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Preparation Work

UNDERSTANDING YOUR 
AUDIENCE

DEVELOPING TRAINING 
MATERIALS

GETTING READY FOR A 
TRAINING



Understanding Your Audience

•How large is the group?

•Is this their first encounter with election administration?

•What is their level of proficiency with online content?

•What type of learners are they?

•How open are they to discussion?



How large is the group?



Is this their first encounter with election 
administration?



Possibly have everyone stand up and ask

If you have been here less than 1 year sit down.

If you have been here less than 5 years sit down…

Etc...



What is their level of proficiency with online content?



What type 
of learners 
are they?

Seeing

Hearing

Doing



This might be a good place to ask the question with the QR code.  

How do you like to learn?

Show the chart of responses.



How open are they to discussion?



?? ??



Training Materials

•Will you need to create your own or can you rely on someone else’s?

• For instance, the WEC’s.

• Rely as much as possible on previous materials.

•Favor clean, accessible presentations.

• Use technology to your advantage.

• Make sure to stick to the allotted time; make room for questions from the audience.

•Share a handout with the attendants.

• People like to have paper in front of them.

• It also helps them take notes.



Training Materials Checklist
OtherMaterialsEquipment

PensAgendasProjector/screen

RefreshmentsHandoutsLaptop/charger

Name tagsEvaluationsSpeakers (if showing a video)

Extra office suppliesTraining certificatesMicrophone and extra 

batteries

Registration and Sign in sheetExtension cord

Election Day ManualClicker

Hot spot or wifi password



Will you need to create your own or can you 
rely on someone else’s?



Favor clean, 
accessible 
presentations.



Share a handout with the attendants.



?? ??



Getting Ready for a Training

•Getting the word out

• Recommendation: publish your training on the ElectEd calendar.

•Make sure the room is adequate:

• Size

• Light

• Noise

•Practice as much as time allows.



Sign-in

Microsoft 365  - FORMS





Getting the 
word out

Publish on the 

ElectEd calendar



Make sure the room is adequate.



Practice as much as 
time allows.



Make Your Training Interactive

•In person:

• Start with a quick icebreaker.

• Baseline: ask every few minutes if anyone has a question.

• Include interactive activities.

• Foster discussion and include discussion activities.

•Online:

• Insert activities every few minutes.



In person:

Quick Icebreaker Ask if there are questions Interactive Activities



Online:

 Have an someone monitor the chat

 Online quizzes

 Breakout rooms

 Send materials ahead



?? ??



Discussion-Based Training

From UW-Madison’s The Discussion Project:

•Well-facilitated, meaningful, and deliberate discussion can create social 

connection, deepen understanding of training content, and teach skills required 

for engagement in public life.

• Discussion creates opportunities for participants to articulate their own 

thinking and reasoning in order to clarify misunderstandings, to be challenged, 

and to challenge other views.

•Example: Jigsaw technique



Jigsaw Discussion Technique

1. Divide participants into different groups and assign one topic to each 

group.

2. Each group discusses their topic, including how to best present the 

information.

3. Reorganize participants into mixed groups, making sure that each group 

includes at least someone from each of the first-round groups.

4. Within the second-round groups, participants take turns explaining the 

topic they prepared in their first-round group.



Jigsaw Discussion Technique



Jigsaw Discussion Technique—Poll Workers

1. Divide participants into four groups:

A. Appointment

B. Qualifications

C. Training

D. Party Imbalance

2. Hand them information on their respective topics.

• Handouts, manual, slides

3. Each letter group discusses their content.

4. Reorganize participants into ABCD groups.

5. Have them discuss among them or present to the group.



Sharing 
Training 

Experiences



Q & A


