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Introduction

Welcome to the Workplace Mental Health and Well-Being Instructor course from DCM
Learning.

This course manual is designed to help you take notes as you work through the
interactive modules and exercises that make up this course.

This can then be used to assist you in preparing your assessments, as well as being a
practical ‘aide memoire’ for you in your role as a Workplace Mental Health and Well-

Being Instructor.

You will also see that several activities are built into the text in this document. These
activities are designed to reflect on your learning and they do not have to be submitted.

Within this manual, you will find your detailed course topics along with additional
information to further expand your knowledge and understanding.

NOTE: This manual is for your own use and does not need to be submitted to your tutor.
*Please note that the information contained within this course manual is for

educational purposes only and does not substitute for professional mental health
advice, diagnosis or treatment.
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Information About CPD Accreditation

CPD stands for Continuing Professional Development and is the term used to describe
the learning activities professionals engage in to develop and enhance their abilities.

CPD is a comprehensive approach to continuously improving personal skills and
expertise throughout a professional's career.

Continuing Professional Development encourages learning to be intentional and
proactive, rather than passive and reactive. It involves documenting and tracking the
skills, knowledge and experience they accumulate over the course of their career.

“Accredited CPD training means the learning activity has reached the required
Continuing Professional Development standards and benchmarks. The learning value
has been scrutinised to ensure integrity and quality. The CPD Certification Service
provides recognised independent CPD accreditation compatible with global CPD
requirements.” - from cpduk.co.uk
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Topic 1: Understanding Mental Health Issues in the
Workplace

Mental Health vs. Mental lliness

Mental Health

Mental health relates to a person’s emotional, psychological and social well-being. It
covers how people think, feel and act, along with how they can cope with stressors,
interact with others and make choices. Mental health can fluctuate over time, due to
various factors such as stress and maijor lift events - it's important to remember that
these fluctuations are a normal part of life, by acknowledging this can help further
reduce stigma around the topic of mental health and well-being (WHO 2024).

Mental lliness

Mental iliness refers to diagnosable conditions that can significantly affect a person’s
thoughts, emotions, behaviour and overall functioning. Mental illnesses can be
distinguished by specific symptoms, duration and impairment in daily life activities
(American Psychiatric Association 2024). Mental illnesses may require professional
diagnosis, treatment and ongoing management to alleviate symptoms and improve a
person’s quality of life.

Types of Mental Health llinesses

Depression

Depression can be defined as a mood disorder which may involve persistent feelings of
sadness, hopelessness and loss of interest in activities (HSE 2022). Physical symptoms
can also occur, for example; changes in appetite or sleep patterns, fatigue and difficulty
concentrating.

Anxiety Disorders:

Conditions such as generalised anxiety disorder (GAD), panic disorder, and phobias
such as agoraphobia can be classed as anxiety disorders. Anxiety may occur as a
response to a stressful event in a person’s life. Symptoms of anxiety may include
excessive worry, restlessness, irritability, muscle tension and panic attacks (NIMH 2024).

Bipolar Disorder:

Bipolar disorder may involve experiencing ‘extreme’ mood swings. A person can
experience periods of elevated mood often referred to as ‘mania’, which include
increased energy and impulsivity, alternating with episodes of depression (NHS 2023). A
person living with bipolar disorder may experience significant changes in behaviour and
functioning.

Reproduction or distribution of this material requires the permission of DCM Learning. All rights reserved. 5.



CPD Workplace Mental Health and Well-Being Instructor d c m
Course Manual

Types of Mental Health llinesses

Obsessive-Compulsive Disorder (OCD):

Understood to be associated with recurrent, intrusive thoughts often referred to as
‘obsessions’ and repetitive behaviours or rituals also known as ‘compulsions’.
‘Compulsions’ are carried out by a person to alleviate anxiety or prevent perceived
harm (Mayo Clinic 2023). Some common obsessions may include concerns about
cleanliness, symmetry or harm.

Substance Use Disorder (SUD):

SUD is a complex condition in which there is excessive use of a substance despite
harmful consequences (APA 2024). Excessive use of such substances can lead to
significant impairment in day-to-day functioning, health and relationships. Common
substances that are misused include alcohol, opioids, stimulants and illicit drugs.

Borderline Personality Disorder (BPD):

BPD can be characterised by unstable relationships, emotions and self-image, as well
as impulsive and self-destructive behaviours (NIMH 2024). A person with BPD may
experience an intense fear of abandonment and difficulty regulating emotions.

*Please note, that this list of mental illnesses is not comprehensive and others have
not been mentioned.

*Please also note that mental illnesses can be managed with appropriate treatment
at the right time and many people with these conditions live fulfilling and enriching
lives.

zcdn you think of any other mental health ilinesses that are not mentioned above?

Insert Text Here
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Good and Diminished Mental Health in the Workplace
Good Mental Health in the Workplace

Good mental health in the workplace is vital for employee well-being and
organisational success. It improves employee satisfaction, has an impact on reducing
absenteeism and increases overall performance. According to the World Health
Organisation (2022), promoting mental health at work can lead to higher employee
engagement and better organisational outcomes.

EWhat does good mental health in the workplace look like to you?

Insert Text Here

Diminished Mental Health in the Workplace

Diminished mental health in the workplace is a significant issue that can negatively
impact employee well-being and company success. It can lead to decreased
productivity, increased absenteeism and higher staff turnover rates (CDC 2019).
Employees who may be struggling with their mental health may experience difficulties
concentrating, lower job satisfaction and increased stress levels.

zwmt does diminished mental health in the workplace look like to you?

Insert Text Here
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Work-Related Stress
Reasons for Work-Related Stress

Work-related stress can impact both individual well-being and organisational
effectiveness. It generally arises from high workloads, tight deadlines, lack of support
and a poor work-life balance, which in turn can lead to burnout, decreased job
satisfaction and health issues. The Health Service Executive (n.d.) highlights that
excessive stress can affect performance, increase absenteeism and contribute to a
hostile work environment.

— /¢ Can you name some physical symptoms that may be associated with work-
related stress?

Insert Text Here

Recognising Triggers and Signs of Mental Health Issues
Stress Triggers/Stressors

A stress trigger, also known as a stressor, is any event, situation or circumstance that
initiates the body's stress response. These triggers can be external or internal and vary
from person to person.

If a person experiences a stress trigger, their body responds by activating the
sympathetic nervous system, releasing stress hormones such as cortisol and
adrenaline. This physiological response prepares the body to face perceived threats or
challenges, it is often called the "fight or flight" response (Chu et al. 2024).

While some stress triggers are unavoidable, a person can learn to recognise their
triggers and develop coping strategies to manage stress effectively.

zwmt strategies could someone use to manage their stressors effectively?

Insert Text Here
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Factors Influencing Mental Health
Risk Factors

Risk factors in mental health are conditions or circumstances that increase the
likelihood of developing mental health issues (Government of Western Australia Mental
Health Commission n.d.). Identifying and addressing these risk factors is crucial for early
intervention and prevention.

Here are some common risk factors that can be linked to the development of mental
health issues:

Genetics and Family History:
A family history of mental health disorders can increase the risk of developing similar
conditions.

Trauma and Adverse Childhood Experiences (ACEs):
Exposure to trauma, abuse, neglect or significant life stressors during childhood can
negatively impact mental health later in life.

Environmental Factors:
Factors such as poverty, homelessness, discrimination, violence and social isolation can
impact mental health.

Chronic Stress:
Prolonged exposure to high levels of stress, whether from work, relationships, finances or
other sources, can contribute to mental health problems.

Marginalised Groups:

Marginalised groups, which can include individuals from racial or ethnic minorities,
LGBTQ+ communities, people with disabilities, refugees, and others who face socidl,
economic, or political disadvantage, often experience higher levels of stress and mental
health challenges due to a variety of factors.

*Please note that while a person may experience a risk factor, it does not necessarily
mean they will develop a mental health condition.

zwmt other risk factors can you think of?

Insert Text Here
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Factors Influencing Mental Health
Protective Factors

Protective factors play a crucial role in enhancing an individual’s resilience and ability to
cope with life’s challenges, ultimately promoting mental health and well-being (Heinsch
et al. 2022).

Here are some common protective factors that contribute to psychological resilience
and help mitigate the risk of mental health issues:

Healthy Coping Skills:

Effective coping strategies are essential tools for managing stressors and adapting to
life's ups and downs. They vary from person to person some examples are relaxation
techniques, mindfulness and seeking support from others. These strategies can
empower individuals to face challenges productively.

Access to Mental Health Care:

Accessing mental health services, including therapy, counselling, medication and
support groups, is essential for addressing mental health concerns and receiving
appropriate treatment and support.

Adaptive Problem-Solving Skills:

Being able to identify challenges, develop solutions and take action to address
difficulties encourages a sense of control over their circumstances, promoting resilience
and adaptability.

Resilience and Adaptability:

Resilience is the ability to recover from difficult situations, learn from setbacks and
adapt to change. Improving resilience involves developing coping skills, maintaining a
positive attitude and viewing difficulties as opportunities for growth.

2What other protective factors can you think of?

Insert Text Here
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Factors Influencing Mental Health
Cultural Beliefs and Attitudes

Cultural beliefs and attitudes can have a significant impact on how mental health
issues dre acknowledged and addressed. Different cultures may have varied
perceptions of mental health, which in turn can affect how a person experiences,
expresses and seeks help for mental health conditions.

In some cultures, mental health issues might be stigmatised or misunderstood
(Psychology Today 2021), leading to a reluctance for someone to seek treatment or
discuss concerns openly. It is important to understand and respect cultural differences
to provide effective and empathetic mental health support.

health?

Insert Text Here

:3 How do my cultural beliefs affect my understanding and approach to mental

Workplace Mental Health Support
Supportive Workplace

A supportive workplace concerning mental health is one where the
organisation/business actively fosters an environment that promotes well-being and
provides resources for employees. This includes offering access to mental health
resources such as counselling services and Employee Assistance Programmes (EAPS),
creating policies that support work-life balance and encouraging open communication
about mental health (Keppler et al. 2021).

Additionally, a supportive workplace involves training managers to recognise and
address mental health issues sensitively and creating a culture where seeking help is
normalised and stigma is reduced.

EWhy do you think mental health support is important in the workplace?

Insert Text Here

Reproduction or distribution of this material requires the permission of DCM Learning. All rights reserved. 1.




CPD Workplace Mental Health and Well-Being Instructor d c m
Course Manual

Barriers to Recognition of Mental Health Issues

Barriers that impede the identification and acknowledgement of mental health
problems in a person can be described as barriers to recognition. Some of these
barriers can include:

Stigma and Stereotypes

The stigma surrounding mental health poses a significant barrier. Fear of judgment and
negative stereotypes may prevent individuals from acknowledging their struggles or
recognising symptoms in others, ultimately inhibiting help-seeking behaviours.

Lack of Awareness and Education

Limited knowledge about mental health conditions and their symptoms can impede
recognition efforts. Without proper education and awareness, individuals may overlook
or misinterpret behavioural changes or emotional struggles, mistaking them for
unrelated issues.

Normalisation of Symptoms

Some people may normalise or minimise symptoms of mental health issues, by linking
them to temporary stress or personal weakness. This can hinder the recognition of
underlying concerns and delay appropriate intervention.

Cultural and Societal Factors

Cultural beliefs and societal norms can influence perceptions of mental health and
impact help-seeking behaviours. Cultural stigma or beliefs about mental health may
prevent individuals from acknowledging their struggles or seeking support.

— /¢ What other barriers to recognition of mental health issues do you think there
are?

Insert Text Here
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Mental Health Training in the Workplace
Management Training

As per Blake et al. (2023), ‘it is well-established that managers play a vital role in
managing psychosocial risks in the workplace’. Management training on mental health
topics is essential for creating a supportive and effective workplace. This training
enables managers to identify signs of mental health issues early, allowing for timely
intervention and support. Knowing that their manager has engaged and participated in
workplace mental health training can help employees feel comfortable discussing any
mental health issues without fear of stigma. Managers who are educated in mental
well-being are better equipped to offer appropriate support and accommodations,
which in turn can enhance employee well-being and productivity.

Additionally, training ensures compliance with legal and ethical standards related to
employee welfare and workplace safety, ultimately leading to a more resilient and
productive workforce. It is also important to note that managers themselves should also
receive support concerning their mental health and well-being through training efforts
(Gayed et. al 2018).

Employee Training

Employee training on mental health topics is important for many reasons. It raises
awareness and understanding of mental health issues, helping employees recognise
symptoms in themselves and others. This knowledge can reduce stigma and encourage
a culture where mental health is openly discussed and taken seriously. Training equips
employees with practical tools and strategies for managing stress and maintaining
their mental well-being (Wu et al. 2021).

It promotes a supportive work environment where colleagues can provide the right
support and signposting for each other. This kind of training can also improve overall
workplace morale and productivity, resulting in a more resilient and engaged workforce.

— /¢ Write down any training you have completed about mental health in the
workplace, what did you take away from it?

Insert Text Here
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Topic 2: Effective Communication

Components of Communication
The C’s of Communication

Clarity

Workplace Mental Health and Well-being Instructors should try to commmunicate clearly
and understandably. To prevent confusing the person who may be seeking help, use
simple language and avoid jargon or technical terms. Clear communication helps
ensure that what is being said is easily understood and reduces the risk of
misinterpretation.

Conciseness

To be concise, deliver information succinctly and avoid unnecessary details or tangents.
Workplace Mental Health and Well-being Instructors should try to focus on the key
points of the issue and avoid overwhelming a person with excessive information.

Coherence

Coherent communication involves organising thoughts and ideas logically to convey a
coherent message. By structuring your communication logically, it makes it easier for a
person to follow and understand. Coherent communication helps build trust and
credibility and promotes a sense of clarity and understanding.

Consistency

Consistent communication ensures that all relevant information is conveyed to the
person seeking support. Workplace Mental Health and Well-being Instructors should
attempt to provide comprehensive and consistent communication, address all
appropriate aspects of the issue and offer relevant resources and support options.

