RTI Implementer Series (RTI-IS): Facilitator’s Guide
 (
This 
Facilitator Guide
 
is designed to assist trainers in delivering the Implementer Series. The complete RTI Implementer Series modules include the following materials: 
Facilitator’s Guide
PowerPoint Presentation 
Speaker Notes
Activity Handouts
Videos
Training Manual
)
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Introduction 
The National Center on Response to Intervention (NCRTI) developed three training modules for mplementers of Response to Intervention (RTI). These modules are intended to provide foundational knowledge about the essential components of RTI and to build an understanding of their importance in RTI implementation. Although presenters may alter the sequence, the modules are designed to be delivered in the following sequence: Screening, Progress Monitoring, and Multi-Level Prevention System. Below is a summary of each module.
Module 1: Screening
In this module, participants will become familiar with the essential components of an RTI framework: screening, progress monitoring, multi-level prevention system, and data-based decision making. Participants will gain the necessary skills in order to use screening data to identify students at risk, to conduct basic data analysis using screening data, and to establish an effective screening process.
Module 2: Progress Monitoring
In this module, participants will apply previously learned skills to use screening data to evaluate the general effectiveness of the RTI framework and establish progress monitoring and intervention schedules. Participants will gain the necessary skills to use progress monitoring data to evaluate and make decisions about instruction, to establish data decision rules such as goal setting, and to establish an effective progress monitoring system.
Module 3: Multi-Level Prevention System
In this module, participants will review how screening and progress monitoring data can assist in decisions at all levels, including school, grade, class, and student. Participants will gain skills to select evidence based practice, to make decisions about movement between levels of prevention, and to establish a multi-level prevention system.
What is the rationale behind this sequence? Screening is recommended as an essential first step in RTI implementation. It provides information about which students need additional assessment (e.g., progress monitoring) and instruction (e.g., multi-level prevention system); information about the effectiveness of core instruction and curriculum; and data indicating school-wide and small group instructional needs. Progress monitoring provides additional data to confirm or disconfirm screening data and identify students in need of supplemental instruction. A strong progress monitoring system is essential to developing and sustaining an effective multi-level prevention system. Ongoing data is needed prior to and during supplemental instruction to determine student responsiveness and program effectiveness. 
This training is intended for leadership teams in initial planning for implementation of a district-wide or school-wide RTI framework as well as for those transitioning from traditional pre-referral models to a model of prevention. Modules are most appropriate for district teams, but can be modified for school-based teams.  Each team may include members who have authority over policies and policy setting, data analysis, and allocation of resources.  Recommended members include school or district leadership, like principals and RTI coordinators, as well as instructional leaders, such as grade level team leaders, specialist leaders, and reading/instructional coaches.  These trainings provide an overview of the essential components of RTI, opportunities to analyze school and district RTI data, activities to apply new knowledge, and team planning time. RTI implementers should plan to follow up with additional intensive training for advanced implementers.
This Implementer Series (RTI-IS) should be delivered by trained, knowledgeable personnel. 
[bookmark: _Toc292073047]Objectives
The RTI-IS Modules provide an overview of the essential components of RTI, opportunities to analyze school and district RTI data, activities to apply new knowledge, and team planning time. It is important to recognize that participants will need more support in implementing these practices beyond that provided in these modules. Ongoing coaching and follow-up professional development will allow participants to implement the essential components effectively.
Objectives for each module are listed in the beginning of each presentation, as well as in the Module Overviews found in Appendixes A, B, and C. It is recommended that presenters review the objectives with the audience. Presenters may want to remind participants that the content may be review for some, while it may be completely new to others. The goal is to create a common understanding among all participants before moving to more advanced content. Presenters may also want to mention that, for participants completely new to RTI, some of the information may seem overwhelming and that efforts will be made to point out essential information. 
[bookmark: _Toc292073048]Module Materials
The modules are designed to be presented by a trained facilitator who will use the PowerPoint presentation, speaker’s notes, and other material to present the module.  Each training module includes the following training materials:
· Facilitator’s Guide
· PowerPoint Presentation 
· Speaker Notes
· Activity Handouts
· Videos (Module 1 and 3 only)
· Training Manual
[bookmark: _Toc292073049]Facilitator’s Guide
The Facilitator’s Guide provides information for the facilitator about the objectives, delivery, and format of the modules.  The guide also provides information about how to prepare for delivering professional development and tips for training large groups.  Facilitators should review the Facilitator’s Guide and become familiar with all module content before presenting.  
The Facilitator’s Guide includes several resources that may be useful for implementing the modules, including the Module Overviews, which offer module-specific information for the facilitator. The Training Checklist, included in the Facilitator’s Guide, provides trainers with a checklist of actions to take before, during, and after the training. The Facilitator’s Guide also includes a sample Evaluation Form for eliciting participant feedback that can be used to strengthen future presentations. 
