
A
Accepting feelings, 217
Accountability issues: cost/benefit

analysis, 268; ROI (return on invest-
ment), 268, 271

Action distance learning projects,
209–210

Action learning, 145
Action plans: needs assessment, 22–23;

sample, 251e. See also Instructional
plans

Active design philosophy, 97–98
Active knowledge sharing, 136–137
Active training: creating environment

for, 124–126; described, 121–122;
designing activities for, 126–128

Active-learning activities: active knowl-
edge sharing, 136–137; creating, 176,
177e; designing, 126–128; group
inquiry, 134–135; “How to Develop a
Winning Team,” 137–138; information
search, 135–136, 211; instruments
(paper-and-pencil devices), 130,
132–133; introducing, conducting,
processing, 172–176; jigsaw design,
138–139; learning tournament, 139;
pairing for, 170; peer lessons, 137–138;
using small groups, 178; videos,
128–130, 131e, 178–179, 190t. See also
Training activities

Active-learning environment: physical

setting for, 124; strategies and tech-
niques for, 124–126

Activities. See Training activities
Adult learners: andragogical versus

pedagogical model of, 27–28; assump-
tions about, 28–29; changing training
environment and, 75; key points
about, 41; learning styles of, 30–37,
203; preventing cognitive overload in,
39

Adult learning: action, 145; additional
factors which may affect, 37–38; cog-
nitive overload and, 39; cooperative,
122–123; distance learning delivery
for, 199–213; Experiential Learning
Cycle, 135, 170–172, 171fig, 174;
learner-centered versus information-
centered training for, 69t–70, 71t–72t,
201; principles of, 29–30, 39–41; reten-
tion rate in visual, 185–186

Adult learning principles: application
of, 39–40; listed, 29–30

Aesop’s Fables, 181
Age differences: connecting with

younger participants, 78–80; exam-
ples of generational differences, 81t;
meeting training needs of older par-
ticipants, 77–78; sample attitudes of
younger workers, 79; in workplace
continuum, 77. See also “Generation
gap”
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Age factors, 38
Allen, M., 212
American Council on Education, 199
American Society of Training and

Development, 98
ARCS model, 161
Armstrong, J., 98
ASCAP (American Society of Com-

posers, Authors, and Publishers), 243
Assessment: instruments for, 176, 178;

needs, 5–23, 254; on-the-spot, 25–26;
of participants’ knowledge, attitudes,
skills, 22–26; participants’ needs,
5–22. See also Evaluating training

Assigning roles, 239
Asynchronous discussion groups, 206
Asynchronous distance learning,

204–205
Attitude development-feel learning

objectives, 88
Audio teletraining, 204
Audioconferencing, 206
Audiographics, 204
Auditory signals, 239–240

B
Baby Boomers, 81t
Belligerent participants, 232
Blended learning method, 212
BMI (Broadcase Music Incorporated), 243
Body language, 183
Byham, W. C., 104

C
Candy games, 238
Case problem activities, 208
Case studies, 114t, 116t, 142–143

CD-ROM (computer-based) training,
204–205

Chalkboards, 189t
Chat rooms, 206
Checklist for a Quality Participant

Workbook, 118e
Checklist for Selecting Peer Trainers, 287
Chevron seating arrangement, 158fig
Clapping method, 239–240
Class clown participants, 233
Classroom style seating, 155fig
Client-consultant proposal, 278–279
Client-consultant relationship: chal-

lenges of establishing, 276; using col-
laborative approach to, 275–276;
communication as part of, 277–278;
defining terms associated with, 274;
establishing the, 274–275; expecta-
tions of, 280; proposal phase of,
278–279; responsiveness aspects of,
278; sample outline for position paper
on, 276–277; trust as core of, 280–281

Closed-ended questionnaires, 15t, 19
Clothing/personal appearance, 182–183
Clueless participants, 232
Cluster seating arrangement, 157fig
“The coach,” 59e, 60e
Coaching role play, 141
Coaching Skills Inventory, 130
Cognitive overload, 39
“Commercial breaks,” 80
Commitment making, 250, 251e
Communication: to avoid problem situ-

ations, 227–228; body language, 183;
client-consultant relationship and,
277–278; to encourage participation,
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216–217; during interview process, 18.
See also Discussions

Competitor information, 10
Conference seating arrangement, 157fig
Confidentiality/privacy issues, 17, 18
Content outline, 107
Cooperative learning, 122–123
Cost considerations: cost/benefit analy-

sis, 268; determining training costs,
269t–270t; distance learning, 201; ROI
(return on investment), 268, 271; for
training program development, 99

“The Crab and Its Mother” (fable), 181
Creative closings: follow-up activities

and reflections, 250, 252; making com-
mitments, 250, 251e; self-assessment,
249–250; summarizing techniques,
248–249

Creative theatrical techniques: give-
aways, 242; using imagination, 243;
key points for, 252; posters, 242; props,
240–241; using themes, 242–243

Creative Training Techniques (Min-
neapolis), 239

Creativity with small groups: assigning
roles, 239; grouping techniques,
237–239; key points for, 252; regaining
control, 239–240

Crystal ball prop, 241
Cultural differences: accommodating,

80, 82–83; as increasing issue, 80
Cultural differences accommodation:

activities and, 83; materials and, 82;
sample of importance of using names,
82–83; trainer behavior, 82–83

Customer information, 10

D
Dale, E., 186
“Dale’s Cone of Experience” studies, 186
Data analysis (needs assessment), 19–20
Data collection: advantages and disad-

vantages of methods, 14, 15t, 16–19;
interviews used for, 14; method selec-
tion criteria, 14e; methods and tools
of, 13; needs assessment, 13–19