Courtesy

Courtesy in communication involves being respectful, empathetic and considerate of
the individual's feelings and perspectives. Workplace Mental Health and Well-being
Instructors should demonstrate empathy, active listening and non-judgmental attitudes
in their interactions. Courtesy fosters a supportive and trusting environment where
individuals feel valued, understood and respected.

Building Rapport and Relationships
Effective communication is a dynamic process that involves listening, understanding
and conveying messages in a way that encourages trust, understanding and positive

connections. It is the key to building and sustaining rapport and relationships in both
personal and professional life.

Reproduction or distribution of this material requires the permission of DCM Learning. All rights reserved. 14.



CPD Workplace Mental Health and Well-Being Instructor d c m
Course Manual

Listening Skills
Active Listening

Active listening is a crucial skill in supporting mental health in the workplace. It involves
fully focusing on, understanding, responding and remembering a person’s verbal and
non-verbal communication (HSE 2022). In the context of mental health, active listening
helps to create a safe and supportive environment where employees feel valued and
heard. By practising active listening, managers and colleagues can better comprehend
the emotional and psychological needs of individuals, offer appropriate support and
build trust. This approach not only aids in identifying and addressing mental health
issues early but also helps reduce stigma and fosters open communication. Overall,
active listening contributes to a more empathetic and effective workplace, enhancing
both individual well-being and team cohesion.

Techniques

Give Full Attention
It's essential to focus entirely on the speaker. Avoid distractions and maintain eye
contact to show that you are fully present and engaged.

Show That You're Listening

Use non-verbal cues like nodding, smiling (if appropriate) and maintaining an open
posture to signal your attentiveness. These cues reassure the individual that you are
actively listening and empathetic to their concerns.

Paraphrase
Repeat what the individual has said in your own words to confirm your understanding.
This not only demonstrates active listening but also allows for clarification if needed.

Reflect Feelings
Acknowledge the individual's emotions by reflecting on them. For example, you might
say, "It sounds like you're feeling overwhelmed by these thoughts.”

Ask Clarifying Questions
Seek additional information or clarification by asking open-ended questions. This
demonstrates your interest in understanding the person's perspective more deeply.

Summarise the Message
Occasionally summarise the main points of the person’s message to ensure clarity and
understanding for both parties.

Empathise

Put yourself in the person'’s shoes and try to understand their feelings and perspectives.
Communicate your empathy through verbal and non-verbal cues.
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Listening Skills
Techniques (continued)

Avoid Interrupting
Allow them to express their thoughts without interruption. Wait for natural pauses before
offering your input or responses.

Provide Feedback
Offer constructive feedback to let the person know that you are actively engaged in the
conversation. Affirming statements like "l understand” can be reassuring.

Use Minimal Encouragers

Use short verbal cues like "yes,” "uh-huh,” or ‘I see” to encourage the individual to
continue sharing their thoughts. These cues show that you are tuned into the
conversation.

Maintain an Open Mind
Approach the conversation with an open mind and without preconceived judgments.
Avoid making assumptions or jumping to conclusions.

Resist the Urge to Problem-Solve Too Soon
Allow them to fully express themselves before offering solutions or advice. Sometimes,
people just need to be heard and understood.

Be Patient
Give the person time to articulate their thoughts. Avoid rushing them and allow for
pauses in the conversation.

— /”Reflect on a time when you used active listening, do you think it's an effective
form of communication?

Insert Text Here
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Speaking Skills
Effective Speaking Skills

Effective speaking skills are beneficial for addressing mental health issues in the
workplace. By being clear and compassionate when communicating, it ensures
sensitive and constructive conversations about mental health. Speaking skills involve
articulating thoughts and concerns respectfully and supportively, avoiding stigmatising
language. Good communication fromm managers and colleagues can provide clear
explanations of available resources and create a supportive dialogue that encourages
employees to share their challenges. Effective speaking also helps in setting boundaries,
discussing accommodations, and advocating for mental health awareness, creating a
positive and open environment for addressing and supporting mental health.

Non-Verbal Communication
Body Language

Body language plays a crucial role in communicating about mental health issues, as it
can greatly influence the effectiveness and sensitivity of the conversation. Positive body
language, such as using open and relaxed gestures and nodding helps convey
empathy and attentiveness. It indicates to the person speaking that they are being
heard and understood. When your nonverbal signals align with your spoken words, it
enhances trust, clarity, and rapport (Segal et al. 2024). In contrast to this, negative body
language, such as crossed arms or fidgeting can create a barrier, making individuals
feel dismissed or uncomfortable.

Facial Expressions

Facial expressions can be a key component of effective communication about mental
health issues, as they convey emotions and reactions that can significantly impact the
conversation. Expressive and empathetic facial expressions such as nodding and
maintaining a supportive look, help in showing understanding and compassion. As per
Cherry (2023), the expression on a person’s face can even help to determine whether we
trust or believe what a person is saying. Non-verbal cues such as these can reassure a
person that their feelings are valid and that they are being listened to attentively.
Neutral or dismissive facial expressions can unintentionally communicate indifference
or lack of support, potentially discouraging open discussion.
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Non-Verbal Communication
Eye Contact

Maintaining eye contact (where appropriate) is useful for effectively communicating
about mental health issues. It demonstrates empathy, attentiveness and sincerity,
making the person feel heard and valued. By keeping appropriate eye contact, you can
signal genuine concern and openness, creating a communicative environment where a
person feels more comfortable with sharing their experiences. Avoiding eye contact
may be seen as disinterest or discomfort which in turn can discourage open discussion
of mental health issues.

jm:m you think of any other ways you can communicate non-verbally?

Insert Text Here

Difficult Conversations
Empathy and Compassion

Empathy and compassion play crucial roles in navigating difficult conversations,
especially in contexts like workplace wellness. Empathy is the ability to understand and
share the feelings, thoughts and experiences of another person (Psychology Today
2024). It involves stepping into someone else’s shoes, seeing the world from their
perspective and acknowledging their emotions without judgment. Compassion goes
beyond empathy and involves a desire to alleviate the suffering of others (Cherry 2021).
It encompasses kindness, empathy and a genuine concern for the well-being of others.

Building Confidence in Having Difficult Conversations

Building confidence in having difficult conversations involves preparing thoroughly,
practising active listening and approaching the discussion with empathy and openness.
Understanding the key points you need to address, maintaining a calm and respectful
tone and being willing to engage in honest dialogue can help ease anxiety and foster a
constructive exchange. Developing these skills ensures that you handle challenging
topics such as mental health effectively, supportively and with greater assurance.
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Challenging Situations
Handling Challenging Situations

Dealing with difficult situations related to mental health in the workplace requires a
compassionate and well-informed approach. This involves actively listening, showing
empathy and providing appropriate support while maintaining a non-judgemental
attitude. Addressing the issue with sensitivity, ensuring privacy and offering resources
for professional help can make a significant difference. By approaching these situations
with care and understanding, you can help create a supportive environment that
promotes trust and encourages individuals to seek the assistance they need.

Barriers to Communication

Barriers to communication concerning mental health often include stigma, fear of
judgment, and a lack of understanding about mental health issues. These obstacles can
hinder open dialogue and prevent individuals from seeking or offering support.
Additionally, inadequate training in handling sensitive conversations and limited
awareness of non-verbal cues can further complicate effective communication.
Overcoming these barriers involves fostering an open, empathetic environment and
equipping individuals with the skills to engage in supportive, non-judgemental
discussions about mental health.

zReflect on a time you encountered a challenging situation.

Insert Text Here
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Access to Professional Help

Employers can help employees access a variety of professional mental health support
services to address their mental health needs. Here are some examples:

Employee Assistance Programmes (EAPSs)

EAPs offer confidential counselling and support services to employees and their families
for a wide range of personal and work-related issues, including stress, anxiety,
depression, substance abuse, and relationship problems. Employers sometimes provide
access to EAPs as part of their employee benefits package.

Occupational Health Referrals

Occupational Health professionals specialise in assessing and managing work-related
health issues, including mental health concerns. Employers can offer referrals to
Occupational Health services for employees experiencing mental health challenges that
may be impacting their ability to perform their job duties effectively. Occupational
Health assessments can help identify workplace factors contributing to mental health
issues and recommend appropriate accommodations, adjustments, or interventions to
support the employee's mental well-being.

Counselling and Therapy Services

Employers can provide access to counselling and therapy services through partnerships
with mental health providers, counselling centres, or private practitioners. These services
may include individual therapy, group therapy, cognitive-behavioural therapy (CBT), or
other evidence-based interventions to address mental health concerns.

Mental Health Hotlines and Helplines

Employers can provide information and resources for mental health hotlines and
helplines that offer immediate support and crisis intervention for individuals
experiencing mental health crises, self-harm ideation or emotional distress.

Workplace Wellness Programmes

Employers can implement workplace wellness programmes that include mental health
components, such as stress management workshops, mindfulness sessions, resilience
training, and educational seminars on mental health topics.

Health Insurance Coverage

Employers can provide comprehensive health insurance coverage that includes mental
health benefits, such as coverage for therapy sessions, psychiatric consultations,
prescription medications, and inpatient or outpatient treatment programmes for mental
health conditions.

By offering access to a range of professional mental health support services, employers
can demonstrate their commitment to employee well-being and create a supportive
work environment where employees feel valued, supported, and empowered to
prioritise their mental health.
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Topic 3: Self-Care and Resilience
Self-Care
Types of Self-Care

Self-care can be defined as the deliberate actions and routines that a person
undertakes to enhance their physical, mental and emotional well-being (NIMH 2024).
Prioritising activities and behaviours that nurture and revitalise a person’s overall health
is an important aspect of self-care. Self-care includes a wide array of practices,
including:

Physical
Activities that support physical health, such as getting regular exercise, maintaining a
nutritious diet, staying hydrated, getting adequate sleep, and attending to personal
hygiene.

Emotional

Practices that nurture emotional well-being and resilience, such as expressing emotions
in healthy ways, setting boundaries, practising self-compassion, cultivating gratitude,
and engaging in activities that bring joy and fulfilment.

Psychological

Strategies to support cognitive health and mental clarity, such as engaging in
mindfulness meditation, managing stress effectively, engaging in hobbies or creative
pursuits, and practising relaxation techniques.

Social

Activities that promote meaningful connections and relationships with others include
spending quality time with family and friends, seeking social support when needed,
participating in community or group activities and establishing healthy boundaries in
relationships.

Spiritual

Practices that nurture spiritual well-being and connection to a sense of purpose or
meaning, such as meditation, reflection, spending time in nature, engaging in acts of
service or kindness, and exploring personal values and beliefs.

Self-care is not a one-size-fits-all approach and may look different for each individual
based on their unique needs, preferences, and circumstances.

Self-care involves self-awareness, self-compassion and a commitment to prioritising
well-being amidst the demands of daily life. Incorporating regular self-care practices
into a routine can help prevent burnout, reduce stress, enhance resilience, and promote
overall health and quality of life.
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Practising Self-Care

Practising self-care involves intentional actions and behaviours that prioritise your
physical, emotional, and mental well-being. Here are some ways to practice self-care:

Set Boundaries
Learn to say no to activities or commitments that drain your energy or overwhelm you.
Establish boundaries that protect your time, space, and emotional well-being.

Prioritise Sleep

Ensure you get enough restful sleep each night. Create a relaxing bedtime routine, avoid
screens before bed, and create a comfortable sleep environment to promote quality
sleep.

Eat Nutritious Foods

Fuel your body with nourishing, balanced meals that provide essential nutrients.
Incorporate plenty of fruits, vegetables, whole grains, lean proteins, and healthy fats into
your diet.

Stay Hydrated
Drink plenty of water throughout the day to stay hydrated and support optimal bodily
function. Limit intake of sugary beverages and caffeinated drinks.

Engage in Physical Activity

Incorporate regular exercise into your routine to boost mood, reduce stress, and
improve overall health. Choose activities you enjoy, whether it's walking, jogging, yoga,
dancing, or swimming.

Practice Self-Compassion

Be kind to yourself and practice self-compassion during challenging times. Treat
yourself with the same kindness and understanding you would offer to a friend facing
difficulties.

Get Outside and Enjoy Nature

Spend time outdoors and connect with nature to rejuvenate your spirit and boost your
mood. Take walks in the park, hike in the mountains, or simply sit outside and enjoy the
fresh air and sunshine.

Seek Professional Help When Needed

Don't hesitate to seek professional support from therapists, counsellors, or healthcare
providers if you're struggling with your mental health. Therapy can provide valuable
tools and strategies for coping with stress and improving well-being.
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Practising Self-Care

Remember that self-care is a personal journey, and it's essential to prioritise activities
and practices that resonate with you and support your overall well-being. Making self-
care a regular part of your routine can help you feel more balanced, resilient, and
empowered to navigate life's challenges (Scott 2024).

zReflect on what self-care looks like to you. What do you like to do to unwind?

Insert Text Here
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Stress Management
Techniques

Stress management techniques are essential for maintaining mental and physical well-
being. Effective strategies include practising mindfulness and meditation to reduce
anxiety, engaging in regular physical activity to boost mood, and using relaxation
techniques such as deep breathing exercises. Setting realistic goals, prioritising tasks,
and seeking support from friends, family, or professionals can also help manage stress.
By integrating these techniques into daily routines, individuals can better cope with
stress and improve their overall quality of life.

Time Management and Work/Life Balance

Work-life balance refers to the equilibrium between professional responsibilities and
personal life, aiming to reduce stress and prevent burnout. It involves managing time
effectively to ensure that work demands do not overwhelm personal commitments and
vice versa. Achieving a healthy work-life balance often includes setting clear
boundaries between work and personal time, prioritising self-care, and ensuring
flexibility in work arrangements. This balance is crucial for maintaining mental and
physical health, enhancing job satisfaction and fostering productive and engaged
employees. Organisations that support work-life balance through policies and practices
contribute to a more positive and sustainable work environment.

ZWhat stress management techniques do you find useful?

Insert Text Here
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Resilience Building
What Does it Mean?

