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Getting
Started

Whether you are preparing to be a
professional trainer, or you are
someone who does a bit of training as
part of your job, you’ll want to be
prepared for the training that you do.



= Define training, facilitating, and
presenting

= Create an active, engaging learning

WorkShOp \Of_ environment

Objecti\[es ‘8 = Develop visual aids and supporting

materials

= Manage difficult participants and
tough topics







MODULE TWO

Understanding Training and

Facilitation

Depending on the need of your participants, you may be
called upon to provide training, or facilitate a discussion of
ideas.




What is Training?

Training is a process. It begins before

participants sign up for a class and continues
until the new knowledge, skills, and attitudes
are applied regularly.




What is
Facilitation?

The role of the facilitator
is to provide an
experience in sharing,
discussion, learning, and
openness for
participants.




- Identifying Appropriate

- Situations

i

r' When people get involved in a facilitated
group, they need to know whether they are still

C" on track and that they are making progress.

N ) m A m )



= What is Training?

lllustration 4

= \What is Facilitation?

Practical L
Q_

= |dentifying Appropriate Situations




Module Two: Review Questions

1. Which of the following is not a part of training?




Module Two: Review Questions

2. Which of the following is the key for a successful trainer?




Module Two: Review Questions

3. Which of the following questions can help you determine

the type of training needed?




Module Two: Review Questions

4. Which of the following is not crucial when determining

whether or not training is necessary?




Module Two: Review Questions

5. Which of the following statements is true?




Module Two: Review Questions

6. Which of the following is not a part of facilitator’s role?




Module Two: Review Questions

change.

7. The goal of training is to bring about a




Module Two: Review Questions

8. A facilitator uses their knowledge of and

dynamics when planning their meeting.




Module Two: Review Questions

9. When people get involved in a facilitated group, they need to know

whether they are still on track and that they are




Module Two: Review Questions

and follow-up within the session.

10. Provide regular
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MODULE THREE

Gathering Materials

A major aspect of your training is recognizing what your
participants need, want, and expect, and then responding
accordingly.




Remove Distractions

Awareness Familiarity

Competence Mastery




Reviewing
the
Materials

Make sure that the
materials you will rely
on are current and
applicable.




Ildentifying and
Resolving Gaps

Affective Domain

mm COgnitive Domain

m Psychomotor Domain

mm |Nterpersonal Domain




= |dentifying Participants’ Needs

Practical

= Reviewing the Materials

lllustration

= |dentifying and Resolving Gaps




Module Three: Review Questions

1. Is training designed specifically to meet the needs of

every person in the workshop?




Module Three: Review Questions

2. What is the best way to determine what your training

needs to include?




Module Three: Review Questions

3. Which level of knowledge comes before mastery?




Module Three: Review Questions

4. Which of the following is crucial for you to know about

your participants?




Module Three: Review Questions

5. When should you start gathering materials for your

training?




Module Three: Review Questions

6. What should you do when you have copyrighted

materials?




Module Three: Review Questions

7. Once you have your complete and know what kind of training you need to

design, you can begin to gather materials that will help you reach your objectives.




Module Three: Review Questions

8. When searching the internet remember that what you

are looking for is , when you are actually finding :




Module Three: Review Questions

9. Thoroughly research your topic, analyze the material, and

then break it down into the that you will use.




Module Three: Review Questions

10. Blogs can relate the latest trends, but are thin on actual

and







MODULE FOUR

Creating a Lesson Plan

While the lesson plan is a guide for how you will manage a
particular workshop, a well-designed lesson plan will also
allow you to enhance your training.




Planning for the Basics

A good lesson plan won’t just keep your training
on track; it helps you to ensure that you have

included all of the required elements in your
training.




Adding
Slack Time

There are several

different ways that you
can build some flexible
time into your training.




Creating a Plan B

A back up plan is an important contingency in
your training plan so that you can avoid
disasters or at least minimize their effects and
maintain your professional decorum.




