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Introduction 
The Facilitation Skills Training Course Accreditation program is designed specifically for organizations that provide facilitation training.

The purpose of this program is to provide a confirmation and independent assurance that your facilitation training course provides the knowledge, resources, practice sessions and modeling that demonstrate what a person using master facilitator skills needs to know and how a person using master facilitator competencies needs to work.
When a program is accredited, it will be listed on INIFAC’s website as well as offered to organizations who are engaged in INIFAC’s Partners in Facilitator Development program (PIFD).  

Overview

Guiding Principles 

· The Training Course Accreditation assessment is based on Master Facilitator Competencies. 
· Accreditation is given to an individual training course, and not a training organization.
· INIFAC’s Facilitation Skills Training Course Accreditation is not in the form of an examination.  Instead, the accreditation process is designed to give the facilitation skills training provider: 
· the opportunity to see how their program aligns with the Master Facilitator Competencies
· a confirmation and independent assurance that the facilitation training course provides the appropriate knowledge, skills, and resources to the client for obtaining the necessary competencies to facilitate.
Five Steps to Accreditation 

	
	Approximate Time
	Applicant Responsibility
	INIFAC Responsibility

	1. Application Development
a. INIFAC’s Executive Director is the primary point of contact for training organizations submitting courses for accreditation.  The Executive Director will stay in communication with the applicant organization throughout the entire accreditation process. 

b. The application package can be downloaded from INIFAC’s website or the Executive Director can email it.

c. This is a rigorous process that typically require between 30-60 hours.  Other applicants have found it a useful exercise for the people who complete the application. 
	Dependent on Applicant
(Typically 15 - 30 days)
	(
	(

	2. Application Submission 

a. Applicant organization submits one application for each course being assessed.

b. The application consists of seven parts.

c. Additional information such as manuals and audio / visual materials should be included. 
d. Payment is required once the application is submitted.  Cost: $1,500 USD
e. The INIFAC Executive Director will acknowledged receipt once the application package is received.
	1 - 5 days
	(
	(

	3. Application Evaluation
a. Two independent CMFs, an Assessor and a Reviewer, are assigned to your application.

b. The Assessor and Reviewer use the Training Accreditation Requirements (see next page) in their evaluations.

c. The Assessor and Reviewer may request additional information from the applicant as they deem necessary to complete their assessment.

d. The Assessor and Reviewer complete the evaluation scoring and submit the results to the Executive Director.

e. The evaluation process can take up to 60 days to complete.
	Up to 60 days from receipt
	
	(

	4. Accreditation Results

a. The Executive Director contacts the applicant organization with the accreditation results.

b. If “pass”, an accreditation certificate is issued and the course is listed on the INIFAC website.

c. If “defer”, the Executive Director will offer options for re-submission.  
d. Since this is a developmental process, the applicant can re-apply as soon as they have satisfied any necessary conditions. 
	
	(
	(

	5. Recertification 

a. All classes need to be recertified every three years

b. Costs $1,000 USD
	
	(
	(


What are the Training Accreditation requirements?
· The course must incorporate a minimum of eight hours of facilitation methodology training, excluding meals, breaks, practice sessions and exercises.  For courses taught in various formats (e.g., a two-day or three-day format), each format requires a separate set of documentation and an additional charge applies.

· The course must include a minimum of three practice sessions for each participant.  Each qualifying practice session must last a minimum of five minutes and the total facilitation practice time for each participant must be a minimum of 30 minutes. For each qualifying facilitated practice session, the facilitator must lead a session of at least three people.

· The course must meet or exceed the minimum content requirement by scoring 4.0 or higher for at least 75% of the sub-competencies defined in the Certified Master Facilitator Program.

