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Train the Trainer 

FETAC Level 6 

Four Day Training Course – approved by FÁS for National Register of Trainers

BACKGROUND
People are an organisation’s most valuable asset. Well trained people can massively leverage performance in the organisation.  Our unique Train the Trainer programme will help transform you from traditional lecture-based, instructor-led training to a dynamic, multi-sensory format that will dramatically accelerate acquisition and retention of knowledge.

This workshop will ensure that trainers have the essential competencies necessary to meet the training challenges that they are faced with in today's changing world.  Some of the Trainer Competencies we focus on during the “Train the Trainer Programme” include: The Role of the Training Organisation and the Trainer, Understanding Learner Motivations, Training Analysis Methods, Trainer Preparation and Effective Learning Methods, Communication and Feedback for Trainers, Evaluation, Assessment, and ensuring Equality for Learners.  

The programme is designed for both new and experienced trainers and will be tailored to address the needs of each participant.

This programme is also suitable for those who want to become Registered as Trainers on the FÁS National Register of Trainers Scheme.



COURSE OBJECTIVES

Learners who successfully complete this programme will :

· Understand different learning profiles, styles, and motivations involved with learning

· Understand the functions and processes of learning and training 

· Evaluate different approaches to training

· Appreciate the importance of training on an individual, social and economic level

· Work effectively with a range of learner groups and be aware of best practice as regards equality in training.

· Design effective training programmes that meet specific learning objectives and outcomes

· Deliver training programmes using appropriate and effective communication methods

· Consider ways to use best practice evaluation methods for learners and programmes

· Develop and implement appropriate assessment methods



WHO SHOULD ATTEND

The programme is designed for both new and experienced trainers.  It is particularly suitable for those wishing to follow a career in Training be that in-company or externally and become registered with FAS on their National Register of Trainers.

Also suitable to those who wish to complete Sections II F of the ASQ Certified Quality Engineer (CQE) curriculum.



COURSE PROGRAMME

Unit 1:  Theory of Training,  Adult Learning, and the Learning Process

The learner will be introduced to various concepts and psychology of training, education and adult learning and how this applies to training practice.  The learner will also gain an insight into the structure and mechanisms for qualifications within the context of adult learning and the importance and relevancy of this in meeting the needs of the learner and in structuring learning content.  In addition, the importance and process related to the National Framework for Qualifications will be discussed.

On successful completion of this unit learners will be able to:

· Compare and contrast concepts of training and education

· Apply theoretical concepts to a coherent framework for training practice

· Discuss the psychology of learning, and how this relates to training.

· Explain key principles and methodologies which underpin adult learning of learning styles, learning outcomes, essential techniques

· Discuss andragogical principles in the training practice and evaluate the approaches of different adult learning theorists eg Knowles, Kolb, Friere, Brookfield, Rogers.  Assess the contribution of theorists such as : Dewey, Gardner, Maslow, Piaget and Skinner to the psychology of learning

· Understand study techniques such as SQ3R (scan, query, read, review, and recall) active reading.

· Explain the importance and relevance of the National Framework for Qualifications  

· Ensure the programme conforms to the requirements of certification bodies where appropriate.

· Discuss certification systems, and the value of specific certifications within the trainers’/learners’ environment.

Unit 2:  Training and Development Key Principles:  The Role of the Trainer,  Learning and Communication Styles, Ensuring Equality with Learning

This unit outlines good practice in training and how to demonstrate good practice in a training environment.  Learners will be introduced to various different learning styles and how this impacts upon successful transfer of learning. They will also explore different personal effectiveness skills which will ensure good training practice, including setting boundaries, personal development, and effective listening and communication skills.  Learners will be informed of the importance of equality awareness in the preparation and delivery training and how to ensure all learning and development is carried out within an inclusive environment

On successful completion of this unit learners will be able to:

· Outline the values which inform practice in training / training practices, including a critical ability to be able to listen and respond with empathy to learners’ needs.

· Demonstrate good training practice

· Describe different preferred learning styles, training styles and conflict resolution techniques.  One which will be used is Honey and Mumford’s Learning Styles Inventory.

· Establish appropriate work boundaries

· Identify personal training and development needs

· Identify the prerequisites for effective communication in groups and key principles of effective two-way communications

· Demonstrate an understanding of group dynamics 

· Describe and interrelate the various components of the Systematic Training Cycle – identify and analyse training needs, plan training to meet these needs, implement and deliver training, and evaluate training events and assess learning.

· Identify characteristics used as a pretext for equal and unequal treatment. Be aware of legal requirements as regards equality in training.

· Demonstrate an awareness of best practice as regards equality in training – the need to avoid sexist or discriminatory language, the need to address issues of access for different groups.

· Describe some of the processes associated with inequality – such as stereotyping, prejudice, and unfair discrimination.

