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Howard Thomas or any other person certificated so by Howard Thomas.
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Introduction
South Africa has become skills training mad. There are now SETA‘s and SGB‘s – all funded by
the Skills Development Levy. Ever since the rumours got out about unspent funds, people are
rushing into the training area (most with the very best of intentions) meaning to pass on skills to
the new generation.
If they are just running short courses, they do not have to be accredited, and besides, in these
early days of the whole Outcomes-based Education and Training (OBET) dream, some things are
just overlooked and some things find the rules bent a bit.
As a result there is a wide-spread tendency for well-meaning people to run skills training courses
without a proper background to OBET.
A lot of unfortunate things happen:


They confuse knowledge with skills. They assemble a whole lot of people with wonderful
CV‘s and decades of experience to ―come and talk on …‖



They don‘t understand why they can‘t get funding. They confuse registering with a
regulator with getting accredited. The first takes one email; the second takes months of
preparation.



They cost the learners a lot of time and money and learners get nothing out of it. Talk
(even from the most knowledgeable of people) only gives you information, which is the
same as noise. People need skills, knowledge and attitude, which they can convert over
time into wisdom.

These so-called training courses also have an unfortunate effect on what we call the ―subject
matter experts.‖ These are people who know a lot about their subject, mostly because they have
struggled and succeeded for decades, and can now ―do it in their sleep‖
The unfortunate fact is that the subject matter experts get up on a podium, position themselves
behind a lectern, give a stunning lecture, and then feel pleased with them as they perceive that
they have done something about ―putting back into the industry which has given me so much.‖
The training organiser is happy, the subject matter experts are happy, and the learners are happy
– for about a day. After this time they begin to realise that it was all very interesting, but in fact
they have learned nothing.
This book aims to assist the training organisers, the subject-matter experts, and even experienced
trainers.
It will:


Give you a basic insight into why OBET will make you into a better trainer, with stunning
results and far less work.



Show to how to get information about the learners so that your sessions will be effective.



Give you a useful structure on which to plan your sessions.



Build interactivity and experiences into your training sessions so that the learners learn by
doing.



Introduce simple methods of assessment so that you know how well you are doing in
getting the learners to learn their skills.



Give you some tips on how to evaluate your training, so that you can prove to yourself
that you have done a successful job.

This book will also help you in any of the following situations:
1. You are invited to run a training session, and you know that you have been chosen
because of your name rather than the knowledge, skills and attitude that the training
organisers have promised to the learners.
2. You are asked to demonstrate some equipment and show learners how to use it.
3. You are asked to run a workshop on some aspect in which you know you are an expert.
There are no other details provided.
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4. You are asked to run some classes. The notice is rather short and you suspect that the
organisers have been let down, and they are working their way down to the ―bottom of the
barrel‖. You hope yours is not the last name on the list.
The book starts with some basic principles that apply to any learning situation. Then it moves
onto specific situations and how to deal with them, ranging from lectures all the way over to the
―hands-on‘ demo.
Finally we look at some assessment ideas and tools and we close off with the evaluation of your
training efforts.
There is a big difference between going to a costly lecture by some visiting American guru, and
attending a training course in South Africa.
1. First of all, most of these visiting lecturers on a ―lecture tour‖ are called ―gurus‖ because
people can‘t pronounce ―charlatan‖. They‘re ―futurologists‖, ―lateral thinkers‖, ―lifestyle
enhancement Experts‖ or more usually yet another with a theory that the Great Pyramid of
Giza is a nuclear reactor.
2. Most training courses happen through training providers, either because there is genuine
need (and there is government and corporate funding) or because the training provider‘s
business research shows some commercial opportunity.
3. In the middle of that you get various seminar and workshop formats that involve foreign
speakers. If you look between the lines, you will find international corporate sponsors,
cultural agencies and the like who are promoting their interests. If you are on the invitation
list, you are definitely not top of the bill, and are more likely to be there as a ―supporting
act‖.
This book can‘t help you in cases one or three. In those cases, we recommend you make up a
stunning PowerPoint presentation, include some movies and sound, and look forward to the
cheap ballpoint pen in the even more expensive box that you get at the end.
Its case number two we are interested in. These are training events where there is a genuine
intention of transferring skills, but more often than not there are aren't sufficient quality controls in
place within the training provider to ensure that you, the invited trainer, are up to speed with
training skills.
These skills are not rocket science or brain surgery. They can be learned from a simple book like
this, if you are prepared to invest equal effort on your own behalf.

How to get the most from this book
1. Read it through once quickly. Note the progression of chapters through the Value Chain.
Each chapter starts with a diagram of your place in the Chain.
2. Note that each chapter stats with Learning Objectives and ends with some Reflection
activities.
3. Think bout it all for a while and let the overall concept and context sink in.
4. Go through the book slowly, point by point. When you have completed each Reflection
activity, check that you have achieved the learning Objectives.
Note: Any reference to gender must be taken as referring to both genders.
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Chapter One

How adults learn
Learning Objectives
At the end of this chapter, you will be able to:
1. Differentiate between how we learned as
children, and how we learn as adults.
2. Specify the main characteristics of training
in South Africa.
3. Summarise the basic skills trainers need.
4. Derive indicators from the theory of
experience.

Adults differ from children in how they learn. Exactly when a child becomes an adult is in dispute,
but you can see from the way I describe adults, they have left school, are probably working, and
have a keen sense of personal responsibility.
1. Adults have to know why they are learning. Evidence of this is the reason why managers
should never go to an employee in the workplace and say, ―You need training.‖ People
are sensitive to this. They don‘t like being called ―incompetent‖, - it tends to imply that
they are stupid.
Adults will only undergo training when they feel that they want it, need it, and that they will
benefit materially from it.
Trainers must not convince learners that they need training – they have to provide the
opportunities for the learner to persuade himself.
2. Adults want to be in control of their lives. They don‘t want to place themselves under the
control of the trainer – they want to collaborate with the trainer. This often explains that
surly attitude you often see in the training room – arms crossed and defiant expression
that says, ―Now come on – impress me.‖
3. Adults bring experience to the training session. They may not be experts in the subject in
the same way as the trainer, but there is every chance that they are experts in many
things the trainer has never experienced. All learning draws on a wide range of skills and
experience, and learners bring a wealth of experience to the training session. Trainers
should find out what learners already know and build on these experiences. Learners
should not be treated as if they know nothing.
4. Adults want results from training. They want to know that they will leave the training
session with real-world skills and knowledge that they can put to work immediately.
In South Africa today trainers are often put into a training situation where they are faced with
learners from disadvantaged backgrounds. Here the trainer is not only faced with adults, but also
people whose self-image may be extremely delicate. It‘s not nice to come from a disadvantaged
background, and even worse to be told that you come from one.
 They are crying out for their own dignity, and want to be treated as people who have
meaning in society.
 They have self-concept, but it will be very different from other people around them, who
may come from more advantaged backgrounds.
 English is probably their second, if not third, language.
This is only one reason why a trainer has to focus on self-concept, self-esteem and dignity in the
training session.
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Here are the basic tools you will get from this book:
1. Create a climate in the training environment that is directed towards learning, not just in
the physical amenities but because of the relationships you foster.
2. Make sure that the learners agree with you about their training needs. They must have
been consulted somehow: either in the way needs were determined, or by their
expression of free will when they enrolled on the training on their own.
3. Focus on the outcomes – on what the learners will be able to do after the training course.
―Knowing‖ and ―feeling‖ are not outcomes: you don‘t make outcomes out of knowledge
and attitude. You make outcomes out of skills that the learners can see themselves
doing, and sometimes, more important, have others around them seeing what they can
now do. Use observable action words to write your outcomes. You will find them all in
Appendix One.
4. Design a training strategy that will help learners achieve their outcomes. The progress of
the training need not necessarily follow one of the other from the very beginning to the
very end. Some processes have many simultaneous beginnings. Just make sure that
your sequence makes sense to the learners.
5. Get your mind right. You are not there to teach people. You are there to act as the
facilitator to give learners the opportunity to learn. This does not mean that you have no
responsibility. You have plenty. You have to design and facilitate the course. The
learner‘s responsibility is to actively learn.
6. Let the learners evaluate their own progress. Don‘t set tests and then evaluate learners
in front of the whole class. If someone is not doing well, let them discover this for
themselves, and deal with it in such a way that they are not shown up in front of the class.
It doesn‘t help to ask everyone, ―Do you all understand?‖ They have to say yes,
otherwise they look like fools. Tips on how to deal with this are in Chapter Eleven.
7. Encourage the learners to be proud of where they come from. You will always have
people from different social and economic backgrounds; you may even have people from
different countries. There will always be those individuals who will want to promote their
perception of their superior backgrounds. You must handle this carefully. For tips here,
see Chapter Nine.
Adults learn by doing. Here is Dale‘s Cone of Experience (which has never really been proved,
but to most experienced trainers, it seems to make sense.)
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Later on in Chapter Ten, we will look at a model for on-the-job training which works well for any
practical demo session where the learners must be able to come out with operational skills.
But this model holds true for almost all situations (with variations, of course!).
1. Show or tell them why
2. Show or tell them how
3. Let them do it in a group.
4. Let them do it on their own.
Also, in Chapter Nine we will look at techniques you can use to introduce experiences
into the training session.

Time to Reflect
Go back in your mind to the days when you were at school. List all the things that
happened in school with respect to learning processes that indicate that the rest of the
book will show you things that are different.

Chapter Two

Outcomes-based Training
Learning Objectives
At the end of this chapter, you will be able to:
1. Describe Outcomes based Education and
Training.
2. List the learning domains and levels
3. Define needs, standard, outcomes,
assessment criteria, assessment and
evaluation.

You don‘t have to know how the South African Qualification Authority works. Those who do know
took a lot of effort to understand its complexities.
But you do need to know what Outcomes-based Education and Training (OBET) means. It‘s what
you will be doing.
OBET has been around for well over fifty years as a formal process, and informally it‘s been
around since the beginning of humankind.
Take a simple task. I want you to go and fetch water from the river in a bucket. I‘m hardly likely to
say to you, ―Get a bucket‖, and thereby give you the opportunity to say, ―What for?‖
I am rather going to say, ―I am going to show you how to get water from the river.‖
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In other words, I am always going to say that I will teach you how to achieve a result. If I tell you
that I am going to teach you a task, then you will approach it begrudgingly not knowing why you
have to learn this task. You will always be asking, ―What‘s in it for me?‖
It’s a simple rule in life: people do things when they see what’s in it for them.
―What‘s in it for them‖ is an outcome.
That‘s why OBET is the most natural way to educate and train people. Remember in school, you
were told ―You are going to learn history (or something).‖ Not knowing the benefits to you, you
approached it begrudgingly and hated it from then on.
In OBET, we avoid the mistake of telling people that we are going to train them to do woodwork.
Rather we say we will train them to ―Make a chair‖, or ―Make a table‖. We stress the OUTCOME,
not the process.
But there‘s an interesting thing about OBET that raises it to even more useful heights. The results
of an outcome have to be observable in some way or another.
The statement, ―Know how to make a table‖ is not observable. I can‘t SEE someone ―knowing‖,
as I can‘t see into their mind. But I can see them make a table. I can watch them make it, and I
can see the table at the end of the process.
So words like ―know‖, ―understand‖, ―comprehend‖ and ―appreciate‖ are NOT outcomes as they
cannot be seen or tested. Ah, I hear you protest. ―But you can test someone‘s knowledge?‖
Can you? Or are tests and exams as we know them rather tests of memory? Does memory really
help you make a table, or do you need skills as well?
Who makes the better table? Is it the person who can remember the steps or the person who has
to be reminded from a manual?
The answer is, ―Neither. The person who makes the better table is the person who has learned
the skills of working the wood better.‖
OK, we can nit pick, but where OBET gets over the problem is by starting off every statement of
outcome with an action word (verb) that can be sensed (regarded as evidence by the senses.
We also divide them up into groups, known as domains.
There are three domains:


