
• A •
ABCDs (objectives), 62
accommodators, 30
accomplishments, reinforcing, 93
acoustics, 114
acting (training aid), 79
action plans, 278
activities, learning

benefits, 77–78
choosing, 83–87
introductory, 162–163
participatory, 336
successful, tips for, 208–209
time-saving tips, 340
variety of, 78–82

ADDIE (Analysis, Design, Development,
Implementation, and Evaluation)
training model, 39, 43

The Adult Learner: A Neglected Species
(Knowles), 26

adult learning
analysis skills, 29–30
application skills, 29–30
as basic need, 38
cognitive skills, 29–30
comprehension skills, 29–30
effective approaches, 34–36
evaluation skills, 29–30
knowledge, skills and attitude, 29–30, 46
learning environments, 30–32
learning styles, 30–31
responsibilities of trainers and 

learners, 28
synthesis skills, 29–30

Adult Learning Theory
applicability to training, 19, 139
underlying concepts, 26–27

agendas
distributing before sessions, 118
printing, 74
sample, 128–129

American Society for Training and
Development (ASTD)

activities and resources, 296–297
The ASTD Competency Study, Mapping

the Future, 14, 19, 141, 295, 302
business/management competencies, 300
certification and credentialing, 11, 44,

297, 304–308
Certification Life Cycle, 307
Competency Model, 298–302
founding, 9
interpersonal competencies, 299
mission, 287, 296
personal competencies, 300

Analysis, Design, Development,
Implementation, and Evaluation
(ADDIE) training model, 39, 43

analysis phase (The Training Cycle), 40–41
analysis skills, 29–30
andragogy, 9, 26–27, 43
anxiety problems, handling, 246–248
application skills, 29–30
arm and hand movements, controlling, 247
art activities (training aid), 81
Ask a Question icebreaker, 370–372
assessment

defined, 43
performance-based, 9

assessment phase (The Training Cycle)
assessment process, 40–41
complete needs assessments, 49–57

assimilators, 30
ASTD. See American Society for Training

and Development (ASTD)
The ASTD Competency Study, Mapping the

Future (ASTD), 14, 19, 141, 295, 302
asynchronous training and learning, 43
Attackers, 237
attending and listening skills, 153–154
attitude skills, 29–30, 84
attitude surveys, 54–55, 255, 264
audiovisuals. See visual aids and

audiovisuals
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auditory learners, 31, 86
Autographs icebreaker, 369

• B •
backgrounds of participants, identifying

before training, 53–54
BANG openings, 158–160
Barbazette, Jean (trainer)

Instant Case Studies: How to Design, Adapt,
and Use Case Studies in Training, 210

The Trainer’s Support Handbook: A Guide
to Managing the Administrative Details
of Training, 210

behavior, preventing and handling
disruptive, 229–230, 233–238, 353–354

behavioral changes, evaluating, 255–256
Bingo icebreaker, 364–365
black visuals, emotional impacts, 216
blackboards

using effectively, 197
when to use, 186, 189–190

blended learning, 44, 314–315
Blockers, 237
Bloom’s Taxonomy (Bloom, Benjamin)

components, 29–30, 44
using to write objectives, 59–60

blue visuals, emotional impacts, 216
board-game and game-show adaptations, 82
body language of trainers, 247
body of training, 74–75
books

for participants, 91
for professional development, 287–288

brain specialization, 30
brainstorming, 80, 96
Braude’s Treasury of Wit and Humor for All

Occasions, 356
breaks

as management tool, 332
returning from, 107

brown visuals, emotional impacts, 216
budgets, 9
business partner role, 301
business/management competencies

(ASTD), 300
buzz groups, 80

• C •
Campbell, David (trainer), 63
card games (training aid), 82
career, as trainer. See also professional

development; trainers, professional
deciding to pursue, 19
evaluating aptitude for, 13–18
questions to ask, 21–23
“typical” day, 20–21

cartoons (training aid), 81
case studies (training aid), 80
CBT (computer-based training)

characteristics, 10, 13
defined, 44
equipment issues, 116–117
for professional development, 313

CD-ROM courses, 313
celebrating success, 221–222
certification, certificate programs

ASTD certification, 11, 304–308
defined, 302
options for, 295
and professionalism, 286
value of, 303–304

