Experienced trainers – refresher and enhancer programme
Aims 

This is specialist practical programme for existing competent trainers. The program will build on current skills and knowledge and will provide those attending with a variety of tools, techniques, technology and practice to improve on their effectiveness through, design, delivery in a in- company environment.

Background
Training has, in the last few years received a lot of adverse publicity for its high cost and in particular its ineffectiveness. Research, mainly carried out in the USA and UK concludes that in house training is only 13% effective. Further work by Lambert, Rank Xerox, Miller/Gedler all concur with these findings.

Trying to understand why in company training seem to be failing to meet its business need can be identified in the way may in company trainers have been trained. Manly are given lots of training and left to get on with it. A better method is to trainer the trainer, allow then to gain practical experience on site, the either coach them or provide a specialist course to fine – tune their skills and to further enhance them.

Also there is clear evidence that many people involved in running train the trainer programmes – are themselves unqualified or out of date with current learning methodologies and presentation methods. There are so many factors with can either provide excellent training with skills and knowledge transfer exceeding 85%, or (which is the majority) less than 13%.

What makes the significant difference is not exclusively the technical competence of the trainer but the way the material is produced and tailored to the specific group. The delivery, using the right techniques, body language, training style, and reinforcement can account for at least a 60% improvement of learning and understanding by the participant.
90% of trainers are also unable to effectively evaluate their own training in the work place. Often their sole evaluation is at the end of the programme and consists of a tick box form which measures happiness and enjoyment rather than skills and knowledge that is applied in the work place.

To provide out standing trainers or instructors a number of things need to be in place, once the basic skills have been mastered and practiced then, the skills that really make the big difference can be learnt and applied in context. That is the focus and purpose of this programme.
Benefits – For the individual
Individuals attending this programme will find the programme engaging and challenging. They will :

· Have a bench mark of their current and a record of their new level of competence. Each person bill be able to see their own improvement through out the course

· Be able to change the way they design training materials using innovative techniques

· Understand and practice body language and voice techniques which will give them, presence, authority and control in a number of situations.

· Complete and understand the Honey and Munford learning styles questionnaire to gain a personal understanding of how your own learning style may adversely affect others.
· Use different visual aids and understand the “effective quadrant” method of slide design

· Improve through one to one coaching and by seeing personal improvement on video

· Use four techniques to measure understanding and ability to do.

· See other trainers perform and bench mark, “best practice” against other “professional trainers.

· Have a self completed improvement plan.

Benefits – For the Organisation

The organisation will see a realisation of its investment in the trainers over a short period of time. Techniques learnt on this course, once correctly applied will provide the organisation which a greater effectiveness of training and the ability to measure the results in the workplace.

· Better designed training – more focused on the individual and circumstances in your company

· Trainers with a consistent approach using the latest techniques AND maximising what they have already learnt.

· Higher quality in house training at no significant extra cost

· Trainers who understand what really works from a learning standpoint.

· The course will become a bench mark for future developing trainers.

· The accompanying manual will provide useful reference material for others in the training function.

The training Programme

PERSONAL BENCHMARK – 

· Discovering present skill level against key indicators. Complete a self analysis questionnaire. Scoring and personal bench mark. This question will measure against key training indicators the current knowledge of each person on the course. This “reality check” is a powerful tool as its use is to show individuals their progression as learning takes place.
· Understanding personal learn style –a predominate style can impact on others, adversely effect training material and learning – attendees on the programme will complete the Honey and Munford learning styles questionnaire and discover their specific styles. These learning styles have become an industry  norm. Published professional papers by Prof. A Furnham and Dr. T Miller reflect the importance the use of this questionnaire can have.
· Case study – how learning styles can affect organisation performance and learning –Group exercise to explore how personal style an affect, design, course materials, visuals and training  style. Video NEBSM video which shows the learning styles in context. The video will show “learning in action”.
· First video presentation – delegates will do a pre determined training presentation (15minutes) on a topic they have chosen before the course. Trainers will be assessed against pre determined criteria. The video remains the property of the trainee so that the development can take place in a relaxed environment.
· Comments scoring and benchmark score card completed for each attendee. This card will enable each person to track their performance and how they are improving  thought the course.
· End of day review

Translating what needs to be done into action– 
Often the sheer volume of information makes it difficult for trainers to focus on the key requirements. The result – too much information and the trainee ends up confused. 

· What’s needed – how do you sort out the key facts from a mass of information – case study

· Agreeing the points for an effective course – who is the best person to decide? Group discussion

· Understanding the small but significant difference between Aims and Objectives – practical exercise

· What needs to be in place before we write objectives – group exercise
· Turning Learning objectives into training material – and the course. How to use two different methods. – Tutor led demonstration

· End of day review

Constructing training Materials– Day three and Four
Constructing the training manual is the key to writing the trainers guide, visual aids and then building in practical exercises and tests. Trainers due to their personality type rarely like to do this or make a good job of it. A process and techniques - both are needed.

· Turning Learning objective into course materials – what’s needed – group exercise and tutor led review

· The key elements of course construction – the three interests, learning attention time, retention ability, testing for validation purposes – during and after the course, Clear index and flow.
· Practice session – re writing materials used on day one (excluding visual aids)

· Individual review sessions where each participant present the amendments to their materials.- tutor led critique 

· Translation of the course manuals into an instructors manual two techniques. Tutor led  demonstration

· Building in practical demonstrations and practical exercises – video by “Robert Pike” – understanding the value of hands on during training

· How to construct tests, types of tests and the purpose of tests during a training course. Exercise and demonstrations.

