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C H A P T E R   1


Introduction to Training




In this unit we will look at:
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What is training?
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How do I become a trainer?









	[image: image]

	

How do I become an effective trainer?
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Why is training important?
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The difference between training and learning
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The changing environment of training
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Responding to change
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The benefits of training
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Motivations for training
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The role of the trainer
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What is a train the trainer qualification?













So you want to be a trainer?


Training is often defined as a means of transmitting new skills and knowledge to different target audiences and recipients. There are many kinds of training programmes available for providers and users. Candidates on training programmes can include employers, employees, managers, enthusiasts, students, volunteers, jobseekers and entrepreneurs. If you have an aptitude for tutoring, demonstrating, instructing or coaching others, you may already have taken the first step in becoming a trainer, but you may not have reached your optimum potential for becoming an effective trainer. Perhaps you have recognised that there is a demand for your skills or a gap in the market for a service you can provide or maybe you have inadvertently stepped into a training role within your department at work. If this is the case, a Train the Trainer course could well be the next step for you in becoming a successful and effective trainer.




As well as providing you with a variety of tips and confidence-building training tasks, the objective of this book is to provide you with all the necessary information to prepare you for any role where you will be providing training to others. In this book, you will learn all the skills required to become an effective trainer in any discipline. While it is chiefly aimed at FETAC Level 6 students pursuing the Train the Trainer module certificate, it is also useful to many other professionals in the training world to enable them to further develop their training skills and fully unlock their training potential. It provides useful advice, guidelines and information for Train the Trainer course participants, trainer-tutors, aspiring and existing trainers and trainees in all disciplines.


What is training?


For the purpose of this book we can assume that the term ‘training’ refers to the provision of instruction and guidance designed to impart proficiency. In this sense, training can relate to the pursuit of any number of activities particular to work, lifestyle, personal interest, education or professional development. It can also relate to developmental, rehabilitative, disciplinary or corrective behaviour, for example dog training, weight training, military training or even potty training!


Training is defined by challenges. In order for a training programme to have a justification, a deficit must be identified and a training need established. This is the beginning of what is often an exciting and challenging process. This involves defining a training objective (or objectives), selecting appropriate training methods and setting a target level of proficiency that is to be achieved by the end of the training programme. Through training, we find a way of facilitating changes in people and motivate them to challenge behaviours, experiment, explore and view the world in a different way.


How do I become a trainer?


Many people did not intentionally set out to be trainers. In the work environment, it is common to hear stories of people who stepped into a training role accidentally. For example, in many instances, a long-serving employee might be asked to train in the new recruit and show them the ropes. This could entail a quick demonstration or a more lengthy period of shadowing, where the new employee observes the more experienced person carrying out work-related procedures. This turns out to be a successful process and before long, it is repeated with another new member of staff. After that, management realise that this person has the aptitude and skills to head up a training department or to be officially appointed in a training role for the department. However, this is not always the ideal scenario. In some cases, informal training is not consistent and lacks structure or clear objectives. It can also create problems regarding clarity about seniority of roles. Nowadays, more companies acknowledge that training should be a formalised set of procedures carried out by a designated trainer who works specifically in a training role.


In other situations, people have stepped into a training role later on in life, passing on their professional skills and knowledge as a secondary career. Some professions, such as athletes and performers, have a shelf life, and therefore becoming a trainer implies assuming a role in an advisory capacity to the next generation of aspiring professionals. Other people specifically set out to learn a set of skills with the sole intention of using them in a training capacity at a later date, for example becoming a business trainer or a teacher-trainer after gaining many years of professional experience in the field. Regardless of how you have got to this point in your career or whether you are a part-time, full-time or occasional trainer, a professional Train the Trainer qualification is the foundation for your continued progress and development in the training field.


How do I become an effective trainer?


Training is a skill that you can develop and improve over time. If you have been involved in training for a number of years, either in a dedicated training role within a company or as an occasional trainer, you will have developed many skills which have helped you to evolve your style. If you cast your mind back to your experience of being a novice trainer, you were probably very nervous. New trainers often over-compensate by talking too much or bluffing answers and in some cases they can even be over-prepared, which causes inflexibility in modifying the programme and can lead to the trainer being unable to respond to the real needs of the group. It is important that you do not allow complacency to set in regarding your methods of delivery and your approach to training. Some training methods can work like a dream with one group and fail miserably with another. A good trainer will always seek new methods, evaluate previous training experiences and endeavour to make each course better than the last. If you are new to a training role, it may be difficult at first, but you will soon realise that the challenge and the satisfaction of being a trainer lies in serving as a vehicle for the motivation and empowerment of others. It is also important to remember that training is a two-way process – both the trainee and the trainer serve as a resource to each other and there should be a mutual respect.


What is the difference between training and learning?


