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(Supporting Chapter 1)
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Hintsfor an Effective PST Design Team

Keep the design team
small enough to function
as an effective work
group -- five to seven
peopleis usualy idedl.
Invite additional people for
particular meetings based
on the agenda.

Try to get a mix of
training specialists and
people who under stand
the projectsto which
memberswill be
assigned. Look for people
who possess a range of
technical skillsand
community experience. Be
sure some of them have
strong writing and training
design skills. Look for
diversity in the factors
especialy important to
your program.

Besuretoinclude at least
one AmeriCor ps member
or former member, and

someone from a host site.

LESSONS LEARNED:
SITUATIONSTO AVOID

Some AmeriCorps grantees with limited training
experience have chosen to involve alarge number of
collaborating agenciesin training design. While this
helpsto bring a range of experience and perspectives,
avery large design team can be unwieldy. No
meeting date seems convenient for al the members,
and those who miss one meeting may expect a lengthy
update at the following meeting -- taking time away
from the purposes of the meeting. Some grantees
have found that decisions they thought were final
were revisited when different design team members
were present.

Unless clear decision-making procedures are specified
-- and the right of the grantee or other lead agency to
have the final say when disagreements arise -- the
design team may assume that consensus is required or
that each member has one vote.

The process of managing the design team has
sometimes seemed to take as much time and effort as
the actual design of the pre-service training.

Set aregular schedule for meetings and keep to it.

Make it clear that agreeing to serve on the design team means agreeing to attend
meetings regularly. You probably have limited time to design the PST, and you don't
want to have to revisit issues and decisions because attendance at an important meeting

Was poor.

Be sureyour design team member s have the authority to make PST decisions on

behalf of their organizations.
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7. Encourage membersto listen to the experts on the design team -- for example, give
special weight to the training experts on training methods and to the site supervisors and
program experts on content.

8. Try towork informally using consensus, but be clear about who hasthefinal
decision-making power when there ar e disagreements about particular types of
issues -- when it will be the AmeriCorps program, and when it is the group as awhole.

9. Give everyone something to do, but make assgnments appropriate to skillsand time
available.

10. If you are going to use consultantsto deliver the training, involve them early in the
design process (even though it costs more); this makes them a part of the team and
enables you to be sure they are on the right "wave length” for your program.
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Sample PST Decision-M aking Meeting Agenda

I ntroduction

Purposes of the meeting:

4 To review decisions to be made about the PST
4 To review and corroborate our needs assessment
information

¢ To make basic decisions about the PST

¢ To identify PST roles and responsibilities

Desired outcome: to have made key decisions about this year's
PST and agree on a process for making additional decisions

Decisionsto be Made

Why PST is needed and what outcomes you hope to accomplish
What PST will be provided -- and what part of it will be:

¢ Centralized and/or decentralized

¢ Program and/or project focused

When centralized PST will begin and end and when any
decentralized PST will be scheduled

Wher e the PST will be held -- decide on the area so you can seek
an appropriate facility

Who will be responsible for designing and implementing the PST
How the PST should be organized, planned, and evaluated

Review of Program Structural Considerations

Program and project levels and responsibilities
Operating scope and |ocation/geographic spread
Size -- number of members and host sites
Member characteristics

Review of Existing PST Plans/Designs

Designs from past years
Specificationsin proposa

Work done to date

Adequacy of these plansg/designs
¢ Prior year evaluations

¢ Other assessments
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V. Review of Training Content Needs

. Needs assessment information from members and host sites
. Implications of priority areas and types of member assignments
. Implications of member characteristics
. Perspectives of various participating groups
. Past experience
VI.  Other Factorsto Consider
. Resources
. AmeriCorps program, collaborating agency, and host site training
capacity/experience
. Other

VIl. Decison Making
(Use Decision Worksheets A , page 45, and B, page 51, from Chapter 1 of
the Design section)

VIIl. Next Steps

. Subcommittees or individua assignments
. Date for next meeting
. Other action
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Lessthan a Month to Plan?
Tipsfor a Short PST Design Process

This brief guide suggests how to make the best use of very limited PST planning time, and

what materials from this manual are likely to be most helpful if you have only three or four weeks
to develop your training. Even if you have several months to plan, these tips can be useful for

making

1.

MosaAICA

the best use of available time.

Choose your design team and begin to collect infor mation before program funding is
finalized. The shorter the time available to prepare your PST, the more people -- reliable,
interested people -- are needed to share the work. Let people know when final word on
funding will be received and arrange to have those who are not in the vicinity join you at
meetings through conference calls. Identify the team leader. Set tentative meetings for
the design team.

Try to get member training needs assessment information from every member as
part of the selection process. If that was not done, delegate responsibility for member
needs assessment to someone immediately available who is not a key member of the
design team (Use the Member Training Needs and Skills Assessment Form, page 165, in
this chapter, with appropriate modifications to fit your program).

Oncefunding isassured, givetop priority to determining desired PST outcomes
(Decision Worksheet A, page 45) and making the " key decisions” (Decision Worksheet
B, page 51), making them at a single meeting if possible. Of special importance are
decisions about the following:

° Desired training outcomes and which should be met through your centralized
PST.

° What part of the PST will be centralized and what part will be decentralized.
Once thisis decided, service sites can begin their own PST planning.

° The extent to which centralized PST will include project-specific training as
well as program-focused training. You may find it easiest to leave the project-
specific training to the service sites, or you may want to integrate project- and
program-focused training.

° Timing and duration of the PST. Give yoursalf as much time as possible before

PST starts. Remember that afew extra days of preparation can be extremely
useful.
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Whether consultantswill be hired to help with the design and/or training. If
the answer is yes, start looking for them immediately (see Hints for Hiring and
Using a Training Consultant, page 185, in this chapter).

