Being A Trainer:

A Basic Review
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Train the Trainer: 

Your Basic Job

· You are training people to perform all or part of their jobs – this is important to them, no matter how small or “simple.”

· Your enthusiasm – or lack of it - will be infectious.

· Focus on specific items of information that the participant will learn.  These are learning objectives.

· Performance learning objectives focus on things the participant must learn to do, not simply know.

· Learn and do: if you can, do what you are training beforehand – become a good user or do-er.

· Try to have a “beginner’s Mind.”  Think like a beginner, not like someone who already knows the topic.  Remember what the participants do not know.  Do not go too far ahead of them.

Facilitation Pointers

Introduction

· Introduce yourself at the start of the class and tell something interesting about you.

· Summarize the training – what it will cover and what it won’t cover.

· Review housekeeping items (breaks, lunch, class times, handouts).

· Your expectations of participants, including in-class behavior and participation.

· Have participants state their expectations and desires for the training session, in case there are any issues you can deal with early.

· Pagers and cell phones on mute (at minimum); preferably "off."

· Encourage participants to learn and have fun.

Handling Disruptive Behavior

· In general, never embarrass a participant at any time for any reason!  Do not be negative or antagonistic.  Rely on your authority, and use breaks effectively.

· The know-it-all – have them answer a hard question and prove themselves, then ask that others get a chance, too.

· Taking you off track – affirm the value of the topic, promise an answer later, if needed, and invite person to go onto next item on topic.

· Leaving class consistently – Talk “off line” and suggest they fully attend this class, or schedule another training time.
· Argumentative – take a break, even if you just took one, and talk off line; ask why they are behaving this way.  If the person persists, verify the behavior, remind them of the class agenda and rules, ask for cooperation, and go back to class.
· Class clown – use humor to request cooperation, i.e. suggest that the Stand Up Comedian Class is scheduled for next week.
· Unlimited war stories – Use humor to keep on track, i.e. remind person that you cannot build a campfire just then, and you don’t have marshmallows, so the stories will have to wait.
· Totally clueless and/or lacking prerequisite knowledge (In over the head) – Off line, suggest the participant get up to speed and re-schedule.
Communication Skills

· Ask questions of participants 

· Paraphrase participant’s question (when appropriate)

· Summarize participant’s response (when appropriate)

· Watch for “glassy” eyes – ask if participants are “with you”

· Don’t interrupt

· Use pauses to allow places for questions

· Use humor, but don’t overdo

· Move around; use hands; modulate voice

· Talk with class, don’t lecture or read

· Limit “ah’s” and “um’s” – know what you are going to say

· Use eye contact – briefly make eye contact with all participants on a consistent basis

· Encourage participation from the participants, especially in how to training

Presentation Skills

Use multiple presentation media as appropriate (overhead projector; whiteboard; flip chart; etc)

Practice your presentation

Use appropriate instructional method(s); consider:

· the training location

· the nature of the topic being taught

· proper adult learning techniques

· emphasize active and participatory learning

· avoid using the old-fashioned rote instructional method of:

1. Participant sits

2. Instructor presents

3. Participant listens, and therefore, we assume,

4. Participant learns.

Whiteboard/flip chart use:


· Organizing information to ensure meaningful flow.  

· Erase extraneous information (keep board from being confusing).  Don’t talk to board or chart (back to audience).

Overhead use:

· Stand beside projector and move around it – don’t block anyone’s view for long

· Stand at the projector and point at the slide to point out things of special interest - do not move to the projection screen and point at things on it.

Miscellaneous

· Use real world examples, especially from your own experience.

· Use experiences of participants where ever possible.

· Answer questions honestly, including “I don’t know.”

· Keep a list of questions to build a Frequently Asked Questions (FAQ) list to share with other instructors on the topic.

· Make the participants feel that the course feedback form (if used) is important.

· Keep to your schedule, limit questions on material to be covered later in course or off topic.

· If you do get way off your timetable, use the group to problem-solve to a  resolution.

· Be flexible with your material – if it is obvious that you need to speed up or slow down, then do so; be willing to skip some material if the class is obviously already knowledgeable in that area.

· Tap into your own judgement and intuition . . . Sometimes your gut provides you with what you need.
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