Training is different from education in various ways and it therefore presents us with different challenges. This is mainly due to the fact that the person or people being trained actively participate in the training activity rather than simply receiving instruction in a passive way. As training usually involves hands-on participation, the trainee has an active role in the training process. At the basis of any training programme is the belief that it must be directed towards achieving specific standards or objectives, sometimes referred to as learning outcomes. Training is largely concerned with communicating information and facilitating learning and it often takes place in an appropriate environment, such as a community environment or actual workplace where the knowledge and skills being communicated are to be used in the future. Training typically involves participation, whereby the trainer is actively involved in guiding and facilitating the recipients through the training process, providing the necessary support mechanisms that in turn enable the trainees to successfully complete tasks or procedures.


Training is defined by a process of identifying key learning outcomes or objectives for these tasks or procedures. Through a variety of assessment methods, the ultimate goal of the trainer is to determine if these learning outcomes have been successfully achieved by the trainees. Training can also be defined as the formalised procedure of acquiring a new set of skills and it can provide people with the opportunity to hone, update and explore their existing skills. In even more simple terms, training is learning how to do something by being shown or by observing others. Training can be an individual or group activity, formally or informally assessed, a once-off or ongoing activity. Training can serve a variety of diverse purposes and the justification behind a training programme can vary greatly depending on the requirements of the organisation or the individual.


The changing environment of training


Developments that have taken place in recent years in the field of training in relation to distance learning and computer-based education have not changed the fact that an effective trainer still continues to be one of the most important elements in the training process. If you cast your mind back to an early educational experience, you can probably recall a particular teacher who had the ability to make a subject come to life and inspired your learning, without the use of modern technology. Now that there are many other methods of learning and types of training available to us, we can appreciate how a good trainer can complement the use of technology.


The typical training environment differs from a traditional ‘classroom’. Learners in the training room may be adults who have not been in an educational setting for a long time. One of the initial tasks that a trainer often needs to consider is the method required in which to gently ease adults back into an educational environment, where the experience will be engaging, meaningful and rewarding for them. Training is about creating an atmosphere of trust and mutual respect between the trainer and the participants.


How do we respond to change?


Most types of training relate to the acquisition of new skills, knowledge and attitudes that improve our ability to do something. This is often referred to as competence-based training, i.e. actively promoting changes in behaviour or attitudes that result in greater competence to perform desired functions, often in a work environment. Training is vital in ensuring that any employee is able to complete their work safely, efficiently and competently.


One of the strongest motivations that underpin training is the need to respond to change. Change can be brought about by advancements in a rapidly evolving world of technologies and systems. Developments in science, medicine, commerce and multimedia as well as a shift in attitudes and opinions can serve as a catalyst for change, which often is responded to in the form of training. The demand for multi-skilled staff has emerged in recent years in most working environments and job specifications are often less clearly defined than before. For most organisations, it is essential to have staff who are willing to multitask, learn fast and adapt quickly to changes in working conditions and roles.


In many cases, it is more practical and cost effective for training (or in some cases, retraining) to be conducted in house by an organisation’s own internal training department or team. Often, a dedicated trainer may have exclusive responsibility to decide which employees need to receive training and in which particular areas. Therefore, the training itself is not necessarily driven by the needs of the employee, who may not even recognise that there is a deficit in the way they perform a role or function. However, there has been a shift in thinking in recent years and in some industries the onus is now on employees to be responsible for their own training, which empowers them to recognise training deficits for themselves. Investing in training or continuous professional development (CPD) is mutually beneficial for the employees, who gain new skills and knowledge, and for the organisation, which retains its valued employees and improves its competitiveness in the global marketplace. Training plays an ongoing role in improving and enhancing an organisation’s overall effectiveness.


What are common motivations for training?


Why do we pursue training? There are many reasons why we decide to undertake training in a particular area or why we endeavour to learn a new skill. Motivation to undertake training can vary greatly depending on the person and on the nature of the training itself. If we look back on a training experience we have had in the past, with hindsight it may be possible to clearly identify the motivation behind it, but that may not have been as apparent at the time. Sometimes we acquire a competency because we assume it is the normal or expected thing do. In other instances, the need for training may be an absolute necessity or an inherent desire. As human beings, we generally seek to increase our competence in most things in life and strive to get better. If we know that training will have a skills or competency pay-off, we will try our hardest to make it work for us, despite any obstacles.


Motivation can be internal or external, intrinsic or extrinsic. Typical internal motivations include necessity, curiosity, personal ambition and the desire for self-development, both physical and intellectual. Typical external motivations might include financial or career incentives, professional or academic development, e.g. a course of further education or a promotion. It may also result from a need to comply with laws and regulations or may be driven by changes in personal or professional circumstances. We may also have unknowingly developed motivation as a result of peer pressure, competitiveness and ego, curiosity or a desire to adhere to social and cultural norms.






Task


Look at the following skills and consider what possible motivations for learning may have been involved.










	

1.




	

What have I successfully learned to do?









	

2.




	

How did I do it?









	

3.




