How to Ensure a Successful Presentation
Scheduling the Presentation
1. Schedule a meeting with the building principal.  At this meeting plan to discuss the following:

· Scheduling a date, time, and location for the training

· Which staff members will participate in the training

· How “make-ups” will be handled

· How participants will be notified of the training date

2. Visit the location for the presentation.

· Determine if seating is appropriate for participants.  Can people see a screen for visuals?  Will people have a table to make writing easier?

· Can the room be darkened sufficiently to see a screen?

· Is a source for electricity easily available?

Several Weeks Before the Presentation
        1.  Copy all materials for participants.

· Make certain there are sufficient copies.

· Collate and staple pages in the correct order.

· Waiting until the last minute can create undue stress!

2.  Practice using visuals in the presentation room.

· Try out the visual displays to ensure they can be read with the room’s lighting conditions.

· If operating equipment and speaking are too much to coordinate, ask someone to assist you with the technology. (Practice together so you can determine the pacing.)

Source:  North GLRS Center, September 2003
3. Notify participants of training schedule so they can make arrangements to attend.

· Fill out the meeting notice form (included in the Facilitator’s Guide) with correct information for your school.

· Make sufficient copies for the faculty.

· Distribute to faculty members.

Day of Presentation
        1.  Place handouts and the sign-in sheet on a table near the door to the 

   training room so participants can easily access them.

2. About 2 hours prior to the start time, set up projectors and test them for any malfunctions.
3. Begin Presentation on time.

· Watch the clock or appoint someone to do so for you.

· Give scheduled breaks as planned.

· Resume the presentation in a timely manner.

After All Training is Complete
        1.  After training of all certified staff members has been delivered, give the 

Verification of Training Form to your principal to sign.
2. Return the original copy of the verification form to:

3. The materials should be stored so that they can be accessed for future use to train new faculty members as they join your faculty.  

Source: North GLRS Center, September 2003
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Training for Least Restrictive Environment (LRE) Decision-Making Model: How to Determine the LRE at an IEP Meeting is schedule for your school as follows:

DATE:    _________________________________________


TIME:    _________________________________________


PLACE:   _________________________________________

***
***
***
***
***
***
***
***
***
***
***
***
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Training for Least Restrictive Environment (LRE) Decision-Making Model: How to Determine the LRE at an IEP Meeting is schedule for your school as follows:


DATE:    _________________________________________


TIME:    _________________________________________


PLACE:   _________________________________________

School System: ________________________
School: _______________________________

LRE Decision-Making Model: 
How to Determine the LRE at an IEP Meeting
Re-Delivery Training

Sign-In Sheet





        Date: _______________

	Name:
	Name:

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



LRE Decision-Making Model:

How to Determine the LRE at an IEP Meeting

Center for Collaborative Education

Georgia State University
Mail completed form to:

Verification of Training Form

School System     _________________________________________________

School                  __________________________________________________

Date(s) of Training:

Only one date is required; give additional dates if a make-up session was delivered.

	
	Date of Training
	Make-Up 

Training Date
	Total Number of Participants Trained

	LRE Decision-Making Model
	
	
	


All certified teachers on this faculty have participated in LRE Decision-Making Model. Sign-in sheet(s) is attached.

                    Facilitator





Date
                    Facilitator





Date                      
                    Principal





Date
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