PAGE  

[image: image65.emf][image: image66.emf][image: image67.emf][image: image68.png]


[image: image69.png]80 vele o




Copyright

All rights reserved world-wide under International and Pan-American copyright agreements. No part of this document can be reproduced, stored in a retrieval system, or transmitted in any form or by any means, electronic, mechanical, photocopying, recording, or otherwise without the prior written permission of Velsoft Training Materials, Inc.

Courseware Version: 3.0 

Table of Contents
1Preface


1Understanding Your Training Package


2Preparing for Training


3Our Top 10 Training Tips


4Materials Required


5Related Courses


5Additional Resources


6Agenda: Day One


7Icebreaker: Home Team


8Session One: Course Overview


13Session Two: Defining a Successful Training Program


13Defining Successful Training


14About Audiences


15Presentation and Debrief


16Advantages of Workplace Training


17Session Three: What Makes a Successful Trainer?


17Key Characteristics


18Break


19Mistakes and Solutions


20Stimulating a Readiness to Learn


22Session Four: A Word About Adult Learning


22Adults vs. Children


23Debrief


24Session Five: The Learning Process


26Morning Wrap-Up


26Lunch


27Energizer: The Last Word


28Session Six: Principles of Adult Learning


28Tying a Tie


29The Principles of Adult Learning


31Group Exercise


31Debrief


32Session Seven: What’s Your Type? How About Mine?


32Assessing Your Preferences


41Break


42What Does it Mean To Have a Number?


48Tying it Together


49The Experiential Learning Cycle


51Learning Styles


55Day One Wrap-Up


56Agenda: Day Two


57Reconnect: Everyone’s a Star


58Session Eight: Applying the Learning Cycle


58The Four-Stage Cycle


60Pairs Exercise


60Debrief


60Individual Exercise


61Session Nine: Extroverts and Introverts


61Introversion/Extroversion Survey


63Case Study


64Break


65Session Ten: The Training Process


65Process in Brief


66When is Training Necessary?


67Debrief


69Three Steps to an Efficient Needs Analysis


73Help! I Need a Template!


74Morning Wrap-Up


74Lunch


75Energizer: Simon Says


76Session Eleven: Planning Training


76Developing Objectives


81Writing Objectives


82Researching Content


83Planning an Interactive Program


84Debrief


85Break


86Session Twelve: Choosing Training Methods


86Training Methods


89Environmental Concerns


90Individual Exercises


91Session Thirteen: Designing a Learning Sequence


91The Model


92Sample Sequences


93Debrief


95Day Two Wrap-Up


96Agenda: Day Three


97Reconnect: Getting the Point


98Session Fourteen: Adding Games


98The Value of Games


100Types of Games


102Session Fifteen: Setting the Climate


103Session Sixteen: Presentation Skills


103Telling vs. Showing


104The Delivery


110Tips for Stunning Visuals


111Types of Visual Aids


113Break


114Session Seventeen: Dealing with Difficult Trainees


114Group Exercise


115Debrief


119Session Eighteen: On-the-Job Training


123Morning Wrap-Up


123Lunch


124Energizer: This or That


125Session Nineteen: Training Presentations


128Session Twenty: Designing Evaluations


131Workshop Wrap-Up




Preface

Understanding Your Training Package

Your Velsoft training package contains the following items:

· Instructor Guide: Contains all textbook information plus this preface, icebreakers, activities, delivery tips, and more!

· Student Manual: Contains textbook information as well as areas to take notes. Each manual also includes an evaluation form, action plan, and recommended reading list.

· Handouts: Contains pre and post class answer keys as well as any additional information or activity resources.

· Pre-Assignment: Task for participants to complete before the workshop to get them thinking about the learning that will take place.

· PowerPoint Slides: PowerPoint presentation highlighting talking points in the course. 
· Quick Reference Guide: Two page cheat sheet of tips and facts covered in the course. 

· Outline: Word document that outlines the overview and objectives of the course and summarizes each session to be covered.
· Advertorial: Pre-made flyer that you can customize and distribute.
Preparing for Training

To begin, read through this Instructor Guide. This is intended to be a guide and not a bible! Be guided by your experience, the needs of the participants, and your own common sense, as well as the information in here. Most of the suggestions and all of the information have been developed through research and hands-on, classroom experience, but you will want to customize the material for your particular audience.
Practice writing on flip chart paper before the workshop. You may want to draw lines on the paper (lightly, in pencil) to help you. As well, many of the flip charts suggested in this course can be prepared ahead of time. The first page should be set up like this:

· Name of Workshop

· Facilitated by < Your Name>

· Your Organization’s Name

For an extra touch, include sheets with the words Courtesy, Participation, and Confidentiality written on them and post them around the room. You might also want to add the words Exercises, Role Play, Learning, and Fun.

Have an emergency kit ready with the following items: 

· Extra markers

· Tape and sticky putty

· Adhesive bandages
· An extension cord

· Safety pins

· Tissues

· A bottle of water

· A fuzzy toy (which can be used for many activities and to spice up any lecture)

Arrive at least one hour before the start of the session to ensure that:

· Signs are placed directing trainees to your room.

· The classroom is set up as desired.
· You know where washrooms, break facilities, smoking areas, and fire exits are located.

· You have all necessary resources for the day.

· Materials for the morning are laid out, particularly for the icebreaker.

· Pens, sticky notes, and scrap paper are placed at every table.

· If you are using a laptop, it should be connected to the projector and both items should be turned on.

Our Top 10 Training Tips 

Although we will provide advice throughout the workshop, there are a few tips that we think every trainer should know.

1. I always shake hands with each participant and introduce myself as they come into the classroom. I find that it breaks the ice and sets the type of friendly atmosphere that is conducive to learning.

2. I always practice before the big day, even if I have delivered the course beforehand.
3. Bring extra activities with you. I have a list of children’s games that I’ve adjusted for adults.
4. Always have a backup plan! For example, if you plan to use PowerPoint slides, make sure you have a copy of the Instructor Guide, which includes the information to be covered. 
5. I like to print my instructor guide and place it in a three-ring binder. I put any customized information in here, plus during the workshop I make notes about what worked and what didn’t. This will be a resource that you can build on in the future too!

6. Things will go wrong during your workshop. If you are well prepared and confident, you should be able to resolve most situations quickly and easily. Try not to let participants see you stressed!

7. Involve participants as much as you can. Have them help you set the agenda, guide activities (by passing out or collecting forms, for example), lead discussions, and improve the course. The more participants put into it, the more they will get out of it.

8. Be ready to learn. I have not yet taught a workshop where I didn’t learn something. Challenge yourself!

9. Tie everything back to the workplace. It’s no good knowing information unless participants know how to use it.

10. And finally… don’t be afraid to have fun! I always bring a few fuzzy toys with me. I use them as a speaking hat during discussions – whoever is speaking has the toy. Plus, it sparks creativity and keeps participants interested.

Materials Required

· Flip chart paper

· Markers

· Soft ball or object

· A tie (Session Six)
· Tent cards or stick-on name tags (Session Seven)
· One Everyone’s a Star card per participant (Day Two Re-Connect)
· Sticky notes (Day Two Morning Wrap-Up)
· For Session Seventeen, one set of Difficult Trainees cards or flip chart pages with each of the following titles on it:

· Big Talkers
· The Kidder
· Exhausted and Droopy 
· Not Into It! 
· Poor Follow Through on Assignments
· Failure of Participants to Arrive/Return from Breaks on Time
· Whisperers
· Masking or painter’s tape or sticky tack (for taping signs to walls)
Note: All cards and handouts can be found in the Handouts folder. 

Related Courses

· Advanced Skills for the Practical Trainer

· Developing Your Training Program

· Using Activities to Make Training Fun

· Facilitation Skills

Additional Resources

If you would like more information on training, Velsoft offers Train-the-Trainer courses at several different levels. We also like the following books:

· The Trainer’s Tool Kit, by Cy Charney and Kathy Conway 

· Diversity Training, by Cris Wildermuth

· Games that Teach, by Steve Sugar

· Sivasailam Thiagarajan’s books on games and activities

If you have a favorite resource, please share it with us!

Agenda: Day One
	8:30-8:45
	Icebreaker: Home Team

	8:45-9:00
	Session One: Course Overview

	9:00-10:00
	Session Two: Defining a Successful Training Program

	10:00-11:00
	Session Three: What Makes a Successful Trainer? 

	11:00-11:30
	Session Four: A Word About Adult Learning

	11:30-11:45
	Session Five: The Learning Process

	11:45-12:00
	Morning Wrap-Up

	12:00-1:00
	Lunch

	1:00-1:15
	Energizer: The Last Word

	1:15-2:15
	Session Six: Principles of Adult Learning

	2:15-4:15
	Session Seven: What’s Your Type? How About Mine? 

	4:15-4:30
	Day One Wrap-Up 


Icebreaker: Home Team 

(8:30-8:45)

Activity

Arrange participants into groups of four to five people. Give each group five minutes to create a home team with the following elements. (You can modify this list depending on the number of people that you have and the time you have for your opening activities.)
· Name

· Theme song

· A best and worst for the week from each person on the team

· One learning objective for each member of the team 

· An activity they can do together (such as sing a song, mime a ball game, do a line dance, etc.)

Debrief

The intent of this activity is to develop teams that you can use for different tasks during the workshop. You may organize participants into their home teams as desired, or have them do activities with people they have not met, as fits your program. 
Session One: Course Overview 

(8:45-9:00)

Setting the Stage

Introductions

Introduce yourself. Establish credibility by giving examples of training experience, and your own experiences with today’s topic, including some war stories if you have them.

Give the participants a chance to introduce themselves to you. You will probably want to know their name, their department, their position title, and what their interest is in today’s topic.

Ground Rules

Ask participants for some ground rules that should be followed during the course. Record ideas on flip chart paper. After the activity, create a final version and post them where everyone can see.

Some common ground rules include:

· What we say in this room will stay in this room.
· We can disagree with one another and provide feedback as long as we do so constructively and respectfully.

· We will all put on our listening hats when someone else is speaking.

· Everyone will participate to the extent that he or she feels comfortable. You get out of a workshop what you put into it.

· We agree that this is the place to make mistakes and to learn.

· We agree to each be responsible for our own behavior.

Housekeeping Items

Let participants know:
· When the workshop will end

· When breaks and lunch will be

· Where they can find break and restroom facilities

· Where fire exits are and what will happen if there is an emergency

· What the building’s smoking policy is

· How you would like cell phones to be handled, although this should be agreed upon by all participants

· What the classroom food and drink policy is

Agenda Review

Present the agenda as a handout, PowerPoint slide, or on flip chart. Review the topics and the timeline.

Here is how our in-house trainer handles some common concerns.

This looks like a lot of information. Will we be able to cover it all? 

Reassure participants that today’s timeline is indeed feasible. If issues arise, promise that you will involve participants in solving the problem, rather than cutting out topics or breaks autocratically.

We’d rather spend more time on x rather than y. Is that possible?

If it is at all possible, accept suggestions like these. For example, you may be able to move an activity (particularly discussion activities) from one topic to another. Make a few minutes before the session to prepare.

I was expecting to discuss _______. Is it included in today’s course?

If it is included, reassure participants and let them know when it will be covered. If it’s not included, suggest resources or provide additional information. If you don’t have the answers, promise participants that you will track the information down and get it to them as soon as possible. (Give a timeline if you can.)

I didn’t realize that this course covered_______. Why is it included in today’s course?

This can be a tough one! Usually, I briefly explain the connection and let participants know more information will be provided when the topic is covered.

Course Overview

Ask students to turn to Session One in their workbooks. Read the introduction below.
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Learning Objectives

This course is designed to provide skill development, information, and practical experience to become effective workplace trainers. At the end of this workshop, you will be able to:

· Recognize the importance of considering the participants and their training needs, including the different learning styles and adult learning principles.

· Know how to write objectives and evaluate whether these objectives have been met at the end of a training session.

· Develop an effective training style, using appropriate training aids and techniques.

· Conduct a short group training session that incorporates these training concepts.

Give participants a moment to write down their own learning objectives in their workbook.

Self-Development: A Checklist for Trainer-Trainees
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Check off areas that you would like to learn more about, either for your personal growth or for your growth as a trainer. Print off the list and keep it nearby to help keep track of your progress!
	Course or Program
	For my personal growth


	To develop needed expertise as a trainer

	Assertiveness Training
	
	

	Coaching Skills
	
	

	Communication Skills
	
	

	Conflict Management 
	
	

	Creativity
	
	

	Group Dynamics
	
	

	Interpersonal Skills
	
	

	Nonverbal Communication
	
	

	Problem Solving
	
	

	Productivity
	
	

	Public Speaking
	
	

	Questioning Skills
	
	

	Self-Esteem
	
	

	Stress Management
	
	

	Team Building
	
	

	Time Management
	
	

	Other
	
	


Action Plans and Evaluations

Next, pass out evaluations and action plans. (Both of these items are in the Handouts folder and the Student Manual.) Ask participants to work on these throughout the day. They will also have a few minutes at the end of the workshop to finalize their ideas.

Session Two: Defining a Successful Training Program 

(9:00-10:00)

Defining Successful Training 

(15 minutes)

We may all have different ideas about what makes for a successful training session. As a trainer, you have objectives to meet. As a supporter of training (or someone paying for it), your boss also has objectives. They may or may not match those of the trainer. Trainees join a training class with a range of expectations, from a burning need to learn new skills, to the need for a day away from the workplace where phones ring or interruptions abound. 
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About Audiences 

(15 minutes)

Training needs to address the needs of three audiences: the trainer, the trainee, and the employer sponsoring the training.
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Presentation and Debrief 

(15 minutes)
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Advantages of Workplace Training 

(15 minutes)
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Session Three: What Makes a Successful Trainer?

(10:00-11:00)

Key Characteristics

(15 minutes)

Some managers delegate training responsibilities to a member of the work group. This approach can succeed if the individual is carefully selected and properly prepared. (We hope that this will always be the case!) The following characteristics are necessary to do a good job with delivering training. 
Desire to Teach 

A person who does not like training assignments will probably fail to completely transfer learning. People who do not enjoy public speaking will have the same problem. A person who enjoys helping others learn, on the other hand, will probably enjoy delivering training and have better results.
Working Knowledge of the Job 

A trainer does not have to be an expert in the job, but unless they can competently explain and demonstrate the job tasks, the training will not improve performance.

Ability to Convey Understanding 

Some people have difficulty communicating what they know. They may talk very slowly or too rapidly, or use complicated language that confuses trainees. These people are not effective trainers.

Patience 

Training requires an objective, patient personality. Employees must feel that the trainer wants to help them, is interested in their growth, will be patient with their mistakes, and will be pleased by their success.

A Sense of Humor 

Nothing keeps employees more alert and attentive than a sense of humor. The wise trainer realizes that 45 minutes of instruction and five minutes of laughter achieves much more than 50 minutes of straight instruction. Remember to keep the focus on humor that is not hurting anyone’s feelings. Self-deprecating humor is usually safe, as are activities that allow trainees to relieve some stress and share laughter together. 
Time to Train 

Even the best trainer is likely to do a poor job if their schedule is already overburdened. Training includes time to prepare properly. Preparation may include a range of activities, from research and writing, to creating training materials and visual aids, to developing follow up plans and measurement tools. 


Respect for and by Trainees 

If the trainer is not respected by the trainees, for whatever reason, the trainees will gain minimal benefit from the training.

Enthusiasm for Training

If the trainer is enthusiastic as they undertake training activities, this is likely to carry over to the trainees themselves. Trainers can deliberately increase energy levels in training by altering their own demeanor and through focused activities. At the same time, a trainer’s attitude and approach can also sap the training room of energy and create a negative experience. 
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Break

(15 minutes)

Mistakes and Solutions 

(15 minutes)

If they aren’t very familiar with the training process, supervisors may delegate the training function to others. However, they may forget to provide help to make sure the chosen person can conduct the training well.

The assumption that anyone who can do a job can teach another person how to do it has led to countless errors in the instruction process. Many of us have been either a victim of or a witness to this misguided belief. A few of us may be even guilty of this assumption ourselves! 

Some of the common mistakes made by supervisors and trainers include:

· Feeding too much or too little at one time

· Telling without demonstrating

· Lack of patience

· Lack of preparation

· Failure to build in feedback

· Failure to reduce tension
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Stimulating a Readiness to Learn 

(15 minutes)

Parents who have guided their children through the elementary grades are aware that children must be ready and interested before real learning can take place. Common sense tells us that if an employee is motivated to learn, the trainer’s job will be much easier and training efforts will be more effective. To a large extent, motivation requires that an employee feels that the assigned job is an important one, offering significant benefit to the company.

How can we convey that message to an employee?

· If the job to be taught is menial, routine, and easily learned, the supervisor can stress accuracy and quality. Even the sweeper makes a contribution toward improving the quality of a workplace. 

