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Introduction
Welcome to the BMO Virtual Classroom Facilitator Certification Program.  This program will enable you to become a leader in the BMO Virtual Classroom. 

The program is made up of three main areas of learning:  

1. E-Literacy Skills & BMO Virtual Classroom Overview;

2. Online Facilitation Skills; and

3. BMO Virtual Classroom Leader Skills.

You will be required to complete the necessary learning and successfully pass the required tests and practical sessions, in order to achieve your certification.  If you complete the learning and do not successfully pass the tests and practical sessions, you will be required to go through the program again.

Your Certification learning workshops will take place over a two-week period.  You will be responsible for completing some of the learning on your own, and the remainder will take place in the form of live online sessions together with your coach and colleagues.

Sample Schedule: 

The schedule may vary during the two-week period based on group needs, technology issues or other circumstances which may arise during the program.  

Week One:

	Monday
	Tuesday 
	Wednesday 
	Thursday 
	Friday 

	Workshop #1

1.5 hours
12:45pm –2:15pm EST
	Workshop #2

2 hours

11:30am – 1:30pm  EST
	Workshop #3 (Part One)

2.5 hours

11:30am – 2:00pm EST


	Workshop #3

(Part Two)
2.5 hours
11:30am – 2:00pm EST


	Paired Practice/Independent Study Day

*Optional Drop-In Hours (scheduled practice)

*Submit Mini-Presentation content




Week Two:
	Monday
	Tuesday 
	Wednesday
	Thursday
	Friday

	Mini-Presentations (approx. 90 minutes per group)

TBD
	Final Exam

Prep. Session

(1.5 hours)

*paired/individual practice & coaching

TBD

*Optional Drop-In Hours (scheduled practice)
	Practical Exams

(1 hour per person)

*paired/individual practice & coaching

TBD
	Practical Exams cont’d

*paired/individual practice & coaching

TBD
	Practical Exams cont’d.

AND

Final Written Exam

(30 minutes)

TBD


Breakdown of Learning Hours

1) Pre-Work:  




30 min.’s – 2 hours

2) Live Instructional time (online workshops)
8 – 10 hours

3) Live scheduled testing (online exams)

2 hours

4) Live Individual Practice/Coaching

2-5 hours

5) Self-Study





1-6 hours

Totals:  Minimum time commitment around 14 hours; Maximum time commitment around 24 hours.  Exact hours depend on how readily the participant is able to assimilate the content.  The schedule is subject to change as required.  Session times are built around accommodating the time zones of all group members, therefore once a group is formed, session times may be altered.
Feedback Sessions:

Early in the week following the two-week program, 15 minute individual Feedback sessions are held with each program participant.  It is during this time that performance during the program is discussed.  Certification is either granted here, or steps are discussed for improving performance and continuing to work towards certification.  

What Does “Certification” Mean?

Achieving Certification through this program means that a candidate is able to facilitate in the BMO Virtual Classroom.  Requests for use of the BMO Virtual Classroom, as well as content approval, registration of participants, technical issues, etc., continue to reside within the IFL.  

What is a Virtual Classroom?

The virtual classroom is an active, dynamic and interactive place to learn and collaborate with others.  Instead of meeting in a physical classroom, participants in a virtual classroom log-on to their computer and attend the class via a pre-determined URL and login/event information.  This type of learning is called “synchronous” because the leader and students meet together in a virtual space all at the same time.  The audio portion of the event might take place via conference call, or using the BMO Virtual Classroom’s Voice-Over IP feature, which enables the audio to work through your computer.  A virtual classroom allows you  the opportunity to participate in a classroom environment with others from around the world, without ever having to leave your own office.

What is the BMO Virtual Classroom?

The BMO Virtual Classroom is an e-learning delivery application with a complete set of capabilities for live, collaborative, synchronous and asynchronous learning in a virtual classroom.  The tools available within the BMO Virtual Classroom enhance the online learning experience, allowing participants to share applications, use whiteboards, browse websites, review and markup documents, perform group work in breakout rooms, and much more.  Audio may take place using Voice-Over IP or a conference call, and depending on the connection and learning event, video might also be used in a session.  

What will your role as a BMO Virtual Classroom facilitator be?

Your role as a BMO Virtual Classroom facilitator may include the following aspects:

· Work with your IFL coach to prepare the content for the session;

· Liaison with students on any pre-course work;

· Have sound knowledge of how to operate all of the necessary tools during your sessions;

· Handle any minor technical glitches during a session (ex., instruct a participant what to do if they have audio challenges, etc.);

· Deliver the content in such a way that all learning styles are touched upon;

· Engage students in an interactive and inspiring way; 

· Follow up with students after sessions with any post-course work, feedback, evaluations, etc; and

· Work with your IFL coach to gain increased knowledge or work out challenges you may be experiencing with certain tools or aspects of your session(s).

