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Creating training course schedules

Listen in to the conversation between Mentor, an experienced trainer, and Novitius, a newcomer to the scene as they discuss the importance of training course schedules:

Novitius: So tell me, Mentor, why have you found it helpful to develop a training course schedule?

Mentor: Well I suppose I find that a training course schedule helps me to structure the course materials. It also provides students with a structured outline for the course. So once I have planned the course and its overall content I find it helpful to create a schedule for the course.

Novitius: Do you base your schedule on some optimal length?

Mentor: The length of the training course depends on the type of information skills training course that you intend to deliver. I know that at ScHARR Information Resources, for example, their one-to-one training courses typically run for 1-2 hours and training sessions for small groups typically run from half a day to a full day.

Novitius: I suppose that the length of the training course will also depend on the amount of information that you wish to cover? I know that most people I talk to stress that it is important not to try and cram too much information into your training course.

Mentor: That's absolutely right - it will limit the amount of time that you can spend on each course topic and students will learn less effectively. In fact I would say that if you are planning to run a training course such as 'information skills for research' covering a broad range of information skills from using library resources right through to the critical evaluation of information, you will probably find it best to split the course into manageable chunks. You can then run the sessions over a number of weeks.

Novitius: How would you suggest that I structure the schedule?

Mentor: Well, first it should match the structure of your course design. In fact you might like to look back at the previous InfoSkills briefing on 'Designing information skills training courses'. Generally speaking the schedule should have (1):

1. A clear introduction providing a context for your training course topics. This should outline the topics that will be covered during the session 
2. A middle in which the core information is taught, and 

3. A conclusion that provides a summary of the topic and - don't forget to allow the students to asks questions! 
Novitius: So much to think of... Is there anything else I need to know?

Mentor: Well, you will probably want to add a registration period to the start of your course. That will give you time to see how many students are going to turn up. It also gives them a chance to meet their fellow course mates. And bear in mind that nothing has quite the same impact on course evaluations as providing coffee, tea, bottled water and chocolate biscuits!

Novitius: Oh yes refreshments! So they have to be able to eat, drink and 'powder their noses'. And I hadn't really thought that they may like refreshment and lunch breaks to interact socially with one another. A bit like a glorified social club, then?

Mentor: Not exactly - making yourself available during breaks also allows students to approach you informally. You get feedback on how the course is going. They can ask you informally to elaborate on anything they didn't understand. That is why you should be sure to allocate an appropriate amount of time for breaks.

Novitius: So how much time do you usually allow for breaks?

Mentor: I usually allow 15 minutes for refreshments breaks and 45 minutes to an hour for lunch breaks. I find that if you allow too little time for breaks your students feel rushed. On the other hand if you allow too much time for breaks you eat into the time that you have to teach.

Novitius: So it's all right to eat up all the biscuits but not the training time! But what do you put into your schedule?

Mentor: I would suggest that you start with a basic list:

· The topics to be covered during the training course 
· The order in which these topics will be taught 

· The times at which the various topics will be taught and the amount of time allocated for each topic
· The delivery method (e.g. lecture, group discussion, practical session etc) for each topic 

· Details of course resources that you will use (e.g. handouts, exercise sheets, A3 poster sheets, flipcharts etc) 
· Allocated times for tea/coffee breaks and lunch breaks 

· Start and finish times for the course 

Novitius: (Nods his head, but appears to be confused)

Mentor: OK, perhaps it would be easier to follow if I show you a sample information skills training schedule. Here is an example of a training programme for a half-day course on ‘Using the Internet’:

	Time
	Key points
	Delivery method
	Resources
	  

Duration
 

	09.15-09.30
	Registration
	Welcome & Introductions
	Register
	  

15 mins
 

	09.30-09.55
	Why use the Internet?
	Presentation
	Handouts of slides
	25 mins

	09.55-10.15
	Accessing Information on the Internet
	Presentation & Demonstration
	Handouts of slides
	20 mins

	  

10.15-10.30
 
	REFRESHMENTS BREAK
	REFRESHMENTS BREAK
	REFRESHMENTS BREAK
	15 mins

	10.30-11.15
	Accessing Information on the Internet
	Practical session on computers
	Exercise sheets
	45 mins

	11.15-11.45
	Quality of Information on the Internet                  
	Presentation
	Handouts of slides
	30 mins

	11.45-12.15
	Information Quality Exercise
	Small Group Discussions
	Exercise Sheets
	30 mins

	12.15-12.30
	Summary & Evaluation
	Questions/Feedback
	Course Evaluation Forms
	15 mins


Novitius: Thankyou Mentor! That makes a lot more sense now! However, what if I am running a one-to-one training session?

Mentor: Good question! There are some differences when creating a course schedule for a one-to-one training session. Obvious factors are that activities such as registration periods and group discussions will not be relevant. In addition, one-to-one training courses are likely to be more informal and will feature 'verbal instruction' rather than lectures or presentations. Furthermore, one-to-one training courses are usually much shorter, so they are less likely to include refreshments or lunch breaks.  As one-to-one training courses encourage an individualistic approach, it can be useful to set small exercises for the student after each topic has been covered to enable him/her to practice using the knowledge that he/she has gained. This allows them to receive direct feedback from you. It also enables you to check how well the student is progressing with the course.

For an example of a one-to-one training course, see the following schedule for a information skills training course on 'literature searching':

	Time
	Key points
	Delivery method
	Resources
	  

Duration
 

	13.00-13.05
	Welcome and personal introductions
	Informal chat
	Outline of training course programme
	  

5 mins
 

	13.05-13.15
	Introduction to formulating a search strategy
	Verbal instruction + Demonstration
	Handouts 
	10 mins

	13.15-13.25
	"                              "
	Exercise 
	Exercise sheets
	10 mins

	13.25-13.35
	Introduction to Boolean Operators
	Verbal instruction + Demonstration
	Handouts
	10 mins

	13.35-13.45
	"                              "
	Exercise
	Exercise sheets
	10 mins

	13.45-13.55
	Combining search terms with Boolean Operators 
	Verbal instruction + Demonstration 
	Handouts
	10 mins

	13.55-14.05
	"                          "    
	Exercise
	Exercise sheets
	10 mins

	14.05-14.20
	Introduction to key electronic databases
	Verbal instruction + visual demonstration
	Handouts
	15 mins

	14.20-14.30
	Summary and general feedback
	Verbal instruction + feedback
	Handouts
	10 mins


Novitius: Great! That is much clearer now. Thanks to you I have a good idea of what I need to do. But I must dash - those fiendish members of the FOLIO team have set me a course to design!
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