The Knowing domain or COGNITIVE



The Feeling domain, or AFFECTIVE



The Doing domain, or PSYCHO MOTOR

Guess what? This fits in with what we try and do in training, which is to help the learners develop
knowledge, attitude and skills.
Knowledge consists of a library of things that helps them see the big picture into why they do
things, and the possible consequences of doing things well or badly.
Attitude consist of ways you feel about things, for instance whether you will like doing a job or not.
Skills are things you do, and it usually involves the body. You can think a great speech, but what
happens if you can‘t speak?
The wise old man of training Benjamin Bloom arranged the three domains and gave them
questions that you can ask, and words that can be used in the outcomes. The list of questions
follows, and the action words are in Appendix One.
I. KNOWLEDGE (drawing out factual answers, testing recall and recognition)
who

why

which one

what does it mean

what how

select

define

what is the best one how much

when where

match

choose

describe

omit

II. COMPREHENSION (translating, interpreting and extrapolating)
state in your own words

classify

which are facts
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what does this mean

judge

select the best
definition

what would happen if

give an example

infer

explain what is
happening

explain what is
meant

condense this paragraph

show

read the graph, table

this represents

state in one word

indicate

show in a graph, table

is it valid that

what part doesn't fit

tell

demonstrate

represent

what expectations are
there

translate

explain

match

what are they saying

select

what restrictions would you what seems which statements
add
to be
support

what seems likely

III. APPLICATION (to situations that are new, unfamiliar or have a new slant for
students)
predict what would happen if

explain

choose the best statements that apply

identify the results of

judge the effects

select

what would result

tell what would happen

tell how, when, where, why

tell how much change there would be

IV. ANALYSIS (breaking down into parts, forms)
distinguish

what is the function of

identify

what's fact, opinion

what assumptions

what statement is relevant

what motive is there

related to, extraneous to, not applicable

what conclusions

what does author believe, assume

make a distinction

state the point of view of

what is the premise

state the point of view of

what ideas apply

what ideas justify conclusion

what's the relationship between

the least essential statements are

what's the main idea, theme

what inconsistencies, fallacies

what literary form is used

what persuasive technique

implicit in the statement is
V. SYNTHESIS (combining elements into a pattern not clearly there before)
create

how would you test

make up

how else would you

tell

propose an alternative

compose

state a rule

make

solve the following

formulate

develop

do

plan

choose

design
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VI. EVALUATION (according to some set of criteria, and state why)
appraise

what fallacies, consistencies, inconsistencies appear

judge

which is more important, moral, better, logical, valid, appropriate

criticize

find the errors

defend

compare
Based on Bloom's Taxonomy, Developed and Expanded by John Maynard

If you are giving a training course on writing business plans, the outcome is simply ―Write a
business plan.‖
However, there‘s another simple rule in life:
No one ever wants to deliberately do a job badly. In fact most people try their utmost to do
their work well.
So no one wants to go on a training course and come out writing a business plan badly.
So we generally add to an outcome some statements that describe how well the job has to be
done in order for the person to be described as ―competent‖. To be ―competent‖, you must reach a
―standard‖.
The way we describe ―standards‖ is through Assessment Criteria.
Remember how we usually attribute four criteria to a standard:
Quality, quantity, time and cost.
Well these things we now call ―assessment criteria‖, because we are going to assess whether
people are ―competent‖ or ―not yet competent‖ after the course. Otherwise we cannot measure
our effectiveness as trainers.
You can‘t just walk away after the session and say, ―Well, I‘ve done my job. Now I‘m going home.‖
You can only be happy and satisfied when a very large body of the learners have demonstrated
that they can apply the knowledge, have a positive attitude and can perform the skills.
We measure these things in lots of very simple ways (Chapter Eleven). We measure them against
the assessment criteria.
For instance, the assessment criteria to the outcome ―Write Business Plan‖, could be:
1. The Business Plan contains all the sections to contain the information required by the
project.
2. The Business Plan contains no duplication, unnecessary background or legal formality in
style.
3. Financial estimates based on solid research into factual data and shows feasibility over
three years.
If these criteria are not met, the readers could read what you want them to read, and what you
decide makes up the elements of a good plan.
Notice that the outcome starts with a verb, whereas the assessment criteria start with the noun.
It‘s not a rule; it just makes it a lot easier. Why?
Outcome
This describes something the learner has to do, so start with a ―doing word‖ (verb)
Assessment Criteria
These describe how well the job has to be done, so make it a statement of description (therefore a
noun followed by adjectives – that describe: quality, quantity, time and cost.)
Every outcome can be broken up into smaller outcomes that together add up to the single ―exit
outcome‖. There is much more on this in Chapter Five.
Is there anything more to OBET? A few things.
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Needs
OBET trains to a need. It doesn‘t train just for the fun of it. It goes to the trouble of constructing
courses, training trainers and assessing competence in order to fill a skills need.
Outcomes are written to fill the gap created by needs.
OBET only trains in the outcomes needed, and the knowledge and skills included in a training
course are targeted only to those needs. OBET trains ―needs‖, not ―wants‖. OBET trainers
constantly ask themselves, ―Is this a NEED TO KNOW, or only a NICE TO KNOW?‖

A word of caution
If everyone trained only to needs, they would all be train the same thing and there would be no
need for competition as all training providers would be offering the same product. That is why
every training provider adds in their own idea of ―wants‖, the things that they claim give the
learners a more rounded education. This is the training provider‘s competitive edge. In a training
course, you may, as a subject matter expert, be called in to deliver ―wants‖. You must be clear on
this point from the start. However, this does NOT give you permission to deviate from the learning
and practical principles of OBET.

Outcomes
Every course will have to have a list of outcomes. If this is a formal course and directed towards a
SAQA Unit Standard, then the outcomes are laid out in the Unit Standard. These are published
on the SAQA website (www.saqa.org.za) and are in the public domain.
If not, you can design your own outcomes, and you will find how in Chapter Five.

Assessment
Outcomes-based Assessment is based on determining whether a person can perform a skill or if
they cannot.
Either you can make a chair or you can‘t make a chair. You can‘t ―sort of‖ make a chair. If a chair
is not made competently, the leg will break and the person sitting on it will break their legs.
That is why OBET defines skills in terms of outcomes, and allocates to the outcomes ―assessment
criteria‖. These criteria are the indicators that show the assessor that the learner can do the skills
or if they can‘t. If they can‘t they will have to work on the area that they cannot do, until they get it
right.
Under OBET, the learners are either ―COMPETENT‖ or ―NOT YET COMPETENT‖. There‘s no
half way.
Let‘s list some more things about OBET assessment that are very different from the way we were
taught in our schooldays:


In OBET, there are no marks. You can‘t ―83% make a chair‖. Either you can make the
chair or you can‘t. It is one or the other.



In OBET there is no PASS and no FAIL. If you are not yet competent, you will be trained
further on the areas in which you are not yet competent. It‘s not like the old days where if
you failed an exam, you had to wait a whole year to write again. And if you only got 50%,
you were still regarded as having ―passed‖. In OBET, you only have to train further at
those areas in which you are not yet competent.



Under OBET we want everyone to eventually be competent, so we re-train in the areas in
which the learner is not yet competent. OBET wants everyone to be able to ―get it right,
first time.‖



OBET doesn‘t write tests of exams. Yes there are lots of assessment tools that rely on
tests of one kind or another, but they do NOT:
o

Test memory as opposed to knowledge. If the source material comes from books
the learners will usually bring their books in with them, known as the ―open book
test‖. It‘s far better to know that the learner knows where to find the information,
than that they have simple memorised it.
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Simply test recall. We want to know that they can apply the knowledge in some
way, in other words, that they have understood the context, the reason and the
application of the knowledge.

Under OBET assessment, the assessment designer will put together a toolkit so that the
assessor can:
o

Determine if the candidate can DO something.

o

Judge the competence on the basis of objective evidence.

Evaluation
We will look at the four levels of evaluation a little later in Chapter Twelve. But there is basic
principle that is also not negotiable.
OBET does not train for the sake of training. OBET trains to fill a NEED, and once the training is
done, there has to be a full evaluation of how well the training course has worked in terms of
producing people COMPETENT in the skills identified by the NEEDS.
It‘s all part of a circle.

Time to Reflect
Take a piece of paper and draw a flow chart that demonstrates the process of training.
Do it in one straight, horizontal line
On the line below the flow chart, make notes of things you think you will have to do to
ensure that the process happens.
Check your answer against the flow chart in Appendix Two.
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Chapter Three

What makes a good trainer?
Learning Objectives
At the end of this chapter, you will be able to:
1. Detail the qualities of a learning centred
facilitator.
2. Apply these principles to the work you have
ahead of you.

A good trainer is someone who:


Puts learners first



Is a subject matter expert



Wants to transfer knowledge, skills and attitude.



Understands how and why adults learn.



Has respect for timetables and programmes.



Wants to see all learners assessed competent



Keeps his focus on the learners



Is learner-centred



Can organise training



Can express skills in terms of practical experiences



Has respect for assessment and evaluation.

Let‘s do an exercise. If these are the qualities of a good trainer, and if you were going to train a
subject matter expert to be a good trainer, how would you express these qualities as outcomes?

Quality

Outcome

Puts learners first
Is a subject matter expert
Wants to transfer knowledge, skills and attitude.
Understands how and why adults learn.
Has respect for timetables and programmes.
Wants to see all learners assessed competent
Keeps his focus on the learners
Is learner-centred
Can organise training

©Busvannah Communications cc 2005

Version Seven

Learn to Train

Page 15

Can express skills in terms of practical experiences
Has respect for assessment and evaluation.
Check your answer against the answers in Appendix Two.

Learner-centred techniques
A good OBET trainer is focussed on the learners.
A lecturer is not. He is information-centred. More than that he also detracts the attention away
from the learners and focuses it on him and the information he is delivering.
A lecturer is on a stage, higher than the learners, so the he is looking down at them. He is making
sure that all the learners‘ attention is on him, the board and the screen.
The learners listen to his voice and see his slides.
At the end they may be allowed to ask questions, but even when they are asking their questions,
they are addressing the attention to him.

The learner-centred facilitator
The facilitator turns the attention to the learner as an adult. Remember? The adult learner is
someone who:
1. Has to know why they are learning.
2. Want to be in control of their lives.
3. Bring experience to the training session.
4. Want results from training.
Here is a list of things that good OBET trainers do. You will see things here that will challenge
you to change the way you train. They will not be easy, but the more you understand WHY they
are effective, the easier you will find them.
As an OBET trainer, you will:


Organise the parts of the course and run the programme so that learners feel that they
have ―own‖ the programme.



Create opportunities for learners to discover things for themselves.



At the very beginning, discuss with the learners what they want to and expect to get out of
the programme. Tell them what you have in store for them, and discuss ways to make
sure that what they want and what you have to offer align.



Be supportive so that learners feel free to take risks, to ask questions, and to try out new
ideas and ways of doing things for themselves.



Be sensitive to silent messages such as your body language, as well as that of the
learners to make sure that learners are confident, comfortable and maintain their self
esteem.



Keep up your enthusiasm, passion and energy. But that does NOT mean going fast. You
can be passionate and at the same time keep the pace that suits the learners.



Be aware that some learners may not agree with you, and accept the fact that you may
not agree with some things that learners have to say. Discuss disagreements openly.



Show respect to all learners, no matter how difficult they may be.



If you don‘t know something, admit it. Tell the learners you will find out for them.



Don‘t criticise, encourage. It‘s called positive reinforcement. If someone has got
something wrong, explore with them ways to find the right answer.

LearnerCentred

Advantages

Disadvantages

Learners are directly involved in
learning; they have opportunities to

Takes longer because learners have
opportunities to practice and apply
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apply learning

skills.