= Planning for the Basics

. = Adding Slack Time
lllustration ‘g

Practical N
Q_

= CreatingaPlanB




Module Four: Review Questions

1. What's the key element of the introduction?




Module Four: Review Questions

2. Which of the following statements is true?




Module Four: Review Questions

3. Trainings shouldn’t be:




Module Four: Review Questions

4. Deliberately creating a couple of spaces in your day that

are light means:




Module Four: Review Questions

5. Which of the following statements is true?




Module Four: Review Questions

6. What’s the most important thing for handling unforeseen

situations?




Module Four: Review Questions

may remind you of being in school and

having a teacher flip open a plan book.




Module Four: Review Questions

8. Have a couple of topics that are will add to the training if you

include them, but are not essential to the training.




Module Four: Review Questions

9. If participants arrive late, you should




Module Four: Review Questions

10. If you can start your training by considering your , you will

bring some enhancements that other trainers don’t.




a4

R
Q,Q
e
~

| never teach my pupils; | only attempt to provide the
conditions in which they can learn.

Albert Einstein

.



MODULE FIVE

Choosing Activities

For many people, it is by doing that understanding comes.
People come to training expecting to learn.




Types of Activities




Preparing
for
Emergencies

If you are faced with an
emergency then having
some activities on
standby will help.




What to Do When
Activities Go Wrong

If an activity does not go over well with your
group, don’t push it through to the end just
because it’s a part of your lesson plan.



" Types of Activities
PraCt|ca| = Preparing for Emergencies

I"UStratiOn = \WWhat to Do When Activities Go
Wrong




Module Five: Review Questions

1. Which of the following statements is true?




Module Five: Review Questions

2. Which of the following is a brief pick-me-up activity

designed to invigorate a group?




Module Five: Review Questions

3. What’s the best thing to do to handle the possibility of

running out of materials?




Module Five: Review Questions

4. What should you do if you get sick during the training?




Module Five: Review Questions

5. Which of the following activities should you avoid?




Module Five: Review Questions

6. Which of the following is not something you should do if

an activity flops?




Module Five: Review Questions

7. Trainees expect that training will be stimulating,

interesting, and




Module Five: Review Questions

8. For a one-day workshop, a minute icebreaker should

be fine.




Module Five: Review Questions

9. Choosing the right activity is very important to your

training session.




Module Five: Review Questions

10. If an activity flops, stop and refocus.




4 |
| have never let my schooling interfere with my education. |

Mark Twai




MODULE SIX

Preparing for the Workshop

Being ready is the sign of a competent trainer. Not being
prepared can derail your training before it’s even started.




/

Creating a Materials List

Have a backup plan! The longer you train, the
more likely you are to come up with a related

%%‘%& " activity on short notice that will cover any
%%%%% serious problems.




Gathering
Participant
Information

Make sure the
information you gather is
protected in keeping with
the appropriate privacy
legislation.




Setting Up the Physical
Location

Have a few tables against the walls of the room
so that participants can flip through or gather
materials as needed.




= Creating a Materials List

lllustration 4

= Gathering Participant Information

Practical N
Q_

= Setting Up the Physical Location




Module Six: Review Questions

1. Which of the following statements is true when it comes

to materials?




Module Six: Review Questions

2. What’s the key for dealing with situations like forgetting

some materials?




Module Six: Review Questions

3. The information you gather about your trainees must be:




Module Six: Review Questions

4. Why is gathering information about participants

important for the trainer?




Module Six: Review Questions

5. An ideal classroom set up includes a room with minimum:




Module Six: Review Questions

6. Tables in an ideal classroom are:

| | |




Module Six: Review Questions

7. Being ready is the sign of a/an trainer.




Module Six: Review Questions

8. When it comes to materials, being prepared is




Module Six: Review Questions

9. What is “Murphy’s Law”?




Module Six: Review Questions

10. A few tables against the wall may be helpful when___ .







MODULE SEVEN

Making a Good First Impression

Get the session started by welcoming people as they arrive.
They are just as curious about you as you are about them.




