Colony City Training Guide for Officials

Metaverse Version (May 8, 1999)

Version “B” Tracked for Prospects Needing Full Training
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This training guide is intended to be for the use of prospective Block Leaders and Deputies, current Block Leaders and Deputies in order to upgrade skills, and leadership trainers.  Since Blaxxun Colony City is still in the beta stage as of this date, the guide may be frequently updated and improved.

I.
OVERVIEW:

The Metaverse (MV) Mission:

Leadership for Residents

Communication

Activities and Themes

Maintenance

Our mission is an extension of the Colony City (CoCi) mission to provide a safe exciting environment for people to have fun, learn things, and explore with others. You can do this in other places on the net but a 3D chat allows you to do it with others in an environment that has endless possibilities. I often hear the question in the Plaza, “Why should I get a house?”  The normal answers deal with the better communications, a place to put your furniture, and the ability to buy a 3D house. I feel the best answer is because you get a Block Leader (BL) and Deputy (BD) to lead and mentor you. This is a complicated place and it is nice to know you have someone who is dedicated to helping you to enjoy it. That is the main purpose of the block and neighborhood. Blocks must have a sense of community and our plans include promoting stimulating and educational activities, and providing Block leadership in a variety of Themes.  Blocks must be kept free of urban decay through systematic and scheduled maintenance that includes cleaning out properties, graphics, and text that have become dated, offensive or non-functioning.

Goals:

Goals are things that must be done to achieve the stated mission.

 Every Block should have a BL responsible for communications to Neighborhood Leaders (NL) and Neighborhood Deputies (ND), and to direct the activities and policies of the Block.  Every Block ideally should three Block Deputies responsible for carrying out the duties assigned by the BL.  These duties may be in the areas of People, Technical, and Maintenance. 

BLs and BDs should log in and complete some duties at least several times a week.  It is advisable to coordinate schedules so that there is not a long gap in coverage to a Block, and Block teams need to be aware of their locations in the world time zones for better communications.

BDs responsible for People will create and lead activities to further Block and Neighborhood Themes, recruit and welcome more residents, and become extensive travelers throughout CoCi spreading good will for MV. 

BDs responsible for Technical will create, maintain, and upgrade message centers for their Blocks, assist residents with technical questions or problems, and assist the MV with their HTML/VRML/Computer skills on special projects.

BDs responsible for Maintenance will create, maintain, and upgrade on a schedule an information database of residents for their Blocks that will simplify expedient cleaning of the Block in a timely manner, monitor and approve graphic or image uploads, delete inactive properties on an approved schedule, and check properties of residents to assure working links and clean properties. 

All BDs must have lines of communication, through email and other channels, to the BL, and must exercise clear and timely communication on at least a weekly basis.  BDs are also expected to assist each other and the BL when requested.

BLs and BDs who are not fulfilling a purpose successfully are not earning their pay, and are creating additional work for others.  It is understood they may be subject to a warning, and/or removal from office.

II. PROSPECTIVE OFFICIALS RECRUITING

MV is always looking for prospective officials willing to undergo training in order to be ready for the challenge of a BL or BD position of responsibility.  They may be found anywhere and everywhere, and although we do not encourage recruiting in other Neighborhoods, MV may be a place where persons with previous experience may be able to flourish in a way they could not before.  We believe a prospect should have at least 100 experience points prior to the beginning of training but that may not be an impediment to one with special talents or skills.

A prospect must first be referred to the official employment application available in a number of locations including the CoCi Employment Office.  Alternately the application can be accessed at:

HTTP://www.geocities.com/~mauvecat/cchelp/Recruiting.htm
The applicant will then be contacted by email.  Applicants are encouraged to home study as much as possible using links located in the APPENDIX.  Proper home study will shorten the training process.

III. INTERVIEW

Training cannot be begun until the applicant has been contacted following application, undergone home study, made arrangements to secure means of online communication, and been interviewed online and given a scheduled training date and time.  The Interview is not meant to be a vehicle for the disqualification of any person.  Its purpose should be to help limit the scope of the future training schedule by outlining the applicant’s strengths and weaknesses.  MV does not discriminate against any age, gender, or educational level.

Suggested online communication tools might include, ICQ, Yahoo Voice or Text Pager, or Colony City Instant Message Center.  Normally the Interview will be conducted by the official in charge of training.

