Time Mastery Profile’
Facilitator’s Manual

Time Mastery Profile
Facilitator’s Kit
Volume |



This product is sold with the understanding that the publisher is not engaged
in rendering legal or other professiona service. If legal advice or other
expert advice is advisable, the services of a competent professional should
be sought at your own expense.

Product Code: B-345-01

ISBN 1-56774-004-9

©1993 by Inscape Publishing, Inc. All rights reserved. Copyright secured in
U.S. and foreign countries. Printed in the United States of America.
March, 2003. Version 2.0

This publication may not be reproduced or used in any form or by any
means, electronic or mechanical, including photocopying, recording, or by
any information storage retrieval system, or any other means, without
permission in writing from the publisher: Inscape Publishing, Inc., 6465
Wayzata Blvd., Suite 800, Minneapolis, Minnesota 55426-1725.

“Time Mastery Profile” is aregistered trademark of Inscape Publishing, Inc.

For more information contact:

Select, Assess & Train

38 Fendall Avenue

Alexandria, VA 22304 USA

tel: (703) 823-1968

email: info@selectassesstrain.com
http://lwww.selectassesstrain.com



GH
For more information contact:

        Select, Assess & Train
        38 Fendall Avenue
        Alexandria, VA  22304  USA
        tel:  (703) 823-1968
        email:  info@selectassesstrain.com
        http://www.selectassesstrain.com


9060

Table of Contents

VOLUME |
Facilitator’s M anual

VOLUME I
Action Planning
Seminar

VOLUME I
Visual Learning
Reproducibles

FACILITATOR SKIT oo 1
Overview of Facilitator SKit........cccevevvrenenienenenenene 1
Facilitator sSKit MaterialS.......ccccoveerennnenneneeneee e 2
About the AULNOTS..........coiviiiee e, 3

Time Mastery Profile® SEMINAR BACKGROUND............ 5
Overview of SEMINAN ........ccvereriree s 5
TYPES Of ACHVITIES.....eiiieiiee e 5
Using the Facilitator' S SCrpt ........cceeveeeeveereeieeseese e 6

ENHANCING YOUR TRAINING.......cccooieveeceee e, 8
OVEIVIBIW ...ttt 8
HOW People Learn........ccccveeiernneene e 8
How to Work with Groups...........ccceeveerveieseeseesieseennnns 10
How to Handle Difficult Participant Behaviors.............. 14
How to Set Up the Training ROOM ........cccoevvieeviecciennnnne 17
Additional Training TiPS......ccceevreererrenieneere e 18
A FiNal NOLE.......ooiiieree s 19

SEMINAR PREPARATION......coiiiieciee e esiee e 20
Before the Seminar: Reading the Materials.................... 20
Before the Seminar: Checking the Details...................... 20
Before the Seminar: Reviewing the Contents................. 24
Before the Seminar: Facilitator Competency Checklig.....27
Before the Seminar: Reviewing the Schedule................. 31

FREQUENTLY ASKED QUESTIONS ABOUT THE

PROFILE ...ttt 35
Basic Features and Benefits..........ccooeverinnieneninsennens 35
TIPS 0N POSITIONING ....ccvveveeiecie e 36
Tips 0N AdMINISEENING ...cceeveeierieee e 39
Legal ISSUES.......oceeeieeieceesteete ettt 43

ONE-DAY SEMINAR SCRIPT

HANDOUT MASTERS
OVERHEAD MASTERS

©1993 by Inscape Publishing, Inc. All rights reserved.