· Work together with SME’s and co-presenters to plan and deliver co-facilitated sessions successfully

What role does the IFL play? 

The IFL will provide all of the learning and coaching required throughout your Certification Program.  Once you have successfully completed the program, you will continue to work with your IFL coach/coaches to maintain and refine your skills and knowledge of using the BMO Virtual Classroom effectively during your sessions.  Your coach(es) will periodically attend your sessions to monitor your progress and provide you with feedback.  You will always have access to your coach(es) for a variety of reasons – to ask questions, practice certain aspects of your sessions, gain feedback, etc.  As a certified leader, you will also have access to materials regarding online facilitation,  tips and tricks, job aids, and more.  As new releases of the BMO Virtual Classroom become available, your IFL learning coach(es) will also arrange to provide you with the necessary updated learning.

Part One

E-Literacy Skills 
Pre-Requisites:  None

To be completed: As a Pre-Work activity.  You will need to complete this activity before the start of the two-week program.  Once you have done so, please let your program facilitators know so that your progress is recorded.  

Length of activity:  Pre-test – 20 minutes


            Learning – 30-90 minutes



            Evaluation – 30 minutes

Format:  CD-ROM (Desktop Essentials)

Requirements:  This activity must take place on a Learning PC.  If you do not    have access to a Learning PC, arrangements will be made for you to take the learning on-site at a local branch.

You will not be required to go through all of the learning on the CD.  The relevant sections for your certification requirements are outlined as follows:

Desktop Essentials CD-ROM 

· Windows 2000 module:

· Windows Features

· Windows Files & Folders

· Internet Explorer module:

· Getting Started

· Favourites

· Navigation

· Printing & Closing

Evaluation:  You must successfully pass the testing components of Desktop Essentials in order to move forward with the Certification Program.  The passing grade in Desktop Essentials is 80% mastery in each of the required modules.

Introduction to the BMO Virtual Classroom

Pre-Requisites:  Desktop Essentials (successful completion of tests)

To be completed: During the first week of the certification program.

Length of activity:  1 hour
Format:  Online Workshop

Requirements:  You must have successfully completed a System Check on the machine that you will be using during this session.

Objectives: This workshop introduces the BMO Virtual Classroom from the participant’s perspective.  The participant interface, tools and activities that are used in the BMO Virtual Classroom are examined.  Participants have the opportunity to experience a typical virtual session.  

Evaluation:  None

Part Two

Virtual Facilitation Skills

Pre-Requisites: Before completing this workshop, you must have successfully completed the E-Literacy Skills learning and the Introduction to the BMO Virtual Classroom  workshop.

To be completed: Will be scheduled during week one of the certification program

Length of activity: Approximately 2 hours 

Format:  Online workshop (Facilitating In A Virtual Classroom)

Requirements: Successful completion of System Check if using a different machine.

Objectives:  The purpose of this workshop is to:

· provide a high-level overview of  e-learning and learning at a distance;

· understand the strengths and limitations of learning in a virtual classroom;

· review tips, techniques, and strategies for virtual facilitation; and 

· showcase a ‘best practice’ example of facilitating in a live virtual classroom.

Evaluation:  There are two tests at the end of this workshop, usually held on the day after this session.  The first test is a scheduled online event.  You will have 15 minutes to complete the online test.  The second test is a take-away test, which should take no more than 30 minutes to complete.  You will have 24 hours to complete it and return it to your coach for grading. 

 Resources

Workshop Readings

Below you will find a listing of required and optional readings for our second online workshop - Facilitating in a Virtual Classroom. Copyright regulations do not permit us from reproducing hard copies of these articles here. Therefore, prior to the second workshop, please visit these web sites and read the articles. You may either print off a hard copy for your own purposes, or simply read the short articles from the screen.

Required Reading:

24 Hours in the Life of a Synchronous Trainer

http://www.learningcircuits.org/2001/mar2001/hofmann.html
Optional Reading:
Distance Education: An Overview 

http://www.uidaho.edu/eo/guide1.pdf

Strategies for Teaching at a Distance

http://www.uidaho.edu/eo/guide2.pdf
Other Recommended Readings and Internet Resources
Designing and Delivering Live, Online Training

By Jo-Ann Driscoll 
http://www.elearnmag.org/subpage.cfm?section=best_practices&article=3-1

( What is live, online training?

( What are the advantages of live, online training?

( What kind of content works well and what doesn't?