[bookmark: _Toc292073050]Power Point Presentation
It is highly recommended that teams participate in the training series in the following sequence: Screening, Progress Monitoring, and Multi-Level Prevention. The PowerPoint presentations are designed to build on learned knowledge from the previous module. Brief “Team Activities” are embedded in the PowerPoint presentations to give participants a chance to interact with the material and inform the facilitator of any misunderstandings. It is not recommended that the PowerPoint be printed for participants due to the size and animations on some slides. You may choose to provide parts of the presentation, however (i.e. slides on data-based decision-making). For participant handouts, we recommend providing a copy of the Training Manual available for each module (see below for more information).   
The Module Overviews, found in the Appendixes A-C, provide estimated presentation times for each PowerPoint presentation. The times allotted for each section are merely guides; please adjust the times according to audience needs and available time.
[bookmark: _Toc292073051]Speaker Notes
Detailed speaker’s notes accompany each slide. 
· Text formatted in standard font is intended to be read aloud by the facilitator.
· Text formatted in bold is excerpted directly from the presentation slides.
· Text formatted in italics is intended as directions or notes for the facilitator, and are not meant to be read aloud.
[bookmark: _Toc292073052]Handouts
Handouts, located in Appendix A of the Training Manual, are intended to help participants begin to synthesize and apply the content to their own contexts.  Facilitators should be mindful of participants’ level of implementation.  Some may have already completed certain steps previously and may need to review and evaluate the choices they made; others may be just beginning to make plans.  Depending on the time, participants may not be able to finish all of the handouts.  Presenters may recommend teams reconvene after the training to continue this work.  
Presenters may recommend that teams assign roles such as timekeeper, note taker, and facilitator in order to facilitate the completion of these activities. More instructions on how and when to use these handouts can be found in the Module Overviews in Appendixes A-C, the speaker notes in the slides related to the handouts, and on the handouts themselves.
[bookmark: _Toc292073053]Videos
Brief videos are embedded within some of the PowerPoint presentations to allow participants to hear practitioners talk about their experiences with the components of RTI.  In order to play the videos, presenters will need to have a strong internet connection and be able to connect to youtube.com, where the videos are housed.  Skipping the videos is not recommended as it is valuable for the participants to hear a practitioner’s point of view on the subject matter. 
Links to the videos are accessible from the Power Point slides and speaker’s notes, as well as from the Module Overviews.  Videos are available for Module 1: Screening and Module 3: Multi-Level Prevention System.
[bookmark: _Toc292073054]Training Manuals
The Training Manuals are provided for each module.  Training Manuals are intended to serve as reference guides that provide key information provided in each module.  The Facilitator should emphasize the information in the Training Manual within the presentation.  It is recommended that facilitators provide a copy of the Training Manual to all participants instead of printed copies of the power point slides.  The Training Manual is written in full sentences and will be more easily understood after the training.  The Training Manuals also include Handouts in Appendix A.
[bookmark: _Toc292073055]Delivery
The RTI-IS should be delivered by trained, knowledgeable personnel. One person may deliver the training in its entirety or two or more facilitators may chose to deliver the training together. Regardless of how many facilitators are delivering the training, it is critical that the facilitators review all materials before delivering the module. 
[bookmark: _Toc292073056]Who Should Attend?
The RTI-IS modules are designed for leadership teams considering or involved in RTI implementation.  The modules are most appropriate for district teams, but can be modified for school-based teams.  Recommended team members may include members who have authority over policies and policy setting, data analysis, and allocation of resources.  This may include school or district leadership, such as principals and RTI coordinators, as well as instructional leaders, such as grade level team leaders, specialist leaders, and reading/instructional coaches.  It is the role of the facilitator to communicate with the organizers of the training and provide guidance on who should attend the training.
[bookmark: _Toc292073057]Customizing for Different Audiences and Contexts
The RTI-IS modules may be tailored to participants’ needs and interests and used with a wide range of professionals, including teachers, administrators, researchers, LEA staff, SEA staff, and other technical assistance providers. 
In general, these modules can be customized by altering the
· order of the sections,
· time spent and emphasis placed on each section, and
· time spent on examples and group work time.
When planning to present the modules, think about the audience, their priorities and needs, and the schedule.  The focus of the presentation may also be modified by spending more time on certain sections or slides or by removing slides that are not relevant to the audience.  
Since facilitators will know their audiences best, final decisions on customizing the training are left to their discretion.  The facilitator may also want to change terms and examples within the presentation to ensure that it aligns with local terminology and technology.  For example, if a state refers to RTI as Response to Instruction instead of Response to Intervention, the facilitator may decide to change the language in the presentation to reflect the state’s terminology.  In addition, if a school, district, or state uses a particular data system, the facilitator may want to draw examples from that system.  However, when removing content be careful to ensure that participants have all the information necessary to understand the content in the remaining slides or modules. Module Overviews in the appendices A, B, and C offer additional suggestions for customizing the modules.