Learners receive immediate
feedback through practice

You cover less scope in the same
time

The experiences lead to greater
satisfaction

Smaller groups mean higher costs

Increased understanding and
retention
Accommodates different learning
styles
Interactivity

Advantages

InformationCentred

Disadvantages

Efficient—more information
presented in short period of time

Information overload which people
often cannot remember

Effective in presenting ―nice to
know‖ rather than ―need to know‖
information

Not always possible to accommodate
learners questions

Cost effective—one trainer can
present to many people at once

Less satisfaction with learning
experience
Limited effectiveness in appealing to
differences in learning styles
Learners have no opportunity to
apply learning during the training
session and receive feedback
One-way communication

Attitude
If you have the right attitude, you will naturally start practising all these techniques. We‘ve gone
through a lot of them, so let‘s summarise them by looking closely at the attitude good trainers
have right from the start.


The learners are the most important people in the whole project.



Each and every one will be different. They will come from different cultural and social
backgrounds.



Adults want to learn, they want you to help them learn far more than they want you to
teach them.

There are lots of other things that make a good trainer and you will find them in detail in Chapter
Nine.

Time to Reflect
List all the things that you think you still need to become a ―learning centred facilitator‖.
Go to Appendix Three and test yourself as to how learner-centred you are.
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Chapter Four

Assessing Needs
Learning Objectives
At the end of this chapter, you will be able to:
1. Detail the process of developing needs into
a curriculum.
2. Detail the process of defining needs in
unstructured courses.

There are going to come times when you are asked to ―give a talk‖ and the pay is good enough
not to refuse.
What they may mean is that they want to run a training course, and don‘t really know how to. You
however have your reputation at stake, and you will be expected to train.
―To train‖ means that:


The learners learn something



They come out of the session with some skills.



They appreciate your input, your instructive techniques and the fact that you care about
them



Your reputation is enhanced, each and every time you leave the training room.

You can only transfer skills, knowledge and attitude when you know what they need.


If you give them knowledge and skills they already have, they will get bored, and then you
have no way of influencing attitude except in ways that are negative.



If you give them knowledge and skills they are not ready for, they will not understand, and
again you will cause a negative attitude.

You can only train successfully when you deliver to the learners the knowledge and skills that they
need. If they NEED it, then you can be sure that they also WANT it.

Needs Analysis in a Curriculum
If you have been asked to train at an established school or institution, and your work is to be part
of the syllabus or curriculum, then there are a number of things you have to know before you can
start preparing your training materials

1.

What is the entrance learning that was assumed to be in
place at the school?

It‘s not politically correct to refer to ―entrance criteria‖ and things that sound exclusive, so
nowadays we use the term ―Learning assumed to be in place‖ Like many things in South Africa is
means the same, have the same exclusivity, but it just sounds better.

©Busvannah Communications cc 2005

Version Seven

Learn to Train

Page 18

There are a number of aspects to this. The first is NQF Level. This is best understood if you look
at this simple conversion table which shows you what we mean by NQF Level. For instance, NQF
6 simply means ―the same level as that of a university bachelor‘s degree.‖

Academic Equivalent that meets the NQF standards

NQF Levels

Doctorates

8

Masters Degrees

7

First and Honours Degrees

6

Non Degree Diplomas

5

Grade 12

4

Grade 11

3

Grade 10

2

Grade 9

1

Knowing this tells you what level people are at when they enter the course. Half the problem is
solved already.

2.

What do they know already?

If the school is organised, they will have set Learning Outcomes for the section that are going to
train in. If they are not – and there are plenty that aren‘t organised, but that is no reason to turn
down the job – you may have to ask some questions.

Simple questionnaire when the training is “not quite formal”
A

What are the outcomes for the whole course

B

What outcomes have been trained prior to my course?

C
What outcomes are scheduled after my course
Now do some simple arithmetic:
A – B – C = the outcomes that have to be in my course.
Now write the outcomes that you think match this formula and are therefore appropriate. (You
have to jump ahead to Chapter Five for this).
Then present them to the person who wants you to train and get their written agreement that
these are the outcomes you will train.
It‘s important to get the ground rules clear before you start. This is so that you can do your
evaluation properly. (You can jump to Evaluation in Chapter Twelve if you like).

Time to Reflect
1. Are there any circumstances under which you would not be required to know
the needs of the learners?
2. Are you sure? Is there any activity in life that does not require you to set
objectives?
3. Can you set objectives without establishing a need for the results of those
objectives?
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Chapter Five

Targeting the Learners
Learning Objectives
At the end of this chapter, you will be able to:
1. Write outcomes.
2. Write assessment criteria
3. Target the special needs of the learners.

This chapter is in two parts:
 Writing outcomes, and
 Targeting the needs of the learners.
They are not quite the same thing.

Writing outcomes
This is such a simple skill, that by the time you can do it in your sleep, you will wonder how you
ever did without it: like masking tape, the fax and the cell phone.

The systems approach
You get into writing outcomes through the systems approach to processes. They follow this
simple model:
Everything that has value added to it goes through a process. All processes have:


Inputs (the raw materials that come into the process, which usually include plant, people,
money and time.)



The process (where all the inputs act on one another to add value and improve the total
product.)



The outputs (the result of the process where the product now has added value).

When we are not used to OBET, we tend to see training as the curriculum, which is only one of
the inputs.
The competency of the trained person is the output, but we have to ask ourselves if that is exactly
what we wanted in the first place.
What we want in the first place can only be described in terms of an outcome – which has to
accurately define what the learner has to be able to do.
In OBET training, we say that the outcome follows the words ―At the end of this course, you will be
able to … ―
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The words ―able to‖ are the key words. They mean that you will be competent in a task.
We usually format an outcome with the verb (the action word) first and use the rest of the
sentence to describe it. An outcome always sounds like an order: ―Do this‖, and ―Do that‖.
Outcomes look like this:


Make a chair.



Draw an accurate representation of a dog.



Produce a film.



Sing a song.



Calculate the circumference of the earth.

Get the idea?
In relation to the systems approach, you may want to see it like this:

Assessment Criteria
―Make a chair‖ says that the outcome is that the leaner will make a chair. But this begs the
question: ―How well will she make the chair?‖ Will I be able to sit on it without breaking my leg?
So when we write an outcome, we make a few statements that tell us whether it has been done to
out satisfaction or not.
For instance

Outcome
Make chair

Assessment Criteria
The seat of the chair is level and at normal sitting height.
The chair is stable when sat on by a person weighing 120 kg.
The chair does not wobble when sat on by a person of normal weight.

Outcome
Write a business
letter

Assessment Criteria
Letter includes date and full details of addressee
Range: Name, title, street and postal address, salutation are all
required
Subject line includes summary of contents
Letter is concise and polite

Outcome
Iron a shirt

Assessment Criteria
Body of shirt has no creases
Creases line up with the seams
Fabric has no scorches

Get the idea? (Sometimes an assessment criterion needs some qualification, so we give it a
Range Statement that indicates what the criterion may include or exclude.)

How to write a simple standard
A simple standard that you need to start with the process of planning and preparing for training
looks like this:
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Title

This is exactly the same as the final outcome from
the course

Target learners

A description of the learners

Learning assumed to be in place

What they know before starting the course

Outcomes

Here you will list the outcomes that together make
up the exit outcome

Assessment Criteria

Each of the outcomes will have a number of
descriptors that enable you to assess the
competency

Remember
The action word you start with has to describe an action that you can see, or observe, or evaluate.
You can‘t evaluate the word ―know‖ so the sentence ―know the history of the toilet‖ is not a valid
outcome. The same goes for words like ―understand‖, ―appreciate‖, and ―conceptualise‖. You
want to use the words that can be seen to be done, and the list of them is in Appendix One.
Let‘s do an exercise.
What are these statements: inputs, processes, outputs or outcomes?
1

The theory behind plumbing

2

Replace a tap

3

Replacing taps

4

Making chairs

5

Iron a shirt

6

The operation of an iron

7

The maintenance of an iron

8

Drive a car

9

Driving cars according to the Rules of the Road

10

Bake a cake

11

Select the ingredients and mix them together

12

The art of shopping for a whole month.

Targeting the needs of learners
How do you know that you are going to ―get through‖ to the learners?
If you are teaching in Beijing, you would hardly train in Spanish. If you are going to train in Cape
Town, you are not going to be understood if you train in Portuguese.
Language is just one factor, and in fact language is a major factor in South Africa.

Language
In South Africa, English is only a first language for 8.2% of the people who claim they can
understand English. This means that when training people to whom English is only a second or
third language, you have to be very careful in what we call ―register‖.
Register is the level at which you choose language and training techniques. Your learners may
be at NQF 5, but their English may only be at NQF 3.
Therefore you will almost always have to make allowances.
ALWAYS: train in the simplest possible vocabulary and grammar. Don’t be afraid to be
informal, colloquial or to use slang. Repeat yourself in different ways when you are
dealing with technical or difficult terms.
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Training Needs
Don‘t forget what we discussed in the previous chapter. Target the needs.
Don‘t give them ―wants‖. Put it another way: train the ‗must haves‘ and not the ―nice to haves‖.
But let‘s qualify that a little. The needs consist of the:


Skills



Required knowledge to put it into the skills into context. The context includes the benefits
to them (the learners) of being able to do the skills.

If you train them in those two with enthusiasm and passion towards the highest possible
standards, then the attitude will happen automatically.
So, when the question comes up, ―What background knowledge do they NEED to have? The
answer is simply:


Only that knowledge that enables them to perform the skill in a variety of situations.



Only that knowledge that enables them to understand why the skill is important to others.



Only that knowledge that enables them to know what benefits they will get from
performing the skills competently.

Disabilities
The most common disability you will come across is deafness, but there are often other common
learning disabilities such as dyslexia that may be known to the training manager. You have to
know of all the disabilities of learners who will be in the training sessions so that you can make
allowances for them in your training design.

Assumed learning
Often the ―learning assumed to be in place‖ is an over-estimation. For instance on short courses,
training institutions don‘t ask people in depth what learning they have or what level they are at.
They are too busy collecting fees from the learners!
Also people often admit to a higher learning than they actually have to make themselves look
good.
To be safe, always set some sort of short test to see what level the learners are at right at the
beginning. You will get a lot from the expectations that learners have if you discuss them openly
at the beginning of the course.
You will find some very useful tips in Chapter Ten.

Experience with OBET training
Many learners, especially those at NQF 4 and above, have not grown up used to OBET training.
They may find the experiential participation and the interactivity a little overwhelming. In these
cases, you have to start off by breaking the ice right at the beginning. We will look at ―ice
breakers‖ in Chapter Ten.

Time to Reflect
Imagine a situation where a subject matter expert is invited to ―give a talk‖. The expert
decides what he will talk about, and how. Is there any way that this talk will have any
effect or impact?
Look at the Value Chain in Appendix Two of your training. It shows every step in the
process in which you add value in every subsequent step in the process of training.
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Chapter Six

The Training Materials and Aids
Learning Objectives
At the end of this chapter, you will be able to:
1. List the different types of activities that can
be used to transfer knowledge, skills and
attitude.
2. Detail the tools that are commonly used in
training.

This chapter is in two parts:
1. The type of activity
2. The physical tools

Activities
Look at this diagram. What it shows is the level of interaction between the least interactive and
the most interactive.

You can see that, apart from reading, the lecture is the least active format, and therefore the least
remembered. At the other end of the scale are Intensive Growth Group and Structured
Experiences, both of which need a high degree of qualification and experience on the part of the
trainer.
Instrumentation is a word for a personal test that scores the learner‘s knowledge, skills or attitude,
and that is preferably self-testing. And there are various other categories along the line, but let‘s
take them one at a time.

Experiential lecturette
If we have to impart theory, make sure it is in the form of a lecturette, and not a lecture. As the
name says, a lecturette is a short lecture, usually not longer than ten minutes.
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Any lecturette must be followed by a highly interactive activity or exercise that reinforced the
concept, context or information contained in the lecturettes.
To make the lecturettes experiential, break it up. Have what look like impromptu questions,
discussions, exercises, and interplay.
Constructing these takes time, effort and experience. But if you want to distinguish yourself away
from ―just another boring old lecturer‖ you will find these tips useful.