( What do the participants need to know before taking a live, online training session?

( What kind of person makes the best live, online training leader?
Online Education Resources – Illinois Online Network 

(note: this link says ‘file not found’ but is still part of the Illinois Online Network, and lists all of the links on the page under the ‘file not found’ message)

http://www.ion.illinois.edu/Resources/resourcesped.asp
· Instructional Strategies for Online Courses

· What Makes A Successful Online Facilitator? 

· Competencies for Online Instructors 

· Facilitating Every Student in an Online Course

· Practical Suggestions for Teaching Online
ASTD online (American Society for Training & Development)
http://www.learningcircuits.com/

( Excellent references, readings and resources.

eLearn Magazine

http://www.elearnmag.org/index.cfm

( Education and Technology in Perspective“

training mag.com

http://www.trainingmag.com/msg/publications/training.jsp
( Training magazine’s online version.
Internet Resource Links referenced in the Workshop
No Significant Difference Phenomenon

http://www.nosignificantdifference.org/
E-Learning Glossary

http://www.learningcircuits.org/glossary.html

What Makes a Successful Online Student?

http://www.ion.uillinois.edu/resources/tutorials/pedagogy/StudentProfile.asp

The Role of the Online Instructor/Facilitator, Berge, Zane L. 

http://www.emoderators.com/moderators/teach_online.html

Six Ways to Discourage Learning

http://www.aas.org/education/publications/sixways.html
BMO Virtual Classroom Leader Skills

Pre-Requisites:  

Before completing BMO Virtual Classroom For Facilitators, you must have successfully completed the E-Literacy Skills learning; the Introduction to the BMO Virtual Classroom workshop; the Facilitating In A Virtual Classroom workshop; and any assigned readings or other course work associated with those sessions.  

To be completed: during the first week of the Certification Program.

Length of activity: Approximately 5 hours (over 2 days) + 2 tests

Format:  Online workshop

Requirements:  Successful complete of System Check, if using a different machine.  
Objectives:  

This workshop looks at the BMO Virtual Classroom from the facilitator’s perspective.  The facilitator interface, tools and activities used in a typical BMO Virtual Classroom event are examined.  Additional tools and features are also introduced including Application Sharing and Breakout Rooms.  Participants have the opportunity to experience the BMO Virtual Classroom as a session leader.  

Evaluation:  There are two tests at the end of this workshop.  The first is an online written test (T/F, multiple choice, etc.) and will take between 30-40 minutes to complete.  The passing grade for the written test is 75% mastery.  The second test is a one-hour practical evaluation session where you will be asked to showcase your skills as a BMO Virtual Classroom leader, incorporating all of the knowledge you have gained throughout the Certification Program.  A feedback session will be scheduled during the week after the program ends, where your results and performance will be discussed.  

You will have several days following your last online workshop in order to prepare for both tests.  It is recommended that you use your preparation time wisely – ask your coach(es) questions about specific topics you may not fully understand, schedule coaching time to practice using various tools in the BMO Virtual Classroom, review your notes, and make every effort to understand all of the material that has been covered.  Remember, if you do not successfully pass these tests, you may not be granted leader privileges and you will then be required to re-do some or all of the Certification Program.  Give it your best effort!!

BMO Virtual Classroom Leader Tips & Best Practices

Use the following tips during each of the noted timeframes to help ensure your session goes as smoothly and professionally as possible. 

Days Before Your Session:

· Make sure you are familiar with the session content ahead of time.  Keep a set of leader’s notes specifically for each session (ex. a printed set of the slides with your notes and reminders of discussions and activities written on them)

· Ensure participants have been made aware of any pre-work activities or readings.

· Remind participants to find a quiet and comfortable location for the session and have all materials with them when they are ready to log-in.

Session Day (well before login time):

· Deliver the session from a quiet, comfortable location.  If you cannot find a private location free from external distractions, try posting a sign at your desk/work area so others are aware that you are facilitating a live session.

· Coordinate roles and responsibilities with co-presenter, if applicable.  

· Organize your delivery area (arrange facilitator notes, turn off cell phone, have a participant list handy, get some water, have a watch/clock nearby, etc).

· If available, set up a second PC so you can “see what the participants see” (enroll a ‘dummy’ participant, login as participant and click the Attend link).

· Use a headset or conference telephone, if available.

· Use a graphics tablet for writing on whiteboard, if available.

· Close all other computer applications (make sure you have previously completed a computer System Check on the machine you will be using for the session).

· Set appropriate monitor resolution for leader and remote host machines.

Logging In & Preparing The Virtual Classroom:

· Login to the session at least 15 minutes early.