Certification Life Cycle (ASTD), 307
Certified Performance Technologist (CPT)

credential, 297
Chain Name game, 165
chairs

seating arrangements, 121
for trainer, 115

checklists, worksheets
anticipating questions, 177–178
Design Guide, 97–98
experiential learning activities, 148
packing list, 126–127
performance checklists, 264
preparing for training session, 131–133
training/facilitating competency

checklist, 270–273
child learning theory, 25–26
chunking, 44
classrooms, learning centers. See also

learning environment
directing participants to, 110
seating arrangements, 113
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climate control, 114
closing activities. See endings
clustered seating arrangements, 113
coaching, 79, 205–207
code of ethics, 291–292
cognitive skills, 29–30
Collings, Jim (Good to Great), 288–289
color, impact on learning, 215–217
Comedians, 236–237
comfort, importance of, 33–34
commitment, 292
communication skills

and effective training, 151
and group dynamics, 212–213
as soft skill, 45

Competency Study/Competency Model
(ASTD)

areas of expertise, 300–301
core competencies, 141, 295, 299–300
as development tool, 14, 19
function, 298, 301–302

comprehension skills, 29–30
comprehensive training approach, 10
computer games (training aid), 82
computer projection systems, 185, 187–188
computer-based training (CBT)

characteristics, 10, 13
defined, 44
equipment issues, 116–117
for professional development, 313

Conditions of Learning (Gagne)
conference seating arrangements, 113
conferences, professional, 286, 297–298
conflicts with or among participants,

229–230, 233–238, 353–354
contact person, 120, 127, 131
content of training

components, 13
introducing, 327–328
needs for, assessing, 69
reinforcing, 169

content-centered approaches, 9, 202
content-related icebreakers, 72
continuing education programs, 286, 307.

See also American Society for Training
and Development (ASTD); professional
development

convergers, 30
COOL approach to training problems, 232

corporations. See management
cost-benefit analysis, 256, 265–269
costumes (training aid), 79
CPT (Certified Performance Technologist)

credential, 297
The Creative Training Techniques Handbook

(Pike), 293–294
creativity

with off-the-shelf training, 106–107
and professionalism, 293–294

credentials, 11, 297, 302. See also American
Society for Training and Development
(ASTD); professional development

credibility as trainer, establishing
certification for, 286, 303
importance of, 17, 22, 230
during introductions, 73, 161
return on investment (ROI) analysis, 268
tips for, 331–332
and training styles, 207

criteria checklists, 264
criterion-referenced instruction, 44
critical incidents, 80
crossword puzzles (training aid), 81
cultural factors, identifying before 

training, 96

• D •
data collection and analysis (needs

assessments), 51–53
debates (training aid), 78
defusing conflicts and disruptive behavior,

229–230, 233–238, 353–354
delivery method

defined, 44
identifying before designing program, 68

demographics (needs assessment), 54
demonstrations (training aid), 77–79
departure from training, 181
deserters, 235–236
design function

content, 13
defined, 44
delivery process, 13

Design Guide, 95, 97–98
design phase (The Training Cycle)

choosing activities, 77–82, 83–87
choosing content, 69, 96
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design phase (The Training Cycle)
(continued)

choosing delivery method, 68, 75–77
choosing ending strategies, 92–95
choosing evaluation tools, 253
choosing learning methodologies, 69
choosing openings and icebreakers,

70–74
choosing outcomes, 67
customizing off-the-shelf training, 101–106
gathering supplies and support materials,

69–70, 87–91
identifying available resources, 69
outlining sessions, 67–68
overview, 42
pilot training, 70
tips and strategies, 97–100, 291
writing down design plan, 95

development, defined, 44
didactic teaching models, 22–23
discussions (training aid), 80. See also

participation
disruptive behavior, preventing and

handling, 229–230, 233–238, 353–354
distance learning, 314
distributed learning, 314
divergers, 30
Dominators, 237–238
Doodles game, 165
dramatic acting (training aid), 79
drawing feelings game, 81
dry mouth and throat, 246–247
DVD presentations, 89–90

• E •
ebb’s law of training trip-ups, 233
education, defined, 38
educational programs, 286
Eitington, Julius E. (The Winning Trainer),

