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SECTION I- IRWA FACILITATOR GENERAL INFORMATION
The International Right of Way Association (IRWA) is a professional educational organization dedicated to the improvement of its members’ skills and expertise in the right of way profession.  One of the most important goals of the IRWA is to provide a superior educational program to its members.

The IRWA offers a variety of courses from entry level to specialized areas of expertise. Classes are offered throughout the United States and Canada.  At least four (4) conditions must be met for a class to be successful: 1) quality course material; 2) engaged class participants; 3) dedicated course coordinator; and 4) a knowledgeable and experienced Facilitator.

The IRWA certifies that its Facilitators have the knowledge and experience to present courses in their area of expertise.  It is the responsibility of the Facilitator to demonstrate that he/she has the knowledge and experience to further the educational needs of the participants.   The Facilitator is expected to be prepared for class.  The preparation time in many cases will actually be longer than the number of hours instructing.  
This manual is designed to assist facilitators, both new and experienced, to prepare for the assignment.  This manual has been designed to clarify Facilitators’ responsibilities and to provide a preparation guide  

Facilitating for the IRWA is a privilege extended on a contractual basis to qualified members.  Decisions regarding Facilitator qualifications and certification are determined based upon the sole discretion and judgment of the IRWA. 
A. FACILITATORS AS INDEPENDENT CONTRACTORS

IRWA Facilitators are not employees of the IRWA, but serve as independent contractors.   

Notwithstanding any other written agreement, facilitators have no licensed copyright privileges to IRWA materials.
B. INPUT FROM INTERNATIONAL COMMITTEES

The International Profession Development Committee (IPDC) reserves the right to seek advice from International Committees prior to adding an individual to the facilitator Roster.

SECTION II – BECOMING AN IRWA FACILITATOR
A. GENERAL QUALIFICATIONS:

The following list of general qualifications has been developed by the IPDC. Course specific requirements have been developed with the assistance of discipline specific international committees and are listed in detail later in this guide. 
1. Active IRWA member. 

2. College degree or substantial professional education or training in the course you wish to present
3. Current Facilitator in good standing for an Organization, Association, College or University;

4. Five (5) years recent, active experience in the subject matter of the course;
a. BASIC RIGHT OF WAY DISCIPLINES (100 Level courses)

b. COMMUNICATION/NEGOTIATIONS (200 Level courses)

c. MANAGEMENT (300 Level courses)

d. APPRAISAL (400 Level courses)

e. RELOCATION ASSISTANCE (500 Level courses)

f. ENVIRONMENT (600 Level courses)

g. ASSET MANAGEMENT (700 Level courses)

h. REAL ESTATE LAW (800 Level courses)

i. ENGINEERING (900 Level courses)

5. Have teaching experience (within the past five (5) years with adult learning/training experience, public speaking engagements, and/or seminar presentations.  Facilitators with college level experience must demonstrate accreditation at a recognized college or university. (Must submit a video demonstrating application of adult learning theory in a classroom setting.  The materials presented must be a right of way related topic.)
6. Documented evidence of successfully attended & completed, or audited course(s).

7. Submit complete application with letters of recommendation from a Chapter leader (either Chapter President or education Chair) and a Region Vice-Chair, with the application fee.  Failure to do so will result in the application not being processed.
8. The completed application will be forwarded to the appropriate education committee for review and comments. 
9. The applicant must attend the IRWA Facilitator Clinic. The clinic will prepare right of way professionals to deliver effective and meaningful instruction to course participants.  The clinic will offer strategies for increasing facilitator awareness, knowledge, skills, and understanding of the dynamics and logistics associated with excellent IRWA instruction through the use of adult learning theory.
10. Must pay an Application Fee:  To Be Determined by International Executive Committee (IEC) and Executive Vice President of IRWA.

In the event that a candidate does not meet the criteria to become an IRWA Facilitator, the facilitator application may be denied. The facilitator application fee will not be refunded. 

Facilitating for the IRWA is a privilege extended on a contractual basis to qualified individuals.  Decisions regarding Facilitator qualification and certification are the sole judgment of the IRWA.

B. FACILITATOR APPROVAL 
The purpose of submitting an IRWA Facilitator Application is to identify those persons who have exceptional technical knowledge, outstanding communication and teaching skills, and an interest in conducting quality adult education programs.