· People are our most valuable asset: tell them this, and then demonstrate it. A management-minded supervisor or trainer recognizes this and cultivates the employee’s pride in the work to be done.

How to Facilitate Learning

· Repetition

· Arouse curiosity

· Provide support initially and remove it strategically as competency increases

· Careful use of competition

· Know the knacks

· Enthusiastic instruction

· Satisfaction in accomplishment

How to Inhibit Learning

Practical experience has taught many of us how we can slow down the learning process. 

Fatigue

Be well rested yourself and find some way for people to occasionally get up and move around. If you suffer from poor sleep the night before training, make sure that you are creating a good environment to rest even if you cannot sleep. During training, give people breaks when they need them and have a handful of energizers ready for when energy lags.

Monotony

Vary the exercises, vary your participation, vary the seating, and vary your tone of voice. 

Distractions

This is often an internal response to being away from the workplace. You can ask people to write out the problems they bring to the workshop with them, put them in an envelope, and not deal with them until the workshop is over. 

Location is also key. The training room should ideally not be located handy to the workplace. You could also put a note on the door saying, “Do not disturb. Training in progress.”

Remember to ask participants to turn off anything that is sending them messages through the day (cell phones, e-mail, etc.) or not bring them to the classroom if possible. 
Anxiety

Make participants feel as comfortable as possible to ease the anxiety of performing under the pressure of a classroom setting. We will discuss some ways to do this later on in the course. 
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Session Four: A Word About Adult Learning 

(11:00-11:30)

Adults vs. Children 

(15 minutes)

Adults and children differ in learning styles and preferences. Effective training should complement the learning styles of both the trainer and the trainees, and so trainers must be certain to avoid treating their adult learners in the same way that they would teach children. 

When we are teaching adults we must be aware of the characteristics of adult learners. Adults may think they are finished with classroom learning until they find there are still problems to solve, issues to explore, and many things to learn. In today’s world, continuous learning is required, and organizations who make ongoing development of their employees a priority understand how important that learning is. 
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Debrief 

(15 minutes)
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Session Five: The Learning Process 

(11:30-11:45)

When you are learning, the process can seem complicated and confusing, but there are really only four basic steps in learning. These four steps occur time after time, each one building on the earlier ones. If you understand these four steps, you control one of the basic keys to increasing your ability to learn, both in workshops and in real life.
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Morning Wrap-Up 

(11:45-12:00)

Use the last fifteen minutes of the morning to answer outstanding questions and to link the introductory level information to the remainder of the workshop. Topics that we covered included:
· What successful training looks like

· How workplace training differs

· Key skills for a trainer

· How to stimulate and inhibit learning

· Things to remember about adult learning

Lunch

(12:00-1:00)

Energizer: The Last Word
(1:00-1:15)

Ask participants to stand in a circle or a line. Select one participant to go first. Have that person stand in front of another participant, facing them. Person A will make a statement (i.e. “Thursday is my favorite day.”). The person spoken to enters the circle and moves to another person, making a statement that starts with the last word in the sentence that they were told (i.e. “Day one of the course has been fascinating so far.”).

Make sure each person gets to take a turn. 

This is a great exercise to build some energy, build connections between people, and to give participants some practice at thinking on their feet – an excellent skill for trainers!  
Session Six: Principles of Adult Learning 

(1:15-2:15)

Tying a Tie

(15 minutes)


[image: image14]
The Principles of Adult Learning 

(15 minutes)
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We learn to do by doing.

Give trainees something practical to do with the information they have just heard. (For example, have them fill in appointments in their planner for the next month or clean out their briefcase.)

We have five senses.

We get impressions through our senses, so combine verbal explanations with written instructions, illustrations, or an object they can taste, touch, or smell. (Example: In addition to verbal suggestions on time management, provide written materials, demonstrate the proper technique for electronic filing, or show the group a video.) 

We learn when we are ready to learn. 

If possible, train when there is a need for a particular skill. Help trainees understand how this learning can help them in their job, their career, or their personal life. (Example: Learning to use time to our advantage is an essential skill if we juggle a job and a home, or if our job is demanding. Most of us have things we would like to do if we could find the time.)

We make connections.

We tie new learning to what we already know. Try to make connections between what they are presently doing or saying and how they should behave differently after the training. (Example: Ask them to identify how they handle calls or e-mail now and help them work through a different way of handling these tasks to save time. Ask them where they feel they are not using their time effectively and work from that starting point.)

We learn one thing at a time.

Trainers must watch that they don’t rush through things too quickly, or give trainees too much to absorb at one time. After each learning point, it is a good idea to give people a chance to ask questions, to do an exercise to cement their understanding, or to let them practice what they have just learned. (Example: Make sure trainees completely understand how to de-clutter their office before you move on to talk about using a paper or electronic planner.)

We learn more rapidly when results are satisfying to us. 

Praise your trainees when they do well at even a small thing. Never ridicule them in front of others. Don’t put people in positions where they might feel humiliated or threatened. (Example: Often just filling in a planner, or setting up a telephone list of frequently called numbers, can be a satisfying thing. Start small and work from there.)

We need to understand what we learn. 

It is not enough to just ask, “Is this clear?” or, “Do you understand?” They need to demonstrate their understanding. If you break learning into small chunks, give trainees opportunities to practice, and check back with them to see if you have been clear, they have a better chance of understanding. (Example: A case study or a skill-building exercise based on learning to say “no” may be appropriate for time management.)

We develop skill through practice. 

Always provide opportunities for trainees to practice the skill they are learning, in a non-threatening environment. (This is not always possible in a classroom setting, such as in our time management example. However, giving them a garbage bag and a workplace assignment to clear out clutter when they return to their desk can help.)

We differ from one another in abilities and background. 

We learn differently and we have different talents. We may be better with figures than we are with words, or we may have never had the opportunity to learn a particular skill. Respect these differences; they can become a great source of creativity within the group. Create an atmosphere where people are comfortable sharing their ideas. (Example: Divide participants into small groups. Ask them to list their top time management tips on flip chart paper. Then, bring the group back together and have each small group present. You, too, may learn some time-saving techniques!)

Group Exercise 

(15 minutes)
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Debrief 

(15 minutes)
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Session Seven: What’s Your Type? How About Mine? 

(2:15-4:15)

Assessing Your Preferences
(15 minutes) 
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There are many ways to discuss the personality types of people that we work and play with. Whether you use initials like the MBTI (Myers-Briggs Type Indicator), colors like Personality Dimensions, edutainment like True Colors, the names of animals, or Greek philosophers, the idea is that there are base temperaments that we can relate to, and that we prefer. The science behind this kind of assessment relates back to the work of Carl Jung. It has been substantiated through tens of thousands of people who have completed and validated the questionnaires. 

Identifying Your Characteristics and Preferences

We have developed an assessment that can help you identify what your base temperament is. First, look at the group of words. For each group, decide which of the four choices is most like you, a lot like you, somewhat like you, and least like you. It’s important to answer the questions according to what feels right, and not what you think people think about you or may expect.

First, select the one that is most like you and write the number 4 on the line. Then select the term that is a lot like you and write number 3 on the line. Then write number 2, and then 1. You have to use the numbers 4,3,2,1 in each section. There are no ties allowed, so you need to make a decision on each group. You can see an example on the next page.

Remember that you are working on preferences and not a math exam, so don’t get overly tied up in absolute definitions!

When you are finished the questionnaire, follow the instructions on the scoring sheet.
Example

Scale 

· 4 = Most like you

· 3 = A lot like you
· 2 = Somewhat like you

· 1 = Least like you

Terms

1. A driving need for you is: 

	3
	C
	To find meaning in life 

	4
	A
	To learn and gain knowledge 

	2
	B
	To belong

	1
	D
	Freedom to do what you want


Questionnaire

1. A driving need for you is: 

	
	C
	To find meaning in life 

	
	A
	To learn and gain knowledge 

	
	B
	To belong

	
	D
	Freedom to do what you want


2. A primary need for you is

	
	D
	Making an impact

	
	A
	Maintaining calm

	
	C
	Relationships 

	
	B
	Responsibility and duty


3. Which of these things interests you?

	
	C
	People 

	
	A
	Ideas 

	
	B
	Information 

	
	D
	Actions


4. You respect:

	
	B
	Authority 

	
	A
	Intellect 

	
	D
	Performance  

	
	C
	Relationships 


5. You:

	
	C
	Stick up for what you believe 

	
	D
	Are constantly busy 

	
	A
	Look to the future 

	
	B
	Like to provide for others 


6. You like:

	
	A
	Exploring 

	
	B
	Security 

	
	C
	Cooperation 

	
	D
	Seizing opportunities


7. You’re good at:

	
	D
	Making quick decisions 

	
	B
	Looking after details 

	
	C
	Inspiring others 

	
	A
	Solving complicated  problems 


8. You want:

	
	D
	Variety

	
	A
	Logic 

	
	C
	Harmony  

	
	B
	Stability 


9. You prefer to focus on:
	
	B
	Structure 

	
	C
	Relationships 

	
	D
	Action 

	
	A
	Knowledge 


10. You value:

	
	D
	Action 

	
	B
	Security 

	
	C
	Self- improvement 

	
	A
	Intelligence 


11. You make decisions by relying on:

	
	C
	Intuition 

	
	D
	Senses 

	
	A
	Data 

	
	B
	Tradition 


12. You enjoy:

	
	D
	Adventure 

	
	B
	Social gatherings 

	
	C
	Meaningful interactions 

	
	A
	Theories and data 


13. Your work stressors are:

	
	D
	Inefficiency 

	
	C
	Boredom 

	
	B
	Injustice 

	
	A
	Not knowing 


14. You appreciate:

	
	C
	Skilled performance

	
	A
	Research and investigation 

	
	B
	Cooperative interaction

	
	D
	Respect for policy and tradition


15. Your leadership style is:
	
	D
	Firm, fair, respectful

	
	C
	Relaxed, flexible, open

	
	B
	Patient, supportive, encouraging

	
	A
	Logical, inspirational, direct


16. Your training preference is: 

	
	D
	Small group discussion

	
	A
	Lectures

	
	C
	Readings and research

	
	B
	Lecture followed by discussion


17. When training, you enjoy: 

	
	B
	Demonstrating

	
	D
	Interpreting

	
	A
	Assisting

	
	C
	Listening


18. You are most comfortable: 

	
	C
	Using symbols

	
	D
	Creating and implementing action plans

	
	B
	Focusing on what participants want

	
	A
	Giving clear directions


19. You prefer to provide lots of: 

	
	A
	Small group discussion and exercises

	
	C
	Instructor led lessons

	
	B
	Open sharing

	
	D
	Processing/thinking time


20. You: 

	
	D
	Help students relate to one another

	
	A
	Read non-verbal cues

	
	C
	Listen for thoughts; may overlook emotional cues

	
	B
	Prefer to stick to the agenda


21. As a trainer, you consider yourself: 

	
	B
	Teacher

	
	D
	Friend

	
	A
	Expert

	
	C
	Helper


22. You are most likely to: 

	
	C
	Link training to real life

	
	B
	Allow for practice time

	
	D
	Consider different points of view

	
	A
	Provide theory


23. You prefer learners who: 

	
	A
	Are self-directed

	
	C
	Relaxed, flexible, open

	
	B
	Follow instructions

	
	D
	Experiment


24. You normally prepare a program that: 

	
	D
	Encourages learners to self-evaluate

	
	A
	Gives everyone the opportunity to speak

	
	C
	Shares ideas but not feelings

	
	B
	Includes notes and diagrams


25. As a trainer, you:

	
	B
	Give them time to do it

	
	D
	Enable them to think about it

	
	A
	Lead them to ensure understanding 

	
	C
	Allow them time to enjoy it


Scoring

Add the total number of points that you wrote beside each letter of the alphabet in the questionnaire. Pay close attention, since the letters above are not always in order! 

Example

In our sample at the beginning of the questionnaire, we would add 4 points to the A column, 2 points to the B column, 3 points to the C column, and 1 to the D column. 

	A
	I I I I

	B
	I I 

	C
	I I I

	D
	I


Your Score

	A
	

	B
	

	C
	

	D
	


Total A’s _________
Total B’s __________ 
Total C’s __________ 
Total D’s __________

The letter with the highest total is most like you. Write it here: ___________________

The other letters are your next preferred styles. If your numbers are close to each other (within 5 points), you probably find it pretty easy to flex your style to those other categories. If your numbers are far apart, or one is much lower than the others, that is the area you will find it challenging to work within. You’ll have the knowledge of how to do it once you work through the material below. 

Break 

(2:30-2:45)
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What Does it Mean To Have a Number?

(15 minutes) 
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In reality, we are a blend of all types, moving within the numbers and flexing into the other styles that our circumstances and our comfort levels dictate. This means that we are more like a blended drink than distinct ingredients. You’ll recognize that you may behave one way at work (super organized), usually be more relaxed at home, but return to your super organized self when stress at home increases. 

As you read the descriptions below, see if they agree with how you behave as a trainer, presenter, or facilitator (all titles which fit within the trainer’s profile). You’ll also get some insight into how to connect with the different preferences through the information presented in the descriptions. 

Mostly A’s – Inquiring Rationals 

Inquiring Rationals are often drawn to jobs like banking and engineering. They like to figure out how things work. They consider the structure and configuration of things. They process information intuitively and look at the big picture. These are visionaries, like Albert Einstein and Bill Gates. When it is time to make decisions, they apply logic, and they don’t get persuaded by emotions. If they don’t respect you, you won’t keep their attention. Experience and competency are very important to Inquiring Rationals. 

This temperament profile makes up approximately 5 to 7% of the population. Other notables in this group are Walt Disney, Ben Franklin, Margaret Thatcher, and Napoleon. 

To connect with Inquiring Rationals in your audience, demonstrate your expertise in your introduction and opening. Quote experts and remember to cite your sources. Get to the point – and your content – quickly. Broad statements are acceptable only if you can back them up, so be certain to have your statistics and data ready. To keep their attention, use facts and figures first and personal stories later. 

If this is your preferred training style, your strength will be in the architecture of your presentation. Your ideas get founded in the science, not hyperbole. Your presentation will be logical and creative, and you’ll even back up your own theories with evidence. You state clear expectations and deliver a systematic presentation that follows a logical approach. To keep things moving, don’t be afraid to add some stories and quotes to the mix. 

Your weakness as a trainer can be predictability. Too much logic might mean that you are giving a presentation that only other Inquiring Rationals can understand. Learn how to incorporate humor and make your presentation interactive. Open up your own receptors to take note of how engaged your audience is, and to re-engage them if their interest wanes. Use stories to add depth and warmth; other people will thank you for it! Avoid staying glued to your PowerPoint slides and remember to step away from the podium to engage your audience. You may also struggle with adaptability if your technology malfunctions. 
Overall, your approach may not be ideal for soft skills training, but can be very appropriate for technical training. 

Mostly B’s – Authentic Idealists

Authentic Idealists are natural teachers, counselors, and leaders. They are benevolent and intuitive, and they focus on global issues like world poverty and humanitarian issues. Idealists love metaphors, stories, and symbols, rather than statistics and figures. They make decisions that reflect their values, and rely on emotion and instinct as opposed to logic. In fact, statistics and facts bore them. They are looking for significance, and they seek the truth. 

The Authentic Idealist temperament makes up about 10% of the population. Notable members of this group include Eleanor Roosevelt, Billy Graham, Mahatma Gandhi, Jane Goodall, Oprah Winfrey, and Albert Schweitzer. 

To connect with the Authentic Idealists in your presentations, share your values and personal convictions. Be authentic and reach out to them by telling stories that demonstrate your empathy. Appeal to personal ethics and a higher calling. Show that you care about them and each person in the room. Authentic Idealists are more interested in how much you care than how much you can cite statistics. 

If your speaking style is that of an Authentic Idealist, your strengths include making deep connections with your audience at an emotional level. You’re a good storyteller, so find innovative ways to present your information. You have wisdom to share and are eager to do so. Your lack of ego about what you know makes you likeable. You have a sincere enthusiasm and empower participants to act. 

If you have a weakness, it’s your sensitivity to the audience. You’re intuitive and will interpret meaning behind everything. This also means that you can get distracted by reactions of individuals in the audience, and that can make you lose track. 

Your training tends to be powerful but can lack humor and get too emotional. You may also tend to believe that speaking from the heart is all you need, and you may not plan your presentation very well. You might be tempted to wing it. Make sure that you don’t. 
Mostly C’s – Organized Guardians 

Organized Guardians are extremely dependable and loyal, and they play by the rules. They have an amazing work ethic, stay down-to-earth, and they like routine. They are thorough and orderly. At times they are too serious, but they are practically always serious. They are good at taking care of other people. They want to hear about the bottom line, and they want the facts. They can often be your hardest and most judgmental members of the audience. 