Get organized! Call the key people together in a meeting or conference call, get

agreement on a streamlined wor kplan and responsibilities, and agree on ateam
leader. Emphasize to everyone the critical importance of making deadlines once they
have been agreed upon. Use the PST Workplan Format and Sample PST Workplan and
Format, page 59, in Chapter 1 asamodel. Be sure to schedule firm dates for key
products, especially the following:

Design team meetings -- in person or by conference call;
Submission of training materials,

Selection of consultants (if needed);

Selection of atraining facility;

Completion of member and trainer notebooks,

Trainer training (if required);

A mock session to review and test materials; and

A final pre-PST meeting (essentia if thereis no mock session).

5. Assign one or two peopleto quickly develop an overall PST outline and some
standard formats for developing training units, for review by the entire design team.
Use information from Chapters 1 and 2 to organize this effort:

Mosaica
for AmeriCorps

Use your completed Decision Worksheet A: Desired Outcomes, page 45, in
Chapter 1 to prepare a chart of Outcomes and Training Topics, page 75, in
Chapter 2 and determine which topics will be covered in the centralized training.
Inform service sites of which topics you will not be covering, so they can include
them in decentralized training.

Develop atraining outline which specifies topics and the order in which they will
be presented, and indicates when you need host site supervisors, crew/team
supervisors, or other non-members to be at the PST site. Review the Sample
Format for a PST Training Outline, page 81, in Chapter 2 and the three sample
formats for two-week (page 171), one-week (page 177), and three-and-one-half-
day (page 181) PST sessionsin this chapter. Use Chart D: Training Unit
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Summary, page 105, to outline each training unit and identify time requirements,
handouts, equipment, resources, and trainer skills needed; and an appropriate evaluation

strategy.

° Look at formatsin the Training Topics & Activities section for both suggested
activities and ideas on how to structure your training units and materials.

6. Have someone not responsible for the content of the PST deal with logistics. Usethe
Sample Logistical Arrangements Checklist, page 219, in this chapter; revise it as needed.
Focus on the following tasks:

o Find and contract with atraining facility;

° Inform service sites and members of PST dates and locations, and when they are
expected to arrive;

° Arrange for needed materials and equipment, such as member notebooks and
audio-visuds;

o Make other key facility arrangements (e.g., facility selection, sleeping and meeting
rooms, meals); and

° Arrange transportation for members and others.

7. Have someone not assigned to either training design or logisticstake thelead in
identifying trainers, consultants, and presenters. This means:

° Deciding who should serve as lead trainers and ensuring their availability;
° Locating and hiring consultants if needed; and

o Working closely with the individuals doing the PST outline to identify the need for
community representatives, experts on particular topics, member, and host site
representatives to serve as presenters, and arranging for their participation (see
Hints for Preparing Outside Presenters, page 207, among the Supporting
Materiasin this chapter).

8. Arrange for someone, ideally someone from a near by service site, to take
responsibility for setting up community activities. (See Chapter 14: Community
Projects, page 575, in the Training Topics & Activities section for ideas.)
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9. Stay coordinated! Make suretheteam leader keepsin close touch with the design
team by telephone. Check in often with key individuals to be sure you know when
obstacles arise. Have the team meet in person when you have materias to review and
decisionsto make. The larger the design team and the shorter the deadline, the greater the
need for coordination.

10. Be sureto set aside a weekend or several eveningsfor a mock session, which will be
critically important to PST success. Ideally, spend aweekend doing a run-through and
refining assignments. Bring a computer and printer So someone can make changes as you
identify materials that need revision. Bringing together trainers and presenters including
service site representatives not only makes them familiar with the materials, but helps
ensure a common understanding of program philosophy and a sense of team identity --
which can be extremely important to the success of your PST.
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TRAINING DESIGN MATERIALS
(Supporting Chapter 2)
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Member Training Needs and Skills Assessment

To understand member pre-service training needs as well as skills they can share, you may
want to ask members to complete a training needs and skills assessment. It can be prepared and
sent prior to PST, providing input to PST design. It can be brought to -- or completed during --
PST, and used as part of an early session focusing on training needs and peer training

opportunities.

Following is a sample member training needs and skills assessment form. Modify it to fit
your program, priority areas, and member assignments, and your PST model. It can be modified

for use with host site staff and supervisors.

Include instructions with the assessment
form which tell the member when and how to
complete the form and where to send it if mailing
isrequired. You will want to provide arationale
as well, perhaps including something like the
following in a cover letter accompanying the
form:

We know that our AmeriCorps members
have varying backgrounds, training,
experience, and interests. We want to
provide pre-service training which
effectively prepares you for your
AmeriCorps assignment and answer s your
important questions about the program.
We also recognize that you come to us
with a broad range of skills and
experience which you can share with

LESSONS LEARNED:
SITE SUPERVISORS

For many AmeriCorps programs,
including host site supervisorsis a
critical part of pre-service training, and
both members and supervisors attend
the entire session. If host site
supervisors will participate in the PST,
having them complete a Needs and
Skills Assessment provides valuable
information about their own training
skills. You may find that they will be
valuable members of your training
team.

others. During the pre-service training, we will provide peer training opportunities.