· The course must achieve an average score of 4.0 or higher in each of the three instructional design areas.
· The vendor must ensure that the people who teach the program have sufficient experience in, and knowledge of, facilitation to be able to deliver the course in an effective and efficient manner.  The vendor must have an effective process for selecting and training the trainers which also ensures the course is delivered in an effective and efficient manner.
· The vendor of the course must create and make readily available to course participants a supplement that provides additional information that INIFAC has certified as meeting or exceeding the content requirement for any deficient sub-competency.

Fees & Confidentiality  

	Fees
	First time application = $1,500 USD.   Recertification after 3 years = $1,000 USD

	Confidentiality
	Rigorous steps are taken to protect the intellectual property of the training organization who is applying for INIFACs accreditation.  

All INIFAC representatives, including the executive director, assessors, and reviewers, are prohibited from using information provided in the assessment process for any other purpose than for assessing the training course.  All INIFAC representatives are prohibited from providing information gained through the assessment process with anyone outside of the assessment team.


Detailed Instructions for completing the Application Package

Part I. General Information

	Training Organization  Name
	Your company name, here

	Contact Person
	Key contact person who will work with INIFAC’s Executive Director to obtain your Training Accreditation.

	Contact Title
	

	Telephone
	

	Email Address
	

	Address
	

	Address
	

	City, State, Postal/Zip
	

	Country
	

	Course Name
	

	Number of Days
	e.g. 2 days
	Total Instruction Time*
	14 hours
	Number of Practice Sessions Per Participant*
	15
	Total Facilitation Practice Time Per Participant*
	60 min


*As defined in the “What is the requirement?” section of the instructions.

Part II. Timed Agenda – (Coordination & Flow Component)

Instructions for Responding

The intent of this section is to understand the content and overall flow of the course.  Specifically we would like to know what is covered in the class (topic of instruction), the typical amount of time spent on each topic, and the methods used to teach the content.  If you have submitted participant manuals or other materials, you should indicate where those materials are used.  Use the INIFAC timed agenda form or create your own format, to explain your topics of instruction with estimated times and the other information listed above.   Provide as much detail as necessary for the assessors to understand the instructional content.  A sample follows.
Sample INIFAC Timed Agenda
	
	
	
	
	Content Related to Course
	Amount of Time Spent On

	Item
	Day
	Time of Day
	# of Minutes
	Topic of Instruction
	Pages related to Topic

(i.e. manual, PPT)
	Method used
	Instruction from Instructor
	Participant engagement
	Participant practice

	1
	1
	8:30
	15
	Instructor provides an opening statement describing the class and reviews the course objectives.
	Participant manual pp. 7-9
	Lecture – for all material covered
	15
	
	

	2
	1
	8:45
	25
	Instructor requests key issues that participants want covered in the class.  Participants record responses.  Instructor facilitates participants in grouping the responses (participants observe instructor modeling a categorization exercise)
	Participant manual p. 10
	Small Group Breakout - Participants work in teams to develop list of issues.

Collective Grouping - Instructor guides the participants through grouping the issues.
	5
	20
	


Part III. Competency Coverage - (CMF Competency Component)

Instructions for Responding

The intent of this section is to provide you an opportunity to indicate how well the training class covers the CMF competencies.  This information also allows the INIFAC assessor to easily assess your course against each CMF competency and the competency time requirements.

Complete the table shown below.

· Item #.  The item # in the table refers to the item number in your timed agenda or your list of topics of instruction if you chose to create your own format.

· Minutes.  Please provide your best estimate of the amount of time spent on each competency, based on the item numbers you indicate.

· Content – Topic of Instruction.  Please respond fully to each competency question/statement.  The reviewers will attempt to assess the course based on your response and a review of your training materials.  Accordingly, please provide as much detail in your responses as you deem necessary to aid the reviewers in this assessment.  

Sample Competency Coverage

	Competency
	Item #
	Minutes
	Content – Topic of Instruction 
	Time
	Content
	Assessor Comments

	B1. Where in the course do you teach the facilitator to ask the questions to assess a client need and gain agreement with the client on the relevant scope and products?
	7
	15
	Facilitator asks sponsor about: purpose, products, process, participants, probable issues, definition of success, symptoms of the problem.  Facilitator also asks about logistics: time, place, dress code, room set-up.
	
