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[bookmark: _Toc513550898]Workshop Overview
The purpose of this workshop is to help you learn how to develop and conduct effective training. It is designed for “non-trainers” who may never train or train on an occasional basis. It covers the basic skills necessary for you to effectively develop and conduct the training you are asked to do in your job.
Throughout this course, you are an active participant in the learning process. It is a fact that people learn more in training when they are actively involved. “Learning by doing” is a basic principle followed in this workshop.
The workshop format includes group discussions and individual and group exercises designed to help you learn training skills. You will develop a practice training lesson and conduct a presentation during the workshop. Your fellow participants are your “trainees” during your practice training.
[bookmark: _Toc513550899]Workshop Objectives
By the end of this workshop, you will be able to:
· Develop an outline for short presentation and, 
· Give a presentation using the training lesson you developed


[bookmark: _Toc513550900]Workshop Plan
Workshop Agenda
	MODULE
	TITLE

	1
	Workshop Overview and Components of Training

	2
	Participant Considerations

	3
	Preparation Skills

	4
	Presentation Skills

	5
	Classroom Management

	6
	Workshop Close and Summary


[bookmark: _Toc513550901]Component of Training Lesson Objectives
At the end of this lesson, you can:
· Identify ways that training skills can be used 
· Describe the personal resources and learning goals you bring to the workshop
[bookmark: _Toc513550902]Definition of Training
This workshop is focused on helping you learn training skills. We define training as the development and delivery of Workday and business process information that people use after attending training.
This definition distinguishes “training” from other situations where people are provided with information yet are not necessarily expected to use the information they are given. The distinction between training and non-training is an important one because the process for developing and delivering the information differs between the two.
Effective training requires that you have a clear picture of how the trainees need to use the information after the training. It also requires that people practice what they have learned before they apply it. This practice step is not required in non-training situations, since the people are not necessarily going to use the information subsequent to the training. You will learn how to incorporate practice into the training you conduct for the Workday project.


[bookmark: _Toc513550903]Characteristics of Training
The worksheet provides a format for recording characteristics from trainings you’ve attended in the past. In each column, list characteristics that made a training great, a trainer great and what may have detracted from the overall training experience.
	[image: j0234160]
	Exercise:  The purpose of this exercise is to reflect and reference and leverage great training experiences you’ve had previous to attending the workshop. 


Great Training(s)
	GREAT TRAINING
	GREAT TRAINER
	DETRACTORS

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	






[bookmark: _Toc513550904]Personal Resources and Learning Goals
The worksheet shown provides a format for recording your personal resources and learning goals. This self-assessment identifies what you already bring to the training environment and where you can focus your efforts during this workshop.
	[image: j0234160]
	Exercise:  The purpose of this exercise is to help you focus your efforts during this workshop. Feel free to add to your lists, as additional personal resources or goals become apparent to you during the workshop.


Personal Resources and Learning Goals
	RESOURCES I BRING
	OPPORTUNITIES
	LEARNING GOALS
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[bookmark: _Toc513550907]Lesson Objectives
By the end of this lesson, you can:
· List participant characteristics to consider when preparing a training
· Identify participant engagement queues
[bookmark: _Toc513550908]Participant Characteristics
The worksheet shown provides a format for listing most common characteristics of your participants in the Workday training.
	[image: j0234160]
	Exercise:  The purpose of this exercise is to provide you a reference of participant characteristics to consider as you prepare your Workday training. 


Participant Characteristics
	KEY CHARACTERISTICS

	Employee

	Adult Learner

	

	

	

	

	

	

	

	


[bookmark: _Toc513550909]Participant Engagement Queues
The worksheet shown provides a format for listing queues from participants that indicate their level of engagement during a training and how best to address each one.
	[image: j0234160]
	Exercise:  The purpose of this exercise is to provide you a reference of participant engagement queues to consider as you prepare your Workday training.


Identify Queues
	WHAT TO LOOK FOR
	WHAT TO DO

	Facial expression
	

	Gesture
	

	Posture
	

	Eye contact
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



[bookmark: _Toc513550910]Summary
Considering the learning needs of your participants can greatly impact the success of your training. This is often referred to as “knowing your audience”. Prior to conducting your Workday training, spend time considering who your learners are, their needs and background and prepare your material, course flow and activities around them. 
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[bookmark: _Toc513550913]Lesson Objectives
By the end of this lesson, you can:
· Identify ways to prepare for your Workday training
· List preparation requirements for the training environment

