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10b. Notes - Lesson Preparation (schools/3rd level/companies) 
CHAMPION / FACILITATORS :

Wifi for Learners  -  This is essential  - 121digital is an internet based course. Please check that wifi is working and be sure that you have the correct network name and password. Identify the person to be contacted in the event of a failure of wifi. Have an agreed way to find him/her (mobile number, etc.) in an emergency.
Has all 121digital documentation been printed or copied in the quantities recommended  and stored in an expanding folder/concertina folder ?
How will extra copies be made if they are needed during a lesson ? Who is authorised to go to the school office/admin office for help/copying/loan of a stapler/sellotape, etc. ?
Where will the expanding folder be stored between lessons ? Will the Administrator/Facilitator be permitted to access this file and bring it along before every lesson ? ... and return it for storage, after each lesson ?
How can we sow seeds to attract new Learners ? Spread the word early and continuously - this prevents the need to scramble to fill courses at the last moment. Learners need advance notice to book a course. Make reference to a 'waiting-list' for Learners. To spread the word - make use of :
· Social Networking (Facebook, etc.)

· Email circulation list for sending a poster (please print and display …). See template supplied

· School  Website

· School  Newsletters

· Notice Boards

· Group text messaging to Parents *

*Can we pitch to parents ? … Some schools send an SMS/text message to parents to notify them. Parents can help to find Learners or be Learners themselves.
School Calendar - ask for a copy of the School's Calendar of events. Refer to this when announcing the dates of lessons - watch out and avoid clashes with TY activities/bank holidays, etc.
Avoid choosing Mondays (am and pm) and Fridays (pm).

When a Tutor's Learner is absent  .......  Agree with TY co-ordinator that a Tutor goes back to class, if their Learner is still absent 20 minutes after the lesson start time. Idle volunteers will disrupt the lesson for others.
Use the template provided, i.e. the 121digital poster/notice ............. to display in the school / outside the school and to email to interested groups.
At some schools  visitors  must .... SIGN  IN ..... and ... SIGN  OUT .  Remind Learners to sign-in/out.
Buddy system for Learner to Learner practice/during this course/commitment to respond.

Announcement : For a public meeting like this we must do a formal announcement of  DIRECTIONS  TO  TOILETS  AND  FIRE  ESCAPES. (In schools ask for a volunteer to prepare an announcement and deliver it the at the first or second lesson.
***  Remind Tutors to stay for the wrap-up session after Learners depart   ***

ADMINISTRATOR :

N.B.  Important to : Support and guide the Administrator in the tasks on the Administrator Notes.
During each lesson - Send updated Roll Call sheet to  fintan.mulligan@121digital.ie with a copy of any NEW Learner Enrolment form(s).
ALL forms are stored by the Administrator - ONLY the Getting Started book  is borrowed by the Learner for the duration of the course.  Also, a Reminders List is available for Learners to take away.
***  Wrap-up session after Learners depart   ***

TUTORS :

During lesson 1 - get to know your Learner / let them get to know you – please focus on this in the first lesson

If in doubt or not sure what to do .............. ASK the Facilitator for help - Don't hesitate.

Rovers are there to support you, the Tutor. Ask for help. You can learn on this course, too.

While the Learner completes the Learner Enrolment form - ask him/her .... "may I look at your (device) laptop/tablet /smartphone while you complete the form, please ? "

The Facilitator will send alerts/reminders to Learners via Webtext, from time to time. It is not practical to phone Learners, individually. 
ALL forms are stored by the Administrator – Only the Getting Started book is borrowed by the Learner
Tutors, please, re-read your training notes, after one or two lesson, to refresh your training.

***  Wrap-up session after Learners depart   ***

LEARNERS :

Any problems ? …. ask - don't hesitate. We are here to help.
YES - be prepared to be shocked ... by how much YOU can learn on this course. It happens all the time !!
Spread the word about 121digital .............. We maintain a waiting list for the next course
How much practice will you do ? .... this FREE course will end soon... 
Decide what weekday(s) you will practice and what time of day. Switch off your phone/doorbell, etc. to avoid interruptions - Your practice is essential.

What will prevent you from practicing ? Make plans to avoid distractions.
Parking at the school........ OK ?  ... ask, if you are experiencing any difficulties - perhaps we can help.
Did you bring questions in your Note Book ? Write more questions ....keep writing ... both questions and answers. At the end of your course - you will have your 'own, unique, personal, HANDBOOK' !!
Leave ALL forms with the Administrator – You are invited to borrow a Getting Started book for the duration of the course. Please remember to return it for our next Learner. Thank you.
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