	Guidelines for Class Preparation

Preparing for and Conducting Class Sessions

Whether on-line or face-to-face, the format is for the Facilitator to initiate meeting discussion, provide information and instruction, and bring each session to a close. Participants are responsible for advance preparation, involvement in discussions and presentations, and identifying areas of application to life and ministry. The following process is suggested for each class meeting.
Before the Class Session

· Participant Responsibility: Participants complete written assignments and upload them to their e-portfolio folders by midnight of the day before the class session.
· Participants send an email to course Facilitator, with copies to one another that identify written assignments that have been uploaded to their e-portfolios, provide questions that are suggested for discussion, and request items to put on the session agenda.
· Facilitator Responsibility: Facilitator reviews uploaded assignments and email and sends a tentative agenda to participants at least one hour before the class session (if meeting via internet or telephone conference) or has the session agenda written on a white board before class meets (if meeting in a classroom).
During the Class Session

The Facilitator moves the class conversation, presentation, and conclusion process through the following stages.
· Purpose of the session: What is the most important area of focus for this meeting?
· Sub-topics or activities for the session: 3 – 5 main topics, questions or activities for the meeting. What is the relationship of these ideas or processes to incarnational, missional, and transformational ministry?
· Discussion and feedback: What should we discuss about the assignment (portfolio upload) for this session?
· Professional expertise: What professional expertise will the facilitator contribute to the session? Plan for 50% of the time for presentation and 50% for discussion and application.

· Summary and application: What are the “take-aways” or outcomes from this session for the participant’s life and ministry? What is the topic for the next meeting and what should be done in preparation for that meeting?

The timing of each one-hour session begins with 5- 10 minutes of relational communication. Next comes 40 - 50 minutes of presentation and conversation.  The final 5 – 10 minutes is for summary, take-aways, and prayer. “Session Record Sheets” are used to provide a written summary of the meeting. Issues that require additional one-on-one communication are scheduled for telephone or personal contact between meetings.
After the Class Session

The Facilitator reviews and completes his or her “Session Record Sheet” to summarize conclusions that were reached as a result of the session.
Session Record Sheet

 
Participants ____________________  _____________________  ____________________ 

       ____________________  _____________________  ____________________
 
Facilitator ________________________   Date____________________
 
Purpose:
 
 Topics and discussion:
 
Summary and application:
 
 
Follow-up:
 
 
 
Five Preparation Questions
1. What is the main topic or purpose of this session?
2. What are 3-5 sub-topics or questions for discussion?
3. What should we discuss about the assignment (portfolio uploads) for this session?
4. What example(s) of professional expertise will the facilitator contribute to the session?
5. What are the anticipated “take-aways” or outcomes from this session that may make a missional, incarnational, or transformational contribution to the participant’s life and ministry?




