Index

A

Accelerated Learning. net, 172

Action planning: Action Planning Worksheet,
240; helping participants with their,
229-230, 238-239

Administrative materials: guidelines for
preparing, 80; list of, 75

Agenda: “at-a-glance” checklist, 198; keeping
on the, 197-198; learning objectives and the,
53; leaving “lag time” in the, 199

Anticipating/avoiding problems, 104

Anxiety: creating a comfortable space to
reduce, 117, 143-144; personal preparation
primer on dealing with, 89-91; reasons for,
142; techniques for overcoming, 140-145

Appearance (personal), 91, 97-98

Apply What You Learn icon: closing and
evaluating workshops, 236-237; getting
started, 135; helping people learn, 157,
on managing learning groups, 212, on
participant preparation, 64—43; preparation,
10; preparing materials ard supplies, 83;
scheduling/planning learr ing environment,
41; on self-preparation. 105; using your
equipment, 163

Audience: learning more about the, 95-97;
practicing your delivery in front of, 99-102;
stage fright and nervousness in front of,
89-91, 117, 140-145. See also Participants

Audiovisual materials: guidelines for
preparing, 79; list for, 75

Auditorium style, 34

B
Backup plans, 6, 82

Basic supplies: guidelines for preparing,
80-81; list of, 74

Behavior challenges: handling difficult,
211-213; handling difficult participants,
194; people who are negative and /or
hostile, 216-217; people who dominate the
conversation, 214; people who make jokes
to gain attention, 216; people who start side
conversations, 215-216; people who talk too
little, 214-215; yreaple who talk too much,
213-214; virttal workshops and, 217

Biech, E., 192,278

Blanchara, K., 171

Body lavguage: cultural awareness related to,
151; importance of understanding, 146-147;
sbtaining feedback about your, 149-150;
paying attention to participants,” 207;
using positive, 150; sending encouraging
messages, 208; of silent participants,
214-215; sitting versus standing, 150;
things to consider about, 148-149;
virtual workshops and, 161

“Break monitors,” 200

Breaks: breakout rooms for taking, 28; getting
people back on time from, 198-200

Breathing exercises, 145

C

CD setup, 115

Celebrating success: importance of, 231-232;
strategies for, 231

Cell phones, 131

Check What You Know icon: action planning,
229, 238-239; adult learners, 188; answering
“what’s in it for me?,” 129; clarifying
expectations and objectives, 128, 137;
closing the workshop, 225, 227; creating
positive learning environment, 170-171;
delivery skills, 139;
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Check What You Know icon (continued)
encouraging workshop participation, 203,
205, 209; establishing rapport, trust, and
credibility, 126, 137; getting started, 109,

111, 113, 119, 131, 135-137; getting started
on time, 196; handling behavior challenges,
211, 219-221; handling participant
questions, 209, 220; helping people learn,
169; managing learning groups, 191, 194-195;
materials and supplies, 69, 71, 84-85;
meeting planning workshop, 1, 13, 4748,
69, 135-136; monitor/support individual
and small-group work, 181, 189; opening
the workshop, 122-123; planning learning
environment, 13, 22, 31-32, 41-43; preparing
participants to learn, 4748, 55, 57, 59, 61,
65-68; preparing yourself, 87, 89, 92, 93, 95,
97,99, 102, 106; speaking so you can be heard
and understood, 152-156, 165; understanding
nonverbal communication, 146-147, 164-165;
workshop preparation, 2, 9, 11

Checklist worksheets: Facility Checklist,

44; Materials and Supplies Checklist, 86;
Preparation Checklist, 9, 12

Checklists: to keep yourself organized, 76; using
for materials and supplies, 73-76; preparation,
7,12; tracking your time using “at-a-glance’
agenda, 198. See also Preparation

Clarifying expectations/objectives, 128--129

Classroom style, 33

Closed-ended questions, 189

Closing workshops: addressirig questions/
dealing with unresolved 1ssues, 228;
celebrating participants” accomplishments,
231-232; helping participants identify next
steps, 228-229; helping participants make
action plans and commitments, 229-230;
importance of, 225-228

Colored marking pens, 81

Communication: body language and
nonverbal, 146-151, 161, 207, 214-215;
feedback, 107, 149-150; sending
encouraging messages through, 208;
speaking so you can be heard and
understood, 151-156. See also Language
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Computer setup, 115