Discussion
Take a topic, or close off your lecturette, and derive a topic for the group to discuss. Be a good
facilitator to ensure that they don‘t go off at a tangent, or for that matter, discuss a complete
misinterpretation of what you said.
In this way, you can use the discussion to determine just how well you got the message across
and how well they have understood it.

Participation
This is more than discussion; this is when the learners actually get involved. It means taking the
subject away from just words, and putting it into practice in the form of a game, exercise, or
project.

Case Study
This is a little more rigid as the group has less movement in which to operate. The case study
gives the information and the parameters, so it is more intensely active than a participatory
exercise.

Role Playing
This involves people actually playing the parts in the exercise. It starts getting really active, and
the trainer has to be very skilled to help the learners overcome embarrassment and fear.

Instrumentation
This involves using instruments, such a structured questionnaires to help the learners understand
something about themselves, or the depth of what they have learned.
Designing instruments requires a lot of training and administering them is also highly skilled.
You are advised to keep away from them when you are just beginning.

Other methods
Here are some more activities that are more definite in their structure:

Large Groups
It is not easy (almost impossible) to train large groups. The largest group that is effective is 15.
However, a lot of training providers have to make money, and every now and then they get in
large group that spreads the overheads a little. These are the type of events to which subject
matter experts (like you) are often invited.
You have a choice:


Either you take the money and run, or



You protect your reputation, integrity and conscience

This means you have to impart some knowledge and maybe even some skills.
Here are some tips to help you:


Get them enthusiastic. Show your passion, your way. Put everything you can into the
materials you present, and don‘t compromise. Still chunk it, still break it up, and
intersperse your lecturettes with discussion and questions.



Change media. Move from video, to slide, to flipchart. Try and get them to write
something out.



Give them the notebooks. One way is to print out your presentation to a document with
the slide on top and room to take notes on the rest of the page. This way they have a
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record of the slide, don‘t have to copy it down, and have time to think and take their own
notes.


Move about. Don‘t ever stay at the front of the room. Use remote devices to change
slides. Take your seat in the front row and talk from there; at least you are one of them.
Move about. Walk through the aisles. If you are energetic, jump up on the tables and
dance. Be different.



Start something that appears to be spontaneous. Ask a question. Tell them all to write
out the answer on their own. Then select a panel of five; have them come to the front,
and then read out their answers. Let a discussion start spontaneously. In fact, appoint
one of them to facilitate and go and sit at the back.



Use dyads. A dyad is a working group of two. (Monad = 1, dyad = 2, triad = 3, tetrad = 4,
pentad = 5, hexad = 6, heptad = 7.) It‘s very simple if you just get everyone in the row to
start from the one end and group into two, (or the last three). Then discuss a problem.
Give them 5 minutes, and then ask random groups to report back. Start a discussion that
way.

What’s in it for them?
Make a point of following every module with a discussion of ―what‘s in it for me?‖ Ask random
people to report on a special meaning that the last module had for them, and let that start
discussion. This has the effect of continuously contextualising from a personal point of view.

Using small groups
After any lecturette, whether you give it, or it is pre-recorded on tape, break the group up into
small groups (monad = 1, dyad = 2, triad = 3, tetrad = 4, pentad = 5, hexad = 6, heptad = 7), and
give them a mini project. Make them report back, discuss and arrive at some sort of group
consensus. This has the effect of showing you the level of assimilation. It also has the effect of
improving their memory (retention) as they are DOING something with the knowledge and
converting it in many cases into a skill.

Ice Breakers
This is the first module, or what you do before the first module. If the class consists of strangers
who have met for the first time, or people that you are meeting for the first time, then you need to
find some activity that breaks the strain in the ―unknown‖.
Find an activity that is related somehow to the subject, but that is short, fun and involves the
personal participation of the learners.
For instance, break up the exit outcome into different roles. List and write out the roles on the
board, and give everyone a pen and a card. Now let them choose the role that best suits them.
When they have written their chosen roles on the cards, go round the room and have each one
hold up their card, say who they are, and why this role suits them personally.
Otherwise, just tell learners to turn to the person to their right, and interview them for one minute
and then do the same with the person to their left. Then have each one tell the class about the
person to their right (or left).
There are many books on ice breakers and other activities available form any bookshop that
keeps business books.

Experiential learning
This is the process, through which learners learn inductively, that is they discover for themselves
by experiencing it personally. This does not have to be real. It can be a simulation.
The most important thing about a structured experience is the value of the emotional experience.
It is extremely difficult to train, experience and even assess some things (such a putting out the
fire in a high rise building). It is difficult to get people to experience anything that is costly,
dangerous and bulky.
But you can simulate it, often through analogy. For instance, if you want to teach negotiation
skills, let them play a board game that uses negotiation. There are hundreds of books on the
subject available from most bookshops, and they give you examples of the type of activities that
teach specific skills through simulation, case study or even role play.
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There is a cycle in experiential training, and this cycle demands that you the trainer make sure
that the learners experience every one of the five stages of the cycle.
1. Experience. They must go through the activity and play and active part. This enables
them to ―feel what it is like‖.
2. Publish. They must, immediately afterwards, tell others in the group what they saw, how
they reacted, what they felt.
3. Process. The discussion must then move to sorting out the reactions and feeling and
looking for patterns.
4. Generalise. They must then transfer, through discussion, the trends and patterns into the
real world. This is particularly important if you are going to use simulations and games.
5. Apply. For the whole experience to be effective, they must then apply these principles in
real life. It is difficult for you the trainer to find out how they applied them, unless you keep
in touch with each individual. Sometimes this is absolutely necessary as we shall see in
Chapter 12.

Technical or practical demonstration
This is the type of training where you are the expert at working something. You bring it in and you
show them how to do it.
Most tools can only be operated by one person at a time, so make sure you have enough
equipment to go round without them getting into a long boring queue to get a personal go at it.
Go back to Dale‘s Cone of Experience in Chapter One. From that you can see that the easiest
way of structuring the module is to use this process:
1. Show them
a. Give them the context
b. Point out the reasons for the job.
c.

Detail safety aspects and critical points.

d. Demonstrate
2. Do it again, but this time following the prompts from the learners.
3. Let them do it on their own by describing aloud each step and critical point as they are
doing it.
4. Let them do it on their own without talking.
Step four is their assessment.

Materials
Your training materials will almost always consist of:
√

Design Matrix

√

Programme

√

Instructor‘s Guide

√

Learner‘s Handbook

√

Training Aids

√

Handouts

√

Assessment materials

√

Post course questionnaire

Before you can start on these, you have to learn how to do a design matrix, which you will learn to
do in the next chapter.
The full details on how to do all these materials, you will find at the end of Chapter Ten
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Aids
Make the full use of everything you can. It is important to get people to move, to change the
angles of their seating, to get up, to get air into their lungs and thence into their brains. People do
not learn sitting around doing nothing except supposedly thinking.
1. Boards. These are not as easy as it seems. If you want to keep their attention, you have
to write fast, and in such a way that people can read it. It also helps if you write in a
straight horizontal line. All this takes practice.
2. Flipcharts. These are only useful because they enable you to tear sheets off and post
them to the walls to serve as reminders and reference. It helps to have things that enable
you to stick the sheets to the wall without damaging the paintwork.
3. Overhead projectors. These are in common use as many facilities cannot afford the
luxury of the notebook and video projector. Make your slides colourful, but also legible.
Earlier I said that it helps to give the learners a pad of paper that has the slide printed at
the top, and room to write on the rest of the page.
4. Presentations. If you have the luxury of the laptop or notebook computer with a video
projector, then use presentation software to make imaginative slides.
a. It is very important to make the most of the slides. Get to know how to use the
software to its best advantage.
b. You don‘t have to pay lots of money for PowerPoint. There are compatible
programmes available for free.
c.

Since you can include moving pictures, include videos, moving graphics (gif
animations), and if you have speakers, then also sound. Show the learners that
you care. It‘s not a matter of ―razzle dazzle them‖, but show them that you have
made an effort for them.

Your own body and voice. Look professional, but casual. Be comfortable so that they feel
comfortable. Stand upright and confident. Use gestures to prove a point. Move around the room.
What they see and hear contributes to what they will remember.

Time to Reflect
Make a list of the types of activities that are commonly used in training.
Now to the right of the list, describe how these activities could be used in your field
when you are training.
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Chapter Seven

Designing a matrix
Learning Objectives
At the end of this chapter, you will be able to:
1. Define an outcome.
2. Describe a module
3. Design and write a Design Matrix.

Let‘s assume that you have been asked to train a group of people and you have written the
outcomes

A bit of revision
Your outcomes are:


Statements of what the learner has to be able to do after the course has finished.

Your outputs enable the learners to DO the outcomes. The inputs are things like the curriculum
and the training materials. The process is the work you do in the classroom with the learners.
Now the starting point is the outcomes.
There is one outcome to a training course. We call this the EXIT OUTCOME. An exit outcome is
made up of lots of smaller outcomes. It‘s rather like a job being made up of tasks. All the tasks
add up to the job. In the same way, all the outcomes add up to the overall exit outcome.
We are going to use a simple little plan that will help you start at the outcomes, break them up into
elements, group and sequence the elements, and put them into a nicely structured training
course, in such a way, that once you have done all this, you will know immediately how long the
course will take.
This is a technique you are going to have to teach yourself and get better at through practice.
Every subject is different and every subject breaks up in different ways, but the principles are the
same.
They are simple, and here they are.
Before you move on: Go back to chapter five and go through the format of a standard.

Break up the outcome into basic parts.
Every outcome must have the following parts:
1. The context
2. The reasons for the outcome
3. The benefits of being able to do the skills involved.
4. The ―bite-sized chunks‖, each of which has its own mini-outcome.
5. How you do the training (process)
6. What materials you need for the training
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7. How you evaluate the outputs.

The Module principle
Training follows a simple principle: the biggest problem people have is that they can‘t sit still. This
especially holds true in training. If you keep them still their minds will drift off to the moon.
You have to keep learners busy, and sitting there listening to you is not ―busy‖.
You can follow these simple principles to make sure that you learners produce results:
1. Don‘t let them stay at any one activity for longer than ten minutes, unless the activity is
under their own control.
2. When you come to the end of an activity, make sure that the next activity is a different
type of activity.
3. Break every day up into four sessions
a. Before tea
b. Before lunch
c.

After lunch

d. After tea
4. Make sure that at the end of each session you do SOMETHING that gives you tangible
evidence that the training is working; that they understand; and that they are learning how
to apply the skills.
If the period between teas and lunch is about 90 minutes (that makes six hours of learning, PLUS
tea PLUS lunch – that‘s a very heavy day of learning), and each module should not exceed 10
minutes unless it is a practical exercise, then you must have about eight learning modules in each
session.
Also keep your modules going at a pace to enable people to assimilate and process the
knowledge and skills you are giving them.
Don‘t move onto another module unless you have allowed about five minutes for questions,
suggestions, comments or even just quiet introspection and reflection.
This means that every module has now stretched to fifteen minutes, which has reduced the
number of modules in any one 90‘ session to six.
But you shouldn‘t do more than three modules without some sort of activity or experience. Since
the activity is under their control, you can exceed the ten minutes rule. We have now reduced the
probable number of modules in a session to about four.

Learning outcomes
Now that you have divided the course up into modules, make sure that every module has learning
outcomes.
You know what you want to achieve, so convert them into module learning outcomes, written in
exactly the same way as you wrote the other outcomes, except that they will describe a smaller
parts of the whole.
It‘s getting easy now.
Turn to the next page and look at the landscape view of how to design a worksheet that will suit
your purposes. On the next page is a sample worksheet that has been completed for you.
After that, we will look at the ways of training and evaluation. Then we will look at how you make
up your training materials.
Only then can we start looking at what you do in the training room. No wonder that for every hour
of training you do, you need at least twenty hours to prepare for it. Of course, if you know the
subject already, you can design and prepare for training in half that time.
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Outcome

The context

The bitesized chunks

The learning
outcome

The benefits of
being able to do
the skills
involved.