Greeting Participants

e An icebreaker takes place
e The trainer is introduced

e The trainer and the room are prepared,
ready, and welcoming




Being
Prepared

e Set up your materials

e Make sure the room is
prepared properly

e Locate the washrooms

S S8 s



Using Icebreakers and
Energizers

Reconnect Inject Break

a group energy tension




= Greeting Participants

. = Being Prepared
lllustration 4

Practical N
Q_

= Using Icebreakers and Energizers




Module Seven: Review Questions

1. Which of the following should be included when greeting

participants?




Module Seven: Review Questions

2. A proper greeting is important because:




Module Seven: Review Questions

3. If the trainer doesn’t use heavy technology, they should

arrive:




Module Seven: Review Questions

4. Which of the following is usually not a necessary part of

the welcome?




Module Seven: Review Questions

5. Which of the following statements is true?




Module Seven: Review Questions

6. What’s the most common effect of energizers and

icebreakers?




Module Seven: Review Questions

7. If training is technology heavy, the trainer should

arrive minutes before the training session begins.




Module Seven: Review Questions

8. Which of the following is not specifically a pre-training

tip?




Module Seven: Review Questions

9. Openers are important because they set the tone for learning;

regain participants’ attention, and redirect preoccupied thoughts.




Module Seven: Review Questions

10. This type of tension is a result of a negative past training

experience.




The art of ted€hing is the art of assisting discove




MODULE EIGHT

Delivery Tips and Tricks

In instructor-led, participant-centered learning, we are
always looking for ways for participants to experience
success through a period of self-discovery.




Using Visual Aids

e Will your participants see this as relevant?
e |sthe video directly applicable?

e Do you have to create supporting information
(listening guides, activities) to go with the
video?




Creating
Supportive
Materials

e Space
e Sight
e Singular

e Significant




§

Break!

Music
Question and answer or trivia game
Have a volunteer bring people back in

Blink the lights off and on



= Using Visual Aids

. = Creating Supporting Materials
[llustration ‘e

Practical N
Q_

= Break!




Module Eight: Review Questions

1. Flip charts should be used in groups with:




Module Eight: Review Questions

2. What’s the most important thing about a video you want

to use for training?




Module Eight: Review Questions

3. Which of the following colors is good when it comes to

flip charts?




Module Eight: Review Questions

4. Which of the following statements is true?




Module Eight: Review Questions

5. Which of the following statements is true?




Module Eight: Review Questions

6. Which of the following is an effective way to keep the

training flowing after the breaks?




Module Eight: Review Questions

7. The best marker colors to use on a flipchart are:




Module Eight: Review Questions

8. Leave some empty space at the bottom of the flip chart

page to:




Module Eight: Review Questions

9. Don’t stand with your back to the audience because:




Module Eight: Review Questions

10. Why would the trainer ask participants to synchronize

their watches?







MODULE NINE

Keeping it Interactive

Give yourself credit for setting up an excellent workshop,
since the learning that is going on actually wouldn’t be
taking place without you.




Encourage Discussion

Placing parameters around the discussion helps
participants stay on track and meet the
objectives.




Using Group
Work

Provide the group with
clear directions, points to
discuss, or case studies to
keep them focused.




The Power of Sticky
Notes

Sticky notes don’t just add color to your

presentation; they can also add value as a visual
aid.




" Encouraging Discussion

. = Using Group Work
lllustration ‘e

Practical N
Q_

= The Power of Sticky Notes




Module Nine: Review Questions

1. What should a trainer do during discussion to help

trainees meet their objective?




Module Nine: Review Questions

2. Which of the following is not a good way to help

participants stay on track?




Module Nine: Review Questions

3. What is a trainer’s ideal position in the room?




Module Nine: Review Questions

4. What is the most important thing to do to keep the group

work focused?




