Getting Started

Are you and your staff being pulled in too many directions and managing a
variety of responsibilities?

Is it a challenge to find time to research and prepare for your in-service programs?

SmartStaff™ In-Service Training Programs make it simple.

The specially designed Getting Started module assists the instructor in preparing and conducting in-services

that will challenge staff and build their confidence. This module provides a step-by-step plan along with

teaching fundamentals needed to successfully teach staff about critical healthcare issues.
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Teaching the Adult Learner

This section includes tips on how
to present the in-service in a way
that appeals to the adult learner
and engages your staff to help
them achieve proficiency in the
course material.
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Foreword:
Teaching the Adult Learner
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Instructor’s Preparation Guide

This detailed guide walks the instructor through the steps
necessary to prepare an effective in-service.
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Instructor's Preparation

STEP 1: Post the In-Service Announcement
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STEP 3: Review the Lesson Plan and (optional) PowerPoint
Presentation
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STEP 4: Print or Copy Recordkeeping Documents, Forms and Handouts |

The following documents and forms can be copied fom the in-senvic or prnted from the CO.
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Recordkeeping Forms and Documentation

The following recordkeeping forms can be copied from templates
provided or printed from the accompanying CD.

® In-Service Attendance Record

H |n-Service Attendance Record Signature Sheet

® Employee In-Service Record
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m History of In-Service
Training Programs

= Notice of In-Service
Training

m Certificate of
Completion
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(Faciity Name and Address)

CERTIFIES THAT

(Nome of Person and Tite)

SUCCESSFULLY COMPLETED HOURS FOR:

(Titleof in Serice and Date Completed)

FullProfessional signature of Instructon
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