Please complete this training needs and skills assessment form and send it to us by
XXXX, so that we can plan pre-service training which meets your needs and provides
opportunities for you to share your knowledge and skills with other members.
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AmeriCorps Member Training Needs and Skills Assessment Form

1. Please review the following list of knowledge and skill areas. Then indicate the extent to
which you feel you need training in that area -- or could provide peer training to others.
Please respond circling the appropriate choice:

~0oao

ADD:

Mosaica
for AmeriCorps

1 = High-priority training need for me

2 = Average-priority training need for me
3 = Low-priority training need for me

0 = Not a training need for me

* = Could provide peer training to other members in this topic area

AmeriCorps history, program
requirements, and administrative
forms and procedures

Building a sense of teamwork with other
AmeriCorps members

HIV/AIDS awareness

CPR (cardio-pulmonary resuscitation)
Responsibilities of citizenship
Multicultural awareness and
appreciation of diversity

Working with diverse

AmeriCorps member groups

Working with diverse communities
and individuals

Group planning and problem solving
Negotiation and conflict

management and resolution

Running meetings

Leadership styles and situational
leadership

Conducting community needs
assessments and surveys
Establishing and maintaining positive
relationships with community members
Encouraging community involvement
in programs

Planning and implementing community
assistance projects

Working effectively in office and
professional settings

Keeping a journal or portfolio

Setting objectives and plans for

your AmeriCorps assignment

Skills required for your AmeriCorps

assignment [AmeriCorps program staff:
specify major types of skills needed]
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O *
O *
O *
O *
O *
O *
O *
O *
0 *
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Looking back at question #1, please CIRCLE up to five training topics which you feel are the
most important topics to be covered in the pre-service training.

Please identify any other areas in which you feel pre-service training should be provided,
and explain why you feel this type of training is important. (Attach additional sheets if
needed.)

Please identify what you feel are your three greatest strengths and most important
experiences in preparing you for your AmeriCorps assignment.

Have you had experience in providing training to other
people? _ Yes ___ No

To other adults? __ Yes No

If yes, please describe the training you have provided.

Please identify up to three areas in which you would be most interested in providing peer
training to other members. For each, describe the kind of training you could provide, and tell us a
little about your training and experience (Attach additional sheets if needed).

Besides covering appropriate training topics, please tell us what you feel can be done to
make the pre-service training experience most valuable for you (Attach additional sheets if
needed).
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[Use the following question if this assessment is being done ahead of training and you want members for
your PST design team.]

8. Would you be interested in being a part of the pre-service training design team for our
program? ___Yes ___No

If yes, please tell us about your availability for meetings during XXX period, and indicate

what kinds of input you feel you can bring to the design process. (Attach additional sheets if
needed.)
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Sample Training Outline
Two-Week PST

This outline assumes that members will come together for a centralized residential PST, and that they will then be assigned to several different locations and host sites,
carrying out assignmentsin several different priority areas, and that they will receive "technical" training related to their service assignment during an additional week of
decentralized training following the centralized PST. It also assumes that the members are very diverse, some of them with no work experience and others with a great
deal; some with advanced degrees and others having recently earned a high school diplomaor GED. [t assumes atwo-week residential PST; however, with some minor
changes such as reducing the number of evening sessions, it would also work for anon-residential program. It requiresthat site supervisors be present on the last
Friday, Saturday, and Sunday, and so those days focus heavily on transition to the local sites and project assignments. Assuming they can drive or fly in on Thursday
evening, the host site supervisors will miss only one weekday at their own organizations.

Date/Day Morning Afternoon Evening
Time/Topic Time/Topic Time/Topic
Day 1 3:00 p.m. Membersarrive and check in 8:00 - Informal get-
Sunday 9:30 p.m. together and get-
3:30- Get-acquainted and acquainted period with
6:00 p.m. teambuilding activity; discussion group activities (see
of PST expectations and Chapter 7, Supporting
R Information: Using
fgreem?nt on PST objec.tlyes and lcebreakers)
norms" (see Chapter 6, Activity #1, and
Chapter 7, Activity #7 and Supporting
Information)
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Date/Day Morning Afternoon Evening
Time/Topic Time/Topic Time/Topic
Day 2 9:00 - Formation of cooperative 1:30- "Things every 7:30 - Member group
Monday 10:30 am. learning groups (see Chapter 5, 5:00 p.m. AmeriCorps member should 9:00 p.m. meetings
Introduction to Cooperative Learning know," Part | -- orientation to organized by
Groups for Adults) AmeriCorpsincluding purposes, project
i . history, and requirements, using assignment;
Smal_l-group discussi ons Of, cooperative learning groups to discussion of tasks
training needs and skills, with teach others (see Chapter 6, Activities and needed kills
pl an_sfor sharing skills anc'i #1-2) (extension of
hellpl_ng to meet each other's morning session)
training needs (see Chapter 5, Introduction to using a
Member Training Needs and kills portfolio of your
Assessment) . .
experiences and learning
10:45am. - Thinking ahead: discussion S?e Sg?%f;ﬁf“”"“"s
12:00 noon of project assignments and the Evaluation)
knowledge and skills needed
Day 3 9:00 am. - "L eadership and Self- 1:30 - Multicultural/diversity 7:30 - Individual journal
Tuesday 12:00 noon Understanding” -- introduction | 5:30 p.m. awareness. introduction 8:30 p.m. keeping or other
to leadership styles, and activities (see Chapter 11, portfolio work (see
situational leadership, what Activities #20-21) Chapter 13, Using
motivates you and others (see Portfolios for Saif-
Chapter 8, Activities #9-12) Group activity on Assessment and
.. . Evaluation)
appreciating differences
(see Chapter 11, Activities #22-
23)
MOSAICA 172 Starting Strong - Training Design