	
	

	B2. Where in the course do you teach the facilitator to plan and prepare for the session effectively and collaboratively?
	7
33
	25

20
	Facilitator asks about participants; develops the session objective statement, agenda, and detailed agenda; interviews the participants; prepares the room and other materials (7).  Facilitator learns to prepare a detailed facilitation guide (33)
	
	
	


Part IV. Participant Practice Sessions – (Action Learning Component) 

Instructions for Responding
For each practice session, use the item numbers from the Timed Agenda (or your list of topics of instruction if you chose to create your own format) to indicate when the exercise occurs.

· The exercise purpose should describe the learning objectives for the participants attending the class.

· The exercise description should indicate the activity of the student facilitator (not the instructor) and the other participants in the mock facilitation.  Session planning and session feedback activities should be described as well.  If the same planning and feedback method is used in each practice session, fully describe the methods in the first practice session and indicate “Same as Exercise #1” for subsequent exercises.

· While some exercises might involve all participants facilitating, other exercises might involve just a subset.  For the “Percent of participants who facilitate” indicate the typical percentage of participants that facilitate the particular exercise indicated.  Note that the requirement of at least three exercises per participant can be met without having every participant facilitate every exercise.

· The “# of Minutes a Person Facilitates” should indicate actual facilitation time.  Do not include preparation time or feedback time in this total.

· The “Average # of People Facilitated” indicates the typical number of people that a facilitator would facilitate during the practice session.  Observers or the facilitator should not be included in this total.  

Sample Participant Practice Sessions

	Practice
Session #
	Item #
	Practice Purpose and Learning Objectives
	Practice Description
(exercise planning, execution, feedback/debrief)
	% of 
Participants 
Who Facilitate
	# of Minutes
a Person
Facilitates
	Average # 
of People 
Facilitated

	2
	15
	Provide practice in using the questioning techniques.
	All facilitators are given five minutes to prepare for the exercise.  During preparation, the facilitator prepares a starting question related to having the participants identify the key topics they want discussed during the session.  During the exercise, the facilitator … The participants in the exercise respond by … During the debrief, first the facilitator…
	100%
	6
	3


Part V. Instructional Competencies (Adult Learning Component)

Instructions for Responding
Respond to each of the instructional design sub-elements.  Where appropriate, indicate where in the course the instructional requirement is covered based on the timed agenda items or your Topics of Instruction.  If an instructional requirement is covered in more than one place, indicate all item numbers. 

Sample Instructional Design Requirements
	Instructional Design Sub-Element
	Item #
	Response
	Rating
	Comment from Assessors

	A. Program Design

A1. Indicate the places in the timed agenda where the program 1) establishes measurable, facilitation-related objectives (indicate objectives); 2) requests learner needs and 3) confirms upon class completion that all relevant needs have been addressed.
	1, 2, 46
	1 – Instructor reviews objectives: define the role of the facilitator; provide over 90 facilitation best practices; provide 6 practice opportunities and feedback sessions
2 – Instructor requests key issues that participants want covered in the class.  Participants record responses.  Instructor facilitates participants in grouping the responses

46 – Instructor has the participants in teams review the learner needs and identify what was learned during the class to address the needs.  Needs not addressed during the formal class period are discussed.
	
