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The Objective of this training is to make you aware of the following:
· How the brain works in adult learning;  short & long term memory 
· The steps of the training process 
· How to understand your mentor identity
· The characteristics of a good training partner
· SBO interviewing techniques
· The importance of having a TNA
· Techniques to know trainees’ expectations on  your role as a mentor
· SMARTER  goal setting in assigning training scope
· The 5-step model to design a training plan
· Mentoring contract & setting a criterion for  measuring success
·  How to prepare  presentations & sequence training activities effectively
· Practices to prepare  yourself mentally prior training
· Why you need to building trust in order to practice leading not lecturing
· The benefits of creating learning analogies
· Various experiential activities
· Feedback sandwich techniques and employing questioning skills
· Cognitive strategies to help learners accept change
· Working through reflective tasks
· Tools  for adding the humor factor
· Practices to control time 
· The G.R.O.W model in handling difficult situations and embracing change
· Evaluation measurement strategies
· How to maintain a long term learning partnership and promote growth
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P.S. This is a snapshot of the Trainer's Guide so please do follow the page numeration in the table below.
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General Rules for Effective and Interactive Training:

· Assess the need for training and the participants; preferably through a written TNA (training needs analysis).
· Know your audience's background and interests before the training commences.
· Double check that all training room requirements are available. 
· Set general learning goals and specify objectives for the training.  
· Ask the learners what added value they would expect from this training.
· Allow your learners to know their session agenda and break times.
· Open your session with something your learners don't expect; such as a funny/ dramatic story, a question or icebreaker (directions on this will come on the Trainer's script below).
· In this presentation you shall find alternative methods for interactive training such as: discussions, games, assessments, role play and exercises to maintain a two-way communication with your learners.  If you have extra time you can add to your activities.
· When you feel the learners are beginning to lose concentration; use an icebreaker to give them a good laugh and set them back on track.
· Open the floor for group participation by pausing before you start a new idea and ask questions. Class participation fosters learning: avoid posing questions that require one word replies like “yes" or "no".  Instead you can develop conversation in class that leads to relationship building, information sharing and group thinking. Examples of how to start your questions are:

· Why do you think it is important to…………?
· What are some ways people………………….?
· How would you reply to someone like that?
· How do you think they would respond?
· Where would you find…………………………?
· Who do you think is responsible for…………?
· When is the appropriate time to…………..…?
· Which one would you use to………………….?
· How would you address a situation like that?
· How would you solve the problem?
· How quickly should we reply?

· At the end of every session quickly go over the main ideas discussed.
· Before you close, announce the main topics that are about to be discussed in the following session.





Training Classroom Layout Options:

This is the recommended room setup for your training:

For numbers exceeding 30 participants 
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For numbers between 13 and 29 participants:
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For numbers less than 12 participants:



[image: ]


Layout for last day of classes' ceremony for 30+ participants: This layout is very practical especially while handing out training attendance certificates and having photo shoots for example:
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Technical Tips for Your Presentation:
This presentation is totally customizable and re-brandable.  To edit or customize your presentation please follow these steps:

1. Right-click the attached PowerPoint file and open with Microsoft Office Power Point. To download Microsoft Office Power Point click here. 
2. To view the presentation without editing, please open the presentation with PowerPoint viewer.
3. Before using this presentation you need to:
a. Fill out your name, credentials and date of the training on slide # 1.
b. Divide the number of sessions you plan to have, cut and paste the agenda slides # 5,6,7,8,9 ; one agenda per session.  The default here is 6 sessions but of course you can add to that or eliminate and adjust the agendas accordingly.  Keep the agenda on slide 4 for the first day of training.
c. Fill out the topics you plan to discuss per session in each agenda.
d. Decide whether you plan to handout a hard copy of the learners' manual or if you are going to upload it and provide for suitable preparation.
e. Review the readings in the script below and know when they are recommended to be used.
f. Understand and check the activities in the script below and prepare required material for games before each session.
g. Add your Name and credentials on the last slide.


4. This presentation's default is designed to cover 30 hours of training, including activities.  If you wish to increase the number of training hours by adding more activities please visit our online store on: www.trainersbox.net/accessories.html
5. For any technical help email us on:  helpdesk@trainersbox.net
6. Please feel free to send your feedback on our products to admin@trainersbox.net
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Sample TRAINER'S Documents

You are invited to download the free documents below, from TRAINER'S BOX website at this link: 

http://www.trainersbox.net/event-managment-for-trainers.html

More free TRAINER'S Documents you shall find on this link are:
Course Flyer Template
Course/ Program Evaluation Sheet
Generic Template for Workshops
Pre-training Mentor Questionnaire
TRAINER'S Bookings Calendar
Training Script
Training Needs Analysis Template
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Sample Session Evaluation Document:

Please don't hesitate to express your frank reactions and thoughts.  They will help us evaluate and improve our training program only to serve you best. 
Please put a circle around your choice.
Ranking Code:
 A: Excellent	B: Very Good	   C. Good	D. Not bad	E. I didn't like 
1. What is your ranking of the training topic and content?