138–139
ELAs. See Experiential Learning Activities

(ELAs)
e-learning, 312–314
electronic performance support systems

(EPSS), 313
electronic whiteboards

choosing, 186, 189–190
using effectively, 197

e-mail
cautions using, 119
follow-up using, 279

emergencies
equipment failures, 192
preparing for, 116
tips for preventing, 120–121

emotions, learning to handle, 293
employers. See also needs assessments

engaging in follow-up activities, 280–281
presenting training program to, 89–90
role in transfer of learning, 277–278, 311

endings. See also evaluation phase (The
Training Cycle)

celebrating success, 221–222
creative endings, 107
departure, 181
encouraging participation during, 338
requesting and evaluating feedback,

92–93, 179–180
summarizing accomplishments and

follow-up activities, 180–181
energizing learning environment

using color, 215–217
using humor, 219–221
using physical activities, 82

environmental change, training for, 10
environments, training. See learning

environment
EPSS (electronic performance support

systems), 313
equipment

choosing, 184–190
setting up before training session, 115
troubleshooting problems with,

192, 224–227
using professionally, 190–192

essays, as evaluation tool, 264
Evaluating Training Programs: The Four

Levels (Kirkpatrick), 257
evaluation phase (The Training Cycle)

activities during, 43–44 
attitude surveys, 264
evaluation forms, 265
instructor evaluations, 265–266
interviewing participants, 265
Level I: reaction to training, 253–254
Level II: learning and skills acquisition,

254–255
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Level III: behavioral changes, 255–256
Level IV: informal return on investment

(ROI), 256
Level V: formal return on investment

(ROI), 266–269
measurement guidelines, 258–262
needs/objectives/content 

comparisons, 265
objective tests, 263–264
performance checklists, 264
post-training surveys, 265
productivity and performance 

reports, 264
purpose, 252–253
reviewing evaluations, 281–282
simulations and on-site evaluations, 264
skills needed for, 29–30
training/facilitating competency

checklist, 270–273
examples (training aid), 278
expectations

exceeding, 292
of participants, clarifying before training

starts, 55
of participants, clarifying during

orientation, 73, 326–327
for participants, making clear, 149–150

Expectations icebreaker, 365–366
Experiential Learning Activities (ELAs)

facilitating effectively, 145–148
learning process, 143–145
successful, tips for, 208–209
value of, for adult learners, 78, 141–143
worksheet for, 148

expertise of participants, identifying
during needs assessment, 54

eye contact, 36, 153–154, 168–170

• F •
facial expression, controlling during

training, 168, 247
facilitating

defined, 37–38
effective, tips for, 142
experiential learning activities, 141–143
participant engagement, 148–155
skills needed for, 139–141

as training, 138–139
versus lecturing, 36

facilitating style, 205–207
facilitation training packing list, 126–127
facilitators, defined, 37
feedback. See also evaluation phase (The

Training Cycle)
and effective training, 28
evaluation forms, 265
handling effectively, 122
instructor evaluations, 265–266
interviews, 265
listening to, 35, 170–171
post-training surveys, 280
during professional training, 318–319
requesting and evaluating at end of

session, 93
as training component, 23

field trips (training aid), 78
fillers, 167
fill-in-the-blank tests, 264
fishbowl discussions, 80
flexibility, 45, 208, 233
flipcharts

setting up before session, 117–118
using effectively, 90–91, 196–197
when to use, 185, 189

focus groups (needs assessments), 51
follow-up, 276
forms for Level I evaluations, 254, 265
furniture

arranging, 33–34, 224
choosing, 113–114

• G •
Gagne, Robert (Conditions of Learning;

Instructional Events), 46
games

as icebreakers, 164–165
as training aid, 81–82

The Games Trainers Play series (Scannell
and Newstrom), 77–78

gestures, cautions using, 168
Go to Your Corners icebreaker, 367
goals of training

clarifying during orientation, 73
setting during design process, 41
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gold visuals, emotional impacts, 216
Good to Great (Collins), 288–289
The Greatest Salesman in the World

(Mandino), 293
green visuals, emotional impacts, 216
ground rules

clarifying during orientation, 73, 330
explaining at start of session, 159–160

group dynamics. See also participation
atmosphere, 211
communication and participation,

