader Preparation

Review (5 minutes)
Training leader’s notes

Review the learning objectives to ensure that all topics were covered sufficiently. Answer any questions.

Using the summary sheet, ask participants to share something they learned during the session and an action they will take as a result of this session. Participants can share with the person next to them or with the entire group.

Thank participants.

SHOW SLIDE 31

Learning Objectives

REFER TO WORKSHEET 4

Summary

Adjourn

Session 4: Planning Training (Part 1)
(60 MINUTES)

	Learning Objectives

At the end of this session, district trainers will be able to

1. Discuss ways to select and prepare training leaders

2. Discuss ways to distribute materials to participants
3. Describe how to promote attendance at meetings
4. Discuss creating effective training evaluations

Session Outline

Introduction
5 minutes

Preparing Training Leaders
30 minutes

Participant Materials

10 minutes

Evaluating Training Meetings
10 minutes

Review
5 minutes

Materials

Slides

32-40
Worksheets

10. Summary

11. Case Study

9. Training Leader Preparation (refer to session 3)




Introduction (5 minutes)
SHOW SLIDE 32

Session 4 Title 

Training leader’s notes

Review the sessions learning objectives with participants.
Refer participants to the session summary (worksheet 10), and encourage them to take notes.

SHOW SLIDE 33

Learning Objectives

REFER TO WORKSHEET 10

Summary

Preparing Training Leaders (30 minutes)
KEY POINTS

Training meetings that use facilitated discussion and small group activities require training leaders.

Selecting training leaders who are experienced and reliable will ensure the success of a meeting.

Who are some Rotarians that would make good training leaders?

Sample responses 

· Past district trainers or district training committee members

· Immediate past club and district officers

· Current district committee chairs

· Current and past RI training leaders

· Current RCs and RRFCs

What qualities will you look for in a training leader?

Training leader’s notes

Allow 10 minutes for this activity.

Using a flip chart, have participants brainstorm the qualities they will look for in a training leader.

SHOW SLIDE 34

Training Leader Qualifications

KEY POINTS

Sessions that have extensive discussion and group activities benefit most from a training leader with training expertise. Consulting past training evaluations can help determine the effectiveness of past training leaders.

Rotarians with extensive Rotary knowledge about a specific topic may be preferable for sessions on information-heavy topics.

Depending on session topics, professional knowledge might be an important consideration.

How many training leaders will you need during your year?

SHOW SLIDE 35

Staffing Needs for Training

How will you determine the number of training leaders you will need for each training seminar?

SHOW SLIDE 36

Number of Training Leaders
KEY POINTS 

Number of participants. Depending on the number of participants, you may need to divide them into groups. For example, a group of 75 presidents-elect might be divided into three groups of 25 based on club size, geographical setting, or level of experience.
Number of sessions. If there are concurrent sessions, you will need a different training leader for each session.

Number of topics and activities in each session. Depending on the topic and planned activities, you may need more than one training leader per session. This provides more support to participants and differing points of view.

Training leader’s notes

Allow 10 minutes for this activity.

Ask participants to get into groups of 3-4 and read each scenario and think about how they would organize the training leaders.

If there is time, ask each group to share their ideas.

REFER TO WORKSHEET 11

Case Study

How you will prepare your training leaders?
SHOW SLIDE  37

Preparing Training Leaders

KEY POINT 

When preparing training leaders for their responsibilities:

· Explain the meeting’s purpose, including the main topics and learning objectives.

· Review the meeting agenda and logistical considerations.

· Explain which materials are mandatory and what is optional.

· Discuss training techniques and methods that will be used. Allow each training leader an opportunity to practice facilitating a session with the other training leaders acting as participants.

· Identify reference and background materials that can help training leaders prepare.

· Consider having an experienced trainer mentor a beginner trainer. Both can offer each other new ideas and strategies.

REFER TO WORKSHEET 9

Training Leader Preparation 

Participant Materials (10 minutes)
SHOW SLIDE 38

Distributing Participant Materials

KEY POINTS

The following are several options for distributing materials to participants:

· Before the meeting works best when there’s a lot of information and you want participants to have a base of knowledge. Materials can be mailed, e-mailed, posted on a website, or provided on a USB drive.

· During the meeting is best for materials specific to workshop activities, such as case studies or group exercises, and ensures that all participants have the required materials.

· After the meeting is best for materials that are generated during the meeting and extends the learning beyond the training.

How will you use technology to share materials with participants?

Sample responses

· Hold a web conference to cover basic topics.

· E-mail sections of participant manuals on a monthly basis before the meeting.

