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Appendix 5: 
Top 40 Tips for Trainers
 “Practice is the best of all instructors.”

-- Publilius Syrus
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I. How Adults Learn 
What the Research Reveals

	1. This is the age of “sound bites”!  The average adult has an attention span of five to seven minutes….or less!  To address this reality, keep things interactive – ask questions; intersperse lectures with activities; conduct mini-reviews, etc. 

2. Make time for review! REVIEWING information over time can increase retention by up to 80% - even during the same day.

3. We remember: 

a. 10% of what we READ

b. 20% of what we HEAR

c. 30% of what we SEE

d. 50% of what we SEE and HEAR

e. 80% of what we SAY

f. 90% of what we SAY and DO (or ACT)

	4.  TELLING, when used alone, results in 70% recall three hours later and 10% recall three days later.  
SHOWING, when used alone, results in 72% recall three hours later and 20% recall three days later.  
A blend of TELLING AND SHOWING results in 85% recall three hours later and 65% recall three days later.

5. We learn:

a. 1% through TASTE

b. 1.5% through TOUCH

c. 3.5% through SMELL

d. 11% through HEARING

e. 83% through SIGHT




Adult Learning Principles

6. Adults must want to learn; and learn best when they desire to remember what they learn.
7. Adults must see the practicality and relevance of what they are learning.

8. Adults learn by doing; and learn most thoroughly the things in which they participate wholeheartedly.

9. Adults need a variety of learning methods because they have differing learning styles.

10. Adults learn better when a combination of senses, such as sight and hearing, are involved.

11. Adults learn faster and remember longer when learning content is repeated several times.

12. Adults learn a new step best when they have already learned the preceding step.

13. Adults need feedback; and learn best when they can see the evidence of their progress.

14. Above all, adults learn best when learning is “safe” -- and they trust they will not be threatened with “losing face” in front of their classmates.
II. Preparation  
15. Give your best!  Be prepared as much as you can be!  Leave nothing to chance and don’t wing it!
	Preparation Checklist

	
	Reserve training room

	
	Test AV and computer equipment, including Internet access; work with CJIS if your computer(s) need to be COLLECT certified

	
	Install shortcuts to the CJIS Portal page on PC desktops, if applicable

	
	Attend to training registration logistics, including parking information and reminders; confirm number of registrants

	
	Ascertain if any trainees have requested special accommodations in order to attend

	
	Arrange for any refreshments you plan to provide

	
	Reproduce/collate and assemble all training materials

	
	Obtain Usernames and Passwords for all registered trainees

	
	Arrange for a dry run of your presentation; make any necessary notes in your Instructor Guide

	
	Assemble an emergency kit of training supplies: extra markers, pens, and pencils; masking tape; name tents or tags; spare projector bulb; post-it notes; extra paper; wrapped hard candies; extra directional signs; bottle of water for yourself; etc.

	
	Prepare for the unexpected: Put your PPT presentation on a jump drive; make handouts that can replace PPT slides, create a list of phone numbers for key contact persons, etc.

	
	Develop a plan for handling inclement weather or other unexpected situations that will cause a delayed start or re-scheduling, such as instructor illness

	
	Make arrangements to arrive early for classroom set-up


III. Presentation Skills 
On Getting Started

16. Your first few minutes are the most important!
1. In the July 9, 2008 issue of Learning Trends, Elliott Masie, of The Masie Center, asserts that online or in the classroom, the first 180 seconds of any learning experience are when learners make up their minds about the training.  They typically: “sniff out” the instructor’s teaching style and the level of energy of their fellow students; see the role that PowerPoint might play; predict how likely the class will meet their objectives; make assumptions about the efficiency and speed of learning, the level of content and type of engagement; etc.… All in the first 3 minutes!
17. Be so familiar with your beginning that you practically have it memorized!

18. Be ready to go.  Try to avoid late starts, “equipment-failure” starts; starting without trainees’ attention; or starting with an apology or “downer” statement about climate control and the like.  Instead, welcome/greet your audience and start by offering value – what you can do for them today?

19. Get trainees engaged and talking as soon as possible; ask an opening question.

20. Anticipate, determine, and confirm trainees’ needs.

· What do trainees ALREADY know about the topic?

· What do trainees WANT to know about the topic?

· What EXPERIENCE do trainees have regarding the topic?

· What is trainees’ ATTITUDE toward/about the topic?

21. Expectations are important – make the training objectives/goals clear from the start.

22. Let trainees know what you expect of them: they are responsible for their own learning and should let you know if their needs are not being met.

23. Make sure you know what to say for announcements: 

· Where are the restrooms and emergency exits located?

· Where is the nearest source of food and drink?  

· How many breaks will there be and when?