	


Part VI. Trainers – (Instructor Component)
Instructions for Responding
To achieve accreditation, a training class provider must demonstrate that the people who teach the class have sufficient experience in and knowledge of facilitation to be able to deliver the course in an effective and efficient manner.  Accordingly, please provide the following information about each person who currently serves as a trainer of the course.  To qualify, each trainer must meet at least one of the qualifications in each of the two areas: facilitation and training.
	.
	1. Facilitation
	2. Training

	Instructor
	Certified
Master
Facilitator?
	Facilitated 10 distinct sessions* with 5 or more people in last 5 years            (Provide topic, dates)
	Instructed for 18 training days or more in facilitation skills training in last 5 years (Provide class name, dates)
	Instructed for 18 training days or more other soft skills training in the last 5 years
(Provide class name, dates)

	Toni
	Yes
	
	Facilitation Basics, June 14-18, 2009
Facilitation Basics, May 17-21 2009

Facilitation Basics, April 10 – 14, 2009

Facilitation Basics, February 16-20, 2009

Facilitation Basics, January 13-17, 2009

	

	Chris
	
	1. Strategic planning, July 23, 2009

2. Team building, June 28, 2009

3. Strategic planning, June 11, 2009

4. Project planning, May 22, 2009

5. Process improvement, May 15, 2009

6. Process improvement, April 26, 2009

7. Process improvement, April 21, 2009

8. Focus group, March 15, 2009

9. Focus group, March 2, 2009

10. Strategic planning, January 15, 2009


	
	Presentation Skills,  June 4-8, 2009

Presentation Skills, May 7-11 2009

Presentation Skills, April 1 – 4, 2009

Presentation Skills, February 6-10, 2009

Presentation Skills, January 5-9, 2009


*INIFAC defines a distinct facilitated session as: lasts at least two hours; includes a minimum of five participants, not counting the facilitator; results in a shared deliverable (e.g., action list, decision, priorities, next steps) created by participants through interaction; involves the participants speaking at least 2/3rds of the time; involves the facilitator leading the session by guiding participants through each agenda item.  The typical training session is NOT a facilitated session by this definition since it does not result in a shared deliverable.  See the INIFAC website for more information on a distinct facilitated session.
The training class provider must also demonstrate that they use a process to train their trainers that is intended to ensure that trainers have adequate knowledge of the specific instructional content of the class, teach the content using adult-learning principles, and adequately model the facilitation content in the way they teach the class.  
Please describe the process you use to train your trainers and to satisfy these requirements. 
	Train-The Trainer Process
	All trainers in our organization have to complete our internal five-day Train-the-Trainer program which covers the course content as well as ten key adult learning strategies.  
During the Train-the-Trainer program, instructors learn to model the facilitation techniques as part of their instruction.  

The first three classes trainers teach, they must co-teach with an experienced trainer.  The experienced trainer provides a formal review of the person’s understanding of the content and ability to deliver and model the content using interactive and engaging techniques.

We also monitor class participant evaluations to ensure ongoing quality of instruction.

All trainers are required to take at least eight hours of continuing education every other year.  




Part VII. Materials – (Resource Component)
· Provide a copy of the workbook and any other materials provided to all participants.  Please be certain that your materials correctly reference the intellectual property of others.  Also indicate that the material is kept under version control (i.e., explain the method you use for ensuring all trainers are using the latest materials). 

· Provide sample excerpts from the instructor guide and audio-visuals (e.g., PowerPoint slides) to adequately respond to the instructional design questions.  

· List materials provided in Part VII.

Part VIII. References – (Confirmation Component)
· See application for instructions.

Application Package 

Part I - General Information

	Training Organization  Name
	

	Contact Person
	

	Contact Title
	

	Telephone
	

	Email Address
	

	Address
	

	Address
	

	City, State, Postal/Zip
	

	Country
	


	Course Name
	

	Number of Days
	
	Total Instruction Time*
	
	Number of Practice Sessions Per Participant*
	
	Total Facilitation Practice Time Per Participant*
	


*As defined in the “What is the requirement?” section of the instructions.

	References 
	Include 3 references from three separate companies who have used this course in their organization. 

	Client Company
	Name of Contact
	Phone Number
	Email 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Part II - Timed Agenda – (Coordination & Flow Component)
Use the INIFAC timed agenda form or create your own format, to explain your topics of instruction with estimated times and the other information listed in the instructions.   Provide as much detail as necessary for the assessors to understand the instructional content.  
	