Suggested Questions:

1. Tell me about your talents, skills, and ambitions.

2. Why do you want a position of leadership and responsibility?

3. How do you define leadership and how would you rate yourself as a leader, and as a follower?

4. Are you a team-player or do you prefer to work independently?

5. How will you deal with criticism intended to help you do a better job?

6. How will you deal with unfair criticism?

7. How would you rate your verbal and written communication skills?  I may request that you email to me a sample of your writing.

8. Tell me what you know about the positions of Block Leader and Block Deputy, and what skills you might be able to bring to these positions.

9. We require at least 2-3 hours a week, and some time on weekends to fulfill duties.  Will you be able to devote this much, or more time, to your duties without adversely affecting your real life?  If not, how much time could you give?

10. Specifically, in what ways will Metaverse benefit from hiring you?

11. Please rate yourself from 1-10, with 1 being “not-so-good” and 10 being “superior” in the areas of People Skills, Technical Skills, and Management Skills.

12. The prospect will be thanked for his/her time, asked for additional contact information, and told that he/she will be contacted soon with a training schedule and/or additional questions.

IV. PRE-TRAINING

Prospective trainees are expected to spend as much time as possible studying supplied materials and links prior to an online training session.  Links and materials are available in the APPENDIX and additional materials and links may be supplied during the time leading up to training.  If it becomes apparent to the trainer that home study has not been done successfully the training session may be abbreviated and the trainee asked back at a later time.

Trainees must have in place an approved working online communication tool such as ICQ, Yahoo Voice or Text Pager, or Colony City Instant Message Center. 

Trainees must live in, or moved to, MV prior to the training session.  Training may be done singularly or in a small group at the trainee’s home, at the trainer’s home, or in an alternate location.  A successful training session should last less than 2 hours, depending upon the prior knowledge of the trainee.  The training may consist of actions requested by the trainer that the trainee will demonstrate, and requests for Yes (Y) or No (N) answers to questions.  At any point the trainee can ask for clarification and the trainer will not continue the checklist until he/she is sure that the trainee understands the procedure being requested.  The training session is both a check for competency and teaching.  

V. TRAINING CHECKLIST

1. Send a written communication to the trainer other than through the chat box.

2. Open the “Instant Message Center” and send me a “Hello”, and then turn it off.

3. Undock the chat box.

4. Change your font size.

5. Copy a line of text in the chat box and re-paste it back into the chat box now.

6. Request a Private Chat with me now.

7. Whisper to me now.

8. Do you understand the use of Text Logs, and can you use them? (Y) (N)

9. Change your Avatar to the default “Blue Man” now.

10. Go to “Options/Body Language” and change one of your Gestures then come back and demonstrate the Avatar Gesture.

11. Demonstrate an Avatar Chat Macro now.

12. Do you understand Object Buying and Manipulation? (Y) (N)

13. Go to the “FAQ/Help” Section and copy a sentence, then return and paste it into the chat box.

14. Go to the “Citizens” and find out how many experience points that “_______” has.

15. Send the message “Hello” to me Inbox at “_________”.

Five (5) Minute Break

16. Insert a link into your Link Section by going to “Update/Information”.

17. Insert a sentence about yourself by going to “Update/Information”.

18. Have you uploaded an Image to you home? (Y) (N)  If you have not, and you have access to a jpg or gif file on your hard drive go to “Update/Image” and upload the file now.

19. Demonstrate Avatar Flying.

20. Go to the Block Message Board, copy a sentence from a posted message, and return here and paste it into the chat box.

21. If you have a Homepage and have not placed a link to it in your home go to “My Info/Personal Information” and put it in now.  If you do not have a Homepage insert http://i.am/mvnews.

22. Go to “My Info/Personal Information” and switch to the 2D mode by selection the “None” default (rather than “Java” or “3D”).

23. Send me a “Hello” in 2D, then type /options and read and print the instructions.

24. Change your font size, color, and send me a symbol.

25. Go to “My Info/Personal Information” and switch back to the 3D mode by selection the “3D” default (rather than “Java” or “None”).

26. Tell me what you would like to do as BL or BD to promote activities, and how you would begin and continue it.

27. Who would you go to for help with questions to problems if you were a BD?  If you were a BL?

28. Name a few of the locations within CoCi that you enjoy visiting.

29. Are you a member of any Clubs, and if not do you plan on joining some?

30. Describe some of things you would do when you discover a new resident has moved to your block.  What if the resident has 300 points?

Five (5) minute break

At this point a decision will be made as to the promotion to Access Rights as a BL or a BD.  If the training has been successful the trainee will be given temporary rights, and the session will continue at the Block Map page using an online communication tool separate from CoCi.  Or the trainee may be scheduled for further training. 