How you train

What
materials you
need for the
training

How you
evaluate the
outputs.

Time
allocated

(Here you will list
the outcomes,
and spread them
out so that you
can break each
outcome into a
number of
different learning
outcomes. In
other words, you
break up the
outcomes into ―bit
sized chunks‖, the
type of size that
will take you
about 10 minutes
to deal with).
Look to your
assessment
criteria for
guidance as to
how to break it up
into chunks.

(Here you will
devote only one
line per outcome.
Each outcome
has a context.
There is the
overall context:
that value it has
in the product of
service you do.
You as the
expert may even
know some other
contexts, but
make sure that
they are ―Need to
know‖ and not
―nice to know‖

(Here you
break up the
outcome into
little pieces
that are
manageable
but still make
sense. You
cannot break
up a little task
that cannot be
broken up)

(This is
written in the
standard
format. All
the learning
outcomes in a
module must
add up to the
exit outcome
for that
module)

(Here you point
out the benefits to
the learner of
using the
knowledge and
being able to do
the skills involved.
Do this right and
the right attitude
will follow)

(Each chunk will
involve a
technique that
best suits the
transfer of the
knowledge and
skills. These are
all in the next
chapter – you will
have to read that
before you can try
out the design
matrix.)

(Each bite sized
chunk will
involve some
materials. You
may need to
demonstrate
some
equipment, or
you may need a
laptop and
projector for
slides. This is
where serious
cost could be
involved so it is
important to list
them.)

Each chunk will
involve
knowledge or
skills or both.
The objective
here is not so
much to ―test‖
the learners but
also to test
yourself. If
they have not
learned, there
is a more than
ninety percent
chance that
you are worse
at training than
they are at
learning. You
must find a way
of ensuring that
they are ready
to move onto
the next chunk.

Estimate
the time
in
minutes
that you
will need
for each
―chunk‖
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Outcome

The context

Make tea
for clients

Part of the
duties of the
receptionist is to
make and serve
tea.

The bite sized
chunks

Learning outcomes

The benefits of being
able to do the skills
involved.

Ask the people
what they want
to drink

Ask suitable
questions to
determine the
individual
requirements

You will be fulfilling
your responsibilities.
You will personally get
to know clients.

Boil the waiter

What you
materials you
need for the
training

How you
evaluate
the
outputs.

Examples and
role plays

Note book to aid
memory

Self
evaluation
of role play

30‘

Boil the water

Demonstration

Kettle and cord

Checklist

15‘

Put out the cups
and teapot

Construct an
arrangement of
crockery and cutlery
on a tray

Demonstration

Tray, crockery,
sugar, milk and
cutlery

Checklist

15‘

Make tea

Demonstrate the
process of making
tea

Demonstration

Pot and bags

Checklist

30‘

Make coffee

Demonstrate the
process of making
coffee
Demonstrate the
techniques of
serving
refreshments

Demonstration

Coffee powder

Checklist

30‘

When you get more
product knowledge,
you will have the
knowledge of clients to
make it easier to move
into sales.

Examples and
role play

Tray with tea
and coffee
made

Self
evaluation
of role play

30‘

You will be able to put
all the steps into
context

Let the learner
do and narrate
while doing

All materials

Observation and
checklist

30‘

Serve

Summary

Review the skills
learned

How you train

Time
allocated

3 hrs
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Let’s go over it again:
Outcome
This is the name of your course, as well as the words that follow the sentence: ―At the end of
this course, you will be able to …‖
Remember to start the outcome with one of the words in Appendix One.

The context
This should answer the questions:
―What is the big picture?‖
―Why are we actually doing this?‖
―How does this help other people?‖

The bite sized chunks
List all the steps (especially if it is an operational subject), or the logical and easy-tounderstand parts of the subject.

Learning outcomes
Write learning outcomes for each ―Chunk‖. You may have any number of learning outcomes,
but they must reflect parts of each chunk. They will follow the words: ―At the end of this
module, you will be able to …‖

The benefits of being able to do the skills involved.
Look at the questions we asked under CONTEXT. In this section, you write the words that
follow: ―At the end of this module, you will be able to …‖

How you train
What technique do you use to train? Do you demonstrate, discuss, ask questions, get it all out
of the, show a video, get in an expert speaker? What?

What you materials you need for the training
Each module will need materials of some kind. If you are going to show a video, you will
need a player and a tape. If you are going to deliver a lecturette, you may need slides, or the
board, or a flipchart.
If you are demonstrating, you may need ingredients, a machine, something that you use to
demonstrate.

How you evaluate the outputs.
Once you have trained the module, what do you do to find out if they have learned? Do you
give them a test? Do you make them do it in front of you? Do you send them off into groups
and then make them tell the whole class how and why they did it they way they chose? Do
you give them a project to do at home and then evaluate what they have done? Chapter 11
will give you various assessment tools

Time allocated
How long will it take to do the module? Be generous. Never rush learners. Allow them to be
at the level they are at, and to be themselves.

Time to Reflect
Take a simple task that you know well. Covert it into an exit outcome, and then break it up
into smaller outcomes with assessment criteria. Now write a Design Matrix for it.
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Chapter Eight

Active Training
Learning Objectives
At the end of this chapter, you will be able to:
1. Define and describe Active Training
2. Analyse the features of Active Training and
convert them into an action plan for you.

This chapter gives you some ideas of what you can put into the ―How you train‖ column that
you saw in the Design Matrix in Chapter Six.
There are so many ways to train people, and it usually depends on whether you are
transferring skills or knowledge, or even both.
The one way you do NOT want to train is the lecture format. This style demands that you
stand at the front of the room, on a raised platform and either use a blackboard, whiteboard or
a PowerPoint presentation.
Here are the reasons you don‘t use it:


If you look at Dale‘s Cone of Experience in Chapter One, you can see that you will be
lucky if you will get them to remember anymore than 20% of what you have rattled on
about.



Training is all about being learner-centred. How can you focus on the learner when
you are drawing all the attention to yourself? Firstly, they are forced to look up to
you, and secondly their eyes are drawn only to what you say and what is on the
screen.



How long are you going to talk for? Training recommends a change in focus and
activity at least every ten minutes.



How can the learners be doing anything except taking notes?



How can they be learning when they are taking notes at your speed?

All these points help you understand what we mean by passive training. This is the style that
many of us are used to having had years of it in school. You‘ll probably agree that you may as
well tell them to read a book.
But times a have changed. Now we do Active Training. This is all part of Outcomes based
training, and it is used to describe the way you as the trainer conduct yourself in the training
room.
Anyway, you can‘t lecture if you have done a Design Matrix. The Design Matrix will have
forced you to break up the learning objectives into ―bite-sized chunks‖. These in turn will have
forced you to find lots of different ways of transferring the skills and knowledge.
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Active Training
Research has shown that people learn faster, understand the concepts better and remember
longer when they are actively involved in the learning.
This does NOT mean listening and reading what‘s on the screen.
Active training expert Mel Silberman developed the Active Training Credo, which he based on
an ancient Chinese proverb.

The active training approach demands of the trainer that she:


Decide whether the module is to provide
o

Context

o

Concept

o

Knowledge

o

Skills



Decide how to achieve it.



Visualise how the activity will play out



Calculate how much time will be required



Allow time for questions, discussions and reflection.



Determine how the trainer will assess the learning.

It looks a lot, and it may appear to be the first time you do it, but experience shows that it gets
easier VERY quickly.

Time to Reflect
Take a piece of paper and head it Action Plan. Now list all the things that you
personally have to attend to so that your training will be active.
What then is ―Passive Training‖?
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Chapter Nine

The Training Course Structure
Structuring every module
Learning Objectives
At the end of this chapter, you will be able to:
1. Describe the IDC model for training
modules.
2. Detail a structure for training based on the
training activities you do.

Here‘s a simple trick. Once you have determined the learning objective for the module,
(which as you remember, you did in order to come up with the Design Matrix in Chapter Six),
make sure that every module is divided up into three parts.
1. Introduction
a. Link
b. Title
c.

Learning Objective

d. Trigger
e. Attention getter
2. Development
a. Teach 5, test 5
i. Transfer knowledge
ii. Demonstrate skills
iii. Show the attitude
iv. Manage the practical
3. Consolidation
a. Assess
b. Summarise
c.

Reflection

Let‘s go through this model and show how simple it is.
There are three parts to the module:
1. Introduction
2. Development
3. Consolidation
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Introduction
This has five parts:

Link
Where does this module fit into the grand scheme of the course: what came before, what will
we do after this?

Title
It helps the learners if they can put a name to each module

Learning objective
You decided this in the Design Matrix, but make sure everyone knows that it is, so that they
can assess themselves and ask the right questions if they think they have not achieved the
learning objective.

Trigger
Make a statement that presses one of the following five emotional buttons:


Curiosity



Aspiration



Inspiration



Recognition of the gap



Fear

This trigger is no more than a statement that relates what you are going to do, to the learners,
through a trigger.

Attention getter
This is something – an intriguing slide, a short statement that gets you going.

©Busvannah Communications cc 2005

Version Seven

Learn to Train

Page 37

Development
Go through the lesson in this order:
1. Knowledge
2. Skills
3. Attitude
Learners cannot hold more than 7-9 pieces of information without getting overloaded. (This
immediately tells you something about the problems of lecturing!!!)
So, if you follow the principle of ―Teach 5, test 5‖, you will be able to get through the lesson
without having to go right back to the beginning again when you find that no one has
understood you.
Teach 5, Test 5, means give them five pieces of information, and recap them through
something that the learners do:


Ask questions



Discuss



Do an activity

Apply the teach five, test five principle to the knowledge and skills.
There are three things to be said about attitude:
1. Often attitude is transferred through your enthusiasm and attitude.
2. There are sometimes some quality requirements that are an integral part of attitude,
and they are best transferred through discussion.
3. The less you tell them about attitude the better. The more they tell each other about
attitude, the better.
This is a bit of a radical change to the usual perception of the training room.

Consolidation
Assess
Here you do an assessment exercise or activity that you have planned that tells you:
1. If the learners are competent in the skills of this module and internalised the
knowledge.
2. If you have managed to train successfully

Summarise
Either summarise through discussion, or, why not, get them to summarise?

Reflection
Give the learners an opportunity to ―let it sink in‖. This can either be more discussion, a
reflection exercise, or even a ―walk around‖ break.

Time to Reflect
1. Does this model make training more complicated or much easier?
2. Easier for whom, you or the learners?
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Chapter Ten

The Trainer’s Personal Tools
Learning Objectives
At the end of this chapter, you will be able to:
1. List the personal behavioural attributes of
an effective trainer.

If we go back to the structure, we see that there is no way that you can follow this structure if
you place yourself on a platform at the head of the room and talk down to them from a lectern,
pulpit, or whatever they call those awful things they keep sticking in training rooms.
Try some of these tips. You will develop your own in time. It is very important that your
personal training style comes out of yourself and your personality.
But these tips will make it easier in the beginning and make it easier to find and develop the
style that works for you.
1. Don‘t march in to the room after they are all seated, or sit aloof at the end of the room
until the time has come to start. Introduce yourself to people as they come in.
Position yourself in the middle of the seats, and make it clear right from the start that
you are ―one of them‖.
2. Do these things first as you start the course:
a. If the class is an old one and they know each other, spend a little time
introducing yourself.
b. Try and make you sound like ―just another person‖ and don‘t read out a CV
that makes you out to be one step short of God.
c.