[bookmark: _Toc292073058]Shortening the module
While the modules are designed as full day trainings, it is possible to break the modules up into smaller sections to address scheduling constraints. For example, presenters can use the presentation time guides provided in the Module Overviews to shorten modules to fit various schedules. The modules can be presented over time, such as monthly faculty meetings or by breaking the modules into 1 hour, 2 hour or half day presentations.  Slides and sections can also be deleted or shortened depending on the goals, focus, and audience of the presentation.  
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Think-Pair-Share opportunities are embedded throughout each of the modules. It is a strategy designed to enable participants to relate to a topic and to formulate individual ideas by allowing them to share their ideas with other participants. Rather than using a basic recitation method in which a trainer poses a question and one participant offers a response, Think-Pair-Share encourages a high degree of participant response and can help keep participants on task.  Using a timer may help keep this activity brief and maintain structure.
Why Use Think-Pair-Share?
· “Think time" increases quality of participant responses. 
· Participants become actively involved in thinking about the concepts presented in the lesson. 
· Research tells us that participants need time to process new ideas in order to store them in memory. When trainers present too much information in a single block, much of that information is lost. If participants are given time to "think-pair-share" throughout the training, more of the critical information is retained. 
· When participants talk over new ideas, they are forced to make sense of those new ideas in terms of their prior knowledge. Their misunderstandings about the topic are often revealed (and resolved) during this discussion stage. 
· Participants are more willing to participate in the small group activities because there is less pressure than in the large group.
· Think-Pair-Share is easy to use on the spur of the moment and with large groups. 
How is it Done?
Ask participants to:
1. Think about a particular topic. Give participants approximately 20 seconds.
2. Pair with your neighbor/table.
3. Share with your neighbor/table. Give participants approximately 2-3 minutes. 
 If time allows have 2 or 3 pairs/tables orally share their lists with the entire group.
[bookmark: _Toc292073060]Preparing for Training Day
Successful delivery of professional development requires detailed planning. It is recommended that trainers meet with the organizers several weeks prior to the training in order to 1) gather more information about the audience members’ needs and priorities and past experiences with the content, 2) identify related tools or procedures currently being implemented, 3) verify the agenda and training outcomes, 4) confirm training logistics, and 4) communicate technical requirements and provide a list of materials needed. The Training Checklist found in Appendix E can assist trainers in preparing for and completing training activities. 
[bookmark: _Toc292073061]Strategies for Training Large Groups
While presenting to large groups can be exciting, it can also create challenges for some trainers. The following strategies can help both the inexperienced and experienced trainers effectively manage audience questions, gain audience attention, and deal with disruptions.   
[bookmark: _Toc292073062]Know the Audience
It will be easier to meet the needs of the audience if the facilitator knows their roles and familiarity level with RTI.  It can be helpful to have a discussion with the session organizers prior to the day of the presentation about who will be attending.  Using this information, the facilitator can tailor the presentation appropriately to meet the needs of participants.  On the day of the training, begin by polling the audience to see who is in the room.  In the “What is RTI” presentation, we suggest starting off by asking participants to share their existing knowledge of RTI.  This can help the facilitator assess what the audience already knows, and where misconceptions may lie.  Having knowledge about the audience will help the facilitator emphasize critical points during the presentation.
[bookmark: _Toc292073063]Helpful Strategies for Addressing Questions 
Parking Lot. Consider using a ‘Parking Lot’ to store questions during the presentation.  This strategy allows participants to ask questions without disrupting the flow of the presentation.  It also gives the facilitator a chance to sift through potentially difficult questions and think about the best way to address them.
How is it implemented?
1. Place a few large pieces of bulletin board paper around the room.  Label each as a “Parking Lot.”  
2. In the beginning of the presentation, tell participants that if they have a question at any time, they should write it on a post-it note and post it to one of the Parking Lots.  
3. At the end of a section, or during a break, collect questions from the Parking Lots and think about how to respond to each question.  
4. Read or paraphrase the question to the group, and answer the question after the break.  
Share Personal Experiences. Using personal examples provides an excellent strategy for answering questions and explaining material.  Because there is significant variability and many different ways to design RTI frameworks and implement RTI based on the school and district characteristics, rather than providing information as required or a given, it is important to frame the information as “this is one way that this has been done” or as “I have seen it done this way”. 
[bookmark: _Toc292073064]Strategies for Responding to Difficult Questions
When presenting to a large group, presenters may be asked to address difficult questions on the spot.  Presenters may limit the amount of difficult questions by 1) communicating clear expectations, 2) providing the agenda and goals for the day at the beginning of the session, and 3) providing basic guidelines for when and how questions will be addressed throughout the training. It should be clearly articulate the types of information that will be covered in the presentation in order to deter off-topic questions and limit participants from asking questions on material that will be addressed later in the presentation. 
