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A successful and effective training course requires thoughtful planning 
and management.  We have prepared a guide that is intended to help 
achieve success by providing an outline of the decisions, actions, and 
resources required before, during and after the presentation. 

The guide can be used as a checklist for preparations. It provides 
information on pre-course preparation, management during the course 
and management after the course.
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It is the responsibility of the course facilitator to see that appropriate 
decisions are made, actions are taken in a timely manner and 
appropriate resources are obtained. The facilitator does not need to be 
able to conduct the course, although that would be helpful, but does 
need to be able to manage the course so that the participants gain the 
information that they need.

Each of the items discussed in the pre-course preparation section have 
tasks that may need to be carried out at different times before the 
course begins.  The facilitator has the responsibility of deciding when 
these tasks occur.  Each training course is unique, and a guide cannot 
identify all the specific action requirements.  This guide is intended to 
present the most often occurring situations.  The facilitator must be the 
person who determines the feasibility of the course and then carries it 
through. Keep in mind that our office is available to assist you in any 
and all of the steps to develop and deliver a training program.
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You were selected to attend this class because you are interested in training others, 
right?  In addition to learning the material presented in this course and being able to 
demonstrate the procedures, you as a trainer need to have or develop these 
characteristics or skills:

Be able to communicate clearly with others.  You also need to understand the content 
so thoroughly  that you can explain it in multiple ways to your learners. -You also need 
to be sensitive to the needs of your learners and be responsive to those needs by 
tailoring the content or the way your are presenting it. This is especially important when 
working one-on-one or with small groups.  Part of this tailoring may be to translate the 
material presented in this course to the needs of a specific laboratory, as well as, the 
needs and interests of your learners.  As a trainer you need flexibility, things do not 
always go according to plan and you need to have contingency plans and strategies to 
go with the flow-adjust your agenda to unforeseen circumstances. Most of all you must 
be enthusiastic about the topic and about sharing what you have learned, if you do not 
appear interested, your learners will not be interested.  As a trainer you need to attend 
to your own and others body language.  Body language can indicate that you are 
paying attention, it builds rapport,and encourages learners to interact with you.  Smile, 
nod affirmatively, communicate you value them and are interested. Even when you are 
counting, do not point your finger at a learner, it is intimidating- point to the side or 
straight up.  Face your learners, avoid reading your notes, maintain eye contact, move 
toward the learners, especially when you are asking for interaction, and avoid 
distracting behaviors and vocals- ahh ummm.  Observe your learners’ facial 
expressions, body positions and movements and adjust appropriately.
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When teaching adults you need to keep in mind some very important 
principles so that you don’t lose them and your message will be heard. As 
trainers be prepared to answer questions or know where to find the answers. 

•Adults bring considerable experience with them. Therefore, they wish to 
speak, participate, and contribute to the proceedings. They dislike long 
lectures and one-way communication.

•Adults have something to lose. They have a strong need to maintain their self 
esteem. Therefore, they should be listened to and we should set up the course 
so they will be successful. Don’t treat them like school children. They are not 
there to get a grade.

•Adults want courses that focus on real-life problems and tasks rather than 
academic material. A strong how-to focus is desired. They are only interested 
in what they can use immediately and  become restless if their time is being 
wasted.

•Adults see learning as a means to an end rather than an end in itself. No 
learning just for the sake of learning. They must know what there is to gain 
and they must see progress being made.
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•Adults have a here-and-now viewpoint and wish to focus on current 
issues rather than material that may be useful in the distant future. Tell 
them how this information will immediately apply to their job.

•Adults are accustomed to being active. They should be given an 
opportunity for active participation whenever possible.

•Adults are accustomed to being self-directing and self motivated. They 
have expectations and wants to be met. Instructors must consult and 
work with adults rather than be too directive. 

•Adults benefit from Just-in-Time learning. They like the use of “Job 
Aids” for quick look ups.

•Adults like practical tests not ones that are too didactic. For example, 
fill out paperwork properly and package it up correctly.
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A German psychologist, Ebbinghaus in the late 1880’s demonstrated that we 
forget about 75% of what we learn after 48 hrs. He found that recall diminishes 
over time. This curve shows how retention of information decreases over time. 
Many other researchers have expanded on his early experiments and continue 
to demonstrate that recall diminishes over time.  This curve is based on a 1 
hour lecture.  At the beginning of the lecture, it is assumed that the learner 
knows nothing. At the end of the lecture the learner knows 100% of whatever 
he or she has learned.  By day 2 if the learner has done nothing with the 
information learned, he or she will have lost between 50 & 80% of what was 
learned at the end of day 1. Our brains just have to forget some things or we 
would all have information overload,  Much information, such as conversations 
overheard, is only stored temporarily and because it never comes up again, 
we forget it. You can see that recall of information has decreased dramatically 
30 days after the initial learning.