[bookmark: _Toc513550914]Preparation List
The worksheet below identifies preparation categories and actions to achieve preparation. When preparing tactically for your presentations, it’s important to remember the participant considerations that can influence what’s needed to prepare. 
	PREP CATEGORY
	PREP ACTION
	CONSIDERATION

	Material(s)
	
	

	Software
	
	

	Course Delivery
	
	

	Equipment
	
	

	Facilities
	
	

	Other
	
	




[bookmark: _Toc513550915]Logistics
Room Shape – everyone should be able to see you comfortably.
Windows – windows are, at best, a distraction. Natural lighting is nice but close the drapes or blinds on windows. Not only will people tend to look out, but the sun’s movement during the day can create unpredictable glare. Artificial lighting is easier to control.
Lighting – know where the light controls are. Play around with the lights to get the best combination. If possible, adjust the lights so as not to wash out the overheads or monitors.
Room Size – make sure the room is the right size. A room that is too large for your audience will create a hollow and unused feeling. If the space is too small, everyone will feel cramped.
Room Seating – seating takes three forms:
· Theatre seating – use for large groups with more than 25 people. Chairs should be at least 3 inches apart. 
· Classroom seating – use for medium size group of 12-24 people.
· Meeting seating – is best for small groups of 6-12 people
Sound Systems – know where the controls are. Check everything ahead of time and ask for help setting up the system. Always make sure you set sound levels before the audience arrives.
Temperature – know where the controls are. Arrive early to set the thermostat. If the system is turned off overnight, you will need time to get the room up to a normal temperature. Someone will always be too hot or too cold so try and keep the room in the 72-degree range. If the room is too warm, people will get sleepy.
[bookmark: _Toc513463402]

[bookmark: _Toc513550916]Training Aids
A training aid is something that you use to assist you in the training process. This could be anything from a flipchart to a handout.
It is true that “a picture is worth a thousand words.” Your training sessions will be far more effective if you use training aids in addition to lectures.
The purpose of training aids is to:
· Focus the audience’s attention
· Reinforce your message
· Have the audience read along as you make your point
· Emphasize bulleted points in a presentation
· Simplify a complex process
· Graphically represent a complex concept
· Get the audience more involved
The most common training aids are:
	Training Aids
	Pros
	Cons

	Handouts
	Inexpensive to prepare
Can cover specific topics
Can go into detail
	Confusing to hand out
Participants need time to read

	Flipcharts
	Allow you to react to audience and produce spontaneously
Can cover exactly what you want to cover
Inexpensive
Can be done ahead of time
Can be done interactively
	Hard to read unless print is large enough
Must be created by someone with good handwriting
Put your back to audience when you write

	Computers with Projectors
	Can be projected brightly
Can include sound, animation, and special effects
Can be revised quickly
Pictures and add-on bullet points provide emphasis
	Expensive
Can malfunction
Require expertise to create and operate


[bookmark: _Toc513463404]
[bookmark: _Toc513550917]

Training Day Checklist
Room
· Check to see where the lights are controlled.
· Check the lighting in the room with the projector on.
· If possible, set the thermostat to 72 degrees before the audience arrives.
Training Aids
· Make sure you have enough flipcharts and paper.
· Try out markers and throw away those that do not work.
· Check to see if your computer is operating properly.
· Check student computers to see if they are operating properly.
· Pre-start the presentation.
· Check your screensaver (blank screen option).
Materials
· Lay out the sign-in sheet.
· Check your handouts and lay them out where they will be easily accessible.
· Open your instructor guide to the starting page.
· Distribute participant materials
[bookmark: _Toc513550918]Summary
Preparing for any learning event can greatly influence the outcome and experience for the participants. If you pay attention to these details, participants find it easier to pay attention throughout the session

[bookmark: _Toc513550919]Module 4: Presentation Skills
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[bookmark: _Toc513550921]Lesson Objectives
By the end of this lesson, can:
· Describe the importance of the opening and overview
· Identify two way communication in a learning setting
· Demonstrate communication techniques
· Explain different techniques for conducting demonstrations, activities and exercises for training
· List techniques that work best for your Workday training
To begin a workshop effectively, you must pay attention to the first three stages of the opening and overview:
· Preparing the first three minutes
· Establishing credibility
· Setting the tone

[bookmark: _Toc513463409][bookmark: _Toc513550922]The First Three Minutes
The first three minutes are the most critical in your entire presentation. During that time, participants are deciding whether they like you and if you are worth listening to. Grab them early, and they will stick by you even if something goes wrong later; lose them, and, at best, you are playing catch-up for the rest of your training.