	

What was my motivation?
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Reading and writing
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Driving a car
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Speaking a foreign language
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Typing/word processing
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Managing a household budget
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Learning a craft
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Using the latest mobile phone or technical gadget
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Cooking, sewing, gardening or DIY
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Using a social networking website
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Doing first aid


















Barriers and motivation


Sometimes adults may experience barriers against learning. These barriers include:
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	Lack of time
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	Lack of money
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	Lack of confidence
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	Lack of interest
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	Lack of opportunities
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	Lack of information
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	Lack of accessibility
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	Lack of support
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	Lack of encouragement
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	Lack of motivation







The best way to motivate adult learners is to break down the barriers holding them back. Trainers need to be able to motivate, support and encourage trainees and promote the benefits of training by making their programmes more widely accessible, not just financially but also in terms of number of courses available, times of year, times of day, methods by which the training can be delivered and so on. A successful strategy to improve and promote training is to clearly illustrate to adult learners the relationship between the training and the expected results or outcomes, such as incentivising training with resulting promotions, increased responsibilities, seniority in title, etc. This is sometimes referred to as positive reinforcement. Positive reinforcement is when a trainer encourages correct modes of behaviour and performance and rewards effort rather than overly criticising mistakes and highlighting the negative things over the positive. Positive transference occurs when the trainee models the behaviour correctly, as taught in the training.


Analysis


You may attempt to learn some or all of the skills on here at some point in your life. You probably know how to do several of them competently already and feel that you couldn’t live without them. If you live in a remote area with no bus services or transport facilities within walking distance, you probably consider driving a car a necessity. If you move to a foreign country, learning the spoken language is a must. For certain skills that were acquired at a very young age, we may struggle to identify any motivation at all. Some skills have simply been learned or acquired without undertaking a detailed analysis, whereas for others, the motivation and the steps involved are clearly identifiable.




Most of us can identify with at least one skill that is vital for daily functioning, such as reading and writing, cooking or using a computer. The acquisition of others skills may be essential in order to achieve career or educational goals. Some skills learned might be described as useful to know but not essential, whereas others can be extremely important and life-altering and may correspond to a need that has arisen suddenly, such as learning sign language if you have a child who is discovered to have a hearing impairment. Other motivations might relate to work requirements, which, if pressed, you might describe as more of an obligation than a necessity, such as operating a piece of machinery proficiently.


Motivation for learning other skills could be connected to a desire to better your finances, change your personal or professional life, meet new people, improve your health, transform your state of mind or change your outlook on life. Some motivation may relate to a deep passion or enthusiasm to expand your horizons, seek adventure and change or compete and become the best at something. In some cases, the motivation is less complex but equally as important, such as the desire to make friends while learning a new skill and having fun.


What are the benefits of training?


In some cases, the benefits of training are almost instantaneous – trainees can perform a new skill or function effectively and it can be immediately transferrable to the workplace. A training programme might enable a trainee to acquire a new skill and return to the shop floor with a much-improved efficiency and success in their role. Results of training might be tangible in terms of sales growth or financial profits to a company, or customer service and customer reviews might improve. If the training undertaken relates to the law or compliance with regulations, this may lead to the implementation of a whole new set of procedures. Training may improve company morale, increase productivity, improve staff and customer relations, improve health and safety records and so on.


While the benefits of effective training may be quite obvious or transparent in some situations, in others it may be more difficult to quantify or gauge the success of the training programme at its time of completion. For example, the benefits of a mandatory first aid or fire safety training course may prompt a type of behaviour that saves a life long after the training event has taken place. Some employers might be reluctant to invest in training for their staff if they do not see an immediate return on their investment, but it is virtually impossible to gauge the exact benefits of some training programmes that may have benefits long into the future.




Why become a trainer?


Very few of us are born trainers. In fact, most of us who wish to be trainers require training ourselves! Even the minority of people who have a natural aptitude for training will benefit from undertaking some form of formal training themselves and will find their effectiveness enhanced as a result. A trainer who is enthusiastic, dynamic and has a genuine interest in the training topic will more than likely evoke a positive response from trainees. On the other hand, a trainer who lacks interest or enthusiasm in the training and fails to inspire or motivate the trainees not only wastes their own time, but that of the trainees. Trainees are quick to identify an inept trainer and will generally react with inattention and lassitude or in a way that is confrontational and undisciplined. In order to be successful, it is the trainer’s responsibility to ensure that there is an atmosphere of mutual respect and trust and that maximum effort is made to motivate even the weakest of trainees to achieve the highest possible level of performance.


You may be considering stepping into a training role but have concerns about whether you have sufficient expertise or authority on a particular area or you might start to doubt your ability to transfer your skill and knowledge to others. Becoming a trainer can take you on a new and challenging career path. You will find it to be a learning process as well. Most people will admit that their early experiences of being a trainer were daunting and it took several attempts before they became entirely comfortable with the prospect of conducting training. The knowledge that you have successfully trained people to function effectively is very rewarding. A measure of your success is the relationship that develops between you and your trainees as you convey your message and transfer your knowledge and skills.


What is the role of the trainer?


As trainers, we are not only expected to be highly competent in our subject areas but also to have a sound knowledge and comprehensive awareness of how students learn. This represents a shift from the traditional role of the teacher as the exclusive provider of subject knowledge into a role as a facilitator, whereby the learning is managed using a variety of sources. Not all highly skilled individuals make great trainers. Some people have expert abilities but lack the interpersonal qualities that are necessary for imparting their skills or knowledge to others. This can be caused by the failure of an expert to understand why a trainee finds a task difficult to do when it is clearly something that is easy for them.




