
Select an IHT
	 1.	� Go to your Dashboard, then click your organization under your name on the 

left hand side to access your Organization Dashboard.

	 2.	� View your org Members and select the user you wish to make an In House 
Trainer by clicking [Make this user an IHT] under their name.
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Online Training
IHT Invites other trainees  
	 1.	� From the IHT’s dashboard you can invite members by entering their emails (up 

to 5 at a time) and clicking Send Invites.  

	 2.	� Each trainee will receive an automated email with instructions on how to make 
a profile and join your organization. 

	 3.	� From your Organization Dashboard you can track the progress of your 
trainees, and select whether they will get the training alone, or training and 
certification. Simply go to the Certification column under the Members section 
and check the box if you wish to add the certification to their training.  
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Online Certification
	 1.	� To certify your trainees online, have the trainee complete their Self-Evaluation 

and send it back for your review. You will get an automated email once they 
have submitted it, and you’ll be able to access it through your dashboard. Click 
Review or Go to Self-evaluation to look at their answers and provide detailed 
feedback and/or questions to assure that the trainee is ready to be certified. 
You may use the resources sent to you to help provide detailed feedback. 

	 2.	 Be sure to also View stories before making the certification official. 

�

	

		
�		  note: Each trainee should post a minimum of three stories before getting  
		�  certified. We want to be sure they have had a chance to practice the method 

before becoming certified. There is a lot that we can tell from reading trainee’s 
stories. Are they overediting? Is the formatting hard to read? Are they asking 
questions based on their responses? Etc. Be sure to provide this feedback to 
the training before approving their certification. 

	 3.	� To post your feedback, you’ll need to write it in the text box on the right-hand 
side of their initial response. After every comment in each text box you will 
need to select Post Comment in order for it to save. Repeat this until you’ve 
successfully uploaded comments for every corresponding question. 

 

	
	

		
	

	 4.�	� After you’ve given your feedback, if you’ve asked any questions or need them 
to respond, click Send back for review. Once you feel confident in their ability 
to be a Certified Facilitator, you may select approve. Either option sends an 
automated email to alert the trainee of the updates on their Self-evaluation. 
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In-Person Training
	� To train people in-person, we encourage you to invite them to your organization 

as listed above so they may receive access to ongoing training and inspiration. 

	� To help guide the training you will lead in-person, download the Synopsis of 
Training for Reference which is a condensed, manual version of the online 
training. 

 

 

In-Person Certification
	 1.	� Make sure the trainee has completed all 6 modules in the training, or gone 

through it in person with you. Set up a time to observe them leading a session, 
and time after that (about an hour) to go over the certification questions in 
person. These questions are found on the IHT Certification Form. Take your 
time and have a conversation with them, using the form as a guideline to 
ensure their knowledge on all the key concepts. 

	 2.	� Once they have proven their understanding of TimeSlips, and you have had the 
chance to provide your feedback on their 3 stories, you can go to their Self-
Evaluation through your dashboard and write Certified In Person in the first 
comment box. Post that comment and then scroll down to the bottom where 
you can select Approve.

	 �note: It is very important for TimeSlips to be aware of how many Certified 
Facilitators we have in the field for funders to understand our reach and impact. 
Please be sure to create a basic profile of anyone you certify in person so we have 
accurate records. Thank you!
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