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FAMILY PROMISE OPENING NETWORK

SAMPLE TRAINING SCHEDULE

This schedule can be adjusted to match needs and availability for your network: You and your trainer may determine that weekends work better or change the sequence to some degree.  Please coordinate your schedule of training with your Family Promise Training Associate as soon as possible.  

DATES:
Arrive:        


Depart
:




Evening Before Day 1:  Board President meets with trainer to give an overview of network, discuss training goals and coordinate efforts.

Day 1:  
Introduction to the Network Director (day)




At the Day Center 




Meet with Director in the morning


Introduction to the President of the Board of Trustees 




Often a lunch meeting with the Director as well



Director Training




With the Director in the afternoon



Training for the Board of Trustees (evening or weekend)




Dinner and Board Orientation (@3 hours)

Supplies Needed: 
Supper/ Bagged Lunch

Day 2:
Training with the Network Director (day)




@5 hours



Volunteer Host Training (evening)




At first host congregation facility




@3 hours

All volunteers from the first host congregation and all their support congregations’ volunteers, all coordinators from all host and support congregations, all board members

 



Supplies Needed (Confirm with Trainer):


· Volunteer Host Manuals

· Local apartment listings (about 30 or 40)

· Appendices G, H, I, P, Q from Guide to Volunteer Training

· Sign-in sheets, name tags

· Refreshments for break – coffee, tea, cookies

· TV and VCR

· White board or flip chart

Day 3:
Training with the Network Director (day)




@5 hours



Volunteer Coordinator Training (evening)




@3 hours

Supplies Needed (Confirm with Trainer): 

· Volunteer Coordinator Manuals

· Appendices J,K,L,M from Guide to Volunteer Training

· Sign-in sheet with contact information

· Name tags

· Refreshments
A review of the sessions with the Board President and/or Director is recommended after trainings; possibly a breakfast or lunch meeting the next day.
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Points to be Resolved:


· Where will the trainer and the network director work during daytime?  Day center, church office, other?

· Where will the training sessions be held? The first host site is the optimal place. Will both sessions be held at the same location?

· Are there at least 100 volunteer host and 30 volunteer coordinator manuals?  These need to be ordered through the Family Promise IHN Services Manager.

· Has the importance of all coordinators and all board members attending been stressed?  Can as many volunteers from the first host congregation come as possible?

· Have all the preparations been made for the trainings: copies made, materials gathered, etc.  Have you confirmed with the trainer about which materials he/she may be using and which copies need to be made?
Please provide Family Promise with:

· A list of Trustees with addresses, phone numbers and emails

· A list of Host and Support Congregations with addresses, phone numbers and websites

· A list of Coordinators (identified by congregation) with home addresses, phone numbers and emails

Overview of materials to have on hand for training.  (Discuss these with the Training Associate before making copies.):

· Guide to Volunteer Training 

· How Can I Help Video 

· Guide for Volunteer Hosts (at least 100, ideally a full set of 1,000)

· Guide for Volunteer Coordinators (30)

· Interfaith Hospitality Network Director’s Manual (2 copies)

· Local apartment listings (about 30 or 40)

· Appendices G, H, I, J, K, L, M P, Q from Guide to Volunteer Training (to be copied by network in sufficient quantity for the trainings)

· Sign-in sheets, name tags

· Outlines for the various trainings to be distributed (trainer provides)
· TV/VCR

· Refreshments

· Visual aids (flipchart, etc.)

Congratulations on starting your Network!
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