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FACILITATOR GUIDE
Format of Instructional Materials
The speaker notes include content that needs to be presented as well as instructions for activities and events that occur during the course.  The instructor notes contain three main types of bullets:

1.
—
This bullet is followed by an action verb in bold (EXPLAIN, REFER, ASK) and pertinent information that you will present to the participants.

2.

This bullet is followed by the word “NOTE” and information directed to you, the instructor, about something you need to know or do.

3.

This bullet is followed by the word “DISTRIBUTE” and the name of a handout that needs to be given to the participants.

4.


This is a second level bullet.

5.
!

This is a third level bullet. 

The slide for each section indicates the approximate amount of time that the section should take. Estimated time is also given for the two optional exercises.  This will guide you in preparing to present the course.

Pre-Instruction Checklist

Get:



A flipchart to use during discussions and activities



Cedar Bay videotape, if Option A (see next page) is used.  


Make copies of the following to distribute to the participants: 



Registration Sheet



QMP exercise (Module 222) (optional)



Handout #1: Pre-Assessment (Distributed with Slide 2)



Handout #2: Quality-Related Definitions (Distributed with Slide 3)



Handout #3: EPA Quality System Structure (Distributed with Slide 5)



Handout #4: E4 Structure (Distributed with Slide 14)



Handout #5: Determining the Quality Requirements for Financial Agreements with

EPA (Distributed with Slide 20)



Seminar Evaluation


Review the instruction.  Think about examples you can use that will be relevant to those you will be teaching.


Estimated instruction time is about 5  hours.  Plan where to insert two 10-minute breaks in the morning and two 10-minute breaks in the afternoon.

Activity Instructions
Option A, Slide 28
1.
Introduce the Cedar Bay video.  

2.
Ask participants to look for quality issues and questions that arise in the Cedar Bay scenario.  

3.
Show video.  Make sure ahead of time that the tape is cued to Segment 4: "Quality Assurance Project Plans."  This is the Cedar Bay scenario segment.  Approximate length: 20 minutes.

4.
Discuss the video with the group.  Capture student responses and questions on a flip chart if possible.  

5.
If students need prompting, ask, "What issues are in dispute in Cedar Bay and what must be done to respond?”

Option B, Slide 32

1.
Break students into small groups of 3-5 people.

2.
Distribute the QMP exercise (Module 222).

3.
Read the instructions out loud to the group.

4.
Remind students to keep the characteristics of a good QMP in mind as they review the exercise materials.

5.
Conduct a discussion about:

a.

The plan's deficiencies

b.
How to correct them

c.

Consequences to an organization's quality assurance effort if the deficiencies are

left uncorrected.

Option C, Slide 43
1.
Break students into small groups of 3-5 people.

2.
Distribute the QAPP exercise (Module 253).

3.
Read the instructions out loud to the group.

4.
Remind students to keep the characteristics of a good QAPP in mind as they review the exercise materials.

5.
Conduct a discussion about the QAPP.

a.

Should it be approved?

b.
How can it be improved?
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