Some general tips for addressing questions during the presentation include: acknowledging all questions, being sure that everyone heard the question by repeating it, and being honest and answering questions directly.  Presenters should feel comfortable answering with “I don’t know, but I can try and find out” if the answer is unknown.
In many cases, it may be more helpful to guide a participant through the process of answering their own question instead of automatically providing an answer.  Challenge participants to think through their questions by asking them prompting questions.  For example, participants may ask if a specific assessment used at their school, like a pre-test in a textbook, is considered a screener.  Instead of responding with a yes or no answer, prompt them to apply knowledge from the presentation by asking, “What do you use this test for?  What information do you get from it?”  If the participant says that they use the test to determine which students are at risk, they may be using it as a screener.  If they say that they use the test to see which concepts students need to learn, they may be using the test as a diagnostic.
The following are specific types of difficult questions that presenters may encounter along with strategies for addressing them. 
1. Off-topic Questions 
Off-topic questions may include questions asked about material that will be covered later in the presentation, questions that pertain to a particular school or situation, or questions about different components of RTI or material that isn’t a focus of the presentation. 
· If the question relates to material that will be addressed later in the presentation, presenters can briefly provide a response, if appropriate, and then let the participant know that the topic will be discussed in more detail later. 
· If the question is about a specific example (e.g., at my school…), presenters should try to restate the question more broadly so that it is relevant to everyone. If the question can’t be broadened, presenters may recommend to the participant to find them after the presentation or during a break. 
· If the question is not related to the material being presented, remind the audience of the focus of the presentation and direct the participant to a relevant resource to learn more. For example, if a participant asks questions about interventions during the screening module presentation, let them know that this presentation is focused on screening and that a subsequent presentation will provide more information on selecting evidence based interventions. Participants should be referred to resources, such as the NCRTI website (www.rti4success.org) where they can learn more information in the interim. 
2. Questions That Never End
There are times when participants or a single participant ask a barrage of questions. One way to address this without being confrontational is for presenters to answer each question as briefly as possible. Answers can be limited to one breath in length. By not expanding, presenters limit the information available to spark additional questions. After giving a brief response, presenters should move to the next topic. If short answers and setting limits have not deterred interruptions, presenters are encouraged to acknowledge the question but delay the answer. Bridging techniques, words or phrases allow presenters to acknowledge and move on while being considered rude or dismissive. An example of a bridge is "I understand what you are asking. Lots of people are concerned about that, but they need to know...(give important points)."  Presenters may also clarify the end of the question and answer period by saying, “I will take one more question and then we need to move on.”
3. Confrontational Questions
When dealing with a confrontational question, it is important for presenters to separate the attitude of the questioner and tone of the question from the content of the question. Participants who have been unsuccessful in past attempts or are struggling with a difficult issue related to RTI implementation may come to a training with some level of skepticism or frustration. Presenters should try to rephrase and restate the question without the confrontational tone and answer the question as honestly as possible.  If the question is impossible to address in the group situation, presenters may consider meeting the participant at the next break.  
4. Comments Instead of Questions
There are instances where participants will provide comments or personal examples instead of asking questions. In these situations, presenters should thank them for making the point and, if necessary, reinstate what was said in the presentation and move on to the next question.
[bookmark: _Toc292073065]Strategies for Gaining Attention
There are many different strategies for gaining people’s attention. Presenter should consider using strategies with which they feel the most comfortable. A strategy will be most effective if it is used consistently throughout the presentation.  At the beginning of the training, it is recommended that presenters communicate how they will bring the group back together. For example, a presenter might say, “When I clap my hands three times it is time to return to your seats and quiet down.” The following include several other strategies: 
· Use of a bell, tone, or sound
· Use of a clapping pattern
· Flick the lights
· Raise hand 
· Use a countdown
[bookmark: _Toc292073066]Dealing with People who are Disruptive during Training 
In large groups, people occasionally get distracted and talk amongst themselves. Although presenters may chose to overlook some small discussions among participants, it might be necessary to take action if these discussions are distracting to other participants. One of the best ways to address disruptive talking is to increase proximity to them. This might mean walking near them or lightly touching them on the shoulder. This method allows the presenter to indicate that they are disrupting without making a scene and asking them to be quiet.  If disruptive behavior continues, it may be necessary to speak with the participant during the next break. 
[bookmark: _Toc292073067]Ongoing Professional Development 
It is important that trainers keep up-to-date with evidence based practices existing RTI procedures, processes, and tools. Prior to conducting trainings, NCRTI recommends presenters review current resources and research found in peer reviewed journals and the NCRTI website (www.rti4success.org). 
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[bookmark: _Toc292073069]Appendix A: Module 1 Overview - Screening

