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Introduction

Training of Trainers (TOT) program provides you with deep insights into the art of training
and facilitation of educational techniques as well as the know-how of developing an
interactive course curriculum. Our TOT course will transform skill set, refining them to
make a confident and competent professional trainer. Attendees will explore the
psychology behind the learning mechanism of adults/mature learners and take a
systematic approach to deliver training sessions that meet participants' needs.

As aresult of this course, attendees will be able to:

e Identifying the characteristics of an exceptional trainer

e Conducting short group training sessions that incorporate key training concepts

e Developing an effective training style such as Addie style, using appropriate
training aids and techniques

Understanding the key principles of effective communication

Explaining various methods for making lecture-based programs active

Describing a needs analysis and why it is a necessary step in any training program
Knowing how to write training objectives and evaluate it

Developing a training program structure

Presenting information in a clear, concise, engaging manner

Who Should Attend?

Trainers

Managers

Executives

Anyone who needs to sharpen his knowledge and skills in Train the Trainer
Technical specialists and project staff who engage with constituents and other
stakeholders

Facilitators who manage learning and change processes

e Human Resources managers working for ministries, public agencies, enterprises
and trade unions who need to improve their learning coordination and supervision
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Course Outline

Day One
o Stages of interpersonal communication

e The training steps & stages

o Overhead projector demonstration

o Essentials of effective training

e Components of learning

« Nurturing motivation and the incentive to learn
e Principles of adult learning

e Learning methods

Day Two
e The learning cycle

e The learning process

e The trainer's role

e Putting self in the position of the learner

e Giving and receiving feedback

« Motivation and creating positive attitudes toward learning
o Dealing with difficult situations

« ldentifying the audience

Day Three
Overview on ADDIE model of training

e The five stages of a development process: Analysis, Design, Development,
Implementation, and Evaluation

« Performing a needs analysis

e Writing objectives

e Outlining the program

« Differences between training and presenting

« Training vs. showing the user

Day Four
e Researching and writing the program

o Testing the program & managing questions and answers
e Questioning techniques

e Clues and tips in questions

e Types of activities

e Sensory systems

« Identifying the learner's preferred sensory system
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Day Five
e Psychology of adult learners and their learning mechanism

« Facilitating effective "uptake" and recall strategies in learning
o Getting buy-in

e Using humor

e Quick and easy games

« Troubleshooting games & Visual aids and presentation tips
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Training Method

Pre-assessment

Live group instruction

Use of real-world examples, case studies and exercises

Interactive participation and discussion

Power point presentation, LCD and flip chart

Group activities and tests

Each participant receives a binder containing a copy of the presentation.
slides and handouts.

Post-assessment

Program Support

This program is supported by interactive discussions, role-play, case studies and
highlight the techniques available to the participants.

The course agenda will be as follows:

e Technical Session 08.30-10.00 am

e Coffee Break 10.00-10.15 am

e Technical Session 10.15-12.15 noon
e Coffee Break 12.15-12.45 pm

e Technical Session 12.45-02.30 pm

e Course Ends 02.30 pm

Course Fees*

e 5,200 USD
*VAT is Excluded If Applicable
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