[bookmark: _Toc513463410][bookmark: _Toc513550923]Make a Good First Impression
Pay attention to these areas:
· Appearance – dress and grooming
· Orderliness – room set-up and materials
· Qualities as a host – making the students comfortable
· Credibility – knowledge of the subject and speaking ability
The second component of a good opening has to do with showing respect and building rapport. Let’s look at ways to show respect.
[bookmark: _Toc513463411][bookmark: _Toc513550924]Show Respect and Build Rapport
Pay attention to these areas:
· Prove that you respect their time, make sure you start on time, have the appropriate materials ready, and have everything set up before they arrive.
· Show respect for their comfort. Make sure the facilities are set up appropriately. There should be enough seating for each participant and the temperature should be neutral.
· Show respect for their intelligence. Make them partners in the learning process. Greet as many people as possible before the training begins. Avoid talking down to your audience.
[bookmark: _Toc513463412]

[bookmark: _Toc513550925]Grab Their Attention
Grab attention with one of the following types of openings:
Current events:  People are interested in current events. Research something in the news and make a comment that you can connect to your topic.
Humor:  You can start with a funny story, observation, or activity if it is pertinent to the topic. As a rule, avoid jokes unless you are very good at telling them.
Anecdotes:  Tell a story that relates to some important concept in the workshop.
Quotations:  Quotations somehow have an authority that the present has not yet established. They usually are succinct and have been well thought out. Again, make sure the quotation is relevant to the topic.
Real world examples:  A recognizable scene grabs attention. If the participants can directly relate to the example, they will respond knowingly.
Rhetorical or provocative questions:  Asking a rhetorical or provocative question will raise the attention and interest level of the group. They have to think and be involved. 
Reward participation:  Giving something away for participating is a great way to get people involved. You can successfully give away everything from inexpensive Workday trinkets provided by the project or candy.
Powerful question:  Ask a question that gets their attention. “Did you realize that by the year 2016 _____________?
Keep in mind that you can put a lot of preparation into the opening and still create a disaster.  Here are five sure ways to do just that.
[bookmark: _Toc513463414]

[bookmark: _Toc513550926]Credibility
You must demonstrate credibility. Credibility is not simply a function of credentials. Some people have great credentials but little credibility. Credibility is based on:
Credentials – credentials do indicate that you are professional and knowledgeable. However, credentials alone will not keep an audience’s attention.
Expertise and depth of knowledge – you do have to know your subject matter, but you do not have to be the best. A good coach does not have to be the best player, but a working knowledge of the rules and the team is required. In a workshop format, you need to be knowledgeable enough to facilitate the expertise of the group.
Personal experiences – personal experience with the subject matter will help your credibility. Any parallel experience that you can relate to the topic is also helpful.
Level of preparedness – nothing will destroy your credibility faster than lack of preparation. You need to prepare the information that you are going to present, the way you are going to present it, and the facility and materials that you are going to use.
Enthusiasm and openness – if you are not enthusiastic about the workshop, how can the participants be? Demonstrate your enthusiasm through your voice, body language, and speech. Openness means that you do not try to fake expertise. If you do not know something admit it. Your credibility will be diminished if you get caught in a falsehood or error.
Appearance – you should be clean, neat, and dressed in a way that is appropriate to the group. If you are teaching high-level managers, you probably need to be in a suit. If you working with front line employees, a suit sends the wrong message. Check ahead of time to see what attire would be appropriate, and dress just a slight edge above the norm.
Language – both verbal language and body language are important. You will be judged on your language patterns and how you present yourself. This needs to be somewhat adaptable to the group you are addressing. Using academic language with a production group will not build your credibility. Correctness in speech does not count. Try to speak slightly above your target audience. As far as body language goes, stand up straight, use appropriate gestures, be confident, and smile.
Level of confidence – your level of confidence will affect how you are perceived. Be positive and do not apologize for anything (avoid statements like “I’m really not too good at this.”). Carry yourself assuredly but not pompously. Tell the truth if you do not know something.
Ability to relate – your expertise and experience give you credibility. Even if you have not done exactly what audience members are expected to do, search for some experience that is similar to theirs. Relate to them on a human and not simply an expert level. Everyone gets caught in traffic, gets frustrated, makes occasional mistakes, etc.
[bookmark: _Toc513463415]

[bookmark: _Toc513550927]Setting the Right Tone
The tone of your presentation is also the sum total of everything you do. It includes:
· The “feel” of the room, along with any other logistics like breaks and snacks
· Your “look” – how you dress and groom
· The words you speak
· The tone of your voice
· Your body language
· Your responses to the students
The tone is the atmosphere you create for the participants. Since atmosphere often has an emotionally responsive component to the surroundings, rather than a logical one, know generally how most audiences will respond.
	Enjoyable Tones
	Less Enjoyable Tones

