GUIDELINES FOR SELECTING COMMUNICATION SKILLS INSTRUCTORS

La Leche League's service is based upon a one-to-one helping relationship.  Establishing that relationship quickly and effectively is important and requires communication skills.  Many Leaders want ongoing enrichment to improve and maintain these skills.  La Leche League offers sessions in Communication Skills, which include practice of skills that help Leaders build the rapport necessary to be effective.

Through our Communication Skills Department we provide the instruction that helps build confidence as well as ability.  The small group training experience gives Leaders and Applicants the opportunity to practice communication skills in a safe setting.

This program is dependent upon the selection, appointment, and training of Instructors for the Communication Skills Department.  The following criteria will help you in the selection and encouragement of these Instructors.

WHO WOULD MAKE A GOOD INSTRUCTOR?

A Communication Skills Instructor is a Leader who is empathetic, accepting, and understanding and who can model these attributes for others.  She is a good communicator and she listens well.  In addition she has a positive attitude and will be a good representative throughout her Area.  She will be a resource person to the Area Administrators, and able to provide information and support in the field of communication.

Specifically the potential Instructor:

1. Has recently completed a full CSE workshop and demonstrated understanding of the material.  If CSE is not available within the Area, contact the Communication Skills Administrator to determine how to locate a series to attend.

2. Believes in the value of the Communication Skills Department and exhibits excitement about it. Willing to publicize and promote CSE.

3. Is genuine and able to be consistent in her behavior and commitment to the program, feels comfortable with empathy, and is aware of her own feelings.

4. Has or is willing to learn good presentation skills.

5. Is able to relate well both one-to-one and in a group, and is comfortable leading a group.

6. Is eager to make a commitment to leading CSE sessions throughout the Area.

7. Has access to reliable transportation.

8. Is willing to travel overnight when needed.

HOW MANY INSTRUCTORS DOES YOUR AREA NEED?

Ideally, each Area should consider having two Instructors so that they might support each other and increase their availability to the Area.

HOW DO YOU FIND A POTENTIAL INSTRUCTOR?

It is the responsibility of the ACL and any active Instructors to decide who should be asked to train as an Instructor.  Ideally, the CS Instructor will be able to advise the ACL on who has taken CSE sessions and shown promise as a future Instructor.

BECOMING AN INSTRUCTOR - THE PROCESS

The potential Instructor will need to:

2.
Participate in a CSE workshop within three years prior to Instructor training.

3.
Read and study all Instructor training materials as provided by the Communication Skills Department.

4.
Take at least 20 hours of instruction from an EUS Instructor Trainer. (This includes co-leading a practice CSE workshop at the conclusion of the training.)

5.
Complete orientation within one year of the training date by leading,  recording and reporting on two CSE workshops  to the Instructor Trainer for feedback..

THE INSTRUCTOR PREPARATION

1.
The potential Instructor begins her training by communicating with the CSDA who helps her assess her skills and outlines an agenda for the upcoming training.

2. Trainees attend 20 hours of training presented by CSITs.
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The setting for the training may be a home or hotel..
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A training is held at least once a year at a location convenient to as many of the participants as possible.

3. Trainees must present, record and have reviewed one to two CSE workshops before training is considered complete.

TO BEGIN THE APPLICATION PROCESS

1. A completed recommendation form must be filled out by the ACL or a CSI and sent to the CSDA

2. Once the recommendation has been received the CSDA will dialogue with the Potential CSI to assure she understands the responsibilities of a CSI and is an appropriate candidate for CSI training.

3. At least six weeks prior to the training date the CSDA will send:

· People Skills by Robert Bolton

· Non-Violent Communication by Marshall Rosenberg

· CSE Workshop outline

· Flip charts to go with the outlines

· CSD Notebook

· Quick Start Packet for new CSIs

4. The CSDA will communicate the details for the training weekend.

7.
Once training is completed, the CSDA will notify the ACL.

FINANCIAL ARRANGEMENTS FOR CSI TRAINING

· The Trainers travel expenses will be paid from the EUS Division budget. 

· Areas will be billed $350 for each person they send to a training. 

· This fee will include, training materials such as the Sample Session Tapes, "People Skills", Basic Series outlines, CSD Notebook, Additional outlines (sent when orientation is complete), travel, room and meals.

· Each trainee will pay $100 as a deposit towards her training.  This amount will be fully refunded to the trainee once she has completed her training which includes the training workshop and presenting, recording and review of one to two CSE workshops. If this amount is a hardship for the trainee the Area can choose to pay the deposit.  If the Area pays the deposit then the deposit will be returned to the Area once orientation is complete.  If the CSI does not complete her training then the deposit will be deposited in the CSI training fund. 

· Training is expected to take no more than 12 months. The CSDA can extend the training period if circumstances warrant it. 

· All training expenses will be paid/reimbursed by the Division Finance Administrator (DFA)

· If the fees collected for any given training exceed the expenses (excluding the trainers travel) the excess will be placed in a CSI training fund. 

· If the $350 is a hardship for an Area they may request assistance of not more than $150 from the CSI training fund, assuming there is money available in the fund.  Money in the fund would come from donations, forfeited training deposits and excess income over expenses from any given training.

THINGS TO CONSIDER
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When you are ready to add another Instructor to your Area, contact the prospective Leader and discuss the job and responsibilities with her.  You may also want the current CS Instructor to talk with her in order to share experiences.  Be sure that the time commitment is understood.
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The potential Instructor should know that she can decide, during the training, that she does not wish to continue.  However, ideally, tasks and commitments will be discussed so thoroughly prior to training that there will be no surprises.  
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The CSIT also reserves the right to discontinue instruction if the trainee seems inappropriate for the position.   Ideally, all parties will be prepared and confident in the individual(s) chosen.