Based on the recommendation of the IPDC, candidates that are approved will receive a one-time, conditional authorization to team-teach or solo-teach one or more courses in their discipline.  After completing their first team-teach or solo-teaching assignment, the candidate will need to submit a facilitator advancement form.  
Upon receipt of the facilitator advancement form, the IPDC will review the evaluations.  
The IPDC will then place the candidate on IRWA’s Certified Facilitators Roster based satisfactory evaluations from course participants.
Facilitator Roster:  The Facilitators Roster will consist of all five levels of certified facilitator levels of the following:

· Level 1 – Met all qualification except audit requirement

· Level 2 – Must team-teach attend, audit, or self-audit a course before being granted a Level 3

· Level 3 – Conditional – Has met all qualifications and has been granted a one-time solo authorization to facilitate, the IPDC review facilitator performance before the facilitator can advance to the next level

· Level 4 – Fully certified for course

· Level 5 – Developer – Qualified by developing course

Course Developers:  Individuals who develop a course for the Association may, upon the recommendation of the IPDC, be granted approval to facilitate a pilot of the course without attending and fulfilling the Facilitator requirements of the Course.  To facilitate subsequent class presentations after completion of course development, the individual is subject to the same review and policies and procedures as all other IRWA facilitators
 and must submit a standard application and attend the IRWA Facilitator Clinic.
C. USE OF GUEST LECTURERS

Use of Guest Lecturers:  At his or her discretion, a facilitator may call upon a guest lecturer to instruct a class for up to two (2) hours per day of instruction.

If a Facilitator feels that participants would gain from more time with a guest lecturer than two hours per day will permit, the Facilitator may increase the time allotted to the guest lecturer in the classroom upon receiving prior approval form the IPDC or Education Program Manager

D.  FACILITATOR QUALIFICATIONS PER SERIES AND PER COURSE
100 SERIES - BASIC RIGHT OF WAY DISCIPLINES 

Course 100 - Principles of Land Acquisition 

Specific Requirements:  
1. SR/WA Designation or 10 Years R/W experience
2. Certified IRWA Facilitator (Level 4)

3. Multi-disciplined professional with experience in four of seven right of way fields*.

a. Appraisal

b. Environment

c. Engineering 

d. Law

e. Negotiations 






f. Property/Asset Management 

g. Relocation Assistance

* It is recommended that additional facilitator(s) be hired to present any discipline that is outside of the lead facilitator's expertise. 
Course 103 - Ethics and the Right of Way Professional 
Specific Requirements:  
1. Successfully taken or audited the class within the last five years

2. Actively engaged in the ethics/ discipline for not less than five years.
3. Recommendation received from the of International Ethics Committee 
4. Hold a Bachelor of Law degree, Bachelor of Civil Law degree, or are a practicing Barrister or Solicitor.
Course 104 - Standards of Practice for the Right of   Way Professional

 Specific Requirements:  
1. Successfully taken or audited the class within the last five years

2. Actively engaged in the ethics/ discipline for not less than five years.

3. Recommendation received from the of International Ethics Committee 

5. Actively engaged in the ethics/ discipline for not less than five years.

6. Recommendation received from the of International Ethics Committee 

SR/WA STUDY SESSION

Specific Requirements:  
1. Successfully taken or audited the study session within the last five years

2. SR/WA designation
3. Certified IRWA Facilitator (Level 4) for Course 100



​​
200 SERIES- COMMUNICATIONS COURSES-  

General Requirements:
1. Demonstrate discipline knowledge:

a. IF INVOLVED IN RIGHT OF WAY PROFESSION:
i. Five years’ or more of negotiation experience in acquisition, dispositions (sales) or property management

ii. Three years’ active involvement in public speaking or communications research experience.
b. IF NOT INVOLVED IN RIGHT OF WAY PROFESSION:
i. Master’s Degree or higher in Communications or related discipline
ii. Completed Course 215
iii. Actively involved in adult education
iv. Three years’ active involvement in public speaking or communication research experience 
2. Successfully completed or audited two of the following three courses:
a. Course 200 - Principles of Real Estate Negotiation
b. Course 201 - Communications in Real Estate Acquisition
c. Course 205 - Bargaining Negotiations

Course Specific Requirements

Course 200 -  Principles of Real Estate  Negotiation 
1. Successfully taken or audited the class within the last five years

Course 201 - Communications in Real Estate Acquisition

1. Successfully taken or audited the class within the last five years

Course 203 - Alternative Dispute Resolution
1. Successfully taken or audited the class within the last five years

