NHI-XXXXX Course Title

Participant Workbook


Using the instructor-led training (ILT) Participant Workbook Template

Replace all text in RED with the information indicated. Do NOT replace black text. It is boiler-plate and represents NHI’s curriculum-wide approach

· Change text color to black

· Update the Table of Contents

· Click on the Table of Contents to select it

· Click the right mouse button

· Click Update Field

· Reformat as needed, especially the font (Arial 12pt. max for body text)

Instructions for Creating PowerPoint GIF Images

As an alternative to File/Send to Microsoft Word, create the PPT file you intend to use for teaching purposes. 

With the PowerPoint file open, save the file as a graphics attachment by:

1. File/Save As

2. In the Save as type dropdown box, select GIF Graphics Interchange Format (*.gif)
3. Save

4. PowerPoint presents a dialog box [image: image1.png]Microsoft PowerPoint.
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5. Click Yes to export all slides to a new directory. 

In Microsoft Word, you can use the Insert/Picture/From File command to insert the gif images as appropriate into your Word documents. The advantage to this is that when you make changes to your slide decks, you can simply save the updated slide. Corrections in the Word file are simple edits. 

The same gif images used in the IG can be used for the PW. 

On the following pages, are samples of tables for use in the Participant Workbook. 

Note: Delete this page after completing your participant workbook.
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INTRODUCTION
The [Course Title}, provides participants (insert information about content of course).

Course Overview
This section includes a brief description of the course and how it is organized.  
Target Audience

Identify the target audience and their characteristics. If there is a primary and secondary audience, compare their similarities and differences. Always include:

· Education

· Experience, both on the job and in life

· Drivers and barriers that may influence success

Also consider things such as:

· Length of service with the organization

· Status in organization

Course Goal 
Identify the overall purpose of the course and key points covered.
Course Outcomes

This section identifies what the participants should be able to do as a result of training and must make a connection with the tasks they will be able to do on the job.

After completing this course, participants will be able to:

· Course outcome 1

· Course outcome 2

· Course outcome 3

Course Agenda 

(Sample times)
	Time
	Lesson Title

	8:00 AM – 8:50 AM
	Lesson 1: Title

	8:50 AM – 9:30 AM
	Lesson 2: Title

	9:30 AM – 9:45 AM
	BREAK

	9:45 AM – 10:30 AM
	Lesson 3: Title

	10:00 AM – 11:30 AM
	Lesson 4: Title

	11:30 AM – 12:30 PM
	LUNCH

	12:30 PM – 1:15 PM
	Lesson 5: Title

	1:15 PM – 2:15 PM
	Lesson 6: Title

	2:15 PM – 2:30 PM
	BREAK

	2:30 PM – 3:15 PM
	Lesson 7: Title

	3:15 PM – 4:00 PM
	Lesson 8: Title 


NOTE: Breaks may vary from site to site according to local guidelines or class preference.  The breaks listed here are not mandatory.

Lesson # (Section #, Session #): Lesson (Section, Session) Title
	<GIF image inserted here>
	__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

__________________________


Leaving two or three lines of space below the table provides room for additional notes, directions or clarification to the participant.

	<GIF image inserted here>
	__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

__________________________


	__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

______________________
	<GIF image inserted here>


This is a sample of the even page. The space for participant notes is on the outside of the page. 

	__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

______________________
	<GIF image inserted here>


	<GIF image inserted here>


	

	

	

	

	

	

	


This is a sample for pages that should have larger images to help with clarification or you can have two slides the same size with no lines (2 slides per page).
	__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

______________________
	<GIF image inserted here>
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__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

_____________________
	<GIF image inserted here>


Lesson #: Lesson Title
	<GIF image inserted here>
	__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

__________________________

__________________________


	<GIF image inserted here>
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__________________________
	<GIF image inserted here>
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__________________________

__________________________

__________________________
	<GIF image inserted here>
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List of abbreviations and acronyms

If any abbreviations and acronyms, list here

Glossary

If any glossary terms, list here

List of references and source documents

If any references or source documents are available, list here
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