	Exciting
	Serious

	Entertaining
	Reserved

	Engaging
	Solitary

	Relaxed
	Formal

	Lively
	Slow

	Direct
	Wordy

	Fun
	Showy

	Inviting
	Closed-off

	Loud – but not too loud
	Quiet





The same is generally true for qualities of the trainer. The qualities on the left are generally better received than the ones on the right.
	Qualities Audiences Prefer
	Qualities Audiences Reject

	Conversational
	Lecture-oriented

	Open
	Reserved

	Accessible
	Aloof

	Knowledgeable
	A show off

	Confident
	A braggart

	Entertaining
	Dull

	Funny
	Rude or insulting

	Enthusiastic
	Perfunctory

	Humble
	Arrogant


[bookmark: _Toc513463416][bookmark: _Toc513550928]Agenda for the Opening and Overview
All of what we have discussed so far is the setup for your opening and overview. The tone you set should continue throughout the training. However, beyond the setup there are some agenda item that we need to accomplish in the opening and overview.
Introductions – introduce yourself and any other interested “third parties.” This would include managers, visitors, etc.
Expectations – ask the students about their expectations for the training. Chart these on a flipchart, and after they have given you their expectations, go over each one and address whether or not you expect that this expectation will be covered in the workshop. Add your expectations. Although this seems to take a long time, usually participants are eager to tell you what they want and expect.
Learning Objectives – present the learning objectives as stated in the material. You should have a series of overall objectives for the entire workshop and a set of limited objectives for each section or module.
Agenda – tell the students what to expect for the training period. Give them the agenda, including the times and lengths of breaks and lunch, if applicable.
Administrative – speak to the administrative details of the training, including turning off cell phones, the location of the bathrooms, break rooms, etc. Inform them how messages will be handled. Also, tell them about breaks and lunch, including, in some cases, where they can go to eat if lunch is not included.

[bookmark: _Toc513550929]Techniques
List items that are techniques for communication and classroom activities.
	COMMUNICATION TECHNIQUES
	DEMONSTRATION/ ACTIVITY/ EXERCISE

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


[bookmark: _Toc513550930]Summary
Identifying the type of presenter you are is often only uncovered through practicing and presenting. Take time to identify tips and key points you think would work well for you and make time to practice them before your Workday training.
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[bookmark: _Toc513550933]Lesson Objectives
By the end of this lesson, you can:
· Explain the process to manage information in a classroom
· List a process to engage participants
· Discuss techniques for introducing and transitioning to new learning topics 
· Summarize your Workday training for participants
· Evaluate the training and make adjustments






[bookmark: _Toc513550934]

Engagement Lifecycle





[bookmark: _Toc513550935]Course Flow Items
	WHAT
	
WHY
	HOW

	Engage
	
	

	Introduce New Ideas
	
	

	Present Materials
	
	

	Confirm Understanding
	
	

	Transition
	
	

	Close Program
	
	

	Evaluate
	
	



[bookmark: _Toc513550936]Summary
Building a course flow that highlights the learning points of the Workday system can enhance training. When preparing, review where you can complete each of the actions above during the training. 

[bookmark: _Toc513550937]Module 6: Workshop Close and Summary
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[bookmark: _Toc513550939]WORKSHOP IMPORTANT POINTS
Module 1: Components of Training
1.
2.
3.
Module 2: Participant Considerations
1.
2.
3.
Module 3: Preparation Skills
1.
2.
3.
Module 4: Presentation Skills
1.
2.
3.
Module 5: Classroom Management
1.
2.
3.

[bookmark: _Toc513550940]Individual Presentations
It’s your turn to use the Workshop lessons and apply them to a presentation! Based on the “fun fact” item you shared earlier, you have 1 minute to prepare a 1 minute presentation on your topic or fact. 
	[image: j0234160]
	Exercise:  The purpose of this exercise is to utilize the training skills you’ve developed during the course of the Workshop and prepare you for future teach-back sessions.


Presentation Outline
	PREPARE LIST
	WHAT TO DO

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



[bookmark: _Toc513550941]Workshop Summary
Workshop Introduction and Overview
Components of Training
Participant Considerations
Preparation Skills
Presentation Skills
[bookmark: _GoBack]Classroom Management

Engage Audience


Introduce New Ideas


Present Material


Confirm Understanding


Transition


Close Program


Evaluate Program
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