Fifteen (15) minute break

At this point the trainer may send the trainee by email or ICQ one or more files for reference that are good examples of record keeping.

31. The extent and importance of Access Rights are explained and the trainee views his/her name in the “Information” Section.


32. The “Message to All” Section is reviewed and the trainee may post a message to all residents on the Block.

33. The “Update” map is reviewed and the trainee is instructed on the dangers of making changes to it without authorization.

34. The trainee follows any Links located on the Message Board, such as to MIH.

35. The “Check” images section is reviewed and the trainee approves his/her image.

36. The limitations and operation of the “Delete” property button is explained.  Normally residents must be absent for at least a 4 week period before deletion can take place.  Residents with more experience points will be given a longer time, and then deleted only after attempts are made at contact.

VI. POST-TRAINING

1. It is expected that new BLs and BDs will be posted to the Blocks where they are most comfortable and most valuable.  There they may receive more specialized training by the official in charge.

2. Following certification by the trainer, the Training Department will offer the new BL/BD to Blocks, and they are responsible for additional interviews, and final hiring and a move to the Block.  The trainer will make every attempt to honestly outline for the hiring official the demonstrated talents, skills, strengths, and weaknesses of the trainee.

3. The new BL/BD should be given specific duties, and explicit instructions on how to complete them, in the first several weeks of his/her tenure.  It is most important that open communications channels be established and maintained between all of those working together.  The trainer also will keep open communication to the trainee for remedial training.

4. The new BL/BD should sign up for the MV Staff Club as soon as possible and take an active role in scheduled meetings.

5. He/she should send a “Message to All” in the new Block as soon as possible making an introduction.

VII. APPENDIX  A. – URLs

Recruiting and Employment Application:

HTTP://www.geocities.com/~mauvecat/cchelp/Recruiting.htm
Helpful Links and Previous Version of Training Guides:

HTTP://www.geocities.com/CollegePark/Den/8595/FLM.html
HTTP://www.geocities.com/CollegePark/Den/8595/FLMt1.html
Latest Metaverse news:

HTTP://listen.to/mvnews
HTTP://members.tripod.com/Karyll/MV.html
HTTP://get.to/knowtheworld
Metaverse Information Highway (MIH):


HTTP://i.am/metaverse
VIII. APPENDIX  B. – Sample Block Property Survey (Text Version)

The following “census” which was constructed by Mr_Chips of Metazania, is update about every 2 weeks and can help BL/BDs make a good decision on who should be deleted and when.  Chips used an excellent text program called EditPad (available at:  http://www.jgsoft.com/editpad.shtml) but there are as many ways and aids to do this as there are BLs.  Some BLs have home Pages devoted to this list of residents.  What is important is that there be a way to share information between BLs and BDs in a Block.  Chips went to the “Check” images list and copied the information into EditPad, then went to his “My Info/Personal Information” and changed his default mode to 2D so that he could visit each home on the list swiftly in 2D and note immigration/last visit dates, and experience points.  After initially constructing the original document he advises that a bi-weekly audit can be done usually in less than an hour.  Information from the “census” can be sent email or in file form to other officials.

5/8/99
PROPERTY
RESIDENT
1st
Last
Exp.


