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2017-18 Student Training Guidelines
Student Training
Throughout the school year, student training’s are scheduled to provide introductory to advanced level skills in software applications to provide opportunities for students to further their current EAST projects and create new project ideas.  Students participating in EAST trainings impart the information and skills with their EAST peers.  The facilitator will instruct the students to demonstrate.

Advanced trainings are cutting-edge training that will assist students to expand their projects and assist with developing new project ideas.  Student registered for advanced training’s are to come prepared.  Trainers will not have time to provide "one-on-one" support to students who have little to no experience; therefore, facilitators are responsible for confirming their students’ level of experience by verifying all students registered for an advanced training have had the required basic training for all advanced training’s.  It is imperative to read all training descriptions, pre-requisites, and items to bring, (advanced trainings list detailed prerequisites). Students that participate in an advanced training and do not meet the level of experience as required by the trainer will not receive a certificate and facilitators will not receive a facilitator letter.  
Training Locations

	Little Rock Training Center
	Fayetteville Training Center
	Regional
	Online

	6215 Ranch Drive
	JBHT 304 1 University of Arkansas
	On-site at local co-ops

	In the EAST classroom

	Little Rock, Arkansas 72223
	Fayetteville, Arkansas 72701
	
	

	501.371.5016
	479.575.6159
	
	


For directions and preferred hotel information visit http://www.eastinitiative.org/TrainingEvents/training.aspx.

Regional Trainings – Are host at the Education Service Cooperative locations in your school area.  With prior approval, EAST programs can also host a student training at their school.  Participating in regional training and/or hosting a student training at your school is a great benefit to schools with financial limitations.  Regional training provide networking and collaboration opportunities with other schools in the area.  
Training Details
Descriptions – Training descriptions specify detailed information regarding the training, prerequisites and items to bring such as equipment, flash drive, etc.  Review each training description and plan accordingly.
Registration Process - Facilitators have access to register for three (3) training’s at one time.  After registering for a student training, you will receive an automated email confirmation. When you drop from a training, you will receive an automated drop confirmation email.   If you register for a training that is full, you will receive an automated “added to the waiting list” email confirmation.  You will receive an automated “Moved from the Waiting List” email confirmation if you are moved from the waiting list to the roster.
Facilitators have access to register students (two max) and students can register themselves, however; in order for students to register, facilitators have to register for a student training first.
There is no limit on how many trainings an EAST school can attend, but it is required that all EAST programs participate in two trainings for the school year as stated in your school Assurance (one must be on campus at the Fayetteville, Little Rock, or Regional location).  
The Student Training Calendar is located on the EAST website and viewable for facilitators to make plans during the school year.  Registration dates are announced on the EAST website Student Training page.  
                              **ALL STUDENTS MUST BE REGISTERED TWO WEEKS PRIOR TO TRAINING**
Cancellations –Due to low registration participation or inclement weather, a training session may be cancelled with a goal to reschedule if possible.   
EAST defines low participation as a scheduled training session with less than three (3) schools, six (6) students.  This will be determined two weeks prior to the start date of training. To assist with planning accordingly, EAST will communicate special circumstances. 

Class Schedule


	8:45 AM
	Training Begins

	Mid-Morning
	10-15 minute break

	Lunch
	1 Hour

	Mid-Afternoon
	10-15 minute break

	3:30 PM
	Training Ends


Check-in Process
On each training day, facilitators and students are required and responsible for checking in.  Tis process is required to acknowledge you are present for training.  Students must be checked in to have access to print their certificate of completion (accessible on the last day of training).
On the final day of the training, time will be allotted for students to save their material to their personal CDs or Flash Drives (if desired), and  complete a student training survey evaluation using their EAST User ID.  
Post Survey

Facilitators, remind your students to complete a pre survey questionnaire on the first day of training (after checking in) and complete a post survey questionnaire on the last day of training (before dismissal).
Commitment - EAST requires each program that participates in student training to plan accordingly and commit your time for the duration of training.  It is not acceptable to request to leave early unless there is an emergency.  Therefore, make sure the students you bring to training are not committed to any after school programs (games, practices, appointments, etc.), that will interfere with leaving early.  Leaving early will not be granted.
Facilitators are encouraged to plan for an alternate chaperone in the event you cannot bring students to training and have alternate students available in case unforeseen circumstance arises.
Requests to leave the campus without students will only be approved if there is an emergency need.  Chaperones must remain on campus the duration of training.  EAST cannot assume liability for your students, therefore; requests to leave the facility without your students are prohibited.  

PLEASE contact Phaedra Hawkins for all emergencies and special requests or an EAST staff if Phaedra is not available.
Chaperone Role at Trainings

Chaperons are a facilitator, parent, school personnel, or guardian who is accompanying students to EAST trainings.  
Facilitators are encouraged to observe their students during training and some training require facilitator participation, however; student trainings are designed for students, therefore; when observing, please refrain directing questions to the trainer during class (use break time or lunch).  NO distraction during training such as conversing with others.
Extra Students

Occasionally there are opportunities to bring additional students when training is not at capacity.  When this opportunity becomes available, an email notification will be sent to registered facilitators.  Accommodations will be granted on a first come first serve basis.
Only facilitators, chaperones and registered EAST student may be on-site at an EAST training location.  Due to limited space, please refrain from bringing non-EAST students, EAST students not previously registered for training or family members.

Do not bring additional students to training without an approval email confirmation from Phaedra Hawkins.  Additional students brought to training without an approval will to return to school.  Accommodations will be not be made and observation of training will not be allowed.  Arrangements for the student departure will require your immediate attention.
Sick Policy
Chaperones are responsible for determining their own and their student ability to participate in EAST trainings in case of sickness.  If you or a student are exhibiting signs of illness that can be a potential health risk to other participants, please DO NOT attend or allow your student(s) to attend EAST training.  We understand unforeseen circumstances may occur, however; we must provide a healthy environment for all students, therefore; if you or a student becomes ill during training, you will be asked to leave.  EAST reserves the right to request the chaperone remove his/herself or the student(s) if the circumstances pose a health risk to themselves or others as determined by EAST staff.

EAST Training Contacts

	Staff
	Title
	Office
	Email

	Phaedra Hawkins
	Student Technical Training Coordinator
	501-371-5023 
	Phaedra@eaststaff.org

	Melanie Ridlon
	Senior Director of Operations
	501-371-5017
	Melanie@eaststaff.org

	EAST Main Office
	6215 Ranch Drive,  LR, AR 72223
	501-371-5016
	Training@eaststaff.org


