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STANDARDS FOR EXCELLENCE
Tailored and Open-Enrollment Workshops
The Nonprofit Resource Network (NRN) seeks excellence in all aspects of the services we provide.  To that end, we developed standards to guide the development and implementation of tailored and open-enrollment workshop training.  These standards reflect our mission, vision and values.
Mission

The Nonprofit Resource Network enhances the effectiveness of nonprofit organizations, providing professional development, networking opportunities and access to critical information resources.
Vision

The Nonprofit Resource Network is recognized as an indispensible resource to strong nonprofits and strong communities. 
The NRN Values…
· Ongoing education, both personal and professional, believing that learning facilitates the growth of individuals, organizations and communities.

· Integrity.   When two parties say that services will be provided, that word becomes a bond so that each party will do everything in their power to keep its promises.  In addition, the NRN believes that each party should represent themselves honestly and competently as they serve their clients and customers in order to avoid jeopardizing the business activities, practices, or goals of the other party.
· Open-dialogue and diversity, seeking to bring together participants and facilitators from various perspectives and backgrounds.  The NRN welcomes people of any race and ethnicity; gender; sexual orientation, gender identity, and gender expression; marital status; age; religion and belief system; persons with disabilities; national background and origin. 
· Respect and Dignity.  All people and organizations should be treated with respect and dignity and all relationships formed within its sphere of influence should maintain that esteem and consideration especially when conflict and dissent occurs.
· Consistency and relevancy.  Some classes are offered on a routine basis, and others are created based on the results of participant surveys and current trends in the not-for-profit environment.

· Collaboration and teamwork, providing services that supplement rather than duplicate those already in  existence.  
· Ongoing evaluation and assessment.  Every workshop offered includes immediate and ongoing evaluation, looking for short-term and longer-term outcomes and methods for program improvement. 
Curriculum Standards
Based on best practices in the field of adult education, the NRN believes that curriculum developed and used for the purposes of training its participants should adhere to the following guidelines:
1. Adult learners learn best in a multi-modal learning environment (Varlejs, 2004; Mancuso, 2000).  
The NRN expects that any curriculum developed for the use of NRN training and any facilitation that takes place under its auspice must include at least one item from the following five components of the   Experiential Learning Cycle (See Appendix A for Examples from Each of these five areas).  
Please note that: 

· Each phase builds on the next.
· Each phase can be fairly simple.

· The importance is that instructors intentionally implement each phase in one way or another.


2. Individual needs of learners must be met (Mancuso, 2000).  

Curriculum development and facilitation must:

· Build in a minimum of 30 minutes of work specific to organizations represented by participants 
· Provide flexibility for addressing questions and/invoking discussion around questions raised by participants.

Note: This expectation will be met if the Applying Phase is implemented from the The Experiential Learning Cycle illustrated above and described more fully in Appendix A.

3. Participants should be respected as adults who bring personal experience to their training (Millar, 2003).
Every workshop should include the opportunity for participants to share their own experiences and insights. 

4. Curriculum should be planned around the needs of program participants (Varlejs, 2004; Mancuso, 2000).  

The NRN will lead the planning effort for current and future training, continuing to conduct participant surveys and to identify additional methods for determining the training needs of program participants.   
In addition, the NRN will generate the course descriptions and learning objectives to be accomplished, refining the descriptions over time based on session analysis and participant feedback.   
Though the NRN will accept training proposals presented by various consultants and instructors, these proposals will not be considered unless they meet an identified need of NRN participants.
5. In general, program content should be:
· Accurate

· State of the Art (i.e. current, leading edge)
· Comprehensive for the time allotted

· Applicable to real-life situations

· Focused on student concerns (i.e. noted on registration forms and/or in pre-emails between instructor and students)
· Tailored to students’ experience level
6. Specifically, program content should include at least one electronic application—other than Power Point Presentations.  

Examples:
1. The opportunity for participants to develop a product (i.e. development plan or case for support) specific to their agency on their personal laptops.
2. The distribution of nonprofit-specific products on a thumb drive, such as a business plan template, financial statement template, development plan template.

