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TRAINMAR Inter-Regional Programme

Presents the Practical and Effective Training Skills Development Workshop
"The Definitive Train-the-Trainer”

~ Creating and Delivering Effective Training ~

Mon. 02 – Wed. 20 March, 2009
TRAINMAR Centre, 
Top Floor, DHL Building

Corner Churchill Roosevelt Highway & Chanka Trace

El Socorro, TRINIDAD
The workshop models effective training by using a hands-on approach that and has participants learn by doing.  Participants not only actively complete group exercises but also practice the delivery of training using real-life materials they bring to the workshop.  There are two practice opportunities, one to practice facilitating a group session, the second to demonstrate how to handle questions and objections.
Workshop Objectives:

At the completion of this workshop, participants will:

· Identify characteristics of effective training

· Learn 5 steps to creating and delivering effective training

· Efficiently prepare for training sessions
· Demonstrate how to conduct effective training using the following skills
· Communicating Key Points and Instructions

· Encouraging Participation

· Handling Participant Questions & Objections

· Checking for Understanding

· Using Visual Aids and Props 

Workshop Outline
Day 1

Program Introduction 

      Covers the workshop objectives, agenda and participant expectations.

Characteristics of Effective Training

The definition of training versus education creates a framework for understanding the importance of using adult learning principles to design and deliver effective training.  Participants discuss the characteristics of effective training through a small group activity. 

Instructor presents the following characteristics of effective training:

· Focus on “real world” situations

· Emphasis how learning can be applied

· Relate learning to the participants’ goals

· Acknowledge participants’ past experiences

· Allow debate and challenge of ideas

· Listen to and respect the opinions of participants

· Encourage the participants to be resources to each other

Preparing for a Training Session

Three steps are presented and discussed by participants:

1. Review the Training Requirement

2. Review the Content

3. Develop a Training Plan

For each step, checklists and outlines are provided.  Participants analyze how today’s session illustrates the concepts.   From their analysis, they learn to incorporate content, learning methods and training aids when completing their preparation.

Participants review the sample training plans they have brought to the session and make     notes on potential revisions.

Conducting Training

Five facilitation skills are presented, discussed and reinforced through small group activities.

· Communicating Key Points and Instructions

· Start with the big picture

· Break points into digestible chunks

· Make sure each chunk is understood

· Avoid distracters

· Use 80% eye contact

· Use visual aids

· Encouraging Participation

· Use open and close-ended questions

· Provide reinforcement

· Use networking to involve the group

· Use polling

· Use summary statements

· Handling Participant Questions & Objections

· Repeat the question or objection

· Defer it to the group

· Answer it directly 

· Defer it totally

· Acknowledge the right to question or object

· Checking for Understanding

· Ask open-ended questions

· Use practice activities

· Ask how training content can be applied

· Using Visual Aids and Props 

· Use them to clarify, illustrate, or gain group input

· Create them as aids, not substitutions, for your presentation

· Make them readable and appealing

Day 2

Preparing for your Practice Training Sessions

Participants select a 10 – 15 minute segment of a real life training session that includes group discussions.  They review and rehearse their segment, preparing any visual aids.

Practice Training Sessions #1 plus feedback

Before each practice, the “trainer” briefs participants to provide a frame of reference for them.  During the practice, the “trainer” conducts the training and participants act as “normal learners” to provide a simulated session.  After each practice, feedback is provided based on the five facilitation skills.

Practice Training Sessions #2 plus feedback

Using the same training outlines, participants conduct their training again, incorporating at least two changes based on the feedback from their first session.  Option:  the “trainer” identifies a challenging participant behavior they would handle during the session.  The instructor sets up the behavior prior to the start and managing the interaction to insure success.

Action Planning & Summary

Participants assess their current skills and identify further growth opportunities.  They describe their thoughts to a partner and create a plan for action that includes specific strategies they will implement.
Methodologies

· Facilitated Discussions

· Individual and Group Activities 

· Practice Training Sessions

· Role Play
Facilitator:
Mimi Banta, Banta Training Services, USA
Mimi Banta, a skilled facilitator and organization development consultant, has over 25 years of experience helping private, public sector, and not-for-profit organizations implement training and development initiatives that produce results. In addition to an educational background in Psychology and Adult Education, Mimi is certified to use a variety of tools such as the Career Architect, Myers-Briggs Type Indicator, “I Speak Your Language”, and Change Style Indicator.  

