
Train the Trainer 
Day One

Hello & Welcome
I am 'trainer name'

You can find me at trainer@dcmlearning.ie

Housekeeping 

• About this course

• Days, start and finish times 

• Breaks

• Resources available 

• Using Zoom 

Learning Outcomes 

• Identify and explain essential qualities and responsibilities of an 
effective trainer.

• Conduct a needs assessment and identify specific training needs.

• Design and develop detailed training sessions, incorporating 
instructional design principles and clear learning objectives.

• Facilitate group discussions and demonstrate techniques to engage 
participants. 

• Analyse feedback from a training session and propose 
improvements for future sessions.

• Recognise current and emerging training technologies and integrate 
these into sessions.



Introduction to 
Training

What is Training?

The Importance of Training 

Development
 

Productivity Adaptability  Compliance



Competency

Knowledge Skills Abilities

Competency based training is a learning approach that focuses on evaluating if 
employees have the necessary skills, knowledge and abilities to perform their in their job.

Competency

Knowledge

The body of information 
necessary to perform the 
job. 

Skills Abilities

Competency

Knowledge Skills

The level of proficiency and 
competence needed to 
perform the job.

Abilities

Competency

Knowledge Skills Abilities

The competencies and 
capabilities to perform the 
job. 

Adult Learning



Malcolm Knowles 
5 Assumptions of Adult Learners 

Readiness 

Experience

OrientationMotivation

Self-Direction 

Apply Andragogy in Training 

Background

Participation 

Self-Directed Learning

Real Life Examples

Problem Solving 

The Role Of a Trainer
You are the 
Facilitator 
of Learning

Being more than the 
Subject Matter Expert
• Enhanced Learner Engagement 

• Improved Learning Outcomes 

• Professional Growth



Your Responsibilities 

Help
 

Assist Competence  Legalities

Trainer Qualities

How We Communicate  

The Mehrabian 
Formula 

According to Albert Mehrabian, 
these three elements account for 

our perception of a person.

55%
38%

7%

Words
Tone
Body Language

Subject Matter 
Expertise

Construct 
Content

Deconstruct 
Content



Time and Organisation Skills

Ethical 
Considerations

Maintaining Professionalism 

Professional 
Boundaries

Demonstrating 
Integrity

Ethical Decision 
Making

Accountability

Inclusivity & Respect

Equality and Discrimination 

• Age

• Gender Reassignment 

• Marriage or Civil Partnership

• Pregnancy or Maternity

• Disability 

• Race - Colour, Nationality, Ethnic or National Origin

• Religion or Belief

• Sex

• Sexual Orientation 

Introducing Your

Training 



Introducing Your Training

• Welcome and Introductions 

• Objectives and Agenda 

• Relevance and Benefits 

• Ground Rules and Expectations 

• Logistics and Housekeeping 

Emotional Safety
• Clear Expectations 

• Respectful Behaviour 

• Encourage Participation 

• Provide Positive Reinforcement

• Respond Appropriately to Challenges

Presentation 
Activity - 

Slide Swap 
Challenge

Training Needs 
Analysis



The Purpose of 
Training Needs 

Analysis What is it?

Purpose?

Identify  Increase  Improve 

Promote  Highlight 

Conduct a Training 
Needs Analysis

How Do We Get Started?

Conduct a TNA

1 Data Collection

2 Data Analysis

3 Develop and Implement Training Plans 



Conduct a TNA

1 Data Collection

2 Data Analysis

3 Develop and Implement Training Plans 

Conduct a TNA

1 Data Collection

2 Data Analysis

3 Develop and Implement Training Plans 

Establishing the 
Competency Gap

W5H Framework

Who? What? Where?

When? Why? How?

PESTEL Analysis

PESTEL

Legal Political

Economical

SocialTechnological

Environmental



Learning Aims

Learning Aims

• Review Identified Training Needs

• Formulate Learning Aims 

• Draft Learning Aim Statements

• Align Learning Aims with Training Methods 

• Communicate Learning Aims  

Things to Avoid

Being Too Vague Overloading with 
Jargon

Setting Unrealistic 
Goals

Ignoring Feedback

Learning Objectives

Expectations Guidance  Motivation

Examples of Learning Objectives

"To provide an 
understanding of the 
principles of adult 
learning."

"To familiarise learners 
with effective training 
design and delivery 
methods."

"To develop skills in 
facilitating interactive 
and engaging training 
sessions."

Benefits of  Learning Objectives

Enhanced Learning 
Outcomes

Increased Accountability Personalised Learning



Learning Outcomes

Learning Outcomes

Specific Aligned  Measurable

Examples of Learning Outcomes

"Learners will be able to 
identify various learning 
styles and adapt 
training methods to 
accommodate them."

"Learners will be able to 
implement strategies 
for encouraging 
participation and 
maintaining learner 
interest throughout the 
training session."