2. At least five years of direct ADR experience and either are 
a. a licensed or certified mediator or 
b. demonstrate no less than 40 classroom hours of relevant training
Course 205 - Bargaining Negotiations

1. Successfully taken or audited the class within the last five years
Course 207 - Practical Negotiations for U.S. Federal Funded Land Acquisitions 
1. Successfully taken or audited the class within the last five years

2. Right of way Federal Acquisition/Negotiation knowledge/experience.
Course 209 - Negotiating Effectively with a Diverse Clientele
1. Successfully taken or audited the class within the last five years

Course 213 - Conflict Management 

1. Successfully taken or audited the class within the last five years

Course 214 - Skills of Expert Testimony
1. Successfully taken or audited the class within the last five years

2. Professionally recognized attorney or

3. Expert witness experience
Course 215 - Right of Way Agent’s Development Program
1. Successfully taken or audited the class within the last five years

2. Five years of right of way utilities, pipeline  knowledge/experience
Course 220 - Cultural Awareness
1. Successfully taken or audited the class within the last five years

Course 222 - Negotiating for Interests on Native Lands in Canada 

1. Successfully taken or audited the class within the last five years

300 SERIES - MANAGEMENT COURSES

Course 303 - Managing the Consultant Process

1. Successfully taken or audited the class within the last five years

2. Ten years’ experience in right of way or hold the SR/WA designation
3. Project management experience
4. Actively involved in project experience for 5 years

5. Consultant or an agency employee
a. Consultant, project supervisor or project administrator experience

400 SERIES - APPRAISAL COURSES

General Requirements:
1. Successfully completed the 15 hour USPAP or The Standards (Canadian) 
2. State Licensed or Certified Appraiser in good standing, or an appraiser by profession whose employer does not require State licensing (Must submit qualifying proof of employment and experience and must obtain IPDC approval).
Note: Current IRWA approved 400-Level facilitators that do not meet above requirement have until July 1, 2011 to become licensed or certified (5-year sunset provision) 
Course Specific Requirements:
Course 400 - Principles of Real Estate Appraisal

1. Successfully taken or audited Course 400, its predecessor or attended an allied appraisal foundation member’s comparable introductory appraisal course. 
Course 401 - The Appraisal of Partial Acquisitions

1. Successfully taken or audited the class within the last five years

2. Successfully facilitated one of the following:

a. Course 401

b. Course 402

c. Course 403 

d. Course 407

Course 402 - Introduction to the Income Capitalization Approach

1. Successfully taken or audited the class within the last five years

Course 403 - Easement Valuation

1. Successfully taken or audited the class within the last five years

Course 406A - 15 hour National USPAP

1. An approved USPAP Facilitator by The Appraisal Foundation’s Appraisal Standards Board

Course 406B - 7 hour National USPAP Update 
1. Approved USPAP Facilitator by The Appraisal Foundation’s Appraisal Standards Board
Course 407 - Valuation of Contaminated Properties

1. Successfully taken or audited the class within the last five years
2. Successfully facilitated any 400-Level course

Course 408C - Valuation of Native Lands in Canada

1. Successfully taken or audited the class within the last five years

2. Five years’ valuation experience with Native Lands in Canada

Course 409 - Integrating Appraisal Standards

1. Successfully taken or audited the class within the last five years

2. Successfully facilitated any 400-Level course

Course 410 - Reviewing Appraisals in Eminent Domain

1. Successfully taken or audited the class within the last five years

2. Successfully facilitated any 400-Level course

500 SERIES - RELOCATION COURSES

General Requirements:
1. Directly involved in managing or conducting Uniform Act related relocation activities

2. Minimum of five years of relocation experience

3. Hold the certification of R/W-RAC*
4. Attend either the IRWA or FHWA update on the new regulations (after 2005)
Course Specific Requirements:
Course 501 - Residential Relocation Assistance

1. Successfully taken or audited the class within the last five years

Course 502 - Business Relocation

1. Successfully taken or audited the class within the last five years

2. Extensive business/commercial relocation experience

3. Successfully facilitated Course 501

Course 503 - Mobile Home Relocation

1. Successfully taken or audited the class within the last five years

2. Successfully facilitated Course 501

Course 504- Computing Replacement Housing Payments

1. Successfully taken or audited the class within the last five years

2. Successfully facilitated Course 501
Course 505 -Advanced Residential Relocation Assistance 

1. Successfully taken or audited the class within the last five years

2. Successfully facilitated Course 501
Course 506 - Advanced Business Relocation Assistance  

1. Successfully taken or audited the class within the last five years

2. Successfully facilitated Course 501

600 SERIES – ENVIRONMENTAL COURSES 

General Requirements:
1. Strong environmental or environmental engineering background 