‘The best learners … often make the worst teachers. They are, in a very real sense, perceptually challenged. They cannot imagine what it must be like to struggle to learn something that comes so naturally to them.’


STEVEN BROOKFIELD


Effective trainers are highly skilled, experienced and credentialed individuals who have the ability to impart not only a way of performing a set of tasks to specifications, but also a way of thinking. They are patient, honest, objective, enthusiastic, nurturing, supportive and understanding individuals. They are clear communicators and acknowledge that people process information in different ways; therefore they are flexible and open to imparting information in different ways and do not rigidly stick to one method of delivery. Their ability to recognise the learning styles of their training groups impacts greatly on the format that the training takes.




Task


The many roles of the trainer are sometimes defined simply using a verb or a short phrase. Some examples of the main verbs that usually spring to mind are listed below. Can you think of at least five other verbs or phrases to define a trainer’s typical roles?


•To motivate


•To inspire


•To instruct


•To facilitate


•To assist


•To…


•To…


•To…


•To…


•To…





What is the difference between training and teaching? (trainer’s perspective)


‘Teacher’ is the title that is most commonly given to those instructing children in a traditional school setting. It is usually synonymous with pedagogy. ‘Trainer’ is the title usually given to adults who act as the learning catalysts for other adults to acquire new skills and knowledge. It is often interchangeable with ‘instructor’ or ‘facilitator’. Therefore, training is an activity conducted by an adult who is transmitting a new skill, usually to another adult, with scope for hands-on practice and immediate use and relevance. The term ‘teaching’ can sometimes imply imparting knowledge, generally in a broader context with delayed implementation and less hands-on practice. You may find a variety of titles for yourself (educator, tutor, instructor, director, coach, enabler, facilitator), but the title you decide to refer to yourself as is not nearly as important as the work that you accomplish in helping, enabling, assisting and facilitating adults to learn and improve their performance in a particular discipline or skill.


What is the difference between training and studying? (trainee’s perspective)


Studying tends to be synonymous with book learning, theoretical learning or the acquisition of knowledge through reading and retaining information. Training tends to have more practical connotations and refers to skills and knowledge passed on from one more competent person to another through various processes, such as application and demonstration. ‘Learner’ is a neutral term and can be used for anyone gaining information in any setting and it is often interchangeable with ‘participant’ or ‘trainee’. For large-scale conferences where participation is involved, occasionally attendees are referred to as delegates. ‘Student’ generally refers to younger children and it is best avoided with adults.


There are three contrasting concepts in training that may prove to be a challenge for any prospective trainer to consider.


•Skill vs. knowledge


•Formal training vs. informal training


•Qualifications vs. experience


Skill vs. knowledge


Skill relates to the practical ability to do something or apply a principle, whereas knowledge relates to understanding, comprehension, memorisation and perception. Recognition for practical skills as well as theoretical knowledge has become widely accepted nowadays and many training courses involve practical or continuous assessment as well as formative or summative types to assess practical ability in addition to knowledge. The number of industries or professions that exist in which preparation for a role involves a lengthy apprenticeship or formalised training programme is evidence of this. In comprehensive training programmes, both skills and knowledge should be assessed in equal measure. It is unlikely that a patient would willingly consent to having a surgeon operate on them if they had never performed the procedure before, regardless of how much medical theory they had studied!


Formal training vs. informal training


Formal training is learning by studying, usually receiving the tuition or guidance of another person and adhering to established learning principles. Informal training can refer to the process of exploring, experimenting or learning by doing, often unassisted. In many professions, particularly the creative arts such as acting, music, art, dance, writing and performance, many highly skilled individuals may have never received what can be classified as ‘formal training’. In some cases, the lack of formal training may act as a help and not a hindrance to the creative process, as it helps to develop a freedom of expression and unleash creativity that may otherwise have been impeded by the restriction of formalised training methods or systems. Many styles of expression may have never been discovered if it weren’t for individuals who were willing to pioneer new ideas and invent their own training methods. New systems and techniques for training often emerge from innovation and experimentation. However, in order to train others in a skill or method that has been devised or developed, you need to be able to articulate the system or formalise the set of procedures involved. If you cannot identify the key objectives for the training process for both the learners and the trainer, you will have little success in passing on your skills to others.


Qualifications vs. experience


Qualifications are recognised or accredited by an education or training body. Experience alone without actual qualifications is non-credentialed. Some people have significant experience in a particular skill or discipline but lack the formal ‘piece of paper’ qualification to enable them to practise professionally. By contrast, it can be possible for highly credentialed and qualified individuals to be at a disadvantage due to a lack of practical experience. A casting director may have reservations about hiring a classically trained actor with no stage experience over an actor with no formal qualifications who has been ‘treading the boards’ for many years. In spite of a great deal of time and resources spent pursuing lengthy academic qualifications, we sometimes face professional rejection due to a lack of experience. This can be frustrating, as it may be impossible to gain experience unless the opportunity arises in the first place. We often need to be given a lucky break or ‘a foot in the door’ into a particular industry despite being suitably qualified and highly skilled.