for AmeriCorps

Chapter 5 - Supporting Materials




Date/Day Morning Afternoon Evening
Time/Topic Time/Topic Time/Topic
Day 4 9:00 am. - "Things every AmeriCorps 1:30- Working effectively in 7:30 - Initial work group
Wednesday 12:00 noon member should know," Part Il | 5:00 p.m. groups (skills-focused) -- group 9:30 p.m. planning session
-- administrative information planning and problem solving; for community
and forms (see Chapter 6, Activity negotiation and conflict resolution project (see Chapter
#3) (see Chapter 9, Activities #15 and #17-18) 14, Activity #35)
Establishment of work groups Interim assessment/
for community projects -- reflection on PST (see
initial get-acquainted and Chapter 4 and also Chapter 5,
planning activities (see Chapter m’;;gg‘;‘nﬁ; End-of-PST
14, Activities #34-35)
Day 5 9:00am. - Group process skills -- 1:30- Community-related skills 7:30 - Planning for
Thursday 12:00 noon meeting skills, communication | 5:30 p.m. -- community needs assessments 9:00 p.m. community survey asfirst
skills (link to community and surveys, community relations, stage in community project
projects and member encouraging community (see Chapter 14, Activity #34 and
assignments) (see Chapter 9, involvement (see Chapter 14, Activity Supporting Informetion)
Activities#13-14) #34, and Chapter 12, Activity #28 and
Supporting Information)
Day 6 Morning Begin work on community 1:30- Member skill-sharing Joint social activity in the community
Friday survey (see Chapter 14, Activity 5:30 p.m. SESSI0NS (see Chapter 5,
#34) Member Training Needs and
ills Assessment)
Activity integrating group
process and planning or
problem solving (see Chapter
12, Activity #26 and Chapter 13,
Activity #29)
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Date/Day Morning Afternoon Evening
Time/Topic Time/Topic Time/Topic
Day 7 Morning Continue work on community | Afternoon Complete community survey and 7:30 - PST evaluation -
Saturday survey (see Chapter 14, Activity carry out group work to summarize | 9:00 p.m. modeling of reflection (see
#34) findings (see Chapter 14, Activity #34) Chapter 4, especially Developing
and Using PST Evaluation Tools)
Day 8 Free Day
Sunday
Day 9 9:00 am. - Presentation of 1:30 - Planning of second phase 7:30 - Final planning for
Monday 12:00 noon community survey results; 5:00 p.m.  of community project (see Chapter 9:00 p.m. community project (see
processing of experience and 14, Activity #35 and Supporting Chapter 14, Activity #35 and
implications for member Information) Supporting Information)
assignments (see Chapter 13,
especially Activity #33)
Day 10 Morning Carry out community project Afternoon Continueto carry out community | Freeevening
Tuesday project
Day 11 9:00 am. - Processing and 1:30 - Preparing for your project 7:00 - Session on
Wednesday 12:00 noon generalizing from community project | 5:00 p.m.  assignment (see Chapter 13, Activiies | 9:00 p.m.  organizational culture
(see Chapter 14, Activity #35) #30-32) and professional skills
(for al or for members
without prior related
experience) (see Chapter
10, Activity #19 and
Supporting Information)
Day 12 7:30 - Breakfast meetings of site 1:30 - Member assignment 7:30 - Presentations and
Thursday 9:00 am. supervisors and members 5:30 p.m.  planning and objectives setting 9:00 p.m.  sharing of site plans by
(members and site supervisors) site teams
9:00am. - Site orientations by site (see Chapter 13, Activities #29, #30, and
12:00 noon SUPErVisors #33)
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Date/Day Morning Afternoon Evening
Time/Topic Time/Topic Time/Topic
Day 13 9:00am. - Knowledge and skills 1:30 - Knowledge and skills Individua work on journa or
Friday 12:00 noon needed for specific siteassignments. | 5:00 p.m.  preparation for specific site portfolio
preparing for the decentralized PST assignments (continued)
next week
Day 14 9:00 am. - Maintaining team cooperation 1:30 - Final PST evaluation - 6:00 - Graduation dinner
Saturday 12:00 noon across Sites (see Chapter 7, box and Hintin | 5:00 p.m.  including use of portfolio and 9:00 p.m.  and group activity
introduction, and Chapter 13, Activity #33, other written and oral assessment
Planning Format) (see Chapter 4, especially PST Evaluation
Design Format, and Chapter 5, Sample
Interim or End-of-PST Evaluation Form)
Day 15 9:00 - Final breakfast
Sunday 11:00 am.
11:00 am. PST ends
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Sample Training Outline
One-Week PST

This outline assumes that members will come together for a centralized residential PST, and that they will then be assigned to several different locations and host sites,
carrying out assignments in several different priority areas. This group will have one to two weeks of decentralized PST at local sites, depending upon the amount of
technical training needed for their assignments. The PST outline assumes that the members are very diverse, some of them with no work experience and otherswith a
great deal; some with advanced degrees and others having recently earned a high school diplomaor GED. The PST takes advantage of weekend time to extend the
training period beyond one work week, and requires that site supervisors be present on Friday and Saturday. Assuming they can drive or fly in on Thursday evening,
they will miss only one weekday at their own organizations.