2. A degree related to the environmental sciences 

3. Seven years’ experience in the industry
Course Specific Requirements:
Course 600 - Introduction to Environmental Issues
1. Successfully taken or audited the class within the last five years

Course 602 - Project Development and the Environmental Process

1. Successfully taken or audited the class within the last five years
Course 603 - Understanding Environmental Contamination in Real Estate

1. Successfully taken or audited the class within the last five years

2. Demonstrated experience in environmental project planning, project management, and writing environmental reviews/studies or authorization from environmental committee when not all the above qualifications are met.  

Course 604 - Environmental Due Diligence and Liability

1. Successfully taken or audited the class within the last five years

2. Demonstrated experience in environmental project planning, project management, and writing environmental reviews/studies or authorization from environmental committee when not all the above qualifications are met.  

700 SERIES – ASSET MANAGEMENT COURSES

General Requirements:
1. A property manager by profession 
2. At least 5 years experience

3. Hold a designation or certification in property management by a relevant association
4. Successfully Completed Course 700

Course Specific Requirements:

Course 700 - Introduction to Property Management

1. Successfully taken or audited the class within the last five years

Course 701 - Property Management: Leasing

1. Successfully taken or audited the class within the last five years

Course 703 - Real Property Asset Management

1. Successfully taken or audited the class within the last five years

800 SERIES – LAW COURSES 

General Requirements:
Must meet one of the following:

1. A  licensed attorney 

2. hold a Doctor of Jurisprudence degree with extensive experience in real estate law. If granted authorization to facilitate courses (except those indicated by an asterisk) below, will be restricted to the state or province of your residence or primary place of business.  You must provide a résumé with verification indicating extensive and active experience in title research and examination and receive approval from the IPDC.
3. hold a Bachelor of Law degree, Bachelor of Civil Law degree, or are a practicing Barrister or Solicitor.  If granted authorization to facilitate courses (except those indicated by an asterisk) below, will be restricted to the state or province of your residence or primary place of business.  You must provide a résumé with verification indicating extensive and active experience in title research and examination and receive approval from the IPDC.
Course Specific Requirements:

Course 800 - Principles of Real Estate Law

1. Successfully taken or audited the class within the last five years

Course 801 - Land Titles*

1. Successfully taken or audited the class within the last five years

Course 802 - Legal Aspects of Easements*

1. Successfully taken or audited the class within the last five years

2. Extensive, active experience dealing with easement agreements

Course 803- Eminent Domain Law Basics for Right of Way Professionals 
1. Successfully taken or audited the class within the last five years

2. Extensive, active experience dealing with eminent domain

Course 804 - Skills of Expert Testimony 
1. Successfully taken or audited the class within the last five years

2. Either an attorney or hold expert witness experience
900 SERIES – ENGINEERING COURSES

General Requirements:
1. Minimum of five years’ experience as a professional engineer or hold land surveyor license

Course Specific Requirements:

Course 900 - Principles of Real Estate Engineering

1. Successfully taken or audited the class within the last five years

Course 901 - Engineering Plan Development and Application

1. Successfully taken or audited the class within the last five years

Course 902 - Property Descriptions

1. Successfully taken or audited the class within the last five years

SECTION III – POLICIES AND PROCEDURES
A. REQUEST TO FACILITATE ADDITIONAL COURSES

TO ADD A COURSE OR COURSE(S) WITHIN APPROVED DISCIPLINE: Must submit an application to add within discipline along with proof of having taken, or audited the course. A level 4 facilitator may apply to audit or self audit a course in order to qualify to facilitate the specific course within their approved discipline.

1. Demonstration of Experience:  If a facilitator applies to add a course to their curriculum vitae consistent with a discipline in which they are approved, they need not submit resume and evidence of experience. 
2. Letters of Recommendation:  If a facilitator is applying to add a course to their curriculum vitae in a discipline in which they are approved to facilitate, they need not submit any letters of recommendation. 