Objectives: 
Module 1: Screening has five objectives.  By the end of the training, participants should be able to:
1. Articulate the four essential components of RTI
2. Identify the importance of screening 
3. Apply screening data to decision making and action planning
4. Select appropriate screening tools
5. Develop a screening implementation plan

PowerPoint Slides
The suggested time for the Screening PowerPoint presentation is a 6 hour professional development block with the addition of two 15 minute breaks. 

	Presentation Sections
	Slide Numbers
	Suggested Length

	Welcome and Introductions
	Slides 1-3
	15 minutes

	A) What is RTI?
	Slides 4-36
	60 minutes

	B) Understanding Types of Assessment Within an RTI Framework
	Slides 37-65
	40 minutes

	C) What is Screening?
	Slides 66-90
	50 minutes

	D) Using Screening Data for Decision Making
	Slides 91-164
	100 minutes

	E) Establishing a Screening Process
	Slides 165-186
	45 minutes

	Closing and Next Steps
	Slides 187-194
	20  minutes


Videos
· Video 1 (3:26 minutes): Principal Perspectives
·  http://www.youtube.com/watch?v=HaHWoN-LVFc
· Video 2 (1:13 minutes): Establishing cut-scores 
· http://www.youtube.com/watch?v=l0lLkDicXZA
· Video 3 (4:51 minutes): Data Review Process  
· http://www.youtube.com/watch?v=IWMapp3AIkA
Teachertube access also available at: http://teachertube.com/login.php 
	Login: rticenter
              Password: rti4sucess 
Handouts
There are three Handouts that address steps teams will need to take in order to establish a screening process.  Handouts can be embedded within the presentation or completed at the end.  Below are the recommended times to complete each Handout.  Handout 2: Assessing your Needs, Priorities, and Logistics has several sections.  Depending on time, presenters may stop after each section to have the team complete that particular section or review all sections and then have the team complete all sections at once. Handout 3 is optional, depending on the groups’ needs.
	Handouts
	Corresponding PowerPoint Slides
	Recommended Time

