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Class Observers
Protocols for Instructors and Assistants

To make the first class easier an email was sent to students asking for permission to allow observers in their practice dyads.  This allowed us to denote permission in MaestroConference prior to class.  On class day poll your class again for permission to allow observers in practice dyads, record additional ‘yeses’ and email to both lindadrake@coachville.com and generalmanager@coachville.com. 

Additional protocol based on our recent instructor meeting is listed below:

Pair “Yeses” Together in Dyad Practice
Both dyad practice partners must give permission in order to be observed.  Pair the “yeses” together in dyads.  

Announce Class Duration Change
Announce the change in duration of class time from 2.5 hours of required class to 2.0 hours, followed by a half hour elective question and answer session. 

Brief the Class on Potential Observers
On the first day of class, explain that CoachVille wants to make it easy for people interested in learning to coach to experience our virtual classroom by attending as an observer.  Encourage them to invite their family, friends or colleagues to observe all or part of a class, and explain how they can do it.  Let them know that in any class, there may be silent observers.
Poll for Permission for Dyad Observations
Before creating dyads, find out who is okay with observers in their dyad practice sessions.  Pair these people together.  Send these names to lindadrake@coachville.com  and generalmanager@coachville.com  so that “okay for observers” can be notated in the Custom 2 field for future sessions.
After the First Class-Action Summary
1. Send the names of the dyad pairs to lindadrake@coachville.com immediately after class.  She will set them up in MaestroConference as default dyad pairs in the Custom 1 field.
2. Send the names of those that gave permission to be observed to lindadrake@coachville.com and generalmanager@coachville.com  and “okay for observers” will be added in the Custom 2 field as a default.
3. Take a screen shot to capture observer phone numbers and send to generalmanager@coachville.com for follow up.
How Students Can Invite Someone to Observe a Class
Anyone interested in observing class can go to www.coachville.com and click the menu item on the far right entitled This Week at CV. Here you can become a CoachVille member (It takes less than 2 minutes!) and once you become a member you will have immediate access to the Members-Only “This Week at CV” page.

Classes that can be observed will display dial-in bridge numbers and PIN Codes. Simply dial the bridge number and the PIN code followed by the pound sign (#) at the time of the class. 
Managing Observers during Dyad

Group the observers together with the instructor and assistant.  This will allow the instructor or assistant to briefly welcome them, chat for a moment and then move them with a dyad pair that has given permission to be observed. 

Just before going into the dyads, let the observers know that you will chat with them for a moment in a private virtual room and give them an opportunity to ask questions, and then they will have an opportunity to observe the practice coaching sessions. 

MaestroConference will be configured so that “Observer” is in the Customer 1 field for Observers, Instructors and Assistants so that when breakouts are created by data in the Custom 1 field, observers will always be paired with the instructor (be sure to select Everyone before creating dyads so that instructors and assistants are included).

Mute the Observers’ Microphones before placing them to observe in the dyad to prevent any sound disruption.
Priority of class
1. Student experience always comes first!
2. Deanna’s observers second (denoted as “Deanna’s Observer” in the Custom 1 field).
3. Anonymous observers third (denoted as “Observer” in the Custom 1 field).
30 Minute Question and Answer Session
· Answer the question if you can.  What this is not: This is not a coaching session. 
· Make a note of the questions asked during the Q&A and send to Deanna (generalmanager@coachville.com) and Dave (coachdave@coachville.com) after class. It could be valuable to know what they ask about and a knowledge base of questions and answers can be created. 
· If you don’t know the answer, that is okay.  Say “I don’t know but I will find out.”  Connect with Deanna and Dave if necessary and they will answer the questions.
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