	
	
	
	Content Related to Course
	Amount of Time Spent On

	Item
	Day
	Time of Day
	# of Minutes
	Topic of Instruction
	Pages related to Topic

(i.e. manual, PPT)
	Method used
	Instruction from Instructor
	Participant engagement
	Participant practice

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Part III - Competency Coverage Form - (CMF Competency Component)
Respond to each competency item in the table. Using the item numbers in the Timed Agenda or your Topics of Instruction, indicate when in the course each competency is covered.  If a competency is covered in more than one place, indicate all item numbers.  Indicate the total duration spent on the competency and a detailed list of the content covered.  (Include the desired, minimum time; only have to meet the minimum)

	Competency
	Item #
	Minutes
	What Content is Covered?
	Time
	Content
	Comment from Assessors

	Presence

A1. Where in the course do you teach the facilitator to project confidence in own skills and own ability to lead the group?  Name at least three techniques taught.
	
	
	
	
	
	

	A2. Where in the course do you teach the facilitator to demonstrate warmth and caring? Name at least two techniques taught.
	
	
	
	
	
	

	A3. Where in the course do you teach the facilitator the impact of energy on participants and to facilitate in a style appropriate for the audience and the session topic? Name at least two techniques taught to project in an energetic style.
	
	
	
	
	
	

	A4.
Where in the course do you teach the facilitator to make adjustments in own style and language to adjust to the group? Explain what is taught.
	
	
	
	
	
	

	A5. Where in the course do you help the facilitator gain awareness of own strengths and weaknesses?  Explain how you teach this.
	
	
	
	
	
	

	Assessment

B1. Where in the course do you teach the facilitator to ask the questions to assess a client need and gain agreement with the client on the relevant scope and products?  What are the questions that a facilitator should ask?
	
	
	
	
	
	

	B2. Where in the course do you teach the facilitator to plan and prepare for the session effectively and collaboratively? What is taught?
	
	
	
	
	
	

	B3. Where in the course do you teach the facilitator to develop customized processes to meet the specific requirements of clients?  What is taught?
	
	
	
	
	
	

	B4. Where in the course do you teach the facilitator to recognize when a planned process is not working effectively, diagnose the cause, and define alternative processes to reach desired outcomes?  What is taught?
	
	
	
	
	
	

	B5. Where in the course does the facilitator evaluate own practice sessions, identify learnings and apply learnings to new situations? How is the evaluation done?
	
	
	
	
	
	

	Communication

C1. Where in the course do you teach the facilitator to actively listen, making sure to playback and confirm important points?  Describe at least five active listening strategies taught.
	
	
	
	
	
	

	C2. Where in the course do you teach the facilitator how to process information quickly, differentiate content issues, and isolate critical points in a discussion?  What is taught?
	
	
	
	
	
	

	C3. Where in the course do you teach the facilitator to ask appropriate focusing questions that help groups to engage effectively?  What is taught?
	
	
	
	
	
	

	C4. Where in the course do you teach the facilitator to ask appropriate follow-up questions that clarify, probe and redirect?  What is taught?
	
	
	
	
	
	

	C5. Where in the course do you teach the facilitator to deliver instructions that are accurate, clear and concise?  What is taught?
	
	
	
	
	
	

	C6. Where in the course do you teach the facilitator to effectively identify and verbally summarize agreements?  What is taught?
	
	
	
	
	
	

	Control

D1. Where in the course do you teach the facilitator to create and maintain a productive environment in which participants engage in interactions that stay focused on achieving the goal? Describe at least two strategies taught.
	
	
	
	
	
	

	D2. Where in the course do you teach the facilitator to create and maintain a safe environment for people to speak openly without fear of retribution?  Describe at least one proactive and one reactive strategy taught.
	
	
	
	
	
	

	D3.
Where in the course do you teach the facilitator to create and maintain an environment that takes into account and fosters respect for diverse cultures and styles?  What is taught?
	