"Learners will be able to 
design and use 
evaluation tools to 
measure the 
effectiveness of their 
training programmes."

Benefits of Learning Outcomes

What to Avoid

Being Vague Overloading with 
Multiple Objectives

Ignoring Alignment with 
Course Content

Neglecting to Review or Revise Not Consulting Stakeholders

Stakeholder 
Management



Stakeholders

Stakeholders

Employees

Customers

SuppliersGovernment 
Agencies

Community 
Groups

Stakeholder Management

Identify Prioritise Communicat
e

Expectations Feedback

Business Case 
Study

Activity:
Analyse Training Needs

Time For Questions!
Train the Trainer 
Day Two



Recap
Training Design 
Considerations

Principles of 

Instructional Design 

Merrill's Principles of Instruction



Bloom's Taxonomy 

Selecting Training 
Methods

PowerPoint

Flip Charts  Videos Roleplays



Breakouts Whiteboard Handouts

Brainstorming Storytelling Gamification



VARK

VARK

Reading Kinesthetic AuditoryVisual
How do you learn best? 

Let's Demonstrate
KOLB



Four Stages of Kolb's Learning Cycle

Doing

Observing

Thinking

Planning

Four Stages of Kolb's Learning Cycle

Doing

Observing

Thinking

Planning

Four Stages of Kolb's Learning Cycle

Doing

Observing

Thinking

Planning

Four Stages of Kolb's Learning Cycle

Doing

Observing

Thinking

Planning

Creating Content



4MAT Model

Session Planning

Session Planning 

Define Objectives Structure & Flow Timing

Activities & Engagement Resources & Materials

Training Assets

Workbooks and Handbooks

Developing Materials
• Purpose and Benefits 

• Clear Objectives 

• Logical Flow 

• Interactive Elements  

• Visual Aids 

• Consistency 



Developing 
Exercises 

Managing Exercises

Instructions Monitoring Facilitation Debrief

Designing 
Assessments

Assessments

     Purpose of Assessments

Measure Learning Outcomes
 

Providing Feedback

Identifying Knowledge Gaps  Motivating Learners

Ensuring Accountability Enhancing Learner Retention

Formative 
Assessments

Summative 
Assessments

Assessment Types



Universal Design for 
Learning

What does it mean?

Benefits

Inclusivity Flexibility Improved Learning Outcomes

Engagement and Motivation Enhanced Accessibility

Implementation Activity:
Design Training

Training and Delivery



Communication 
Skills

Engaging Learners

Create an interactive 
learning environment

Use real-world 
examples and 
relatable content

Personalise the 
learning experience

Foster a collaborative learning 
atmosphere

Maintain enthusiasm and 
motivation

Active Listening 

Understanding Rapport and Trust Participation and 
Engagement

Enhanced 
Communication

Active Listening 

Adapting Training Methods Resolving Conflicts Improving Learning 
Outcomes

Activity:
Draw What You Hear



How Did You Do?

Presentation Skills

• Clarity and Structure

• Engaging Delivery

• Visual Aids

• Interactive Elements

• Storytelling

• Confidence and 
Enthusiasm

• Adaptability

• Feedback Incorporation

Verbal 
Communication 

for Presenting 

Non-Verbal 
Communication 

for Presenting



Using Visual 
Aids

Emotional 
Intelligence

Emotional 
Intelligence 

Self-Awareness

Self-Regulation

MotivationEmpathy

Social Skills

Benefits

Enhanced Engagement Improved Learning Outcomes Increased Adaptability

Positive Learning Environment Leadership and Influence

Cultural 
Intelligence (CQ)



Developing CQ

Education and 
Training

Self-Reflection Exposure to 
Diversity

Feedback Continuous 
Learning

Engagement 

Strategies 

Engagement for Learning

Benefits

Improved Retention 
and Understanding

Increased Motivation Enhanced Skill 
Application

Positive Learning 
Environment

Higher Participation Adaptability and 
Flexibility

Long - Term Benefits

Activity:
Scenario

Time For Questions!



Train the Trainer 
Day Three

Recap Training and Delivery

Facilitation 
Techniques



Managing Group Dynamics 

Encourage 
Participation

Manage Conflict Build Rapport Balance 
Contributions

Managing Difficult Learners 

The Dominator
The dominator learner tends to take over 
discussions.

The Distractor 
The learner who is the distractor often 
veers off topic. 

The Cynic
The cynical learner might challenge 
your ideas with negativity. 

The Silent Participant 

The silent learner finds it hard to get 
involved and participate. 

