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Room Set-up

Due to the participative nature of this course it is important to set up the roomin a
manner that facilitates smalf group work. An example, would be round tables that
seat 5 to 8 per table. If that isn't possible, the instructor can direct people to orient
their chairs so that they are facing one another. If the number of participants is
relatively small, a U shape may be effective; where half the participants move inside
the U to do group work.

PowerPoint (PPT) and Participant Manual

The PPT and Participant Manual are designed to be used together. They should
not be used independently of each other.

The PPT presentation was designed to be visual and stimulating. It is advisable to
review the slides several times to become familiar with them.

NOTE: You will not have access to the instructor’s notes when the PowerPoint is in
slideshow mode. Therefore, you will need to decide in advance to:

¢ teach to the Instructor’s Manual that contains the same notes as the PPT and
copies of the activity worksheets;

» print out the notes; (activity worksheets are NOT included)
* or memorize the material so that you do not need to refer to the notes.

The Participant Manual

Every student should be given a Participant Manual that includes all of the
information that is in the PPT slides. They should refer to it as you go through
the PPT slides and exercises. All of the activity worksheets are contained in the
Participant Manual as well, and students should write directly onto them.

Encourage students to write answers in all of the worksheet spaces because it is
a good way to learn the material. We have tried to make this easier by numbering
each activity and listing the page number in the Participant Manual to be used.
There is also a glossary at the end of the Participant Manual. Point that out to the
students. Mention that the manual will serve as a reference they can use after the
course. There are also links to websites, resources, and related materials in the
back of the manual.
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Activities and Small Group Discussions

This course contains 7 activities, of which many are small group
activities. There is an icon on each PPT slide that coincides with
activities in the Participant Manual.

As the facilitator you will need to help the class divide into an appropriate number
of groups. For example, if there are 20 in the class, you could divide into four
groups of five. You will also have to decide if the groups should be organized
based on certain characteristics such as a) all from the same workplace; b) all in
the same occupation; or c) a mix of experienced and novice workers.

Make sure the groups know which page of the Participant Manual to work on and
how many minutes they have to do the task. It is also important to emphasize
that they need fo select one person to be the recorder/ reporter for the report
back. Ask if there are any questions before they begin. It is a good idea to walk
around the room and observe the groups and make yourself available if they have
questions. Make sure everyone is engaged and participating in the activity.

Keep in mind that some of the questions are open-ended and may have different
responses. It is important to allow students to present their solutions. As long as
they defend their solutions well, it may just be one of many correct ways of dealing
with a problem. As the instructor, you want to clarify and emphasize the subject
matter. Also, it is advisable that during your preparation to deliver the course, you
complete each activity in the Participant Manual on your own, providing your own
answers to the exercises. This will give you a better understanding of the course
and give you at least one “correct” example. Keep the student manual that you
completed as your own, as well as the instructor manual, and use them to record
notes and improvements or your own methods for presenting the course.

In this Instructor Manual, there are answers provided to each question.

Sensitivity

Instructors should be aware that some of the activities and discussions may trigger
a traumatic memory or strong emotional response among participants. It is normal
for participants to express emotion when discussing these experiences. However,
it is important that if and when a strong emotional response is encountered, that
you address it with sensitivity and care. Listening and expressing your support

are fundamental. Never discuss an individual’s private issues publicly in a training
program. If the person needs to be re-directed, you many have the class take

a break so that you can speak privately to the individual and try to help them to
obtain a referral, as needed. This type of interaction is not a common occurrence.
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Use and Design of PPT Slides

1.

Slides are an appropriate visual aid for the program. However, there are many
times when having NO visual aid would better serve the presentation. To get
the student’s attention away from the slide, you can darken the screen by
hitting “B” for black, on your computer keyboard. Do this when you want the
class to look and listen to you. Hit B again when you want to bring back the
image. “W" works the same for a white screen.

The success of the presentation hangs on the students understanding the
content. Ask questions of the group to affirm they understand what you
are saying. For example, “Are there any questions about the meaning of
resiliency?” or “Can you provide an example of a traumatic event?”

The slides projected during the presentation do not have as much text on
them as the Manual does because too much text on slides is tedious for the
learners.

Caution: Don't face the screen and read your slides. The bulleted information
on the slides should be supplementary to what you are saying. Refer to the
Instructor Notes or Instructor Manual for detail. Use the slides to trigger your
comments or to pace yourself, The audience can read. Remember that your
slides are only there to support, not to replace your talk! If you read your slides,
the audience will get bored, stop listening and not get your message.

Finally, the primary purpose of the slides is to help the audience understand
the content, not to provide talking points for the speaker.

Allocated time

NIEHS WTP considers four hours to be the minimum time needed to effectively
facilitate this course, including activities and report backs. If the class has a
particular interest or gets a useful discussion going, adjust time as you see fit. If
you have to adjust the time, you should prepare in advance so that you and the
students are aware of the sections of the course that will be covered and omitted.
NOTE: This Instructor Manual has a suggested amount of time in the heading bar
for each section.
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Course delivery

Work hard to get the students involved; this may be the only opportunity they have
to learn about resiliency. If you find you are running short on time, you may have to
do some of the following to manage the time:

¢ Eliminate one or more activities;

* Assign activities so everything is covered, but no item is duplicated among the
groups. For example, if there are 15 questions and five participants per group,
have each group member work on only 3 questions each;

« Shorten report back time by having each group only give one response and
then ask the class if “anyone has anything to add.”; and

* Instead of doing small group, do the activity with the entire class.

if you have extra time, during the report back you can ask the other groups if they
have any additional comments, suggestions, or ideas based on the report back.

Training materials for course

Preparing the materials and set-up of the room is essential to a successful
program.

AV and classroom equipment

Laptop or PC for runnmg presentatlons

Projector/screen

Remote slide advancef

Two easels and paper

Easel paper (graph and plain)

Markers (various colors for activities and discussion facilitation)

NIEHS WTP Disaster Supervisor Resiliency Training Instructor Manual

NIEHS WTP Disaster Supervisor Resiliency Training PPT presentanon

Matenats for each stutiem and fal group actmtles -

NIEHS WTP Disaster Supervisor Resiliency Training Participant Manual

Note paper

Pens/pencils

Markers (various colors for activities) one set per group
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