Organized Guardians will consider charts and graphs and will follow a well-prepared presentation longer than most people. The can shut down when too much emotion is presented and may get bored with stories. This temperament makes up 40 to 45% of the population and includes people like Queen Elizabeth II, Mother Teresa, George Washington, and Colin Powell. With their respect for tradition, they are drawn to the military and policing. These are also the people who will pass traditions to their children and grandchildren. 

To connect with Organized Guardians in your audience, be concise, organized, and support statements with data. Present information in logical sequence and don’t wander off down a tangent. Quote other experts. 

If you are an Organized Guardian as a trainer or speaker, you will be very logical and organized. You’ll probably use PowerPoint because that’s what people use, and you’ll have slides with plenty of bullets and numbers. Make sure you don’t have more slides than you absolutely need!
Your weaknesses can be predictability and dry material. The data will be there, but you may have to remind yourself (repeatedly) to give the group opportunities for self-discovery and application. You may have far more material than you need because you think it’s all important. This means that your training can be too dense and without humor. Draw on your compassion for others to add emotional depth to your presentation. 

Mostly D’s – Resourceful Artisans

Resourceful Artisans crave action and live in the moment. They are very social, confident, and persuasive. Donald Trump, Steven Spielberg, and Madonna are notable Resourceful Artisans. They’re witty, playful, and fun. If they had a message to share, it would be that the world could lighten up a little. They love playing to an audience and look at the world as their stage. Like Organized Guardians, they can also perceive the world concretely. They can get bored with visionary tasks. They enjoy stories that they can easily relate to and imagine happening to them. This temperament makes up about 35% of the population. 

To connect with Resourceful Artisans in your audience, be real and spontaneous. Don’t stand behind a podium and read off your notes or slides. Engage them with questions and discussion. Use well-developed, engaging personal stories and let your creativity show. This style wants you to deliver an experience, not just a speech.

If you’re a Resourceful Artisan as a speaker, your strengths include energy, personality, and creativity. You’ll deliver a show. You’ll get a thrill from the emotional connection between you and the audience. Build in some interaction to leverage your spontaneity. You are a natural storyteller, so tell some stories. You will encourage action and you have good listening skills, so you are also responsive to your audience.   

Your weakness might be in your organization and structure. Because you are living in the moment, you will avoid the homework that goes into the development of a brilliant training program. You might avoid preparation and be willing to rely on spontaneity. Be careful not to be so spontaneous that you miss a good opportunity to deliver a message. Have fun, but stay on track. 

You may also need to monitor time, because if you lose track and go over time, very few people in your audience will tolerate it. Have fun but develop the discipline to provide a strong message within boundaries of time and scope. 

What’s Important?

We all have preferences for how we do things, and now we hopefully understand a bit more about them. It’s also important to remember that we ALL have the range of temperaments described here. We just have our own preferences; you might be mostly A, but call on behaviors that are more closely associated with B or C or D as needed. 

It’s also important to have a range of types in our workplace. The strength of having some people looking after facts and figures while others can appeal to emotions, spontaneity, or reinforce the importance of rules and tradition makes our business effective. It’s the blend, that presence of different temperaments within a multitude of strengths, which keeps our world fascinating. 
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Tying it Together

(30 minutes) 
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The Experiential Learning Cycle

(15 minutes) 

While adults learn continually, they also demonstrate clear preferences about how they learn. Theorists have been considering how people learn since we started teaching people to read and write, and sometimes we do better with education than at other times. We like the work pioneered by David Kolb, who founded Experience Based Learning Systems and pioneered an Experiential Learning Cycle to reflect the way adults learn. 
We have enhanced that knowledge with what we have learned about temperament and the rapid, demanding, always evolving environments we find ourselves working in. While it may be tempting to try, the Experiential Learning Cycle cannot be changed simply because an individual prefers one particular approach to learning or training. If effective, lasting learning is to occur, the entire cycle must be completed. What you will notice is that the learner will find themselves more comfortable (or engaged) in some activities than others. They are at their peak when they are operating within their comfort zone:
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It is necessary for the trainer to lead the learners skillfully though all aspects of the learning cycle so that learning is effectively transferred outside of the classroom, and in this case, to the workplace.

Some adults rely heavily on feeling-based judgments and learn best from specific examples, involvement, and discussions, including those from their previous experience. We refer to these learners as Organized Guardians. In the Experiential Learning Cycle, the Organized Guardian may be excited by experiencing the activity (Step 1) and processing and sharing the activity (Step 2). However, these participants may become disengaged in Step 3, when the group generalizes about the experience and tries to link it to something new. 

Some adults have a tentative, impartial, and reflective approach to learning. They rely on careful observation. Inquiring Rationals obtain insight and learning most easily from processing (Step 2) and generalizing (Step 3), rather than from actually completing the activity (Step 4) or applying what’s been learned (Step 1).  

Continuing around the Experiential Learning Cycle, other adults have an analytical and conceptual approach to learning. These individuals, the Resourceful Artisans, learn best from the opportunity to integrate new learning with that they already know and tying it into theory. They tend to be very productive when working in Step 3 (generalizing). 

Finally, there are the Authentic Idealists. Their approach to learning is pragmatic and practical. You can almost hear them ask, “Yes, but will it work?” They rely on the results of experimentation and applied application. They need to know that what they are learning is going to apply in the workplace, and they need to be able to try it out to show themselves the results. They learn best during the last stage of the experiential learning cycle: applying what they have learned.
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Learning Styles

(30 minutes) 
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The Authentic Idealist Learning Style

As an Authentic Idealist, you are probably best at the Experiencing and Processing steps in the Experiential Learning Cycle. You probably have the ability to view situations from many perspectives. For example, you may enjoy brainstorming and small group discussions. You also like to gather information and probably have broad interests. 

To increase your learning power, you need to place emphasis on the Generalizing and Applying phases in the learning process. This means forming conclusions from your information, planning the application of these conclusions, and actually implementing them.

For example, after watching a role play or listening to a discussion, summarize your observations into clear conclusions. Then decide how and when to test these conclusions in your own situations. Establish criteria to evaluate if the new idea really worked. Do this at the end of every activity in which you are an observer.

To further increase your learning power, take a more active role in the workshop than you might normally choose. Volunteer to be in the role plays, or to lead group discussions. This may be uncomfortable at first, but it will give you an opportunity to experiment with your ideas.

You may find it useful to discuss workshop topics with someone who has a Resourceful Artisan learning style. This person will help you see possible conclusions and applications you might overlook. In turn, you may help them see information they might overlook, and develop more perspective.

You may have a tendency to concentrate on the human side of problems or topics or exercises. This reflects your ability to understand or to empathize with others’ feelings or points of view, but you may also have a tendency to avoid drawing conclusions about the quantitative or technical aspects of the situation. 

Try to develop these skills:

· Collecting and analyzing numerical data. 

· Looking for overall patterns in any feedback you get. 

· Putting your own feelings aside for a moment and taking a more objective look.

The Inquiring Rational Learning Style

You are best at using the Experiencing and Generalizing steps in the learning process. If this is your style, you have the ability to create theoretical models (ideas that predict outcomes and descriptions of how different factors interact). You most likely enjoy inductive reasoning and distilling disparate observations into logical explanations.

To increase your learning power, you need to place more emphasis on the Applying and Experiencing phases in the learning process. This involves speeding up your learning cycle by moving into action sooner. For example, after watching a role play or listening to a discussion, think about ways to immediately apply your conclusions. Look for opportunities to test your new idea during the workshop and personally experience the results. This may require you to conceptualize smaller scale experiments, not the large scale efforts you may prefer.

To further increase your learning, be more aware of the feelings and reactions of individuals (including yourself). You may have a tendency to discount intuitive or emotional information. However, much can be learned from a person’s tone of voice, facial expressions, and other body language. Much of this data is preliminary in nature and hard to analyze in a logical fashion, but it provides an early indication about how things are going or if an idea has been understood.

You may have a preference for examining the quantitative or factual aspects of a situation. Your conclusions may be based primarily on policies, official relations, or formulas developed in other situations. This can cause you to be over-cautious about experimenting and miss opportunities for learning or taking risks. Since no two situations are exactly alike, try to put more effort into trying ideas, skills, or concepts. Your ability to deal with non-quantitative data will increase if you get involved in interpersonal activities (such as role plays, simulations, and discussions) more frequently. Take an active role and express your feelings. Others will do the same and this will give you experience handling this new form of data. Enter into discussions with people whose primary learning style is the Organized Guardian. Note the value they place on intuition as a decision-making device and how effective this can be. 

Try to add these learning skills:

· Seeking and exploring possibilities

· Influencing others

· Being personally involved

· Dealing with the people side of issues you work on, particularly how to get the support of key individuals whose help you will need

The Resourceful Artisan Learning Style

You are best at using the Generalization and Application steps in the learning process. If this is your style, you have the ability to find practical application for ideas, concepts, and theories. In particular, you enjoy situations in which there is a single of best answer to a question or problem. You may usually assume that there is one best answer and use technical analysis to reveal it. 

To increase your learning power, you need to place even more emphasis on the Experiencing and Processing steps in the learning process. This means placing a higher value on gathering and understanding non-quantitative information by looking at a situation from different perspectives. The result may seem to slow your learning process, but it will actually speed things up as you focus on learning the most important things.

For example, while watching a role play or listening to a lecture, you may be thinking about how the topic or technique applies to your situation. Before making a decision, however, try to get other people’s perspectives. Listen to their ideas, comments, and questions. You may discover that the situation has elements you weren’t considering. This may influence how you apply your learning.

To further increase your learning, try to take a less active role in the workshop than you might usually take. Spend some time really listening to others’ ideas. Try to see the world as they see it and to understand their feelings and values. Play an observer role from time to time and avoid making judgments or decisions about how well others are doing. Instead, try to understand why they are saying or doing something. This may lead you to new and useful information.

You will find it important to discuss workshop topics with someone who has an Authentic Idealist learning style. This person will see both questions and possibilities you might tend to ignore or avoid. You may help them see how to apply some of their ideas.

Try to add these skills:

· Listening with an open mind

· Gathering information

· Imagining the implications of situations

The Organized Guardian Learning Style

You are best at using the Applying and Experiencing steps in the learning process. If this is your style, you have the ability to learn primarily from hands-on experience. You probably enjoy carrying out plans and involving yourself in new and challenging experiences.

Your tendency may be to act on intuition and gut feel rather than careful analysis. When a thoughtful approach does not seem to be working out, you will be quick to discard it and improvise.

To increase your learning power, you need to place even more emphasis on the Processing and Generalizing steps in the learning process. This means collecting and analyzing more information about the results of your efforts. Your batting average in the trial and error method of learning will increase if you learn more than you currently do from each of your trials.

For example, when watching a role play, you may feel frustrated and prefer to be doing the plan yourself. Your tendency might be to think of how you would do the same activity better than the people doing it. However, to develop your Processing and Generalizing skills, you should examine other, less personal aspects of the situation. 
Here are questions you might ask: 
· What basic point does the exercise prove or disprove? 
· What other information aside from your personal experience do you have that relates to the same topic? 
· Does this exercise help you understand why certain techniques work (not just what the techniques are or how to use them)? 
To further increase your learning power, try to take a less physically active part in the workshop than you might normally choose. Be more mentally active. Volunteer to be an observer in some exercises, not a doer. This will give you an opportunity to reflect on other people’s experiences and learn from their trial and error.

You will find it useful to discuss workshop topics with someone who has an Inquiring Rational learning style. This person will help you see information you might otherwise miss. They will also help you see the hidden logic and patterns in situations. You can often use this perspective to guide your intuition. In turn, you can help them see new possibilities and opportunities to try out their ideas.

You may have a tendency to concentrate on the urgent aspects of a situation, favoring immediate utility over long-term understanding. To increase your learning, keep notes on your experiences, analyze them, and look for patterns. In other words, look for the forest as well as the trees. Take more time to get other people’s perspective on what has happened (or what you are about to do) during the workshop. 

The particular skills you want to add are:

· Organizing information

· Building conceptual models

· Testing theories and ideas
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Day One Wrap-Up 

(4:15-4:30)

We have covered a lot today, including:

· Defining what successful training programs look like

· What makes a successful trainer

· Defining adult learning principles

· Exploring the learning cycle

· Defining your temperament

· Discussing the learning process

· Exploring learning styles

The next two days will be about planning training, choosing your training methods, using activities, presentation skills, dealing with difficult trainees, and preparing for and presenting your own presentation on Day 3. 

Agenda: Day Two

	8:30-8:45
	Reconnect: Everyone’s a Star

	8:45-9:45
	Session Eight: Applying the Learning Cycle

	9:45-10:15
	Session Nine: Extroverts and Introverts 

	10:15-10:30
	Break

	10:30-11:45
	Session Ten: The Training Process

	11:45-12:00
	Morning Wrap-Up

	12:00-1:00
	Lunch

	1:00-1:15
	Energizer: Simon Says

	1:15-2:30
	Session Eleven: Planning Training

	2:30-2:45
	Break

	2:45-3:30
	Session Twelve: Choosing Training Methods

	3:30-4:15
	Session Thirteen: Designing a Learning Sequence

	4:15-4:30
	Day Two Wrap-Up


Reconnect: Everyone’s a Star

(8:30-8:45)

Activity

Give each participant one “Everyone’s a Star” card. Their goal is to find other participants with the same constellation. (To add a challenge, you can stipulate that participants can’t say their constellation’s name.)

Once the groups are formed, provide them with flip chart paper and markers. Ask them to answer the following questions:

· What did you like about yesterday?

· What did you learn that you can use as a trainer?

· What will keep you from using what you have learned?

· What would you suggest the facilitator change about the workshop today to help you learn better?

Debrief

After about eight minutes, bring the group back together. Tape all the sheets of flip chart to the wall and discuss.

Session Eight: Applying the Learning Cycle 

(8:45-9:45)

The Four-Stage Cycle 

(15 minutes)

The Model

For every learning point we make, trainers must consider the learning cycle to ensure that the learners get it. 
First, make sure you begin by introducing the new topic and clarifying its purpose. Then, follow the four-step model we introduced yesterday.
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At the end of the cycle, the trainer must self-evaluate and assess the adoption of new learning or changes made by the trainees. Conduct an honest appraisal so that you can improve the next time.
Example
Let’s say that you have been talking about communication skills. Now you are moving on to a new topic: leadership. Your learning point is that leaders, in order to be effective, don’t have to have supernatural powers, but they do need to be good communicators. 
The first stage of the transition should introduce the new topic and clarify its purpose.

· Orientation: Your orientation introduces the new topic (leadership) and explains how it is related to a person’s ability to communicate well. 
· Clarification: Does everybody in the group want to be a better leader, at home as well as at work? Most people will answer yes. The goal then is to become a better communicator. You may also create a goal, such as being able to identify the characteristics the individuals think they need by the end of this communication portion of the training.

Now we can move onto the learning cycle:
· Experience: Draw or find a picture of Wonder Woman, Superman, Spiderman, or similar hero. Ask the group what they think is the relationship between this mythical hero and leadership. (If you can carry it off, you may even want to dress up as your hero!)
· Reflection: Ask participants to think of the leadership qualities they recognize, not just in Superman, but in those around them. Make a list of them. Allow a few minutes to build individual lists.
· Generalization: Write lists on flip chart and identify common themes. These may be universal truths or expectations we have about leaders. 
· Practical application: How can we demonstrate these qualities in our daily lives? What else do we need to learn?
Pairs Exercise 

(15 minutes)
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Debrief 

(15 minutes)
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Individual Exercise 

(15 minutes)
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Session Nine: Extroverts and Introverts
(9:45-10:15)

Introversion/Extroversion Survey

(15 minutes)

Another powerful aspect to understanding yourself and others is to recognize whether you are an introvert or an extrovert. We often talk about introversion and extroversion in terms of how comfortable we are being around other people. Extroverts appear comfortable socially, can enter conversations easily, and are considered outgoing. Introverts are seen as being less open, quiet, often preferring their own company over being social. 
However, there are other considerations to introversion and extroversion, like where we get our energy from. To add some complexity, there are lots of introverts who act like extroverts in order to collaborate, converse, and work or play in social situations. 

Questionnaire

Answer the following questions to help determine whether you are in introvert or extrovert. Try not to get too concerned about whether you are one way or another and remember this is about developing understanding. For this exercise, you need to answer each question according to the one that is most like you.

