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Training  Notes  -  Facilitator (Local Organizer)
Dear Facilitator,

Thank you for joining the 121digital team. I hope you will enjoy this new experience. Please ask for help. 121digital is here to support you.

Your role is to facilitate and organise. You are not expected to be knowledgeable in the use of digital devices – you have a roomful of experts ! … make sure to delegate.
Role : To understand and expedite the 121digital program as set out in the document entitled '2. Method 2018 - 121digital Courses ... ' by :
· Facilitating the sharing of digital skills by your team of volunteers with their Learners
· Channelling the digital skills of Tutors
... this involves delegating tasks to Tutors and the Rover.  If you, as Facilitator, engage in solving a query for a Learner - then, you are distracted from overseeing the group and supporting all other Learners and Tutors. You also dis-empower the Tutor(s) ... Please delegate ...
· Co-ordinating the voluntary work of Tutors
... while doing this in a safe environment and in a way that allows Learners and Tutors to have fun and Learners to learn from a person several generations younger
· Supporting the Tutors in the use of the Tutor Guides documentation
...  this means encouraging Tutors to work with the 17 Tutor Guides 
· Supporting the 'Rover' who is a roving resource to address the more challenging topics. Tutors are encouraged to call the Rover for help, when required. The Tutor stays with their Learner and he/she can also learn new skill when the 'Rover' is asked for advice. The Tutor learns more quickly than the Learner and is then empowered to teach the Learner, through repetition and demonstration.
Ideally,  the Facilitator is trained, face to face, by 121digital. These training notes  provide a practical alternative when face-to-face training cannot be accommodated. These notes should be read/studied, before training and after the first lesson for Learners, to guide the Facilitator in his/her role.
Terminology : 

· Tutor  - (that’s you !) - the volunteer who will tutor one Learner

· Learner – that’s the local adult seeking digital tuition

· Rover - one volunteer Tutor who is suited to helping Tutors who are unable to answer a Learner's question. The Rover needs to be one of the most digitally skilled Tutors in the group of volunteers.

· Administrator (this role is optional. It may be fulfilled by the Facilitator(s)

· Facilitator(s) - Local Organiser(s) who manage each lesson

· Champion - the Co-ordinator in a school or college who is the main contact person in the organisation for the 121digital program.

Course Details :

· Courses are, ideally, 7 lessons and of duration 80 minutes (in schools) i.e. 8 hours per course (or 5 lessons of 2 hours each - in colleges/companies). Course duration is 10 hours.
· Lessons are usually once per week at/on the same weekday/at the same time of day. Mondays are least favoured, followed by Friday afternoons.
· A preamble (5 minutes) and wrap-up (5 minutes) with volunteer Tutors (in schools) is recommended. 
· Most of the lesson time is spent in the 'Tutor-Learner' format (one-to-one) : hence '121digital ' 
· The Facilitator manages the lessons. He/She makes announcements of common interest to all at the beginning and end of each lesson and as relevant during the first lesson of each course. The Facilitator keeps a relaxed control of proceedings and supports the novice Tutors and Rover, encouraging, confirming, acknowledging (and challenging each TY volunteer, in schools).
· When a Learner asks a question, which is specific to them, while the whole class is listening - Please, do not allow it to distract the whole class - Instead, answer the question later, directly, when you get to speak with that Learner/Tutor. If the question and your answer is of general interest - you can then bring it to the attention of the whole class.

·  Learners are invited to take the lead at the last lesson by sharing a skills or skills with their Tutor or to relate a story, about their own life - a true story about when they were the age of their Tutor (approx). This is a very important and popular part of the program for young and old and it fits into the last lesson and makes the 121digital program into a 'teaching & learning across the generations' experience. 