Activity

Delivering 
Feedback Formative Summative

Feedback

Formative Feedback 

• Ongoing Feedback

• Planned during Design

• Focused on Improvement

• Supports Learners

• Frequent and Immediate

• Interactive Techniques



Summative Feedback 

• Feedback at End

• Informs Future Training

• Comprehensive Assessment

• Formal Techniques 

• Not as Supportive

• Evaluates Learning Outcomes

Adaptability in 
Training

How To:

Read 
the 

Room

Non-Verbal 
Cues

Verbal Cues

Monitor Active 
Participation

Use 
Technology

Immediate Adjustments 

Clarify Content Change Pacing Interactive Elements

Post-Session Adjustments 

Formal Feedback Informal Feedback Continuous Improvement



Presentation 
Activity - 

Slide Swap 
Challenge

Using Technology

Best Approach  

Objectives

Ease of Use 

Accessibility 

Interactive Elements



Activity:
Deliver Training

Training Evaluation

Why is Evaluation 
Important?

Ensuring Training Effectiveness

• Assessment of Learning 

• Learner Insights 

• Identifying Gaps 

• Real-time Adjustments 

Accountability and Transparency 

• Tracking Progress

• Justifying Costs

• Documenting Outcomes

• Reporting Results 



Enhancing Learner Motivation 

• Recognition of Progress

• Interactive Methods

• Continuous Learning Culture

• Motivational Feedback 

Continuous 
Improvement

Traditional 
Evaluation Model



Kirkpatrick Model 

4 Results 

3 Behaviour 

2 Learning 

1 Reaction

Kirkpatrick
Reaction
Measures how participants respond to the training. 
Capturing learners immediate impressions. 
Surveys, feedback forms, participant interviews. 

Kirkpatrick
Learning 
Assess the increase in knowledge or skills.
Ensures learning objectives are met. 
Pre and post assessments, quizzes, exercises. 

Kirkpatrick
Behaviour
Evaluates how learners apply what they have learned.
Observing changes in behaviour and performance. 
Observations, performance reviews, feedback. 

Kirkpatrick
Results 
Measures the impact of the training on the organisation.
Outcomes like improved productivity and efficiency. 
Business metrics, KPIs, ROI analysis. 

Contemporary 
Evaluation Models



Anderson's 
Model of 
Learning 

Evaluation

Learning Effectiveness Application and 
Implementation

Business Impact Brinkerhoff 
Method

Phillips ROI Method

5 ROI

4 Results

3 Behaviour

2 Learning 

1 Reaction

Linking Outcomes 
to Evaluations

Define Clear 
Outcomes

Develop 
Evaluation Metrics

Collect Baseline 
Data

Implement 
Training

Linking Outcomes to Evaluations 



Conduct 
Post-Training 
Evaluations

Calculate ROI Analyse and 
Report Findings

Use Feedback for 
Improvement

Linking Outcomes to Evaluations 

Collecting and 
Analysing Feedback

How to Collect Feedback

Surveys and 
Questionnaires

Interview Focus 
Groups

Observations Assessment Results

Self-Assessment 
and Peer Feedback

Electronic Feedback 
Tools

Informal Feedback

Feedback for 
Improvement

Activity:
Evaluate Training Emerging Technology, 

Trends and 
Contemporary Training



Online and Remote 
Sessions

Online vs Remote
Assess Needs

Content 
Creation 

Tools

Engagement 
and Interaction

Ease of Use
Technical 

Support and 
Training Scalability 

and Flexibility

Data Security 
and Privacy

Microsoft (MS) Teams

Features

• Integration with Microsoft 365

• Collaboration Features

• Security and Compliance

• Persistent Chat

• Customisability

• Breakout Rooms

• Unified Communication

Zoom

Features

• User Friendly Interface

• High-Quality Video and Audio

• Scalability

• Breakout Rooms

• Recording Capabilities

• Virtual Backgrounds

• Cross-Platform Availability

Learning 
Management 

Systems



What is an LMS?

Structuring a Course on an LMS

Define Course 
Objectives

Organise into 
Modules

Develop 
Module 

Components

Create 
Engaging 
Content

Implement 
Interactivity

Structuring a Course on an LMS

Include Support 
Resources

Set Up 
Assessments 

and Feedback

Ensure 
Accessibility

Monitor and 
Evaluate

Launch and 
Promote

Making a Training Video

● Plan and Prepare

● Engage Your Audience

● Practice Delivery

● Speak Clearly and Confidently

● Use Visual Aids and Props

● Environment Setup

● Handle Mistakes Gracefully

● Feedback and Improvement

● Stay Relaxed and Enjoy

Artificial 
Intelligence in 

Training



Academic Integrity

• Understand AI Ethics

• Cite AI-generated Content

• Avoid Plagiarism

• Critical Evaluation of AI-generated 
Content

• Responsible Use of Data

• Promote Transparency

Emerging Trends 
in Training

Mobile Learning

Microlearning

• Short Duration

• Focused Content

• Flexibility and Accessibility

• Engaging Formats

• Just-in-Time Learning

• Scalability

• Improved Retention



Research
Importance 
of Research

Research Sources

Academic Journals Online Databases Government Agencies

Books Research Institutes

Course Wrap Up
Assessment



Time For Questions! Thank You!


