60 Thoughts and Tips for Highly Effective Trainings
by Judy Strother Taylor

1. A good trainer needs relationship skills as much as teaching skills.
2. Within mentoring programs, it’s useful to remember that training is not a one-time event but the beginning of relationships between staff and mentors.
3. Schedule your training at a time and place convenient to your participants.
4. Arrive early to make sure everything is the way you want it to be; if not, you have time to make adjustments.
5. Test all audiovisual equipment more than once. Have a back-up plan for what to do if your equipment fails; a back-up plan might include having copies of PowerPoints for each attendee. 
6. If you are going to wear a microphone, use your normal voice and remember that you can be heard even talking in a low voice. Watch your comments to others.  Especially with hands free microphones, remember what rooms you take them into.
7. Start on time. It’s respectful to those who made the effort to arrive on time, and a message to those that are late.  
8. Serving food is good way for people to feel welcomed and appreciated. They are your guests while they are at your training session. 
9. Give out nametags (or create name tents), so people will get to learn who’s who at the training.
10. Make sure your attendees know they are welcome. Start with how you greet them. For example: “Welcome! Good to see you! 
11. [bookmark: _GoBack]Set some group agreements (e.g. Please keep cell phones on vibrate, respect other’s opinions and viewpoints, etc.) 
12. Use icebreakers before the training starts that allow participants to comfortably interact with each other. An easy, fun exercise allows people to begin to connect even before the training starts and warms them up to participate throughout the training. 
13. Make the objectives of the training clear. Shortly after your training begins go over and post the training objectives.
14. Address the need to fidget. Many of us are distracted from learning by having to hold still. I always give out clay, Play Doh or little puzzles so people have something to do with their hands; I encourage them to fidget all they want.
15. Make your session as interactive as possible. Active participation makes your training come alive and helps participants to retain the information presented. Plus, it’s a more enjoyable experience. If participants enjoy the training, they will be more willing to attend follow-up trainings though the year. 
16. Get people involved in an interactive exercise as soon as possible. It will set the tone for the training and engage them right away. 
17. Have adequate bathroom breaks. Time goes faster in a session for the trainer than for the participants so don’t judge the need for a break by your experience. 
18. Know what time it is. Try to stay on schedule.
19. Give a two-minute warning as you begin to wrap up small group exercises.
20. Bring a few extra pairs of reading glasses. You will be surprised how often a participant needs them.
21. Learn the names of as many participants as possible and use participant’s names. It lets them know that they are more than a face in the crowd. 
22. If it’s needed, provide childcare.
23. End on time or a little early. It’s respectful of those who participated in the training. Ending early is always a nice little surprise.
24. Anything can happen; roll with it. 
25. Give clear instructions for exercises, including how long an exercise will last. After you give the instructions, ask if there are questions. 
26. Assign times other than 5 minutes or 10 minutes if you want people to do things on time. Try 7 minutes or 11 minutes. (For example, “We will reconvene at 12:56.” 
27. Be sensitive: Always make sure that no one is embarrassed in your session. Select exercises that do not highlight failure. 
28. Use PowerPoints sparingly.
29. Keep the information on each PowerPoint limited, so it does not look cluttered and so people in the back of the room can read it. 
30. Provide copies of your PowerPoints so that attendees can follow along and take notes.
31. When you are asked a question, always repeat the question before you answer it. That way you can make sure you heard it correctly and you can make sure everyone else did too.
32. Reward participation and attendance verbally, and with little remembrances of the training such as mugs, candy, pens, t-shirts etc.
33. Use variety when you do exercises and activities.  Exercises can be done solo, in two’s, three’s or in large groups. Create opportunities for people to meet each other. Counting off before you break into an exercise group will help in making sure that people will work with those, other than the people from their own organization. 
34. Debrief every training exercise. Make sure you have identified what you want participants to learn from every activity and allow time to debrief each session so that you can be sure participants get the important points from each exercise.
· DIGA (Describe, Interpret, Generalize, and Apply) is a tool used for reflection to create a deeper understanding of a topic, skill or process after an exercise. This tool promotes the probability that learning will be internalized and used. How to use it? Describe what happened in the activity.
· Interpret or internalize the learning by asking such questions as: 



1

                What did this mean to you?
                 Why did we do it?
What effect will this have on your future learning?

· 
35. When possible, use interactive exercises to get ideas across (rather than mere lecture). 
36. As you close the training, go over the training objectives. Ask the group if the objectives have been met one objective at a time.
37. Smile a lot!
38. Be enthusiastic. It’s infectious.
39. Have fun with your training and the participants. 
40. Attitude is a choice.
41. Use music before the training starts, during breaks, at lunch, and after closing. Music can soften the mood and make the training more welcoming and comfortable for participants. At the close, it will send them off in a better mood. (But also, check in with attendees to make sure the choice of music is not off-putting to them, or too loud.) 
42. Use interactivity in everything. Vary your delivery strategies including visualizations, games, incentives, varied presentation techniques, panels, quizzes, Socratic Method, and providing more than one talking head.
43. Set the room up for comfort and to support involvement and interaction. Use round or “U” shaped seating configurations when possible.
44. Change your activity often. (Some experts suggest every eight minutes.)
45. Limit the number of new concepts you introduce in one training session. Four to six in a day is plenty.
46. Reach people at the emotional level. Learning at that level lasts longer.
47. Prepare in advance, especially copying and assembling all materials.
48. Just because someone knows a subject doesn’t mean they know training. Training involves a separate set of skills. 
49. Practice the session before you deliver it. This will feel silly but it’s better to have your first session in front of a group be at least the second time you have delivered the training. Even on Broadway they have a dress rehearsal. 
50. Use different techniques for delivering information: Lecture, small group interaction, visualizations, group reading, individual activities, brainstorming, working in pairs, role playing, slide presentation, power points, short videos, etc.
51. Some people learn more slowly. This does not mean they are dumb. It means they process new information in a slower manner. Once they get it, they may use it better than those who learn more quickly. Look for this behavior in your sessions and be sure to accommodate it.
52. Don’t interrupt: let participants who are contributing finish their sentences.
53. Keep one or two participants from doing all the talking. Get everyone involved.
54. End on a high note. Use something uplifting, funny, or funny warm.
55. Thank everyone who helped make the training possible. (Those that furnished the meeting space, food, materials, trainers, etc.)
56. Give out certificates at the end of the session.  Certificates add another dimension of value to the training and it reminds them of their learning experience.  It is also an inexpensive way to recognize their participation and efforts.
57. Evaluate your training so you can improve for the next session. 
58. Recognize contributions by participants. This consists of four steps:  
Who was the person?
What did they accomplish?
What did they do?
What value or impact will it have?
59. 
60. Follow up the training with thank you notes or calls when possible. If the group is too big, send out a group e-mail thank you.	
61. Read this again.
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