212–213
composition, 210–211
group norms, 211–212
group values, 212
power and influence, 213–214
preparing for, 329–330
roles and subspecialties, 213
trainer-participant conflicts, 229–230

group formation activities, 345–350
guided note taking, 78
guiding style, 205–207

• H •
handouts, 74, 91
hands-on (kinesthetic) learners, 31–32, 86
hard skills, 44
help and guidance, asking for, 293
Herrmann, W. E. (psychologist), 30
Herrmann-Nehdi, Ann (psychologist), 30
history of training, 9
Hopes and Fears icebreaker, 366
housekeeping information during training

session, 73
How Many Can You Name? game, 164
Hubbard, Elbert (“A Message to 

Garcia”), 293
Human Performance Improvement (HPI)

Certificate, 297
Human Resource Development, 9
humor

being funny versus having fun, 358–359
bombing, 357–358
defusing tension, 122, 232–233, 353–354
encouraging participation, 354–355
energizing participants, 219–221
in openings, 352–353
for reinforcing learning, 351–352

sources of material, 356
as training aid, 107, 152, 293

HUMOR Project, Inc., 356

• I •
icebreakers

Ask a Question, 370–372
Autographs, 369
Bingo, 364–365
defined, 44
Expectations, 365–366
Go to Your Corners, 367
Hopes and Fears, 366
Introduce Me, I Introduce You, 366–367
for learning participant names, 164–165
Little White Lie, 367–368
Name Association, 369–370
Personal Coat of Arms, 368–369
using effectively, 70–73, 82, 361–364

idioms, cautions using, 322
implementation phase (The Training

Cycle). See also icebreakers; openings
asking and answering questions, 173–178
feedback, 170
implementation process overview, 42, 155
introducing activities, 145–146
introducing participants, 162–165
introducing self, 165
presenting content, 166–170
transitions, 178–179
using materials and supplies, 171
using notes, 171–173
writing objectives, 59–62

improvisation, 81
in-basket technique, 80
index cards, 334–335
individual training needs

and activity choices, 83–84
addressing flexibly, 321–322

influential individuals, influence on group
dynamics, 213–214

informal discussions (needs 
assessments), 52

information technology (IT) skills, 44
initiative, 293
Instant Case Studies: How to Design, Adapt,

and Use Case Studies in Training
(Barbazette), 210
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instruction, defined, 38
Instructional Events (Gagne), 46
Instructional Systems Design (ISD).

See also The Training Cycle
defined, 44
overview, 39–40, 293

instructor evaluations, 265–266
instructor-led training, 13
instructors, defined, 37
International Society for Performance

Improvement (ISPI), 287
Internet-based professional development

tools, 288
interpersonal competencies (ASTD), 299
interpersonal style, 152–153
interpretive skills, 151–152
interviews

demonstrating, 79
during needs assessment, 51
as training aid, 265

Introduce Me, I Introduce You icebreaker,
366–367

introductions
by participants, 164, 328–329, 333–334
by trainers, 331–332

ISD (Instructional Systems Design),
39–40, 44. See also The Training Cycle

ISPI (International Society for Performance
Improvement), 287

IT (information technology) skills, 44

• J •
job aids, 44, 280
journal writing (training aid), 82
journals, professional, 287–288

• K •
kinesthetic (hands-on) learners, 31–32, 86
Kirkpatrick, Don (trainer)

Evaluating Training Programs: The Four
Levels, 257 

levels of evaluation, 68, 250, 252–257, 259
measurement approaches, 260, 262, 266

knowledge learning, 83
knowledge, skills and attitude (KSA),

29–30, 38, 44, 83–84

knowledge tests, during needs 
assessment, 52

Knowles, Malcolm (psychologist)
The Adult Learner: A Neglected Species, 26
adult learning theory, 26–27, 32, 118
andragogy, 9, 43, 138
and facilitating style, 205