1.
sunshine

Sissy1

4/23
5/5
65

2.
Vixen's Den
Vixen24

4/29
5/4
60

3.
Arrakis

Gavman

4/7
4/21
85

4.
Bill Yat's Pl
billyat

9/4
4/23
210

5.
Cyberland
CyberDude150
4/5
5/3
70

6.
Alex's Place(BL
Alexb.

3/26
5/5
380

7.
Ferndale

Ceyenne

4/6
4/19
210
2D

8.
HEAVEN
SMOKEGOD
4/22
5/4
65

9.
Arch's Ave.
arch23

2/22
4/7
100

10.
JaxHaven
Tim-Jax

4/5
4/20
65

11.
my House-pl
Ozrik

4/20
4/20
50
2D

12.
Mikotaj Citadel
TPok

4/10
5/3
170


13.
Drugs Plaza
SmokingAndy
4/14
4/18
55

14.
Esay's Little 
Esay

3/31
4/1
55
2D

15.
Algebra

Redux

4/7
4/14
60

16.
NiceGuy's house
NiceGuy73547
4/10
4/15
60

17.
Dei

dei

5/2
5/2
50
2D

18.
Hades

Fishcakes
4/17
4/17
50

19.
Casa de Bangle
mangro

4/22
4/27
70

20.
Spirit .... Med
Young_Blood
1/15
5/5
680

21.
Eileen's 

little Eileen
11/21
4/15
205

22.
The Research
tera-byte

12/20
5/4
155

23.
Mindy's Place
Tommybabe
4/10
5/5
75

24.
The pier

oldsalt

4/6
4/6
205

25.
the tower
belgarth

4/22
5/1
65

26.
PANDE.

AWSW_015
5/2
5/5
65

27.
Free Spot



28.
The Firehouse
Firefighter2143
4/6
4/8
210


29.
Cyber_Sharp
Sharp14

2/11
4/1
70

30.
Bagatell's pl
Bagatell

4/6
4/24
65

31.
Gaultijer

Gaultijer

4/21
4/21
50

32.
Talon Tsi
George8922
3/15
5/5
110

33.
tysons pent
tice

10/12
4/16
155

34.
Adams Rock.
Rulz

4/13
4/27
65
2D

35.
Virtuosity
Turbo2

3/28
5/5
65

36.
chekyland
cheky

2/27
5/5
90

37.
Ivy Halls
MR_CHIPS
4/20
5/5
190

38.
Magnus Res
Mange

9/16
4/7
180

39.
The Premise
Premise

4/27
4/27
50

40.
Fool's Rest
BlondFool
4/12
4/13
55
2D

41.
Tbear9909
Tbear9909
3/21
4/17
85
2D

42.
Dom polski
przemas

4/5
4/5
50

43.
Fido's Pen
Fido

3/4
4/21
180
2D

IX. APPENDIX  B. – Sample BD Block Maintenance Instructions:

Making the Rounds and How to Clean a Block

Maintenance Duties List

Checking Images

Checking Links

Social Activities

Example “Inactivity Warning Message”

Example “Welcome Message”

Residents Don’t Reply to Your Messages

Example Inbox Message to Residents Regarding Their Message Board Header

Example Inbox Message to Residents Regarding Their Information Board Header

Example Inbox Message to Residents Regarding the Block Message Board

Example Inbox Message to Residents Regarding Uploading Pictures/Images/Graphics

Making the Rounds and How to Clean a Block:

Normally residents must be absent for at least a 4 week period before deletion can take place.  Residents with more experience points will be given a longer time, and then deleted only after attempts are made at contact.  Rounds should be done in the 2D mode.  They should be done bi-weekly but at a minimum they should be at least monthly.  After deletion, a “Free” spot will show on the map.  Sometimes a resident will not name his/her home and the property will not show up on the list of properties at your home but the home will show on the map page.  An attempt needs to be made to inform the resident that the home should be named as soon as possible.  The number of “Free” spots should be limited to about 4 at one time by using the “Update” access function to uncheck a limit number of spots.  Deletions should be done by one designated BL or BD, and on a schedule.  Every attempt must be made to warn the resident through prior contact prior to deletion.

Maintenance Duties List:

Welcome Newcomers within a Few Days of Arrival

Check Pictures/Images/Graphics

Check Block Message Board

Check Links

Post Inactivity Warnings

Delete Inactive Properties

Socialize with Residents

BL and BD Duties:

On any occasion the work of the BL should be more then the work of the BD. Be aware of the fact that the BD should be able to replace the BL when the BL is absent (therefor train your BD well). At least every other day the normal duties should be done in a block.

There are several ways to divide the work:

· The BL can give the BD’s certain tasks that they should do every day or every other day (this requires that both BL and BD log in frequently).

· A more efficient way is to give everyone a fixed day to do all tasks to be done on a day.

If all days are covered with two BD’s, a schedule could look like this: Monday: BD1; Tuesday: BD1; 

Wednesday: BL; Thursday: BD2, Friday: BD2; Saturday + Sunday: BL

If every other day would be covered, the schedule could look like this: Monday: BD1; Wednesday: 

BL; Friday: BD2 and Saturday or Sunday: BL.

The only one with the ability to appoint a BD is the BL or someone higher in ranking. You use Access Rights (in your block) to add names of your Deputies. Make sure you let your NL or ND know that you appointed a new BD (this is important due to recent hacking-problems). 

Checking Images:

You use “Check” to check a resident’s image submissions. An image marked "Locked" has not been checked or has been refused. Click on the image (be aware that this might look as a broken link, but follow the procedure anyway as it sometimes proves to be a perfect picture) and then deselect "Locked" and click on “Update” to view their submission.  If it's not acceptable or broken, re-click on the image and Lock it and let the inhabitant know.  Be aware that images must be less than 15KB in size and must be in a jpg or gif format.  Text or HTML will not work.  Be careful of censorship but try to use a “PG13” rating scale when judging names and images. 