· Do you need to be out of the room by a specific time?

· Specifically for OBTS training – quell test anxiety from the start: the Certification Exam will be open book and trainees will be able to use their training materials and notes.

24. Bear in mind the 3 things trainees love about an instructor:

1. The instructor respects their time

· Let trainees know you respect their time and you appreciate their attendance.

· Try to start on time and end on time.

· Never waste trainees’ time; don’t monopolize the discussion because you are the instructor, or allow others to do so.
2. The instructor establishes a rapport
· Develop rapport by connecting with people right away. Be prepared to “meet and greet” as trainees arrive.

· Call trainees by name; use name tags or name tents if you need them.

· Encourage questions and make it clear the only dumb question is the one not asked.

· Relate true and personal stories as they relate to the topic at hand; and honor the personal experiences of others.
· Try to make yourself available/accessible during breaks and immediately after the training concludes.
3. The instructor answers their #1 question

· And that question is: “What’s in it for me?” (WIIFM)
Be Aware of Your Non-Verbal Communication
25. Your non-verbal communication is even more important than your verbal communication.  Everything counts, including the “little things”: eye contact, body language, tonality, word choice, your appearance, and your gestures.  
· According to a UCLA study, success in a presentation depends 7% on the WORDS spoken; 38% on the TONE in which the presentation is delivered; and 55% on the speaker’s BODY LANGUAGE.

Sustaining Engagement and Involvement
26. Talk WITH your trainees, not AT your trainees.  Never talk down to your audience.
27. Keep everyone “in the know”; don’t assume all your trainees are familiar with acronyms and other professional jargon.  Explain terms and acronyms the first time you use them.

28. Whenever possible, use concrete, specific, job-related examples to illustrate your points.

29. Try not to read verbatim from PowerPoint slides; trainees can read for themselves. Instead, expand on key points.  Offer information that is not contained on the slide.

30. Make sure your verbal directions are clear and simple.  Ask if there are any questions before you proceed with an activity.  Re-enforce your directions with a visual -- in a handout, on a flipchart page, or in a PPT slide.

31. Remember the mind can absorb only what the seat can endure!  When you sense the energy in the room starting to sag, take an “on the spot” stretch break.  Ask trainees to stand up, stretch, and take their seat again.
32. Periodically, ask for feedback.  How’s the pace? – Too fast, too slow, or just right?  Check to see if anyone is unclear about something before moving on to a new topic.  

Managing Your Time
33. Manage the Schedule

· Start on time.  Stick to the subject.  Return from breaks on time.  End on time. Make sure you have a watch, a clock, a computer, or a cell phone with the correct time.

· Once you exceed the announced schedule, your trainees’ attention will drop dramatically!  On the other hand, ending a little early is usually greeted with delight!

· If you must go overtime, inform trainees approximately how many more minutes you need and seek their approval.

Managing Your Time continued

34. Get Them Back from Breaks on Time
· Appoint someone as timekeeper to make sure you take a break.

· Explain the rules for breaks and then stick to them.

· Agree on the time the class will start again – make it an odd minute like 2:16 – then write the time on flipchart for all to see.

· Preview “coming attractions” before taking a break.
· Use a timer.  Program it in front of the class.

· Open and close the classroom door to provide another visual clue.

· Try to avoid using class time to help latecomers catch up.  Use “off-time” to cover what they missed.  Announce ahead of time that this is your plan.
Asking and Answering Questions
35. Use questions to help trainees learn and maintain their attention.

· Non-Directed Question: Ask the entire class -- use to initiate discussion.
· Direct Question: Ask a particular person to expand on what he/she just said; best used as a “follow-up” technique instead of a discussion starter.
· Re-Directed Question: Use when you want to re-direct a question asked of you to encourage the group to think for themselves; or to encourage the class to provide feedback to a response that is irrelevant or wrong.
· Reflective Question: A form of active listening; use to clarify a trainee’s feelings or point of view and verify that you have heard correctly.
36. Never use a question as a “weapon” (i.e. to test someone; belittle, put down, insult, challenge, or cause someone to lose face).
37. Don’t try to guess the answers to questions you don’t know.  If you need to, clarify the question.  State that you don’t know or are not sure of the answer. Ask if anyone in your audience knows the answer.  Offer to research and/or confirm the answer.  Make sure you have the contact information for all of your trainees; then follow-up and be true to your word.
· Perhaps you can make advanced arrangements with a CJIS staff person so that you can make a phone call, in class, for a quick answer to a question you are unsure about.
38. Build on your experience.  Keep track of “frequently asked questions” and find ways to document and share the answers.

And Finally….
39. A good trainer is a flexible trainer!
40. Wear comfortable shoes!
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