· Show an understanding that learners differ in terms of intellectual and physical differences, prior learning experiences and socialisation.  

Unit 3:  Learner Motivation, Training Needs Analysis, Learner Profiles and Programme Design (including Aims and Objectives)

This unit looks at the process of completing an effective training needs analysis and how to identify and analyse training requirements.  Aims and objective setting will be explained and their importance in terms of the achievement of effective learning outcomes. Learners will also be introduced to the most relevant theories in relation to motivation and how this impacts upon adult learning preparedness.

On successful completion of this unit learners will be able to:

· Identify different job roles and the behaviours within those jobs

· Distinguish between training aims and training objectives. 

· Identify and analyse training needs.  Consider requirements related to knowledge, skill, attitudes and behaviours for both job roles and individual tasks.  

· Draw conclusions from analysis, to inform the training plan and compile a list of learning and performance objectives

· Justify how learning objectives can be used to evaluate learning effectiveness

· Design learning programmes relevant to the identified needs of learners

· State training objectives in terms of behavioural outcomes.  Introduce both the SMART Objective method – (Specific, Measurable, Attainable, Relevant, Timed), and best practices for ensuring the learner’s environment, context and conditions are considered when setting learning objectives.

· Display an understanding of factors that can motivate learners, and of the difference between intrinsic and extrinsic motivators.

· Show an understanding of the effect of particular approaches and interventions on a learner’s motivation to learn.

· An understanding of some of the management theories of motivation and how these might relate to training:  Maslow’s hierarchy of needs, Herzberg’s two factor theory.

Unit 4:  Training Programmes Methods, Preparation, Presentation and Delivery (includes using Visual and other Training Aids)

The success of any training session is largely due to preparation; this unit looks at the planning process and how to apply various training methods to ensure learning objectives are achieved.  Learners will be introduced to best practice in relation to structuring, delivering and presenting training content using various forms of technology, visual aids, props etc., and how to interact effectively with an adult leaner group in order to encourage better understanding and participation.  This also focuses on planning for success with learning interventions with regard to adhering to best health and safety practices (e.g. safe physical and emotional learning environments, inclusivity, etc.)

On successful completion of this unit learners will be able to:

· Plan the delivery of a training session.  Relate the content to the objectives. Organise the information in a logically structured manner.

· Prepare appropriate training methods for each element of the training session

· Discuss the merits and drawbacks of a variety of training methods, such as technology based training / learning , open learning, lectures, talks, resource based learning, project based learning, programmed learning, case study, role play exercises, buzz groups, syndicate groups.

· Produce exercises for use within a training session

· Prepare any tools or visual aids for the training session eg overhead or power point slides, flipcharts etc. and prepare to consider the learner’s context when making choices with visual aids. 

· Identify elements of an effective training programme, such as:  Scope of the training, Timetable, Target learner profiles, and Training Objectives,  

· Present a structured talk or demonstration– eye contact, interaction, check for understanding, how you relate to audience, physical positioning, and appropriate use of voice.  

· Promote participation by learners in group discussions by using effective group facilitation techniques.

· Demonstrate using appropriate approach, such as the Demonstrate, Involve, and Practice (DIP) and other  Interactive Training Methods

· Discuss how an awareness of health and safety law and practice are related to the planning and implementation of training events.

Unit 5:  Delivery, Feedback, Assessment, and Presentation Skills

The presentation of the trainer and how they manage and interact with the training environment hugely contributes to how effective a training session is. During this unit the key skills of establishing, promoting and maintaining a positive learning environment are discussed.  In addition, the evaluation of trainer and learner competencies, confidence, skill, etc. is discussed as well as how to give and receive feedback to ensure learner progress, assess learner ability. Various types of learner assessment methodologies are presented along with their value and application in terms of achieving learning outcomes.

On successful completion of this unit learners will be able to:

· Reinforce best presentation skills practices, with training, structured talks, and demonstrations for both individuals and groups to facilitate effective learning.

· Give and receive feedback in the training situation so that it is constructive, can be understood and can be acted upon.

· Demonstrate effective listening and feedback skills

· Evaluate progress on an on-going basis

· Provider formative feedback to learners throughout the programme

· Accept and act upon feedback from others. Understand the benefits of self-evaluation of own performance and receiving feedback from others with a view towards continuous improvements.

· Critically evaluate a range of learner assessment techniques: practical, written, and oral.  

· Assess learners’ achievement of training objectives

· Plan the application of fair and consistent summative assessment techniques to ensure achieved and training outcomes

· Distinguish between formative and summative assessment

· Evaluate learner progress against learning objectives

Unit 6:  Evaluation and Assessment  of Trainer Delivery and Learning Skill and Competence

In order to improve on any skill it is necessary to reflect on ones existing skills and then work on improving them.   Training evaluation is an important learning platform for the trainer to assess how effective their content, structure and delivery methodology was in meeting the learning outcome. The trainer will review the different levels of evaluation and how they help in terms of informing the trainer in the spirit of continuous improvement.