Date/Day Morning Afternoon Evening
Time/Topic Time/Topic Time/Topic
Day 1 3:00 p.m. Members arrive and check in | 8:00 - Informal get-
Sunday 9:30 p.m. together and get-
3:30- Get-acquainted and acquainted period
6:00 p.m. teambuilding activity; with group activities
discussion of PST (see Chapter 7, Activity #7
expectations and agreement and Supporting
.. Information: Using
on PST objectives and Icebreakers)
"norms’ (see Chapter 6, Activity
#1, and Chapter 7, Activity #7 and
Supporting | nformation)
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Date/Day Morning Afternoon Evening
Time/Topic Time/Topic Time/Topic
Day 2 9:00 am. - Formation of cooperative 1:30- "Leadership and self- 7:30 - Project assignments:
Monday 12:00 noon learning groups (see Chapter 5, 5:30 p.m. understanding" -- review of 9:00 p.m. discussion of
Introduction to Cooperative Learning individual member needs and project assignments
Groupsfor Adults) Kills assessments; and the knowledge
. _ introduction to leadership and skills needed (see
What every AmeriCorps styles, situationdl leadership, Chapter 13, especially
mgmber_ should knoyv, Part | -- task preferences, and Activities #30, #31, and
orientation to AmeriCorps Motivation (see Chapter 5 #33, and Supporting
: . . i Information)
including purposes, history, and Member Training Needs and Skills
requirements, using cooperative Assessment and Chapter 8, Activities
learning groups to teach others #8-12)
(see Chapter 6, Activity #2)
Introduction to using a
portfolio of your experiences
and learning (see Chapter 13,
Using Portfolios for Self-Assessment
and Evaluation)
Day 3 9:00 am. - "Things every AmeriCorps 1:30 - Multicultural/diversity 7:30 - Session on
Tuesday 12:00 noon member should know," Part Il -- | 5:30 p.m. awareness. introduction and 9:00 p.m. organizational
administrative information and activities (see Chapter 11, cultureand
forms (see Chapter 6, Activity #3) Activities #21-22) professional skills
(for al or for
Establishment of work groups Work group activity on members without
for community projects -- initial appreciating differences (see prior work or related
get-acquainted and planning Chapter 11, Activities #22-25) experience) (see
activities; relating of community Chapter 10, Activity #19
projects to member project and Supporting
. Information)
assignments
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Date/Day Morning Afternoon Evening
Time/Topic Time/Topic Time/Topic
Day 4 9:00 am. - Working effectively in 1:30- Community-related skills 7:30 - Work teams plan
Wednesday 12:00 noon groups (skills-focused) -- group | 5:30 p.m. -- community needs 9:30 p.m. community projects
planning and problem solving; assessments and surveys, (see Chapter 14, Activity
negotiation and conflict community relations, 39)
resol ution (see Chapter 9, Activities encouraging community
#15, #17, and #18) involvement (see Chapter 14,
Activity #34 and Chapter 12, Activity
#28 and Supporting |nformation)
Interim assessment and
reflection on PST (see Chapter
4, and also Chapter 5, Sample
Interim or End-of-PST Evaluation
Form)
Day 5 9:00 am. - Group process skills -- 1:30- Afternoon to be spent 7:30 - Presentation of
Thursday 12:00 noon meeting skills, communication 5:30 p.m. doing acommunity survey -- | 9:00 p.m. community survey
skills (link to community each team to be responsible results; processing of
projects and member for one aspect (see Chapter 14, experience and
assignments) (see Chapter 9, Activity #34 and Supporting implications for
Activities #13-14) Information) member assgnments
(see Chapter 13, especialy
Activity #33)
Day 6 7:30 - Breakfast meetings of site 1:30- Member assignment 8:00 - Final planning for
Friday 9:00 am. supervisors and members 5:30 p.m. planning and objectives 10:00 p.m. community project
setting (members and site
9:00 am. - Site orientations by site SUPErVisors) (see Chapter 13,
12:00 noon supervisors Activities #29, #30, and #33)
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Date/Day Morning Afternoon Evening
Time/Topic Time/Topic Time/Topic
Day 7 Morning Carry out community project Afternoon Complete community project | 6:00 - Graduation, with
Saturday 9:00 p.m. siteteam
4:00 - Process/assess community presentations to full
5:30 p.m. project experience and group; goodbyes
examine relevance to member
Site assignments (see Chapter
14, Activity #34)
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Sample Training Outline
Three-and-One-Half-Day Orientation

This orientation outline assumes that all members will be working in the same state or area, and that resources permit only a short residential
orientation. It also assumes that training for specific assignments will occur a alocal level. Site supervisors are expected to be present during the last
day, both to oversee the community survey or project, and to be involved in the processing of that activity, some preliminary planning for member
assignments, and graduation.

Date/Day Morning Afternoon Evening
Time/Topic Time/Topic Time/Topic
Day 1 3:00 p.m. Members arrive and check in 8:00 - Host siteteam
Sunday 9:30 p.m. meetings --
3:30- Get-acquainted and affiliation and
6:00 p.m. teambuilding activity; teambuilding; focus
discussion of PST expectations on individua
and agreement on PST assignments (see
objectives and "norms"; get- Chapter 7, Activity #7
acquainted activity is based on and Supporting
. . . Information)
site assignments and getting to
know other people who will
have similar assignments or be
assigned to the same
organi zation (see Chapter 6,
Activity #1, and Chapter 7, Activity #7
and Supporting Information)
MOSAICA 181 Starting Strong - Training Design

for AmeriCorps Chapter 5 - Supporting Materials



Date/Day Morning Afternoon Evening
Time/Topic Time/Topic Time/Topic
Day 2 9:00 am. - Formation of cooperative 1:30- Multicultural/diversity 7:30 - Informal
Monday 12:00 noon learning groups (see Chapter 5, 5:30 p.m. awareness and competence (see | 8:30 p.m. discussion and
Introduction to Cooperative Learning Chapter 11, Activities #20-25) reflection on
for Adults) affiliation with the
AmeriCorps
"Things every AmeriCorps National Service
member should know" -- Network,
orientation to AmeriCorps teambuilding, and
including purposes, history, diversity (see Chapter
administrative information, and 7 and Chapter 11,
reguirements (see Chapter 6, especialy Activity #21)
Activities #2-4)
Day 3 9:00 am. - Leadership and sdlf- 1:30- Group planning for a 8:00 - Session on
Tuesday 12:00 noon understanding (see Chapter 8, 5:30 p.m. community project or survey 9:00 p.m. organizational
especially Activities #8, #9, and #11) (see Chapter 14, Activities #34-35) culture and
professional skills
Working effectively in groups (for members
(skills-focused) (see Chapter 9, without work or
espeually Activity #15, and Chapter 12, related experience)
Activities#26-28) (see Chapter 10, Activity
#19 and Supporting
Information)
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Date/Day Morning Afternoon Evening
Time/Topic Time/Topic Time/Topic
Day 4 8:00 am. - Carry out acommunity 1:30- Processing/generalizing 6:00 - Dinner celebration
Wednesday 12:00 noon project in the local areaor 5:30 p.m. from the community project or | 8:00 p.m. and graduation,

acommunity survey (see Chapter survey: what did we learn and plus activity to plan

14, Activities #34-35) how will it apply to member for ongoing contact
assignments (joint with site among members
SUPErVisors) (see Chapter 13, while at their
especially Activity #33) various project

assignments
Preliminary planning and
objectives setting for actual (Members and site
project assignments (joint with supervisors leave in
site SJpeer SOI’S) (see Chapter 13, the eveni ng or the
Activities #29-30) next morning)
Written assessment of
orientation (see Chapter 4,
especially PST Evaluation Design
Format, and Chapter 5, Sample
Interim or End-of-PST Eval uation)
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Hintsfor Hiring and Using a Training Consultant

1. Decide what you need from the consultant. Which of the following do you want the
consultant to do: take primary responsibility for designing the materials, work with others
to design the materials, build on your PST outline, prepare othersto serve astrainers
using the materials, serve as a senior trainer, evaluate, manage the entire PST effort? Be
sure to find out which of your collaborating partners and host sites has experienced
trainers who may be able to provide consultation at no or low cost, reducing the amount
of help you need from a paid consultant.