Resilience building refers to developing the capacity to adapt to and recover from
adversity, stress or challenging situations (Hurley 2024). It involves strengthening
personal and organisational skills to handle difficulties effectively and bounce back
from setbacks. Key aspects of resilience building include fostering a positive mindset,
enhancing problem-solving abilities and developing coping strategies. It also involves
building strong support networks and maintaining flexibility in the face of change. By
cultivating resilience, individuals and organisations can better manage stress,
overcome obstacles and continue to thrive despite challenges.

;a How can someone build resilience?

Insert Text Here

Self-Reflection

Self-reflection involves examining one's thoughts, feelings, and actions to gain self-
awareness and personal growth. By assessing experiences and behaviours, individuals
can identify strengths and areas for improvement, and align their actions with their
values. Techniques like journaling and meditation support this process, enhancing self-
awareness and decision-making.

zReflect on a time you were experiencing stress, what helped you through it?

Insert Text Here
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Topic 4: What is a Workplace Mental Health and
Well-being Instructor?

Defining the Role of a Workplace Mental Health and Well-being Instructor

The Role

A Workplace Mental Health and Wellbeing Instructor plays an important role in creating
a supportive and healthy work environment. You will act as a promoter of mental health
awareness, encouraging a culture where well-being is prioritised and openly discussed.
Developing and delivering tailored training programmes will equip individuals and
teams with the necessary tools to raise awareness about mental health in the
workplace.

As a Workplace Mental Health and Wellbeing Instructor, you will provide valuable
support and resources to ensure that those in need have access to the appropriate
help. Collaborating with HR Management and Health and Safety Teams is essential to
integrate mental health strategies into broader organisational frameworks. You will be
an advocate for mental health and wellbeing initiatives.

Suitable Qualities

e Empathetic
Non-Judgemental
Trustworthy
Emotionally Intelligent
Resilient

Key Skills for the Role

To succeed as a Workplace Mental Health and Well-being Instructor, you need a diverse
skill set. Firstly it is important to know your boundaries: you're there to provide support
and guidance, not to diagnose or treat mental health conditions. It's also crucial to have
a solid understanding of Mental Health Awareness so that you can identify and address
issues effectively. Strong stress management skills are also essential as they allow you
to teach coping strategies, model healthy behaviours and promote resilience.
Additionally, you'll need strong training and facilitation skills to deliver impactful
programmes. Effective communication is key to conveying complex information clearly
and empathetically. Interpersonal skills are important for building trust and rapport with
participants. Leadership and networking qualities will empower you to guide and inspire
others and collaborate with stakeholders to expand the reach of mental health and
well-being initiatives.

zwmt does a good WMHWBI look like to you?
Insert Text Here
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Workplace Policies and Professional Help
Workplace Policies

Workplace policies refer to a set of guidelines, rules and procedures established by an
organisation to govern various aspects of work-related activities, behaviours and
expectations. These policies are designed to promote consistency, fairness, legality and
safety within the workplace environment.

Some examples of policies include:

Employment Policies
These policies outline the terms and conditions of employment, including recruitment,
hiring, termination, and employee classification (e.g., full-time, part-time, contract).

Code of Conduct/Ethics Policies

These policies establish expected standards of behaviour, ethics, and professionalism
for employees. They may address issues such as honesty, integrity, respect,
confidentiality, and conflicts of interest.

Anti-Discrimination and Harassment Policies

These policies prohibit discrimination, harassment, bullying, and retaliation based on
protected characteristics such as race, gender, age, religion, disability, sexual
orientation, or national origin. They outline procedures for reporting and addressing
complaints of discrimination or harassment.

Health and Safety Policies

These policies address workplace health and safety standards, procedures, and
responsibilities to prevent accidents, injuries, and occupational hazards. They may cover
areas such as emergency preparedness, ergonomics, hazard communication, and
personal protective equipment (PPE).

Equal Employment Opportunity (EEO) Policies

These policies ensure equal opportunities for all employees and applicants regardless
of characteristics such as race, gender, age, disability or religion. They promote diversity,
inclusion, and non-discrimination in recruitment, hiring, promotion, and training.

Leave and Attendance Policies

These policies outline rules and procedures related to employee absences, leaves of
absence, annual leave, sick leave, bereavement leave, parental leave, and other types
of time off.
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Workplace Policies and Professional Help
Workplace Policies (continued)

Employment Policies

Information Technology (IT) and Data Security Policies: These policies govern the use of
company IT resources, systems, and data to ensure security, confidentiality, and
compliance with relevant laws and regulations. They address issues such as acceptable
use, data privacy, password protection, and software licensing.

Performance Management and Discipline Policies

These policies establish performance expectations, evaluation criteria, and procedures
for addressing performance issues, misconduct, and disciplinary actions. They may
include progressive discipline measures and grievance procedures for resolving
disputes.

Compensation and Benefits Policies

These policies detail employee compensation structures, wage and salary
administration, benefits eligibility, retirement plans, insurance coverage, and other
forms of employee compensation.

zwmt policies do you think apply to mental health in the workplace?

Insert Text Here
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Workplace Policies and Professional Help
Legal Requirements in the Workplace

In Ireland and the UK, employers have legal obligations to promote and safeguard the
mental health and well-being of their employees. Some key legal requirements and
guidelines related to mental health in the workplace include:

Ireland:

Safety, Health and Welfare at Work Act 2005

Equality Acts 1998-2015

European Communities (Safety, Health and Welfare at Work) Regulations 2007
Code of Practice on Bullying at Work

Data Protection Legislation

UK:

Health and Safety at Work Act 1974

Management of Health and Safety at Work Regulations 1999
Equality Act 2010

Data Protection Act 2018

The Mental Health (Discrimination) Act 2013

Employers should familiarise themselves with these legal requirements and take
proactive measures to promote positive mental health in the workplace. This includes
implementing policies and procedures, providing training and support, and fostering a
culture of openness and support around mental health issues.

— /»Make a list of any other legal requirements you think may apply to mental
health in the workplace.

Insert Text Here
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Workplace Policies and Professional Help
Good Practice in the Workplace

In addition to the legal requirements above, employers can also implement different
policies and initiatives to promote mental health and well-being in the workplace. Here
are some examples:

Employee Assistance Programmes (EAPs)

While not a legal requirement, providing access to Employee Assistance Programmes
can be beneficial for supporting employees’ mental health. EAPs offer confidential
counselling and support services to employees facing personal or work-related
challenges.

Mental Health Awareness and Training

While not explicitly mandated by law, providing mental health awareness training for
managers and employees can help promote understanding, reduce stigma, and create
a supportive work environment for those experiencing mental health challenges.

Mental Health Policy

Develop a dedicated mental health policy that articulates the organisation's
commitment to promoting mental well-being, preventing mental health issues, and
supporting employees who may be experiencing challenges. This policy can outline
resources, support mechanisms, and procedures for addressing mental health
concerns. Please note that some companies have mental health policies incorporated
into other overarching policies such as Equality and Diversity policies.

Flexible Work Arrangements

If appropriate implement flexible work arrangements, such as remote work, flexible
hours, compressed workweeks, or job sharing, to accommodate employees’ diverse
needs and promote work-life balance. Flexible arrangements can help reduce stress
and improve mental health by allowing employees to better manage their personal and
professional responsibilities.

Wellness Initiatives

Collaborating with your employer to implement wellness initiatives and activities which
in turn can promote physical, mental, and emotional well-being in the workplace. This
may include yoga or mindfulness classes, meditation sessions, health challenges,
nutrition programmes, and access to onsite fitness facilities if available.

Peer Support Networks

Establish peer support networks or employee resource groups focused on mental health
and well-being. These groups can provide a supportive space for employees to
connect, share experiences, and access peer support and resources.
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Workplace Policies and Professional Help
Providing Reasonable Adjustments in the Workplace

Reasonable adjustments in the workplace for mental health are accommodations or
modifications made to support employees experiencing mental health challenges
(IHREC n.d.). These adjustments aim to ensure that a person can perform their job duties
effectively while managing their mental health condition.

Here are some examples of reasonable adjustments for mental health in the workplace:

Flexible Work Arrangements

Reduced Workload or Adjusted Deadlines
Workspace Modifications

Regular Breaks and Rest Periods

Clear Communication and Expectations
Flexible Leave Policies

Regular Check-ins and Supportive Supervision

Confidentiality

Confidentiality refers to the ethical and legal obligation to keep sensitive information
private and secure. In mental health settings, confidentiality ensures that personal
information shared by a person during therapy sessions or counselling remains
protected from unauthorised disclosure. Mental health professionals, including
therapists, counsellors and psychologists, are bound by strict confidentiality standards
and legal requirements to safeguard the privacy of their clients’ information.
Confidentiality extends to all aspects of treatment, including verbal disclosures, written
records, and electronic communications.

Privacy

Privacy refers to a person's right to control access to their personal information and
maintain boundaries around their personal space and belongings. In mental health
contexts, privacy encompasses the person’s right to determine who can access their
personal information and under what circumstances. Privacy also extends to physical
spaces, such as therapy rooms or counselling offices, where a person expects
confidentiality and respect for their boundaries.

In summary, confidentiality pertains to the obligation of professionals to keep sensitive
information confidential, while privacy refers to a person’s right to control access to their
personal information and maintain personal boundaries. Both confidentiality and
privacy are essential components of ethical and respectful mental health practice.
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What is a Workplace Wellness Programme?
Workplace Wellness Programme

A workplace wellness programme is a coordinated set of initiatives that are designed to
support and improve the health and well-being of employees. Programmes like this aim
to create and promote a healthy work environment, enhance employee morale and
increase productivity. Components of wellness programmes can include:

Health Education and Resources
Fitness Activities

Health Screenings

Stress Management

Mental Health Support

Healthy Eating Initiatives

Health Challenges and Incentives

Key Considerations

When developing workplace mental health training, several key considerations are
essential to ensure its effectiveness and relevance. Conducting a thorough needs
assessment is the first step, which will help to identify the specific mental health
concerns and training needs of your colleagues. The content must be inclusive, taking
into account the diverse backgrounds, cultures and experiences of the workforce.
Involve mental health professionals to help develop and deliver credible and up-to-
date training. Focus on teaching practical skills such as effective commmunication so that
colleagues can apply this in their daily work. It is important to provide continuous
support, offering resources and access to mental health tools beyond the initial training
sessions.

Engaging employees is crucial for the success of the programme. Promote the training
using marketing strategies like emails, posters and kickoff events to generate interest
and participation. Involve employees in the planning and implementation stages to
increase buy-in and engagement. Monitoring and evaluation are essential for
measuring the programme’s effectiveness. Track participation rates and collect regular
feedback from employees to assess the programme and identify areas for
improvement.

zHow would you plan a Workplace Wellness Programme?

Insert Text Here
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Stakeholder Management

A stakeholder is any individual, group or entity that is affected by or has an invested
interest in the outcome of a project, initiative or organisation (Hendricks 2023).
Employees, suppliers, shareholders, government agencies, and community groups can
all be identified as stakeholders as they may be impacted by the decisions or actions of
the project or organisation.

In the context of training; managing stakeholders effectively ensures that the training or
wellness programmes align with organisational goals, address the needs of different
departments or teams and garner support from all stakeholders involved.
Communicating transparently about the objectives, methods and expected outcomes
of the training programme is essential to ensure buy-in and collaboration throughout
the process.

The process begins by identifying all stakeholders who may be involved in the initiative.
Key stakeholders may include senior management, HR professionals, health and safety
officers, employee representatives and finance departments. Once identified, it is
essential to prioritise these stakeholders based on their influence and impact on the
programme. Building strong relationships with stakeholders is an important way to
secure support and collaboration from others.

Clear and effective communication is essential, it involves tailored messages, active
listening, and regular updates to build trust and encourage collaboration. Managing
expectations is also a key step; be upfront about project goals, timelines, and potential
challenges, and set realistic objectives while clearly explaining any constraints. Finally,
gathering feedback from stakeholders is crucial. This can be done through surveys,
meetings, or feedback sessions, ensuring their input, concerns, and suggestions are
considered and addressed effectively, which will enhance the overall success of the
programme.

Q\Nhat stakeholders are involved in your organisation, and how are these
relationships managed?

Insert Text Here
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Creating a Positive Workplace Culture

Creating positive communication and relationships within the workplace is essential for
a healthy and productive environment. Start by promoting open and transparent
communication. Ensure that all employees are regularly updated on important
information and changes to help build trust and keep everyone aligned. Establish clear
feedback channels where employees can safely express their ideas and concerns. To
ensure employees feel heard and valued, always practise active listening.

Team building activities play a big role in strengthening relationships. Organise regular
social events to encourage team spirit.

Conflict resolution is another key aspect of maintaining positive relationships. Provide
training programmes focused on conflict resolution and communication skills to equip
employees with the tools they need to navigate disputes effectively. Offering mediation
services can also help resolve conflicts respectfully.

Fostering Inclusivity and Diversity

¢ Inclusive Policies
o Non-Discrimination Policies: Implement and strictly enforce policies that prevent
discrimination and promote equality across all levels of the organisation.
o Diversity Goals: Set clear diversity goals and regularly track progress to ensure a
varied and inclusive workforce.

e Education and Training
o Diversity Training: Conduct regular training sessions focused on diversity and
inclusion to raise awareness and educate employees on the importance of these
values.
o Cultural Competence: Provide education on cultural competence, helping
employees appreciate and leverage diverse perspectives.

e Supply Networks
o Employee Resource Groups (ERGs): Encourage and support the formation of
Employee Resource Groups for various demographic groups, providing a
platform for connection, advocacy and support.
o Mentorship Programmes: Develop mentorship programmes that pair employees
from diverse backgrounds with experienced leaders to foster growth,
development and inclusion.
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Recognising and Rewarding Positive Behaviour

¢ Recognising Programmes
o Employee of the Month: Establish an Employee of the Month programme to
spotlight and celebrate outstanding contributions and achievements.
o Shout-Out Boards: Create digital or physical boards where employees can
publicly recognise and appreciate each other's accomplishments.

e Reward Systems
o Incentives: Offer rewards such as bonuses, gift cards or extra time off to
employees who consistently demonstrate positive behaviour.
o Professional Development: Provide opportunities for professional growth and
development as a meaningful form of reward, encouraging continuous
improvement.