TO ADD A COURSE OR COURSES OUTSIDE OF APPROVED DISCIPLINE: Must submit an application to add outside of discipline along with proof of having taken, or audited the course. Additionally, must submit a current resume and evidence of having a minimum of five (5) years of experience in that discipline, along with letters of recommendation: from an active IRWA member and either the chapter president or education chair regarding the experience and expertise of the individual to facilitate the specific  course(s). 

IPDC Review: The IPDC reserves the right to review any Facilitator’s credentials and to require them to attend, audit, or team-teach a course prior to approval.

When a certified facilitator desires to have additional courses added to his or her approved list on the Facilitator’s Roster, the facilitator must provide:
1. Demonstration of Experience:  If a facilitator is applying to add a course to their curriculum vitae in a discipline in which they are not currently approved to facilitate, they must submit a written request containing a current resume and evidence of having a minimum of five (5) years of experience in the discipline(s) of the course(s) they wish to instruct.

2. Letters of Recommendation:  f a facilitator is applying to add a course to their curriculum vitae in a discipline in which they are not currently approved to facilitate, they must submit two letters of recommendation from an active IRWA member and either the Chapter President or Education Chair regarding the experience and expertise of the individual to facilitate said course(s).  The application will then be reviewed for a recommendation to consider the applicant by the Region Vice Chair.

The Chief of Education is responsible for administering the Facilitator Certification Program, Facilitator Clinics and to maintain a list of all Certified Facilitators.  
Audit Requirement: A facilitator must audit a course if they have not previously attended it within the past five years prior to applying to add the course to their list of approved courses. 

Audit Application:  Facilitators are required to submit an application to audit a course prior to attending to determine if they are qualified to facilitate the course.  The IPDC may require an individual to attend and pass the course in lieu of auditing. The current audit fee, as determined by the IEC and Executive Vice President applies.

Self Audit: In Lieu of Auditing, facilitators requesting to add courses that they have not taken or audited must do the following:

1. Sign a contract with IRWA Headquarters agreeing to thoroughly review the 
materials prior to facilitating the course.

2. Take and successfully pass a closed book course exam proctored by an SR/WA.

IPDC Review – The IPDC retains the right to review any facilitator’s credentials, and require course attendance, audit or team-teach a course prior to approval.

B. REMOVAL OF FACILITATOR’S CERTIFICATION

The IPDC may remove facilitators for any one of the following reasons:

1. At facilitator's request

2. Upon termination of IRWA membership

3. Unsatisfactory evaluations

4. Failure to meet IRWA’s Facilitator Policy and Procedures and Code of Conduct Guidelines

C. REINSTATEMENT OF CERTIFICATION OR TO THE ROSTER
1. Submit a written request and an updated resume to the IPDC and pay a facilitator reinstatement fee as determined by the IEC and Executive Vice President of IRWA.

2. Complete all current re-certification requirements for IRWA facilitators prior to reinstatement.

3. Facilitators that have not paid their dues within allowable parameters will be removed from the approved facilitator roster.  Reinstatement will follow the same rules that apply to all members.
4. Facilitators removed From the Roster for non-payment of dues must follow the same rules that  apply to all members for reinstatement. The final determination for reinstatement will be determined by IPDC. 

Reinstatement of Facilitator Certification will not be allowed after a lapse of 24 months.

D. RE-CERTIFICATION

Facilitators must present or audit a course at least once every five years to maintain certification.  Once a facilitator loses certification, he or she must attend or audit the course to regain their certification status. Facilitators are encouraged to maintain their knowledge in the disciplines certified by attending courses, IRWA’s annual educational seminar, and by regularly facilitating in the approved discipline.

If a facilitator receives unfavorable participant evaluations, 4.2 or lower, the IPDC may request that Facilitator re-certify.   This may include but not be limited to attending the course, co-facilitating the course, attending a “Train the Trainer” type seminar, or successfully completing the facilitator’s application process.

An active facilitator who has successfully facilitated an IRWA class shall receive initial or recertification SR/WA and/or Certification credit for having completed the course.  This credit shall be applied to the Facilitator’s Professional Status Report.