Conference table seating, 33

Conference-U setup, 34

Contingency plans, 6, 82

Creating an Environment That Helps People
Learn Worksheet, 190

Creative Training Techniques (Pike), 51, 70

Credibility: equipment problems that diminish
your, 157-160; need to establish, 112;
opening activities to establish, 126-127

Cultural awareness, 151

D

Delivery skills: anxiety, nervousness, and
stage fright, 89-91, 117,140-145; using
equipment, visual aic's, and media, 101,
157-161; nonverbz! communication,
146-151; speaking so you can be heard
and underste<,d,151-156; Training
Delivery Skiils Self-Assessment
Workshe¢i, 166-168

Discuscinis: encouraging participation in,
262-208; management of, 200-201. See also
Cuestions

“yominators,” 214

Lress, 91, 97-98

DVD players: checking your, 115; issues
related to using, 157, 160

E

E-mail: sending reminders to participants, 55,
120; “welcome” to participants, 54

Equipment: confirming logistical
arrangements for, 7-8; early arrival to check,
115-116; issues related to using, 157-160;
practicing using your, 160; setting up the,
39. See also Flip-charts

Evaluating workshops: issues to remember
for, 234; Kirkpatrick’s evaluation
approach to, 232; Phillips” ROI
approach to, 234; valuable
information provided by, 232-234

Examples, 181

Experiential learning, 184

Eye contact, 144, 147, 149
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F

Facial expression, 148-150

Facilities: checklist for, 42; confirming
logistical arrangements for, 7-8; hotel
conference or banquet room, 30; in-house
versus off-site, 29; scheduling the, 4, 13-22;
selecting the training room, 26-31.
See also Room setups

Facility Checklist Worksheet, 42

Feedback: Feedback Form Worksheet, 107;
on your body language, 149-150

“Flight or fight” responses, 90

Flip-charts: colored marking pens for, 81;
concealing vs. not concealing pages, 116;
issues related to using, 159-160; parking lot
“page” on, 132; practicing with your, 101;
tape trick for preparing, 115; wall space for
posting, 28. See also Equipment

Food: facility access to, 28; lunch time, 200;
refreshments, 3940, 116-117; during
workshop breaks, 29, 198-200

Formal classroom style, 33

G

Gargiulo, T. L., 110

Gestures/gesturing, 149

“Get there early” advice, 114

Getting started: getting off on the i1zt foot,
111-113; greeting people and inake them
feel welcome, 118-120; impcriance of
learning best approach ior 109-110; using
music to set the tene, 120; opening activities,
120, 121-134; what o do before participants
arrive, 113-117

Goman, C. K., 147

Ground rules: to control “dominaters,” 214;
establishing, 131; “no side conversations,”
215-216; return on time from breaks, 200

The Group Trainer’s Handbook: Designing and
Delivering Training for Groups (Leigh),
151,154

H

Handouts: guidelines for preparing, 77-78;
sent out to participants, 60

Index

Helping people learn: Creating an
Environment That Helps People Learn
Worksheet, 190; creating positive learning
environment, 170-173; monitoring and
supporting individual /small-group work,
181-185; tips for virtual workshops and,
185-186; using questions for, 174-181.

See also Learning environment

Hostile /negative behavior, 216-217

Hotel conference facilities, 30

Humor, 216

I

Icebreakers, 125

“Ignite” Newsletter.171

In-house facilities’ 29

Inappropriate Furnor, 216

“Incredible Crecibility” (Gargiulo), 110
iPod setur. 115

K

Keaping on track. See Staying on track
irkpatrick, D. L., 232
Kirkpatrick’s evaluation, 232

L

Language: body, 146151, 161, 208,
214-215; watching your, 153. See also
Communication

Law and Order (TV show), 178

Lawson, K., 2, 89

Learning: experiential, 184; key principles to
consider for, 171-172; preferred styles of,
172-173; role of asking questions in process
of, 174-181; in virtual workshops, 185-186.
See also Managing learning groups

Learning activities: guidelines for preparing
materials for, 79-80; incorporate breaks into,
200; list for materials used in, 75; managing
the timing of, 201-202

Learning environment: breakout rooms, 29;
creating a positive, 170-171; equipment,
7-8, 39; hotel conference or banquet room,
30; in-house versus off-site, 29; for meeting
workshop, 13; Plan the
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Learning environment (continued )
Learning Environment Worksheet, 44—45;
refreshments, 36-40, 116-117; room setup,
23-26, 31-37, 114-115; selecting training
room, 26-29; trainer presentation area, 37;
what is involved in planning, 4. See also
Helping people learn; Material; Supplies