1. I get the best ideas when:

a. I can think things through from beginning to end

b. I can bounce my ideas off of other people

2. I learn new things best when:

a. I can study, contemplate and read them on my own

b. I learn, talk, and act them out with others 

3. I feel really energetic when:

a. I have had ample time to rest, read, or relax

b. I am around my friends or colleagues

4. Meeting new people:

a. Wears me out

b. Is something I love to do

5. When I think of something new:

a. I like to think about my ideas and make some decisions before looking for feedback

b. I like to share my initial thoughts and get people’s feedback

6. After a productive day working with a team, I: 

a. Go home feeling worn out and in need of a rest

b. Am full of energy and ready to do something else

7. I prefer solving problems by:

a. Analyzing and working through them on my own

b. Talking things over with people 

Scoring

Total the number of A and B answers that you chose. 

· A answers = __________

· B answers = __________

B responses represent extroverted tendencies. A responses represent introverted tendencies.

Now, place an X on the continuum where you feel it best represents you. If you have strong introverted tendencies then you will mark an X closer to the word “introverted” on the continuum. If you have strong extroverted tendencies, your X will appear closer to the word “extroverted” on the continuum. If you have a mix of preferences then your X will appear closer to the center point. 

[image: image31.png]Introverted Extroverted

() () ()




Case Study

(15 minutes)

Ashley and Holly

Consider the story of this couple, who are both full-time trainers. Ashley takes the bus home from work. He uses the time to purposefully unwind from work and do some meditating. When he gets home from work, he likes to sit and relax with a cup of tea and take 20 minutes for himself to completely unwind before the kids or his wife talk to him about their day. Once he has this quiet time, he’s engaged and ready to spend time with family, run errands, cook supper, and so on. 

Ashley’s wife Holly has a different routine after work. At the end of a day spent busy working, she will go work out at the gym; engage in an animated, energetic conversation with kids or neighbors; or jump right into some kind of activity. 

While the introvert (Ashley) replenishes energy by spending some time alone, the extrovert (Holly) gathers energy from the people around her. 

Lessons to Learn
Whatever type(s) you most strongly relate to (whether you are an introvert or an extrovert), you hopefully now have a little more understanding of yourself as well as other people. You can use this information to your advantage by planning your unwinding time. This can be important when you are training several days in a row and you need to recharge your batteries effectively, so that you are prepared for the next day. 
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Break

(10:15-10:30)

Session Ten: The Training Process

(10:30-11:45)

Process in Brief

(15 minutes) 

There are six basic steps in the training process.
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For a trainer, the training process is cyclical and repetitive. Every time that you begin to consider training, you must evaluate what is needed and whether training is the best approach. Then, training goals are established as part of the planning process. However, it is during the evaluation process that we learn whether or not these goals were attained. We can only see whether the training stimulated some kind of lasting change in the workplace if we follow up afterward.

For the rest of today, we’ll look at how to plan your training. Tomorrow, we’ll talk about how to prepare employees and conduct and evaluate your training.

When is Training Necessary?

(15 minutes)


[image: image34]
Debrief
(15 minutes)
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	Signal
	Type of Training Required

	Customer dissatisfaction
	· Customer service
· Problem solving
· Conflict resolution

Note that other types of training may be required. For example, if dissatisfaction is the result of poor quality materials, training may be required for the production team. Or, perhaps the company may determine they are not going to improve the quality of the product. 

	Disorganization and confusion
	Productivity, time management, and goal setting training are all appropriate, unless the problem stems from management continually changing priorities for the staff. 
If this is the case, training may be directed at managers for topics such as strategic planning, leadership, communication, and goal setting. 

	Low morale
	· Self-esteem
· Assertiveness
· Conflict resolution
· Team building

	Low sales
	· Prospecting
· Telemarketing
· Sales presentation skills
· Proposal writing skills
· Problem solving
· Learning about products and services

	High waste
	· Efficiency
· Goal setting
· Productivity
· Strategizing on waste reduction

	Low productivity
	· Self esteem
· Relationship building
· Team building
· Strategic planning
· Project management


Three Steps to an Efficient Needs Analysis
(15 minutes)

Overview

When you are ready to undertake the training needs analysis, using the term ICE will ensure that you include all of the necessary steps. 

· Isolate the problem.

· Consult with appropriate stakeholders to and assess the effect the problem is having on the organization.

· Evaluate options and set up an action plan that meets organizational needs, and assemble the support that you need.
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Isolating

Isolating the problem effectively will help you to determine whether there is one main issue or whether several smaller issues are having a significant impact. Several techniques are available for this process, and each has its own benefits and shortcomings. Sometimes a mixed approach is best (if time and resources are available) in order to get the most comprehensive answer. 

Techniques may include:
· Observation of people as they work
· Questionnaires
· Consultation and interviews
· Testing
· Reviewing work samples 
· Reviewing documentation included in employee evaluations
· Policy manuals
· Audits
· Program reports 

You are looking for surface problems, such as an obvious need for skill development, where employees need to learn new skills in order to perform their tasks effectively. You also have to be able to identify underlying problems. These can be more difficult to define, but they are an important part of a thorough analysis.

An additional benefit of isolating the problem is that it can help you to obtain background material that you can draw on for training. Using real, concrete examples in your case studies and training examples makes the training much more meaningful for participants. In addition, trainees who do not enjoy training, or who find it difficult to learn from artificial scenarios, are more successfully engaged in training that uses real examples.

Having a process to follow as you isolate the training needs can be helpful. Here is one way to consider your needs analysis: 
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Consulting

Sometimes employees would like training, but that training does not support the needs of the organization. You will find it very difficult to gain approval and resources for training that does not fulfill the strategic plan. However, if the company is not aware of gaps in an employee’s knowledge, then part of your role can include reporting where the problems are and resolving them by designing an appropriate training plan. 
If you can identify the problem areas, relate them to the organizational strategic plan, and demonstrate the value of training to the organization (their return on investment, or ROI), then you are much more likely to receive support for the training initiative. 

For example, an employee with excellent technical skills who gets promoted to a supervisory role needs to understand the dynamics of leadership, motivation, and performance management. Training can help to solidly establish the person in their new role, which can often be challenging when a team is making a transition from having a co-worker become their new boss. Training will also help the new supervisor gain confidence and understanding of their leadership role. These key skills will help the new manager work more effectively, meaning the company gets more for their money.

This formal type of assessment will help you identify the following:

· The objectives of the organization

· Gaps between what employees currently know and what they need to learn

· Training that is required 

· Training that would be nice to have

· When training may not be needed, or is not the right approach

· The benefits and negative aspects of providing training

· The type of training that is appropriate

· The best approaches to deliver effective training

· A method for collecting feedback and evaluating the program

Evaluating

Depending on the needs identified, you will then determine the best methods of training to use and include the details in your training needs analysis. Adults learn in different ways, so using a variety of training methods keeps learners engaged and interested. On-the-job training, mentoring, workshops, seminars, conferences, peer training groups, cross-functional experiences, teleconferencing, webinars, eLearning, and mLearning (mobile learning) are just some of the ways to enhance traditional classroom experiences. In addition, varying the time allocated or the location can also enhance training. Effective instructional design is a key skill for trainers to develop.  




When is Training Not Appropriate?

When there are problems within an organization, the first answer may be to offer training to staff. When staff are bickering and fighting, we may want to offer training in anger management or conflict resolution. When a new process or tool is introduced, we offer skills training. 

Whether the training focus is knowledge, skills, or attitude (collectively known as KSA’s), training may be the best approach. However, there are other factors that can lead to sub-optimal performance on the job.

When these issues are present, training is not going to resolve the problem. 

· Unclear feedback or unclear performance expectations. If people do not understand what they are required to do, how will they meet the objectives?

· Lack of resources (tools, materials, equipment) needed to do the job.

· A poor match between the employee’s skills and the job requirements.

· Factors stemming from illness or injury, such as pain, depression, symptoms of stress, or decreased ability to cope.

Help! I Need a Template! 
(15 minutes)

Some of you will be flipping through the pages looking for a template that will help you to create the most effective needs analysis ever. This is tricky to provide, since every organization, situation, and result will be different. In fact, it is those unique factors which make completing a thorough analysis so important, and provide you some space to be creative.  
Create your needs analysis in the form of a report and ensure that the following elements are included. Remember that you may have to add a few more components depending on the situation, or remove some; just make sure that what you do gets your point across clearly.
Sample Needs Analysis Outline
· Explanation of training versus other methods

· Goal(s) of proposed training

· Description of employee or target group for training

· Description of methodology used to gather information, such as: 

· Interviews
· Surveys
· Questionnaires
· Meeting with team supervisor
· Data analysis 
· Analysis of information gathered, such as: 
· Employee profiles (including gaps identified)

· Recommended training

· Priority or recommended timing for training

· Limitations of the training (i.e. any gaps that training cannot address or limitations as identified from the research methodology, employee profiles, context of interviews, etc.)

Once the report is written, it should be submitted to the person who requested it or who is responsible for training outcomes in the organization. You should also schedule a meeting with that individual to address any questions or concerns and to move ahead with the training plan. 
Morning Wrap-Up 

 (11:45-12:00)
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Lunch

(12:00-1:00)

Energizer: Simon Says
(1:00-1:15)

It’s time for a little fun competition. Tell everyone we’re going to play the childhood game Simon Says. When you say, “Simon says” before an order they should do it. If you don’t say, “Simon says” and just give an order, they should stay still. If someone does something that they’re not supposed to, they’re out of the game. Whoever is left standing is the winner! Tip: Having a small prize for the winner(s) is lots of fun. 

Here are some orders you can use. Read them quickly to see if you can stir up some energy and excitement:

· Simon says lift your right hand in the air.

· Simon says lift your left hand in the air.

· Put your right hand down.

· Simon says put both hands down.

· Simon says point both hands towards yourself.

· Point both hands at your neighbors.

· Simon says stop pointing and sit down.

· Simon says stand up.

· Simon says stand on one leg.

· Howl like a wolf.

· Simon says shake hands with one neighbor.

· Simon says shake hands with another neighbor.

· Turn around.

· Quack like a duck.

Session Eleven: Planning Training 

(1:15-2:30)

Developing Objectives 

(15 minutes)
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Now that you know what trainees need, you can develop some learning objectives or outcomes.

Determining Objectives

At the program design stage, you probably won’t include every single learning objective that the program will encompass. Usually, objectives are broadly defined at the program design level, and then more narrowly defined during the lesson planning stages. 

It is common to see objectives start with a phrase such as “By the end of this training session, participants will…” or, “By the end of this workshop, you will be able to…” We have deliberately left those phrases out of these statements to help you to focus on the essential message.

When designing a program for training supervisors the essential elements of health and safety, the program objectives may include:
· Become familiar with the basic concepts of health and safety legislation

· Understand the elements of complete incident investigations

· Apply hazard and assessment and control factors

· Explore the fundamentals of safety inspections

· Explain the basic elements of disability management and return-to-work planning 

Within each of the bullets above, however, several objectives will be further defined. In the case of the second bullet (“understand the elements of complete incident investigations”), the objectives would be more narrowly defined as:

· Define key terms such as near miss, incident, serious accident, direct cause, and root cause

· Explain the purposes of incident investigation

· Report and investigate an incident

· Analyze incidents for cause and calculate the effects

· Provide concrete recommendations based on cause analysis

Your objectives can be enhanced by including a measurement standard to ensure that trainees understand the expectations, and to give you an effective way to document the learning that has taken place. 

Common measurement terms include:

· Accurate on ____ out of _____ attempts.

· At least ______ percent correct.

· At least _____ per hour.

· In the correct sequence.

· With no more than ____ errors.

· While following all safety rules.

· Within ____ minutes.

Considerations When Writing Objectives

Target Audience

As you think about your objectives, also consider your target audience. This allows you to focus the objectives specifically on what the trainees require, which makes the most of training resources that are available to you. A course that is designed for brand new sales people will consist of different objectives than one for sales executives with twenty years of experience. Similarly, a course on anger management strategies will be different for front line staff than managers who look after those same front line staff. The more you know about your intended audience, the more meaningful (and less generic) your training program can be. 

If you are assigned a training program but are not familiar with the participants, an informal survey of managers, previous trainers, and the trainees will help you get to know them. If time is short or you are conducting a public training session where that information is not available, having some different activities or approaches to parts of your material will allow you to make changes on the fly if possible. 

Prerequisites

If it is necessary for trainees to have some level of knowledge before undertaking training, then identifying prerequisites (courses that must be successfully completed prior to the current training course) is helpful. With adult learners it is also helpful to remain open to equivalencies, meaning that if a trainee does not have a particular prerequisite course but has sufficient experience in the subject matter or can demonstrate their expertise to you, then the prerequisite for that individual can be waived. 

Types of Objectives

Setting objectives helps to ensure all needed information is included in the training. It also tells you what will be measured to determine the effectiveness of that training and helps to communicate the potential value for the organization that approves your training program. Some trainers establish their objectives according to a specific model or criteria. Generally, objectives fall into one or more of the following categories.

Knowledge Objectives

Knowledge objectives relate to facts that a trainee can recall and apply at appropriate times. These would include such things as describing organizational charts, describing who their direct reports are, and who to submit a training proposal to for approval. 

Skill Objectives

These are probably the easiest objectives to identify. Skill objectives teach someone how to do something specific. They are either related to a physical task (such as turning on a computer) or a cognitive task (such as calculating the tax on a purchase). 

Attitude Objectives

These objectives relate to awareness that will bring about changes in attitude. These objectives can be difficult to measure since they cannot be tested or demonstrated easily. They may also be difficult to write and take some practice, but they do get easier over time. Attitude objectives are common in new employee orientations (where the history and purpose of an organization are shared with new hires) and when topics like diversity or motivation are the training goal.

KSA’s

These three categories are often referred to simply as KSA’s. Differentiating between the type of objective (whether it is a knowledge, skill, or attitude) does not mean that objectives are unrelated. Having the capacity to learn a skill objective generally assumes that the attitude already exists, and that there is some background knowledge as well. For example, calculating tax on a purchase would require someone to have an applied knowledge of math skills, as well as an understanding of how important it is to perform work accurately to support the goals of the organization. 

Setting the Scope

 In order to decide whether a particular objective will be included in a training session, ask the following questions for each objective you plan to include.

· How many employees perform that particular task or function?

· How much time is devoted to performing the task or function?

· How critical is the task or function?

· How often is it performed?

· How difficult or complex is the task or function?

· In what ways could an employee’s safety or success on the job be threatened if the task is not learned in this training session?

If a particular objective is aimed at only one or two employees and is not critical to the task(s) they perform, you may want to re-think including that objective in your program.

Writing Tips

Objectives need to be written in a way that is easy to understand. Apply specific action verbs so that participants and whoever evaluates your program can effectively assess the goals. 

The following chart includes terms to avoid when crafting your objective statements, because they tend to be vague and can be misinterpreted. If you use a term in the behavioral column when you are tempted to use a vague term, you will be better able to evaluate your results.

	Desired Skill
	Vague Term
	Behavioral Term

	Knowledge
	Know, learn
	Write, define, repeat, name, list

	Comprehension
	Understand, appreciate
	Restate, discuss, describe, explain, review, translate

	Application
	Apply a thorough knowledge of
	Operate, demonstrate, use

	Synthesis
	Establish creativity
	Compose, propose, plan, design, manage, organize, prepare

	Evaluation
	Show good judgment
	Evaluate, rate, select, estimate, measure


Verbs for Writing Clear, Concise Training Objectives

	· Add
	· Compute
	· Initiate

	· Arrange
	· Demonstrate
	· Label

	· Assemble
	· Count
	· List

	· Build
	· Describe
	· Rewrite

	· Calculate
	· Distribute
	· Select

	· Carry
	· Draft
	· Supervise

	· Choose
	· Estimate
	· Train

	· Collect
	· Explain
	

	· Color
	· Identify
	


Writing Objectives

(15 minutes)

As trainers, we should try to convert the identified needs into behavioral objectives or outcomes. What would you consider as training objective(s) for each of the following training courses?
· Customer service training
· Young driver training
· Skills for new supervisors
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Researching Content

(15 minutes)

So far we have reviewed several of the essential components of a training program. Now we will focus on the information that will be presented during training. We don’t want participants to think, “Hey, I have all this great information about how to get the program going, but what will I actually teach?”

The content being delivered stems directly from the training objectives that are set. It will be influenced by several factors, such as the trainees’ motivation to attend training (was it their own idea or a mandatory course?), their learning style, and the trainer’s preferred training style. Other factors will include available resources, time available, and the trainer’s skill level. 

If you are designing a brand new program, then there are several ways that you can research and develop your content. Remember to keep the quantity of content at a moderate level. If participants feel rushed or overwhelmed by content, they will not actually learn the information that you are presenting. Focus on the objectives that you have designed and try to keep a common theme running through the course.

Use appropriate resources. If you are developing a technical course, then there will likely be instruction manuals, procedures, and processes for you to draw from. The reference material that you use must be up to date. If you are facilitating a course about a software program, keeping current is essential. 