Work experience, placements and apprenticeships


Fortunately, work experience, placements and apprenticeships are now often a vital part of training and count directly as professional experience. In most instances, on-the-job experience built up over time is as necessary a requirement as academic qualifications. Recognition for practical skills as well as theoretical knowledge is widely acknowledged nowadays. Many training courses involve practical or continuous assessment as well as formative or summative types to assess practical ability as well as knowledge. As a trainer, it is important to have both credentials and experience in equal amounts. However, the harsh reality in some cases is that no amount of formal training and qualifications will guarantee an individual success in a career path or lifetime ambition if the natural aptitude, skill or luck is not there in the first place. Thankfully, nowadays it is widely accepted that adequate training is an essential component in developing most skills. There are many different kinds of training programmes available for the pursuit of almost every skill imaginable, from computer training to cake decorating.


What does training typically involve?


Training can be carried out in many areas or sectors. Types of training include corporate, professional, vocational, educational and personal training. In the area of employment-related training, most training is carried out by an individual in order to seek employment in a specific sector and is usually self-financed. Some training is described as on-the-job training and occurs over a prolonged period of time after the trainee has commenced employment. Induction training, specifically for new employees, is usually delivered directly before commencement in a new role and is often financed by the company itself. Another type of training is ‘refresher’ training, often referred to as continuous professional development (CPD), which assists existing employees in furthering and updating their skills. Compliance training refers to compulsory training that must be carried out in order to meet mandatory or regulatory changes within an industry or sector.


In many industries, training occurs in a series of techniques or the operation of a set of systems, such as a computer database or piece of machinery which is compulsory for successful company operations. The training provides the trainees with the knowledge, skills and expertise that will enable them to perform a task or set of tasks competently. The objectives are set out at the beginning of the programme and the success of the training is determined by the trainee’s ability to effectively conduct the tasks post-training. The success of the training must be measurable by the exit criteria or the end result.


Training is vital for the individual to function effectively and productively in the working environment. If there is responsibility or accountability to perform a function, for example operate a piece of equipment, it is essential that an employee is offered adequate training that enables them to perform the task required of them. Whether it is a forklift truck or a coffee machine, proper training in the correct procedures must be provided before the individual can independently be held responsible for operating a piece of equipment. Training is often procedural as well as instructional and relates to a way of thinking as well as a way of doing. Many training programmes, such as customer service or sales training, develop our behavioural and reactionary skills and show us how to deal with different scenarios that we may encounter in a particular environment. By using role-plays and simulations or by examining case studies and hypothetical situations, it serves as a way of preparing us for situations that we may encounter at a later date.


Why do training methods change?


Training methods are constantly evolving as industries try to meet ever-changing demands. Techniques that were once considered best practice may become obsolete overnight and be replaced with new methods, and this requires retraining for the employee. Technology is constantly producing new and improved models of almost every device and gadget we use, as the evolution of the mobile phone over the last two decades clearly demonstrates. In certain fields, methodologies, ways of thinking and doing as well as models of best practice are constantly changing. The demand for training emerges as changes occur in systems, rationales or procedures or when they are replaced with new ones. The necessity for improved methods or systems of training can result from our desire to meet market demands, acquire new skills, update and develop our existing ones and reinforce our beliefs about what we already know to be effective methods of practice.


What problems can result from a lack of training?


A lack of proper training can result in many problems for any organisation or individual. Some of these problems include a lack of motivation, poor productivity, a lack of efficiency, failure to adhere to standards or quality controls, a lack of compliance with regulations or a lack of respect for procedures or company protocols. Insufficient training can also result in the frequent occurrence of errors and mistakes and a lack of knowledge about how to fix problems or errors. Other, less obvious signs may include a lack of interest, accountability and responsibility, a lacklustre performance, untidy work, excessive wear of equipment, failure to meet targets or deadlines, poor communication, unpunctuality and absenteeism. Effective training helps us to examine our way of ‘thinking’ as well as our way of ‘doing’. A well-trained person is committed to achieving excellence in everything they do, can function independently or as part of a team, has excellent communication skills and can react quickly and wisely when faced with a problem.


How do we decide who to train?


The success of a training programme partially depends on the selection of the most appropriate participants. It is vital that training objectives are relevant to the course participants. Once participants are identified, it is possible to design a training plan to suit their requirements. There are some issues to consider when deciding on who should attend the training:


•What are the overall objectives for the training programme?


•Who are the target participants for the training?


•How will participants be recruited for the training?


•Who will accredit the training programme?


•Are participants required to have any previous experience or prior knowledge of the subject?


•Will the training be relevant to the participants’ work or job?


•Where will the training programme take place?


•What is the duration of the training?


•In what format will the training take place?


•How far in advance is it necessary to start advertising or seeking trainees?


•What is the minimum/maximum number of participants the training course is open to?