Module Nine: Review Questions

5. How many words should a sticky note have?




Module Nine: Review Questions

6. Which of the following statements is true?




Module Nine: Review Questions

7. Participant-centered training is led by a




Module Nine: Review Questions

8. Provide people with processing and




Module Nine: Review Questions

9. Ideally, a training workshop should be energetic

and




Module Nine: Review Questions

10. Sticky notes don’t actually stick to anything.







MODULE TEN

Dealing with Difficult

Participants

People are motivated to attend training sessions for various
reasons. Prepare for behaviors that can derail your training
plan, so that you can continue to deliver effective training.




The Ground Rules

Respect

~

Encouraging participation
and fun

J

What takes place in the
workshop stays in the
workshop




Challenges
and

Solutions

Although we like to think
that we probably do not
exhibit poor behaviors,
many of us have.




Handling Interruptions

In order to be prepared for interruptions, you
and your group will develop some strategies to
manage them effectively.




= The Ground Rules

lllustration g

= Challenges and Solutions

Practical N
Q_

= Handling Interruptions




Module Ten: Review Questions

1. Which of the following is not one of the three basic rules

for workshops?




Module Ten: Review Questions

2. Who should establish ground rules?




Module Ten: Review Questions

3. What should you do if you have a joker in the group?




Module Ten: Review Questions

4. Standing close to a person with undesired behavior is

recommended when dealing with a:




Module Ten: Review Questions

5. When training looks easy to participants, that’s a sign

that:




Module Ten: Review Questions

6. Which of the following might be potential motivation for

attending training?




Module Ten: Review Questions

7. Try to keep the list of rules




Module Ten: Review Questions

8. Reasons someone may behave badly:

| | |




Module Ten: Review Questions

9. How might you regain control of a noisy group?




Module Ten: Review Questions

10. Who do you develop strategies with to manage

interruptions?
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MODULE ELEVEN

Tackling Tough Topics

Some elements of training are difficult, but you’ll get
through them because you are a professional.




Tough Stuff to Watch
Out For

What can you do to identify these difficult
situations before training and be prepared for
them?




Adjusting Your
Material for a
Sensitive Issue

Sometimes the
unexpected can arise in
what would be
considered an otherwise
harmless training session.




Adapt and Learn

One way to deal with sensitive issues is to
provide an attitude survey before a tough topic
is discussed.




= Tough Stuff to Watch Out For
PraCticaI = Adjusting Your Material for a

Sensitive Issue

lllustration

= Dealing with Sensitive Issues in the
Workshop




Module Eleven: Review Questions

1. What's the key thing for handling difficulties in training?




Module Eleven: Review Questions

2. What should you do if you find yourself part way through

a presentation and learn that you have struck a nerve?




Module Eleven: Review Questions

3. The greatest tools to help you adjust your materials reveal

themselves:




Module Eleven: Review Questions

4. What helps you the most to prepare for the unexpected

events in training?




Module Eleven: Review Questions

5. What is the best way to deal with sensitive issues in the

workshop?




Module Eleven: Review Questions

6. Which of the following statements is true?




Module Eleven: Review Questions

7. Watch closely to ensure that people are not intruding on

one another by forcing someone to




Module Eleven: Review Questions

8. Make sure that statements in an attitude survey are not

open to interpretation or bias, by using




Module Eleven: Review Questions

9. Have a colleague review the questions or statements with

you so that you can prepare an/a




Module Eleven: Review Questions

10. Sometimes you will be addressing sensitive issues in

training that could trigger




MODULE TWELVE

Wrapping Up

Although this workshop is coming to a close, we hope that
your journey to improve your skills as a trainer is just
beginning.




Words From the Wise

Excellence is an art won by The beautiful thing about Recently | was asked if | was
training and habituation. We do learning is that no one can going to fire an employee
not act rightly because we have take it away from you. who made a mistake that
virtue or excellence, but we cost S600,000. No, | replied,
rather have those because we - B.B. King | just spent 5600,000

have acted rightly. We are what training him.

we repeatedly do. Excellence,

then, is not an act but a habit. - Thomas J. Watson

- Aristotle
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