A	B	C	D	E
Comments: ______________________________________________________________________________________________________________________________


2. What is your impression of the trainer's efforts in facilitating this session's subject matter?

A	B	C	D	E
Comments: ______________________________________________________________________________________________________________________________


3. How would you rate the practical value added you got out of this session?

A	B	C	D	E
Comments: ______________________________________________________________________________________________________________________________





4. How were the coffee and lunch breaks?

A	B	C	D	E
Comments: ______________________________________________________________________________________________________________________________
5. How were the training facilities? 

A	B	C	D	E
Comments: ______________________________________________________________________________________________________________________________


6. What would you suggest to have made this session better? 

A	B	C	D	E
Comments: ______________________________________________________________________________________________________________________________



Thank you for your feedback.



For any special comments please email us at: admin@trainersbox.net


Learning Through Senses	3.5%
1 %
Seeing	Hearing	Smelling	Touching	Tasting	0.83000000000000063	0.11000000000000004	3.5000000000000045E-2	1.4999999999999998E-2	1.0000000000000014E-2	
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“Your Job is to help people learn—to help 

them change.  Your job is facilitate that 

transformation, not transmit information.”

Harold Stolovitch

American Professor and Author
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“Your Job is to help people learn—to help them change.  Your job is facilitate that transformation, not transmit information.”





Harold Stolovitch

American Professor and Author
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Edit the text with your own short phrases. 

To change the sample image, select the picture and delete it. Now click the Pictures icon in the placeholder to insert your own image.

The animation is already done for you; just copy and paste the slide into your existing presentation. 
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How the Adult Brain Works

Your nervous system gets constantly
bombarded with information but can our brains
% graspitall? Hardly..

Our nervoussystem filters stimuli to merely
focus on the relevantinformation and ignore

s Sl . hatsinrelevantand distracting.
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Coaching Versus Mentoring & Counseling

Counseling

Mentoring Coaching

Broader focus and greater depth  Ongoing relationship that can last for a long period of time  Relationship generally has a set duration

Goal is to help people understand the root causes of long-

standing performance problems/issues at work 

Can be more informal and meetings can take place as and 

when the mentee needs some advice, guidance or support 

Generally more structured in nature and meetings are 

scheduled on a regular basis

A short-term intervention, but can last for longer time 

periods due to the breadth of issues to be addressed

More long-term and takes a broader view of the person  Short-term (sometimes time-bounded) and focused on 

specific development areas/issues

Counseling can be used to address psycho-social as well as 

performance issues

Mentor is usually more experienced and qualified than the 

‘mentee’. Often a senior person in the organization who 

can pass on knowledge, experience and open doors to 

otherwise out-of-reach opportunities 

Coaching is generally not performed on the basis that the 

coach needs to have direct experience of their client’s formal 

occupational role, unless the coaching is specific and skills-

focused

The agenda is generally agreed by the individuals and the 

counselor

Focus is on career and personal development  Focus is generally on development/issues at work

Other stakeholders are rarely involved Agenda is set by the mentee, with the mentor providing 

support and guidance to prepare them for future roles 

The agenda is focused on achieving specific, immediate goals
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100 Tricks of the Trade for Mentor Training

Mentors need a wide range of skills to make a change in 

people’s lives, these could be summarized as 4Cs:



Comprehension of subject matter due to knowledge 

and expertise



Conceptualization or the ability to visualize and design 

an effective training course/program



 

Creativity: how to make attractive presentations 

 



Conduct is art of presentation
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Mentors need a wide range of skills to make a change in people’s lives, these could be summarized as 4Cs:

Comprehension of subject matter due to knowledge and expertise

Conceptualization or the ability to visualize and design an effective training course/program

 Creativity: how to make attractive presentations  

Conduct is art of presentation
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Edit the text with your own short phrases. 

To change the sample image, select the picture and delete it. Now click the Pictures icon in the placeholder to insert your own image.

The animation is already done for you; just copy and paste the slide into your existing presentation. 
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1. Synchronize with your 
Learning Partner

Discuss your background versus the learners’ background

What training is required?

Reasons for Training

Number of Trainees
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Edit the text with your own short phrases. 

To change the sample image, select the picture and delete it. Now click the Pictures icon in the placeholder to insert your own image.

The animation is already done for you; just copy and paste the slide into your existing presentation. 
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7. Understand Mentor Roles and 

Learner/ Partner Expectations

You need to know your participants priorities and 

expectations:



Develop participants potential



Career development



Provide experience on a subject matter



Resolve a difficult situation
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7. Understand Mentor Roles and Learner/ Partner Expectations

You need to know your participants priorities and expectations:

Develop participants potential

Career development

Provide experience on a subject matter

Resolve a difficult situation
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Edit the text with your own short phrases. 

To change the sample image, select the picture and delete it. Now click the Pictures icon in the placeholder to insert your own image.

The animation is already done for you; just copy and paste the slide into your existing presentation. 
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