•How much will the training cost to run?


•What equipment and resources are necessary in order to run the training?


•Who will conduct the training?


•Who will assess the training?


•Who will evaluate the training?


•How will the success or failure of the training programme be determined?


As a trainer, there are many factors to consider when developing a training programme and the above list is by no means exhaustive. Not all of these factors may affect you and you may even find other issues to consider. Whatever the reason you have for becoming a trainer, try to be prepared for every eventuality and remember that becoming a trainer is something that you need to receive training in first. You will not learn it overnight and you will invariably grow and improve as a trainer each time you deliver another course. You will also continue to learn yourself and training is always something where there is room for improvement.


Chapter 1 review


1.State three broad reasons why training is important.


2.State three personal motivations for undertaking a training programme.


3.List three roles of the trainer.


4.List three popular methods of training.


5.Describe three problems that arise from a lack of training.


6.List three things that training designers should consider.










C H A P T E R   2


Training Assignments




In this unit we will look at:
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Overview of the FETAC Level 6 Training Assignment 1
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How will a training simulation differ from a real training scenario?
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Coping with the challenges of a training session
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What training session techniques are available?
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How to choose a training topic
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How to write training objectives
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How to conduct lesson planning for the training assignment
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What is a training needs analysis?













Note: This book provides a sample of training assessment methods which enable trainees to understand what types of assessments they may be asked to do on a typical FETAC Level 6 Train the Trainer course. While every provider is different, the suggested methods in this book are based on research into the most common techniques being used and provide a sample format only. They can also be used by Train the Trainer course designers and providers as a guideline to assist them in creating an assessment template or model for a new or existing course.


Overview of FETAC Level 6 Marking Sheet 1 – Training Assignment


The FETAC Level 6 Train the Trainer Course Marking Sheet 1, Assignment, is most commonly interpreted as a ‘simulated’ training assignment, although it is technically possible for a real training event to be recorded and assessed, provided it meets the assessment criteria. How exactly this assessment brief is interpreted is the decision of each individual provider, provided it meets the marking criteria.


Outside of the remit of FETAC assessment, there are various ways in which an assessment could be interpreted by an organisation providing their own Train the Trainer courses, involving the design of individual assessment briefs and using their own tailor-made marking schemes. The most common method of assessment that providers use for the training assignment consists of a mock training session, utilising the other members of the group to act as intended recipients of the training. In this approach, the participant is required to demonstrate that they can train other people using a technique or sample of techniques that will assist the other trainees to acquire a new skill or learn something new.


As training needs analysis is a subject we will be looking at in greater detail later on, let’s first look at the individual criteria for the programme plan and training session delivery, as stated in the module descriptor E30179 FETAC Level 6 Train the Trainer booklet for Marking Sheet 1, Assignment. The criteria points also serve as a good point of reference for any other Train the Trainer course. A brief description of each point in the marking criteria for the session is detailed below.


Programme plan


•Clear statement of aims and objectives: This outlines the purpose of the session with a clear description of the aims and objectives for the training. This usually includes the behaviour, standards and conditions under which it is necessary for the training to occur.


•Clear plans for each session, including structure and content: This relates to the creation of a timetable or agenda for the content of the training programme. As well as the topics or stages included, a structure plan will usually outline an estimate of the number of minutes allowed for each part of the session.


Session delivery


•Demonstrated good practice in relation to session plan, timekeeping and preparedness: This refers to the ability to roughly adhere to the timings stipulated in a pre-prepared lesson plan as well as having an awareness of proposed times for sections of the training and the overall time allocation, being prepared with regard to technology, hand-outs, instructions, materials, etc. Penalties are generally incurred for excessive disparities between the suggested and real timings.


•Venue suitably arranged for session delivery: If the type of training requires any adjustment to the seating plan, furniture or venue, this should be stated in the plan. The overall effectiveness of the venue arrangement in facilitating the successful execution of the training is a consideration for the assessor.


•Introductions clearly and adequately accomplished: This relates to the delivery of a clear introduction to the training which announces the topic, the trainer’s credentials or background working in the topic as well as any other necessary information, such as a verbal briefing or written instructions to inform the participants of their required role in the session.


•Aims and objectives of session outlined clearly: This relates to a clear statement of what the candidate intends to do in the session and provides an explanation of the purpose and the anticipated outcomes or training objectives.


•Topic introduction, input and learning exercise(s) effectively carried out: Input covers all aspects of the training programme, including group and individual training tasks, theory, trainer demonstration, trainee experimentation, role-plays, games, discussions, use of multimedia, questioning and anything else that occurs in the actual session itself. The methods stated in the plan should be adhered to as much as possible.


•Variety of training styles and tasks: This relates to the range of training methods used in order to cater to a variety of training styles in the training session, such as group work, pair work, whole-group discussion, trainer-centred or learner-centred activities.


•Created opportunities for participation: The candidate should ensure that participants have an active role in the training session by being involved in the tasks and activities conducted, such as a group or individual task. Where possible, the training session should not consist of trainer-led passive participation only.