If the class is new, (and hopefully there are not more than 20 people), go
round the room and get everyone to introduce themselves to each other.
This helps to break ice.

d. Then go round the room and ask everyone what they want to get out of the
course (their expectations). Write these down on the flipchart in point form
(just a word or two).
e. Then go through the course objectives, and show everyone how their
expectations are going to be met in the learning outcomes. (sometimes this
takes a little juggling, but if there are clearly things that they are expecting,
and they are not getting them from you or any subsequent trainers, then you
have made a mistake somewhere along the line in your establishing needs.)
3. Only be in front of them when you are writing on the flipchart of the board. Otherwise,
try and be ―among‖ them. If you are showing slides from an OHP, move away from
the projector when you have changed a slide, and while you are talking (or
conducting discussion) to it.
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4. If you have the luxury of a laptop and video projector, get one of those remote slide
changers and pointers and sit with the learners at a desk with them.
5. Keep moving.
6. Break up the module into the ―Teach 5, test 5‖ parts.
7. Always allow a question at any time, even if it irritates you to be interrupted.
8. Never show if you are irritated or impatient or frustrated.

Handling questions
Try this. When someone asks an easy question, ask if anyone in the room has any thoughts
on it. Try and get the information out of them, and not out of you.
If you ask a question and the learner answering has got it completely wrong:
Reply, ―That‘s interesting, anyone got another comment?‖ or something like that. If
they have got it wrong rather get the others to point it out than you. Another approach
is, ―Do you want to consider that again?‖, but always try to get it out into the learners.

Handling difficult people
Personal attacks
These can be triggered by something you have said, or from people who just enjoy seeking
attention
Lower the pitch of your voice. It sounds calming. Breathe deeply. Think, and look straight at
the person attacking you.
Accept the fact that you are not always correct, and thank the person for pointing out the
error. Don‘t be drawn into an argument, rather divert it to the learners and get them to
express their opinions.
Use open-ended questions to find out what triggered the event.

Know it all’s
Often these are people who want to boast about the country or company they come from and
press the point that they have a better background than anyone else.
Thank them for their contribution, and point out that this is just one point of view. Try and get
other points of view from the class.

Clowns
They can cause a lot of trouble, drawing attention to their sense of humour. Point out that we
all enjoy some fun, but ―we are running behind schedule, so can we get down to serious
work.‖

Personality clashes
Some people just never get on. Point out that we have a job to do, and point out that we
need to ―leave personal things out of training.‖

Give them time
They have had enough time to discuss and ask questions when you are absolutely certain
that they have understood. There is no negotiation on this.

Training Materials
Let‘s now look at the materials you will need with which to run the course.
As we saw in Chapter Six, they are:
Your training materials will almost always consist of:
√

Design Matrix

√

Programme

√

Instructor‘s Guide
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Training Aids

√

Handouts

√
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√

Post course questionnaire
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Design Matrix
Your design matrix is what you did in Chapter Seven. This is where you ―unpacked‖ your exit
outcome, and turned it into modules, each with Learning Objectives, method of training, tools
and aids, assessment and timing.
Now you need to write that out in a simple format so that you can use it as the framework
from which you make all your other materials.
Your design matrix is your private master plan for all the other materials. You can NEVER
conduct a course or even write all the other materials without the Design Matrix
You will find the first few pages of a design matrix for the course version of this book in
Appendix Four

Programme
Your programme is a condensed form of the Design Matrix that shows the time each module
starts and finishes and how this fits in with tea and lunch breaks. You will need the
Programme to post on the board for the learners; to give to the training manager in order to
arrange tea breaks, and you may even need it for the college course schedules and calendar.

Instructor’s Guide
This is an enlarged version of the design matrix that tells you how you are going to run each
module. This is essential especially if:
√

You are writing these materials for someone else

√

You have been commissioned to write the course and you are assigning the
copyright.

√

You may have to get someone else to step in your place because of other
commitments or illness.

Learner’s Handbook


This is what you give the learners. It is far better to give them the information that they
must have, and let them full in what they need to have. Make your learner‘s Handbook as
interactive as possible. It is a great substitute for them just taking notes.



It helps them because if you give them important parts of what you are telling or showing
them, then they concentrate more on what you are doing and saying, and rely less on
taking notes.



You will probably not need a Learner‘s Handbook for technical and operational training.

Training Aids
These are your OHP or software slides; whiteboard, flipchart and all the other things you will
need in the room.
However, if you are demonstrating for technical operation you will also need the machinery, or
materials that you will use in your demonstration.
Training aids also include games, cards, Lego, what ever you have stated that you need in
your training activities.

Handouts
Handouts are any materials that are:
√

NOT in the Lerner‘s Handbook

√

For reference use at a later stage
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Assessment materials
If you are going to assess with questionnaires, tests, quizzes etc., you will need materials.
Part of your assessment materials will always be a list of the learners and columns following
each name where you can enter how well they have done in each of the assessment
activities.
This progress report is absolutely essential as you will have to refer to it when you write your
Training Evaluation Report.

Post course questionnaire
This is the Reaction Sheet that tells you how much the learners have appreciated your
training. You will find on in Appendix Five

Examples
Please go now to Appendix Four and read carefully through the first few pages of each set of
materials as they have been written for a training course based on this book.

Time to Reflect
List all the things that you may do now, and that you must not do again. When the list
is complete, convert it into an action plan for yourself. Detail some strategies that you
will adopt to make sure you are an effective trainer from now on.
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Chapter Eleven

Assessment Tools
Learning Objectives
At the end of this chapter, you will be able to:
1. Define the two types of assessment
2. List the different types of assessment tools

There are two types of assessment:
1. Formative assessment. This you do while you are training, as you are going along. It
helps you decide whether you can move onto the next section or module. It tells you
how well you are doing. It also tells you how the learners are processing your
training. If you are invited for just one ―talk‖ this is perhaps all the assessment you
will be able to do.
2. Summative assessment. This you do after the course and it tells you whether the
learners can display competence in what they have learned.
Remember, training is all about teaching people to DO. If you are training philosophy, then
the outcome you may want is to be able to compare the philosophies of two different people.
In which case, they have to compare. You only know if they are able to compare, if you see
them comparing.
So assessment is all about:


Competence. Either they can do it, or they can‘t do it. You can‘t ―half bake a cake‖,
or ‗half jump over a river‖. Either you can or you cannot. That is why we don‘t give
marks any more. We just want to know if they can do or if they are not yet
competent.



Evidence. You need to see something (or hear something) to make you able to
determine competence. Competence is NOT memory. It helps no one to write a test
or an exam that shows how well they have remembered things. For that reason it is
common practice to have ―open book‖ tests. They have the textbooks there and the
test is NOT that they remember the text, but rather that they know where to find it.
Once you use the principle of evidence, and then you are removing the elements of
subjectivity and potential unfairness.

There is a lot more to assessment that professional assessors have to know.
However, all we need in this section are some tools to enable you to find out:


How well you are doing.



What competencies they have gained.

Assessment tools you can use.
1. Observation
a. On-job-performance
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Watch them actually doing the job after the training course. You will have to
visit them in the workplace and watch them.
b. Simulation of performance
As we saw earlier, you can‘t set fire to a building just to see someone put out
the fire, so you have to simulate many situations. As a person with
experience, you will be able to create a simulated situation that enables them
to perform under conditions that will show you if they can do the job or not.
c.

Role play
Role playing means that you give them a situation, and they act it out. Many
people are very shy when it comes to role play, so if you feel that they don‘t
work; seek the advice of an experienced trainer.

2. Oral
a. Questioning or interview
This is the easiest and cheapest way of determining competence. But
remember to ask open-ended questions and not closed-ended questions.
 Open ended questions start with the words: ―How?‖; ―Where?‖;
―When?‖; ―Which?‖; ―What?‖; ―Why?‖ They require a full answer of
explanation.
 Closed ended questions invite an answer of ―yes‖; ―No‖ or Maybe‖.
They are questions that start with ―Did you ..?‖; ―Have you …?‖
3. Presentation
A presentation requires the person to get up in front of you and explain
something through the use of aids accompanied by their verbal commentary.
They are very effective in determining competence.
4. Written
a. Case study
In this case, you present them with a historical or fictional study that leaves
the situation open. They have to write a situation of commentary.
b. Restricted written response
These are ―True/false‖ and multiple choice questions. They are quick and
easy and very useful for formative assessment.
c.

Essay
This requires a written response to a word that falls under, Analysis,
Synthesis or Evaluation (see Appendix One)

d. Formal examination
Remember that today we prefer open book exams. We must however also
be careful of the ―pass mark‖. How can a person ―qualify‖ if they only know
and are able to apply 50% of the work?
You can make exams work if you decide beforehand which questions are
―must know‖ and which ones are ―nice to know‖ The learners then have to
achieve 100% of the ―Must know‖ questions.
e. Journal
This is like a diary. Once they get to the workplace, they have to make
comments either at regular or at critical events.
f.

Logbook
A logbook is like a diary, except that it requires a note of completion at every
event.

g. Training register
This is the attendance register for training sessions. It is very difficult to
assume someone competent when they did not attend the training.
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5. Project
a. Assignment
Here you tell someone to do something (written or practical), and you expect
them to deliver before the deadline. The instructions can be based on a
fictional situation.
b. Report
This is like a project except that the results must be based on what has
happened in real life. This implies disciplined research.
c.

Portfolio of evidence
We use this when learners have in fact been using many of the skills and
knowledge in workplace for many years. The evidence they provide must be
able to prove they have done the skills as you require them to be done. You
cannot give a person a license to drive a car when they have only ridden a
bicycle.

6. Self assessment
Self assessment is the finest way to deal with honest and sincere learners. It
is also cheap and easy for the trainer.
7. Peer assessment
This is not often used as there are few circumstances where peers are
objective.

Note
Assessment may often require two, or three or a mix of tools. There are no hard and fast
rules. Use your judgement, after all, no one knows the subject better than you, and how well
the job has to be done.

Time to Reflect
Describe an assessment strategy that you think is effective for a training course that
you have to run within your filed of expertise. How can you make this strategy, simple,
easier and faster?
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Chapter Twelve

Evaluation
Learning Objectives
At the end of this chapter, you will be able to:
1. State why evaluation is essential in every
training activity.
2. Describe the two most common strategies
for evaluation for trainers.

Was the training worth while? This is the simple reason why we do evaluation of EVERY
training exercise.
There is however another reason. ALL training is very costly. Someone has to pay the
trainer, buy the use of the training materials, pay for the room, and most costly of all, take
workers out of the workplace and send them to training (loss of production).
Here are all the people who may be paying for the cost of training:
1. The learner. Perhaps the course is open to application and the learners are paying
fees. In this case you have a responsibility to them that could affect your reputation
very seriously.
2. The funder. Often training is funded through educational trusts, government bodies
and foundations. These people demand evaluation, or else the trainer will never get
funded again.
3. The sponsor. Sometimes, especially in technical training, some company has
sponsored the training, especially if their products are being used. They always
demand evaluation.
4. The company. If the training is provided by the company for its workers, you can be
sure that the financial manager will want to know what return he can expect on the
costs.
5. The training provider. The training provider may have financed the training through a
mixture of sources (funding and finance). In which case the training provider needs
the training to be evaluated so that he can account to the sources of funding.
For the last sixty years, all evaluation has been done the same way. We evaluate on four
different levels. This was all stated by Donald L Kirkpatrick, professor and consultant, the
most respected voice in the evaluation of training. In 1959 he came up with his four levels,
and although commented on and specifically adapted, they remain the definitive statement on
evaluation.
1. Reaction: evaluating the trainees‘ reaction to training.
2. Learning: evaluating the knowledge skills and attitudes gained.
3. Behaviour: evaluating changes in behaviour on the job after training.
4. Results: evaluating the financial impact on business goals.
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Level One is done through the normal course reaction sheets and questionnaires.
Level Two is done through Assessment, both formative and summative.
Levels Three is done in workplace.
Level Four is done after a period of time when the impact in the workplace can be measured
in terms of Return on Investment on the total cost of the training.
You will probably only be concerned with levels one and two. The training provider, or
whoever employed you, has to do levels three and four.