If you are developing a more theoretical course, say something in the human resources area, then you will have to carefully review sources that you use. Fads and trends that you are not familiar with can derail your training efforts. People do not want to attend training and receive the “flavor of the day” that they perceive will change next year (or next season) and require that they come back for more of the same training. 
Participants need information that they can apply, so your program must also help them transfer what they learn into the work environment.
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Planning an Interactive Program 

(15 minutes)

Next comes planning the workshop or course so that the overall nature of the session will be participative and participant-centered rather than one-way and instructor centered. 
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Debrief 

(15 minutes)

Bring the group back together and discuss. Suggested answers are included below.

Size of the Group 


In a small group, the facilitator may be able to give more individual attention to participants. On the other hand, it may be more difficult to get a good discussion going that brings out all points of view, so breakout groups may be more appropriate.

Length of the Workshop 

Short workshops are easier for participants to take part in, since they can fit them in around their regular work. However, it is often more difficult for them to forget about work and focus on workshop content when the session is short. While people may find it more difficult to fit long workshops into their schedule, the experience may be more immersive and rewarding.

Pre-Assignments

Most people prefer not to do pre-assignments as they are so busy trying to fit everything else in before they go to a workshop. However, pre-assignments get them to think about the workshop and what they want out of it.

Threatening Activities 

Introverted or shy individuals often dread workshops in case they must make presentations or take part in a role play. They are often afraid they will look foolish or stupid during these activities. However, these exercises present great learning opportunities. It is up to the trainer to establish that the learning environment is a safe place to experiment and take risks. (After all, sometimes we must take risks to make gains!) It’s important to get buy-in and to show participants the value in the activities.

Support Materials 

Support materials may include additional tools, exercises, suggested reading lists, or CDs. Most participants appreciate this extra information. Just make sure that materials are appropriate to individual clients or participants. 

Other Resources 

Other resources may include bringing in a guest speaker, showing relevant videos, or simulation tools that allow participants to have experiences similar to those being discussed. 

Opportunities to Practice 

Remember that part of the learning cycle includes application. Whenever possible, try to include practice opportunities as part of the training. Otherwise, skill levels will decrease. Participants may also have a false sense of knowledge and comfort, although they actually can’t yet apply what they have learned. 
Take-Home Worksheets 

Providing take-home worksheets is a great way to help participants continue learning after they leave the classroom.

Content 

Content is important. However, participants aren’t empty vessels to be filled. Try to provide material that will help them think so that some of the content comes from them.

Training Methods 

Lectures, videos, large and small group discussions, games, individual exercises, panels, and projects are all good methods for learning, providing the method is suitable for the learning points being taught.

Break
(2:30-2:45)

Session Twelve: Choosing Training Methods 

(2:45-3:30)

Training Methods 

(15 minutes)

Choosing the Right Method

Many trainers have their favorite training methods and know what works best in different situations. However, some methods are more effective and appropriate than others, despite what we might be most happy with. As trainers, we must analyze the objectives and design training that will lead to optimal results. 
For example, some people do not enjoy games or think that they are frivolous in a work environment, despite many games being ideal for problem solving. Some participants enjoy the impact of a video during training, despite the reality that those videos are created for very specific contexts and meet only very limited objectives. Role playing has great potential in facilitating knowledge retention, but many participants dislike role plays. 

The methods you choose must be related to instructional objectives, such as problem-solving, developing interpersonal skills, or managing time, but this isn’t always practical. Methods may have to be selected in relation to organizational and/or participant acceptance. If an organization truly frowns on games as too frivolous, or participants resist role plays because they find the experience embarrassing, you will have to find another way.

Depending on the number of objectives you are covering and the length of time available, your training plan should incorporate several methods. This will appeal to different learning types and keep your training dynamic and interesting. This does not mean that you are creating a show. It means that you are respecting the range of learners and keeping training interesting for everyone. 

Certain methods are of minimal effectiveness unless supported by other ones. For example, a video presentation should be combined with other methods, such as small group discussion or role play.


Overview of Common Training Methods

	Method
	Use
	Example

	Individual Instruction

(one-on-one)
	To teach an important or complicated skill.
	Running a machine.

	Group Instruction
	To give basic facts that can be explained off the job.
	Explaining importance of an operation or the reasons for a new method.

	Lecture
	To give basic or supplementary information on a specific subject.
	Explaining general information, such as a group orientation to company history and philosophy.

	Demonstration
	To clarify grasp of manual skills or to highlight a key problem or principle.
	To show the right way to use tools or to show a solution to a problem.

	Conference/Course
	To solve problems and/or to direct or change attitudes.
	How to prevent breakage or how to better control absenteeism.

	Case Study
	Can include a desired outcome, or can be open to allow analysis and discussion about an outcome. 
	Using real scenarios, ask specific questions for small group discussion. Be sure to transfer learning points to the workplace.

	Meeting
	To exchange information and get the ideas of a group or to solve immediate problems.
	Department safety meeting or supervisory meeting.

	Written Instruction
	To provide important information in permanent form for immediate or later use.
	Procedure for stock-taking or policies for bonus pay.

	Oral Directions
	To give information needed immediately in short form.
	What job to do next or where to send a special order.

	Experiential Simulation
	Lab exercises or problem solving exercises
	Provide practice and reinforcement. Can be time or space intensive.

	Self-Directed Learning
	When learners have some background already and are self-motivated. Should be used after benchmark testing.
	Includes reading, computer based modules, videos, research, writing. Best when combined with other training methods. 

	eLearning
	Self-assessment and self-directed learning.
	Tutorials as a way to review skills or courses on how to use computer software.


Summary
Various methods can be combined to form an instructional strategy. For example, behavioral modification might include:

· A talk to explain the skill area to be worked on

· A video to demonstrate the proper behavior to be learned (modeling)

· Role play for participant to practice the skill in question 

· Participants or the instructor critiques the performance and provides feedback
Environmental Concerns 

(15 minutes)

A range of environmental considerations may also influence decisions concerning methods used. Here are some common factors.
Money Available

Training budgets can be limited. If you have no money to buy or rent a video, you will need to choose another method. If you have a DVD that fits perfectly with what you are attempting to teach a group, you may wish to include it.

Time

If you have to cover a lot of material in a short period of time, you will not want to show the group a 45 minute video that only covers one small aspect of what you want to cover.

Expertise

If you have never tried an exercise or a training method, make sure you have enough time to familiarize yourself with the rules, the equipment, or the directions, so you won’t be embarrassed by results you never expected.

Support

If you try to introduce a role play to a group who have made it clear they don’t want to do a role play, there will be little support for such a method, and the training may fail.

Trainer Philosophy

If your philosophy is that you are the expert and participants came to listen to you, you will lean heavily on lecture and large group discussions. On the other hand, if you want people to find things out for themselves, small group discussions and exercises might be your choice.

Physical Space and Equipment

If you don’t have enough room for breakout sessions, for example, then you will want to choose exercises that require less room. PowerPoint presentations and movies require special equipment.

Class Size

Small groups are perfect for some training methods (such as videos and group discussions), but are less suited to other methods such as panel discussions and business cases.

Individual Exercises 

(15 minutes)
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Session Thirteen: Designing a Learning Sequence 

(3:30-4:15)

The Model

(15 minutes)

Once you have your learning objectives written and you’ve chosen the most appropriate method to use, it’s time to develop a learning sequence. Each learning point should have the following elements.
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Sample Sequences

(15 minutes)
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Debrief

(15 minutes)
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Responding to Customer Complaints
Rationale

Provide skill development in problem solving and complaint resolution so that employees have the necessary skills to do their jobs.

Technique/Method
Role plays with rotating assignments as customer service representative, customer, and observer.
Specific Task
Two role plays with different levels of complexity. Examples are drawn from situations encountered within the client’s industry. 

Length of Activity

· 30 minutes for role plays (10 minutes for each rotation)

· 15 minutes for feedback and debrief experience

Total: 45 minutes
Delegating
Rationale
Delegation is an essential skill for supervisors and team leaders. Delegation also allows leaders and their employees to grow and learn.

Technique/Method
Discussion in groups of four and exercise.
Specific Task/Assignment
Review major functions of own job. Determine which tasks can be delegated (criteria includes growth of the person being delegated to) and to what degree the delegation will take place using a process chart. 

Length of Activity
· 15 minutes to review job

· 30 minutes to determine delegated tasks and degrees

· 15 minutes for debrief

Total: 60 minutes
Entering New Contacts into a Database
Rationale
Entering contacts correctly and only once is essential for database integrity.
Technique/Method
Demonstration and individual practice.
Specific Task/Assignment
Students receive a list of contacts. Some elements are missing from the contacts provided. They will learn to search for missing details, add new contacts, and properly merge duplicate entries.
Length of Activity
· 15 minutes for demonstration

· 45 minutes for individual practice

Total: 60 minutes

Introducing Yourself and Others

Rationale
Making a good introduction can leave a lasting impression.
Technique/Model

Video clips, script writing, individual practice, and demonstration.

Specific Task/Assignment

Students view a video montage of great and awful introductions. Then, they will write a 30-second introduction of themselves. They will deliver their 30-second intro to a partner and then introduce their partners to the larger group.
Length of Activity:

· 15 minutes for video montage and setting up the assignment

· 15 minutes to write their 30-second introduction about themselves, including at least 5 of 10 potential elements

· 15 minutes for partners to introduce each other to the larger group, based on what they observed in the self-introductions

Total: 45 minutes

Day Two Wrap-Up

(4:15-4:30)

Take the last fifteen minutes for a quick review and to answer any questions the class may have. (They often want to ask about their presentations for tomorrow.) If applicable, you may also want to quickly summarize what will be taking place on Day Three.

Agenda: Day Three

	8:30-8:45
	Reconnect: Getting the Point

	8:45-9:15
	Session Fourteen: Adding Games

	9:15-9:30
	Session Fifteen: Setting the Climate

	9:30-10:30
	Session Sixteen: Presentation Skills

	10:30-10:45
	Break

	10:45-11:30
	Session Seventeen: Dealing with Difficult Trainees

	11:30-11:45
	Session Eighteen: On-the-Job Training

	11:45-12:00
	Morning Wrap-Up

	12:00-1:00
	Lunch

	1:00-1:15
	Energizer: This or That

	1:15-4:00
	Session Nineteen: Training Presentations

	4:00-4:15
	Session Twenty: Designing Evaluations 

	4:15-4:30
	Workshop Wrap-Up


Reconnect: Getting the Point
(8:30-8:45)

Put everyone into teams of four, preferably with people they have not worked with yet. Ask each team to create four quiz questions based on what they have learned in the first two days. After about five minutes, put two teams together so that they can ask and answer each other’s quizzes. 
This activity will help to reinforce learning that has already taken place and give them practice with writing questions clearly. 

Session Fourteen: Adding Games

(8:45-9:15)

The Value of Games

(15 minutes)
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A game that falls flat can spoil an entire training day, so it is important that the facilitator consider the following tips.
First and foremost, don’t select activities that would annoy you if you were a participant. Try them out with your family or children first.
As well, make sure that you adjust the length and type of game to suit the length of the session. A one-day workshop probably does not benefit from a 45 minute game; a two to five minute icebreaker is probably just fine. However, if your group is taking part in a multi-day workshop and would benefit from getting to know one another really well, then an extensive game of up to an hour is appropriate.
Always know your audience. You could develop a short quiz for the participants to complete anonymously before training to assess their comfort level, how well they know other participants, and so on. You could also speak with their managers or former trainers. 
Generally speaking, more senior staff will not be willing to look silly or foolish in front of their own subordinates. Junior staff may not be comfortable looking silly in front of their boss. In addition, if participants arrive in business clothes, they may not be comfortable with really active games. 

The content of the workshop needs to be a consideration, too. If you are providing introductions and icebreakers for a day consisting of meetings or sessions about layoffs, downsizing, or change, you will need to select your games accordingly. 
Learning that deals with “soft skill” subjects such as communication or team building will benefit from games more than one that focuses on learning computer software, for example. The software group, however, might really need some kind of energizer as an energy infuser at some point, or even several times, during the day. 

People who know each other very well will find some exercises redundant. If the group knows each other well, you need to be more selective in the games that you choose. If you are facilitating for people from different organizations, then they will benefit from getting to know each other better.
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Types of Games 

(15 minutes)
Choosing the Right Game
Choosing the right activity is really important. Since it can be hard to make dry topics engaging, or you may run into groups who have a lot of tension about “games” at work, you may want to refer to games as activities. Keep in mind that you also have to deliver a meaningful workshop for your clients or boss. 

One of the signs of a good trainer is being able to choose and modify a game to fit the situation. A good resource library of games is important so that you don’t find yourself re-using a few games over and over, especially if you are an in-house trainer developing workshops for the same people. 

There are lots of excellent books available as well as ideas on the Internet. Check with your local library or bookstore, or do an online search for training games. You can also ask other trainers about games that have worked well for them.

Although “game” is kind of a broad term, below are some loose definitions that might help you select the right activity for the objectives that you have set. Some of these headings overlap, as you will see. The definitions are here to give us a better understanding of the range of activities that we may want to apply when we are injecting from fun into our training. 

Game

A game is an exercise that normally has a set of rules and an element of competition. Games also normally include some element of reward or pay off. Although traditional games include competing against some one or another team, they are also many non-competitive games available. Games can include physical challenges, intellectual skills, or chance. 

Icebreakers

Icebreakers are normally used as an exercise to introduce group members to one another, infuse some energy into the beginning of a workshop, and/or to lead into the topic material. They are also an effective way to reduce tension between participants or tension about a difficult topic. An icebreaker for a day-long event might be five to ten minutes. For longer training, where it is important that participants really get to know one another, an initial icebreaker might be a half hour to an hour and a half. 

Energizer

An energizer is a brief pick-me-up designed to invigorate a group if energy in the room is waning, or to bring them back together following a break. Energizers may be a short version of any game or icebreaker, or a brief set of stretches. They are completed within approximately two to five minutes.   

Brain Teasers
Not really a game and not exactly a simulation, brain teasers are puzzles to keep participants busy or to highlight key points. Brain teasers have the flexibility for a creative trainer to create their own rules to fit a particular session. They can include perception exercises, joining the dots, or drawing activities. 

Facilitator Responsibilities

Your responsibilities as a facilitator include keeping your participants engaged. No matter how brilliant we think we are, people are able to think much more quickly than we can talk, so it can be challenging to keep a group engaged. 
Although training is a very serious business, the use of games and related activities all reflect the principles of adult learning. As a facilitator, you need to make sure that your participants do not become so engrossed in an activity that they miss the learning objectives. You must also recognize that games, simulations, role plays, and related activities can speed up the learning process and reinforce the course objectives.

It is equally important that you debrief the group on every exercise that you conduct. First, you need to ensure that the exercise is linked to the objectives and that participants understand the goal that was set. Second, and perhaps more importantly, you are responsible for keeping your group united. Although you will always establish your training as taking place in a safe environment, some exercises can take a group through self-disclosure or risk taking that may leave them feeling out of sorts or very uncomfortable. Debriefing allows the opportunity for participants to get their feelings out in the open and to question the process or outcomes while the activity is fresh in their mind and they remain within the safety of the training room. Debriefing also allows everyone, including the trainer, to talk about the outcomes of the exercise. Was it what everyone expected? Would it apply in a real situation? How would you have responded if this had happened?

Session Fifteen: Setting the Climate 

(9:15-9:30)

Although climate is established to some extent before participants arrive for training, a key factor to capturing their interest is to plan what takes place on arrival. 
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Atmosphere is not a one-time thing. You want that same climate to continue throughout the training session. 


[image: image51]
Session Sixteen: Presentation Skills 

(9:30-10:30)

Telling vs. Showing 

(15 minutes)

Limitations of Telling 

Telling a person how to do a job may be an excellent means of instruction when used properly, but it has limitations. (Think of how most of us resist being told what to do.) 

Telling alone is not very useful as an instruction tool when, for example, the objective of the instruction is to develop new manual skills. It may be used to your advantage, however, when the objective is to impart information, if the information can be interpreted easily by the worker in terms of past knowledge and experience. When the telling tool is used in instruction, it is particularly important that the instructor follow the telling by checking the learner's understanding of what was told. 

Telling has some value when it is used sparingly in combination with showing and asking, or if there is a limited amount of new information to be passed on to the worker. Even when seeing a job from the proper angle, most people don’t get it. Most of us copy motions; this doesn’t mean we understand. Many motions are hard to copy and finer points are missed. We don’t know what to look for. We can’t translate what we see into what we should do. Countless numbers of employees are being shown how to do their job. How many of them understand?

Limitations of Showing
Showing alone is better than just telling when new skills are to be developed, but it is of greatest value when it is used in combination with telling and asking.
Showing is particularly useful in the presentation step of a job when workers are being taught to do something which they could not do before. Showing with the actual tools and equipment which the worker will use on the job is most desirable. 
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The Delivery 

(15 minutes)

Overcoming Nervousness

Slight nervousness is normal for anyone, especially the first few times that you put on training. Eventually, however, many people overcome the jitters and allow themselves to enjoy making a presentation. Their secret is not necessarily the confidence that comes from experience, although that helps, but a change in attitude: they have learned to shift their focus from themselves to the audience. 