	
	
	
	
	

	D4. Where in the course do you teach the facilitator to maintain an appropriate pace and manage the group’s time during the session?  Describe at least two techniques that would effectively manage time and at least two techniques that would ensure appropriate pace.
	
	
	
	
	
	

	D5. Where in the course do you teach the facilitator to demonstrate techniques for effectively guiding a group through conflict to consensus? What are the steps that are taught?
	
	
	
	
	
	

	D6. Where in the course do you teach the facilitator to take action to prevent, detect and address dysfunctional behavior?  What is taught?
	
	
	
	
	
	

	Consistency

E1. Where in the course do you teach the facilitator to understand and consistently apply best practice techniques for starting the session?  What steps are taught?
	
	
	
	
	
	

	E2. Where in the course do you teach the facilitator to understand and consistently apply best practice techniques for focusing and controlling the group?  What is taught?
	
	
	
	
	
	

	E3. Where in the course do you teach the facilitator to understand and consistently apply best practice techniques for recording information?  What is taught?
	
	
	
	
	
	

	E4. Where in the course do you teach the facilitator to understand and consistently apply best practice techniques for closing the session?  What is taught?
	
	
	
	
	
	

	Engagement

F1. Where in the course do you teach the facilitator to know and use multiple techniques and tools for keeping a group engaged in the work and interacting?  Describe at least five techniques taught.
	
	
	
	
	
	

	F2.
Where in the course do you teach the facilitator to know and use multiple techniques and tools for problem solving and decision-making?  Describe at least 5 techniques taught.
	
	
	
	
	
	

	F3. Where in the course do you teach the facilitator to know and use multiple techniques and tools for promoting creativity?  Describe at least 5 techniques taught.
	
	
	
	
	
	

	F4. Where in the course do you teach the facilitator to know and use multiple techniques and tools for impacting energy?  Describe at least 5 techniques taught for impacting energy.
	
	
	
	
	
	


Part IV - Participant Practice Sessions – (Action Learning Component)
For each practice session, use the item numbers from the Timed Agenda (or your list of topics of instruction if you chose to create your own format) to indicate when the exercise occurs.  Provide the additional information requested to indicate how a practice session meets the practice session requirements described in the instructions. 

	Practice
Session #
	Item #
	Practice Purpose and Learning Objectives
	Practice Description
	% of 
Participants 
Who Facilitate
	# of Minutes
a Person
Facilitates
	Average # 
of People 
Facilitated

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	

	6
	
	
	
	
	
	

	7
	
	
	
	
	
	

	8
	
	
	
	
	
	


Part V. Instructional Competencies (Adult Learning Component)

Respond to each of the instructional design sub-elements.  Where appropriate, indicate where in the course the instructional requirement is covered based on the timed agenda items or your Topics of Instruction.  If an instructional requirement is covered in more than one place, indicate all item numbers. 

	Instructional Design Sub-Element
	Item #
	Response
	Rating
	Comment from Assessors

	A. Program Design

A1. Indicate the places in the timed agenda where the program 1) establishes measurable, facilitation-related objectives (indicate objectives); 2) requests learner needs; and 3) confirms upon class completion that all relevant needs have been addressed.
	
	
	
	

	A2. Indicate places in the instructor or participant manual to identify at least seven different instructional or engagement techniques (excluding “Participant Practice Sessions”) the instructor uses to stimulate learning or increase participant involvement.
	
	
	
	

	A3. Indicate the places in the timed agenda where at least three instructional or engagement techniques are used in each 3-hour instructional block (excluding “Participant Practice Sessions”) throughout the course.  The techniques do NOT have to be different and a different time block size made be used, with 1 technique /hour)
	
	
	
	

	A4. Indicate what creative and high quality audiovisuals and handouts are used to highlight key points.  Creativity and quality covers both design and content.  (Include samples in Part VI.)
	