¢ Celebrating Success
o Team Celebrations: Hold regular team celebrations to acknowledge milestones
and successes to foster a sense of unity and shared achievement.
o Company-Wide Acknowledgement: Celebrate achievements at a company-
wide level through newsletters, meetings, or events to ensure positive behaviour
is recognised throughout the organisation.
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Topic 5: Analysing Training Needs for Workplace
Wellness

The Purpose of Training Needs Analysis
What is it?

Training Needs Analysis (TNA) is the first step in the ‘ADDE’ cycle, the ‘A’ in ‘ADDE’ stands
for Analyse, as briefly mentioned above. To analyse means to examine something in
detail to understand it better. TNA is a process used to identify and analyse the skills and
knowledge gap between where learners are currently and where you would like them to
be following training (UCC 2023). This type of analysis helps to avoid wasted time on
topics that are already known and allows the trainer to focus on areas where they need
the most improvement.

What is the Purpose of TNA?

The purpose of a TNA is to identify gaps in knowledge, skills and abilities among learners
to design targeted training programmes that address these deficiencies and improve
overall performance. Other purposes for a TNA include:

Increasing Training Effectiveness

Focusing Training Sessions

Promoting Career Development

Highlighting Unknown Training Needs

Methods for Conducting Training Needs Analysis

Step 1: Data Collection

Data collection provides the information necessary to identify knowledge and skill gaps
(Barbazette 2006). There are many ways in which data can be collected in the TNA
process, some of these include:

¢ Online Surveys and Questionnaires - These are a cost-effective and quick way to
collect information, make sure if you choose this option that you use structured
questionnaires to obtain quantitative data on current competencies and areas for
improvement.

e Interviews - These are a more in-depth method used to collect data, involving
carrying out one-to-one interviews with learners, managers and other stakeholders
to gain qualitative insights into training needs.

e Focus Groups - These are a great way to collect data by facilitating discussions with
small groups of learners to collect diverse perspectives on training needs,
encourage participants to share experiences and identify common skill gaps.
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Methods for Conducting Training Needs Analysis
Step 1: Data Collection (continued)

e Observations - By observing learners in their work or learning environments you can
informally assess their performance and identify any areas that may need
improvement.

o Skills Assessments and Tests - If possible carry out practical tests or assessments
to measure learner’s proficiency in key areas. Analyse the test results to determine
specific competencies that need development.

e Document Analysis - If GDPR allows, examine existing documents, job descriptions,
competency frameworks and training records. This information may help you
identify the required skills and knowledge outlined in these documents and compare
them with current learner capabilities.

Steps of Data Collection

1.Define Objectives - Clearly outline what you need to learn from this process of data
collection. This may include things like the identification of specific skill gaps.

2.Select Methods - Choose a method of data collection that suits your learners,
objectives and resources best. Remember that you can use several data collection
methods and do not have to stick to just one.

3.Develop Tools - Create the necessary data collection tools such as surveys,
interview guides and assessment tests. Double-check that your questions are
comprehensive enough to elicit the information you need.

4.Collect Data - At this stage, you can implement your data collection plan and
ensure that you disseminate your surveys etc. to a representative sample of learners
and other relevant stakeholders.

5.Comply with GDPR - Ensure that any data you have collected is secure and follows
your organisation’s GDPR guidelines if you send out a survey it might be a good idea
to let learners complete the survey anonymously.

Step 2: Data Analysis

Data analysis in the TNA process involves collecting and examining various data
sources to identify gaps in skills, knowledge and performance (Schneier et al. 1994). This
process includes:

¢ Organising the Data - Compile all of the information gathered and start to organise
it into categories relevant to the skills, knowledge and behaviours needed. For
example, you could group data by job role, skill type or performance metric.

¢ Reviewing and Cleaning the Data - Verify the accuracy of the collected data and
ensure there are no errors or inconsistencies. Filter out any data that is not relevant
to the analysis and maintain focus on the most important information.
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Methods for Conducting Training Needs Analysis
Step 2: Data Analysis (continued)

¢ Analysing Data to Identify Gaps - Assess the current competencies of the learners
against the required skills and knowledge outlined in job descriptions or other useful
competency frameworks, and look out for patterns and trends that may indicate
common dareas where learners lack necessary skills or knowledge.

¢ Prioritising Training Needs - Assess the potential impact of each identified gap on
performance and organisational goals. Focus on the gaps that, if addressed, will
lead to significant improvements.

e Developing Actionable Insights - Compile all of your findings into clear and concise
reports that highlight the key gaps and recommended actions.

Step 3: Develop and Implement Training Plans

After conducting data collection and analysis to identify training needs, developing and
implementing training plans are the subsequent steps. Set clear measurable objectives,
aligned with organisational goals. Design the training programme by detailing the
content, methods, resources and schedule required to meet these objectives.
Implementation follows this, where the training is delivered using appropriate methods.

%Does your organisation conduct TNAs? If so, how is this done? If not, how would
you organise this?

Insert Text Here
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Competency Gaps

A competency gap refers to the difference between the skills, knowledge and abilities an
individual currently possesses and the skills required to perform their jobs/tasks
effectively. This gap highlights the areas where an individual or team needs
improvement to meet performance standards or achieve organisational goals (Dubois
and Rothwell 2004). Different frameworks can be used to establish the competency gap.
We will explore the W5H Framework below:

W5H Framework

This framework asks six fundamental questions: Who, What, Where, When, Why and How.
This approach helps the person carrying out the TNA to ensure a comprehensive
examination of all aspects of a situation.

Who

This question identifies the participants who need the training. This could include
specific departments, teams or individuals. It is always useful to identify key
stakeholders throughout the TNA process such as managers, HR employees and L&D
department staff. At this point in the framework, you can clarify the roles and
responsibilities of each participant in the TNA process to ensure collaboration and
accountability.

What

Asking this question helps us to define our training needs, through asking this we can
clearly describe the skills and knowledge that need to be developed and identify what
competencies are required for effective performance. This question can help you
determine the scope of the TNA.

Where

Think about where the training will take place, will it be on/off or possibly online? By
determining the location you can understand the environment and context of the
company where the employees/learners operate as it can influence training needs and
delivery methods.

When

Through this, we can establish when the training is needed and critical time frames can
be identified such as before the launch of a new project or technology. It is also
important to determine how long the training should last and how often it should be
conducted.

Why
Think about the reason this training is being carried out, why is it necessary? What are
the expected outcomes and benefits?

How

Through this question, we can identify how the training needs will be assessed - this can
be through surveys, interviews etc. as previously mentioned.
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Learning Aims

Learning aims are broad statements that describe the overall goals of an educational
programme or course. They outline what the learners are expected to achieve by the
end of the instruction. Unlike specific learning objectives, which detail measurable
outcomes, learning aims are more general and focus on the overarching purpose of the
learning experience (Wiles and Bondi 2010).

Learning aims provide a clear direction for the course. They help both trainers and
learners understand the purpose of the course and what is to be achieved. When
learners know the aims of a course, they are more likely to stay motivated and engaged.
Clear aims give learners a sense of purpose and a goal to work towards. Learning aims
serve as a foundation for developing specific learning objectives and assessment
methods. Clear aims help trainers evaluate whether the course is successful in
achieving its goals. Clearly defined learning aims ensure that all aspects of the course
are aligned, including the content, teaching methods, and assessments, leading to a
more coherent and effective learning experience.

Steps to Create Learning Aims

1.Review Identified Training Needs - Revisit the outcomes of the TNA to understand
the gaps in skills, knowledge and performance.

2.Formulate Learning Aims - Clearly define what the learner will be able to do after
the training. Avoid vague statements and be precise about the expected outcomes.
Ensure the aim can be assessed through quantitative or qualitative metrics.

3.Draft Learning Aim Statements - Use verbs like ‘explain’, ‘demonstrate’, or ‘create’ to
describe what learners will do. Describe the desired outcome of the learning process
rather than the learning process itself.

4.Align Learning Aims with Training Methods - Ensure that the training methods
selected are suitable for the learning aims. Plan how to assess whether the learning
aims have been met through quizzes, practical tasks or feedback surveys.

5.Communicate the Learning Aims - Communicate the learning aims with trainers,
managers and learners to ensure everyone understands the goals and expectations.
Be prepared to adjust the learning aims based on feedback and initial results to
ensure they remain realistic and relevant.

Things to Avoid when Defining Learning Aims

Being Too Vague
Overloading with Jargon

(]
([ ]
e Setting Unrealistic Goals
* |gnoring Feedback
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Learning Objectives

A learning objective is a clear, concise statement that describes what a trainer will
present to learners during the training programme (elearning Industry 2024). For
example; To provide an understanding of key conflict resolution techniques'.

Expectations
Learning objectives must provide clear expectations for learners, letting them know
what they will be taught throughout the training programme.

Guidance for Instruction
For trainers, learning objectives guide the planning and delivery of training, ensuring
that all training activities are aligned with desired outcomes.

Motivation and Focus
Clearly defined objectives can motivate learners by providing specific goals to work
towards, helping them focus their efforts and track their progress.

Enhanced Learning Outcomes
They ensure that learning is focused and aligned with desired outcomes, leading to
better learning experiences and results.

Increased Accountability
They make it easier for trainers to demonstrate the effectiveness of their instruction,
which is particularly important for accreditation and quality assurance.

Personalised Learning
They allow for the development of individualised learning plans, helping trainers address
the unique needs of each learner.

ZWrite down some examples of learning objectives.

Insert Text Here
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Learning Outcomes

A learning outcome is a statement that describes the specific knowledge, skills or
abilities that learners are expected to acquire or demonstrate by the end of the learning
experience. Learning outcomes are focused on the observable and measurable results
of learning, reflecting what learners should be able to do as a result of their
engagement with educational content. Learning outcomes are linked to assessments.

Specific
Learning outcomes should be clear and specific, outlining what learners must
demonstrate at the end of learning.

Aligned
Ensure learning outcomes are directly linked to the overall training objectives so that the
content and activities stay focused and relevant.

Measurable
Use action verbs like 'identify’ ‘explain’ or ‘demonstrate’ to create learning outcomes that
can be observed and assessed.

Things to Avoid when Creating Learning Outcomes

Being Too Vague

Overloading with Multiple Objectives
Ignoring Alignment with Content
Not Consulting Stakeholders

; a Write down some examples of learning outcomes.

Insert Text Here
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Topic 6: Tailoring Training for Your Organisation

What Does it Mean?

Tailoring training for your organisation involves customising the content, delivery
methods and objectives of training programmes to specifically meet the needs, goals
and characteristics of your organisation.

Instructional Design

Instructional Design is the systematic process of creating educational and training
programmes consistently and reliably to ensure effective learning. It involves a series of
steps to plan, create and deliver learning experiences that are engaging, effective and
efficient.

Key Components of Instructional Design in Our Course

Analyse

The initial phase involves understanding the mental health and well-being needs of our
workplace learners. Conducting a thorough needs assessment allows us to identify the
critical knowledge and skills that learners need to acquire. This step is crucial for
defining clear, targeted learning objectives that address workplace mental health
challenges.

Design

In this phase, we meticulously plan the structure, content, and assessments for our
workplace mental health and wellness programme. This includes outlining the
curriculum to cover key topics such as stress management, mental health awareness
and support strategies. We also choose instructional strategies that are most effective
for adult learners in a professional setting and determine how we will measure learner
progress.

Delivery

This phase involves the actual delivery of the training to our workplace participants. It
includes managing all logistical aspects, such as scheduling sessions at convenient
times, ensuring access to necessary resources, and providing a conducive learning
environment. Our goal is to make the training as accessible and engaging as possible.

Evaluation
To ensure the effectiveness of our training, we need to continuously evaluate the
outcomes. This involves collecting feedback from learners and stakeholders, analysing
data to see if the learning objectives are being met, and identifying areas for
improvement. We use this information to refine and enhance our training programmes
continually.
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Training Tools

PowerPoint
e PowerPoint is a versatile and widely used training tool. It allows for the integration of
text, images, graphs, and even videos, making it suitable for both information
dissemination and visual learning.
e When using PowerPoint, ensure slides are not text-heavy and use bullet points to
highlight key information. Engage your audience with questions and interactive
elements like polls or quizzes embedded in the presentation.

Flip Charts

e Flip charts are great for interactive sessions. They encourage participation and are
perfect for brainstorming sessions or when you need to capture group input quickly.

e Flip charts are low-tech, which means they don't rely on electricity or devices,
making them ideal for smaller, informal settings. Use large, legible writing and
colourful markers to keep the information clear and engaging.

Videos

e Videos are a powerful method for visual and auditory learning. They can
demonstrate complex processes, show real-life scenarios, and engage emotions
effectively.

e When selecting videos, ensure they are relevant, high-quality, and not too lengthy.
Follow up with discussions or Q&A sessions to reinforce the content and ensure
understanding.

Role-Plays
e Role-plays are excellent for experiential learning, allowing participants to practice
skills in a safe environment. They are particularly effective for developing
communication, negotiation, and problem-solving skills.
e When facilitating role plays, clearly define roles and scenarios, and provide feedback
afterwards to help participants learn from the experience.

Breakouts
e Breakout sessions involve dividing the main group into smaller groups to discuss or
work on specific tasks. This method promotes collaboration, deeper discussion, and
active learning.
e Use breakouts to tackle complex topics or for activities like group problem-solving.
Ensure each group has clear instructions and a designated leader to keep them on
track.

Brainstorming
e Brainstorming is an effective method for generating ideas and fostering creativity. It
encourages participants to think freely and share their thoughts without immediate
judgment.
e Use brainstorming sessions to solve problems, generate new ideas, or plan projects.
Set clear goals, provide guidelines to keep the session focused, and capture all ideas
for further analysis.
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Training Tools

Gamification
e Gamification incorporates game elements into training to boost engagement and
motivation. It can include quizzes, competitions, simulations, and reward systems.
e Gamification makes learning fun and can significantly enhance retention and
participation. Ensure the games are relevant to the training objectives and provide
clear rules and feedback.