	Handout 1: Purpose for Screening
	117
	5-15 min

	Handout 2: Assessing your Needs, Priorities, and Logistics
	
	

	Section E
	1 – Outcomes
	169
	25 – 35 min

	
	2 – Scope
	171
	

	
	3 – Target Population
	173
	

	
	4 – Timing
	175
	

	
	5 – Staff Roles
	177
	

	
	6 – Administration
	179
	

	
	7 – Funds
	181
	

	
	8 – Trainings
	183
	

	Handout 3: Selecting Screening Tools (Optional) (Section E) 
	184
	10-15 min

	Handout 4: Establishing Procedures (Section E) 
	186
	



Recommend Printed Materials (*essential for activities)
· What is RTI? Placemat
· *Training Manual (includes handouts, screening glossary of terms, and content)
· *Screening Tools Chart (http://www.rti4success.org/screeningTools )
· Screening Tools Chart User’s Guide (http://www.rti4success.org/tools_charts/supplementalContent/screening/UniversalScreeningUsersGuide.pdf)

Customizing
· For introductory half-day training, consider providing the following sections: “What is RTI?”, “Selecting Appropriate RTI Assessments”, and “What is Screening?”
· If the audience has been introduced to RTI previously and has a solid foundation in distinguishing between types of assessments, consider providing an abbreviated “What is RTI?” section (at least slides 6-10) and moving straight into “What is Screening?”, “Using Screening Data for Decision Making”, and “Establishing a Screening Process.”  
· For school staff, consider focusing more on how to make school, classroom, and student level decisions using screening data in the section “Using Screening Data for Decision Making” and reduce emphasis on examples of how the district can use screening data.  
· For teachers, consider focusing more on the importance of collecting and using accurate data.  
· For district or state staff, consider focusing more on using screening data for district level decisions as well as increase emphasis on setting cut scores in the “What is Screening?” section. 
· If the school or district currently uses a particular process (e.g., PLCs), data system or assessment tool, consider incorporating information about how that system relates to screening. 
[bookmark: _Toc292073070]Appendix B: Module 2 Overview - Progress Monitoring

Information on the Progress Monitoring Manual will be available soon. 

[bookmark: _Toc292073071]Appendix C: Module 3 Overview - Multi-Level Prevention System

Information on the Multi-Level Prevention System Manual will be available soon, 

[bookmark: _Toc292073072]Appendix D: Sample Evaluation Form
Presentation Evaluation

	Presenter(s):
	

	Date:
	

	Meeting/Conference:
	



	

	Please rate the extent to which you agree or disagree with the following statements:

	The topic and content of the presentation are important and useful to the field.
	Strongly Disagree
	Disagree
	Agree
	Strongly Agree

	The ideas and concepts were explained clearly.
	Strongly Disagree
	Disagree
	Agree
	Strongly Agree

	The presenter(s) answered questions thoroughly.
	Strongly Disagree
	Disagree
	Agree
	Strongly Agree

	The presentation met my expectations.
	Strongly Disagree
	Disagree
	Agree
	Strongly Agree

	

	Please rate the overall quality of the presentation:

	Presentation Content
	Poor
	Fair
	Good
	Excellent

	Presentation Format
	Poor
	Fair
	Good
	Excellent

	

	Prior to today’s presentation, what was your knowledge level of the topic and content presented?
	No Knowledge
	Some Knowledge
	Average Knowledge

	Above Average Knowledge

	

	As a result of today’s presentation, how did your knowledge level of the content/topic area change? 
	No Change


	Slight Increase
	Moderate Increase
	High Increase

	
	
	
	
	



What did you like best about this presentation?
	

