Train the Trainers
Teaching the Skills Necessary for RD in Facilitating Workshops and Training Others
Purpose of this workshop:

· Strengthen RD understanding of Best Practices in facilitation 

· Build RD Leadership Skills
· Prepare RD to train others

· Encourage RD to work in teams with their Alternate and other trusted servants
Trainer (Jacqui H):

· Prepare the Session – adapt the session to the needs of the RD and time available for the training.
· Be familiar with the training materials including facilitation techniques

Types of Sessions RD can use (ask for examples of each and record on Post-It):

· Lecture

· Group Discussion

· Role-Play

· Question and Answer

Best Practices in Facilitation:

Use Tools to Maintain Interest:
· Use visual aids

· Write Large & Legibly with dark markers

· Subject matter relates to real life situations

· Link new material to something that the audience is familiar with; relate new knowledge to previous knowledge

· Create atmosphere of curiosity and desire to learn

Questions for engagement of participants:
· Questions can be used to stimulate participation and to help the leader gain information about what has been learned and what still needs to be reviewed

· RD prepares a list of questions prior to training

· Questions are usually asked of the group rather than singling out any one person in a group 

Communication

· Communication is the effective giving and receiving of information.  Message needs to be clearly and easily understood

· Use simple, direct language; avoid jargon

· Acronyms and abbreviations – explain what the it means

What NOT to Do:
Things to avoid when facilitating workshops

· Using a monotone voice

· Reading directly from notes instead of engaging the audience

· Not having eye contact with your audience

· Filling time/not being prepared

· Using misinformation/disinformation when answering questions, it is always acceptable to say “I do not know the answer, I will get back to you”
**Trainer- ask the large group for some examples 

Best Practices using Handouts and how to close a Session

· At the end of the session, always highlight the important points using Handouts
· Always ask for questions that may help clarify the information for the audience

· When possible, provide hand-outs of the training session, this will help the newly trained participants to train others and pass on the information you have provided.
· Closing a sessions-always make sure participants have your contact information so they may contact you after the workshop with any questions or suggestions on how to present the information to their HG or ASC.

Examples Training Sessions – each session is approximately 40 minutes
Session 1:  NA Concept 4
· What does Concept 4 tells us about Leadership Principles and effective leadership in NA Service? What are some of the skills and personal traits we seek when selecting trusted servants? What does the group think is the real foundation of NA Leadership?
Session 2:  Building Teams

· Discuss benefits of teams; using teams/committees to plan services and carry out the work; teams to train others; building positive productive teams.  Best practices in building teams in NA Service.
Session 3:  Trusted Servants

· Discuss what is an effective trusted servant, how to delegate tasks to trusted servants and have them be accountable; matching talent and skills of the trusted servant to the required task; recognition and appreciation of trusted servants
