With Hope in Mind –TASK LIST for Preparing and Conducting Classes


	#
	Date Entered
	Order
	Task
	Who
	Due
	Completed?

	
	
	
	
	
	
	

	
	
	1
	Decide to have a class & select dates

· 8  2.5-hour sessions 

· 4  5-hour sessions

· Can be 4 classes on Saturdays
· 
	
	
	

	
	
	1
	Determine the 2 teachers and who will be in what role
	
	
	

	
	
	1
	Identify list of potential locations

· can use mental health facilities

· would be better to find another group interested, because subsidized for having a class outside mental health center

· Requires electronics, e.g. video player, tv, 

· Wheelchair accessible
	
	
	

	
	
	1
	Conduct Planning Meetings

· 1st for 1 hour

· 2nd for 2 hours & practice handing off 
	
	
	

	
	
	2
	Secure the latest materials from www.namitn.org website, http://www.namitn.org/toolsforteachers.htm    Note, link at bottom of “Education” page
	
	
	

	
	
	2
	Secure Posters to hang on walls in each class

· can print from materials

· can ask Roger Stewart to ship laminated versions for re-use, rstewart@namitn.org
	
	
	

	
	
	2
	Create Press Release, “technical manual,” page 8

· send to local media
	
	
	

	
	
	2
	Advertise the Classes:

· publish in local paper

· put in local church bulletins & announcements

· put in local NAMI newsletter

· notify the UTC contacts

Order WHM posters with tear off tabs from NAMI TN office

· full page with “tear off numbers/contact”

· short blurb
	
	
	

	
	
	2
	Find the “Descriptions of the Classes” in the binder

· print copies

· handout or post with the “blurb” if possible
	
	
	

	
	
	2
	Reach out to other local NAMIs
· Local Affiliate Presidents from nearby affiliates
· WHM teachers from nearby affiliates
	
	
	

	
	
	2
	Bring to classes:

· post it notes (small & large)

· brochures that give information on a variety of disorders

· box of tissues (maybe 2)

· student handouts to accompany each class

· markers, easel

· flip charts (3M stickey at top)

· secure clips to hang the very large laminated posters

· tape

· NAMI WHM laminated posters

· DVD’s

· Student “Hello My Name Is” tags
· NAMI Pencils
	
	
	

	
	
	3
	Teachers will “screen” applicants to insure a good fit for which class

· List candidates for the class

· Determine which teacher will screen which ones

· to determine if they are a “family member” or a consumer

· insures they know what to expect

· note, there is a script in “technical manual” but make sure it is the UPDATED script

· Do they need childcare…are the children special needs and require high end sitter

· Do they need handicapped accessible facilities

· Any food allergies
	
	
	

	
	
	3
	Identify attendees

· can be a list from previous classes

· work with NAMI TN for those who have reached out via the website

· hang flyers with contact information

· advertise via press releases

· 
	
	
	

	
	
	3
	Determine if Childcare is required:

· forms on Education website link

· Determine financial allowances

· Determine if class requires “special needs childcare”

· 
	
	
	

	
	
	3
	Advertise class in Support Group Meeting 
	
	
	

	
	
	3
	Logistics & Location

· Need keys or access method

· Facilities

· Visit prior to class & set up

· Materials to “hang the signs”
	
	
	

	
	
	3
	Create “Basic Crisis” handout

· gather information specific to chapter/local mental health help
	
	
	

	
	
	3
	Print handouts & materials

· Roster for attendance each class

· Teacher evaluation forms
	
	
	

	
	
	3
	Secure the Student “Binders / Books” 

· find local “stash” if there is one

· order from state
	
	
	

	
	
	4
	Decide when & how to communicate the “1st Support Group Meeting” to the class

· note, the class will do a ‘mini-support-group’ to provide a flavor and feel

· Need to invite the local NAMI affiliate president to this portion of the class

· Ask them to bring materials, which come from state headquarters

· Local NAMI newsletter may have classes listed

· find someone to sponsor a new one

· determine logistics 

· confirm logistics

· print materials for attendees to take away

· Mention local Peer Support and other help locations
	
	
	

	
	
	4
	Notify & coordinate this class with local NAMI affiliate president

· They will attend the mini-support-group class
	
	
	

	
	
	4
	Determine if & who will bring Food

· time of day

· share responsibility

· determine if the location offers coffee, etc

· ask class attendees for allergies, etc.

· 
	
	
	

	
	
	4
	Put standing signs on sidewalk and if possible, signs that point to parking area
	
	
	

	
	
	4
	Set up the Room

· Arrive at least 30 minutes, preferably an hour early for class to re-set up in cases where the location requires dismantling the room each class

· Insure the room accommodates # of attendees

· Set up tables for flow, “group feel”

· Set up place for brochures

· set up food & beverages

· set up projector, TV, technical, video, screens

· set up wall hangings

· set up directory signs from sidewalk to the room

· set up flip chart & prep for this classes use of it

· Clock that is easily viewable (mantel style for table)

· Binders at each seat

· Handouts for this particular class

· Folded index card for name plates or name badges
· Pencils

· Sign-in sheet with pen

· Large poster with agenda for 4 sessions

· Large sheet (3M stickey) with teacher contact info (see back of 1.3 in binder)
	
	
	

	
	
	4
	Learn the material

· review the manual

· highlight sentences to make sure these are brought out in class

· determine who is “teacher 1” and “teacher 2”

· review the “Teaching Notes”

· Do each chapter “Teacher Prep”
	
	
	

	
	
	5
	Bring Food

· beverages (coffee maker, filters, coffee, creamer, sugar, sugar substitute)

· hot tea

· snack

· napkins

· cups
	
	
	

	
	
	5
	Conduct the class
	
	
	

	
	
	5
	Send paperwork to state headquarters
	
	
	

	
	
	6
	Remember to enjoy---this is making a daily difference!
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