Kolb, David (psychologist), 30

• L •
LCD projectors, 193
leadership skills, 45
learner-focused training style, 123
learners

defined, 37
focusing on, 49
responsibilities of, 28
types of, 143–145

learning
defined, 38
evaluating, 254–255
facilitative training, 141
versus performance, 310

learning environment. See also training
sessions

climate control, 114
and creativity, 215–217
energizers, 218–221
equipment and visuals, 114–118
establishing quickly, 162–165, 326
furniture choices, 113–114
and group dynamics, 210–214
importance of, 28, 33–34, 109
and learning styles, 30–32
lighting, 114
logistics problems, 224
microphones, 114
orientation and housekeeping, 73–74
previewing, 120–121
room choice and set up, 110–114
wall space, 114

learning objectives
clarifying during design phase, 41, 59–62
clarifying during orientation, 73
defined, 44
logical learning sequences, 69
with off-the-shelf training, 107
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learning strategist role, 301
learning styles

defined, 44
and levels of participation, 150
planning for, 321–322
and training styles, 208
variety of, 34

learning transfer
barriers to, 276–277
post-training strategies, 279–281
pre-training strategies, 277–278
reinforcing during training, 278–279

lectures, 75–82
lecturettes, 78, 97, 140
letters

follow-up using, 279
as training aid, 79

Level I evaluations (reactions to training),
253–254, 258–259

Level II evaluations (learning, skills
acquisition), 254–255, 259–260

Level III evaluations (behavioral changes),
255–256, 260–262

Level IV evaluations (informal cost/benefit,
return on investment), 256, 262–263

Level V evaluations (formal return on
investment [ROI]), 265–266

life experience, 143
lifelong learning, 285–288. See also

professional development
lighting, 33, 114
listening skills, 45, 151
Little White Lie icebreaker, 367–368
logical learning sequences, 69
logistics

clarifying before training session, 119
problems, troubleshooting, 224

long-term results, evaluating, 255–256

• M •
Mager, Robert (trainer)

Criterion reference instruction, 44
Making Instruction Work, 282

magic tricks (training aid), 79
management

engaging in follow-up activities, 280–281
presenting training program to, 89–90
role in transfer of learning, 277–278, 311

Mandino, Og (The Greatest Salesman in the
World), 293

manual, trainer’s, 100
Mapping the Future (ASTD Competency

Study), 14, 19, 141, 295, 302
matching tests, 264
materials and supplies

designing or customizing, 98–99
obtaining, 69–70
for prepackaged training, 101–104
transporting, 131
using effectively, 171

mentoring, 280, 287, 294
“A Message to Garcia” (Hubbard), 293
methodologies, learning

art activities, 81
case studies, 80
demonstrations, 78–79
games, 81–82
identifying during design process, 69
lectures, 75–77
participant events, 82
playlikes, 81
readings, 79

microphones, 114
modeling

demonstrations, 78–79
as training aid, 22

motivation. See also energizing learning
environment

activities for, 77
adult learning, 27
increasing, 169
personal, as trainer, 290–291

motivational statements, ending sessions
with, 94

mouth and throat, dry, tips for handling,
246–247

Movie Stars, 235
multiple-choice testing, 263
music (training aid), 222

• N •
Nadler, Len (trainer), 9
Name Association icebreaker, 369–370
name cards, 74, 162–164
Name It game, 165
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names of participants, learning tips,
162–164

National Speaker Association (NSA), 287
Naughton, Jennifer (ASTD Manager), 295
needs assessments

assessment process, 49–50, 53–55
data analysis, 56–57
data collection, 51–53
and learning transfer, 277
questions to ask, 56
rationale, 49–50, 51
sharing with participants, 74
time-limited assessments, 57–58

needs/objectives/content 
comparisons, 265

nervousness
hiding, 170
identifying sources and symptoms,

239–241
managing, 242–248

Neurolinguistic Programming (NLP), 31
Newstrom, John (The Games Trainers Play

series), 77–78
nominal group technique, 80
nonverbal communications, 35, 152, 336–337
norms, group, 211–212
notes, during presentations, 171–173, 227
NSA (National Speaker Association), 287
nutrition, 243

• O •
objective tests, 263–264
objectives of training, developing and

writing, 41, 59–62
observation (needs assessments), 52
off-the-shelf training

customizing, 105–106
evaluating, 103–104
pros and cons, 101–102

one-on-one training for trainers, 315–316
on-site observation, 264
on-the-job training (OJT), 10
openings. See also icebreakers

BANG openings, 158–160
examples of bad, 161–162
orientation, 73–74
PUNCH openings, 325–326
using humor, 352–353

orange visuals, emotional impacts, 216
organizations, professional, 287. See also

