MTS Item Descriptions

· Item 1 is the AGENDA. The main purpose of the AGENDA is to indicate what will be covered during the session, and how long each item will take. The AGENDA should be given to the peer leaders at the start of the session (or mailed in advance). The trainers should also have copies in hand so that the session stays on schedule.
· Item 2 is a set of TRAINER GUIDELINES. These are detailed instructions for the person who will be teaching the peer leaders about the MTS topic. They are designed to be thorough enough that someone other than the usual trainer could step in and teach the session. The TRAINER GUIDELINES provide a list of required props/materials (such as WORKSHEETS), the objectives of the lesson, a scripted introduction to the topic, a description of activities in which to engage the peer leaders, and some concluding sentences. If there is a PowerPoint presentation involved, this will be mentioned in the “Activities” section. The PowerPoint itself will appear as a separate item in the MTS materials called SLIDES. The TRAINER GUIDELINES may also include a review of (or reference to) the SCRIPT for the peer leaders (Item 3).

· Item 3 is the SCRIPT. The SCRIPT is an outline of the presentation that the peer leaders are expected to give at their respective posts. Each SCRIPT starts with an estimated time to complete the presentation, objectives, and a list of “action steps” for the presenter. The central part of the SCRIPT consists of an Introduction (to the topic), Body (questions and activities), and Conclusion (summary and homework).  A list of the accompanying materials (e.g. HANDOUTS, equipment) closes out the document. 
· HANDOUTS are usually color copies or professionally-printed items that provide information about the topic (or topics) being taught. They are given to the peer leaders in sufficient quantity to distribute at their posts as part of their SCRIPT-guided presentations. Instructions regarding the HANDOUTS appear in the SCRIPTS. When the HANDOUTS are provided solely for the peer leaders’ benefit, we refer to these as WORKSHEETS. 
· WORKSHEETS are distributed and used as part of the training session activities. They are designed to be a training tool. Instructions regarding the WORKSHEETS appear in the TRAINER GUIDELINES.
· SLIDES are sometimes created by the trainers to facilitate presentation of his or her topic.
· EVALUATION FORMS are given to the peer leaders at the end of the training session. The EVALUATION FORMS are confidential. They ask the peer leaders to rate the various elements of the training session on a scale of 1-7. They also ask the peer leaders to write in what they thought were the session’s strengths and weaknesses, what they learned, and what they were hoping to learn, but did not. The EVALUATION FORMS are collected by the trainers as the peer leaders depart.
· Some Special Instructions for the Trainers: We put all of the items intended for the peer leaders (Agenda, Script, Handouts and Evaluation Forms) in a sturdy plastic, 3-hole punched folder. This enabled them to add the folder for each MTS to the binder they received at their initial 8-hour training session. In addition, we always brought extra pens and paper, and provided light snacks and beverages.
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