The NRN reserves the right to resubmit curriculum not meeting any one of these guidelines to the person(s) responsible for curriculum development.
Expectations of NRN Instructors

Instructors with expertise based on experience in the field AND also good facilitation skills provide the best possible combination of knowledge and experience for leading NRN workshops.  The NRN selects instructors for specific workshops through a Request for Proposal (RFP) process using the Program Excellence Task Force to assist in the RFP Development, Instructor Screening and Selection.
1. Once selected, the NRN expects the instructor to review and adhere to the selected topic, short descriptive paragraph and learning objectives as outlined and defined by the NRN Director.
· If developing or editing already developed curriculum, the NRN expects its instructors to ensure that learning objectives are met.  

· When actually facilitating the workshop, the NRN expects instructors to ensure that learning objectives are met.
2. The NRN expects instructors to develop a class structure that is multi-modal in format and gives participants opportunities to conduct hands-on work in the selected topic area (i.e. case studies, completing a template of a development plan, etc.)

3. All instructors, volunteer or paid, must sign a standard contract with the NRN prior to engagement.
4. All instructors must work creatively but within the framework provided by these Standards of Excellence.  
5. All instructors must work with the NRN to review participant evaluations and identify areas of strengths, areas for growth and steps to take to make needed improvements.
General Facilitation Guidelines
Remember to…

1. Respect the learner as an adult, with own work experiences and insight to offer.  Allow them time to share their learned expertise.
2. Give clear instructions and allow plenty of time for processing and practicing new information.
3. Provide time for participants to interact with each other during the learning process—not just on breaks.

4. Allow flexibility in class structure and content to accommodate, within reason, the needs of individuals.
5. Meet the learning objectives of the class.

6. Have fun—and let your humor show through.

7. Share relevant personal learning experienced in the field of expertise.

8. Always look for improvement in class structure, activities.
(Adapted from Millar, 2003)
Materials
Plagiarism
In keeping with Millersville University’s policies on academic integrity, the NRN will not authorize the use of any class materials that include plagiarism in any form. Please see Millersville University’s definition of plagiarism below:
“Plagiarism is the presentation of someone else’s words, ideas, or data as your own work. By placing your name on a scholarly product, you are certifying the originality of all work you have not otherwise identified with appropriate acknowledgments. When you submit work that includes the words, ideas, or data of others, you must acknowledge the source of that information through complete, accurate, and specific references. 

Plagiarism includes representing as your own any academic exercise (e.g., written work, computer program, sculpture, etc.) prepared totally or in part by another.  For example, if you include direct quotations from a source, whether pieces of sentences or entire passages, you must use quotation marks or other accepted citation practices.  You must acknowledge your sources whenever you:

1. quote another person’s actual words; 

2. use another person’s ideas, opinions, theories, sentence structures, or flow of ideas, even if they are completely paraphrased in your own words; or 

3. borrow facts, statistics, or other illustrative materials, unless the information is common knowledge. 

These guidelines should be followed for all source types, including books, newspapers, pamphlets, journal articles, websites, and other online resources.”
Format of Class Handouts and Other Materials
1. Instructors using Power Point Presentations will be expected to incorporate their material into the NRN’s standardized Power Point Template.
The NRN believes that adults learn best as they interact with the material in front of them.  Thus, Power Point (PP) Presentations should be used merely as a guide, not as a venue for lecture notes.  
· Include only the main points of your instruction with the details for those points incorporated on the PP Notes Pages.  The expectation should be that the participants take notes as they listen.

· A good rule of thumb for maximum number of words per slide = 35 words

· A good rule thumb for number of slides per hour of lecture = 10 slides

2. Instructors submitting other participant materials will be expected to brand/co-brand the materials with the NRN logo.
3. All materials must be submitted to the NRN at least one week prior to the class for review and for copies.

Failure to comply with these expectations and guidelines may result in:

· In reduction or loss of any fees identified within the contract 

· In the loss of  positive referral for work with future clients
· In the NRN requesting the instructor to no longer work with the NRN as a instructor.
What Instructors Can Expect from the NRN

The NRN owns responsibility for clear communication with each instructor, before during and after each training and/or set of trainings.  These responsibilities include but are not limited to:
· The NRN will draw up a letter of agreement delineating the relationship between the NRN and each instructor, paid and volunteer, including specific expectations for each party and tailored for the workshop(s) under agreement. Both parties will sign off on the agreement before work commences.
· The NRN will provide the instructor with a Power Point Master Template at the beginning of the working relationship.