Storytelling
e Storytelling is a powerful tool for making information relatable and memorable. It
helps to convey complex concepts through narratives that resonate with the
audience. Use real-life examples, case studies, or hypothetical scenarios to illustrate
points.
e Keep stories relevant and engaging, and encourage participants to share their own
experiences to enrich the learning process.

Handouts
e Handouts provide participants with tangible materials they can refer to during and
after the training session. They are useful for summarising key points, providing
detailed information, and offering additional resources.
e Ensure handouts are well-designed and concise, and that they complement the
training without overwhelming the participants with too much information.

Whiteboard

e Whiteboards are excellent for dynamic, real-time collaboration. They can be used to
explain concepts, draw diagrams, and capture ideas as they emerge during
discussions.

e Both physical and digital whiteboards offer flexibility, allowing trainers and
participants to interact directly with the content. Keep the content organised and
legible, and encourage participants to contribute.

20cm you think of any other training tools you may use?

Insert Text Here
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VARK

The VARK model was created by Neil Fleming. It classifies learner preferences into four
basic categories; Visual, Auditory, Reading and Kinesthetic. Each learning style
represents a preferred mode of receiving and processing information.

VARK is a valuable model to use while you are developing multimodal learning material.
The model also helps individuals identify their dominant learning styles and guides
educators in designing instructional approaches that align with diverse learning
preferences.

What is multimodal learning? This is an instructional approach that utilises multiple
sensory modes to enhance the learning experience.

Visual Learners

Visual learners prefer seeing and observing things, including pictures, diagrams, written
directions, and more.

Strategies for Visual Learners:

e Use Infographics and Charts: Present information on mental health statistics, stress
management techniques, and the impacts of workplace wellbeing using colourful
infographics and charts.

e PowerPoint Presentations: Develop slides with key points, diagrams, and images to
illustrate concepts like the mental health continuum and wellness strategies.

e Videos and Animations: Incorporate educational videos and animations that explain
mental health topics, such as coping mechanisms and the importance of a
supportive work environment.

e Mind Maps: Create mind maps to show the relationship between different mental
health concepts and strategies.

Auditory Learners

Auditory learners prefer listening to information and may benefit from discussions,
lectures, and audio materials.

Strategies for Auditory Learners:

e Interactive Lectures: Deliver content through engaging lectures that encourage
questions and discussions about mental health and wellbeing.

e Podcasts and Audio Clips: Provide access to relevant podcasts and audio clips
featuring experts discussing mental health topics.

e Group Discussions: Facilitate group discussions and peer-sharing sessions to explore
mental health experiences and strategies collaboratively.

e Verbal Summaries: Offer verbal summaries and recaps of key points during and at
the end of each session.
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VARK

Reading/Writing Learners

Reading/Writing learners prefer interacting with textual materials and may benefit from
reading and writing tasks.

Strategies for Reading/Writing Learners:

Comprehensive Handouts: Provide detailed handouts and reading materials that
cover the course content on mental health and wellbeing.

Journaling Exercises: Encourage learners to keep a journal to reflect on their learning
experiences, thoughts, and feelings about mental health topics.

Quizzes and Written Assessments: Use quizzes and written assignments to assess
understanding and encourage deeper engagement with the material.

Text-Based Resources: Recommend books, articles, and online resources for further
reading on workplace mental health.

Kinaesthetic Learners

Kinaesthetic learners prefer a hands-on approach and learn best through doing and
experiencing.

Strategies for Kinaesthetic Learners:

Role-Playing Activities: Organise role-playing scenarios to practice mental health
interventions, such as how to have supportive conversations with colleagues.
Interactive Workshops: Conduct workshops with activities that involve physical
movement, like stress-relief exercises and mindfulness practices.

Simulations and Case Studies: Use simulations and case studies to allow learners to
apply mental health strategies in realistic workplace situations.

Physical Engagement: Incorporate activities that involve writing on whiteboards,
creating posters, or using other physical materials to explore mental health topics.

zwmch one of these VARK approaches do you find works best for you?

Insert Text Here
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KOLB

Kolb's learning cycle is a four-stage learning cycle that describes learning as an
interactive process. This model is founded on the principles of experiential learning
theory. This theory shows that experience is the source of learning and development. It
embraces the idea that knowledge is continuously gained through personal and
environmental experiences.

Concrete Experience - Doing

This stage involves learning through direct experience.
Strategies:

e Interactive Workshops: Conduct hands-on activities such as stress management
exercises, mindfulness sessions, and mental health first aid practices.

e Role-Playing Scenarios: Engage participants in role-playing exercises to simulate
real-life situations, such as dealing with a colleague experiencing stress or anxiety.

e Case Studies: Present detailed case studies of workplace mental health scenarios for
learners to analyse and discuss.

Reflective Observation - Observing

This stage focuses on reflecting on the experiences.
Strategies:

e Group Discussions: Facilitate group discussions after each interactive session,
encouraging participants to share their observations and insights.

e Journaling: Ask learners to maintain a reflective journal where they document their
thoughts and feelings about each activity and its impact on their understanding.

e Debriefing Sessions: Conduct debriefing sessions where learners can reflect on what
they observed during role-plays or case study analyses.

Abstract Conceptualisation - Thinking

In this stage, learners form concepts and generalisations based on their reflections.
Strategies:

e Theoretical Frameworks: Introduce relevant theories and models related to mental
health and wellbeing, such as the stress-vulnerability model or resilience theory.

e Concept Mapping: Encourage learners to create concept maps that link their
experiences and reflections to theoretical concepts.

e Expert Lectures: Provide lectures or guest speaker sessions that offer deeper insights
into mental health concepts and frameworks, helping learners to contextualise their
experiences.
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KOLB
Active Experimentation - Planning

This stage involves applying new ideas to see what happens.
Strategies:

e Action Plans: Guide learners in developing personal or workplace action plans for
implementing the mental health strategies they have learned.

e Peer Coaching: Set up peer coaching sessions where learners can practice new skills
and strategies in a supportive environment.

e Follow-Up Activities: Assign follow-up activities where learners apply their knowledge
in real workplace settings, such as initiating a well-being programme or conducting
a mental health awareness session.

gWrite down your thoughts on the KOLB learning cycle.

Insert Text Here

Reproduction or distribution of this material requires the permission of DCM Learning. All rights reserved. 49.



CPD Workplace Mental Health and Well-Being Instructor d c m
Course Manual

Creating Content
Session Planning

1. Define Objectives

The first step in session planning is defining clear learning objectives. As a trainer, you
need to ask yourself 'What do | want my participants to learn by the end of the session?".
These should be clear, concise, specific and measurable. Clear objectives guide the
structure of your session and will help you measure its success.

2. Structure and Flow
Next, plan the structure and flow of your session. Start with an engaging introduction to
capture the attention and outline what will be covered.

Break the sessions into logical segments, each focusing on a key topic or activity. Ensure
there is a clear progression from one segment to the next. This might look like:

Introduction - Overview and objectives.

Core content - Key concepts and information.

Activities - Interactive exercises to reinforce learning.

Review and Q&A - Summarise the key points and address questions. Having a well-
structured plan helps maintain participants’ interest and facilitates a better
understanding.

3. Timing

Effective time management is critical in session planning. Allocate specific time slots for
each segment of your session, ensuring that you cover all necessary content without
rushing it.

You should factor in time for discussions, breaks and unexpected delays. For example, in
a 60-minute session, you might allocate 10 minutes for the introduction, 20 mins for the
core content, 20 minutes for activities and 10 for review and Q&A. You should stick to
your schedule as closely as possible. but be flexible enough to adapt if needed.

4. Activities and Engagement

Incorporating activities and interactive elements is key to keeping participants
engaged. Plan your activities so that you reinforce the learning objectives and provide
hands-on practice. As discussed previously, these could include group discussions,
role-playing, case studies etc.

Ensure that the activities are varied to cater to different learning styles and keep the
energy levels high.

5. Resources and Materials

Prepare all resources and materials that you will need for your session. This might
include handouts, presentation slides, props and any technology that you might need.
Having everything ready in advance ensures the session runs smoothly and
professionally.
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Importance of Research

Evidence-Based Research

Why it's Important:

For a Workplace Mental Health and Well-being Instructor, grounding training in
evidence-based research ensures the strategies taught are proven to be effective.
Mental health is a complex field with rapidly evolving insights. Relying on the latest
research allows instructors to impart techniques and knowledge that have been
scientifically validated, reducing the reliance on outdated or anecdotal methods.

Application
e Developing modules on stress management techniques that are supported by
recent studies.
e Incorporating findings from research on the effectiveness of mindfulness in reducing
workplace anxiety.

Continuous Improvement

Why it's Important:

Mental health trends and the understanding of well-being are continually advancing. By
engaging with ongoing research, trainers can refine and update their programmes,
ensuring they remain relevant and effective.

Application

e Regularly updating training content to include the latest best practices for
managing mental health at work.

e Gathering and analysing feedback from participants to inform future training
iterations.

Addressing Training Challenges

Why it's Important:

Understanding common barriers in mental health training, such as stigma, reluctance
to engage, or varying levels of mental health literacy, is crucial. Research can identify
effective ways to overcome these obstacles, enhancing training efficacy.

Application
¢ Implementing evidence-based engagement techniques to encourage participation
from employees who may be hesitant to discuss mental health.
e Using research to develop strategies for better retention of mental health knowledge
and practices.

Customisation and Personalisation

Why it's Important:

Every workplace and individual is unique. Research can provide insights into how
different demographics respond to various training methods, allowing for tailored
approaches that resonate more effectively with diverse groups.
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Importance of Research
Customisation and Personalisation (continued)

Application
e Designing programmes that address specific stressors in particular industries, such
as healthcare or finance.
e Customising content to reflect the cultural and organisational context of the
participants.

Keeping Pace with Change

Why it's Important :

The field of mental health is dynamic, with new therapies, technologies, and
methodologies emerging regularly. Keeping up-to-date with these developments
ensures training remains cutting-edge and applicable.

Application
¢ Incorporating new digital mental health tools and apps that research has shown to
be effective.
e Adapting to new workplace norms and challenges, such as remote work and its
impact on mental health.

Building Credibility and Trust

Why it's Important

Trainers who engage in research demonstrate a commitment to the highest standards
of practice. This builds trust with employers and employees, ensuring that the training is
taken seriously and respected.

Application
e Presenting case studies and research findings during training to validate the
approaches being taught.
e Being transparent about the sources and evidence backing the training content
enhances credibility.

zThink about where you get your information from. Is it from a reliable source?

Insert Text Here
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Research Sources

Having reliable research sources is crucial because they provide accurate, trustworthy
information that can inform decision-making, support evidence-based practices and
contribute to the credibility and validity of research findings. Here are some examples of
reliable research sources:

Peer-Reviewed Academic Journals

Peer-reviewed academic journals are scholarly publications where experts in several
different topics including mental health and well-being rigorously evaluate and validate
research before it is published, ensuring the content's accuracy and reliability.

Reputable Online Databases
Online databases compile a vast array of scholarly literature, providing easy access to a
wide range of peer-reviewed articles, theses, and conference papers.

Government Agency Websites
Government agencies produce research and data that are often based on large-scale
studies and undergo thorough review processes, ensuring reliability and relevance.

Books by Leading Experts
Books offer in-depth analysis, historical perspectives, and comprehensive coverage of
specific topics, written by experts with extensive knowledge and experience.

Research Institutes
Research institutes conduct high-quality research on various topics, offering
authoritative analysis and recommendations based on empirical evidence.

/
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Universal Design for Learning

Universal Design for Learning (UDL) is an educational framework aimed at making
learning accessible and effective for students, regardless of their abilities or learning
styles. UDL seeks to create flexible learning environments that accommodate diverse
learning styles and methods. UDL was created by a United States organisation called
CAST they have outlined three main principles for UDL. The three main principles are:

Multiple Means of Engagement

This principle deals with the ‘why' of learning. It emphasises the importance of
motivating learners by tapping into their interests, offering appropriate challenges and
providing sufficient motivation. Engagement varies significantly among learners, so
providing multiple ways to engage is crucial.

Multiple Means of Representation

This principle addresses the 'what' of learning. It involves providing learners with various
ways to access and process information. Since learners perceive and comprehend
information differently, it's important to offer content in multiple formats.

Multiple Means of Action & Expression

This principle is the 'how' of learning. It encourages offering diverse ways for learners to
demonstrate their knowledge and skills. This acknowledges that learners differ in how
they navigate learning environments and express what they know.

Benefits of UDL

Inclusivity

UDL ensures all learners, including those with disabilities, can access and engage with
the learning material. This inclusivity helps to reduce barriers to learning and
participation.

Flexibility

The flexible approach of UDL accommodates various learning styles and preferences,
allowing learners to choose how they learn best. This adaptability enhances overall
learning effectiveness.

Improved Learning Outcomes
By providing multiple ways to access content, demonstrate knowledge and stay
engaged, UDL helps improve learning outcomes for a diverse group of learners.

Engagement and Motivation
UDL's focus on multiple means of engagement helps maintain learners’ interest and
motivation, making learning experiences more enjoyable and effective.

Enhanced Accessibility

UDL incorporates accessibility features from the start, making learning materials
accessible to students with disabilities without the need for significant modifications.
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Universal Design for Learning

Implementation of UDL

Implementation of UDL involves a systematic approach to designing and delivering
instruction that caters to the diverse needs of all learners.

Before implementation, trainers need to understand the core principles of UDL as
previously discussed and how they apply to their specific context.

Assessing Learner Variability

Conduct an assessment of learner variability within the target audience. Identify the
range of abilities, learning preferences and potential barriers to learning. This
assessment helps inform instructional design decisions.

Designing Flexible Learning Environments

Design learning environments that are flexible and customisable to accommodate the
diverse needs of learners. This involves creating multiple pathways to learning, providing
varied instructional materials and offering opportunities for choice and autonomy.