2. Think about whether you want an individual consultant or a group. If you havea
diverse member group or require arange of content skills, you may be happy with a
consultant team. Y ou may want to hire severa people individually to meet specific needs,
or ask that interested consultants suggest a group (either through afirm or existing
nonprofit organization, or by having consultants suggest a team of individuals who are
comfortable working together).

3. Consider your resources. How much money is available for PST training consultants?
What does that trandate to in terms of adaily rate? Consider the relative priority you
place on each type of assistance you need -- training design, trainer training, training
delivery -- and how your needs compare to your resources.

4. Try tofind out typical daily ratesfor training consultantsin your area. Talk to
people you trust who have used training consultants regularly. Be sure to ask about rates
for designing versus delivering training. Sometimes, consultants have a daily training rate
which buildsin the costs of training design. If you want PST design to be done separately
so you have the materials for your own use afterwards, the rate may be different.

5. Prepare awritten scope of work. Be as specific as you can about the work you want
done, how you want it done, what products you expect, your deadlines, desired
"products’ including format and level of detail, and who must approve them. Clarify the
extent to which the consultant will be working as part of ateam and attending meetings,
providing trainer training, etc. Indicate whether the consultant or you will produce the
"camera-ready” version of the materials. If you have a sense of the number of days you
think will be required, provideit. If funds are very limited, you may want to indicate the
amount of money available, and ask the consultant to propose what s’he can do for that
amount. (To help the consultant understand what you want, you might provide sample
formats such as the Sample Format for a PST Training Outline, page 81, in Chapter 2 or
sample activities with Trainer's Notes and Member Instructions from any of the Training
Topics & Activities chapters of this manual.)
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6. Ask people you trust to recommend possible consultants. Get recommendations of
individuals or groups that have done training for groups similar to your members. Check
with organizations that regularly use training consultants like the Support Centers of
America, United Way regiona training centers, or other nonprofit organizations involved
in capacity building. Look to former members as possible members of your consultant
team.

7. Develop a consistent screening process. You might begin with an initial telephone or
personal meeting and a request for information about the consultant's experience and
rates. Then you might formally send out the scope of work as a Request for Proposals,
with a specified deadline. Or you might operate less formally, providing promising
consultants the scope of work and asking them to meet with your design team or severdl
key people involved with the program.

8. Be sure to meet with serious candidates and ask them substantive questions. Having
aconsistent list of questions helps ensure afair process, and gives you important
information. Particularly important are questions like the following; pick those which fit
the tasks you plan to have the consultant carry out:

o What is your training philosophy?

o What is your prior experience in doing pre-service training for volunteers or for
personnel being prepared for specific assignments?

° What experience have you had with diverse groups, and with groups similar to our
program's members (specify their characteristics)?

o How do you like to work with agroup like ours -- attending meetings, providing
draft materias, etc.? Can you suggest how you would organize the assignment
and work with usin carrying it out?

° Areyou prepared to develop detailed training materials that we can continue to
use in future years, whether or not you serve as the trainer?

° Suppose you were developing a training unit on leadership styles and situationa
leadership [or pick another topic of interest to your AmeriCorps program]. How
might you organize that unit -- what activities would you use, what handouts
would you provide?

° What kinds of experiential learning do you use most often? Do you use
cooperative learning structures, and if so, how?

° What do you do to keep training participants alert and involved?
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° What kinds of audio-visuals do you like to use?

° How do you assess how well training is going? If you identify problems, how do
you resolve them?

° Suppose you were training a group, and it became clear that there were some
intergroup problems related to gender [or race/ethnicity, or socia class|, so people
were not becoming a cohesive team. How would you handle the situation?

° If you were to serve as our senior training design consultant, how would you
involve members and host sites in the design?

° Can you provide some references from groups you have trained? May we see
some sample training materials, to get a sense of how detailed they are and how
they are formatted?

Listen carefully not only to what the consultant says, but how s/he interacts with you. See
how the consultant's preferred style of developing training materials fits with the degree of
involvement you want to have in the process. Get a sense of the level of commitment to
experientia learning, and the extent to which the consultant can suggest a variety of
experiential approaches. Beware of vague responses.

9. Try to observe the consultant conducting a training session. If no "live" sessonis
scheduled, perhaps the consultant can share a videotape of atraining session. If thisis not
possible, and it is difficult to make a decision just through an interview, ask for a brief but
realistic demonstration session. Y ou may have to pay for aday of the trainer's time, but
the money will be well spent if it assures you the right trainer for your PST. Have the
trainer take one unit of your materials and then deliver training to a group of people,
including the decision makers and, if possible, one or two past or current members.
Arrange for some challenges so the trainer must demonstrate skills that are important to
you. Be sureto do thislong enough before the PST that you till have time to find
someone else; don't wait until the final mock session.