Learning objectives: agenda and the, 53;
asking participants about their, 128-129

Learning preferences: listing your own, 173;
understanding, 172

Leatherman, D., 121, 140

Leigh, D., 151, 154

Logistical information, 132

Lunch time, 200

M

Managers: asking participants to inform their,
60; gaining training support by, 61-63, 120

Managing learning groups: common
challenges related to, 192-195; encouraging
participation, 202-208; handling behavior
challenges, 211-217; how to respond to
questions for, 209-210; importance of,
191-192; keeping things moving and on
track, 195-202; managing discussions,
200-201; responding to questions, 209-21¢:
starting on time as part of, 112, 119-120,
196-197; tips for collecting questions, 211.
See also Learning; Participants

Marketing your workshop, 50

Materials: using checklists.to vrepare, 73-76,
86; early arrival to check, i16; guidelines for
preparing, 77-81; importance of preparing,
69-70; list of needed, 74-75; producing and
obtaining, 5; for virtual workshops, 82; what
to consider about, 71-73. See also Learning
environment

Materials and Supplies Checklist, 86

Media: issues related to using, 157-160;
practicing with your, 101, 160

Meeting planning workshop: closing and
evaluating, 223; delivery skills, 139; getting
started, 109, 135-136; need for preparation,
1; opening activities, 121-123; preparing
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materials and supplies, 69; preparing
yourself for, 87; scheduling/planning
learning environment, 13. See also Planning;
Workshops

Microphones: checking setup of, 116; decision
to use, 156

Mobile devices, 131

Monitoring individual /small-work group,
181-183, 185, 189

Monitors, 115

Music, 120

N

Name tents vs. tags, 127

Negative/hostile behavicz, 216217

Negativity, 216-217

Nervousness: creating a comfortable space to
reduce, 117, 143-144%; personal preparation
primer on dealing with, 89-91; reasons for,
142; technigues tor overcoming, 140-145

Noise disiral tons, 28

The Nencerval Advantage: Secrets and
Scicaice of Body Language at Work
(GGuman), 147

Nonverbal communication: cultural
awareness related to, 151; importance of
understanding, 146-147; obtaining feedback
about your, 149-150; by participants,
207; using positive body language, 150;
sending encouraging messages, 208; of
silent participants, 214-215; sitting versus
standing, 150; things to consider about,
148-149; virtual workshops and, 161

Notifying participants: different ways for
selecting and, 4-5; including workshop
information when, 52-53; sending
reminders, 55; “welcome” e-mail, 54

(0)

Off-site facilities, 29

Open-ended questions, 189

Opening activities: addressing participants’
concerns, 130; answering “what’s in it for
me?,” 129-130; clarifying expectations and
objectives, 128-129; establishing ground
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rules, 131, 200, 214, 215-216; establishing
rapport, trust, and credibility, 112, 126-127;
helping people get to know you and one
another, 123-124; icebreakers, 125; parking
lot “page” to keep things on track, 132; Plan
Your Opening Worksheet, 138; providing
logistical information, 132; providing
preview of workshop, 130; setting the stage
with, 121-123; stimulating interest and
engagement in learning, 124-125; virtual
workshop, 132-134

“Out-the-door” reminders, 199

P

Pagers, 131

Parking lot “page,” 132

Participant preparation: gaining managers’
support as part of, 61-63; importance of,
47-48; pre-work assignments to, 55-58;
selection of participants, 4-5, 49-55; for
virtual workshops, 59-60

Participants: accessibility to special needs,
29; answering workshop concerns by, 130;
attendance motivation by, 203-204; body
language of, 207; demonstrating respect 127,
206; encouraging discussion participation
by, 202-208; gathering information.cn, 8;
greeting and making them fee! vreicome,
118-120; handling difficult; 194, 211-217;
helping them learn, 169-190; making action
plans, 229, 238-240; making eye contact
with, 144, 147, 14%: Gzing name tents vs.
tags for, 127; notifying, 4-5, 51-53; opening
activities to engage, 121-134; pre-workshop
contact with, 8; preparing the, 5; providing
logistical information to, 132; putting them
at ease, 113; responding to questions by,
209-210, 220; seating arrangements for,
23-25, 32-38; sending e-mail reminders to, 55,
120; training expectations and experiences
of, 204-205; “welcome” e-mail to, 54; what
to do before arrival of, 113-117; what to do
when they arrive early, 119; WIIFM (What's
in It for Me) and, 53, 129-130. See also
Audience; Managing learning groups