As a national speaker at the ASTD (American Society for Training & Development) Conference, Mimi delivers their Training Certificate Program and their Designing Learning Program.  
Testimonials

At the last workshops, when asked what they thought what were the strengths of this workshop, here are some of the responses from past participants:

· As a first time trainer this program will go a long way in my future endeavours

· Interactive nature, able to get hands-on feeling through simulation of activities.

· Lots of exercises and opportunities to put theory in to practice.

· The ability to cover all aspects of training from preparation of material to summary upon conclusion

· The interactivity of the session. The ability of the trainer (well organised, very Knowledgeable). The layout in terms of group work, exercises etc.

· The trainer was very experienced and knowledgeable and therefore very effective in the training session.

· This program gives the foundation and skills necessary for the preparation of own training programs

Registration details:

FEE:


TT$4,575.00 per Participant + 15% V.A.T.


US$ 737.00 per Participant + 15% V.A.T.


*Fee includes all Course Materials, daily lunch & two coffee breaks. Breakfast not included.

Discount offered on groups of 3 or more persons!

Time: 
8:00 AM – 4:00PM

DHL Building Basement Parking: There are 20 parking spaces is in the basement of the DHL Building and are given on a ‘first come, first serve’ basis.
Elevator: There is an elevator in the basement parking. TRAINMAR Centre – 2nd floor.
Meals: Meat and vegetarian dishes included at all meals.  Halal chicken used.

Workshop Registration Form

"The Definitive Train-the-Trainer”

~ Creating and Delivering Effective Training ~

Mon. 02 – Wed. 04 March 2009 

TRAINMAR Centre, Top Floor, DHL Building

Corner Churchill Roosevelt Highway & Chanka Trace, 

El Socorro, TRINIDAD 

Complete all details with FULL NAMES of your Nominees and 

return via email or fax back to us at  (868) 638-8677. 
Invoice details will be e-mailed or faxed to you upon receipt of your Registration.

Contact us via email:

Leah.de.Souza@trainmar-caribbean.org or ria.joseph@trainmar-caribbean.org
Or call us on: (868) 638-5858 





www.trainmar-caribbean.org
Company Name:.............................................................................................................................................

Contact Name: ...................................................... 
Position:..................................................................

Email address: ..............................................................................................................................................

Phone:..............
…………………………………….
Fax:........................................................................

Participant's Name:
...................................................................................................................................

Position:

...................................................................................................................................

Email address: ..............................................................................................................................................

Participant's Name:
...................................................................................................................................

Position:

...................................................................................................................................

Email address: ..............................................................................................................................................................
Visitors - enjoy rooms at:

The Kapok Hotel, Maraval, Phone (868) 622-6441 or Fax (868)-622-9677 OR
The Coblentz Inn, Cascade, Phone (868) 621-0541 or Fax (868) 624-7566 OR

Forty Winks Guest House, Newtown, Phone/Fax (868) 622-0484 OR
L’Orchidee Guest House, Maraval, Phone (868) 621-0613
· YES! I need airport taxi pick-up! 
          Country of Origin:……………………………………
Departure date Boarding Point: …………..
…..      Departure date Trinidad: ………….............................
Airline Carrier: ………………………………….       Flight #: ………………………………………
Please indicate your Hotel choice for tentative booking:
	
	Kapok Hotel
	Sgl. Std. Room
	US$16800/ PP/night
	Incl. B’fast & Tax

	
	Coblentz Inn
	Sgl. Std. Room
	US$145.00/ PP/night
	Incl. B’fast & Tax

	
	L’Orchidee
	Sgl. Std. Room
	US$120.00/PP/night  
	Incl. B’fast & Tax

	
	Forty Winks
	Sgl. Std. Room
	US$85.00/ PP/night
	Incl. B’fast & Tax


*Please note that you need to contact the hotel directly to confirm the reservation by supplying your credit card information.  Prices are subject to change by the hotel.
Want to know what others had to say?
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