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Pre-Training Meeting Guide for Facilitators
	While it is not necessary, Special Olympics recommends that Programs hold a virtual pre-training meeting with participants and their mentors to set the stage for a great learning experience. 
The Project Management Training for Athlete Leaders stands apart from other courses in the Leadership & Skills curriculum. It will challenge participants more deeply than any other course they have taken so far, asking them to draw on the full range of skills they have built in their earlier trainings. Through the “Project Management Training for Athlete Leaders” course, their task is to design and plan a project with the goal of improving their Special Olympics Program or their community. 



This “Project Management Training for Athlete Leaders” training has two parts. This pre-training meeting takes place before Part 1. It helps Athlete Leaders understand what to expect and begin thinking about the kind of problem they want to solve and, in turn, what type of project they might create.
Below are suggestions based on what other Programs have included in their pre-training meeting—feel free to tailor them to your style and participants' needs!

What to Cover in Your Pre-Training Meeting:
1. Introduce the training
· Share an overview of what participants will learn and gain from the training.
2. Set Expectations & Time Commitment
· Attendance: Inform learners that they must attend Part 1 and Part 2 of the training. Part 1 teaches them how to come up with a project idea and Part 2 teaches them how to complete the project. 
· Pre-Training Work (if applicable): Assign any tasks to complete before training, including any recommended homework ahead of time (see #3 below for suggestions).
· Active participation: The training includes group discussions and activities, so it’s helpful to let learners know this ahead of time. Giving them a heads-up will help them feel more prepared and ready to participate.
· Being willing to adapt: Help participants understand that being flexible is a big part of project management. Their first project idea might not be their final project, and that’s completely okay. As they learn more and get feedback, during the training, their project will likely change and improve. That does not mean they have failed, it means that their project evolved over time, and they are growing as leaders.
3. Introduce Key Terms
· Help athlete leaders and mentors understand essential concepts before the in-person training.
· Below is a list of key terms identified in the training (refer to the Facilitator Guide and slide deck for definitions). Feel free to add any additional terms you believe will help athletes better prepare for the training.
· Project, Project Management, Project Manager, Team Member, Stakeholder, Sponsor. 
4. Facilitate a fun icebreaker
· A short, engaging activity can help participants get to know each other and feel more comfortable before the training begins. Here is an external resource and an internal resource.
5. (Optional, yet highly recommended) Pre-Training Work
· A basic understanding of communication skills and goal-setting can make the training even more valuable. While it’s not required, you can recommend resources or lessons beforehand to help participants build this foundation.
· Share the resources that work best for your Special Olympics Program—whether it’s a training using the Leadership & Skills Curriculum, a local workshop, or a trusted online course. 
· From our Advanced Leadership Module resources, we suggest “Time Management,” “Engaging with Others”, “Leading Discussions.” 
· From the Personal Development lessons, we recommend “Communication”, “Advocacy”, and “Setting Goals.”
· It’s okay for participants to come to the training with a simple project idea (like “I want to recruit more coaches so we can start new sports.”)
· If you want participants to bring a project idea to the training, ask them to complete ONLY Step 0 (Know Your Strengths and Interests) and Step 1 (Look at Your Community) of the “Building Your Project Idea” assessment in the Participant Workbook ahead of time. They should NOT do Step 2 and Step 3 yet. 
· Just make sure they understand that even if they have an idea, after going through this pre-training activity, they’ll need to stay flexible. Their project might change a little—or a lot—as they learn the basics of Project Management. 
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