Nervousness has two sources. One is the constant stream of internal negative comments that nags speakers when they begin to think about the presentation. (“I wonder how I'll come across this time. Last time I made a presentation, I was sure everyone was laughing at me when I had so much trouble with the equipment.”) 
This kind of nervousness tends to evaporate when you reprogram your thought process. If you have a logical argument and you're prepared, you can stop worrying about flaws in your reasoning and technical problems. Instead, you can focus on convincing the group that your position is correct. Think about it this way: You believe in what you're saying. You're prepared. In fact, you're the only person who is so well prepared for this course! Your trainees need to know what you have to say. 
With these thoughts in mind, you can change your inner negative messages to more positive ones. List your concerns on a sheet of paper before the workshop. Then, for every negative message, substitute a positive one. For instance, if your negative message is, “I'm a nervous wreck,” write, “I can channel this nervous energy into training and give a more enthusiastic performance.” This effort may take some repetition, but eventually it works. 

Another source of tension comes from hyper-responsibility: the trainer feels that they are responsible for the reactions and well-being of everyone in the room. This kind of nervousness can also be fought. Come to terms with the fact that not everyone in the room will accept your ideas. It's not your job to please everyone. Your job is to get your message across in clearly understandable terms to the people who must have the information and to convince them (as much as possible) to make the behavioral changes that are the objectives of training. Concentrate on the decision maker and on those who respond positively to you. Forget the others. 

Because it is hard to counteract nervousness if you do not feel in control of the situation, take time before the training begins to put yourself in control: 

· Allow plenty of time to check out the room and equipment. 

· Start on time. Unless the decision maker in your audience is delayed, don't wait for laggards. Delaying will make you and your group fidgety. 

· Greet people as they come in. Chat casually with people you know until it's time to start. 

· Eliminate any physical barriers that stand between the class and you. If you're behind a table or lectern, move away from it. Don't cling to the lectern or projector. 
· Do some deep breathing. The increased oxygen helps, and the rhythm of regular breathing helps you to focus. 

· Avoid caffeine, which can increase anxiety and jitters. 

Using Non-Verbal Communication

You're confident. You've rehearsed. You've got a powerful, logical argument. You're ready now to take on the task of presenting your information to support the learning objectives. Once you're aware of the way people react to you, you can control the way you present yourself.

Leave the Appropriate Distance between You and the Audience 
With a large group, a trainer or public speaker may be 12 to 15 feet (4 to 5 meters) from the first row of listeners without being viewed as aloof and impersonal. With a smaller group, you should be about 4 to 5 feet (1.5 to 2 meters) away. If you're any farther, the students may regard you as either stuffy or fearful. If you're any closer, people will become uncomfortable. 

When you're speaking to a group with whom you have had little or no personal or professional relationship, start speaking from a position farther away and move in slightly as the presentation progresses and as you establish rapport. But don't get too close. A tall presenter, for example, who approaches within inches of his listeners and leans forward, is expressing dominance more than friendliness. To judge whether you tend to invade others' personal space, recall whether people ever inched away from you when you were engaged in informal conversations. 
Physical distance rules vary from one culture to another, so make sure that you understand who you are speaking with. As a general rule, people of Middle Eastern cultures tend to be very close when they speak, whereas the Japanese expect even more distance than Americans. 

Stand Erect 
Good posture gives the impression of authority. You can correct poor posture without difficulty by standing against a wall and pressing your spine flat against it. While you're training, make a conscious effort not to fold your arms. Folded arms seem to encourage slouching, and it certainly sends a message of defending or protecting yourself. 
There is a difference between good posture and stiffness, however. If you march briskly to the front of the room and do not move for the rest of the presentation, you signal rigidity more than authority.
Consider Your Appearance

Psychologists have found that attractive people are more persuasive than unattractive people. They are not referring to a person's appearance. Anyone can cultivate attractiveness through good grooming and clean, neat, professional dress. A training seminar is not the place to make a statement with your clothes – flashy clothes can divert attention from your learning points. Be professional and choose clothes that suit you. 
Standard business dress is appropriate. Even if your students take advantage of a day out of the workplace to dress casually, you should be dressed for business. Clean, pressed clothing; polished shoes; and clean and tidy hair all make positive statements. 
Although standards in nontraditional organizations may be more lenient, in general, it is safer to stay conservative. Anything too far from the norm will cause the audience to fix on the distracting feature rather than your argument. Women who are on their feet all day do not need to feel obligated to wear uncomfortable pumps. There are plenty of smart looking footwear options that are both professional and foot friendly. 
Move About and Use Gestures

A trainer who stays glued to the overhead projector, the lectern, or any other one position is terrified, and everyone soon knows it. To give the impression of self-confidence, move about the room and use your hands. You may even convince yourself that all is well. 

Take advantage of your natural gestures, but avoid using one over and over, and try not to be conducting an orchestra. Some trainers, when told that they need to add movement, adopt one gesture (raising an arm, for example) and use it repeatedly. At worst, such programmed gestures send the audience into a hypnotic state; at best, they're distracting. 
Tailor your gestures to reinforce your point. For instance, by bringing your hands together, you can assure your audience that your proposal “brings it all together.” Similarly, you can refer to the ramifications of a problem by tracing ever-widening circles in the air. 

Because many workshops involve visual aids, you can add movement by simply pointing out the most important features on the visual. Moving around the room is helpful if it does not deteriorate into the measured pacing of a caged tiger. By pausing completely, you emphasize to your listeners the importance of what you are saying.
Control Your Facial Expressions and Mannerisms

Although we all know people who say, “If you cut off my hands, I wouldn't be able to talk,” very few people actually overdo gestures. Facial expressions, on the other hand, are difficult to control and often give an embarrassingly accurate clue as to how you really feel. Beyond checking yourself on videotape, the best way to control facial expressions is to make sure you're comfortable with your material and prepared to respond honestly and openly to any questions. 
Try to maintain an accessible, open presence. Remember that a smile breaks down barriers. When you smile at someone, they generally smile back. Also, as you talk, show interest in what you're saying. If you're not interested, how can your audience be?
Maintain Eye Contact

You will lose support faster by staring at your notes, looking only at the visual, or focusing on a spot high on the back wall than by any mistakes you may make in the content of your workshop. 
Try, at some point in each seminar, to look at each participant with the goal of giving each person the brief message, "I can see that you grasp what I'm saying." Then, for your own comfort, focus on people who respond with a nod or smile rather than on people who seem bored or hostile.

Using Notes 

It's hard to imagine anyone trying to memorize a training workshop word for word. Recall takes so much energy that you would have little left for relating to the audience. Don't ever consider memorizing. Instead, learn to use notes unobtrusively and effectively. 

Many instructors use their visuals as notes. This often works in short presentations, but is not as helpful in full day or multiple day sessions. If your visuals are not sufficient to remind you of the details, you can construct notes in several forms. However you do it, they should be easy to use. In terms of content, you should include your opening remarks as well as your ending remarks and any statistical information that is too difficult to remember and will not appear on your visuals. If you plan to use extensive notes, underline key points or use a highlighting pen. In either case, never use full sentences because you may lapse into reading them and thus destroy your phrasing. 

Some popular note taking devices are to write simple key words or phrases on index cards, in the margins of your presentation guide, on flip charts, or using the notes frame available on PowerPoint slides. 
Index Cards 

If you use index cards, never walk around holding them. Let them remain on the lectern or the table so that you are free to make assertive gestures without waving your notes around. 

You may want to put sheets of 8 ½ x 11 inch paper with additional notes between the pages of your instructor guide. The fact that the audience can’t see you using such notes will make your delivery smooth and enhance your confidence. 

Managing the Question and Answer Period

Just as you should encourage questions during your training sessions, be sure to invite participation when you are wrapping up the training. Say something simple like, “I’ll be glad to answer any questions you have.” In some cases, you may want to ask people you know to pose one or two questions just to get the discussion going. 
No matter how well you've prepared, someone in this group may have information you don't have or may contribute something you haven't thought of. Your ultimate goal is to contribute to the success of your organization. Questions, comments, and discussion serve that goal very well. The more people who participate and the more questions they ask, the more effective you're likely to be. 

The first step in responding to questions is to listen very carefully. Nod to show that you are paying attention. Don't be surprised if the question has to do with a point you're sure you covered. You may not have communicated your point as clearly as you thought. Remember that the other members of the audience invariably identify with the questioner, not the trainer. To say, "Well, I thought I covered that in Session Three," or to sigh resignedly and roll your eyes, cuts off discussion and damages your credibility with the audience. 

General Guidelines
Let people finish. Always be polite. Wait until you are sure the person has finished before you answer. If the questioner attempts to dominate with repeated questions, allow him or her to finish a question, respond to it, and then turn to call on someone else. Some communication consultants recommend looking away from the questioner when you have finished you answer to discourage another question.

Respond to everything, even statements. Many people feel a need to participate on some level even if they have no questions to ask. Their statements do serve a function; in fact, they often register approval of whatever the trainer has said and, as such, are valuable in building consensus for a decision. 

Merely nodding agreement to such a statement is not enough. Say something like, "Thanks for sharing your point of view with us," or "I agree with you. It's vitally important that we..." (This gives you an opportunity to reinforce your main point.) Restate the question, since others may not have heard it. You also want to confirm that you understood it correctly, plus you give yourself time to think of the appropriate answer. 

Don't feel rushed. If you pause before you respond, it is a compliment to the questioner, not a sign of indecision. 

Stay on track. Particularly when the question is a long one, it is easy to let boredom, or the fact that the speaker's words have triggered a wholly different thought, distract you. 

Admit that you don't know the answer. No one expects you to know everything. Frequently, the person who asked the question actually knows the answer and is merely testing to see whether you know it as well. Bluffing in these situations can be immensely harmful. If you don't have the information, say so, and offer to provide the data as soon as possible. 

Tips for Stunning Visuals

(15 minutes)

Think about using some visual aids in your training, and think beyond PowerPoint. PowerPoint has been a great tool, but has also been misused so frequently that bad presentations get called “death by PowerPoint.” 

Good visuals help you give a lot of information in a very short space of time. They are really quick snapshots of situations, developments, events, and processes that would take a long time to explain fully in words. 

Good visuals speak for themselves and require little or no description but you often need to draw your audience's attention to one or two key points. The effect of good visuals can be ruined by reading them word for word. Instead, refer to the highlights or most significant part, explain why they are important, and help the audience draw conclusions. 

Here are some more tips:

· Be generous with white space.

· Use clear headings and sub-headings.

· Highlight, but don’t overdo it.

· Types of highlighting can include bullets, italic print, underlining, bold, and color.
· Use graphics with caution. Make sure they mean the same thing to the audience that they do to you. Make sure that they look okay when on a screen, since they can get washed out or very pale looking when enlarged. 

· Make sure you have legally purchased the rights to use any copyrighted material, including clip art and stock photography. Most of them allow you to use them for personal reasons, but not commercially unless you purchase the rights to do so.  

· Don’t ask technology to do your job. It is a tool that supports the presentation you deliver, and is not responsible for the success of the training. 
· Always have a backup plan in case the technology fails, because it will!

About type styles and size:
· Choose a solid, plain typeface that is easy to read.

· Don’t combine a lot of fonts on one page. If you do use different fonts, use them consistently. Designers tell us that we should not have more than two different fonts per page. 
· Make sure the type size is big enough for trainees to read.

· Don’t use all capital letters, except in headings or brief statements.

· Headings should be noticeably larger than text.

· Serif typefaces, with hooks on each letter, make text easier to read.
Types of Visual Aids 

(15 minutes)

Here is a chart detailing the various methods of adding some punch to your presentation. Remember, you should ALWAYS have a backup plan!

	Type
	Advantage
	Disadvantage
	Notes

	Slides
	· Quality images 

· Efficient   

· Reusable
	· Cost for stock photography/clip art   

· Take time to prepare

· Projector not always available
	· Focus    

· Make sure they are properly saturated (deep color)

	Whiteboard
	· Inexpensive 

· Flexible
	· Not impressive 

· Smell of markers
· Dirties hands
	· Write neatly  

· Have eraser handy and extra markers

	VCR/DVD
	· Stimulating to audience   

· May be supplied free of charge by public libraries
· Can insert DVD clips directly into slides
	· Audiences drift 

· Tricky to run
	· May want to cue to several instances, rather than whole film 

	Flip Charts
	· Pre-writing makes them easy to use 

· Available everywhere
	· Too small for more than 20 people
· Wasting paper?
	· Use top 2/3 of page only      

· 5×5 rule   

· Practice writing

	Handouts
	· Inexpensive 

· Flexible    

· Easy to prepare
	· Take time to prepare
· Wasting paper?
	· Must look professional  

· Proofread

	Models
	· Effective if notes attached
	· May get lost if passed around

· Difficult to find appropriate ones

· Expensive to buy
	· Must be visible


A Word about Flip Charts 

Picture this: You're scrawling away on a flipchart in the middle of a training workshop and everything seems to be going great. Participants are interacting with you, you're capturing their input on the flip chart, and when you're done you step back so everyone can see what you've written. Oh, no! Your flipchart is nearly illegible. The lines are crooked, your lettering gets smaller and smaller so that it's almost impossible to read at the end of each line, and the printing looks like something out of your fourth grade art class. 

To avoid this scenario, follow these suggestions for writing well on flipcharts. 

· Write in a straight line. Buy pre-lined paper or draw faint pencil lines across the pages before the workshop if you need to. 

· When you're writing, make sure you're positioned correctly in relation to the flip chart. Right-handed presenters should stand just off center to the left of the easel as you face it, and vice versa for left-handed scribes. 

· Stand to the side to avoid blocking readers' views. 
· Writing rapidly and not talking while writing can also help you write in a straight line. 

· Write legibly. If possible, write out your charts well in advance of your presentation so you have time to write slowly. 

· Choose a style that works and stick with it. 

· Organize clearly. The more white space you provide, the easier it is to follow your presentation. Here are some general considerations regarding size: 

· If your letters are about 2 inches high, leave about 1 inch between lines; otherwise, the lines will appear to merge from a distance. 

· Generally, use capital letters for title lines only. Use a combination of upper and lower case letters for text lines. 

· If you have trainees sitting more than 50 feet away, consider using a projector and a laptop with a tablet style screen. Your flipchart will be difficult to read even for someone with good eyesight. 

· Be consistent. The ability to create a look and carry it through the presentation is important to the presentation's success. 

· Use the same style, angle, and size for your letters. 

· Maintain the same distance between letters and lines. 

· Repeat the color, patterns, and bullets. 

· Repetition helps you and your participants follow the theme. 
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Break

(10:30-10:45)
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Session Seventeen: Dealing with Difficult Trainees 
(10:45-11:30)
Group Exercise 

(15 minutes)
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Debrief 

(30 minutes)
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Big Talkers
Typical Error

If a particular person seems to be monopolizing the discussion, inexperienced trainers may try to control this person with a phrase like, “Excuse me, do you mind if someone else answers now?” Or even more damaging, they may say something like, “Excuse me, you’re taking up a lot of the group’s time.”

Another similar error is a trainer who talks too much. Remember that you are an adult educator. People don’t like to be lectured without the opportunity to interact, think aloud, and get to know their classroom counterparts a little.  

Successful Trainer Response

The best strategy is to focus your energy on the participants who are not talking and draw them out. Encourage them to participate. 
You may need to address the big talker at some point if their chatty behavior continues. Although spending your energy on the talkative person can reinforce their chattiness, you may need to find out what the underlying issue is to curb recurring behavior and/or to avoid having them become belligerent or obnoxious.  
If you feel that you might be talking too much, remember that your presence is not the reason for the participants to come to training. You need to be quiet at times to allow others to speak. Sometimes we have so much to offer, and so much fascinating information to share, that we forget to stop talking. Save some of your gems for future training, too. 

The Kidder

Typical Error

Do you have a class clown who makes a joke of everything? Many trainers will respond to this person by trying to shut them down rather harshly, or even get into a power struggle with them. Statements like, “Okay, funny person, let’s see if we can get on track here,” can make the situation worse. Recognize that the kidder may actually have something serious to add, but may not be sure how to go about it, especially if he is in a class of his peers who expect him to take everything lightly. 

Successful Trainer Response

If things are getting out of hand, arrange for a break as quickly as possible. Let people know that the energy is pretty high at the moment and you want to give them a chance to burn it off before they fall off their chairs. Then, try to speak with the kidder at the break. Let them know, tactfully, that you see they are very effective at engaging the group, but you are also concerned that perhaps they have something to offer the group that they are hesitating about. Usually that kind of discussion is enough to curb their disruptive behavior, and you may be impressed to learn that they do have something serious to add to the class. 