· The power of using visual Aids – how learning and attention and be increased by, use of colour, images size, text size. Demonstration and video

· The international standard – PowerPoint. Delegates will have a chance to see the features of PowerPoint. Practical
Skills that will make the difference–
In this section the participants will learn about small items that mark out a professional trainer from an amateur. All of these techniques will involve the participant DOING what’s required to achieve mastery of the skill.
· Improving things for the delegates to your course – room layout. Old ideas/ new ideas – what improvement can be expected. Demonstrations and group involvement to create the “Best” for the space available.

· The importance of screen size – position, calculating the size. Using PowerPoint changes things – demonstration (video)

· How to hide vital information/ facts / figures/ clocks/ prompts- all of this makes you look so good. Practical demonstration
·  All about body language-

                                1 Why we use it – video Alan Pease                                       2 Use of baton signals

                                3 Controlling the group by body language

                                4 Personal space – demonstration and Video

· Body language in action – individuals all practice on video camera with individual critique

· End of week review, individual progress check against performance chart.

Factors out side you control that will adversely affect your training –
· Training number for specific courses – what’s the optimum? Tutor led discussion – what dose research tell us?
· Audio and visual distraction – how important is the right environment?

· The most important aspect for the trainee – the first four minutes – but who controls this? Discussion.

Use of other methods to train –
Use of e learning, costs, benefits, how to use it – its use for evaluation and control.
· Currant costs of e learning – types of  e- learning contract
· Simulators, the value of creating the real world – in the classroom.

· 45 ways to train someone which wont involve a training course.

· Coaching – the most powerful tool to enforce training. Types of coaching schemes PAPER and GROW models

· Coaching in action – Sir John Whitmore video – case studies and how to use charts to monitor progress.

Watching others – visit to see how others train 

· Using scoring and critique sheets participants will have the opportunity to sit in and watch professional trainers in action.

· At least two different courses will be viewed and following each viewing session the participants on this programme, working in groups will present a flip chart based review reporting against a range of pre determined competencies.
· Participants will have the opportunity to review some of the videos previously show to improve understanding and to check data. 
 Practice makes perfect
Delegates will spend the entire day – maybe the evening as well preparing for 15 minute presentations. These presentations will involve the total concepts learned, trainers manual, participants notes, room layout, style , structure, body language – everything.

On day 10 performance against key criteria will provide an end of course attainment mark so that each person can see their own improvement during the two weeks. An additional visit may be included depending on group progress against schedule.

· There will be one fixed session during this day on how to evaluate training using the MPS 10 step model

Performance using all the techniques
This final day really puts what’s been learnt into a presentation that will be critiqued and filmed on video. It will also provide the participant with a record of their improvement over the course.

· Each delegate to present his/her topic based on the first presentation last week. All course participants will be involved in the feed back to each individual.

· Each participant will produce the comparison from the first day to the last day to see the improvement

· All participants will produce a list of ideas they will try back at the work place.

· The end of course review will focus on any remaining issues any of the delegates may have.

Training Methodology for this course
Highly participative and interactive. Use of case studies, group work and individual work will be common. Video will be used to record each individual’s progress for their post course viewing. A number of training videos will be used as shown in this outline.
Pre requisite 

Participants on this programme must have attended some form of train the trainer course and must have carried out a significant amount of training. 

Also each attendee MUST bring with them a presentation, including appropriate visual aids, this will be used early on the first day AND as a reference throughout the course. The topic of this training presentation is not important but must be at least 15 mins in duration.
Your Workshop Director

Dr.Tony Miller FCIPM.,FInstPM FInstAM, MRSH
Tony has been actively involved in Training for over 20 years and has a degree in Engineering as well as a Ph.D. in Applied Psychology. Tony facilitates a number of our programmes and delegates like his practical approach and results. Some aspects you may like know:

· Author of four books, “Measuring the effectiveness of training & development”, “101 Tips for Trainers” and “Practical Training Strategies for the Future”, Re designing HR for strategic advantage, all published by Pitmans ,  Financial Times. Two of his books- due to demand are to be translated into Chinese.

· He has featured in other peoples books and has a special chapter in the new book to be released this year on “Competitive advantage through Competencies”

· His work with professional bodies include, The Chartered Institute of Personnel & Development where he was the key contributor to the paper “What makes training pay?” and ran a workshop recently for the CIPD policy advisors on new trends in training. Also his continuing work with EU on competencies and best practice.

· As a conference speaker he is in world wide demand and was a keynote speaker with Roseabeth Moss Kanter at the International HR conference in Chicago. His year he was the keynote speaker for the European HR Conference in February.

· He has worked in the Middle East, in America where he lived for two years, Hong Kong, Philippines, Pakistan, Australia, and in most European Countries.
· In 2003 he will be producing several training videos – sponsored by a UK  University.

· He is the winner of three national training awards – the latest was presented in February 2003 –for innovative training solutions.

· During his career he was manager for training at Anglian Water, Europe’s largest Water Company, Principal of Whitwell Manor Management Development Centre and Director of Training for one of the UK most successful Financial Companies.

· He is now an International business advisor – mainly working with large corporations- world wide.
