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TRAIN THE TRAINER  

 

ñYou can help a 

person catch a 

fish and feed 

them for a day 

or you can 

teach a person 

how to fish and 

they can feed 

themselves for 

a lifetime.ò 
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EMPLOYEE  
DEVELOPMENT  

ñI believe the desire and ability of an organization to 
continuously learn from any source, anywhere, and 
rapidly convert this learning into action is its ultimate 
competitive advantage.òé Jack Welch, Former-CEO 
General Electric Company. 

 

The skills and knowledge an organization possesses is 
fast becoming recognized as its most important asset. 
A key element of organizational excellence is the skills 
and knowledge its employees possess.  To fully 
empower an individual, that individual must have the 
ability to be empowered.  To hold employees 
accountable, they must be capable of performing the 
activity or the job. 

 

The purpose of this course is to build upon your 
ability to train others. 
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COURSE OBJECTIVES 

ÅDemonstrate four qualities of a good 

trainer 

ÅList four things to prepare for training 

ÅCreate an effective learning environment 
 

ÅUse at least two types of classroom 

training media effectively 
 

ÅUse three participative training methods 
 

ÅUse vocal, verbal and visual skills to 

conduct an effective training class 

 

 

 

Upon completion of this training course, the 

learners will have the ability to: 
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DEFINING TRAINING  

 ñAn organized activity designed 

to bring about change.ò 

CLASSROOM 

ON-THE-JOB 
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THINK OF SOMETHING 

YOU LEARNED!  

WHY DID YOU LEARN?  HOW DID YOU LEARN?  
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CREATING A LEARNING 

ENVIRONMENT  

The Trainer 

The Material 

The Physical Space 
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THE QUALITIES OF A 

GOOD TRAINER  

 ñThe mediocre teacher tells.  The 

good teacher explains.  The superior 

teacher demonstrates.  The great 

teacher inspires.ò  
            - William Arthur Ward 
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     NUMBERS! 
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A GOOD TRAINER  

WHAT I  DID WHAT IS THE 

OPPOSITE! 
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THE TRAINER  

Donôté 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Rush 

Overwhelm 

Doubt  

Compare 
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SELF ASSESSMENT 
Rate yourself 1 (low) to 5 (highest) on each 
of the trainer skills below. 
 

ÇSpeaks clearly  

ÇOrganized 

ÇApproachable  

ÇPatient 

ÇUses a consistent approach 

ÇReads their participant(s) 

ÇKnowledgeable 

ÇConfident 

ÇPrepared 

ÇFlexible 

ÇGood Listener 

ÇDoesnôt downplay task  

ÇHas a positive attitude 

ÇMakes others feel comfortable 

ÇGives positive feedback 
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YOUR ñTRAINERò 

RESPONSIBILITIES  

As a trainer, please list below what you believe your 

responsibilities to be: 

__________________________________________

__________________________________________

__________________________________________

__________________________________________

__________________________________________

__________________________________________

__________________________________________

__________________________________________

__________________________________________

__________________________________________

__________________________________________

__________________________________________

__________________________________________ 

__________________________________________

__________________________________________ 

__________________________________________

__________________________________________ 
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A KEY TRAINER                  

RESPONSIBILITY  

 

 

  

  

Creating a Learning Environment! 
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PREPARING FOR 

TRAINING  

 ñYou canôt drive a car by looking 

in the rear view mirror.ò 
                                                                         - Deming 
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PREPARING TO TRAIN  

ÅDesign and use a checklist 
 

ÅKnow the material 
 

ÅKnow skill/knowledge level of trainees 
 

ÅKnow your contactôs contact information 
 

ÅAnticipate questions 
 

ÅArrive to training location early 
 

ÅSet up and test technology 

 
 

 

ÅKnow where the lights are and how they 
function 
 

ÅEstablish the physical environment 
 

 

ÅKnow the location of restrooms, lunch 
areas, etc. 
 

 

 

Before Arriving 

After Arriving 
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SAMPLE CHECKLIST  

Ç Trainerôs Guide (Notes)  

Ç Trainee Books 

Ç Handout  

Ç Notepaper  

Ç Pens  

Ç LCD Projector  

Ç LCD Screen 

Ç Lap Top Computer with course and videos   

Ç All Cord(s)  

Ç Two Flipchart Stands  

Ç Two Flipchart Pads  

Ç Set of Flipchart Markers  

Ç Masking Tape  

Ç Feedback Handout  
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YOUR CHECKLIST  

COURSE TITLE:  _________________________ 

 

Å ___________________________________________ 

Å ___________________________________________ 

Å ___________________________________________ 

Å ___________________________________________ 

Å ___________________________________________ 

Å ___________________________________________ 

Å ___________________________________________ 

Å ___________________________________________ 

Å ___________________________________________ 

Å ___________________________________________ 

Å ___________________________________________ 

Å ___________________________________________ 

Å ___________________________________________ 

Å ___________________________________________ 
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THE MATERIAL  

ÅThere is a need 

ÅRight level 

ÅMaintains interest 

ÅPurpose and objectives 

ÅDigestible chunks 

22 
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REMEMBER!  