American Society for Training and
Development (ASTD)

organizations, training needs and budgets,
7, 9–11. See also management; needs
assessments

Oriental Trading Web site, 221
orientation activities, 73–74, 326–327, 330
outdoor adventure learning, 81
overhead projectors, 188–189
overhead transparencies, 90, 185, 195

• P •
pace of training, 167
packing list, 126–127
panels (training aid), 78
participant materials

books and manuals, 91, 172
designing and customizing, 98–99

participants
conflicts with, handling, 229–230
defined, 37
discussions among, 80
disruptive, 229–230, 233–238, 353–354
encouraging, motivating, 36, 140, 151–152,

354–355
energizing, 215–222
getting to know, 162–165
group dynamics, 210–214
identifying before designing program, 96
identifying during needs assessments,

53–55
identifying needs and expectations, 159
introducing during training, 328–329
involving at start of session, 159, 160–161
participant-directed training, 82
post-training follow-up, 279–281
preparing for training session, 118–119
questions from, 140–141, 174
small groups, 345–350

participation
expecting, 118–119, 149–150
facilitating, 76–77, 151–161, 333–338
group dynamics, 212–213
maximizing, 169
value of, for adult learners, 97, 148–149
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partner-based training, 287
part-time trainers, 319–321
patience, 152
pauses, 167
pedagogy, 9, 25–26, 27
people-focused training, 204
performance

checklists, 264
data reviews, 52
defined, 38
objectives, 44
reports, 264
versus training, 310

performance support systems (PSS), 
280, 313

performance-based assessment, 9
persistence, need for, 292
Personal Coat of Arms icebreaker, 368–369
personal competencies (ASTD), 300
Pfeiffer Annual, 294
Phillips, Jack (evaluator), 266, 268–269
physical demands on trainers, 22
Pike, Bob (The Creative Training

Techniques Handbook), 293
pilot training. See also practice

during design process, 69–70
for testing activities, 86

pink visuals, emotional impacts, 216
pitch of voice, 166–167
play, importance for adult learning, 65
playlikes (training aid), 81
portraits (training aid), 81
positive attitude, 292
posters, 81
post-training surveys, 264
power and group dynamics, 213–214
PowerPoint presentations, 88–89
practice. See also pilot training

by participants, during training, 278
by participants, post-training, 280
preparing for training session,

124–125, 244–246
prepackaged training

customizing, 105–106
evaluating, 103–104
pros and cons, 101–102

preparing for training session
checking learning environment and

equipment, 120–121
checklist for, 131–133
knowing training style, 122–124
learning about participants, 122–124
maintaining positive attitude, 133
practicing, 124–125, 244–246
relaxation and nutrition, 130
staying organized, 125–130
as time-saver, 342

presentation skills, 166
presentations (training aid), 78
presenters, defined, 37, 139
presenting style, 204–206
pre-training strategies, 343
prioritizing, 293
pro bono work, 294
problems during training

COOL approach, 232
dealing with directly, 330–331
getting off track, 228
illness of trainer, 228
inappropriate or useless training, 230–231
logistics and equipment, 121–122,

224–227
memory lapses, 227
nervousness and stage fright, 239–248
trainer inexperience, 228–229
trainer-participant conflicts, 229–230

problem-solving clinics and discussions, 80
problem-solving skills, 22–23
process-focused training, 13, 202–203
processing activities, 147
productivity reports, 264
professional development. See also

American Society for Training and
Development (ASTD)

blended learning, 314–315
certification and credentialing, 

11, 297, 302
e-learning, 312–314
importance of, 7
keeping current, 309–310, 321–322
lifelong learning, 285–288
one-on-one training, 315–316
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organizations for, 287
team training, 316–319
upgrading skills, 288–294

professional specialist role, 301
professionalism. See also trainers,

professional
contributing to profession, 294
core skills, 292–293
maintaining, 125–130
personal code of ethics, 291–292

project manager role, 301
projection, 166
prompts, during group activities, 340–341
pronunciation, 167
props

demonstrations using, 79
forming groups using, 249–250
humorous, 356–357
when to use, 186, 190, 197
using effectively, 197

