Appendix A - Supplemental Learner Material: Train the Trainer

Instructor Tool Kit

(F2F, VI) Course instructional materials - Prepare/review 2-4 weeks prior to class starting and double
check you have items 1-2 days before class starts:

Instructor Guide

PowerPoint slides (print/online)

Textbooks or sample reference materials

Video links (scheduled and extras)

USB drive (with content and extra space to transfer files)

Instructor-prepared items - Prepare/review 2-4 weeks prior to class starting:
e Lesson Plans
Social Media (LinkedIn) Profile and Biography (if required)
Effective Training Lesson Preparation
Key Presentation Delivery Skills
Personal Development Plan
Standardized ASCM instructor evaluation form or link to the online version

Course-specific information - Prepare/review 1-2 weeks prior to class starting:
Syllabus (or Welcome Letter for some courses)

Learner contact info (if class is canceled or delayed)

Contact information at course location (for maintenance or other issues)
(F2F) Handouts (master copy) and Handouts for class (posted links)

(VI) Handouts (posted links) and Handouts for class (posted links)
ASCM Dictionary access and/or App (if applicable)

Exam Content Manual access (if applicable)

Equipment *- Test items 1-2 days before class starts)
Classroom Equipment (F2F) Virtual Equipment (VI)
e Laptop with Internet access e Quiet, distraction-free workspace
e USB cable e Laptop/PC (and a backup for the laptop
e USB Type-C adapter or PC, or a tablet)
e HDMI cable or cable converters e Internet access (and a backup ethernet
e Remote mouse or clicker cable or hotspot)
e Speakers for laptop e Monitors (two or more - can be a
e Spare batteries (for equipment) monitor/tablet, etc)
e Clock or timer (can be online) e Appropriate lighting
e Power strip and/or Extension cord e Microphone (best: cardioid condenser
microphone)
e Web camera (best: full HD)
e Online countdown timer
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Supplies and extras - Double check for items 1-2 days before class starts

Classroom (F2F) Virtual (V1)

e Bell(s) e Online collaboration tools

e Calculator(s) e Breakout rooms

e Pens, Pencils e Chat functionality

e Dry erase and flip chart markers e Online whiteboard

e Post-It! Notes (variety) e Virtual Sticky notes

e Blue Safe-Release Painter’s Masking e \Virtual annotation tools
Tape e Online Activities

e Colored highlighters e Online spreadsheet or calculator (for

e Scratch paper exercises)

e Fidget toys *

ASCM information - ASCM information that some learners may be interested in:

ASCM website or ASCM Support contacts (website, email, and phone)

ASCM Dictionary App (Google Play or Apple App Store instructions)

Local Partner or Training Provider contact information for additional education and professional
development topics

* Additional Explanation

Equipment: (F2F) The host facility may provide reliable internet connection, USB Type-C
adapter, USB and HDMI cables, speakers, extension cords, etc., however, it is best to bring the
core items you will need in case they are missing, incompatible with the instructor’s equipment,
or do not work. (VI) For a virtual class, you may want a backup computer such as an assistant’s
computer or a tablet. For internet connection backup, you might want an ethernet cable or a
hotspot. It would also be handy to have emergency contact numbers for reconnections.

Fidget Toys: Fidget toys are kinesthetic learning tools that help to promote a relaxed, playful
mindset.

o

For kinesthetic learners, fidget toys improve focus and engage the whole brain and
provide stress relief for all learners. Examples of fidget toys include stress balls, doodle
pens, and spinners. Allow learners to either take the toys after use or sanitize/clean the
toys between use.
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