	
	
	


	Instructional Design Sub-Element
	Item #
	Response
	Rating
	Comment from Assessors

	B. Delivery Method

B1. Indicate how your selection, training or evaluation processes ensure instructors have the interpersonal skills to build relationships, identify specific learning styles and adapt teaching strategies and approaches to maximize learning.  Be specific. Where appropriate, indicate the content taught to instructors.
	
	
	
	

	B2. Indicate how your selection, training or evaluation processes ensure instructors have the content knowledge and experience to serve as a resource person. Be specific.
	
	
	
	

	B3. Indicate how your selection, training or evaluation processes ensure instructors use a range of teaching approaches and presentation skills to influence learners, create participatory environments and promote learner confidence and independence.
	
	
	
	

	B4.  Provide examples of at least 5 facilitation techniques participants learn in the course that instructors model at a time other than when the technique is taught.   Using the timed agenda item numbers to indicate when each technique is modeled.
	
	
	
	


	Instructional Design Sub-Element
	Item #
	Response
	Rating
	Comment from Assessors

	C. Evaluation Methods

C1. Indicate how the program includes formal evaluation methods to gather information from participants and instructors for program improvement.  Describe what information is collected, when and how.  Be specific.
	
	
	
	

	C2. Indicate your method for analyzing and reporting results from multiple classes on a periodic basis.
	
	
	
	

	C3. Provide at least three examples over the past three years of how the course has been changed as a result of evaluations.  Indicate the evaluation, the old activity prior to the change, the new activity and the related timed agenda item.
	
	
	
	


Part VI. Trainers – (Instructor Component)
Please provide the following information about each person who currently serves as a trainer of the course.  To qualify, each trainer must meet at least one of the qualifications in each of the two areas: facilitation and training.
	.
	1. Facilitation
	2. Training

	Instructor
	Certified
Master
Facilitator?
	Facilitated 10 distinct sessions* with 5 or more people in last 5 years  (Provide topic, dates)
	Instructed for 18 training days or more in facilitation skills training in last 5 years (Provide class name, dates)
	Instructed for 18 training days or more other soft skills training in the last 5 years
(Provide class name, dates)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Please describe the process you use to train your trainers. 

	Train-The Trainer Process
	


Part VII – Materials – (Resource Component)
List here materials provided to participants or instructors, and any other materials provided with the submission.  Indicate the name of each item and the item’s purpose (e.g., “Provides participants details of the course content.”).  Provide a copy of the workbook and any other materials provided to all participants.  
	Item
	Item Name
	Purpose

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	

	9
	
	

	10
	
	


Part VII. References – (Confirmation Component)
Provide a Reference Letter for five different individuals from five different organizations who have participated in the course submitted for accreditation.  

· A Reference Letter may be one of the following:

· A copy of a letter on the organization’s letterhead signed by a training class attendee. The letter must be dated within three years of the date of application for accreditation.   At a minimum the letter should include:

1. The name of the class

· The dates of the training class

· The level of satisfaction with the content, design and/or facilitation of the class

· The date of the letter

· The signature of the training class attendee.
· Prior to submission, the facilitator should mark each letter near the top with: “Reference Letter for (organization name).”

2. In certain qualifying cases, a copy of an email from the training class attendee will suffice.  To qualify, the email address of the training class attendee must be shown and be clearly associated with the name of the organization (e.g., jsmith@xyzcompany.com).  The email must include the following information and respond to the questions below:

	Reference Contact Information

· Reference Name:

· Reference Title:

· Reference Current Organization:

· Reference Email:

· Reference Telephone:
	Training Class Information

· Training Class Name:

· Training Class Organization:

· Training Class Start Date:

· Training Class End Date:




· What comments do you have about the content of the class (e.g., range and depth of topics covered)?

· What comments do you have about the design of the class (e.g., exercises, interaction, engagement)?

· What comments do you have about the facilitation of the class (e.g., energy, pace)?

· Overall how satisfied were you with the training class?
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