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7a. Champion's Tasks 
This is a list to remind the 121digital Champion when preparing for each 121digital  lesson - please amend it to suit your own needs as the course progresses.
Priority :
· Wifi : Put in place the necessary Wifi to support all Learners - Test it and ensure that it is reliable. 121digital courses are about the internet, so, Wifi failure is a big issue and leads to frustration for  all participants. DISPLAY  THE  WIFI  NETWORK  NAME  &  PASSWORD  on the whiteboard for ALL to see.  Know the mobile phone number of the IT expert as backup in case connecting to the wifi fails !! ... Plan B.
ESSENTIAL  REPORTING :   (mandatory to qualify for 121digital's funding)
· The Dept of Communications, Climate Action and Environment (DCCAE) has instructed that this shortened Learner Feedback form be completed and submitted 'online' in future. This will simplify the workload for course organisers because the Learners will do this part of the necessary reporting with the help of their Tutor. Guidelines are set out for you in the document entitled '2.  Method (2018)- 121digital  Courses  ...'
·  ALL reporting guidelines are in the same document referred to above.
· At the earliest opportunity - it is recommended to engage Facilitators (in schools - invite parents to volunteer as 121digital Facilitators. In 3rd level colleges invite a capable/enthusiastic  student or member of staff). This will provide you with assistance to run courses and ease the pressure on you.  It is recommended, from experience, to engage 2 Facilitators to share the responsibilities. 
· Start advertising your course from the earliest time possible. It takes time to inform the public, especially for your first 121digital course. EVERYONE knows potential Learners, so using social networking is very effective (especially Facebook).  See ideas for finding Learners in the 'Lesson Preparation' document. Advertise strongly - try to fill the course places AND fill a waiting list, too. Having a waiting list takes the pressure off you.
· Share out the responsibility of finding Learners. DO  NOT  RELY  ON  your volunteers to find Learners - they do no, yet, understand the full benefit to Learners and they are not yet confident of their ability to teach.  Invite everyone in the school/university  to talk about the new course. Advertise on notice boards. Use the Poster template (MS Word format) supplied by 121digital to advertise your next course (available to download from www.121digital.ie - Send it to all contacts on your circulation list ideally a minimum of 4 weeks prior to the course commencement. Request that it be displayed until 2 weeks after the start date of the course. Learners can start this course one lesson or two lessons late (because Learners will be assigned one Tutor each).

The circulation list will, ideally, include : all local church offices, active retired groups, post offices, libraries, clubs, groups, local notice boards, the local ICA guilds, IFA, Mens Sheds, etc.  Keep adding to the list over the months/years.

Inform the local newspapers and ask for air-time on the local radio to promote your courses. Ask 121digital to help with radio interviews.

DO  NOT  DEPEND  ON  YOUR  NEW  TUTORS  TO  FIND  LEARNERS … THEY  WILL  NOT  HAVE  THE  CONFIDENCE  IN  121digital  UNTIL  THEY  START  THEIR  TUTORING.
· When booking Learners  on to your course : Remember to say ...

· Please commit to attend every lesson - your Tutor will attend every lesson.

· Bring your own laptop, tablet, smartphone.

· Write (your) questions in a LARGE note book - leave space for the answers/notes.

· Help the course Administrator (in schools)to prepare his/her Administrator's Folder which is essential to the efficient running of each lesson/each course. See 'Administrator Notes' document for details. Alot of the preparation can be delegated to the Administrator if they are suited to the role. A capable/enthusiastic Administrator can do this extra work for the Champion/TY Co-ordinator as a work experience project. 121digital will sign-off the work and provide a reference based on the quality of the administration and reporting.
· As 121digital Champion, it is recommended that you are actively involved , if possible, in the running of the first 121digital course at your training centre. This gives you a full understanding of the role of the Facilitator(s) who will, then, take over and run subsequent courses.
· Print the required quantity of every form listed on the '2. Method (2017) - 121digital Courses ...' document.  (better a couple of extras copies than too few ...)
· Decide the date of each lesson and insert these dates on the Roll-Call page (see yellow highlight). Each Facilitator should keep a copy of an up-to-date Roll-Call page for their information, throughout the duration of the course.
Keep track of these dates during the course and inform all if a lesson date changes.

· Constantly advertise  121digital   lessons to  potential  learners and keep a 'waiting list' of names/mobile numbers for the next course. 121digital courses are FREE. Keeping a waiting list and talking about the" waiting list" gives lessons a tangible value. Third level colleges should, also, keep a waiting list of Tutors. 
· Waiting lists allow you to quickly fill a Learner or Tutor place in the event of a late cancellation ... AND ... to have a head-start when filling places on your next course.

· Pairing Tutors with their assigned Learner : See doc 8b in Downloadable documents at the link  http://www.121digital.ie/facilitators.html 

Optional : 

· Prepare certificates for Tutors, the Administrator, the Rover(s), Hospitality team and Learners (optional). Templates (MS Word format) are available to download at the 121digital website link  http://www.121digital.ie/facilitators.html 
· To guide new Learners arriving for lesson 1 and 2 of each new course - prepare  welcome notices  '121digital   LESSONS' with logo and laminate them. The Hospitality team can 'meet 'n greet' Learners in the car-park and at the Reception desk.
· It is advisable for Learners to congregate at the Reception or elsewhere .... NOT in the 121digital classroom. You will need to be very clear to prevent Learners arriving early/before you and your volunteers are ready. At the appointed time (i.e. the advertised lesson start time - send the Hospitality team to bring the Learners to the classroom). If you let Learners in early - you will regret it - they will come EARLY for EVERY lesson !!
· A group photograph of volunteers with (preferably) or without Learners is a good way to acknowledge the work of volunteers. Publish the photo on your website/newsletter/etc.
· Take lots of photos during the course - they are useful when we get newspaper coverage and for school/university notice boards and magazines/e-zines. Please share your photos and videos with 121digital  (for website, media, etc.).  Names of those in photos are never recorded.
· Make arrangements for Tea & Coffee - Best served to Learners / Tutors as they work. Stand -up tea & coffee and tea/coffee served in a separate room or at only one table will result in all Learners standing/talking together in a separate group SEPARATE  from your volunteer Tutors !!
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