•Demonstrated effective listening skills: The candidate is required to utilise effective listening and questioning skills within the training session to ensure that participants are achieving understanding and gaining knowledge.


•Appropriate use of challenge and response to being challenged: This relates to the candidate’s ability to effectively respond to questions or answer queries from trainees related to the learning, either regarding the method or the technique or the rationale behind it.


•Worked in inclusive, non-judgmental and confidential manner: This relates to the candidate’s ability to present an unbiased and non-discriminatory training session that is inclusive of all participants and respectful of their needs and opinions.


•Effectively used and created opportunities for feedback and debriefing: This last criterion refers to the trainer’s ability to conclude the session, debrief the trainees and provide opportunities to answer questions and give/receive feedback.




Review and evaluation


•Reflect on strengths and skills in training groups of adults: This refers to the candidate’s ability to identify their own strengths and skills in relation to the training of adults. This includes identifying their ability to provide clear instruction, set up tasks, manage time, demonstrate properly, answer questions and so on.


•Critically evaluate his/her own practice in relation to the action: This refers to the candidate’s ability to reflect on the session and critically self-evaluate their performance in a realistic and objective way, taking into account what they felt went well in the session and what could have been done better. This self-evaluation is usually conducted following completion of the training in the form of a self-evaluation assignment, journal, essay or questionnaire.


Non-practical session variations


Some providers of Train the Trainer courses have more loosely interpreted the brief for Asssignment 1 as a case study, written assignment or training journal, discussing a real or hypothetical training scenario. This does not allow for practical group participation and experiential learning from the group, but it may be suitable for some providers’ purposes. A TNA may not be a compulsory component of all Train the Trainer courses, in which case the course content is likely to be a lot more rudimentary than the FETAC Level 6 course.


Smile – you’re on camera!


The training assignment is usually recorded by the tutor-trainer so that the footage can be played back and assessed at a later date. This gives your tutor-trainer a second opportunity to examine you conducting the session, as he or she may have been busy writing notes on the day or watching particular patterns of trainee interaction and therefore could have overlooked a subtle detail which they will subsequently notice on the recording under closer scrutiny. This enables your tutor to accurately assess your strengths and weaknesses as a trainer, study your body language and your ability to build rapport with your recipients. It also determines whether the learning objectives, as set out in your session plan, were met. Some tutors choose to play back certain sections of the footage in individual feedback to help candidates self-assess and reflect on their abilities. They may even play back sections to the whole group in a group feedback session to highlight certain effective techniques used or invite suggestions or comments from the group. In this way you can build up an overall picture of your training style and receive helpful advice from other training participants.




Planning is essential


It is expected that each trainee prepares a training plan in advance that outlines the learning aims and objectives of the session, the timings involved and the patterns of interaction between the trainer and the trainees in the session. The topic you choose to conduct the training session on is entirely up to you, but it is vital to remember that your participants’ safety is paramount and they should not be put in a position where they are asked to do something dangerous. The environment where you are conducting the simulated training (the training room) may not accurately reflect the environment for which the training is intended, e.g. a laboratory, or there may be too many or not enough people to manageably work with. As you are required to show evidence of learning, try not to have unrealistic expectations about what you can achieve in a relatively short time, which is often far shorter than the time you have in a real-life training session.


How will a training simulation differ from a real training scenario?


There are three reasons why a training simulation differs from a real-life training situation:


•Participants’ assumed level of competence


•Participants’ assumed level of knowledge on the subject


•Participants’ motivation and/or willingness to take part


Participants’ assumed level of competence


In a real-life training situation you can assume that your trainees have a level of competence or knowledge on the subject, as you will know this from prior research, such as a user analysis. For example, if you work in IT training, you can assume that participants on your course have a pre-assessed competence level, e.g. they know how to use a computer to an expected level of proficiency in order to take the training, but nothing can be taken for granted in a simulation. By talking with the members of your course, it is usually possible to find out if they know anything about your field and you can even brief them on their ‘hypothetical’ level of competence or the role you would like them to assume within your training session.


Participants’ assumed level of knowledge on the subject


You may need to make tentative enquiries by actually asking your fellow trainees a few questions about their level of familiarity with the topic in advance. If they know absolutely nothing on the topic you intend to deliver training in, it can be exciting and challenging for you as a trainer, but it also leads to careful decisions being made about how to organise the learning and what to choose as the topic. Learning exercises involving theory may need to be scaled down and content simplified.


Participants’ motivation and/or willingness to take part


In real-life training you can usually assume participants are there voluntarily or have been sent for a specific reason, which usually implies that they are eager to learn. This may not be the case with simulations. However, on the whole, mock participants are just as willing to take instruction and engage with the topic of learning, provided they are given clear directions and assistance. You may also prefer to pre-arrange certain instructions with your participants and brief them about their role in your training session in advance.


The safety and welfare of your participants


Do not ask trainees to do something in the training that you would not be prepared to do yourself. It is also important not to attempt to conduct training in an area that is beyond the realistic conditions available to you on the day if this involves any element of risk. Remember that if it is too complicated and seems unimaginable to do in a small training room, then it probably is.