Verbal 

ÅRead 

ÅHear words 

Visual 

ÅLook at pictures 

ÅWatch an event  

See and Hear 

ÅWatch and listen to a demonstration 

ÅWatch a video  

Say or Write 

ÅTake notes 

ÅExplain a procedure  

Kinesthetic (Experiential) 

ÅSimulate an experience 

ÅDo the real thing 
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RULE OF THUMB ONE  

ÅTell your audience 

what you're going to 

tell them. (Pre-Test) 

 

ÅTell them. (A variety 

of training methods) 

 

ÅThen tell them what 

you told them. 

(Section  Summaries) 

 

ÅLet them tell you! 

(Questioning, Post-

Test) 

24 
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Whatôs wrong with this picture? 
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TRAINING IN A 

CLASSROOM 

ÅThe power of questions 

ÅUse training media effectively 

ÅParticipative training methods 

Learning is purely a voluntary activity! 
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THE PHYSICAL 

ENVIRONMENT  

List below what you believe to be the 

optimum physical environment for training. 

 

1.____________________________________________________

2.____________________________________________________ 

3.____________________________________________________ 

4.____________________________________________________ 

5.____________________________________________________ 

6.____________________________________________________ 

7.____________________________________________________ 

8.____________________________________________________ 

9.____________________________________________________ 

10.___________________________________________________ 

11.___________________________________________________ 

12.___________________________________________________ 

13.___________________________________________________ 

14.___________________________________________________ 

15.___________________________________________________ 

16.___________________________________________________ 
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PHYSICAL ENVIRONMENT 

ELEMENTS  

ÅTemperature 

ÅComfort of chairs 

ÅSpace 

ÅDistractions 

ÅFurniture arrangement 

ÅLighting 

ÅRestrooms 
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RATING THIS 

ENVIRONMENT  

___  Temperature   

___  Comfort of Chairs  

___  Room Size & Dimensions  

___  Screen or Chart Locations   

___  Distractions   

___  Furniture Layout   

___  Lighting   

___  Restrooms   
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ROOM CHECKLIST  

 Lighting  

Ç How is it controlled? 

Ç Is dimmer switch available? 

Ç All bulbs/fixtures working? 

Ç Windows have shades/blinds? 

Ç Do you know how to operate? 

 

 

 Electrical Outlets 

Ç Where are they? 

Ç Is an extension cord needed? 

Ç Do you need an adapter? 

 

 

 

Microphone 

Ç Are there more than 40 people? 

Ç What type of microphone? 

Ç Did I practice using it? 

 

 

 Audience Comfort 

Ç Temperature Control? 

Ç Room dimensions? 

Ç Screen location? 

Ç Comfort of chairs? 

Ç Noise/distractions? 

Ç Restroom locations?  

 

 Room Set-up 

Ç Theater style? 

Ç U-shape style? 

Ç Herringbone style? 

Ç Classroom style? 

Ç Conference style? 

Ç Buzz style? 
 

 Stage 

Ç Practice walking/climbing? 

Ç Is there a podium? 

Ç Are there lights? 

Ç Is it adjustable? 
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YOUR ENVIRONMENT  

WHERE YOU WILL BE TRAINING?   

___________________________________________ 

 

How can the environment be improved? 

 

Å ___________________________________________ 

Å ___________________________________________ 

Å ___________________________________________ 

Å ___________________________________________ 

Å ___________________________________________ 

Å ___________________________________________ 

Å ___________________________________________ 

Å ___________________________________________ 
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POP QUIZ! 

Please fill in the blanks 

 

ÅWhat do the trainer, the materials and the 

physical space create? Fill in the blanks. 

     A  _ _ a _ _ _ _ g  E _ _ _ r _ _ _ _ n _ 

 

ÅOne characteristic of a good trainer is being 

C _ _ _ _ _ _ _ t  . 

 

ÅDesigning and using a checklist is a key 

element in P_ _ _ _ _ _ _ _ for training. 

 

ÅIn creating an effective physical space it is 

important to consider d _ _ _ _ _ c _ _ _ _  _. 
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TRAINING IN A 

CLASSROOM 

ÅUse training media effectively 

ÅParticipative training methods 

ÅV3 (Vocal, Verbal and Visual) 

 

33 
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   USING THE RIGHT MEDIA 

éRIGHT! 

Not the goal! 
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DEVELOPING AND 

USING MEDIA  

Presenters use media to both increase their 
persuasiveness and heighten audience retention.   

 

Å Increase Persuasiveness 

ïPresenters using visual aids conduct meetings in 
28% less time 

ïProposals are approved twice as often 
 

Å Heighten Retention 

ïParticipants learn vocabulary twice as well 

ïPeople comprehend about 7% of information 

delivered verbally.  They comprehend 87% when 

the information is delivered both verbally and 

visually 

 




