School Leaders | Basic Forward Planning Training
Intro - 15 mins
· Training rules 
· Trainers
· VSO 
· Training
	1. Team Building - 45 mins

Introduce the session with ppt.

Activity 1: Ts introduce different physical activities (see below). Ps do these. Ts elicit the point of the activities: working together to be effective.
Tasks: 

1. Falling backwards into your partner. P 1 stands with their back to P 2. P 1 then falls backwards. P 2 catches P 1.
2. Different anagram for each group. Each quote must be assembled and held up in the correct order. Discuss quote. 

3. Helium stick (see this link: http://wilderdom.com/games/descriptions/ HeliumStick.html)
4. Drawing from instructions. Organise Ps into pairs sitting opposite each other. Give one P 1 a picture sheet. Give P 2 a blank sheet of paper. P 1 chooses an image and describes to P 2 the image. P 2 should draw it from P 1’s instructions.
5. Tug of war. (spare)
6. Plane crash survival (spare) See Note 1 below.
7. Mirror your partner (spare) See Note 2 below.

	Anagrams 

Long, thin stick picture sheet 
Rope

	
	

	2. How to Organise and Run an Effective Meeting – 50 mins

Intro session on ppt.

Define types of potential meetings: Informal (e.g. leaders) and Formal (e.g. full staff). 5 mins

Activity 1: Meeting staff quotes displayed on ppt. (collect quotes from teachers regarding management of meetings before training). “If these quotes were from staff at your school what would you think?” 10 mins

Activity 2: Ps (in 3 groups) brainstorm what happens before and during meetings currently on poster paper (Fold paper in 4 – top half Before & During) then 1 rep from each group presents. 15 mins 
Ps then write their improvements on same poster paper. T then elicits feedback and fills in any missing points. 15 mins

Ts distribute strips of card with Eng & Ch ‘meeting’ statements on. Ps divide into ‘before’ and ‘during’ piles then order each pile. Ts show correct list on ppt. Ps self-check. 5 mins 


	Poster paper x 4 
Meeting strips

	10 min Break

	


	3. Advantages of Pre-Planned Meetings – 40 mins

Ts intro session on ppt. 5 mins 
Activity 1: Advantages of Pre-planned meetings. Ps discuss in their 3 groups and record outcomes on paper stuck on wall/board. Ask representative from first group to feedback – anything different from other groups? 15 mins
For example:
· Staff can rely on dates given and plan their professional and personal lives;

· The running of the school becomes more efficient;

· Meetings finish on time;

· Staff confidence will improve;

· Staff time will be spent more effectively;

· Staff are less likely to be late for meetings;

· No ‘double-bookings’;

Organise Ps into 6 groups (3 for Case Study A & 3 for Case Study B) 
Activity 2: Case Studies A (impromptu meeting) & B (scheduled meeting). Each group reads their case study and writes down their answers. Case Study A groups then form one big group as do Case Study B groups. Ts display first group’s case study and questions on ppt. (for ease of reference). Ask rep from A group and then the B group to feedback. Ts elicit discussion and emphasise not all situations demand a meeting, information can be put on bulletin boards, memos, etc. 20 mins  


	Poster paper x 4 

Handout (case study sheets)

	Warmer – The members of each of the 3 groups shakes the die. The lowest score entails a forfeit (song, dance, animal noise or joke).

	Die

	4. Pre-Organising Academic Events – 50 mins

Ts intro session on ppt. 5 mins

Activity 1: Show an academic semester plan from a/the school and compare with the weekly plan – why are things different/were things changed? 15 mins 

Activity 2: Ts distribute poster paper to 3 groups. Ps prepare mock calendar for next semester. Ps to list events they think should be included. Compare their list to the ppt. Any irregularities? 20 mins 
Activity 3: How do the Ps organise their day? Do you use a diary? What else do you use? How do you use your diary? How do they use the diary? Use of a wall planner

15 mins


	Semester plan & Weekly plan 

Poster paper x 4

2 examples of wall planner (ppt)




	5. Effective Communication– 45 mins

Ts intro session on ppt. 5 mins

Activity 1: Chinese Whispers (‘we are the best school in <your county> but we are going to be even better!’) 5 mins Delivered by Chinese speaker
What is communication? (Passing on information, or receiving it from somebody else).

If this is not done effectively, confusion can occur. 5 mins
· Passing information to others late.

· Missing important deadlines

· Management using incorrect data when making decisions.

· Staff misunderstanding each other.

· Etc.
Activity 2: Ps verbally brainstorm methods of communication. (Face-to-face, bulletin board, e-mail, letter, body language, sign language, poster, semaphore, Morse code, telephone, text, QQ, newsletter, etc.). T then displays ppt slide of ‘answers’. 5 mins

Activity 3: Agree or Disagree Statements. T to read out statements (on ppt), Ps to stand next to the appropriate sign (Agree or Disagree). 10 mins

1. People always understand what you want 

2. The information you are giving is clear to everyone 
3. I always use the most effective method of communication?

4. I always inform exactly the right people?

5. People always have the opportunity to respond to information I give them

6. I listen to and consider any responses I receive from all staff
7. People have enough time to respond to information I distribute

Activity 4: Memos

Ts explain the benefit of memos as an effective form of communication as opposed to phone calls (hard copy of info).

Ts role play two different scenarios:

Telephone: Head calls another leader to inform them of a change of details for a meeting. Leader’s phone then rings again (a call from someone else) asking him to do something else – he forgets the information from the head.

Memo: Head passes a memo with a change of details for a meeting to another leader, who then writes this in his diary – information remembered. 15 mins


	Agree/disagree signs

	6. Plenary– Evaluation/Feedback


	Session poster Feedback form


Note 1
Stranded on a Island
Stranded on a Island is a useful team building activity to help people get to know each other better.  Form groups of about five to ten people and give the following instructions: “Unfortunately, you will be relocated and stranded on a deserted island for an indefinite amount of time.  You may only bring one item to the island, and you only have a few minutes notice.  What will you bring? Share with your group your object, why you chose it, and what you plan to do with it.”  Have each person briefly share their item, why it is important to them, and what they plan to do with it. After everyone has shared, instruct the groups to figure out how they can improve their chances of survival by combining the items in creative ways.  Allow brainstorming time, and then have each group present their ideas.  Give a prize to the winner (most creative group) if desired. 

Note 2

Organise group into pairs. P 1 performs an action e.g. combing his/her hair. P 2 must face P 1 and mirror exactly the movements P 1 makes. Call out changes to actions for P 1 or let them decide their own. Change the pace to adjust difficulty. Judge the best pair and give a prize?

Key:


T = Trainer


P = Participant


NV = National Volunteer