Keep it simple


Part of your tutor-trainer’s role is to help you to decide on the topic of the training simulation and advise you on ways of doing things or simplifying your techniques for demonstration purposes. Your tutor-trainer does not expect you to reinvent the wheel in 20 minutes! However, a bit of imagination and creativity can often help to make training sessions innovative and unique, even with limited resources and a less-than-ideal venue.


Coping with the challenges of a training session


Timing


This training session can be challenging for a number of reasons. Sometimes, the time allowed is too short to demonstrate all of the techniques you would like to showcase. You may need to drastically shorten it, e.g. a demonstration or section of theory that normally would take an hour might need to be condensed into five minutes. Don’t try to condense 10 weeks of learning into a 20-minute session though!




Availability and portability of resources and equipment


Resources and equipment that may normally be used in the intended training environment may be too expensive to distribute to everybody, too limited or impossible to transport in on the day. Don’t panic if portability or availability is an issue. Train the Trainer tutors will normally have a heightened ability to suspend disbelief and have seen the training room ‘virtually’ turned into just about everything, from airplane cockpits, kitchens and boxing rings to craft studios or laboratories. If you need to scale down the size of a model or exhibit, this can be easily explained in your plan. Depending on the size of the group, there may also be too many or not enough participants on the day, e.g. they might not all turn up and an activity you have planned to do in groups of five needs to be rearranged at the last minute. Tutors are used to last-minute changes and are flexible about taking this into consideration when assessing you. Your tutor understands that you may only be able to show a small aspect of your skill and give your tutors and the other participants a ‘taster’ of what an actual training session would ordinarily consist of. Keep in mind that all the other trainees will be as nervous as you and will not have preconceived ideas as to what your session will consist of, as they will be too busy worrying about their own turn.


Criticisms of training simulations


Training simulations are sometimes criticised because assessment candidates feel that the session does not accurately reflect the way they would behave, react or perform in a real-life training environment. Simulations can often be too rushed, too scaled down or conducted in an unsuitable environment. Critics of simulations may feel that their performance on the day was negatively affected as a result of nervousness and stress or factors beyond their control, such as insufficient equipment, failure of technology or incomplete training groups. However, it is also reassuring to know that your tutor-trainer will have seen a great deal of training sessions in the past and will therefore have realistic expectations about what you can achieve in the timeframe and under the limitations that you have stipulated in your plan. A good tutor-trainer will fully understand that a simulation is not an accurate reflection of a real training environment. Yet if a training needs analysis is carefully conducted in advance and a lesson plan is followed, a sample of training techniques can be successfully implemented and this will lead to the achievement of learning outcomes by the simulation group. The skilled tutor-trainer will be able to assess your ability to transfer and relate these skills to the intended training environment as a result of what they have seen in the simulation.




Training aids


Training aids include anything that is used in the session to make it more accessible to the trainees or learners. These include:


•Charts


•Graphs


•Posters


•Leaflets


•Models or dummies


•Exhibits


•Pictures


•Software packages


•Whiteboards


•PowerPoint presentations


•Task instructions


•Chalkboards


•Flipcharts


•Role cards


•Videos


•Samples


•Other sensory aids (things to see, smell, taste, touch or hear)


•Realia (authentic objects)


A good trainer will use training aids to supplement their training and will not use them to replace a part of it. If using a chart or diagram or showing a video clip, prepare trainees to receive the content. The proper use of effective instructional aids saves time, adds interest and makes your job easier. If adopting a visual approach, obtain and select the necessary data and decide on the most suitable form of visual representation, e.g. a pie chart, list, graph. Most information that is quantifiable can be presented in a visual form. However, simplicity is key, as confusing data will only complicate matters. Whether using projective (slides, overhead projector transparencies, videos) or non-projective training aids (whiteboard, flipchart or exhibits), consider their practicability and suitability to the training itself. Any video footage should be adequately introduced, with trainees being briefed on what they are going to watch as well as instructions regarding what they need to look for in the clip. Video footage should also be reviewed after the screening.


Handouts


Handouts should not consist of masses of photocopies lifted directly from a textbook. Instead, they should consist of specially prepared sheets and notes. Their main function is to act as a reference during the session or after it. If you are directly copying a piece of text and distributing it as a handout, it must be cited. When distributing summary or revision notes, only do so at the end of the session, which will deter people from leaving early. If using handouts as a supplement to the training, ensure that they are clearly marked with page and figure numbers so that they are easy to follow. Handouts should be accurate and complete, contain only essential information and be presented clearly and attractively. They can carry a stamp of authority for the training itself and give trainees the opportunity to review content in their own time.




What training session techniques are available?


The types of techniques commonly employed in training sessions include:


•Arranging the venue suitably before starting.


•Setting up materials and equipment in advance.


•Checking that all equipment needed works before starting.


•Introducing the session appropriately (e.g. recapping a previous session).


•Outlining the aims and objectives of the session clearly at the beginning.


•Explaining the important theory, usually in a shortened format, aided by audio-visuals, pictures, charts, handouts, graphs, statistics, etc.
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