Providing Multiple Means of Representation

Offer information and content in multiple formats to address diverse learning styles and
preferences. This may include text-based materials, audiovisual resources, interactive
simulations and hands-on activities.

Offering Multiple Means of Action and Expression

Provide learners with various ways to demonstrate their understanding and skills. Offer
options for different types of assessments, such as written assignments, oral
presentations, multimedia projects or practical demonstrations.

Supporting Multiple Means of Engagement

Engage learners by tapping into their interests, providing relevant and meaningful
learning experiences and offering opportunities for collaboration and interaction.
Incorporate elements of choice, novelty and challenge to maintain motivation.

Leveraging Technology and Accessibility Tools

Use technology and accessibility tools to enhance the implementation of UDL. This may
include using assistive technologies, adaptive software, multimedia resources and
online learning platforms that support diverse learner needs.

Collaborating with Stakeholders
Collaborate with stakeholders to ensure that UDL implementation is responsive to the
needs and preferences of all participants.

Monitoring and Evaluation

Regularly monitor and evaluate the effectiveness of UDL implementation. Collect
feedback from learners, assess learning outcomes and make adjustments to training as
needed to optimise learning experiences.
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Topic 7: Training Delivery & Evaluation

Communication Skills

Communication skills are not only fundamental to being skilled at having difficult
conversations around mental health it is also important for a trainer's ability to deliver
effective and engaging training sessions.

Engaging Learners

There are several ways that a Workplace Mental Health and Well-being Instructor can
engage learners during the learning process. Here are some examples of the steps that
could be used:

1. Create an Interactive Learning Environment
e Incorporate Activities: A trainer/instructor could use group discussions, role-plays
and hands-on exercises to encourage active participation.
e Interactive Tools: A trainer might use technology like polls, quizzes and interactive
whiteboards to make training sessions more dynamic.
e Encourage Questions: Trainers can create an open environment where learners feel
comfortable asking questions and sharing their thoughts.

2. Use Real-World Examples and Relatable Content:
e Practical Applications: Trainers could show how the training content applies to real-
world scenarios that would be relevant to learners.
e Case Studies: By presenting case studies and examples trainers help learners see
the practical use of the concepts being taught in the classroom.
e Storytelling: A trainer might use stories and anecdotes to illustrate points and make
the material more engaging and memorable.

3. Personalise the Learning Experience:
e Know Your Audience: It is important for a trainer to understand the background,
interests and goals of their learners and to be able to tailor their approach.
e Flexible Learning Paths: Trainers should offer different activities that cater to various
learning styles and paces, this links in with UDL
e Feedback and Adaptation: Trainers should collect feedback regularly and adapt
their methods to meet the needs and preferences of the learners.

4. Foster a Collaborative Learning Atmosphere:
e Group Work: Trainers could encourage collaboration through group projects and
peer-to-peer learning activities.
e Peer Feedback: A trainer could implement opportunities for learners to give and
receive feedback from their peers.
e Community Building: Trainers can create a sense of community by encouraging
learners to share their experiences and insights.
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Communication Skills

5. Maintain Enthusiasm and Motivation:
e Passionate Delivery: Trainers should show enthusiasm for the subject matter to
inspire and motivate learners.
e Gamification: Incorporate elements of gamification like challenges, rewards and
competitions to make learning fun and engaging.
e Relevance and Benefits: Trainers can continue to highlight the relevance and
benefits of the content to keep learners motivated and focused on their goals.

Active Listening
Active listening is a crucial skill for trainers, as it significantly impacts the effectiveness of
their training sessions and the overall learning experience for participants.

Understanding:

By actively listening to learners, trainers can better understand their needs, preferences
and challenges, this in turn leads to tailored training that meets individual and group
needs. Active listening also helps trainers identify learning gaps that we previously
discussed.

Building Rapport and Trust:

Active listening shows learners that their opinions and concerns are valued, fostering a
safe and open learning environment. When trainers listen attentively, learners are more
likely to trust them, leading to a more positive and productive learning environment.

Encouraging Participation and Engagement:

When learners feel heard, they are more likely to participate actively in discussions and
activities. When a trainer acknowledges and addresses learner's input it can boost
learners motivation and engagement in the training process.

Enhancing Communication Skills:

Trainers who practise active listening model effective communication skills for their
learners, encouraging them to develop and use these skills themselves. By listening
carefully, trainers can also provide more accurate and constructive feedback which is
essential for learner's growth and development.

Adapting Training Methods:

Active listening allows trainers to be more flexible and adaptive in their teaching
methods, responding to the immediate needs and feedback of the learners. Trainers
can make real-time adjustments to their training strategies based on what they hear
from learners ensuring the training remains relevant and effective.
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Resolving Conflicts and Misunderstandings:

Active listening helps in clarifying doubts and addressing misunderstandings promptly,
preventing potential conflicts. In cases of disagreements or conflicts among learners,
active listening enables trainers to mediate effectively and find common ground.

Improving Learning Outcomes:

By listening actively, trainers ensure that they understand the learner's perspectives and
needs. Active listening informs the trainer's decisions regarding module adjustments,
pacing and content delivery, overall optimising the learning experience.

Presentation Skills

While communication skills are key, combining them with strong presentation skills
makes a trainer even more effective. Mastering both ensures that messages are not
only clear and engaging but also delivered with confidence and impact, enhancing the
overall learning experience for participants.

Clarity and Structure:

Trainers should structure their presentations with a clear beginning, middle and end.
Use an outline to keep your content logical and easy to follow. Trainers should use clear
and straightforward language to ensure all participants understand the material,
avoiding jargon and complex terms unless necessary.

Engaging Delivery:

Trainers should vary their tone, pitch and volume to maintain interest and emphasise
key points. Control the pace of your speech to ensure it's not too fast or slow, giving
learners time to absorb information. Use positive body language, such as eye contact,
gestures and movement to convey confidence and engage your audience.

Visual Aids:

Use slides to highlight key points, but avoid overcrowding them with text. Incorporate
images, graphs and videos to support your message. Trainers should be comfortable
with the technology they're using, whether it's PowerPoint, Prezi or other presentation
tools. Practise beforehand to ensure smooth transitions and functionality.

Interactive Elements:

Encourage questions throughout the presentation to keep participants engaged and
clarify doubts immediately. Incorporate interactive activities, polls or quizzes to make
the session more engaging and to reinforce learning. Facilitate small group discussions
or breakout sessions to allow learners to apply concepts and share insights.

Storytelling:

Use relevant stories or anecdotes to illustrate key points and make the material more
relatable and memorable. Trainers can use analogies and real-life examples to explain
complex concepts more understandably.
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Confidence and Enthusiasm:

Trainers should rehearse their presentations multiple times to build confidence and
familiarity with the material. Trainers should show enthusiasm for the topic as it can be
infectious and motivate learners to engage more deeply. Trainers can develop
techniques to manage nerves, such as deep breathing exercises, preparation and
focusing on the message.

Adaptability:

Trainers should pay attention to their learner's reactions and be ready to adapt their
approach based on their live feedback and engagement levels. Trainers should be
prepared to adjust their content or delivery method if they notice that the audience is
struggling with certain concepts or losing interest.

Feedback Incorporation:

Trainers should actively seek feedback from participants at the end of the session to
understand what worked well and what didn't. Trainers can use feedback to
continuously improve their presentation skills and training effectiveness.

Verbal Communication for Presenting

Effective Communication is essential for trainers to convey information clearly and
engage learners during presentations. Here are some key aspects of verbal
communication that trainers should master:

Clarity and Articulation:

Trainers should try to ensure words are pronounced correctly and clearly, this can help
prevent misunderstandings and ensure that learners grasp the content accurately.
Trainers should try to maintain a moderate pace when speaking. Speaking too quickly
can overwhelm learners while speaking too slowly can cause disengagement. Trainers
should use an appropriate volume to ensure everyone can hear you clearly, whether
you're in a large room or on a video call.

Tone and Inflection:

Trainers can use variations in tone and inflexion to emphasise key points, convey
enthusiasm and keep the audience engaged. A monotone delivery can make the
presentation dull and hard to follow. Trainers can emphasise important words and
phrases to highlight critical info, this can help learners recognise the significance of
those points.

Language and Vocabulary:

Trainers should try to use language that is appropriate for the audience’s level of
understanding. Avoid jargon and overly technical terms unless you are sure the
audience is familiar with them. Trainers should use simple direct sentences to convey
their message. This makes it easier for learners to understand and retain the
information.
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Engagement Techniques:

Trainers can ask open-ended questions to encourage participation and check
understanding. This can also help re-engage learners who might have lost focus.
Trainers should encourage dialogue by inviting learners to share their thoughts and
experiences.

Listening and Responding:

As previously discussed in the active listening section, trainers can show they are
listening to learner's questions and comments by providing thoughtful responses and
making eye contact, this demonstrates respect and helps build a connection with your
audience.

Question Handling:

When learners ask questions, trainers should repeat or paraphrase them to ensure
everyone understands what is being asked. This also shows that the trainer has
understood the question correctly. Trainers should be patient and take time to respond
thoughtfully to questions.

Mastering verbal communication is vital for trainers to deliver effective and engaging
presentations.

Non-verbal Communication for Presenting

Now that we've covered the key aspects of effective verbal communication for
presentations, let's shift our focus to the importance of non-verbal communication. As
trainers, our body language, facial expressions and gestures can have a significant
impact on how our message is received by the audience.

Body Language:

Trainers could maintain an open and relaxed posture. Trainers should avoid crossing
their arms or turning their back to the audience as this can be perceived as defensive or
disengaged. They should try to stand or sit upright to convey confidence and openness.
Trainers should try to use purposeful movement to emphasise points and keep the
audience'’s attention. Moving around the room or changing their position can also help
engage learners and break the monotony.

Facial Expressions:

Trainers can use facial expressions to convey enthusiasm, concern, interest and other
emotions relevant to the content. Trainers can be responsive to the audience’s
reactions. Trainers can acknowledge the learners’ emotions through their expressions
which shows that they are attuned to their responses and feedback.
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Gestures:

Trainers can use hand gestures to illustrate points and add emphasis. Gestures can
help to clarify complex concepts and keep the audience engaged. However, good to
note not to overdo it as excessive gesturing can be distracting. When using visual aids
trainers can gesture towards them to draw attention and reinforce their points.

Eye Contact:

Trainers can make regular eye contact with different members of the audience to
create a sense of connection and engagement. Trainers should ensure they look around
the entire room, including those in the back or at the sides, to make everyone feel
included. If a trainer is using a virtual platform, look into the camera to simulate eye
contact with all participants.

Posture:

Trainers should try to stand or sit upright with their shoulders back to project confidence
and authority. Slouching can be interpreted as a lack of interest or confidence. Trainers
should try to avoid excessive shifting or fidgeting as it can be distracting - trainers
should try to maintain a stable stance to appear grounded and focused.

Proxemics:

Trainers can use the space available to them effectively, moving closer to the audience
can create a more intimate and engaging environment, while stepping back can give a
sense of overview or transition. In virtual settings, trainers should ensure they are well-
positioned in the camera frame, they should maintain a comfortable distance that
allows participants to see their facial expressions and gestures.

Appearance:

Trainers should dress appropriately for their audience and the context of the
presentation. Professional attire can enhance credibility and show respect for the
audience. Trainers should ensure their appearance is neat, this reflects their attention to
detail and professionalism

Using Visual Aids

Visual aids are essential tools that enhance the effectiveness of presentations by
making complex information more accessible, engaging and memorable.

Types of Visual Aids:
We have already covered the different types of visual aids we could use however we will
now discuss other aspects that are important when using visual aids.

Designing Visual Aids:

Simplicity - Keep slides and visuals simple. Use bullet points, short sentences and clear
headings to avoid clutter.
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Consistency - Use consistent design for fonts, colours and layouts to create a cohesive
look. This helps the learners focus on the content rather than the design.

Readability - Ensure that text is large enough to be read from the back of the room or on
a small screen. Use high-contrast colours for text and background.

Visual Hierarchy - Highlight the most important information using size, colour or
placement. This guides the audience's attention to key points.

Enhancing Understanding:

Charts and Graphs - Use these to present data clearly and concisely. They help in
visualising trends, comparisons and relationships.

Images and Diagrams - Relevant images and diagrams can illustrate concepts more
effectively than text alone. Ensure they are high quality and related to the content.

Videos and Animations - These can demonstrate processes, show real-world
applications and break the monotony of text-based slides. Keep them short and
relevant.

Engaging the Audience:

Interactive Elements - Incorporate interactive elements such as polls, quizzes or live
demonstrations to engage the audience and reinforce learning.

Questions and Discussions - Use visual aids to prompt questions or discussions. This
encourages participation and deeper understanding.

Storytelling - Use visuals to support storytelling, making abstract concepts more
tangible and relatable.

Technical Proficiency:

Practice - Familiarise yourself with the technology and software that you will be using.
Practise your presentation to ensure smooth transitions and functionality.

Backup Planning - Have a backup plan in case of technical issues. This could include
printed handouts or an alternative presentation method.

Equipment Check - Check all equipment (projectors, computers, microphones) before
the presentation to avoid technical glitches.
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Integration with Verbal Communication:

Complementary - Ensure that visual aids complement your verbal communication
rather than duplicate it. Use visual aids to enhance and clarify your spoken words.

Timing - Synchronise your speech with your visuals. Introduce each visual aid at the
right moment to support the point you're making.

Engagement - Refer to your visuals naturally during your presentation. Point to specific
parts of a chart or image to draw attention and emphasis points.

Using visual aids can greatly enhance the impact of your presentation by making
information clearer, more engaging and easier to remember.

Emotional Intelligence

Emotional Intelligence (EI) is the ability to recognise, understand, manage and influence
your own emotions and the emotions of others. For trainers, El is a crucial skill that
enhances their effectiveness in delivering training and engaging with others.

Self-Awareness - Trainers with high self-awareness are conscious of their emotions
and how these emotions affect their performance. This awareness allows them to
remain calm and composed, even in challenging situations.

