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SESSION PLAN FACE SHEET

	TRAINING COURSE: CPRA Training of Trainers
	SESSION 14: Training of Trainers

	 TIMING:  2 HOURS 5 MINS
	VERSION:  1
	AUTHOR:  
CONTRIBUTORS:  


	SESSION AIM: 
For participants who will be encouraged to train others, to learn the basics of training
[bookmark: _GoBack]
LEARNING OUTCOMES: 
· Understand how we learn as adults
· Self reflection on own learning via Honey and Mumford
· Understand how to plan and build a training session
· Illustrate capacity to train others
 
ACTIVITY: 

CHILD PROTECTION MINIMUM STANDARDS: 

CPIE COMPETENCY FRAMEWORK: N/A

  

	REFERENCE(S): N/A


	RESOURCE(S):

	Classroom and multimedia equipment, computer based information.
PowerPoint, Flip Charts, various coloured marker pens, VIPP Cards, prepared posters for: learning agreement; car park; and acronyms. 
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SESSION 14 – LESSON PLAN – TRAINING OF TRAINERS

	TIME
	OUTLINE – 2 HOURS 5 MINUTES

	** RESOURCE REMINDER **
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	Honey and Mumford Assessment

	INTRODUCTION

	2 min
	· For participants who will be encouraged to train others, to learn the basics of training
· Go through the learning outcomes

	BODY

	10 min
	The basics of training
	

	10 min
	Revisiting our learning styles / Honey and Mumford
	

	30 min
	Preparing for a training workshop
	

	30 min
	Running a training workshop
	

	30 min
	Dealing with the difficult ones
	

	15 min
	Practice Activity 
	

	CONCLUSION

	3 min

	O
	We now have an understanding of how to train

	
	F
	How does everyone feel? Any comments and / or questions?  

	
	F
	This is now coming to the end of our training 






SESSION 14 – NOTES FOR TRAINER – TRAINING OF TRAINERS


	LEARNING OUTCOMES
· Understand how we learn as adults
· Self reflection on own learning via Honey and Mumford
· Understand how to plan and build a training session
· Illustrate capacity to train others




Trainer - This session aims to assist participants who will be encouraged to train others, to learn the basics of training
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Using VIPP cards / flip charts to list all the words that come to mind. 

Ask participants what comes to mind when they think of a high quality training?

What comes to mind when they think of a training that is not useful?
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Ask them to again think of what learning style they had from honey and mumford?

Ask what this might mean for them as trainers? 
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The Basics of Training jm
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How Learning Tends to Happen?

Research shows that we remember:

* 20% of what we hear
* 30% of what we see

* 50% of what we see and hear together

* 80% of what we say
* 90% of what we say while we do it G
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Frame the agenda...

Learning Cycle (David Kolb)
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N
Revisiting our Learning Styles

Different people approach new situations and leam about them
in different ways.

Although we all go through all four stages of the learning cycle n
order to assimilate new learning or skills, we are likely to feel
more comfortable in some parts of it than others.
» Activists,
> Reflectors
» Theorists
> Pragmatists.
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I
Frame the agenda...

Nail down overall objectives using most recent capacity analysis
* must have audience in mind

Articulate the 3 clear (and if possible, concrete] overarching ‘take
away’ messages
* +2-3 per session
* Repeat them 3+ times to stick (put them on wall in training
room or display in coffee break area)
« Create memorable ‘hook': slogan, symbol
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N
Assess participants’ learning styles

Do participants tend to be comfortable challenging each
other in public, doing role plays, a sustained simulation,
etc?...

What s the range of formal education and its culture
(expertinstructorvs. facilitator of learning journey)

Isit feasible to do any self-directed learning in advance?...

i
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Session Planning

How is each session best served?
~ by a presentation / lecture
~ fac

ted discussion
— demonstrative exercise
~ some combination...

Lectures are best for:

~ outlining models or theories,

~ describing practices or approaches,

~ outlining legislation or policy.
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Reduce our PPT dependence
Know your stuff, 50 you can do more with less: more of yourself and
less of PPT slides!
* Reduce the number of
* Reduce the content of slides.

les.

* Reduce jargon, acronyms, abbreviations
« Add more colourful but simple visuals and pace those visuals
throughout the session
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Starting...

v Start on time — icates mutual respect...
¥ Always do some sort of ground rules exercise

v Sol

it participants’ views at the start as part of introductions ...

v With mixed a orunknown group, start main workshop -
or an information ‘heavy’ session - with a set of ‘baseline’
questions

N

A | —




image18.png
N

Presenting...