Level One: Reaction
Every trainer must have an indication of how people feel immediately after the training. For
this purpose, we use the Course Reaction Sheet. No trainer should ever leave a training
session without handing out the forms and collecting the completed ones.
A typical course reaction sheet is found in Appendix Four

Level Two: Assessment
Formative Assessment
This is the sum total of the evidence you drew from all the activities you conducted during
training to assess the competence of the learners.
This is why you have to:


Design formative assessment activities where the results are easy to record and
collate.



Collate all the data from the formative assessment tools and put it towards summative
assessment. The more formative assessment you do, the less summative
assessment you need.

Remember what you are assessing. Go back to Chapter two and revise what you learned
about Assessment criteria.
These criteria are all that you assess. Just take all the Assessment criteria, and put in front of
them the words: ―Did the candidate show that he/she is able to: …?‖
If the answer is YES, then the candidate is COMPETENT. If the answer of NO, then the
candidate is NOT YET COMPETENT.
How easy can you get?

Time to Reflect
Now that you have gone through this chapter, see if you can find any reason as to why
you would NOT want to evaluate your training activities.
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Chapter Thirteen

Summary
Learning Objectives
At the end of this chapter, you will be able to:
1. Construct a model and value chain for the
training that you do.

Three other situations
We need to clear up wide spread misconceptions that on-the-job training, coaching and
mentoring are three different things. They are not. They are only training courses where the
conduct has changed a little.
Look at this diagram

This is the training Value Chain you are now quite used to. Notice that the yellow shaded part
points to ―Course Design‖ and ―Course Conduct‖ and the bar at the right shows that these are
the only parts that may change in coaching and mentoring.
On the job training is training happens when a supervisor of a colleague is delegated to train
an employee in the workplace.
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Coaching happens when a superior in the workplace transfers knowledge and skills to
another person as the person is working, usually with the objective of improving their
performance.
Mentoring is a one-on-one personal relationship between two people where the more
experienced person passes on the benefits of their wisdom to fast track the junior person.
In each and every one of these cases, there has to be an outcome, a structured programme,
assessment and evaluation.
Someone is paying for this training, and the person paying is entitled to be accounted to.

Finally
Once you have absorbed everything in this book, you are on your way to being a professional
trainer. What this book does is help you become a competent trainer, which you can add to
your list of many accomplishments in your field of ―subject matter expert.‘
Look again at the diagram above. In it you will see the list of things that you have to do when
training.
Training is training. There is nothing different about coaching and mentoring except on the
way the training is conducted.
Even in training and mentoring, you need outcomes, assessment and evaluation.

Time to Reflect
Go to the Contents at the beginning of this book and list all the areas where you still
feel insecure. Read them again.
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Appendix One

Bloom’s Taxonomy
Recall

Application

Knowledge Comprehension Application

Analysis

Developmental
Synthesis Evaluation

recall

report

interpret

calculate

construct

appraise

recognise

review

employ

solve

create

compare

label

tell

dramatise

categorise

set up

revise

underline

identify

predict

experiment

combine

score

select

justify

select

test

argue

judge

reproduce

select

explain

diagram

select

support

measure

indicate

find

analyse

compose

identify

relate

represent

choose

identify

restate

attach

describe

name

assess

conclude

discuss

evaluate

memorise

formulate

show

criticise

relate

defend

record

explain

perform

select

manage

avoid

define

judge

construct

separate

summarise

rate

state

contrast

find

compare

organise

determine

list

translate

use

examine

generalise

attack

name

classify

practise

justify

plan

select

write

discuss

apply

resolve

precise

assess

compare

operate

contrast

derive

recognise

express

demonstrate

distinguish

conclude

choose

restate

illustrate

appraise

design

criticise

describe

practice

question

propose

value

recognise

schedule

break-down

estimate

locate

sketch

differentiate

formulate
arrange

inspect

assemble

debate

collect

measure

inventory
relate
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Appendix Two

Answers

Quality

Outcome

Puts learners first

Direct attention towards the learners and away from the
trainer

Is a subject matter expert

Deliver evidence that the trainer has competently used the
required skills for longer than ten years.

Wants to transfer knowledge,
skills and attitude.

Demonstrate the desire to train learners

Understands how and why
adults learn.

Demonstrate reasons why adults learn

Has respect for timetables
and programmes.

Demonstrate adherence to timetables and programmes

Wants to see all learners
assessed competent

Demonstrate the aspiration to see all learners assessed
competent

Keeps his focus on the
learners

Direct attention at all times towards the needs of the
learners

Is learner-centred

Demonstrate techniques to direct attention to wards the
learners

Can organise training

Analyse the training elements and organise them into a
practical sequence

Can express skills in terms
of practical experiences

Interpret the outcomes of skills as simple situations and
exercises

Has respect for assessment
and evaluation.

Assess the values of OBET assessment and evaluation
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Are you Learner centred or information centred
1.

IC

7.

IC

13.

LC

2.

IC

8.

LC

LC

3.

LC

9.

IC

14.
15.

IC

16.

LC

IC

17.

LC

LC

18.

IC

4.
5.
6.

IC
IC
IC

10.
11.
12.
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Appendix Three

Test yourself if you are Learner-centred
Instructions: For each of the following items, indicate whether it is descriptive of learnercentred (LC) or information-centred (IC) behaviour.
No

LC or
IC

Question

1

The job of a trainer should be to present the material in a clear, logical, wellorganized manner.

2

At the beginning of a training session, the trainer clearly identifies the
session or course objectives.

3

The trainer encourages participants to ask questions when they need
clarification.

4

Visual aids are used minimally.

5

The trainer uses tests to find out how well the participants retained the
material.

6

The trainer begins a session by reviewing ground rules dealing with breaks.

7

The most important factor to consider when evaluating packaged training
programs is the amount of content.

8

The best trainer is one who involves the participants.

9

The room is arranged classroom style with participants seated in rows, all
facing the trainer.

10

Good trainers are experts in their subject matter.

11

Experience and knowledge of subject are more important than the ability to
involve the participants in the learning experience.

12

The trainer asks participants what they want to know and learn.

13

The trainer builds in many opportunities to try out new skills and ideas.

14

The trainer establishes himself or herself as the expert or authority on the
subject.

15

The trainer‘s role is to facilitate the learning process.

16

The trainer frequently puts participants into small groups to discuss
questions or solve problems.

17

The trainer chooses a variety of learning methods or approaches.

18

The primary role of the participant is to receive information from the trainer or
subject-matter expert.
Answers in Appendix two
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Appendix Four

Sample Course Materials
Here are the course materials for the first few modules of a course that is based on this book.
These materials will show you how all of them tie together.
√

Design Matrix

√

Programme

√

Instructor‘s Guide

√

Learner‘s Handbook

√

Assessment materials

Design Matrix

Day One
Module 1
Adult learning
Opening Activities

65 mins

Learning Objectives
At the end of this module, learners will be able to:
1. Differentiate between how we learned as children, and how we learn as adults.
2. Specify the main characteristics of training in South Africa.
3. Summarise the basic skills trainers need.
4. Derive indicators from the theory of experience.

Minutes

Content

Methods

10

Introductions

5

Opening welcome

5

Roadmap

Interactive lecturette

10

Expectations

Discussion

5

Objectives and outcomes

Interactive discussion

15

How adults learn

Lecturette

15

Reflection

Discussion

Material

Discussion
Slide

Slides

Module 2
Outcomes based training

25 mins

Learning Objectives
At the end of this module, learners will be able to:
1. Describe Outcomes based Education and Training.
2. List the learning domains and levels
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3. Define needs, standard, outcomes, assessment criteria, assessment and evaluation.

Minutes

Content

Methods

Material

5

Knowing and understanding

Lecturette

Slides

10

Domains

Interactive discussion

Slides

10

Definitions

Discussion

Slides

Break Tea

15 mins

Module 3
The good trainer

30 mins

Learning Objectives
At the end of this module, learners will be able to:
1. Detail the qualities of a learning centred facilitator.
2. Apply these principles to the work you have ahead of you.

Minutes

Content

Methods

Material

5

What good trainers do

Discussion

Slide

10

The learners-centred facilitator

Lecturette

Slide

15

Are you learner-centred?

Self assessment

Instrument

Module 4
Assessing needs

35 mins

Learning Objectives
At the end of this module, learners will be able to:
1. Detail the process of developing needs into a curriculum.
2. Detail the process of defining needs in unstructured courses.

Minutes

Content

Methods

Material

10

The curriculum needs

Lecturette

Slide

15

What do they know already?

Lecturette

Slide

10

Reflection

Discussion
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Programme
Day One
09:00

10:05

65

Module 1: Adult learning

10:05

10:30

25

Module 2: Outcomes based training

10:30

10:45

15

Tea

10:45

11:15

30

Module 3: The good trainer

11:15

12:20

35

Module 4: Assessing needs

12:20

13:00

40

Module 5: Targeting learners Part One

13:00

13:45

45

Lunch

13:45

14:25

40

Module 5: Targeting learners Part Two

14:25

14:55

30

Module 6: Designing a matrix Part One

14:55

15:10

15

Tea

15:10

16:15

65

Module 6: Designing a matrix Part Two

Day Two
09:00

09:30

30

Module 7: Active training

09:30

11:00

90

Module 8: Course structure

11:00

11:15

15

Tea

11:15

11:45

30

Module 9: Trainer‘s personal tools

11:45

13:00

45

Module 10: Training aids Part One

13:00

13:45

45

Lunch

13:45

14:10

25

Module 10: Training aids Part Two

14:10

14:55

45

Module 11: Assessment tools

14:55

15:10

15

Tea

15:10

16:20

70

Module 12: Evaluation and reporting
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Instructor’s Guide

Session One
Module 1

(65 minutes)

Opening activities and adult learning
Learning Objectives
At the end of this module, learners will be able to:
1. Differentiate between how we learned as children, and how we learn as adults.
2. Specify the main characteristics of training in South Africa.
3. Summarise the basic skills trainers need.
4. Derive indicators from the theory of experience.

Introduction

(10 minutes)
1. Welcome participants and introduce yourself.
2. Provide appropriate housekeeping details, such as
location of rest rooms, timing of breaks, and so
forth.
3. As appropriate, have participants introduce
themselves, providing the following information:
 Name
 Organization and department
 Type of training they do (or will do)
 Number of years doing training

Opening welcome

(5 minutes)
1. If appropriate, allow the training manager or
principal to address the learners.

Roadmap

(5 minutes)
2. Go through the roadmap, being careful to explain
how the skills will evolve over the two days.
3. Explain that there will be assessment, and go
though the five stages of assessment:
a. Formative
b. Knowledge
c. Practical 1
d. Practical 2
e. Practical 3

©Busvannah Communications cc 2005

Version Seven

Learn to Train

Page 57

Expectations

(10 minutes)
1. Go round the room and ask each person to
express their expectations and concerns. Post
these to flipchart.
2. Go through the expectations and concerns and
assure the learners as far as possible just how
their concerns will be met.

Objectives and outcomes

(5 minutes)

1. Go though the slides and explain the objectives
and outcomes.
2. Shortly after stating ―step out of your role‖ and
explain to them that they are to note how you do
things.
3-4

3. Point out that what you are doing to and with them,
they are going to do for and with their learners.
4. They are also to critically watch you for tips and
techniques.
5. Point out that you are not there to teach training
style. Only techniques and skills.
6. Add that their personal training style is their
greatest asset.

How adults learn

(15 minutes)
1. Go through the slides, asking the learners to
comment on each point of the three slides.
2. Do not conduct a lecturette as much as facilitate an
interactive discussion.

5-7

3. Encourage them to bring personal experiences to
the discussion.

Reflection

(15 minutes)
1. Use any time left over from the previous discussion
to allow them to add notes to their handbooks.

Module 2

25 Minutes

Outcomes based training
Learning Objectives
At the end of this module, learners will be able to:
1. Describe Outcomes based Education and Training.
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2. List the learning domains and levels
3. Define needs, standard, outcomes, assessment criteria, assessment and
evaluation.