E. EVALUATION 
The Chief of Education is responsible for reviewing and summarizing all Participants Class Evaluation Forms. 
COURSE EVALUATION RESULTS

IRWA Headquarters will provide facilitators the results of their Course Evaluation Forms electronically. 
F. ADVANCEMENT
Facilitators that are not at a level 4 or 5, must submit a request to advance upon the completion of the class presentation. IRWA Staff will pull the evaluation scores for review.  Facilitators whose average evaluation rating of 4.2 or lower, will not advance for that specific course, until such time as their average score increases above 4.2.
G. PROBATION AND SUSPENSION
FACILITATOR PROBATION
Certified Facilitators (level 4 or 5) receiving who receive an average evaluation score of 3.7 or less for any course presented will be placed on probation and will receive written notification of probation from the IPDC.  The facilitator has 12 months to present the course again to receive a higher score to be removed from probation.

FACILITATOR SUSPENSION:

If the Facilitator does not facilitate that course during the 12 month period following notification of probationary status, or has an average of 3.7 or less for that course in the next report, the Facilitator will be suspended and removed from the active Facilitators Roster.  The Facilitator will not be allowed to facilitate for the IRWA until she or he has successfully completed a Re-Certification process as determined by the IPDC.

H. POSTAGE-PAID RETURN ENVELOPES

The exams, participant roster, course material evaluation forms and any other miscellaneous documents will be sent back to IRWA Headquarters in the self-addressed, postage-paid envelope provided with the course material. If for some reason there is not an envelope provided, or if there is too much material to fit into one envelope, the Facilitator is authorized to purchase additional packaging and/or postage and submit the original receipt(s) to IRWA Headquarters for reimbursement. 

I.  GRADING OF EXAMS

All IRWA course exams will be graded at Headquarters. All exam answer sheets completed by course participants must be returned to IRWA Headquarters within 5 days in the postage- paid envelope provided.  

SECTION V – SUCCESSFUL CLASS PRESENTATIONS
The following information is useful for the new or experienced facilitator. 
An IRWA class may be presented three different ways: Chapter Presentation, Association Presentation, or Contract Presentation. The type of presentation should not affect the preparation of the Facilitator.

Preparation is extremely important for a successful class presentation.  Three to One: Successful Facilitators of adult’s recommend a minimum of three hours preparation for each hour of presentation. 

A. 
USE OF GUEST LECTURERS

Use of Guest Lecturers:  At his or her discretion, a facilitator may call upon a guest lecturer to instruct a class for up to two (2) hours per day of instruction.

If a Facilitator feels that participants would gain from more time with a guest lecturer than two hours per day will permit, the Facilitator may increase the time allotted to the guest lecturer in the classroom upon receiving prior approval from the IPDC or Education Program Manager.
B. 
FACILITATOR’S FEES AND EXPENSES

1. Fees:
The Facilitator’s fee and reimbursement rate (travel/lodging and meals) shall be negotiated by the hiring entity. Facilitator’s fees include time for class preparation and coordination, travel time, class presentation, class evaluation preparation, and associated activities. The contracting chapter will advise IRWA Headquarters’ of the fee rate and World Headquarters will provide a contract for speaker’s fees. The fees will be paid from IRWA Headquarters.

2. Business Travel Expenses are to be reimbursed by the contracting chapter directly, within 30 days of the date of the presentation:

a. Meals and Lodging: the rate for reimbursement of meals and Lodging is to be negotiated with the hiring entity.

b. Transportation:

i. Airfare will be based on coach class

ii. Rental vehicle must be pre-approved with hiring entity.

iii. Reimbursement for use of personal vehicle will be based on mileage rate set by the Internal Revenue Service.

3. Incidentals: Expenses such as tips, vehicle parking, internet services, local telephone charges, and local transportation must be negotiated with hiring entity. 
C. 
FACILITATOR CONTRACT

IRWA HEADQUARTERS WILL ISSUE CONTRACTS  WITHIN 30 DAYS AFTER RECEIVING NOTIFICATION FROM THE LOCAL CHAPTER.

Note: Prior to presenting an IRWA course class a Facilitator must have, signed and returned the contract to the IRWA Headquarters, regardless of whether a fee is to be charged or not.

D.
COURSE MATERIALS

Prior to making a presentation of any course, which has undergone major revisions, all Facilitators must first audit or review materials provided by IRWA Headquarters.  IRWA Headquarters will provide Facilitators with teaching materials when requested in conjunction with a class presentation. Additional sets of material can be requested for nominal fee.   

Course materials may be ordered at the time course contracts are signed for use in preparation for a class presentation.  