PSS (performance support systems), 
280, 313

psychomotor skills, 29–30
public speaking, 294
PUNCH openings, 325–326
purple visuals, emotional impacts, 216

• Q •
questions

anticipating, worksheets for, 177–178
asking and answering during training,

35, 140–141, 173–178
for encouraging participation, 337–338
during experiential learning activities,

144–145
needs assessment questionnaires, 52
during participant identification, 53–55
when, where, what, who, 110

quiet participants, encouraging, 338

• R •
REACTing, 155
reactions to training, evaluating, 253–254
reading and writing exercises, 79
red visuals, emotional impacts, 215
reinforcing content, 169

relaxing before training sessions, 243
relays, 81
relevance of content, 97
remote learning, 13, 68
research exercises, 82
researching needed content, 96
resources for training, identifying (needs

assessment), 69
response sheets, 265
responsibility, 28, 292
retention, maximizing, 169
return on investment (ROI) evaluations,

calculations, 256, 265–269
reunions, 280
Robinson, Dana and Jim (trainers), 9, 276
Rogers, Carl (psychologist), 38
roles

in group dynamics, 213
role play activities, 78, 81
role reversal activities, 81

room choice. See also learning
environment

importance of, 110–111
troubleshooting logistics problems, 224

roster of participants
distributing before session, 118
reviewing before session, 124

round robin discussions (training aid), 80

• S •
safety, sense of

establishing quickly, 162–165, 326
importance to learning, 28, 33–34

Scannel, Ed (The Games Trainers Play
series), 77–78

screens, for projected visuals, 116
script writing activities, 79
seating arrangements, 33–34, 111–113, 121
self memos, 278–279
self-analysis exercises, 82
self-assessments

by participants, 255
as trainer, 14–23

senses, role in learning, 30–31, 186
sequencing, 97
sequential case studies, 80
shared-group send-off experience, 92–95
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shy participants, encouraging, 334–335
silver visuals, emotional impact, 216
simulations, 81, 264
skill centers, 82
skilled labor pool, 11
skills instruction

activities that promote, 83–84
evaluating training effectiveness, 254–255
hard versus soft skills, 44–45
as part of comprehensive approach, 

10, 38
skills, training

core, 13–18, 292–293
psychomotor, 29–30
Training Knowledge and Skills Inventory,

14–18
skits (training aid), 79
small-group activities. See also experiential

learning activities (ELAs)
facilitating, 139
forming groups quickly, 345–350
uses for, 164
time-saving tips, 339–340

SMART objectives, 61–62
SMEs (subject matter experts), 13, 45, 96
Smile Files, 282
soft skills, 45
square or round seating arrangements, 113
stage fright, 239–241
standing during training, 22, 139, 168, 336
staying late, 21
storytelling (training aid), 78–79 
stress management skills, 45
students, defined, 37. See also participants
subject matter experts (SMEs), 13, 45, 96
success, celebrating, 221–222
supplies and materials, 34, 74, 98–99
surprises, adding to presentations, 328
survival problem solving, 79
sweating, controlling, 247
synthesis skills, 29–30

• T •
tables, removing from room, 336–337
task analysis, 45, 62–63
task-focused training, 203–204
T&D Journal, 287–288, 294
teach back activity, 82

teachers, defined, 37
teaching approaches, models, 25–26, 152.

See also training style
teaching games, 82
team training for trainers, 316–319
technical skills, 44
telephone follow-up, 279
temperature of room, 33, 114
testing activities

attitude surveys, 264
guidelines for, 258–262
learning evaluations, 254–255
during needs assessments, 52
objective tests, 263–264
performance checklists, 264
productivity and performance 

reports, 264
reaction evaluations, 253–254
simulations and on-site evaluations, 264

theory-development discussions, 80
Thiagarajan (Thiagi), Sivasailam

(trainer), 143
time needs

for activities, 84, 341
identifying before designing program, 96
for learning, budgeting, 35

timekeepers, 343
time-saving tips, 339–343
timing of delivery, 97
Toastmasters, 287
tours, site visits (training aid), 78
traditional classrooms, 113
trainees. See participants
trainer’s chair, 115
trainer’s kits, 129–130
trainer’s manuals, 100, 171–172
trainers, participants as, 335
trainers, part-time, 319–321
trainers, professional. See also professional

development; self-assessments; The
Training Cycle; training style

asking and answering questions, 173–178
body language, 167–170
building interest, 169
career decisions, 21–23
code of ethics, 291–292
communication and listening skills, 151
contributing to profession, 294
core skills, 292–293
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defined, 37
design function, 13
expansion of, 11
and experiential learning, 143–145
as facilitators, 138–139, 141
follow-up by, 276
hiding inexperience, 228
illness during training, 228
importance of feedback to, 170–171,

