Facilitator Instructions
[bookmark: _GoBack]The fraud training documents are designed to help facilitate fraud awareness and prevention training events that last about an hour. Each training session is set up to show a fraud related video, followed by a discussion on fraud theory and the content of the video. 
This training is designed to be easily picked up and used almost immediately. However, there are a few things that facilitators should do ahead of time before hosting a fraud awareness training session: 
· Review each video synopsis and decide which one(s) will be the best option for your audience.
· Review the videos you choose in full so that you understand the content. Reviewing all of the videos may also help you decide which one(s) you would like to use.
· The training session is intended to show one video per session and provide plenty of opportunity for discussion. 
· Reserve the location of the training and do any necessary advertising to promote the session.
· Test-drive the video ahead of time in the location you will have your training session. Check for good video and sound quality. Consider using closed captioning (by clicking on the “cc” in the bottom right of the video). Make sure the video will not take too much time to load or stop part-way through. You may want to allow the video to load before the session starts to save time. 
· Read through and familiarize yourself with the discussion document. Consider presentation order and add any agency specific content or discussion questions.
· Think about potential answers to the discussion questions in advance. The MMB Internal Controls Unit staff is available to go through the discussion questions with you in advance, if needed.
· You may choose to distribute copies of the discussion document to participants for reference.
· Read through and familiarize yourself with Fraud Prevention: A Quick Reference Guide (http://mn.gov/mmb/images/Fraud%2520Prevention%2520Quick%2520Reference%2520Guide.docx). Consider distributing copies of the Guide to participants in your session.
· Important: The statewide Code of Conduct policy requires each agency to have its own agency specific code of conduct policy, including developing its own communication channels to report potential fraud.  Familiarize yourself with your agency’s specific policy for reporting fraud. Ensure you know your agency’s fraud reporting channels if asked. 
· Consider using a participant evaluation form at the end of the session, to assess effectiveness. Please complete a facilitator survey at the end of the session. 
· Make sure participants sign the attendance roster and please submit the roster along with your facilitator survey to internal.control@state.mn.us after the session, so that we can track the number of sessions held and participation.
Thank you for your willingness to facilitate a fraud awareness training session. We hope this experience will benefit your agency while minimizing the time commitment to prepare and present.
If you have any questions before the event date, please contact Brennan Coatney at 651-201-8127 or Brennan.Coatney@state.mn.us.
