ENGLISH FORWARD INSTRUCTOR TRAINING POLICIES
2014

CENTRAL TEXAS POLICIES

Training Logistics
· Minimum number of participants: 10
· Maximum number of participants: 25
· Trainings are 11 hours over two days with one hour for lunch. Trainings run 9am-3:30pm both days unless otherwise specified by the Literacy Coalition of Central Texas.
· If a training session has less than 10 registered participants five business days before the first training date, the training will be cancelled. In the event of a cancellation, trainers will be notified via their preferred method of communication as indicated below.
· Each English Forward Instructor Training will have two contract trainers facilitating the training unless otherwise specified by the Literacy Coalition of Central Texas.

Trainer Responsibilities
· Pick up instructor training supplies and materials at the Literacy Coalition offices no later than one day before the training.
· Arrive at the training location at least 45 minutes before the start of the training to ensure adequate set-up time.
· Check and test all equipment at least one day before the training, in particular the flash drive contents and embedded training videos.
· Notify the Literacy Coalition of Central Texas at least 14 days prior to the training if unable to facilitate a scheduled training.
· Ensure every participant signs the Sign-In Sheet and fills in the correct information.
· Ensure every participant fills out a pre- and post-survey.
· Return instructor training supplies and materials to the Literacy Coalition offices no later than 5 business days after the end of the training.
· Invoice the Literacy Coalition for compensation no later than the 10th of the month. 

Trainer Compensation
· Two-day compensation: $250
· One-day compensation: $100
· Invoicing: The Literacy Coalition cuts checks the 15th of every month. Trainers are responsible for submitting a correct invoice to the primary contact below by the 10th of the month in order to receive payment that month. Invoices received after the 10th of the month will be paid the following month. Checks will be mailed to the trainer’s address on file unless prior arrangements have been made with the primary contact.



[bookmark: _GoBack]Primary Contact at the Literacy Coalition of Central Texas
· Justin DeBrosse, Literacy Forward Program Manager
· Email: jdebrosse@willread.org
· Office: (512) 735-2537
· Cell: (937) 570-0113

By signing below, I acknowledge that I have read and understand the policies and procedures as outlined above.

_____________________________________________
Name

_____________________________________________
Date
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