· Provide USB drives with all material organized by topic.

Evaluating Training Meetings (10 minutes)
How does your district collect data from evaluations?

How do these results impact future training meetings?

SHOW SLIDE 39

Evaluating Training Meetings

KEY POINTS

When evaluating training meetings, think about the

· Objective. Do you want to know how participants felt about the experience? What knowledge they gained? How their behavior changed? How the training helped their club or district?

· Timing. Will you conduct the evaluation multiple times during the meeting, at the end of the meeting, or six months later?

· Method. Will you use a questionnaire, tests, or focus groups? Will you use paper or electronic evaluations?

Training leader’s notes

All RI leaders’ guides include sample evaluation forms for participants and training leaders.
District trainers should customize these evaluations based on their meeting agenda.

Review (5 minutes)
Training leader’s notes

Review the learning objectives to ensure that all topics were covered sufficiently. Answer any questions.
Using the summary sheet, ask participants to share something they learned during the session and an action they will take as a result of this session. Participants can share with the person next to them or with the entire group.

Thank participants.

SHOW SLIDE 40

Learning Objectives

REFER TO WORKSHEET 10

Summary

Adjourn

Session 5: Web Conferencing
(30 MINUTES)

	Learning Objectives

At the end of this session, district trainers will be able to

1. Understand the functionality of a web conference

2. Identify when to use web conferencing as a training method

Session Outline

Introduction
5 minutes

When to Use Web Conferencing
20 minutes

Review
5 minutes

Materials

Slides

41-45
Worksheets

12. Summary
13. Web Conference Preparation Checklist




Introduction (5 minutes)
SHOW SLIDE 41
Session 5 Title

Training leader’s notes

If a Rotarian in your zone is knowledgeable about web conferencing, consider asking the Rotarian to do a demonstration.

Webinar is another term for web conferencing.

Refer to the announcement on www.rotary.org for software suggestions, and share that Rotary receives a discount on licenses from Citrix.

Review the sessions learning objectives with participants.

Refer participants to the session summary (worksheet 12), and encourage them to take notes.

SHOW SLIDE 42

Learning Objectives
REFER TO WORKSHEET 12

Summary
When to Use Web Conferencing (20 minutes)
Has anyone participated in or organized a web conference?

Training leader’s notes

Allow 10 minutes for this activity.

Have participants work in pairs, with one participant who is familiar with web conferencing and one who is not.

Ask them to discuss their experiences participating in a web conference or using web conferencing software.

If time allows, have each group share their ideas.

SHOW SLIDE 43

What is a web conference?

What could you use a web conference for?

Sample responses
· Online training
· Conducting a meeting

· Watching a presentation

What are some questions to consider before holding a web conference?

SHOW SLIDE 44

Questions to Consider

KEY POINTS 

Before holding a web conference consider the following questions: 

· Do you need to meet face-to-face?

· Are your participants willing to travel?

· Will the visual aids enhance the content?

· Do all the participants have the appropriate equipment (computer, phone or speakers and microphone, reliable internet connection)?

What equipment do you need to run a web conference?

Key points

You will need the following equipment to run a web conference: 

· The organizer needs web conferencing software

· Computer with high-speed Internet connection

· Phone or headset with microphone (depending on your plan for audio)

Training leader’s note

Refer to worksheet 13 for a list of audio options. This will help decide what equipment you and your participants will need.

If your participants don’t have this equipment, what alternatives can you suggest?

Sample responses

· Use a teleconferencing service.
· Partner with another participant who has the equipment.
· Go to a library or community center with public computers.
How can web conferences be interactive?

KEY POINT 

Many web conference software programs offer interactive features, including:

· Raise hand. Participants can let the presenter know they have a question or comment.

· Polls. Presenter can take a poll to gauge participant knowledge.
· Chat. Participants can send messages to other participants or the presenter.

· Whiteboard. Participants can share ideas all at once on a blank screen.
· Question and answer. Participants can ask the presenter questions and get the answer from the presenter or other participants.

Training leader’s note

Have participants review worksheet 13, which should answer many questions they may have about web conferencing.

REFER TO WORKSHEET 13

Preparation Checklist

Review (5 minutes)
Training leader’s notes

Review the learning objectives to ensure that all topics were covered sufficiently. Answer any questions.

Using the summary sheet, ask participants to share something they learned during the session and an action they will take as a result of this session. Participants can share with the person next to them or with the entire group.

Thank participants.
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REFER TO WORKSHEET 12

Summary

Adjourn

zone-level district trainer program
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