On successful completion of this unit learners will be able to:

· Evaluate a training programme and Display an understanding of different levels of evaluation

· Select or design appropriate evaluation instruments, such as reaction sheets, observation, assessments.

· Gather input from learners on programme effectiveness and understand the place of evaluation within the systematic training cycle, to inform future improvements.

· Identify opportunities for improvement of delivery

· Prepare a programme improvement plan and how this ties in with the training cycle.


ASSIGNMENTS

Learners will be required to complete an Assignment of 2,000 words approximately, based on some aspect of Training and Development.   This should demonstrate understanding of planning, researching, conducting and evaluating a training session. The training session could be an event the learner has run before or would hope to run in the future. It may also take the form of a case study, action research or reflective piece of work.  The Assignment should identify the theoretical understanding and practical application on a range of specific learning outcomes. A key part of the assignment will be a required portfolio of reflective learning where the learner will be asked to identify topics which were covered during course of the program and demonstrate how they could be applied to their own or a prospective work or other organisational environment.

The assignment will be given to the delegates at the end of the course and must be submitted 4 weeks following course completion.

The assignment carries 50% of the marks.



SKILLS DEMONSTRATION

Skills Practices will be used throughout the programme.  On the final day of the course, candidates will be assessed in the following areas:

· Presentation Skills

· Oral Presentation Skills

· Use of visual aids

· Use of learning materials

Candidates should make a presentation of approximately 15 minutes duration.  The presentation should address the specific learning outcomes of the candidates chosen subject, as agreed with the tutor.  Candidates should demonstrate effective communication skills in their presentation; using appropriate visual aids e.g. demonstrations, handouts, flipcharts, overhead projector, slide projector presentation, etc.

The skills demonstration carries 50% of the marks.



GRADING

Pass                        50-64%

Merit                      65-79%

Distinction             80-100%



FETAC CERTIFICATION

This course is certified by FETAC (Further Education and Training Awards Council).  FETAC gives people the opportunity to gain recognition for learning in education and training centres, in the work place and in the community. The FETAC Assessment periods are January, May, August and November.  FETAC issue certificates within approx. 2 months of each assessment period.  



TRAINER REGISTRATION 

This course is approved by the FAS National Register of Trainers.  On completion, delegates can apply to become registered trainers under the FÁS National Register of Trainers Scheme. http://www.fas.ie/en/Training/Training+Provision/National+Register+of+Trainers/default.htm 



COURSE MANUAL

This course comes with a very comprehensive manual, which proves to be an excellent source of reference after the course. 



IN-HOUSE COURSES

All SQT courses are available on an In-House basis. On In-House courses, the tutor will work with the customer in advance to clearly define course objectives to meet the specific delegate and company requirements while adhering to the specific FETAC learning outcomes.  



COURSE PRESENTER  
Janet Grene:

Janet Grene has over 17 years of professional experience in IT, Engineering and Quality, and Human Resources.   She holds a B.S. in Mathematics and Computer Science, and an MBA.    Janet has worked as an individual contributor, manager and senior manager within a number of sectors; including financial, government and high tech.  Janet was trained to Six Sigma Black Belt Level with Dell as Training and Development Manager.  

Since leaving Dell in 2001, Janet has been actively involved with many companies carrying out research, and developing, and delivering learning workshops for those in Senior/Executive Leadership roles, as well as for Managers/Supervisors and Individual Contributors.    Janet holds an NUI Certificate in Training and Continuing Education, and is a Certified Professional Facilitator.  She is a Licenciate Member of the CIPD, and also a member of the MBA Association of Ireland and the Academy of Management.  

Maire Murphy:

Maire Murphy has worked in the area of HR Development and Training and Development for over 15 years in the Manufacturing & Services sectors as Specialist, Function Manager, and Consultant. Maire has a BA, is a Certified Professional Facilitator and a Graduate Member of the Irish Institute of Training and Development (IITD).

Una McDermott:

Una McDermott is a specialist training and development consultant who holds an honours degree in behavioural science and is accredited in the application and interpretation of personality and suitability tests. Una has in excess of 12 years HR and Learning & Development Management experience gained mostly with a large blue chip multinational company. She has been actively involved in the diagnosis of HR training and development issues and the design and implementation of training based solutions. Una is CIPD certified having completed the Diploma in Personnel Practice through University of Limerick and is also qualified in the application of Six Sigma process improvement methodologies.



Course Dates & Venues

See attached Calendar
Course Times

9.00am-5.00pm
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