Knowing and understanding

(5 minutes)

1. Put up slide 8, and explain it, referring to it as
Dale‘s Cone of Experience. Qualify that although it
has never been tested, it has been universally
accepted for 50 years.

8-11

Domains

(10 minutes)
1. Move now to slide 9, and discuss with them the
domain and levels. Ask questions and call for
answers until you are satisfied that they have
understood.

Definitions

(10 minutes)
1. Explain that you are now going to make it easy for
them, by giving them all the words they need for
observable actions. Put up slide 10 and tell them
that it is also on page 4 of their handbooks. They
are going to refer to it often.
2. Put up slide 11, and work through the definitions.
3. Discuss the context for all these definitions.

Module 3

30 minutes

The good trainer
Learning Objectives
At the end of this module, learners will be able to:
1. Detail the qualities of a learning centred facilitator.
2. Apply these principles to the work you have ahead of you.

What good trainers do

(5 minutes)

1. Put up slide 12, and ask them to explain each one of the
items on the slide. Go round the room selecting people to
explain each one.
12

The learner-centred facilitator

(10 minutes)

1. Refer them to page 5 in the handbooks and suggest that they
complete the questionnaire. Tell them that you are going to
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give answers, but assure them that they are not going to
have to divulge their scores.
5

2. Explain the use of instruments as a training aid and also as
an assessment tool.
3. While they are completing it, write out the answers (page 46
of the ―Seven day Trainer‖) on the flipchart, but keep it turned
away from them.
4. When they are all finished, turn the flipchart round to face
them.

Are you learner centred?

(15 minutes)

1. Open discussion, being careful to allow each one to maintain
confidentiality of his/her own scorings.
2. Allow time for reflection

Module 4

35 minutes

Assessing needs
Learning Objectives
At the end of this module, learners will be able to:
3. Detail the process of developing needs into a curriculum.
4. Detail the process of defining needs in unstructured courses.

The curriculum needs

(10 minutes)

1.

Put up slide 13. Explain what a curriculum is. If necessary
use the board to draw out the elements, intention and context
of a curriculum.

2.

Ask them what they know from a curriculum. Get them to
understand that prior learning comes before, and what
comes after must be served through their own outcomes.

3.

Explain that the curriculum is going to have to be unpacked
and rewritten as learning outcomes.

What do they know already

(15 minutes)

1. Using slide 13. go through the process of determining what
has been taught before, what is being taught by others, and
how to draw out of the training manager exactly what you are
expected to do.
13

2. Advise them to always get confirmation of their learning
outcomes BEFORE proceeding with anything else.

Reflection

(10 minutes)
1. Give them time to reflect, or devote this section to further
discussion
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Learner’s Handbook
Module 1
Adult learning
Learning Objectives
At the end of this module, learners will be able to:
1. Differentiate between how we learned as children, and how we learn as adults.
2. Specify the main characteristics of training in South Africa.
3. Summarise the basic skills trainers need.
4. Derive indicators from the theory of experience.

The Roadmap
M

Learning Objectives

Name

1

Adult
learning

2

OBET

3

The Good
Trainer

4

Assessing
needs

5

Targeting the
learners

6

Design Matrix

7

Active
Training

8

Course
Structure

9

Personal
tools

10

Training aids

11

Assessment
tools

12

Evaluation

1. Differentiate between how we learned as children, and how we
learn as adults.
2. Specify the main characteristics of training in South Africa.
3. Summarise the basic skills trainers need.
4. Derive indicators from the theory of experience.
1. Describe Outcomes based Education and Training.
2. List the learning domains and levels
3. Define needs, standard, outcomes, assessment criteria,
assessment and evaluation.
1. Detail the qualities of a learning centred facilitator.
2. Apply these principles to the work you have ahead of you.
1. Detail the process of developing needs into a curriculum.
2. Detail the process of defining needs in unstructured courses.
1. Write outcomes.
2. Write assessment criteria
3. Target the special needs of the learners.
1. Define an outcome.
2. Describe a module
3. Design and write a Design Matrix.
1. Define and describe Active Training
2. Analyse the features of Active Training and convert them into
an action plan for you.
1. Describe the IDC model for training modules.
2. Detail a structure for training based on the training activities
you do.
1. List the personal behavioural attributes of an effective trainer.
1.
2.
1.
2.
1.
2.

List the different types of activities that can be used to
transfer knowledge, skills and attitude.
Detail the tools that are commonly used in training.
Define the two types of assessment
List the different types of assessment tools
State why evaluation is essential in every training activity.
Describe the two most common strategies for evaluation for
trainers.
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1. Adults have to know why they are learning.
2. Adults want to be in control of their lives.
3. Adults bring experience to the training session.
4. Adults want results from training.

Time to Reflect
Go back in your mind to the days when you were at school. List all the things that happened
in school with respect to learning processes that indicate that the rest of the book will show
you things that are different.
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Module 2
Outcomes based training
Learning Objectives
At the end of this module, learners will be able to:
1. Describe Outcomes based Education and Training.
2. List the learning domains and levels
3. Define needs, standard, outcomes, assessment criteria, assessment and evaluation.
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Bloom’s Taxonomy
Recall
Application
Knowledge Comprehension Application Analysis

Developmental
Synthesis Evaluation

recall
recognise
label
underline
select
reproduce
measure
relate
describe
memorise
record
define
state
list
name
write

construct
create
set up
combine
argue
select
compose
restate
discuss
relate
manage
summarise
organise
generalise
plan
precise
derive
conclude
design
propose
formulate
arrange
assemble
collect

report
review
tell
identify
justify
select
indicate
represent
name
formulate
explain
judge
contrast
translate
classify
discuss
compare
express
restate
describe
recognise
locate

interpret
employ
dramatise
predict
select
explain
find
choose
assess
show
perform
construct
find
use
practise
apply
operate
demonstrate
illustrate
practice
schedule
sketch

calculate
solve
categorise
experiment
test
diagram
analyse
identify
conclude
criticise
select
separate
compare
examine
justify
resolve
contrast
distinguish
appraise
question
break-down
differentiate
inspect
debate
inventory
relate

appraise
compare
revise
score
judge
support
identify
attach
evaluate
defend
avoid
rate
determine
attack
select
assess
recognise
choose
criticise
value
estimate
measure

Time to Reflect
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Module 3
The good trainer
Learning Objectives
At the end of this module, learners will be able to:
1. Detail the qualities of a learning centred facilitator.
2. Apply these principles to the work you have ahead of you.

Test yourself if you are Learner-centred
Instructions: For each of the following items, indicate whether it is descriptive of learnercentred (LC) or information-centred (IC) behaviour.
No

LC
or IC

Question

1

The job of a trainer should be to present the material in a clear, logical, wellorganized manner.

2

At the beginning of a training session, the trainer clearly identifies the session or
course objectives.

3

The trainer encourages participants to ask questions when they need
clarification.

4

Visual aids are used minimally.

5

The trainer uses tests to find out how well the participants retained the material.

6

The trainer begins a session by reviewing ground rules dealing with breaks.

7

The most important factor to consider when evaluating packaged training
programs is the amount of content.

8

The best trainer is one who involves the participants.

9

The room is arranged classroom style with participants seated in rows, all facing
the trainer.

10

Good trainers are experts in their subject matter.

11

Experience and knowledge of subject are more important than the ability to
involve the participants in the learning experience.

12

The trainer asks participants what they want to know and learn.

13

The trainer builds in many opportunities to try out new skills and ideas.

14

The trainer establishes himself or herself as the expert or authority on the
subject.

15

The trainer‘s role is to facilitate the learning process.

16

The trainer frequently puts participants into small groups to discuss questions or
solve problems.

17

The trainer chooses a variety of learning methods or approaches.

18

The primary role of the participant is to receive information from the trainer or
subject-matter expert.
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Module 4
Assessing needs
Learning Objectives
At the end of this module, learners will be able to:
1. Detail the process of developing needs into a curriculum.
2. Detail the process of defining needs in unstructured courses.

Academic Equivalent that meets the NQF standards

NQF Levels

Doctorates

8

Masters Degrees

7

First and Honours Degrees

6

Non Degree Diplomas

5

Grade 12

4

Grade 11

3

Grade 10

2

Grade 9

1

Simple questionnaire when the training is “not quite formal”
A

What are the outcomes for the whole course

B

What outcomes have been trained prior to my course?

C
What outcomes are scheduled after my course
Now do some simple arithmetic:
A – B – C = the outcomes that have to be in my course.

Time to Reflect
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Assessment Materials
Train the Trainer

Assessment of Project One.

Candidate Name:
Practical Assignment1:
Situation Analysis
Criteria for mastery: All square brackets [] must contain a tick only. Curly brackets () may have a
cross or a tick and a cross. Wherever there is a tick and a cross left it may be that the item is irrelevant.
Ignore it if the comment box is clear. Where there is a tick and no comment in the box it means that,
that item is good and no comment is needed. I may sometimes add comments into a ticked box to
clarify a point or ask you to consider something more. This will not require any further action from you in
this assignment.

The Format
The context relates to the exit outcomes

[]

The benefits are derived from the outcomes and the context

[]

The outcomes are divided into no more than five items of
learning

[]

The methodologies are appropriate to the outcome and the
context

[]

Materials are cost effective

[]

Evaluation is simple but sufficient
General Comment and Feedback

[]

Learning Points from this assignment.

Not yet/Competent
Date:

Ass #1

Assessed by:
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Train the Trainer

Assessment of Project Two.

Candidate Name:
Practical Assignment 2:
Criteria for mastery: All square brackets [] must contain a tick only. Curly brackets () may have a
cross or a tick and a cross. Wherever there is a tick and a cross left it may be that the item is irrelevant.
Ignore it if the comment box is clear. Where there is a tick and no comment in the box it means that,
that item is good and no comment is needed. I may sometimes add comments into a ticked box to
clarify a point or ask you to consider something more. This will not require any further action from you in
this assignment.

Trainer’s materials
Includes Design Matrix
Includes Timetable

[]
[]

Includes Pre-reading materials

[]

Includes Trainer‘s guide

[]

Includes IDC model

[]

Includes training aids

[]

Includes cost effective materials

[]

Includes course reaction

[]

Includes formative assessment

[]

Includes reporting format

[]

Learner’s materials
Presentation is easy to read

[]

Layout is generous but economical

[]

Follows the IDC model
General Comment and Feedback

[]

Learning Points from this assignment.

Not yet/Competent
Date:

Ass #2

Assessed by:
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Appendix Five

Course Reaction Sheet
My Name:
Country:
Date:
Please take a moment to give us your honest feedback about the value of this programme to
you and your job responsibilities.
1.

What overall rating would you give this programme?
Excellent

Good

Fair

Poor

Comments:

2.

To what degree did the facilitators create and atmosphere in which you felt
comfortable participating and interacting with others?
High Degree

Moderate Degree

Low Degree

Not at all

Comments:

3.

How would you rate the facilitators in terms of their ability to communicate the
information?
Excellent

Good

Fair

Poor

Comments:

4.

To what degree were the facilitators responsive to individual questions and
concerns?
High Degree

Moderate Degree

Low Degree

Not at all

Comments:

How would you rate the learning materials (handouts, learner’s handbook,
assessment instruments, visual aids)?

5.

Excellent

Good

Fair

Poor

Comments:

6.

How would you rate the learning activities (skill practices, small group activities,
case studies, role plays)?
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Good

Fair

Poor

Comments:

7.

To what degree will you be able to use the information and skills from this
programme in your job?
High Degree

Moderate Degree

Low Degree

Not at all

Comments:
8.

How do you rate the comfort, catering and facilities?
Excellent

Good

Fair

Poor

Comments:
9.

What parts of the programme were most valuable/beneficial to you?

10.

What parts of this programme were least valuable/beneficial to you?

11.

What do you plan to do (or do differently) upon returning to your job as a result of
your participation in this programme?

General Comments:
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