However, if we want to improve retention and change the shape of the curve, 
we have to signal our brains to hold onto a specific chunk of information.  We 
do this by encountering the information again.  Our brains say” oh here it is 
again, I better keep that.”  As the learner is exposed to the same information 
repeatedly, it takes less and less time to activate the information in long term 
memory storage and it becomes easier to retrieve the information. 
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Repetition and review are the keys to learning.

If the learner spends time reviewing the material, the shape of the curve 
changes.  Each time a periodic review takes place there is a jump in the 
memory curve, and our retrieval skills improve.  In the example of the one hour 
lecture, on day 2 the learners spent 10 minutes reviewing the material, on day 
7 only 5 minutes of review was required, and by day 30 only 2-4 minutes of 
review was needed to provide recall of the information- “I got it!”

In designing this course, we have kept the forgetting curve in mind.  You will be 
provided with multiple opportunities to review the information presented.  Keep 
this in mind when you train others.  What will happen when you go home?  
When do you plan to conduct your first training based on this information?  
Begin soon, review often!
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Everyone has a preferred learning style.  We are going to discuss 3 main styles.  Many 
laboratorians like to learn by doing. Their preferred style is kinesthetic.  These learners like 
hands-on approaches, practical sessions, lectures with real life examples. They need to do it to 
understand it.  These learners may like translating words into pictures that illustrate an idea. 

Visual learners learn best by reading, making lists, taking notes.  They may like to turn 
diagrams and flow charts into words.

Other learners prefer to learn though hearing and speaking. They learn by explaining to others. 
They like to discuss topics. They can describe pictures and slides to others who did not see 
them.  

A good trainer will incorporate all of these approaches to ensure that everyone’s preferred 
style is addressed in part.

Research notes:

Perceptual style refers to the preferred sensory modality for receiving information, i.e. visual 
(prefers to see. i.e. read information, working well with text), aural (prefers hearing the 
information), or Kinesthetic ( hands-on experience), where learner prefers manipulating real 
objects or a simulated environment.

Cognitive style refers to the preferred way the learner processes information, usually related 
to one’s personality, attitudes, values, social interactions, cultural influences and belief 
systems. Learners may prefer concrete experiences, reflective observation, abstract 
conceptualization, or active experimentation
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Review the characteristics of a good trainer and their roles and responsibilities.

Review the characteristics of the adult learner and learning styles.
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Review the content and “how to” of an effective training plan.

List potential barriers and strategies for minimizing them.

Encourage and support implementation of the plan.
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Inconvenient Location is any place that there are distractions such as in the 
hustle and bustle of the lab. Find a place that has good, comfortable, 
convenient to get to space and is quiet (don’t hear pages, phones, or can be 
interrupted).

Have the group add any additional barriers to the ones listed here.
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Things that facilitate training can help counteract barriers. Let’s discuss 
some of the barriers you mentioned and talk about how these or other 
facilitating factors could help overcome the specific barriers in your 
situation.

Do any of these terms align with your reasons for learning new 
information, a different way to do things, a new skill, hobby or practice?                          

Then,

Why do you need to learn?

Why have you come to this class?

What do you hope to take away from this class?

How do you plan to use what you take away from the class?

Which of these items might motivate your potential learners to attend to 
your training efforts when you return.

•Trainer Buy In - If you don’t believe it then your trainees won’t 
either

[post student responses on a flip chart]
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Some facilitating other factors are listed on this slide.  Items to consider 
mentioning are:

Empowerment; Confidence; Efficiency; Diversity; Teamwork; Adaptability; 
Safety; Cost savings; Flexibility; Fulfillment

Admin. Support:

•Regulatory compliance

•Inspections Occur

•Fines are given

Schedule:

•If you can feed them that always helps

•Schedule it at lunch and give them free pizza

•If not at lunch give them snacks and drinks

•The farther away from the hustle and bustle the better

•If you can do it off-site even better
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The facilitators and instructors for the course should be familiar with the 
material and course content.  They should also be willing to conduct the 
course and have knowledge of the target audience.
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Select the date and the training site:  Arrange for appropriate lecture 
room space.