Exhausted and Droopy 
Typical Error

Is someone your class having a hard time keeping their eyes open? A typical error is for the trainer to startle the group: drop something, make a loud noise on a table, or pick the sleeper out of the crowd and try to shock them into waking up. We also encourage these people to fill themselves up with stimulants such as coffee or colas. 

Successful Trainer Response

We really have no idea why this person is drifting off, but we can develop a few theories. They may not be sleeping well, perhaps the room is too warm, or maybe they have a lot of other things on their mind. Or perhaps your presentation is just not appealing to them and they are bored! Small group sessions can add some additional energy for someone, as can a break that offers them the chance to move around, take a bio-break, and get some water to re-hydrate. 

Not Into It! 

Typical Error

Most workshops have one or two participants who just aren’t engaged. A typical error is for the trainer to ignore them (since they are an easy participant in many ways) or to act as though their silence signifies agreement with what is going on. You may find that your perceptions are totally wrong when the individual completes an evaluation that states your session was a waste of their time. 

Successful Trainer Response

Challenge people who come to your session as a mini-vacation or a chance to socialize. As you roll out the introduction to the course, get them involved by identifying their personal reasons for attending. Look for opportunities to engage them with questions like, “What’s important to me about this learning session?” This gives everyone a chance to assess their own stake in the outcome. Where possible, mixing up learning methods (such as large group discussion, individual reading, case studies, and videos) can help appeal to all the learners in your group.
Poor Follow-Through on Assignments

Typical Error

Not every course requires assignments, but they should all require the learner to think and transfer what they’ve learned to their work or the rest of their lives. However, it can be difficult when not all participants have completed the work.

A typical error is for the trainer to say that the information isn’t really needed, so we’ll move on without it. Or, they may focus their energy on the one or two people who actually did the assignment. 

Successful Trainer Response

Have people complete their assignments in teams, with accountability for completion held among members of the team. Build in some reporting process in the middle of the assignment period so that people who are having trouble getting into it have a chance to get caught up. 

Failure of Participants to Arrive/Return from Breaks on Time

Typical Error

It can be tricky to get participants going on schedule. Some trainers wait until the last person arrives before getting started. Or, they may have the group applaud as people finally make it into the room. 

Successful Trainer Response

Start at the appointed time so that you are respecting the people who arrived on time. This will also not encourage continued tardiness. To reinforce good behaviors, some trainers will put the names of people who return from breaks on time into a special prize draw. Others will offer a special tip for people who return on time, which tardy students won’t hear because they are not there. 
Otherwise, we recommend that you do not allow their interruptions to disturb your flow (in other words, ignore them if you can), but don’t go out of your way to humiliate them (such as the applause in the error above).

If you are working with participants for more than one day and have some people who are late after every break, speak with them privately and see if there is a reason for this that you can help them with. Most of the time, the fact that you spoke with them cures the behavior. 

Whisperers

Typical Error 

Do you have whisperers in your group? A typical error is to ignore this behavior in the hope that it will stop. This is not likely to be the case. 

Successful Trainer Response

A seasoned trainer will use tact and ask participants to stop whispering. They may say something like, “As you know, it can be hard to focus on what’s going on when people are whispering or having sidebars,” or, “Please wait a moment and I’ll ask you to share with the group.” 
The trainer also needs to determine the issue that is provoking the behavior. If it’s a social thing, the trainer can remind participants about rules of the class, which would include courtesy and respect. If it’s that a concept is not well understood, the trainer will have to reteach, amend, or reconsider the material. If the topic has become boring and participants are looking for some stimulation, the trainer needs to fix that too. 

Session Eighteen: On-the-Job Training 

(11:30-11:45)

In on-the-job training, earning a living is at stake, so it is easy for supervisors and trainers to take a readiness to learn for granted. While it is true that some employees (new hires in particular) might be anxious to please, supervisors can’t overlook the importance of stimulating a readiness to learn. 

Here are some tips for preparing the employee.

· Put him/her at ease. 

· State the job. Give it a name. 

· Find out what is already known about the job. 

· Arouse interest in learning the job. 

· Place the worker in the correct position to observe the job. 

Once the employee is prepared, you can use this on-the-job four-step process. 
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Step 1: Job Breakdown

Go back and look at the training segment you are planning for this afternoon. If this is a job-related skill you will be teaching, have you broken it down into all its steps? This is a surprisingly difficult thing to do when you know the job well. You don’t even think about all the things an employee needs to know in order to do the job, so the chances are you will skip over or forget a couple of steps. 

One way to overcome this is to break a task down into its steps, and then give it to someone else to review, perhaps someone not as experienced as you. Ask for input and feedback. Is anything missing? Another technique is to ask yourself, “What comes before this step? What comes after this step?”

Step 2: Demonstration

Here are some demonstration tips:

· Do the job yourself. 

· Tell. Show. Illustrate. 

· Demonstrate one important step at a time. 

· Stress each key point, emphasizing hazards. 

· Give reasons why the job needs to be done. 

· Give no more than can be mastered. 

· Do job again, having the employee tell you what to do. 

· Make sure understanding takes place. 

Make sure you have everything you need in order to do your demonstration. Nothing can dampen a training demonstration faster than having the instructor begin and then realize an important tool is missing.

Real-time demonstrations may not be practical for several reasons. Perhaps you don’t have an idle machine to practice on, or perhaps the process is so complicated you would need much more time than you have available if you wanted to demonstrate a task in its entirety. So what else can you do? You can take pictures! Today, digital cameras and recorders make it relatively easy to go into an area and photograph somebody working at the job, or to have somebody photograph you as you demonstrate the task.

Sometimes you can ask suppliers to provide demonstration videos for you to use as you train others. If this isn’t possible, they may have an electronic presentation you can borrow or duplicate. One of the advantages of electronic media is that you can see vital steps up close in a way you cannot in a real-time demonstration.

Step 3: Have the Trainee Do the Job (Supervised) 

Do not skip this step. Any job can seem easy while you are watching someone else do it. The real test is, “Can you do the job yourself?” If real-world practice is not possible, use an activity that simulates the task. Let them draw illustrations, practice on a model, or verbally explain the steps as they locate each area on a classroom drawing. If they get it wrong, they can go back and do it again. If the only real way to practice is when they get their hands on a machine for the first time, so be it. However, you can at least make sure they know what they should be doing long before then. 

Here are some other tips:

· Correct any errors instantly, with sensitivity and professionalism so that the learner is not embarrassed.
· Have the trainee repeat the job. 

· Have the trainee explain what is being done and why. 

· Question. 

· Continue until you know the trainee knows. 

· If the job is hazardous, be sure you are told what is going to be done beforehand.
Step 4: Follow Up 

The last step in this model is following up to make sure the training has been adequate. This step includes:

· Putting the trainee on the job. 

· Designating who they should see for help. 

· Checking frequently and encourage questions. 

Eventually, you will want to taper your involvement level off to normal supervision. 

Additional Tips for Specific Kinds of On-the-Job Training

In One-on-One Peer Training:

· Be sure that you understand the trainee’s work well enough to let them know that you value the work they are doing. Make the trainee feel like you are equal in terms of value to the company.

· Take the time to let the trainee articulate their anxieties and fears about the learning situation you are about to enter. Deal with emotions first.

· Let the trainee show you that they “get it” (show and tell). Build in time for this.

· At the end of the training, re-establish your relationship as employee peers, if that is what you are.
In Hands-On Training:

· Think of exactly how you use all five senses during this training. 

· Organize all training materials (job aids, devices, machines, etc.) so that your demonstration of correct procedures is logical and easy to follow. 

· Be sure that you put first things first.

· Focus on cues and patterns of action. Help the trainee recognize these.

· Guide the trainee’s practice until they can perform the new skill consistently over time.

In Coaching:

· Use a sports coaching model or relationship to guide a learner to peak performance.

· Get the trainee to express their commitment to excellence in terms of measurable objectives which you agree to work on over the course of the coaching experience.

· Formalize coaching through skills development checklists and performance criteria.

· Design coaching around the skills deficiencies of the trainee; state what these are early during training and listen to the trainee.

·  Correct errors early on.

Morning Wrap-Up 

(11:45-12:00)

Use the last fifteen minutes to answer remaining questions. Key points of the morning included:
· Using games

· Setting up a learning climate

· Presentation skills, including telling vs. showing, delivery, and visual aids

· Dealing with difficult trainees

· On-the-job training

Lunch 

(12:00-1:00)

Energizer: This or That 

(1:00-1:15)

This exercise requires space for participants to form two parallel lines, about six to feet apart.

Ask participants to form two lines, one on the right side of the room, and one on the left side. One side is THIS and one side is THAT. Read off each item and ask participants to move to the side they think they identify with.

Question: What do you identify with more: THIS or THAT?

	THIS:

· BMW 

· Boston 

· Violet 

· Popcorn 

· Waterfall 

· Flute 

· Dog 

· Baseball Bat 

· Wave 

· Dam 

· Mountain 

· Sugar 

· Go 

· The Moon 

· Summer 

· Right 

· Skateboard 

· Power Boat 

· Wine 

· Big Mac 
	THAT:

· Ford Truck 

· San Francisco 

· Sunflower 

· Brownies 

· Pond 

· Tub

· Cat 

· Baseball 

· The Beach 

· Bridge 

· Valley 

· Salt 

· Stop 

· The Sun 

· Winter 

· Left 

· Pogo Stick 

· Sailboat 

· Beer 

· Yogurt 


Session Nineteen: Training Presentations 

(1:15-4:00)
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Training Preparation Worksheet

What is my topic?

What are my objectives?

What methods will I use?

Have I taken all design elements into consideration?

	Size of the group

	

	Length of the workshop
	

	Possibility of a pre-assignment
	

	“Threatening” activities
	

	Support materials
	

	Other resources
	

	Opportunities to practice
	

	Take home worksheets
	

	Content
	


Have I taken all types of learning styles into consideration?

	
	Authentic Idealist

	
	Inquiring Rational

	
	Resourceful Artisan

	
	Organized Guardian


My learning cycle will look like this:
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What visuals will I use?

What is my backup plan?

Session Twenty: Designing Evaluations 

(4:00-4:15)
When sharing an evaluation, always begin with some positives; something the person has done well. This is critical. We want people to feel that the intent of the workshop is to help them, and that means not tearing them down. The second part of the evaluation may have a pointer or two for future improvements. The last part wraps things up and discusses how far they have come and how much skill they have developed.

The evaluation strategy should begin before training and well before the actual evaluation is carried out. Some of us feel uncomfortable with criticism and assessment of our work. However, at the end of a training day, it can be useful to get feedback from your participants concerning how things went.

To do this, you can draw a five-point continuum on the flip chart and ask trainees to respond to the several points on it by a show of hands. 

Examples
How many feel there was too much stuff today?
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How many feel the day went too fast?
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How many feel the day went too slow?
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Another way of using the continuum is to place it on a wall. The five degrees may actually be posted via flipchart sheets at five wall positions or just pointed to in a general way: '”Strongly Agree is here,” “Agree is here,” etc. Then let participants position themselves physically (in relation to the five degrees) to indicate their reaction or feeling about a given evaluation question.

Other Evaluations

Learning is typically measured by whether or not participants achieve the learning objectives. These objectives should be designed to match real-world requirements. During the program participants should be able to demonstrate their learning in a variety of ways. 

· We can measure an increase in knowledge by testing (usually a paper and pencil test) just like in school.
· We can measure an increase in skill by observing performance under certain prescribed conditions. 

· Measuring a change in attitude is extremely difficult, but measuring performance can help.
We also want to know if the learning is appropriate, adequate, and efficient. 

· If the learning is appropriate, then the objectives, content, activities etc. are aligned with real world performance.

· We want to know if the learning was adequate. Was there enough time, content, and assistance to bring about the learning required?

· We can determine whether the learning was efficient or not by observing whether time, energy, and resources were used efficiently to produce the desired change.

Some evaluations test the participant's knowledge, skills, or attitudes by comparing learning prior to the program with learning during and at the end of the program.
Evaluating training programs is an extremely difficult and complex task. Because it deals primarily with human beings, it is an inexact science to say the least. We need to be prepared for confusion, contradiction, and conflicting data throughout the process. In the end we will be left to draw our own conclusions about the value of our programs.

Consider the following points at which measurement may be taken:

· Immediately after the learning

· At the end of a session or module

· At the end of the course

· Formally and informally throughout the actual program

· Shortly after the program (back in the real world)

· Three to six months after training

· After six months (and perhaps years later)
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Workshop Wrap-Up 

(4:15-4:30)

Take the last fifteen minutes for a quick review and to answer any questions the class may have.

In closing: 

· “The real range of discovery consists not in seeking new lands, but in seeing with new eyes.” (Marcel Proust, French novelist)

· “The art of teaching is the art of assisting discovery.” (Mark Van Doren, American poet, critic, and editor)
This is also a good time to help participants wrap up their action plans, collect evaluations, and to pass out certificates.
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Train-the-Trainer Series 





INSTRUCTOR GUIDE





The Practical Trainer


���














( Workbook Material 





Most people who call themselves trainers today probably didn’t start out to be trainers. They often work in a field where they develop extensive knowledge and then are asked to share what they know. Many trainers have some experience with teaching, writing, or leadership, although they come from nearly every field. 





As such, people who work as trainers are often put into difficult situations without much understanding of what training is or how to do it well. We know that being a good trainer is the result of developing skills to bring information to an audience. This information will then engage, empower, and encourage continued learning and development. 





This three-day course will give you the skills that you need so that your students not only learn, but also enjoy the process, retain information shared, and use their new skills back in the workplace.





( Activity Ideas





Before students begin, ask them to complete the Checklist for Trainer-Trainees in the workbook.





( Slide and Workbook Material 





The checklist below is included in the slides and workbook.





( Discussion Points


( Workbook and Slide Material 





Ask participants: What exactly is training? Record their ideas on the flip chart.





Help them to understand that the simplest definition of training is, “helping people to make permanent behavioral changes that measurably improve job performance.”





Let’s expand that definition: What do we want people to learn? How do we help? 





Once again, record participants’ ideas on the flip chart. There are many answers to those questions, and we will explore many of them over the next few days.





Ask participants: What can training do? 





Training can impart knowledge, develop skills, and change attitudes. 





Get an idea of what kinds of training participants currently do, or plan to do. Next, ask this question: Can you distinguish between the two kinds of trainers: the specialists and the non-specialists or generalists? 





The generalists are those with a broad range of skills, who know quite a bit about a number of things. The specialist is the one to talk to when you want to teach people how to use PowerPoint, how to run a particular machine, or how to teach sign language, as examples. They have honed their skills in a particular area. 





Discuss: Do you consider yourself more of a specialist or a generalist?





( Activity Ideas





Divide the class into three groups. Assign each group an audience type. What does a successful training program look like for each of these audiences?





( Slide and Workbook Material 





The following sentence stems are included in the slides and the workbook:


The trainer wants a group of trainees who…


The trainee wants a trainer who…


The employer wants employees/trainees who…





( Discussion Points





Bring the group back together and ask each group to present their ideas. We have included some talking points below.





The trainer wants a group of trainees who:


Learned


Had fun


Took the training seriously


Were interested in the subject


Left the course motivated to learn further on their own


Can and will put new ideas to work





The trainee wants a trainer who: 


Has some experience to share


Has something of value to offer


Can provide some real examples and give them some tips


Lets participants talk and share their experiences with others





The employer wants employees/trainees who: 


Have improved skills to use in the workplace


Can help the company stay competitive


Are more ready to take on a new position and/or new challenges


Can help others improve their skills 


Come back feeling more motivated





( Discussion Points


( Slide and Workbook Material 





Discuss: What are some of the problems that send companies seeking the services of a trainer or of training? Here are some talking points to get discussion going: 


Customers have been complaining they aren’t getting the level of service they want.


The department, or perhaps the whole company, seems disorganized. Deadlines may have been missed or important activities are slipping through the cracks.


Sales may have dropped off.


Things have been done incorrectly and must be done again, creating a lot of waste.


Morale may be low, with everyone blaming someone else when things go wrong. There is no optimism.





Ask: What do you see as advantages to training? Possible answers can include:


The employee becomes more accurate and works faster.


Methods of different employees are standardized.


The employee is prepared for promotion.


A trained employee requires less constant and detailed supervision.


Good habits are instilled.


Training will help employees act as substitutes when others are absent.


Training fulfills a moral obligation to develop employees.


Training minimizes the difficulties caused by turnover.


Training preserves the advantages of past experience.


An attempt at training enables the employer or supervisor to find out sooner whether the employee is suited to do more demanding jobs.


Training develops employees much faster than letting them find out for themselves how to handle the work.