Regularly reflecting on their training sessions helps trainers identify areas for
improvement and understand their emotional triggers.

Self-Regulation - Effective trainers can manage their emotions, preventing stress or
frustration from negatively impacting the learning environment. This includes
maintaining patience and a positive attitude, even when faced with difficulties. Being
able to adapt to changing circumstances and the varied needs of learners is a key
component of self-regulation. Trainers must be flexible in their approach and willing to
adjust their strategies as needed.

Motivation - Trainers with high emotional intelligence are often intrinsically motivated.
They are passionate about their subject matter and committed to helping learners
succeed, which can be inspiring and motivating for their students. Setting clear,
achievable goals for both themselves and their learners helps maintain motivation and
drive continuous improvement.

Empathy - Empathy allows trainers to understand and appreciate the feelings and
perspectives of their learners. This helps in creating a supportive and inclusive learning
environment where learners feel valued and understood. By showing genuine interest in
their learner's experiences and challenges, trainers can build stronger, more trusting
relationships. This rapport can enhance engagement and learning outcomes.
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Social Skills - Trainers with strong social skills communicate clearly and effectively. They
can convey complex ideas in an accessible way and listen actively to their learner's
needs and concerns. Being able to manage and resolve conflicts is essential for
maintaining a positive learning environment. Trainers use their social skills to mediate
disputes and address issues constructively.

Benefits of Emotional Intelligence

Having high levels of Emotional Intelligence (EI) as a trainer further benefits training in
the following ways:

Enhanced Engagement - Emotional intelligence enables trainers to connect with their
learners on a deeper level, fostering a more engaging and interactive learning
experience.

Improved Learning Outcomes - By understanding and addressing the emotional needs
of learners, trainers can create a more supportive environment that enhances learning
and retention.

Increased Adaptability - Emotionally intelligent trainers can better adapt to diverse
learner needs and unexpected challenges, ensuring that the training remains effective
and relevant.

Positive Learning Environment - A trainer's ability to manage their emotions and
empathise with learners contributes to a positive, respectful and encouraging learning
environment.

Leadership and Influence - Emotional Intelligence (El) strengthens a trainer's leadership
capabilities, allowing them to influence and inspire their learners effectively.

Cultural Intelligence

Cultural Intelligence (Cultural Quotient CQ) refers to the capability to relate and work
effectively across cultures. For trainers, possessing high cultural intelligence is essential
for creating an inclusive, respectful and effective learning environment.

Understanding Diverse Backgrounds -Trainers with high CQ understand and respect
cultural differences such as communication styles, learning preferences and social
norms. This awareness helps in tailoring training sessions to meet the diverse needs of
learners. Recognising that each individual is unique and avoiding generalisations based
on cultural backgrounds prevents stereotyping and fosters a more inclusive
environment.
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Adapting Training Methods - Trainers can adapt their training materials and delivery
methods to accommodate different cultural perspectives and learning styles. This
might include using culturally relevant examples and avoiding culturally insensitive
content. Being flexible and open to modifying teaching strategies based on the cultural
context ensures that all learners can engage with the material effectively.

Communication Skills - Using clear, simple and inclusive language helps bridge
communication gaps. Avoiding jargon and idiomatic expressions that may not be
understood universally is crucial. Actively listening to learner's questions and feedback
and responding with empathy and understanding, fosters a supportive learning
environment.

Building Relationships - Building trust with learners from diverse backgrounds involves
showing respect for their cultural identities and experiences. This trust enhances learner
engagement and participation. Trainers should encourage participation by creating an
environment where all learners feel valued and confident to share their perspectives.

Addressing Cultural Challenges - Cultural Intelligence equips trainers to manage and
resolve conflicts that may arise from cultural misunderstandings. This involves
mediating discussions and finding common ground. Being sensitive to cultural taboos
and avoiding topics that may be offensive or controversial ensures a respectful learning
environment.

Developing CQ

Trainers can develop their cultural competence in many ways:

Education and Training - Engage in cultural competence training and education to
increase awareness and understanding of different cultures.

Self-Reflection - Regularly reflect on your own cultural biases and how they may affect
your teaching.

Exposure to Diversity - Seek opportunities to interact with and learn from people from
diverse cultural backgrounds.

Feedback -Solicit feedback from learners about their experiences and perceptions, and
use this feedback to improve your training approach.

Continuous Learning - Stay informed about global cultural trends and issues to remain
relevant and sensitive to cultural dynamics.

Cultural intelligence is a vital skill for trainers, enabling them to navigate and embrace
cultural diversity in the learning environment. By understanding diverse backgrounds.
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By understanding diverse backgrounds, adapting training methods, improving
communication, building relationships, and addressing cultural challenges, trainers can
enhance learner engagement and improve learning outcomes. Developing cultural
intelligence is an ongoing process that involves education, self-reflection, exposure to
diversity, seeking feedback, and continuous learning.

Engagement Strategies
Engagement for Learning

Interactive Activities - One of the most effective ways to keep learners engaged is
through interactive activities. Instead of just lecturing, incorporate activities that require
active participation. For example, you could use:

Group Discussions - Divide the class into small groups and have them discuss a topic
or solve a problem, this encourages collaboration and allows learners to learn from
each other.

Role-Playing - Have learners act out scenarios related to the training content. This helps
them practise real-world application of what they're learning in a safe environment.

Polls and Quizzes - Use tools like Kahoot or Mentimeter to conduct real-time polls and
quizzes. This not only makes the session fun but also provides instant feedback on how
well the learners are grasping the material.

Personalisation:

Personalising your training sessions can significantly boost engagement. This means
tailoring your content and delivery to meet the specific needs and interests of your
learners. Here are some ways to do this:

Know Your Audience - Spend some time understanding who your learners are, their
backgrounds and their expectations. Use this information to make your examples and
case studies more relevant to them.

Flexible Content - Be prepared to adjust your content based on the feedback and
interaction during the session. If a particular topic sparks interest, be ready to dive
deeper into it.

Individual Attention - In smaller groups make an effort to address learners by their

names and provide individualised feedback. This makes them feel valued and more
connected to the training.
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Use of Technology:

Leveraging technology can enhance engagement, especially in online training sessions.
Here are some tools and techniques to consider:

Multimedia Presentations - Use videos, animations and interactive slides to make your
presentations more dynamic and engaging.

Breakout Rooms - For online sessions, use breakout rooms to facilitate small group
discussions and activities. This helps maintain the interactive element of in-person
training.

Gamification - Incorporate game elements like points, badges and leaderboards into
your training. Gamification can motivate learners and make the learning process more
enjoyable.

Storytelling:

Storytelling is a powerful tool to capture attention and make your content more
relatable. People are naturally drawn to stories and they can make complex information
easier to understand and remember. Here's how you can use storytelling in your
training.:

Personal Stories - Share your own experiences related to the training content. This not
only makes the content more relatable but also builds a connection with your learners.

Case Studies - Use real-life case studies to illustrate key concepts. Discuss the
challenges faced, actions taken and the outcomes. This helps learners see the practical
application of what they're learning.

Scenarios - Create hypothetical scenarios that learners might encounter in their
professional lives. Have them discuss or role-play how they would handle these
situations.

Feedback and Reflection:

Encouraging feedback and reflection can deepen engagement by involving learners in
their learning process. Here are some methods:

Regular Check-Ins - Pause periodically during your session to ask for feedback. Use

questions like "Does this make sense?’ or "Any questions so far?" to gauge
understanding and adjust your pace accordingly.
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Reflection Exercises - At the end of a session, ask learners to reflect on what they've
learned and how they can apply it. This can be done through journaling, group
discussions or personal reflections.

Surveys and Evaluations - Conduct post-training surveys to gather feedback on the
content and delivery. Use this feedback to improve future sessions.

Creating a Positive Learning Environment:
Creating a positive and supportive learning environment is crucial for engagement.
Here's how you can do it:

Encouragement - Encourage participation by creating a safe space where learners feel
comfortable sharing their thoughts and asking questions. Acknowledge their
contributions positively.

Inclusivity - Make sure your training is inclusive and respects the diversity of your
learners. Be mindful of different learning styles and cultural backgrounds.

Energy and Enthusiasm - Bring energy and enthusiasm to your sessions. Your passion
for the subject can be contagious and inspire learners to engage more actively.

Benefits of Engagement

Engaging training sessions are crucial for ensuring that learners absorb, retain and
apply the information being taught. Here are some key benefits of training that is
engaging for learners:

Improved Retention and Understanding - When learners are actively engaged, they
are more likely to remember and understand the material. Interactive activities,
discussions and hands-on exercises help reinforce learning. Engaging training methods
make the content more memorable. Learners can recall information more easily when
it's tied to an interesting activity or discussion.

Increased Motivation - Engaging training sessions are often more enjoyable, which can
boost learners’ intrinsic motivation. When learners find the training interesting, they are
more likely to participate actively. Engaging training often includes clear objectives and
relevant content, which helps learners see the value in what they are learning and
motivates them to achieve their goals.

Enhanced Skill Application - Engaging training usually involves real-world scenarios
and practical exercises. This helps learners apply the skills and knowledge they acquire
in their everyday tasks and professional roles. By practising skills in a supportive
environment, learners gain confidence in their abilities. which translates to better
performance in real situations.
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Positive Learning Environment - Interactive and engaging training fosters collaboration
among learners. Group activities and discussions help build a sense of community and
teamwork. An engaging training session often creates a positive and supportive
atmosphere where learners feel comfortable sharing ideas and asking questions.

Higher Engagement and Participation - Engaging training methods, such as
gamification and multimedia presentations, capture learner's attention and keep them
actively involved in the learning process. Continuous interaction and immediate
feedback during engaging training sessions help learners stay focused and involved.

Adaptability and Flexibility - Engaging training often involves personalised content and
flexible delivery methods that cater to the diverse needs of learners. This adaptability
ensures that all learners, regardless of their background or learning style, can benefit.
Engaging trainers are often more attuned to learners feedback and can adjust the
training content and approach in real time, ensuring a more effective learning
experience.

Long-Term Benefits - Engagement in training leads to sustained interest in the subject
matter, encouraging continuous learning and development beyond the training session.

Understanding Group Dynamics

Understanding the dynamics of groups is like sailing. It's predictable to an extent,
generally manageable, occasionally becalmed with the chance of sudden devastating
storms.

As with sailing, you usually know where you want to get to, but the route can involve an
awful lot of talking backwards and forwards if the wind is against you and it's always
wise to wear a lifejacket.

A lot of training is delivered in groups, in workshops or seminar sessions, and the ‘mood’
of the group is something that the trainer learns to read instinctively. There are no
shortcuts to competence. With any new subject, you need to understand it fully yourself,
then build up the repertoire of phrases and techniques to train it with. You simply must
be well prepared.

Within group contexts, people often take on different roles, and these roles can be
dependent upon the context. With ‘change’ projects, where something is being changed
from what they are used to, trainees can experience fear and the instinctive reaction is
resistance. This is a challenging one to deal with because often the change is positioned
in terms of ‘doing things better’, with the implicit underlying assumption that things were
not good before. When people have gone through lots of change, as is quite common in
large organisations these days, they also develop a healthy resistance to the process.
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Understanding Group Dynamics (continued)

Being able to read the group and spot the underlying trends is something that only
comes with experience, but being able to do something about it is harder. Sometimes it
is possible to engage directly with the minority who feel most strongly, try to draw out
concerns, fence them, talk it through and agree to put them to one side. Sometimes that
is not possible. Whichever is the case, it's important to recognise the dynamics at work.

At the other end of the spectrum, a group with lots of enthusiasm and interest may
hijack your agenda and take the learning down their own path. Keeping an appropriate
distance and focusing on the role of ‘guide’, listening to the flow, but trying to keep it
within the parameters or framework of the discussion, is the role of the trainer.

Whatever the mood of the group, it is important to acknowledge it. This might sound
obvious, but if you don't allow people to express their views, they are likely to disengage.

Engaging with the group, reading the mood and responding accordingly is something
that is second nature to experienced trainers, but something that we should never
underestimate.

What are the benefits of group work?

“More hands make for lighter work.” “Two heads are better than one.” “The more the
merrier.”

Groups have the potential to be more productive, creative, and motivated than
individuals on their own.

Benefits for Students

Group projects can help students develop a host of skills that are increasingly important
in the professional world. Positive group experiences, moreover, have been shown to
contribute to student learning, retention and overall college success.

Properly structured, group projects can reinforce skills that are relevant to both group
and individual work, including the ability to:

Break complex tasks into parts and steps

Plan and manage time

Refine understanding through discussion and explanation
Give and receive feedback on performance

Challenge assumptions

Develop stronger communication skills.

Group projects can also help students develop skills specific to collaborative efforts,
allowing students to...

Reproduction or distribution of this material requires the permission of DCM Learning. All rights reserved. 70.



CPD Workplace Mental Health and Well-Being Instructor d c m
Course Manual

Understanding Group Dynamics (continued)

Benefits for Students (Continued)

Tackle more complex problems than they could on their own.
Delegate roles and responsibilities.

Share diverse perspectives.

Pool knowledge and skills.

Hold one another (and be held) accountable.

Receive social support and encouragement to take risks.
Develop new approaches to resolving differences.

Establish a shared identity with other group members.

Find effective peers to emulate.

Develop their own voice and perspectives concerning peers.

While the potential learning benefits of group work are significant, simply assigning
group work is no guarantee that these goals will be achieved. Group projects can — and
often do — backfire badly when they are not designed, supervised, and assessed in a
way that promotes meaningful teamwork and deep collaboration.

Benefits for Instructors

Faculty can often assign more complex, authentic problems to groups of students than
they could to individuals. Group work also introduces more unpredictability in teaching,
since groups may approach tasks and solve problems in novel, interesting ways. This
can be refreshing for instructors. Additionally, group assignments can be useful when
there are a limited number of viable project topics to distribute among students. And
they can reduce the number of final products instructors have to grade.

Whatever the benefits in terms of teaching, instructors should take care only to assign
group work tasks that truly fulfil the learning objectives of the course and lend
themselves to collaboration. Instructors should also be aware that group projects can
add work for faculty at different points in the semester and introduce their own grading
complexities.