Upon receipt, material must be:

1. Reviewed immediately to ensure familiarity with the material.

a. Verified to be the most recent version and that all of the elements are included in the shipment: handouts, DVDs, exercises, solutions, videos, or other materials.

b. Checked for quality of the handouts, electronic files, solutions, DVDs and/or other materials.

2. All problems, case studies, examples or exercises should be worked through prior to the class to determine:

a. Appropriateness

b. Miscalculations or errors

c. Timing

d. Need for any additional visuals or handouts

PowerPoint Presentations

All Level 2 Facilitators and above ARE AUTHORIZED TO HAVE ACCESS TO THE COURSE POWER POINT MATERIALS. 

General Tip: IRWA course materials are generic. Each Facilitator may modify materials within reason, to fit the needs of each specific class. Adapt the instruction to meet the needs of the participants and to draw upon your own professional background, while maintaining the integrity of the course content and ensuring that participants receive the information approved by the IPDC. Contact IRWA Headquarters for more information.  

COURSE COORDINATOR CONFIRMATION

Facilitators should verify the name, phone numbers, and addresses of the course coordinators and contact the coordinator to confirm arrangements within the chapter regarding transportation (if needed) and accommodations.

Facilitators should contact the coordinator one week prior to the course ensure that the course materials have been received, to determine the layout of classroom and request Audio-visual aids as needed.

E. 
TRAVEL PLANS

1. Facilitators should make preliminary travel arrangements and reservations, if appropriate, but not book a flight until class is confirmed (which will be when the coordinator orders the course materials – 4 week prior to course start date.

2. Facilitators should confirm airport pick-up.

F. 
ARRIVAL AT COURSE SITE/HOTEL

1. Facilitators should contact the Course Coordinator upon arrival;
2. Get the Facilitator Package from coordinator;
3. Confirm that course exams have arrived;

4. Become familiar with classroom;
5. Verify room set up;
6. Verify audio- visual equipment;
7. Check lighting/heating, etc;
8. Locate restrooms and other facilities 

G. 
FIRST DAY OF COURSE

1. Facilitators should arrive 60-90 minutes early;
2. Make any necessary adjustments in room arrangement;
3. Re-check Audio-Visual equipment;
4. Confirm time for coffee breaks with coordinator;
5. Assist in laying out class material and table cards;
6. Greet participants as they enter the classroom;
7. Begin the class promptly and cover administrative matters with participants.

H. 
CLASSROOM MANAGEMENT

1. Facilitators should make sure class rosters have been properly signed;
2. Allow each participant equal access;
3. Maintain a supportive attitude towards participants; 

4. Deliver material in a professional manner;
5. Use small groups as necessary;
6. Establish and maintain a schedule;
7. Aid in cleanup at end of each day and prepare for next day;
8. Make sure all applicable material has been covered;
9. Allow reasonable time for questions and answers.

I. 
PROFESSIONAL ATTITUDE TOWARDS IRWA 

In the event of a disagreement about course material, facilitators shall discuss these matters with IRWA Staff and or Leadership and not the class participants.

J. 
COURSE ROSTER

1. Course Facilitators shall be required to verify an attendance log form for both a.m. and p.m. sessions on each day of an IRWA course presentation.  
2. To satisfactorily complete any course offered, Participants must physically attend 90 percent of each course, exclusive of the session devoted to the exam and this shall be verified on the course roster. 
3. Verify class rosters have been properly filled out by the coordinator, and signed by each participant.
4. Original rosters are sent to IRWA in the self-addressed, postage-paid envelope.
5. Copies of the roster should be maintained by the chapter and the facilitator records. 

K. 
PROCTORING FINAL EXAM

1. Each participant must fill out the exam form completely with their name, the course number, date and location of the course presentation, and the name of the facilitator.
2. Participants should have adequate space. 

3. All IRWA exams are closed book.

4. Proctoring should include regularly circulation around the room.

5. Participants who complete the exam early should be reminded to maintain respect for those still taking exam.

L. 
EVALUATION FORMS

1. Participant’s Course Material Evaluation Form:  The IRWA Course Evaluation form should be distributed to participants by the facilitator; collected at the end of the class and returned to IRWA in the envelope provided.

2. Participant’s Facilitator Evaluations: The facilitator evaluations are now sent out electronically. A link to the evaluation survey is sent to each participant shortly after the course roster is processed. Encourage honest responses and comments. 

