
A
Adult learning climate, 14, 16
Adult learning principles, 31-32
Assessments, 4-6, 10, 12, 21, 23, 54-55;

checklists for, 18-20

B
Budget, 6-8, 204-210, 252-253

C
Certification programs, 19, 277-287;

cautions against, 283; checklist for, 
286-287; gaining agreement on, 283

Competencies, 5, 11, 13-23, 60-61;
advanced, 13, 16, 18, 20; basic, 13-14, 18;
demonstrating, 18-19; for coaches, 19,
63-97; for course designers, 14, 102-170;
for facilitators, 19,61-95; for training
coordinators, 19, 225-265; for training
managers, 19, 173-202; measuring, 13,
18, 20-21; model, 14-15; planning, 102;
strategic, 174; tactical, 174

Competency Model Checklist, 21-23; for
course designers, 102-106; for facilitators
or coaches, 63-68; for training coordina-
tors, 226-229; for training managers,
175-178; for trainers or instructors, 21-
22, 26, 40, 48, 59; suggested uses: 23

D
Department-of-one, 11, 269-271; checklist

for, 269, 271 
Development Plan Templates: for course

designers, 171-172; for facilitators or

coaches, 63, 98-99; for training coordi-
nators, 264-265; for training managers,
223-224; for trainers or instructors, 21,
60-61; suggested uses, 60

I
Internal trainers, 176, 187-192, 279

K
Kirkpatrick, D. L., 102

M
Microsoft Certified Trainer, 280

O
Outside professional organizations, 

199-200

P
Packaged Training Programs, 238-239
Project management tools, 213-214

S
Skills hierarchy, 119-120

T
The Trainer’s Support Handbook, 11
The Training Clinic, 19, 280
Training function, 3-5, 7-11, 24, 271;

centralized, 3, 6-8; decentralized, 
3, 6-8; life cycle, 3-5; roles, 3-4, 8;
staffing, 3, 5

Training Plan, 5, 269, 272, 275
Training trends, 202
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