Index

Personal appearance, 91, 97-98

Personal preparation primer, 89-91

Phillips” ROI evaluation, 234

Pike, B., 51, 70

Plan the Learning Environment Worksheet,
45-46

Plan Your Opening Worksheet, 138

Planning: action, 229-230, 238-240; backup or
contingency, 6, 82; closing and evaluating
workshops, 223-237; learning environment,
4,22-40, 41; opening activities, 120, 121-134;
Plan the Learning Environment Worksheet,
45-46; Plan Your Opening Worksheet, 138;
scheduling workshop, 4, 13-22. See also
Meeting planning workshop

PowerPoint slides: practicing with your, 101;
tips for using. 153. See also Slide projectors

Practicing your delivery, 99-102

Pre-work assignments, 55-58

Prepara‘ion: for getting started with
worssnop, 109-138; importance of, 2-3;
issues to consider during, 7-8; materials,
5, 69-86, 116; of participants for learning,
4-5, 47-68; self-preparation by trainers, 5-6,
87-107; supplies, 5, 39, 69-86, 116; tasks of,
3-6. See also Checklists

Preparation Checklist Worksheet, 9, 12

Privacy issues, 28

Pronunciation, 154-155

Props, 101

Q

Questions: allowing everyone a chance to
answer, 180; closed-ended and open-ended,
189; guidelines for best use of, 176-180;
learning role of, 174-175; making lectures
interactive, 175; managing workshop,

209; responding to, 209-210, 220; tips for
collecting, 211. See also Discussions

Quick Quiz icon: closing and evaluating
workshops, 235; getting started, 134; helping
people learn, 187; managing learning groups,
218; preparing materials and supplies, 83;
preparing participants to learn, 63; scheduling/
planning learning environment, 40;
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Quick Quiz icon (continued )
on self-preparation, 105; workshop
preparation, 10; using your equipment, 162

R

Rapport: need to establish, 112; opening
activities to establish, 126-127

Recognition/celebration: importance of,
231-232; strategies for, 231

Rectangular tables in chevron shape, 38

Refreshments: early arrival to check on,
116-117; setting up, 39; types to offer, 40;
during workshop breaks, 29, 198-200

Relaxation techniques, 145

Releasing tension techniques, 145

Reminder e-mails, 55

Respect, 206

Restrooms, 28

Room setups: auditorium style, 32; changing
size/shape of a room through, 27;
checking tables for stability, 31; checking
the seating, 114-115; conference table
seating, 34; conference-U, 34; encouraging
participation, 207; equipment, 31; Facility
Checklist Worksheet, 42; planning the,
31-40; rectangular tables in chevron shape,
34; Room Setup A, 23; Room Setup B, 23:
Room Setup C, 24, 42; round tables in
U, 35; supplies and refreshments, 37-35;
traditional formal classroom style; 52;
trainer presentation area, 38. Lee aiso
Facilities; Training rooms

Round tables in U, 35

S

Scheduling: importance of, 14; for meeting
workshop, 13; virtual workshops, 22;
what is involved in, 4; what to consider
when, 15-22

Seating. See Room setups

Self-preparation: anticipating and avoiding
problems, 104; Feedback Form Worksheet,
107; getting to know the workshop as,
92-93; importance of, 5-6, 87-88; learning
more about the audience, 95-97;
learning more about the subject, 93-95;
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personal preparation primer for, 89-91;
practicing your delivery, 99-102; thinking
about your appearance, 91, 97-98; for
virtual workshop delivery, 102-103

Side conversations, 215-216

Silberman, M., 202, 224, 229

Silence, 144

Silent participants, 214-215

Sitting vs. standing, 150

Slide projectors, 115. See also PowerPoint
slides

Small-work group, 181-183, 185, 189

Speaking skills improvement, 155

Speaking voice: using microphone or not,
156; virtual workshops and, 161; ways to
enhance your, 152-155

Special needs accessilility, 29

Stage fright: creating & comfortable space to
reduce, 117, 143-144; personal preparation
primer on qea'ing with, 89-91; reasons for,
142; techiniques for overcoming, 140-145