Setting the Scene :

· Enjoy all your involvement in the 121digital  program – it's FUN

· Give the Tutors confidence that it's FUN and that they will enjoy it

· Be transparent (in school)with the school management – keep management informed

· Ask for help – schools are keen to support the 121digital  program
· Schools will help with the printing of 121digital documentation, when requested. Give the school enough notice.
Program Funding for 121digital :

This 121digital course is funded by the Dept of Communications, Climate Action and Environment (DCCAE) and in order for your Learner to qualify to have their course paid for they will be required to :

· complete a Learner Enrolment form (Learner's first lesson)
· follow the course training course guidelines (see DCCAE list below)

· complete a Learner Feedback form and submit it online at 2nd last lesson
The Winning Formula :

· One-to-One tutoring is the secret … hence the name "121digital"
· The Tutor always asks the Learner “what would you like to learn today ?"
· ..... as a result – the Learner is listening (and ready to concentrate, understand and remember ... not to mention practice ........more about the importance of practice later)

· Usually, the Learner is not well known by the Tutor. Initially, the interaction is a little formal. In time, the formality is replaced with understanding, respect and friendship. Patience is demonstrated throughout

· The tempo of the lesson is pitched to the individual Learner … another key element of the success of the 121digital program
· Occasionally, Learners will miss a week or even two but they will not fall behind and give up/leave the course (often a problem in group training) because their lesson will not happen in their absence (this is the beauty of ‘one-to-one’ tutoring). This is another key element of the success of the 121digital program
· In 121digital lessons in schools the clock is not ticking (i.e. the Tutor is on school time) –  this helps the Tutor to be patient

The emphasis in the first lesson is for the Tutor to get to know their Learner and for the Learner to get to know their Tutor. 
Ask your 121digital  Champion for a room with the necessary facilities/access :

· Top of this list of facilities is Wifi access for smartphones/laptops/tablets.  This is a MUST  ... No Wifi = No lessons  – unreliable wifi will frustrate all participants. Good planning is essential to avoid disappointment.

· Space for 19 or 20 tables.

·  Ground floor location (unless an elevator is available) – near to exits/toilets

· Option to offer tea & coffee - preferably, during the lesson.
· (in schools) Plan for the hospitality team to meet the Learners at the front door, for the first two lessons, with notices (laminated) with the words  ‘121digital LESSONS' 
· Agree how best to communicate with the Champion : is it best via email/text or voicemails ? Waiting for answers from the Champion makes the  121digital program inefficient and look disorganised. Find and agree the best method of efficient communication.
Before making changes – please inform the Champion – the more transparent your actions, as Facilitators, the better. Remember  121digital  is a guest in the school, as are the Learners.
Establish the procedure for photocopying 121digital  material(s). Make contact with the school secretary and explain that the 121digital  Administrator will need to visit the office for support from time to time. Get buy-in from the Champion for this.

DCCAE  Training Guidelines to Qualify for Funding of FREE Courses

Training courses to be delivered under this funding comprise two core programs, as outlined in the table below. Relevant resource material and interactive demonstrations are available on the Age Action Ireland website at the secure website : https://www.ageaction.ie/how-we-can-help/getting-started-computer-training/getting-started-tutor-and-learner-resources  

The DCCAE logo and 121digital logo, both above) are to appear on all publicity of 121digital courses funded by government. Copy the logos from the top of this document
	Program A - Productive Use of Digital Skills (6 hours)
	Program B - Lifestyle Choices (4 hours)

	
	

	Each Learner receives instruction in :
	Each Learner chooses 2 (or more) topics :

	
	

	· introduction to the internet
	· specific government online services

	· internet safety & security
	· social media

	· email
	· video, TV  & radio

	· search engines & websites
	· shopping online

	· online government services
	· instructional videos on YouTube

	· conducting everyday transactions 
	· online banking, including the process and security safeguards

	· online voice & video calls  
	· digital photography

	· use of 'Apps'
	· revision of one or more of the topics under Program A


Learners are encouraged to share at least one skill learned with a friend or colleague.
Dear Facilitators,
 121digital is keen to get your input and ideas for 121digital courses (what works well & what doesn’t). What tips can you suggest ? Please share your ideas – for the benefit of all participants.
Thank you for your enthusiasm and organisational skills which will support our Tutor volunteers to share their knowledge and skills for the benefit of our Learners.

With every good wish for your enjoyment of this voluntary role with 121digital.
Fintan Mulligan

Program Manager/Founder

121digital   

'sharing digital skills'
September 2018
 "121digital has given me a window to my world (on the internet) and 
helped me to overcome loneliness and isolation - Thank you"
(feedback from a former Learner)
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