252–253
interpretive skills, 151–152
introducing self to participants, 165
knowing training style, 122–124
as learners, 35, 285–288
maximizing retention, 169
memory lapses, 227
needed skills and personal traits,

13–18, 32–34, 152
nervousness and stage fright, 239–246
nonverbal communications, 336–337
presentation skills, 139, 165
promoting transfer of learning, 311
responsibilities of, 28
roles and subspecialties, 12–13
tips, 34–35
trainer-participant conflicts, 229–230
transitions, 178–179
using materials and supplies, 171
using notes, 171–173
variety and flexibility, 35, 45

The Trainer’s Support Handbook: A Guide to
Managing the Administrative Details of
Training (Barbazette), 210

training
defined, 8, 37
need for, 9–11

The Training Cycle. See also specific
training phases

analysis phase, 40–41, 49–58
design phase, 42, 62–63, 66–67
evaluation phase, 43, 251–266
goal-setting phase, 41
implementation phase, 42, 157
overview, 39–40

Training Knowledge and Skills Inventory,
14–18

Training Magazine, 287–288, 294, 312

training sessions. See also learning
environment; participation; The
Training Cycle

adding surprises, 328
breaks, 332
content, 327–328
endings, 92–95, 179–181
establishing credibility, 331–332
evaluating, 251–266
expectations, clarifying, 326–327
fun during, 65
handling design inadequacies, 230–231
handling group dynamics, 210–214
introduction and orientation, 73–74
learning activities, 78–87
lectures, 75–77
logical learning sequences, 69
maintaining schedules, 342
openings and icebreakers, 70–73,

325–326, 361–372
preparing participants for, 118–119
preparing self for, 119–133
setting up the environment, 109–118
transitions, 178–179
visuals, 87–91

training style
communicating to participants, 331–332
content/process continuum, 202, 204–207
personal, identifying, 201–202, 204
task/people continuum, 203–204
using effectively, 209–210

training/facilitating competency checklist,
270–273

training-focused training style, 123
transfer of learning

barriers to, 276–277
challenges of, 310–311
pre-training strategies, 277–278
reinforcing during training sessions,

278–279
transparencies, overhead, 90
transporting materials, 131
trends in training, 309–310
troubleshooting logistic and equipment

problems, 121–122, 224–227. See also
problems during training

true-false tests, 2643
trustworthiness, communicating, 152
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• U •
understanding of content, maximizing, 169

• V •
values, group, 212
variety

activities for, 86
importance of, 46, 97

verbal fluency, 246
video feedback, 81
video presentations, 89–90
videos, DVDs

demonstrations using, 79
using effectively, 193–194
when to use, 185, 188

visual aids and audiovisuals
choosing, 184–190
defined, 43
effective, 88
evaluating audiovisual expertise, 184
setting up, 115
transporting, 131
troubleshooting problems with,

121–122, 224–227
using at end of session, 198–199
using professionally, 185, 188, 190–194

visual learners, 31, 86
voice tension, handling, 246
V-shaped seating arrangements, 113

• W •
wall space, 114
Web sites

American Society for Training and
Development, 11, 297, 298, 308

HUMOR Project, Inc., 356
lifelong learning resources, 287
Pfeiffer Annuals, 147

Web-based training (WBT), 313
Webinars, 314
West, Edie (training consultant), 71
when, where, what, who questions, 110
white visuals, emotional impacts, 216
whiteboards

using effectively, 197
when to use, 186, 189–190

The Winning Trainer (Eitington), 138–139
Workplace Learning and Performance

professionals, 9, 11
workplace training, comprehensive

approach, 9–11
worksheets. See checklists, worksheets
writing and publishing, 294

• Y •
yellow visuals, emotional impacts, 215
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