Checking Links:

Residents can make links in their houses.  Check regularly to note whether there are forbidden or  “broken” links.   Forbidden links are those to adult/sex sites, links to pages that encourage use of drugs, racist sites etc.  When you find a link like the ones described, message the resident to ask them to take the link down and also message a superior so they can make a decision whether we can wait until the resident takes the link down or if the house should be deleted right away.  Inbox the resident immediately upon discovery of broken links.

Social Activities:

BLs and BDs should try to encourage and create activities between the residents, make the Block a fun place to be, and check the various houses to make sure everything is OK.  From time to time leave messages to your residents, letting them know you care.  Do this also when the person is not on a lot or has not have been home for awhile; this might be due to high internet costs, interruptions from Real Life, and not necessarily due to a lack of interest.

Example “Inactivity Warning Message”:

Hi “_____”.  I have noticed that you have not been Colony City for more then “____” weeks.  I don’t know what the reason for that is, but I have to warn you that we're about to delete your house to make place for another citizen. If you do not respond to this message in “___” days your house will be deleted!! I do hope you will return to the City.  If your home is deleted you will not lose your money or experience, but you will lose any messages at your home. 

An Example “Welcome Message”:

Hi “_____”.   I want to thank you choosing to settle down here on the “____” Block.  I am the (Block Leader) (one of the Block Deputies) here and I am responsible for helping you with any problems and answering your questions.  Upload a 2D image, post some cool links, and add some information about your interests.  You can find additional information about our Block and Neighborhood by visiting the following URL.

Residents Don’t Reply to Your Messages:

If residents do not reply to your messages, after repeated tries, try to send a message to their Home Page if one is listed on their 2D page.  Try to reach them by browsing through their Links page if they have chosen to list any.  If you still cannot get a reply and they come to the City enough to not get deleted, do not worry.  Some people just want to be left alone.
Example Inbox Message to Residents Regarding Their Message Board Header:

Hi “____”.   Lately I visited your houses and saw that you don't use all the tools you have at your disposal to make it cosy.  You can put a nice header in your inbox or on your Message Board.  An example might be: “I'm not home right now but if you leave a message after the beep I will contact you.  It's easy ....... go to your Inbox.  Click “Configure” and write a message.  Then click “Post.  You can also use HTML-tags if you know a few.   DON'T FORGET to click “Post when you've finished. 

Example Inbox Message to Residents Regarding Their Information Board Header:

Hi again, Do you ever wonder if there are people in Colony City that share your interests?  Then use your Information-box and have a look at the ones of others!!!  It's simple.  Click on “Update” and then click on “Information” and just let us know for instance what you like and dislike, music taste, interesting pet (boa constrictor, potbelly pig or ???  The information-window accepts HTML tags and is larger then it looks, just keep on writing until you told us all you want us to know and then click “Update”.  Have a look at you own information-box and if you're not satisfied just make some changes.  DON'T FORGET to have a look at the information-boxes of others and if you see something interesting you can leave them a message.

Example Inbox Message to Residents Regarding the Block Message Board:

When NLs, BLs of other Blocks, or just other citizens may wish to alert you to something, they will do that by posting messages on the Block MESSAGE BOARDS !!! You can find on these boards announcements like: 

“SOCCER TOURNAMENT” or “CHRISTMAS TREE CONTEST”. When in your home, look on the right for the "Go Up" button, and click on it, then look for the "Messages" button.  Click on that, and you'll see the main message board for “_____”.  It is spiced up by HTML and will change from time to time.  When you are there you can click on "Go Up" again and you will go to the Neighborhood Message Board. 

Example Inbox Message to Residents Regarding Uploading Pictures/Images/Graphics:

Hi “____”.   To get an image in your house you first have to scan a picture yourself or download a picture from the net.  For DOWNLOADING you go to a nice web site, click right on the image you like and click on 'Save Image As”, then give the picture a name with an extension .gif or .jpg and place on your hard drive (C:/).  Now go to your house and click on “UPDATE”.  Click on “IMAGE” in the main screen, next click on “BROWSE” and find the location where you've put the image (make sure it has extension .gif or .jpg and that it isn't to large)  After that you click the “Update” button at the bottom of the page to save it.

Unfortunately you won't see the image in your house until I check it, but I try do this every few days.