· Click Lead link to enter the BMO Virtual Classroom event.

· When prompted whether you wish to begin Session now, click Cancel (don’t begin the session until all participants have arrived, you checked their audio/mic’s, and you are ready to launch to session).

· Type greeting, contact and technical support information into the Text Chat area.

· Verify the Text Chat options are set as desired.

· (Optional) Type any Surveys for use during the session.

· (Optional) Prepare a Whiteboard activity

· (Optional) Import any additional PowerPoint slides.

· Check URL’s to be used during the event (ensure they are functioning and have not become inactive).

· Launch any applications to be shared during the session.

· Remember to click Step Out if you are away from the computer prior to the start of the session (as participants are arriving).

· Switch cell phones to vibrate so they will not ring and disrupt the classroom during the session.

As Participants Arrive/Beginning The Session:

· Begin and end on time.

· Welcome participants as they login to the audio conference call.

· Check participant’s audio as they enter the event.

· Allow participants to browse course content before session begins, if desired.

· Facilitate casual conversation before the session begins.

· Remind participants to close other running applications during the session.  

· Remind participants where they can find technical help information (you should have typed it into text chat by now) – what they should do if they lose their connection, who to call for help and how to get back into the session or resolve minor technical issues.

· Remind participants to use the ‘Raise Hand’ tool if they have a question or comment.

· Remind participants to use Text Chat (send to ‘All Presenters’ is considered a Private message) to communicate with the leader if experiencing continued technical problems, or if they have specific question that the rest of the group does not need to hear.

· Remind participants to use the ‘Step Out’ tool if necessary (and to ‘Step In’ again when they return), so that you do not call upon them if they have become temporarily distracted or unavailable.

· Remind participants that they can use the ‘Full Screen’ icon or the ‘View’ menu options to change the interface display on their screen.

· Inform participants how to access a ‘Playback’ of the session later on, should they wish to review the material again.

· Complete a participant role call (also keep your participant list handy beside you throughout the session) – have participants introduce themselves, say where they are from etc.

· Introduce yourself.

· Establish ground rules for the session/classroom conduct: 

· there are no wrong questions; 

· no personal attacks; 

· what is said here, stays here; 

· ask questions/be active; and

· share your thoughts.

· Establish ground rules for the audio conference portion:

· state your name before speaking; 

· speak clearly and directly into your telephone receiver/headset/conference speaker; 

· when you are not speaking, use the mute button or try to keep background noise to a minimum; 

· let facilitator know if you are having trouble hearing others; and

· don’t be concerned if there is a 5-10 second silent pause from time to time, people may just be gathering their thoughts to respond).

· Review the virtual classroom features and the conference call features…especially the tools and process for participants to ask questions/make comments, etc. (“BMO-VC Overview Session” for new audiences)
· Click the Begin Session button when you are ready to start the session.  Move to the first item in the agenda.

· If the event has been set up for recording, the recorder will automatically start once you begin the session.  You will be prompted to publish the recording when you exit the session. 

During The Session:
· If the audio portion of the session is held via phone instead of voice-over IP, mute your telephone when not speaking to avoid background noise.

· Ensure the session length is not much longer than two hours.  A session longer than this is too long for a virtual session – participants will become distracted and/or leave the session.  If the session is two hours in length, ensure you take at least one break half way through.

· Speak clearly and use animation in your voice.  

· Check in regularly with participants to ensure they can hear you and each other, particularly after activities such as application sharing where the application-host-view changes may have affected your microphone settings.  As participants join the session, have them speak (introduce themselves or welcome them) to ensure their audio is working properly as well.

· Provide frequent and varied interactions. Engage participants often so they stay tuned into the session (ex. have them answer simple questions with the yes ‘checkmark ‘or no ‘x’).

· Always give explicit directions to participants.  If necessary, reinforce instructions using bullet points on a separate ‘directions’ slide for a given activity.

· Release CTRL key (or ‘Lock to Talk’) during pauses and when scrolling through the agenda.

· Pause before speaking after you have pressed down the CTRL key.

· Ask for pacing and comprehension feedback as needed.  

· Remember to clear ‘Yes’, ‘No’, and Raised Hands, and yes/no responses.
· Use the ‘View’ options to enhance AppShare and Web Safari display.

· Vary tool usage throughout the session.

· Encourage participants to communicate and collaborate.

· Look at the entire interface window, not just the content.  It’s a good idea to do a clock-wise scan of the entire interface every few minutes to ensure everything is okay, check for highlighted icons (indicating you have feedback or chat waiting for you to view), etc.

· Follow the agenda/learning materials.

· Stay on track and on time (don’t jump around the lesson).
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