Consider: accessibility, capacity, does the room meet the required 
needs of the course.  Are support services available? Arrange support 
services:  Set-up and break-down of lecture room.

Audiovisual equipment - provided, set-up, maintenance, and use.

House cleaning and waste disposal.

If you need to buy anything (food, supplies) then you must develop the 
budget for the course to determine cost per student and the minimum 
and maximum number of participants.  Secure any necessary funding.
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Decide how you want to let people know about the workshop (email, 
posting, etc.)

Review the presentation materials. 

Study the lecture notes included with the PP lecture slides.

Review the student handout.  

Be sure you feel comfortable with all the course content.
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Order notebooks, pens, pads, etc. to make handouts and any other 
supplies you will need.

If necessary, acknowledge receipt of each application as received. 

Provide the following information to the attendees: directions to the 
course site, parking information (with a pass if required) if being held 
off-site, any pre-course assignments or other preparations.  If you are 
requesting they bring anything specific, repeat that request here.  
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Trainer’s Mantra:

Give an overview and a review. Always tell your learners what you're 
going to teach them, teach them what you're going to teach them, then 
tell them what you just taught them. 

You must be comfortable with the material in order to give a smooth, 
polished presentation. You will make them feel important and part of the 
process if you:

•Look at your audience, not over them. 

•Make eye contact. 

Examples of distracting mannerisms:

•Saying umm

•Keeping the laser pointer on at all times

•Waving the laser pointer around the room

•Using your hands too much

•Playing with your hair, rubbing your face

•Playing with keys or coins in your pocket
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Leave plenty of time to check instructional equipment and supplies.

Set up the lecture room and audiovisual equipment needed for the 
course; inspect and try out all audiovisual equipment prior to the 
workshop; confirm readiness for use.  Do this the day prior to the 
course if possible so that you can be relaxed on the morning of the 
workshop.

Organize the space neatly.  Have everything that you need readily 
available.

Document attendance by having participants sign in.

Orient participants to the workshop site (phone, rest rooms, smoking 
areas, messages, etc.).

Monitor the course site to detect and solve any problems that arise 
during the workshop.  Problems/glitches could be due to equipment 
malfunctions or room conditions.
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Introduce the staff and have the participants introduce themselves.

You may want to use a game as an icebreaker.

•Personal Info -

Ask them to tell everyone something that is unique about 
themselves (e.g. an unusual pet or hobby)

•Favorite T-shirt -

Ask attendees to bring (not wear) their favorite T-shirt to the 
meeting. Once all participants have arrived, ask each person to 
show the shirt to the group and explain how the T-shirt best 
resembles their personality.

•Dream Vacation -

Ask participants to introduce themselves and describe details of 
the ideal, perfect dream vacation. 

Establish the importance of your message.  Good performance of this 
procedure will save lab/hospital time and dollars and contribute to 
improved patient care.  Processing of the specimens will go much more 
quickly once proficiency is achieved.  Error rate in performance of this 
procedure is usually high.  Fewer errors contributes to better patient 
care. No fines!
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If you are not the primary presenter, monitor the staff to ensure the 
accuracy of the information being given.  Make sure the staff interacts 
with the participants to enhance learning.

Be sure participants’ questions are answered and they know how to 
obtain follow-up information if needed.

Close by reviewing the main points of the material as reinforcement. 

The Trainer’s Mantra:

•Give an overview and a review. Always tell your learners what 
you're going to teach them, teach them what you're going to 
teach them, then tell them what you just taught them. 
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A post test and workshop evaluation will provide you with the 
information you need to make changes and improvements in the 
workshop the next time you want to conduct it.  It also meets regulatory 
requirements for documentation of competency.  

A post test also provides the participants with a mechanism to verify 
that the time they have invested was worthwhile. 

It is also good to provide them with a Certificate of Completion showing 
that they have taken the course and passed the test. They can use it to 
show CE, etc.
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Return equipment and unused material to appropriate areas. Clean-up 
the room.

Pay any bills incurred if applicable.

Write thank you notes to faculty, support staff or other contributors for 
their support of this training initiative.

Update the employee files with the appropriate information.

Summarize and review evaluations, making sure all faculty have a 
chance to review comments.
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Prepare administrative reports if applicable.  Be proud of what you have 
accomplished and share it with your supervisor and colleagues.  

In addition to the evaluation you may want to do a post-course survey. 
Three to four weeks after the course, contact some participants for 
feedback on how they have used the training.  Have a prepared set of 
questions to use.

Analyze/review the feedback from both the evaluation and post-course 
survey for changes to future courses.
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