Day 5–Module 22

TRAINING WHEN TRAINING ISN’T YOUR JOB 

Understanding Participants' Needs

Most adults accept training best when they:

· Are asked for input regarding the need for training;

· Have a chance to ask questions;

· Are told what will occur;

· See personal payoff;

· Have a chance to tell what they already know about the subject;

· Have choices within the learning process;

· Hear and see real-world examples and stories;

· Can build on past experiences;

· That the chance to practice the new skills;

· Can participate actively;

· Feel safe in the learning environment; and

· See a clear follow-up plan.



General Ideas

This module is designed for anyone who needs to manage and/or actually deliver training. There are many reasons that the nontrainers in your class are now finding themselves responsible for training. 

Two trends are pervasive in today's world: (1) Our rapidly expanding knowledge and technology have ensured that organizations must provide training simply to survive; and (2) The highly competitive nature of the Air Force and today’s economic pressures has forced us to expand job descriptions and the roles of today's professional.

Module Introduction/Transition
Training manager may not be our job title, but training has become a part of our job description. Let's figure out how to train when training isn't our job. We began by taking inventory of needs. 
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Objectives

· To link the foundation of training to identifying goals in modules four and seven

· To clearly outline when training can and cannot help

Thinking Behind the Page

As trainers, we might be tempted to think that training helps everything. The reality is training does not cure all issues. This page will outline what training can and cannot help.

Teaching Tips

· Open the bottom half of the page up for discussion. Get participant examples of when training has helped, and when it has not. 

PowerPoint

· Yes

Transition

Hopefully, you realize I will now ask you to focus on the things that training can help. In order to implement appropriate training, let's begin with the idea of research . . . 
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Objectives

· To underscore the value of research in training

· To give participants in outline for assembling their content

Thinking Behind the Page

Nontrainers will always be tempted to use of packaged option. We should encourage them to investigate carefully. If a nontrainer has to develop a program or presentation, he/she will need to know how to assemble material content.

Activities

· Training consultants

Advantage
Expertise in training; willing to invest time; a training mentor

Disadvantage
Cost; may not know Air Force, people, goals; scheduling; no vested interest; still have to train in-house

· Outside trainers


Advantage

A skill presenter; will have credibility

Disadvantage
Cost; may not know USAF, people, goals; scheduling; no vested interest

· Rent CD



Advantage

Timesaver; can schedule as you please; contain step-by-step activities; cost

Disadvantage
May not address specific issues; general in nature

· Rent audiotape


Advantage

Can be used individually; inexpensive; many topics available; available equipment

Disadvantage
General in nature; little potential for practice

· Library rental

Advantage

Inexpensive; can be used individually or in groups; broad range of topics

Disadvantage
Requires expertise if used in groups; low tech; could be too academic

Assemble Your Content

a. Know your purpose. - Why are you training?

b. Write your close. - Writing the closing first saves time and ensures that all other material points toward your finale.

c. Develop your opening. -  This should be easy now that you know your closing.

d. Fill in the body. – Outline your major points.

e. Look for ways to create excitement. – Use exercises, games, toys, and so forth.

f. Visualize – Do not overdo PowerPoint, but consider visuals like handouts, flip charts, magazines, posters, and live demonstrations.

g. Customize – Even if you've taught many times before, always tailor for the group at hand.

h. Cheat sheets – Look for ways to keep yourself on track without reading from your handout.

i. Rehearse - Practice at the time of day that you will present. Practice pieces of your presentation in conversation with others. This will give you a chance to see their reactions.

Transition

With our content assembled and rehearsal underway, let's take a look at integrating our personal style. 
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Objectives

· To emphasize that we should let our own personality shine through during presentations

· To make the point that we should deliver training only when needed 

Thinking Behind the Page

The best presenters are always natural and are themselves in front of a group. Use this page to encourage supervisors to show a “piece” or private side of themselves whenever presenting.

Teaching Point

Also check the list on page one of module 22’s leader’s guide “Understanding Participants’ Needs.” There are additional ideas here.

PowerPoint

· Yes
Transition

Integrating your personal style is important in a presentation and so is instructing in a way to connect your delivery to the primary intelligences.
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Objectives

· To help participants identify and plan for primary intelligences 

· To make the point that the more primary intelligences we include in our presentations, the more likely our audience is to understand it

Thinking Behind the Page

We wanted participants to have a clear way of thinking about linking their teaching to the primary intelligences of their audience.

PowerPoint

· Yes

Transition

Now let’s determine how we get better over a period of time.
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Objectives

· To help participants evaluate what they've accomplished in delivery of training

· To encourage participants to update any training documentation

Thinking Behind the Page

Inexperienced presenters often fail to check participant understanding and knowledge. Encourage participants to poll their audience even if it's a simple like best/next time.

Teaching Tips

· Let participants tell of success and failure in areas outlined on this page. 

PowerPoint

· Yes

Transition

Let's pull it all together with an easy-to-remember acronym – T-R-A-I-N-I-N-G. 
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Check Yourself!

Have participants repeat this over and over again. After repeating three or four times have everyone in the room stand. Use this as a knock down drill - say each of the letters for example “ T” and ask a participant what it stands for. When they get it correct, they get to sit down. By the time you are finished, everyone in the room should know what training stands for.


T  
Take inventory of needs.

R  
Research

A 
Assemble y.our content.

I  
Integrate your personal style.

N 
Need

I  
Instruct

N 
Note success or failure.

G 
Go update!

Objectives of this module are to:





Know when training can and cannot help;


Become aware of the primary intelligences of participants; and


Know the steps for successful training when training isn’t your job.





Upon completion you will be able to:





Build or assess effective training modules. 
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