Staying cn irack: challenge of, 193-194; get
staited on time, 196-197; getting people
back on time from breaks, 198-200; how to
keep things, 195-202; keep eye on the clock
on agenda, 197-198

Stories, 181

Stress. See Anxiety

Subject preparation, 93-95

Subject-matter experts, 94-95

Success recognition/celebration: importance
of, 231-232; strategies for, 231

Supplies: using checklists to prepare, 73-76;
early arrival to check, 116; guidelines for
preparing, 77-81; Materials and Supplies
Checklist, 86; producing and obtaining, 5;
tables for, 39; what to consider about, 71-73.
See also Learning environment

T

“Talkers,” 213-214

Technical issues: helping people learn in virtual
workshops and, 186; virtual workshops and
technical requirements, 59-60

Think About It icon: using equipment, visual
aids, and media, 157; getting started,
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118; helping managers to support the
training effort, 63; overcoming anxiety
or nervousness, 141; planning learning
environment, 26; preparing materials
and supplies, 73; scheduling, 15; tasks of
workshop preparation, 4; what is a useful
question?, 176, 188-189

Time issues: clocks versus watches for
tracking time, 198; getting people back
on time from breaks, 198-200; learning in
virtual workshops and, 186; scheduling
workshop, 4, 13-22; starting on time, 112,
119-120, 196-197

Traditional formal classroom style, 33

Trainer materials: guidelines for preparing,
79; list for, 74

Trainer presentation area, 39

Trainers: demonstrating respect for
participants, 206; “get there early” advice
for, 114; making a backup plan, 82; materials
prepared for, 74, 79; personal appearance of,
91, 97-98; self-preparation by, 5-6, 87-107;
stage fright, anxiety, and nervousness by,
89-91, 117, 140-145

The Trainer’s Handbook (Lawson), 2, 89

The Trainer’s Portable Mentor (Gargiulo); 110

Training Delivery Skills Self-Assessment
Worksheet, 166168

Training for Dummies (Biech), 192,228

Training rooms: changing size and shape
of, 27; Facility Checklist Worksheet,
42; minimum requirawents for, 27-29;
overcoming anxiety by getting to “know”
the, 117, 143-144; practicing your delivery in
the, 101-112; special needs accessibility, 29.
See also Room setups

Training the Active Way (Silberman), 202, 224, 229

Training Trilogy: Conducting Needs
Assessment, Designing Programs, Training
Skills (Leatherman), 121, 140

Trust: need to establish, 112; opening activities
to establish, 126-127

v

Virtual workshops: behavior challenges in,
217; delivery tips for, 160-161; opening,

Index

132-134; preparing materials for, 82;
preparing participants for, 59-60; preparing
your delivery in, 102-103; scheduling, 22;
technical requirements for, 59-60; tips for
helping people learn in, 185-186. See also
Workshops

Visual aids: delivery tips for virtual workshop,
160-161; issues related to using, 157-160;
practicing with your, 101, 160

\%

“Welcome” e-mail, 54

Whiteboards: colored marking pens for, 81;
issues related to using, 160

WIIFM (What's in It.for Me), 53, 129-130

Worksheets: Acticn Planning, 240;
Creating an-Environment That Helps
People Leats; 190; Facility Checklist,
44; Feeahack Form, 107; Materials and
Supplies Checklist, 86; Plan the Learning
Eavironment, 45-46; Plan Your Opening,
1 58; Preparation Checklist, 9, 12;
[raining Delivery Skills Self-Assessment,
166-168

Workshops: answering participants’ concerns
about, 130; behavior challenges in, 194,
211-217; closing, 223-232; establishing
ground rules, 131, 200, 214, 215-216;
evaluating, 232-237; getting started,
109-138; ground rules for, 131, 200, 214,
215-216; incorporating examples and
stories into, 181; marketing your, 50;
using music to set the tone, 120; opening
activities, 112, 123-134, 138, 200, 214,
215-216; parking lot “page” to keep things
on track, 132; providing participants with
information on, 52-53; providing preview
of, 130; self-preparation by trainers, 5-6,
87-107; starting on time, 112, 119-120,
196-197; taking breaks from, 29, 198-200;
when people arrive early, 119. See also
Meeting planning workshop; Preparation;
Virtual workshops

Y
Yawning, 145
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