Training gives a better basis on which the employee may exercise judgment.


Training will teach employees to recognize and give proper attention to unusual cases or problems.


In the process of training, the trainer can learn a great deal about the capacity of the employee.


Trained employees take more interest in their work.


As a result of the above factors, training reduces costs.





( Activity Ideas





Ask participants to circle the item that is of most concern to them. Over the next three days, we will explore how these things can help you become a successful trainer.





( Discussion Points





Pose the following questions for discussion:


How many of you have experienced these mistakes? 


What are some things you can do to avoid these problems?





( Discussion Points





How can these factors work against a good training experience? 


How can we as trainers overcome such inhibitors?





( Activity Ideas





Divide the class into two groups. Ask each group to develop a list of how adults and children differ when it comes to learning. (There is space in the workbook to record their answers.)





( Discussion Points


( Slide Material 





Potential responses can include:





Adults�
Children�
�
Voluntary learners


Problem-centered (no problem, not as interested in learning)


Independent learners


Experienced individuals whose experiences impact on their learning


Learners decide content when possible


Grouped according to interest or need 


Want to use the knowledge today


Consider learning a life-long process


Equal footing with facilitator


Flexible


Active learners�
Captive audience


Subject-centered


Dependent learners


Inexperienced


Teachers determine content


Grouped according to age, level, ability


Learning for the future


Learning has an end point


Subordinate to teacher


Rigid and traditional


Passive learners


�
�






( Discussion Points





Think about something that you learned recently. Perhaps it was something really big, like learning to drive. Or maybe you got a new phone, and needed to learn its features. How can you apply what you were learning to the cycle we just discussed?





Here is a way to look at learning to drive:  





Events we are involved in… 


I’ve been taking the bus to work, which has been convenient while our office was located right downtown.)





Lead us to reflect and collect information about what happened… 


The office is relocating to a business park on the outskirts of town. Looking at the bus schedules for the area, I can see that my commute time is going to really increase, and I will need to take three busses to get to work.





Helps us develop ideas about the way things are or should be…


I really do not want such a long commute because that will take up so much of my day. I wonder if it will be possible to join a car pool. Perhaps it is time that I learn to drive!





Lead to decisions about what to do and how to do it… 


Since no one has started a car pool, and since it makes sense to do so, I am going to learn to drive and purchase a small car so that I can take my turn in the car pool. Having a car will be really handy, since it means I will no longer have to bring my groceries on the bus. First, I will sign up for some driving lessons. Then I will start researching the type of cars I can afford to consider.





( Activity Ideas





Discuss how the cyclic nature of the way we learn will impact our work as trainers. Possible answers include:


Being aware of the cycle allows us to design training so that all aspects are included.


We need to design training that respects trainees’ prior knowledge and experiences.


We need to design training that allows for feedback and adjustment from trainees.





( Activity Ideas





Explain to participants that you are going to show them how to tie a tie (or use the cruise control on their car, set an alarm clock, etc.). You can use a tie, go outside and stand around your own car, bring in an alarm clock to demonstrate, or you can simply tell them the process.





( Trainer’s Tip





Since this is course for trainers, we recommend that you do demonstrate your actions so they see how effectively props can be applied to the training environment. 





( Discussion Points


( Slide and Workbook Material 





After you are done, ask participants:


How much of the talk do you remember?


How confident do you feel that you would be able to tie a tie?


How confident do you feel that you would be able to teach others to tie a tie?


What hindered your learning?


What would have helped you learn?





( Activity Ideas


( Discussion Points





Get the group involved in a discussion of adult learning. Use examples from the group and from your own experience to show them how adult principles come into the training process. We will use time management examples to show how you can bring adult learning principles into the equation when you are training others.





( Activity Ideas





Break participants into small groups. Let each small group pick three principles to work on. They are to think of the type of training they will be doing and decide how they can demonstrate that they have taken these learning principles into account. Our examples have been based on time management training; however, participants’ answers should be focused on their own type of training.





( Discussion Points





Have each group present their answers and record the most valuable ideas on flip chart. Encourage discussion about what ideas would and would not work, and why.





( Workbook Material 





The complete assessment is included below so that you can help participants work through the information and fully discuss its different aspects. 





( Trainer’s Tip





The break has been placed here strategically. We find that some people are able to go through the questionnaire and scoring quite quickly (perhaps depending on their experience with these things in the past), while others need more time. Placing your break here will allow people to move out of the room quietly to allow others to finish up. 





( Discussion Points





The following information is presented as a lecturette. Since this will be new information, expect questions which may come during and at the end of the session. 





( Extra Information





If the group is familiar with Personality Dimensions ™ or True Colors® they may also see the following relationships:


Organized Guardians relate to Yellow


Inquiring Rationals relate to Green


Resourceful Artisans relate to Orange


Authentic Idealists relate to Blue





( Activity Ideas





The goal is to have the group thinking and speaking in terms of their preferences, so you can arrange this in a couple of different ways. Here are two ideas.





Display Preferences (Visual Technique)


If you have the class set up so that they have tent cards with their names on them, you can have them add their types in order of preference across the top of the card (facing you and the rest of the class) and facing them (on the back). Example: 





OG   IR   RA   AI





Or, have them add them to a stick on name tag and place it on their shirt. 





Discuss, Draw, and Demonstrate (Visual, Kinesthetic, and Audio Techniques) 


Group participants by their preference (all OG’s together, all IR’s together, etc.). Challenge the group to create a poster that represents their preferences as described in the workbook. They can use words, draw stick figures, flowers, animals, cut pictures from magazines, etc. to help get themselves understood. They will nominate a speaker for their group, who can present the poster to the larger group. 





Depending on the time available, you can also have them design a poster that reflects what makes them difficult to teach. They must appoint a different speaker to present that poster. 





( Trainer’s Tip





If your groups are large (more than 4-6 people each), break them into smaller groups with the same assignment. 





If you do not have many people in one group, it’s a good idea to have some posters already prepared that you can use, or to ask a larger group to split up and pretend they are a different preference. This is easy if you have people whose preferences are only a few points apart. 





Discussing previous experience or sharing reactions and observing the activity period 





Inquiring Rationals





Using previous experiences to provide participants with an experience that furthers learning





Organized Guardians





Finding general trends and truths in the experience participants have already had, or forming reactions to new experiences into conclusions, new concepts, and theories





Resourceful Artisans





Modifying old behaviors or testing new ones and practicing them in realistic situations





Authentic Idealists





( Discussion Points





Ask participants to review each of the descriptions closely and think of their assessment they completed earlier. Which kind of learner are they? Which kind of learner will they have the most difficulty appealing to, because they have different preferences? 





Stress that while they may have a strong preference to a particular type, by knowing where their own strengths and challenges are, they will know what additional work they need to do so that they appeal to all learners within a training session.





( Discussion Points





Lead a large group discussion on the differences between the four learning styles and how people prefer to learn. Discuss how trainers can accommodate all four styles in their workshops and seminars, integrating the information on the following pages.





( Trainer’s Tip





Remember that we are all a blend of styles. We are presenting things here in a way that highlights significant differences to help demonstrate what’s needed in order to be flexible and rearrange training experiences as the circumstances and needs of trainees dictate. You may find it easier to flex your own style and work in some quadrants more easily than others. The idea is to provide you with language and tools to do just that, so that you can accelerate your success in the training field. 





( Activity Ideas


( Slide and Workbook Material 





Ask individuals to pair off and develop a learning cycle for one of the following learning points:


Project management


Communication skills


Riding a bicycle


Tying your shoes


Learning a software program


Caring for a pet


Conflict resolution





Ask them to draw their cycles on flip chart paper to share with the group.





( Activity Ideas


( Discussion Points





Debrief by posting illustrated learning cycles and inviting trainees to view others’ work.





( Activity Ideas





Ask each trainee to create a learning cycle for their 15 minute presentation on Day Three.





( Discussion Points


( Slide and Workbook Material 





Ask participants to consider their participants in a typical workshop or presentation. 


Can they tell who the introverts and extroverts are? 


Do some tend to gather together at coffee and lunch time to share the news of the day or other subjects of interest? 


Are other participants checking e-mail or text messages, going for a walk on their own, or sitting quietly reading their workbook? 





Why would an understanding of introversion and extroversion have an impact on our training? 


We have to plan for time that allows the introverts to reflect individually, and for the extroverts to share information and ideas, in order to maintain energy and participation in our classes.





( Discussion Points





Discuss some indicators or signals that may suggest a need for training (listed on the left side of the chart below). Note that sometimes trainers will be asked to provide training when the essence of the problem is actually related to other factors, such as performance. Ask trainees to work in small groups to fill out the chart in the workbook. 





( Workbook and Slide Material 





Signal�
Type of Training Required�
�
Customer dissatisfaction�
�
�
�
�
�
Disorganization and confusion�
�
�
�
�
�
Low morale�
�
�
�
�
�
Low sales�
�
�
�
�
�
High waste�
�
�
�
�
�
Low productivity�
�
�
�
�
�






( Discussion Points





After about 15 minutes, bring participants back together and discuss their conclusions. 





( Slide Material 





Suggestions are provided below and in the PowerPoint slides.





( Trainer’s Tip





If there is a gap, consider this very important question as part of your needs analysis: is training the best way to remedy the gap? Are there skills, knowledge, or attitudes that need to be provided in order to remedy the gap? If so, let’s proceed. If not, let’s step back and consider alternatives. Sometimes we are asked to do training, but the gap is created due to a performance management issue that is not being addressed. 





( Activity Ideas





Ask participants if there are questions about the morning or yesterday. Write them down on the flip chart and address them before lunch. This might include providing them with some detailed information, recommending some reading, or a brief one on one conversation. 





Then, provide everyone with a sticky note and ask them to write down the most important thing they have learned so far (today or yesterday). Ask them to stick all the notes on a flip chart page that you tape to the wall. This provides a positive reminder of the things they are learning, which they will see as they return from lunch. 





( Activity Ideas





This session explains the necessary elements of objective writing and then there is an exercise at the end of the section. The preferred approach for this section is that you introduce it briefly, putting emphasis on the types of objectives and the list of verbs. Following this, you could move directly into the exercise, allowing trainees to spend the majority of the time working through the information in their groups and getting familiar with crafting the objectives. This will also give you enough time to circulate among the small groups and assist with wording. Depending on the size of the group, you could then bring the discussion back to the larger group and debrief the experience with them.





( Discussion Points


( Slide Material 





Here are some sample responses: 





Customer Service Training


Operate the customer relationship computer program


Choose appropriate selling techniques for each situation


Respond appropriately to objections





Young Driver Training


Operate a motor vehicle according to the local laws


Restate the meaning of all traffic signs


Describe why motor vehicle safety is important





Skills for New Supervisors 


Train new employees on operation of bottle cleaning equipment


Prepare weekly financial reports


Evaluate all team members on a quarterly basis and report findings to appropriate vice president





( Discussion Points





Ask participants to suggest ideas or share their sources for materials that they will use to research their own training. Answers will vary depending on the topics trained by this particular group. 





( Activity Ideas


( Slide and Workbook Material 





Divide participants into small groups and assign each group a few items from the list below. Have them prepare a response, paying particular attention to how an item may have a positive or negative effect on the training outcomes.


Size of the group	


Length of the workshop


Pre-assignments


Threatening activities


Support materials


Other resources


Opportunities to practice


Take-home worksheets/assignments


Content


Training methods





( Activity Ideas





Have trainees choose one training method to use in their upcoming presentation. Have them prepare to explain the method and share why they chose it. They are not limited to the methods discussed in this workbook, nor do they have to go into great detail. 





Once everyone has put forward the training methods they intend to use for their training segment, ask them to fill out the My Top Training Methods chart in the workbook. It may be useful for people to work in small groups so they can discuss their responses as they complete the exercise. 





( Slide and Workbook Material 


My Top Training Methods


Type�
Advantage�
Disadvantage�
Example�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�






( Activity Ideas


( Slide and Workbook Material 





Divide participants into groups of three to four. Assign each group two of the following topics and ask them to develop a learning sequence for each of them. It’s okay if you have more groups and assign some groups the same topic – this will allow you and the group to see the range of creativity that exists! 


Responding to customer complaints


Delegating


Entering new contacts into a database


Introducing yourself and others





( Discussion Points


( Slide Material 





Bring the group back together. We have included some ideas below and in the PowerPoint slides.





( Activity Ideas


( Discussion Points





Ask participants what they think the value of including games in a workshop would be. Record their answers on the flip chart. You may hear answers such as:


Keeps the day moving


Fun helps to bring people together and break down barriers


Endorphin release from laughter is healthy


Improves retention of material


Appeals to learners who enjoy activity


Keeps the energy level high





Using a new sheet of chart paper, introduce the idea of safety in games. Games are a great way to help people relax and lose inhibitions about joining discussions, asking questions, and participating in role plays. Doing it right, however, takes some skill and careful planning on the part of a facilitator. 





( Trainer’s Tip





For more information on training games and activities, check out another workshop in our Train-the-Trainer series: Using Activities to Make Training Fun.





( Slide and Workbook Material 





What can you do as the trainer/facilitator to set the stage for an atmosphere conducive to learning?





( Discussion Points





Prepare so you feel confident. If you have prepared but you aren’t confident, act like you are anyway. Never apologize to a group for your inexperience, lack of knowledge, or lack of preparation. That will only make matters worse and create expectations in the minds of participants.





( Slide and Workbook Material 





How can you make sure the atmosphere doesn’t turn negative mid-way through a training session? 





( Discussion Points





The most important factor in setting and maintaining an appropriate climate is the trainer’s style. Key elements that will determine style are:


Using icebreakers and/or openers.


Listening with empathy and not interrupting, particularly with slower participants.


Accepting an idea you may not agree with.


Having a high energy level that rubs off on the participants.


Caring, meaning we recognize the training situation as an opportunity to make the participants, rather than ourselves, look good.


Credibility, meaning communicating what you know and what you don’t know. 


Do you practice what you teach, especially if you teach interpersonal skills?


Do you deal with difficult participants in a respectful way?





( Discussion Points





Think back to the learning cycle. Remember that learners need to experience the entire cycle in order to learn something. Ask participants to repeat the stages in the learning cycle (experiencing, processing, generalizing, and applying). 





( Trainer’s Tip





Before participants go to break, ask them to close their workbooks.





( Trainer’s Tip





During the break, tape sheets of flip chart paper around the room. Label each with one of these headings:


Big Talkers


The Kidder


Exhausted and Droopy 


Not Into It! 


Poor Follow-Through on Assignments


Failure of Participants to Arrive/Return from Breaks on Time


Whisperers





(We have also included cards that you can cut up in the Handouts folder.)





If you have fewer than 30 participants, you may want to group some headings.





IMPORTANT: Be mindful of the walls that you are using to tape up your signs. We find that many meeting rooms and hotel conference rooms get very upset if you tape posters using masking tape, because it can peel paint off the walls when you remove it. Instead, add a roll of painter’s tape to your training tool kit. These tapes are often pale green or blue, and have less glue to allow for easy removal without peeling the paint off. 





( Trainer’s Tip





Make sure participants have closed their workbooks.





( Activity Ideas





Ask participants to look around the room at the different headings. Ask each individual to choose the type of trainee that they find most difficult to deal with and to stand under that heading. Once participants are grouped, ask them to brainstorm ways of dealing with that particular problem trainee and record their ideas on flip chart paper.





If you prefer, you can divide participants into groups and give each group a card.





( Slide and Workbook Material 





The headings are also included in the PowerPoint slides and the workbook.





( Activity Ideas





Bring the group back together and discuss their ideas for each problem participant. We have included talking points below and in the workbook and the PowerPoint slides.





( Extra Information





You’ll notice that if you are well prepared and understand the needs of your students, you will have very few problems during training. There will be no surprises when they complete their evaluations, either. Most adults who come to training do so because they want to learn, and they are curious about what you have to offer them, even if this is material that they have covered before. And yes, there will be those who come for a break from the workplace, too, but they still tend to do so with curiosity. 





( Trainer’s Tip





We have set aside this time for participants to prepare and present their short training program. The configuration of the afternoon will depend on how many participants you have.





If you have eight or fewer people, you can give the group 30 minutes of preparation time, take a short break, and then each participant will have 15 minutes to present. 





If you have more than eight people, you may want to divide participants into smaller groups. Or, you may not be able to give the group any prep time in the afternoon. You can begin right after the lunch break and continue until all have been presented and critiqued. (As many as twelve people can be accommodated in this way.)





( Slide and Workbook Material 





We have included preparation worksheets (reproduced below) in the workbook and the PowerPoint slides if you do have time for participants to prepare.





( Discussion Points





What additional evaluation methods are participants familiar with? What methods do they recommend? 





( Trainer’s Tip





If you haven’t provided students with the Student Manual, print out the Recommended Reading List and give it to participants as a bonus.