¥ Know your material. If not, find other resource person or
knowledgeable participant. Use video lectures where possible;

¥ Make sure all material is on hand;

+ Tryto appear “off the cuff” by using illustrative examples from
your own or others’ experience;

+ Speak clearly and show your interest through your voice;

+ Limit speaking without a break to 20 minutes or less;

+ If there is no time for questions, explain why.

(I  —
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Personal Manner

+ Bewarm, friendly and enthusiastic. If you enjoy yourself,
participants probably will too.

+ Your job is to create atmosphere where people are wi
ableto learn.

ng &

+ These are adult leaners who deserve the respect of their age
and experience.

+ Leam names of as many participants as you can (or use name
badges). Use individuals’ names; not just o ask questions, but if
You refer to a point made by a participant, acknowledge it by
naming the person.

i
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Eye Contact and Voice

+ Make frequent eye contact, not staring but looking at all
participants.

+ Look out of the corner of your eye, o you notice person to your
side especially i they want to speak.

+ Speak clearly and not too fast, but with expression.

mple language
icult to do.

+ Usethe level of language your participants need.

does not mean simple concepts. It is in fact more

+ Make sure you speak loud enough for everyone to hear
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Posture — Self Awareness
« Stand straight Slumping makes you look tired, as ifyou would rather not be
there.
* Move for a reason, to make a point, to talkto 3 particulargroup, o check if
people need your help.
« Several types of trainers that you do not want to be like:
 the walker: walks ceaselessly up and down, participants become.
mesmerised by the pacingto and fro and fail tolisten
+ the swayer: similar, but move only on the spot, backwards and
forwards or from sideto side likea metronome, tick,tock, tick,tock
+ the wanderer: alsowalks butall over room, talkingto the backs of
people as s/he walks around,talkingall the time
 the statue: perfectly stil,no movement at all
+ the waver: waves their hands around continually notto llustratea
point, justwaving, which distracts participants.
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Pacing...

ifir

Structure sessions around the few key points that you think participants.
‘must know by end of workshop. Repetition reinforces memory.

Always repeat the central ideas or key points of a session and keep the most
important points until last.

Everyone loves astory! A good facilitator makes jokes or remarks duringthe
courseof the training event which may appear unrehearsed but which may
have been prepared.

A g00d, relevant story at the rightmoment will often reinforcea learning
point.

Planin some lighter moments to 3 presentation and other parts of workshop.




image23.png
N
Ensuring Learning

*  Simulation
Hold a pop quiz after the next break

Ask someone to synthesise what they understood
Break into trios to discuss last topi

Discuss a case study

Designate pairs or groups somore knowledgeable participants
can have higher level discussion
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N
Staying on Time
« Short lecture, followed by Q&A /exerci

Know your material, so you can think on your feet as to what to
ut

« Skip slides with the projector beam blocked

NEVER rush through more than 3 slides — you will lose people and
turn them off

« Conversely, if people are motivated, see how you can incorporate
more of the topic / approach into agendal
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Taking Control of the Session
Easy way to deal with contingencies is to apply the notion that if
what you are now doing is not working, try doing the opposite.
For example:
« if aplenary session s not working, break into smaller groups

a practical exerc
demonstration

not working, change itto a

« if a thinking session is not working, move on to a practical

« ifafacilitator's example is not appropriate, seekout a
participant's example.
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Dealing with the difficult one/s...
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N
How do you deal with disagreement/ disengagement?

¥ Deal with interruptions politely but firmly, unless you have asked
for people to raise points during the presentation.

¥ Summarise what has been said / capture disagreement on a flip
chart and pointedly move on (you can come back to it the next
day)

¥ Stress points of agreement and then allow for areas where that
is lacking.

¥ Out of session, you or the convenor speak to disrupters directly
and ask for their concerns; see if you can involve them ina
presentation/exercise.

TR

ifir




image28.png
N
Feedback...

¥ Use the ‘feedback sand)

positive > constructive feedback > positive
¥ Be specific and clear
¥ Don't make generalisations
+ Beselective
 Offer alteratives

+ Your feedback, so be descriptive not judgemental
TR

A |
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Feedback (continued)

¥ Leave the

jent with a choice about whether they act on it or

not.
+ Bevery careful with advice

+ Give feedback as soon as possible after the event

+ Allow the person to feedback first, then the group, and finally you

¥ End on a positive note
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B
Practice Activity!
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