10. Check references and review sample materials. Determine the nature of the
relationship; is this a professional reference rather than a personal friend? Talk to former
clients and people who have participated in past training sessions. Ask specific questions
similar to those you asked the consultant, such as whether materials were of high quality,
whether deadlines were met, about skills in working with various types of groups, and
about effectiveness in providing knowledge versus skills versus attitude training. Ask how
the trainer handles conflict. Ask about use of experiential learning techniques. Seeif
there are any types of people the consultant is NOT good at training. Ask if the reference
would hire the consultant again. Look at sample materialsin terms of content, level of
complexity, completeness, format, and overall quality.
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11.  When you think you have chosen your consultant, ask him/her to prepare a draft
scope of work for the contract. This helps ensure that the consultant really understands
what you want done. Ask the consultant to include interim dates for deliverables such as
drafts or sections of the training package, and clear cost projections. Review that
document carefully in making your final decision. If you are finding it hard to choose
between two consultants, ask both to provide this written information.

12. Negotiate costs. Most training consultants have a daily rate; sometimes they may reduce
the rate if you will accept afixed price for a specific product. Effective trainers are not
inexpensive, but you may be able to arrange lower-cost services if you contract with a
nonprofit organization with some links to your AmeriCorps program, or if you produce
the final materials and otherwise minimize costs other than the consultant's time, or if you
identify some other basis for a discounted fee.

13. Be surethe contract is specific and clear. For example:

° Consider the implications of various costing methods -- for example, afixed price
versus adaily rate with a stated maximum number of days.

° Use your scope of work along with the consultant's scope of work to develop a
clear list of tasks, deliverables, and due dates.

° Include progress payments based on interim deliverables.
° Build in specific meetings.

° Include a clear description of required review and approval of materials, including
what individual has authority to approve materials.

° Consider a clause enabling you to cancel the contract if quality standards are not
met or unexpected problems arise. Many organizations have a standard clause
which allows either party to cancel on a specified number of days notice, and be
paid for the work done prior to cancellation.

° Be sure the contract meets your organization's contracting requirements; if you do
not have atypical consultant contract, get legal advice in preparing one.

° Be sure to meet any requirements specified in your AmeriCorps contract.
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14.

15.

16.

17.

18.

Develop a comfortable working relationship with your consultant. Get to know each
other, and establish open communication, so that you both feel comfortable raising issues
and problems before they become serious.

Brief your consultant about AmeriCorps. Emphasize philosophy, purposes, and
terminology; be sure the consultant understands that AmeriCorpsis not ajobs program
nor a short-term volunteer program.

Hold your consultant accountable and show that you are also accountable. If you
establish at the outset a mutual respect for deadlines, you may avoid problems during
critical periods. This not only means expecting materials to be submitted on time, but also
providing feedback to the consultant on atimely basis.

Be prepared to make a change if serious problems arise and cannot be resolved to
your satisfaction. If it becomes clear that there are serious problems with the quality of
work, deadlines, training philosophy, or other important issues, deal with them. If the
problems cannot be resolved, you will probably find it easier to make a change early in the
process than to wait until PST is about to begin. Modifying the scope of work may be a
solution. For example, if you find that a consultant with strong training skillsis less skilled
at materials development, you may want to keep the consultant as atrainer but bring in
someone else to help prepare materials.

Don't take your consultant for granted; treat the consultant asa part of your team
and give credit for high-quality work. A consultant who prepares excellent materials
deserves written credit in the training notebooks. An effective and committed trainer
deserves public recognition during the training, and a letter of appreciation which can be
shown to potentia clientsin the future. Showing appreciation to consultants has the same
effect as showing appreciation to members, host site supervisors, or program staff -- it
tends to maximize their effort, commitment, and quality of work.
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DEFINITION OF SERVICE-LEARNING

Service-Learning . .

Is a method that helps people learn & develop through active
participation in service experiences.

These service experiences.. .
§ meet real community needs.
§ are coordinated between the community and the program.

§ are integrated into intellectual & cognitive areas of growth &
practice for each individual.

§ provide structured time for individuals to reflect (through
thinking or talking or writing) about what they did during
the service activity.

§ enhance what is taught (& learned) elsewhere by extending

the learning environment beyond what we usually consider
to be its “normal” limits.

§ ask participants to apply their experience and knowledge to
the present circumstances.

§ help foster caring for others.

Source: AmeriCorps*National Civilian Community Corps, Service-Learning Resource Kit. Washington, D.C.:
no date given.
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Service-Learning

The process of under standing service-lear ning begins with pre-service training.
Members learn about service-learning principles, values, and practices. PST also offersan
opportunity for structured pre-service reflection. PST provides members with preparation and
planning time for the year of community service that they are about to experience.

According to the AmeriCorps* National Civilian and Community Corps, the pointsin the
box are at the heart of service-learning.

SERVICE-LEARNING

. The“learning” of service-learning isexperiential. Thiskind of learning
grows out of the recognition (made by many theorists and practitionersin our
century) that people learn best when they learn from what they know and do
-- and when their learning is not separated (by always taking placein a
classroom, for example) from the times and places where people do their
work.

. The“learning” of service-learning isbroad. Service-learning recognizes
that, in addition to traditional academic skills, young people need to develop
personal, social, career, and citizenship skills; members need all these skillsto
participate effectively in their communities.

. The“service’ of service-learningisfor and with a community. Members
will help make long-lasting change in communities when they fit their work
to community needs and strive to include community members in what they
do.

Source:  AmeriCorps* Nationa Civilian Community Corps, Service-Learning Resource Kit. Washington, D.C.:
no date given.

While service-learning isincorporated into al Corporation for National Service programs,
one program -- Learn and Serve America-- isbased on it. Learn and Serve America uses service-
learning to integrate service into schools, which enables young people to serve their communities
through their classrooms. Through the K-12 program, service activities are part of a school
curriculum or community-based learning program, and through the Higher Education Innovation
Programs college students are engaged in community service.
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AmeriCorpsMembersas Adult Learners. Reminders

In designing training for AmeriCorps members, think of them as a special group of adult
learners. Consider the following:

1. AmeriCorps members are adult lear ner s who share some important learning
characteristics. Research has shown that adult learners typically:

° Bring to training a strong sense of purpose -- they tend to focus on how what they
learn can be used in redl-life situations (like their AmeriCorps assignment).

o Are self-directed and motivated, provided the training is relevant to their needs.