· The NRN will provide verbal and/or written feedback about the materials before, during and/or after the presentation takes place.

· The NRN will provide the instructor with a list of participant’s names, titles, organizations, years of experience and email addresses one week prior to the training.

NRN Dress Code

The NRN believes that instructors should dress at or one level above the level of those presented to: business or business casual.  Thus, casual or semi-casual dress is not acceptable (i.e. jeans, polo or tee shirts, etc.).  Neatness and cleanliness are expected.
Background of the Standards of Excellence
The Nonprofit Resource Network (NRN) convened the first Task Force for Program Excellence (PE) in January 2009, made up of nonprofit leaders, community leaders and volunteers.   General guiding principles for this group included:

1. Take into consideration the applied research for adult education, the to-date experience of the NRN itself and the experience of the individuals on the task force.

2. Be developed to endure over time but with the ability to change as new findings and research come into play.

3. Be general enough to allow instructor creativity, and specific enough to give the NRN the leverage needed for candid conversations with curriculum writers who may not reach the desired goal.

The PE Task Force determined that standards for excellence need to include expectations for both the curriculum used and for the instructors recruited to facilitate the classes. The following standards provide an overview of NRN Values, Curriculum and Facilitation Standards, Instructor Expectations, and NRN Processes and Procedures implemented to ensure program excellence.
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Appendix A

Pfeiffer & Jones Experiential Learning Cycle

Experiencing (Concrete Experience)

Almost any activity that involves either self-assessment or interpersonal interaction can be used in the experiential phase.  Experiential phase examples include:

· Case Studies

· Making products or models

· Creating art objects

· Writing

· Role Playing

· Problem solving 

· Information Sharing

· Giving and Receiving Feedback

· Self-Disclosure

· Fantasy

· Communicating Verbally and Non-verbally

· Analyzing Case Material

· Planning

Publishing (Reflective Observation)

Any activity that will help participants “publish” or declare their reactions or observations to a given activity.

· Recording data during an activity
· Whips or quick free associations on topics related to the activity
· Subgroup sharing  around “what we saw” or “what we felt” during the activity
· Ratings around relevant dimensions of the activity
· Systematic interviewing of participants about their experiences during the activity
· Interviewing pairs: Participants asking one another what or how questions about the activity

Processing (Moving Toward Abstract Conceptualization)

Any activity that involves “group dynamics.”

· Thematic discussion: Looking for recurring topics from individual reports

· Sentence completion: Writing individual responses to items like: “Leadership should include…”

· Questionnaires: Writing individual responses to questions developed for the particular activity.

· Data Analysis: Studying trends and correlations in ratings and adjectives solicited during the publishing phase.

· Key Terms: Posting a list of dimensions to guide the discussion

· Interpersonal Feedback: Focusing attention on the role behaviors of various role players

Generalizing (Abstract Conceptualization)

Any activity that assists participants in jumping from the in-class activity to everyday application of the learning. Answers the question: “So what?”
· Guided imagery: Guiding participants to imagine realistic situations “back home” and determining what they have learned in class that may be applicable there
· Truth with a little “t”: Writing statements from the Processing Phase discussion about what is “true” about the “real world”
· Individual Analysis: Writing responses to the phrases, “What I learned…” or “What I relearned…”
· Key terms: Posting related topics on a flip for general discussion (i.e. communications, annual giving, etc.)
· Sentence Completion: Writing completions to items such as “The effectiveness of shared leadership depends on…”
Applying (Active Experimentation)

Any activity that assists participants in planning for more effective behavior or in beginning to implement their learning—right in class:
· Consulting Pairs or Trios: Participants help each other with “back home” problem solving
· Goal Setting: Write applications of materials learning (i.e. write case for support, development plan, etc.)
· Contracting: Make explicit promises to one another about applications
· Practice Session: Role playing “back home” situations to begin behavior changes
Pfeiffer, W., & Jones, J. E. (1972-2006). A Handbook of structured experiences for human relations training. University Associates, La Jolla, CA.
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