Dealing with Difficult Learners and Barriers to Learning

Many people find that barriers are impeding their ability to access learning. These
include:

e Social and cultural barriers: peer pressure and family background.

e Practical and personal barriers: transport; time; disability; caring responsibilities;
childcare; finance; cost; age; language; and lack of access to information.

e Emotional barriers: lack of self-esteem or confidence due to low skill levels; negative
personal experience of learning; previously undetected or unaddressed learning
disabilities; social problems such as unemployment, abuse or bullying.

e Workplace: time off, access; discrimination; unsupportive managers; shift work;
isolation.
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Dealing with Difficult Learners and Barriers to Learning

How to Handle Difficult Participants

Trainers need to manage difficult participants. The most common disruption is caused
by a trainee who wants to talk or argue. A simple guide to follow is:

In front of the group:

Thank the person and move on to the next subject.

Ask others to comment on their remarks.

Thank the person for their participation and indicate it is time to hear from others.
Tactfully ask the person to give someone else a chance.

Use humour to invite others to speak up.

Deliberately turn to others and ask for their opinions.

Avoid looking at the person.

Pretend you don't hear the person and call on someone else.

Acknowledge the person'’s expertise or experience and ask permission to call on

them for specific examples.

In private:

Ask the person to serve as a mentor to others in the session, only offering answers
when requested.

Give the person an assignment to facilitate a small group discussion, with clear
instructions intended to maximise listening and minimise talking.

Request that the person prepare a portion of the content or offer an example to
support the content at a specified time in the session.

Provide constructive feedback about the impact of the behaviour on the session, the
participants, and/or the trainer.

e Coach the person to select more constructive behaviour.
e Co-opt the person- ask for their assistance.

What a Trainer Should NOT Do:

Compete with the person.

Insult the person.

Stifle the person’s enthusiasm.

Get defensive.

Express anger.

Let the person control the discussion.
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Keeping Your Training Event on Track

Prompt tracking is important. The only way to know if participants are learning and
making progress toward the big goal is to track their performance on assessments.
Tracking allows the trainer to organise student results in order to:

Quickly analyse data and identify the progress and gaps in student and class
performance

Adjust instructional choices to push students toward achieving mastery

Motivate students to work hard by showing them their progress and what they can
do to improve

Communicate student progress to student influencers

Review your tracking system — make sure it is ready to go and will allow you to
record trainee and group mastery on individual objectives.

Group Facilitation/Pairs/Triads Exercises
How to set up pair and group work

Be sure to fully explain the procedure before splitting the class up.

Always demonstrate either yourself or with the help of a volunteer exactly what they
have to do.

Ask them to tell you what they have to do before they do it (in their mother tongue if
need be) to check their understanding.

Have fill-in activities ready for the quick finishers — but be sure that they have
completed the task correctly first and haven't just finished early because they
misunderstood what they had to do.

Don't forget to have feedback time after pair and group work. It's important to share
their work as a whole group although this doesn’t have to be systematic.

e Set aclear time limit.
e Control who works with whom so individuals aren't always being dominated or

dominating others.

Conducting a Review Session (Not to be confused with Evaluation)

Start the review session by laying out an agenda, then stick to it. Here are a couple of
strategies. Start by polling the audience as to what question or problem students would
like you to do. Write each response on the board, putting similar requests together (or
whatever organisational system works best). Then prioritise your approach starting with
the most common request.
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Eliminate Any Requests that you Feel Comfortable Eliminating

Another idea is to start by telling students which problems or issues you plan to cover,
ask what additional problems they might want, add as many as possible, and then
begin.

The overall point here is simple: set the agenda from the beginning, tell them what you'll
do, and then do it with them.

Why is Evaluation Important?

Evaluation holds trainers and the training programme accountable for results, ensuring
that training objectives are met and resources are used effectively.
Evaluation helps us understand the effectiveness of our training programmes -

Training Effectiveness

Assessment of Learning:
Use tests, quizzes, and practical assessments to measure if learners have achieved the
learning objectives.

Learner Insights:
Gather input from learners to understand their experiences and improve the training
content and delivery.

Identifying Gaps:
Pinpoint areas where learners struggle and adjust the training accordingly to address
these gaps.

Real-time Adjustments:
Make on-the-spot changes based on immediate feedback to enhance learning
outcomes during the training session.

Accountability and Transparency

By evaluating your training, you are taking accountability and being transparent -

Tracking Progress:
Monitor and document the progress of learners throughout the training programme.

Justifying Costs:
Provide evidence and data to justify the time and resources spent on training.

Documenting Outcomes:
Keep detailed records of training outcomes and progress to maintain transparency.

Reporting Results:

Share evaluation results with stakeholders to highlight the effectiveness and impact of
the training.
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Why is Evaluation Important?
Enhancing Learner Motivation

Evaluation helps us to motivate learners and keep them engaged.

Recognition of Progress:
Use evaluations to acknowledge and reward learner progress with certificates, badges,
or public recognition.

Interactive Methods:
Incorporate engaging evaluation methods like interactive quizzes, group activities, and
hands-on exercises.

Continuous Learning Culture:
Foster an environment that encourages ongoing development and improvement.

Motivational Feedback:
Provide positive, constructive feedback that motivates learners to continue improving
and stay engaged in the learning process.

Continuous Improvement
Key Performance Indicators (KPIs)

Key Performance Indicators (KPIs) concerning training are measurable metrics used to
evaluate the effectiveness and impact of training programmes within an organisation.
These KPIs help in assessing whether training objectives are being met, such as
improvements in employee performance, skill acquisition and productivity. Common
training KPIs include completion rates, post-training assessment scores, employee
retention rates, and the return on investment (ROI) of the training programme. By
tracking these indicators, organisations can identify areas for improvement, optimise
their training strategies and ensure that the training contributes positively to both
individual and organisational goals. It is most likely organisation trainers/L&D
departments who will focus on KPIs, however, it is good to note for future reference.

Stages of Evaluation
Formative and Summative Evaluation (Contemporary Evaluation)
Formative assessment, including diagnostic testing, is a range of formal and informal
assessment procedures conducted by teachers during the learning process to modify
teaching and learning activities to improve student attainment.
1.It provides feedback to the students on how they’re performing (which will hopefully
motivate them).

2.1t provides feedback to the trainer on those areas where they might need to focus
more attention to reinforce particular learning points.

Reproduction or distribution of this material requires the permission of DCM Learning. All rights reserved. 75.



CPD Workplace Mental Health and Well-Being Instructor d c m
Course Manual

Stages of Evaluation

Formative and Summative Evaluation (Contemporary Evaluation) (Continued)
Formative assessment aims to improve the amount of learning that occurs.

Summative research, or conclusion research, is done at the end of a project and is used
to determine its success. It can also gauge customer satisfaction or aid in the
development of future projects. Summative research is used to frame the outcome of
an investigative process.

1.Its existence (learners will need to be aware of it from the start) provides motivation
and helps create an appropriate learning environment.

2.Positive results give the trainees a boost in confidence and can act as a springboard
into subsequent behaviour change back in the workplace.

3.Trainers can identify those areas where results are consistently lower and can then
consider alternative delivery methods — helping to develop the training for future
events.

4.The results provide a measurable way of determining the success of the training
programme, directly comparable from one intake to the next.

“Summative assessment aims to prove that learning has occurred”
Traditional Evaluation Model
Kirkpatrick’s Model

Kirkpatrick's Evaluation Model is a widely used framework for evaluating training
programmes. This model helps us understand the impact of training on learners and the
organisation by breaking down evaluation into four distinct levels.

Kirkpatrick is primarily aimed at organisations. It is designed to be used in organisations
that are good at measuring success.

This model consists of four levels:

1.Reaction: This measures learner’s immediate responses to the training, such as their
satisfaction, engagement and perceived relevance of the content. This is often
gauged through feedback forms or surveys.

2.Learning: Assess the extent to which learners have absorbed the knowledge, skills or
attitudes presented during the training. This can be evaluated through tests, quizzes
or practical assessments.

3.Behaviour: Evaluates how well participants apply what they've learned in their work
environment. This is typically observed over time and may involve feedback from
managers or peers.

4.Results: Measures the overall impact of the training on organisational outcomes,
such as increased productivity, improved quality of work or reduced costs. This level
assesses the training’s return on investment (ROI).
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Collecting and Analysing Feedback
To receive feedback, you need to know about different ways in which you can collect it.

Surveys and Questionnaires - Immediately after the training session, participants can
fill out surveys or questionnaires. These often include Likert scale questions, multiple-
choice questions and open-ended responses to gather detailed feedback on various
aspects of the training. Tools like Google Forms or SurveyMonkey can be used to send
electronic surveys to participants. These are convenient and can be completed at the
participant's convenience.

Interviews & Focus Groups - Trainers can conduct individual interviews with
participants to get in-depth feedback. This method allows for a deeper understanding
of the participant's experience and any specific concerns or suggestions they might
have. Organising small group discussions with a sample of participants can provide
qualitative insights into the training's effectiveness and areas for improvement.

Observations - In face-to-face training sessions, trainers or third-party observers can
monitor participants’ engagement, body language, and interactions to gather
immediate feedback. After the training, observing participants as they apply their new
skills in their work environment can provide valuable feedback on the practical
effectiveness of the training.

Assessment Results - Comparing the results of tests or assessments taken before and
after the training can provide quantitative data on learning gains and knowledge
retention. Regular quizzes during the training can help gauge understanding and
retention of the material.

Self-Assessment and Peer Feedback - Participants can fill out self-assessment forms
to reflect on their learning and how they plan to apply it. Collecting feedback from peers
who observe the participants’ performance can provide additional perspectives on the
training's impact.

Electronic Feedback Tools - Many LMS platforms have built-in tools for collecting
feedback from participants. Utilising mobile apps designed for feedback collection can
make the process more engaging and accessible for participants.

Informal Feedback - Trainers can gather feedback through casual conversations during
breaks or after the training session. Encouraging participants to share their thoughts on
social media platforms or dedicated online forums can also provide insights.

2What type of feedback do you think is helpful as a WMHWBI?

Insert Text Here

Reproduction or distribution of this material requires the permission of DCM Learning. All rights reserved. 77.



CPD Workplace Mental Health and Well-Being Instructor d c m
Course Manual

Feedback for Improvement

Collect and Organise Feedback - Gather all feedback from various sources, such as
surveys, interviews, assessments and observations. Organise the feedback into
categories, such as content, delivery, engagement, materials and logistics. This helps in
identifying specific areas that need attention.

Analyse the Feedback - Look at numerical data from surveys and assessments to
identify trends. For example, if a majority of participants rate a certain module poorly, it's
a clear indicator that changes are needed. Review open-ended responses and
interview notes to understand the context and specific issues. Look for recurring themes
and specific suggestions from participants.

Identify Areas for Improvement - Based on the analysis, pinpoint the key issues that
need addressing. These could be related to the training content, methods of delivery,
engagement strategies, or logistical aspects. Determine which issues are most critical
and prioritise them. Focus on changes that will have the greatest impact on the
training's effectiveness and participant satisfaction.

Develop an Action Plan - Define specific, measurable goals for the improvements. For
example, Increase participant engagement by incorporating interactive activities in
each session'. Outline the changes to be made in the training programme. This could
include revising content, incorporating new teaching methods, improving materials or
addressing logistical issues. Designate team members or stakeholders responsible for
implementing each change.

Implement Changes - Test the changes with a small group of participants to gather
initial feedback and make any necessary adjustments. Roll out the changes across the
entire training programme once the pilot phase has been completed.

Monitor and Evaluate - Regularly check the impact of the changes through ongoing
feedback and assessments. Ensure that the improvements are having the desired
effect. Be prepared to make further adjustments based on new feedback. Continuous
improvement is an ongoing process.
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Thank You

Thank you for completing the Workplace Mental Health and Well-being Instructor
course. We hope this course and its resources have equipped you with the knowledge,
skills and practical tools to foster a positive and supportive work environment.
Remember, your role is crucial in promoting mental health and well-being within your
organisation. Continue to apply what you've learned, stay informed on best practices,
and advocate for a healthier workplace for all.

Extra Resources

There are some extra resources that may be useful on the next few pages.
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Resilience Audit
On a scale of 1-10, how do you rate yourself today?
How satisfied are you with your score in each of the above areas?

What would you like to do more of to boost your resilience?
How will you do that?

Activity

Sleep Hygiene

Nutrition

Exercise

Being Outdoors

Fun/Humour

Connection to Others

Downtime (Switching Off)

Gratitude

Recognising Wins

Connecting to Your Goals

Challenging Yourself

Developing Your Strengths
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Well-Being Plan
1. Determine your current position in each well-being element.

2.Envision your future state (in 1/3/5 years).
3.Identify gaps, barriers and resources
4.Create meaningful goals to make it happen.
5.Determine simple action steps.

6.Reflect, review, adapt.

Wellbeing Plan
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Understanding Emotions
Becoming curious about our emotions grows our self-awareness and helps us
understand what values have been challenged or needs unmet.
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Skills Needs Analysis
Here is an example of a template for skills need analysis.

dcm

Actions/Timeline

Training/Resources
Needed

T
o
.=
3
3
o
[
L
5
7]

Role/Task
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Video Links
Here are some video links that may be useful resources or tools during training.
Click the title which will bring you through to the corresponding YouTube Video.

| had a black dog, his name was Depression (WHO)

Living with a black dog (WHO)

Nuggets (Filmbilder & Friends)

Check in on those around you (Norwich City Football Club)

Brené Brown on Empathy (RSA)
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Ireland’s National Organisations and Helplines for Support and Mental Health

Please click on the link below which will bring you to a comprehensive list of services
that is updated by the HSE (Health Service Executive):

Ireland Mental Health Supports and Services - LINK

United Kingdom'’s Organisations and Helplines for Support and Mental Health

Please click on the link below which will bring you to a page with different links to
services updated by the NHS (National Health Service):

UK Mental Health Supports and Services - LINK
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