	



How will you use the information provided? 
	

	



What suggestions do you have for improving this presentation? 
	

	



Additional comments.  Feel free to use the remaining space.




[bookmark: _Toc292073073]Appendix E: Training Checklist
	Complete?
	 3-4 Weeks Prior to Training

	
	Schedule meeting or call with training organizers and leaders.

	
	Identify audience member needs, priorities, and prior knowledge.

	
	Verify training outcomes and final agenda. 

	
	Determine final number of teams/participants.

	
	Confirm training location and room set-up (round tables for teams is recommended).

	
	Provide host with technology requirements (See Appendix F: Recommended Technology Checklist). 

	
	If needed, customize training materials to match audience needs, priorities, and prior knowledge.

	
	Ensure training materials will be printed and ready (See Appendix G: Training Day Materials).

	
	Review material and practice presenting material.

	Complete?
	Training Day

	
	Arrive at least 30 minutes early to set up. 

	
	Ensure PowerPoint and technology is available and working properly (e.g., LCD projector, laptop).

	
	Test videos and microphone to ensure the audio is functioning appropriately. (Module 1: Screening and Module 3: Multi-Level Prevention System only)

	
	Place supplies (e.g., markers, post-it notes) in the center of each table.

	
	Check that all participant materials are available.

	
	Ensure participant tables are positioned to maximize team discussion and view PowerPoint content.

	
	If desired, set up Parking Lot for audience questions.

	
	Introduce yourself to participants. This helps make personal connections throughout the training. 

	
	Gather completed training evaluation forms (See Appendix D: Evaluation Form for an example).

	Complete?
	1-2 Weeks After Training

	
	Analyze participant training evaluation data and compile results.

	
	Schedule meeting with training organizers to debrief 

	
	Share evaluation results and discuss next steps. 

	
	Follow up to answer any unanswered audience questions.  





[bookmark: _Toc292073074]Appendix F: Recommended Technology Checklist
	Presenter (P) or Organizer (O) Responsibility?
	Technology Requirements
	Purpose

	
	Laptop computer
	Presentation

	
	LCD Projector
	Presentation

	
	Large Screen
	Presentation

	
	Presenter Microphone 
	Presentation

	
	Powerpoint Clicker
	Presentation

	
	Timer
	Activities

	
	Participant Microphone  
	Participant Questions

	
	Speakers or Sound System
	Videos

	
	High-Speed Internet Connection
	Videos



[bookmark: _Toc291441463][bookmark: _Toc292073075]Appendix G: Training Day Materials Checklist 
	Presenter (P) or Organizer (O) Responsibility?
	Training Materials
	Purpose

	
	Electronic copy of PowerPoint
	Presentation

	
	Power Point Slides and Speaker Notes (one for each presenter)
	Presentation

	
	Sticky notes, pens or pencils, markers (one set per table)
	Note-taking and Activities

	
	Name badges (one per participant)
	Introduction

	
	Table tents (one per table)
	Introduction

	
	Sticky chart paper (one pad)
	“Parking Lot” and Activities

	
	Copy of Training Materials: 
1. What is RTI? Placemat
2. Training Manual (one per participant)
· Training Material
· Activity Handouts 
· Glossary of Terms
3. Tools Chart and User’s Guide
	Participant Resources  

	
	Evaluation Form (one per participant)
	Evaluation


[bookmark: _GoBack]WA-OSPI DISCLAIMER

The opinions and positions expressed herein are not intended to ensure compliance with any particular law or regulation pertaining to the provision of educational services for eligible students. This presentation and/or materials should be viewed and applied by users according to their specific needs.  This presentation and/or materials represent the views of the presenter(s) regarding what constitutes preferred practice based on research available at the time of this publication. The presentation and/or materials should be used as guidance. Any references specific to any particular education product are illustrative, and do not imply endorsement of these products by OSPI, or to the exclusion of other products that are not referenced in the presentation materials.  OSPI, Special Education, is not responsible for the content of those educational product(s) referenced in this presentation.

Douglas H. Gill, Ed.D.,
Director, Special Education
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