3. Coordinator’s Evaluation Form:  Evaluation form must be completed by course coordinators for all IRWA.  T
4. Facilitator’s Course Evaluation Form:  Evaluation form must be completed by all Facilitators for each course presentation.  This is returned with the class roster, ungraded exams, and other evaluations.

M. 
EXAMS

1. The grading of the exams will be done by IRWA staff only. 

2. Exam forms that are not complete will not be processed, it is the facilitators responsibility to verify that each exam form has the participants name and the facilitator name clearly written on it. 

3. Facilitators are required to return roster and all exams and answer sheets to IRWA within 5 days following completion of class.
SECTION IV – CODE OF CONDUCT FOR IRWA FACILITATORS

A. INTRODUCTION

IRWA’s Standards of Performance for Facilitators outlines the principles and values expected of all certified IRWA Facilitators.

IRWA facilitators represent the Association. Performance Standards outline measures aimed at helping Facilitators’ gain the confidence of the participants in terms of professionalism.

B. PERFORMANCE STANDARDS

To assure that IRWA will provide approved and qualified facilitators, each facilitator will adhere to the following performance standards and conduct. Any violation of these standards or conduct is grounds for an investigation by the IPDC and possible disciplinary action.

IRWA facilitators must accept the responsibility of being an ambassador for the Association and pledge to promote its educational programs in the most positive manner.

Facilitators for the International Right of Way Association pledge tol adhere to the following standards and conduct:

1. Uphold and abide by the International Right of Way Association’s Code of Ethics.

2. Maintain the highest level of competency possible in order to provide the participants with the latest and most recent information available in the discipline instructed.

3. Maintain a high degree of professionalism to include manner of dress and personal appearance.

4. Show respect to the class participants by treating them as professionals and refraining from remarks or humor that might show bias to or offend one’s race, religion, gender, or national origin.

5. Demonstrate a positive attitude toward IRWA, its officers, staff, members, participants, volunteer leaders, educational and professional programs.

6. Assist other IRWA facilitators in providing information that may be beneficial in the facilitation of courses of familiarity.

C. CONFLICTS OF INTEREST

Facilitators have an obligation to ensure that their activities and interests do not conflict with their obligation to the Association. Facilitators must avoid ethical, legal, financial, or other interests where there is a divergence between an individual’s private interests and his/her professional obligations. Possible conflicts of interest include:

1. Absence from classroom due to outside interest.

2. Influencing participants’ employment choices and/or business decisions.

3. Use of any of the Association’s facilities, class material, equipment, or personnel for any purpose other than that related to the IRWA’s educational program.

4. Any situation in which the objectivity of the Facilitator could be reasonably questioned.

If a facilitator has any questions about any possible conflicts of interest, contact the Association for clarification.

SECTION VI – RECEIPT ACKNOWLEDGEMENT FORM

International Right of Way Association

Facilitators Policy and Procedures and Code of Conduct Manual

I hereby acknowledge receipt of IRWA’s “Facilitators Policy and Procedures and Code of Conduct Manual” and that I agree to abide by the policies and procedures set forth therein.

As a facilitator for the IRWA, I accept responsibility of being an “Ambassador” for the Association and pledge to promote its Education and Professional Development Program in the most positive manner.

As a Facilitator for the International Right of Way Association, I pledge that I will adhere to the following standards and conduct:


I acknowledge that my facilitation of IRWA courses is a privilege and not a right and that I will be working as an independent contractor.  
__________________________________


______________________

Printed Name







Date

____________________________________________

Signature

Complete, sign and return to IRWA Attn:  Chief of Education
19210 S. Vermont Ave, Bldg A, Suite 100
Torrance, CA  90480
Phone: (310) 538-0233   Fax: (310) 538-1471

E-Mail: fries@irwaonline.org  Website: www.irwaonline.org
1.	I will uphold and abide by the International Right of Way Association’s Code of Ethics.


2.	I will maintain the highest level of competency possible in order to provide the participants with the latest and most recent information available in the discipline I facilitate.


3.	I will maintain a high degree of professionalism to include manner of dress and personal appearance.


4.	I will show my respect to the class participants by treating them as professionals and will refrain from remarks or humor that might show bias to or offend one’s race, religion, gender, or national origin.


5.	I will demonstrate a positive attitude toward IRWA, its officers, staff, members, educational and professional programs.


6.	I will assist other IRWA Facilitators in providing information that may be beneficial in the facilitation of courses that I am familiar with.
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