ICP Guidelines for 

Designing and Facilitating an In-service Workshop

Step 1. Selecting a topic 

Select a topic based on the needs of your school, context, and audience.

· Is your audience composed of content teachers, faculty and staff, counselors, parents, etc.?

· Are the content teachers in your teaching situation in need of strategies, background on ESL, cultural issues, etc.?

· Does the staff know how to work effectively with parents of English language learners?
· What is the objective of your workshop?

· What do you want your audience to be able to do after attending your workshop?


Possible Topics

Parental involvement

How to teach content to ESL students

Bilingual education

Collaborative teaching

Authentic Assessment

Multiculturalism

Teaching ESL students

Myths and Facts in Second Language Acquisition

Comprehensible input

Bilingualism and biliteracy
Step 2. Determining the length of the in-service and conducting a follow-up

"One shot", externally-led staff development is ineffective. Click here for more information.

· Will your in-service last 1-3 days? A one hour workshop is not enough time for it to be effective.

· How will you conduct a follow-up to your in-service to provide continuity and determine whether or not it was effective?


Step 3. Locating Resources 

To begin designing your in-service, you will need to collect a variety of resources.

· Determine the resources will you need to support and develop the topic. Are they researched-based?

· Locate these resources using the Internet, the ICP website, your local library, university and/or school corporation, state/federal Department of Education.

· Obtain a variety of resources including books, journal articles, class lecture notes, information gained at other in-services.

· Create a bibliography of these resources so that you acknowledge the authors and share information with your colleagues.
The following links provide appropriate resources for developing your in-service:
National Association for Bilingual Education (NABE) http://www.nabe.org/
National Clearinghouse for English Language Acquisition and Language Instruction Educational Programs (NCELA) http://www.ncela.gwu.edu/library/index.htm
The Center for Applied Linguistics (CAL) http://www.cal.org/
Teachers of English to Speakers of Other Languages (TESOL) http://www.tesol.org/index.html

The Office of English Language Acquisition, Language Enhancement, and Academic Achievement for Limited English Proficient Students (OELA)

http://www.ed.gov/offices/OBEMLA/index.html
The U.S. Department of Education homepage

http://www.ed.gov/
The Indiana Department of Education, Language Minority and Migrant Programs
http://www.doe.state.in.us/lmmp/welcome.html
The ICP Library http://www.indiana.edu/~icp/resources.html
Step 4. Synthesizing content from your resources 

After locating your resources, you will select and organize salient points from them to support and lend credence to your in-service.

· Categorize the data from your resources into subtopics. For example, if your chosen topic is sheltered instruction (SI) and you might want to break that down into different components of SI, such as what SI means, comprehensible input, learning strategies, assessment, etc.

· Consider what specific points you will address from each subtopic and take notes from your resources.


Step 5. Delivering the content and creating an agenda

After collecting and organizing data from your resources, you will determine your methodology and plan specific procedures for delivering the content to your audience.

· Consider how will you design the in-service activities, e.g., will each subtopic be a specific focus activity for the in-service? What will your agenda look like?

· Will your in-service be participant-centered; are you following the constructivist model? 

· During the in-service, model instructional strategies you expect your audience use when working with English language learners and make them aware you are doing so.

· Make a list of the materials and equipment you will need, e.g., transparencies, overhead projector, PowerPoint, a laptop computer and projector, giant post-it paper, markers, snacks, etc.

· Set your pace: is the timetable reasonable/realistic?

· Use strategies to stay focused during the in-service

· Create a detailed agenda for yourself (and your co-presenter/s) so that you have a plan to follow during your in-service.

Step 6. Producing tangibles for the in-service
After determining your methodology and planning specific procedures for delivering the content to your audience, you will create tangible items to use during the in-service.

Develop and bring the following items with you to the in-service.

1) A folder/packet for the audience that contains:

· Neatly organized hand-outs that you have created originally and/or copies from credible resources (be sure to cite the author/s)

· an agenda (be sure to include breaks)

· a bibliography of your resources to share with your colleagues.

· a survey to evaluate the in-service (to be completed in step 8)

2) You and your co-presenter/s' in-service materials and equipment:

· a detailed agenda or plan for the in-service (so that you do not overlook any important points you want to address, and so that you can easily follow your sequence/procedures)
· a copy of the packet you will give to your audience so that you can follow along with them
· the materials you will use (overheads, markers, giant post-its, videos, TV/VCR, other multi-media/technology)
Step 7. Presenting the in-service

After creating tangible items to use during the in-service, you will prepare for your presentation.

· Rehearse your presentation with your colleague/s a few times before actually presenting it to your audience. This enables you to foresee potential problems and correct them.

· Anticipate questions from the audience and be prepared to answer them.

· Use index cards or another device to help you remember the sequence of activities and important ideas you do not want to overlook.

· Use clear, concise language and explain new terminology to your audience when necessary.
Step 8. Evaluating the in-service

After preparing for your presentation, create an evaluation form for your audience to complete at the end of your in-service.

After you rehearse your presentation a few times, you will have a better idea of how your in-service will flow and can perhaps design a more appropriate evaluation form based on your final “product”. Using a Likert Scale format, design survey questions based on:

· goals and objectives of your in-service

· delivery of your in-service

· what the audience would like to know more about

TIP: state the purpose of the in-service (objective) to your audience before beginning your workshop.








TIP: Consider peer coaching, consultations with colleagues who request more assistance, and another in-service the next semester as a follow-


up.








Tip: in a 2 column table list resources in one column and jot down important points you would like to address from them in the second column.