° Have considerable life experience that serves as an important resource for their
own learning and for other members of the group.

° React best to atraining model in which they are active partners, not passive
recipients.

FIELD-SENSITIVE LEARNING

Research shows that students prefer to learn in environments that are consistent with their
own personal learning styles. Recent research on multicultural education emphasizes that
many students, including racial/ethnic minorities, learn best through methods which are
"field-sengitive” -- capitalizing on human associations. However, much teaching and
training uses primarily methods which are "field-independent” -- individualistic and
competitive -- such as teacher questions to the whole group and individua work
assignments. "Field-sensitive" approaches like small-group cooperative learning and other
interactive methods such as peer teaching seem particularly successful with these learners.

See, for example: Carlos Diaz, ed., Multicultural Education for the 21st Century.
Washington, D.C.: National Education Association, 1992.
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2. Adult learners need varied learning opportunitiesto fit different learning styles. For
example, you might want to:

° Combine individual and small-group activities.
o Use both cooperative and competitive approaches.

° Use both inductive methods (building a model step by step) and deductive methods
(starting with the whole model and breaking it down into components).

° Apped to many senses and use multi-media approaches.

3. Experiential learning can address most of the needs and capitalize on the inter ests of
adult learners. The adult learning model is atype of experiential learning (see The
Experiential Learning Cycle, page 85) -- the only experiential component it does not
explicitly requireis"reporting” following "experiencing.”

4, AmeriCorps memberswill have a special interest in learning practical skillsthey can
use during their service assignments. Thisincludes both general skills useful regardiess
of their specific assignment, and project-focused technical skills related to their specific
duties. Skills need careful introduction so that the member both sees the whole skill and
understands its component parts. One way to approach the teaching of skillsisto use the
following steps, which relate to the experiential model:

° Introduce the skill to be learned (for example, how to plan and conduct a
community needs assessment), with background and rationale.

° Show the whole skill (what does a completed community needs assessment |ook
like).

° Show and tell by presenting the various segments of the skill (e.g., need to decide
on scope, identify information sources, prepare questions or areas of inquiry,
gather information, aggregate and analyze information, write results). If you
understand the needs assessment process, you can divide it into major segments
and explain what goes into each and the logic behind this.

° Check the group's under standing; ask questions, and provide for initial use of the
developing skill (for example, have the group describe ways to gather
information).
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° Provide for practice; have small groups prepare and present a plan for conducting
acommunity needs assessment; have them critique each other; answer questions
and provide hints.

° Provide an opportunity to use the whole skill if possible -- e.g., conduct an actual
limited needs assessment as part of the PST.

Conclude and summarize; provide hints and re-emphasize the main points.

Avoid situations which

may discourage
learning, such as:

Mosaica
for AmeriCorps

Providing direct,
public criticism
without first being
sure that members
have the salf-
confidence to be
comfortable with
such criticism.

Expecting
members who
have been out of
school for years
(or who had
negative school
experiences) to
take paper-and-
pencil tests or
write documents
for sharing with
other members.

Duplicating what
may have been
negative
classroom
experiences.

RESOURCES:
REFERENCE ON ADULT LEARNING

For a practical summary of adult learning research
and its practical implications, see Susan Imel,
"Guidelines for Working with Adult Learners," ERIC
Digest No. 154. Available from the ERIC
Clearinghouse on Adult, Career, and Vocational
Education, 1900 Kenney Road, Columbus, OH
43210-1090. It is aso available from the AmeriCorps
clearinghouse:

National Service Resource Center
ETR Associates
P.O. Box 1830
Santa Cruz, CA 95061-1830

Telephone: (800) 860-2684 or
(831) 430-9471
TTY: (831) 461-0205
Fax: (831) 438-3618
E-mail: jenniferr@etr.org
Website: http://www.etr.org/NSRC

Expecting their full attention when personal or family needs have not been met.
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6. Assess member needs before and during the PST; members may be morevaried in
their knowledge and experience than many groups of adult learners. Y ou might:

° Send a needs and skills assessment to members before the PST, and ask them to
bring it with them, for sharing in an early session, or send it ahead, so results can
be aggregated before the session.

° Ask members several times during the PST to provide feedback on the extent to
which the PST is meeting their needs; be sure to make changes if the answer is
"little" or "not at al."

7. Thefirst impression isvery important for most adult learners; plan a strong first
session. Unlike many classroom students, AmeriCorps members are present by choice.
Use your most effective trainer and some activities that have been well tested. An
exciting, well planned, substantive first session sets a positive tone for the whole PST.
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An Introduction to
Cooperative Learning Techniquesfor Adults

BACKGROUND ON COOPERATIVE LEARNING

Cooperative learning recognizes that alearning activity includes both content and
structure, and provides some practical structures which are useful tools for trainers.

Studiesindicate that many individuals, both youth and adults, learn better in
cooper ative groupsthan in individual competitive situations. Thisis particularly likely to be
true for adult learners, who prefer to be active partnersin their own learning. U.S. studies
indicate that people from many cultures learn better and are more comfortable in cooperative
learning settings than in more traditional educational settings.

Cooper ative lear ning promotes positive inter action acrossracial and ethnic lines.
Studies of school-age children show that having students talk and work together on meaningful
structured tasks provides familiarity and contact which may not often occur in other settings.
Federal consultants on race relations have reported that when they go into high schools with high
levels of violence and race relations problems, they typically find lecture and teacher-controlled
classroom formats. Students may sit next to each other all year but never talk or work together.
They advocate changes in instructional strategies as part of race relations efforts.

Resear ch indicates that cooperative learning issuperior for proble