BOC 2005 Instructor Notes – Project Peer Exchange 
BOC 2005 Instructor Notes & Metrics

Overview - BOC 2005, Project Peer Exchange: Present your final report
In this one-day class, students will practice their speaking skills by delivering a short presentation to classmates on a scoping report for their building. The report is the culmination of five project assignments completed by students in their facilities over the span of the Level II course. The report documents the operating conditions of their building and provides a set of recommendations for improving performance with a focus on energy efficiency. The student presentations offer operators the opportunity to practice personal communication skills, to actively observe and listen to classmates’ presentations, and to share feedback with each other. Following presentations, the class will wrap up with a discussion of effective strategies for presenting their reports to management and winning support for their recommendations. Students attending this class will understand how to prepare and deliver an informative and coherent presentation on their building’s performance.

Instructor/Facilitator Role
The instructor’s responsibility in BOC 2005 is to guide the agenda to ensure each student has an opportunity to practice presentation skills and to observe and engage with their peers. The content of the curriculum is activity-based. The instructor’s role is to set up the activities by providing instructions and answering questions, and to wrap up the activities with a concluding summary. Familiarity with the subject matter of building scoping is useful, but subject matter expertise is not required.

What is the objective of BOC Level II?
Level II prepares operators to evaluate the operational performance of their buildings with a focus on improving energy efficiency. Operators will learn how to collect and analyze building data in order to prepare a building walk-through plan to identify opportunities to improve performance. They will apply the data collection and analysis steps to their own building through a 5-part set of project assignments completed between class sessions. The curriculum emphasizes that a building does not need to be certified to be high performing. All buildings can improve performance. We encourage BOC learners to make their buildings high performers, regardless of whether they pursue certification. 

A list of the 6 core classes that comprise the Level II course series is in the table below.

	BOC Level II Class List

	2001-A – Scoping Your Building for Operational Improvements (Part 1)

	2001-B - Scoping Your Building for Operational Improvements (Part 2)

	2002 – Optimizing HVAC Controls for Energy Efficiency

	2003 – Introduction to Building Commissioning

	2004 – Water Efficiency for Building Operators

	2000 series – Supplemental Class

	2005 - Project Peer Exchange Day: Presenting your final report




Who is the audience?
Level II learners are building operating engineers and maintenance personnel with responsibility for optimizing building operations, maximizing cost savings, or are involved in energy management or sustainability programs to improve their building’s performance. These learners may not have a high performance building but are interested in knowing more about the technologies and practices to improve performance. Others may have a high performance building that isn’t working correctly and are looking for ways to improve performance.
Curriculum Materials & Preparation
The BOC 2005 curriculum is comprised of the following components. Instructors are encouraged to review all materials in preparation for teaching. Questions or concerns, if any, about the content or application of the curriculum should be addressed with your course manager two or more weeks in advance of your scheduled teaching date.

· Outline
· Instructor notes
· Slide presentation
· Learner activities
· Level II Project Workbook

Test
There is no test for BOC 2005. Students will receive a Pass/Fail grade for the class. In order to receive a passing grade, students must satisfy the following requirements. Failure to complete these requirements will result in a failing grade.

1. Attend the class.
2. Prepare and deliver a 10-minute presentation on their building scoping report.
3. Complete a Notes Sheet Handout for each presenter and submit the sheet to the instructor.

Learner Materials
There are two handout documents. One is a set of notes sheets for students to note their observations during the peer presentations. The other is a class evaluation form completed at the end of the end to provide feedback to the BOC administrator.

Evaluation
At the end of class, all participants will complete a Class Evaluation form. The evaluation is designed to collect information about the class content, instruction, and future interest in topics. The information is used by BOC administrators to make improvements to the curriculum, to share with instructors, and to plan future classes.

How to Start the Class Day

· Room Set Up
The instructor is responsible for ensuring the room is set up according to the guidelines provided by the BOC administrator. The room set up requirements for BOC 2005 are the same as those for other Level II classes. The room should have space at the front for students to give their presentations using a table for props, and the appropriate AV equipment such as a computer and LCD projector, a screen, and white board. 

For the debrief activity, students will meet in small groups and use chart paper to document the highlights of their discussion. The instructor should post chart paper on the wall and provide the groups with markers.

· Review the Schedule
The instructor is responsible for scheduling breaks and lunch with input from the class. The instructor may adjust break points and timing based on progress through the agenda. Every class day is different. 

· Set the Context and Flow for the Day
The instructor is responsible for welcoming students and setting the context for the day. BOC 2005 is the final class of 6 classes in the Level II course series. Lengthy introductions are not necessary as all students are well acquainted with each other and with the requirements for successful completion of the course to earn the BOC Level II certificate. 

1. Warm Up: A warm up activity is provided to follow the instructor’s introduction. The purpose of the activity is to get students comfortable talking with each other early in the day by sharing something about themselves (see “2 Truths and a Lie” activity). Instructors may use an alternate introductory activity of their choice to achieve this learning outcome. 
2. Format for Student Presentations: Student presentations are structured in four segments over the span of the day. During each segment, 5 students will give consecutive 10-minute presentations on their building scoping report. Students should be well prepared to present their reports based on the presentation skills instruction taught earlier in the Level II sequence. However, the experience of giving a presentation in front of peers can be intimidating for even the most experienced. As such, we encourage instructors to make the environment a safe one for students to practice and learn from each other. This is practice time, not test time. 
3. Debrief Sessions on Presentations: At the conclusion of the presentations, the instructor will lead a 15-minute debrief. For the debrief, you will organize the audience into small groups of 3-4 students to discuss their observations. Instructions for the debrief are in the slides. The debrief is not a critique on the presentations. It is an opportunity for students to explore the styles and techniques of delivering effective presentations.
4. In the last hour of the class, the instructor is responsible for leading a discussion on “Presenting to Management.” The purpose of the discussion is to prepare students to present their scoping report findings and recommendations to their management. Instructions for the activity are in the slides. 
5. The instructor is responsible for distributing the “Class Evaluation” form to students to complete before they leave the class. There is no test to be administered for BOC 2005.

Instructor Checklist

·  Number of people expected: _____
·  Classroom set-up confirmed?
·  Instructor(s) bio
·  Learner Ids
·  Sign-in sheets and pens
·  Evaluation forms
·  Student handbooks
·  Handout materials specific to the class
·  Duct tape 
·  Extension cord
·  Laptop speaker for in-class video presentations
·  Props: ____________________________________

Be sure to review with participants all of the material covered on the test. 
Forward all test booklets and answer sheets to NEEC within two weeks of the class.

Collect these evaluations at the end of the class and return the completed 
[bookmark: _GoBack]evaluations to the training coordinator.
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