“Dealing with Interruptions” case
study, 296e–297e

Delegation Assignment, 154e
Delivering training. See Training delivery
Design matrix: approaches to organiz-

ing training, 104–105; definition of,
100, 102; determining context, 102;
mind mapping, 102–103; research
topic, 102; sequencing, 103–104;
worksheet for designing, 101e

Designing Web-Based Training (Horton),
212

Dickson, G. W., 186
Direct report information, 9
Disabilities. See Participants with

disabilities
Discussions: asynchronous, 206;

guided, 136, 211; small group, 114t,
116t, 126. See also Communication

Display posters, 242
Distance learning: advantages/benefits

of, 200–202; blended learning
approach to, 212; delivering content
and activities, 212; design-
ing/developing activities, 207–212;
disadvantages of, 202–203; guidelines
for designing, 205–207; key points of,
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213; types of, 203–205; workplace
trends for, 199–200

Diversity Awareness Inventory, 75e
Diversity issues: age differences, 77–80,

81t; cultural differences, 80, 82–83;
examples of flexibility for addressing,
85; gender differences, 80; key points of,
86; participants with disabilities, 83–85

“Divide-and-conquer” technique, 228
Doers (learning style profile), 35e
Doverspike, D., 38
Dunn and Dunn Model of Learning

Styles, 30
Dunn, R., 30
Dysfunctional behavior prevention, 229e

E
E-courses, 205
E-learning evaluations, 267–268
“Echo Boomers,” 79
Editing Learning Objectives, 93e
El-Shamy, S., 79
Emotional factors, 37
Ensuring Quality Service and Customer

Satisfaction (instructional plan),
108e–109e

“The entertainer,” 58e, 60e
Environmental factors, 37
Evaluating training: e-learning, 267–268;

how and what, 255; key points on,
271; linking to needs assessment, 254;
purposes of, 253–254; significance of,
271–272; timing of, 254; whom to
involve in, 254–255. See also Assess-
ment; Four-level evaluation model

Executive overview (needs assessment),
21

Experience: “Dale’s Cone of Experi-
ence” studies on, 186; description of
good and worse, 43–44; Experiential
Learning Cycle and, 171fig, 172; role
in adult learning by, 28–29

Experiential factors, 38
Experiential learning activities: case

studies, 114t, 116t, 142–143; creating,
176, 177e; in-basket activities, 143–144;
instructional games, 112t, 115t, 145;
introducing, conducting, processing,
172–176; pairing for, 170; role playing,
112t, 115t, 140–142, 179–180; simula-
tions, 112t, 115t, 144, 180; using small
groups, 178. See also Training activities

Experiential Learning Cycle, 135,
170–172, 171fig, 174

External consultant selection: criteria
for, 282–283; trust as part of, 280–281

External consultants: negotiating with,
293–295e; selecting, 280–283

F
Fables, 181
Facial expressions, 183, 216
Feedback: needs assessment, 20–22;

360-degree, 9
Feelers (learning style profile), 35e
Feelings, 217
Film Preview Form, 131e
Financial considerations: cost/benefit

analysis, 268; determining training
costs, 269t–270t; distance learning, 201;
ROI (return on investment), 268, 271;
for training program development, 99

“Finding Famous Fictional Friends and
Families,” 238–240
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Flip charts, 189t, 192–194
Follow-up activities, 250
Follow-up reports, 283
Four-level evaluation model: described,

255; key points on, 271; Level 1: Reac-
tion, 256t, 257–260; Level 2: Learning,
256t, 260–261t, 262–263; Level 3: Behav-
ior, 256t, 263–265; Level 4: Results, 256t,
265–266; summary of four levels, 256t.
See also Evaluating training

Fuhrmann, B. S., 30
Full circle seating arrangement, 158fig
Full circle summaries, 249

G
Game Group (Ellicott City), 243
Games activities: adapting to training

programs, 246–247; advantages and
disadvantages of, 112t, 244–245; how
to use, 115t, 245–246; instructional,
112t, 115t, 145, 244; key points for
using, 252; successfully using, 243;
trainer facilitation of, 248

“Gen Yers,” 79, 81t
Gender differences, 80
“Generation gap,” 77. See also Age

differences
Generation X, 78, 81t
Gestures, 183
Getting Around (icebreaker), 166
Giveaways, 242
Group assignments, 208–209
Group critique, 209
Group inquiry, 134–135
Group peer teaching, 286
Grouping cards activity, 85, 238
Grouping techniques, 237–239

Guide to e-Learning: Building Interactive,
Fun, and Effective Learning Programs for
any Company (Allen), 212

Guided discussion/analysis, 136, 211

H
Hacker, D. G., 260
Holcomb, J., 266
Horseshoe seating arrangement, 156fig
Horton, W., 212, 267
HOT (High-Outcome Techniques), 243
How to Deliver Training for the New and

Emerging Generation (El-Shamy), 79
“How to Develop a Winning Team”

activity, 137–138
HR (human resources), 10
Human Scavenger Hunt, 163–164

I
Icebreakers: benefits of using, 162–163;

Getting Around, 166; Human Scav-
enger Hunt, 163–164; Instant Assess-
ment, 166–167; The Party, 164–165;
Pretest, 168–169; What Do You Want
to Know?, 167–168, 249

Imagination/imaginative activities, 243
In-basket activities, 143–144
In-depth needs assessment, 8t
Indifferent participants, 233
Individual distance learning activities, 210
Industry experts (or observers), 10
INFO-LINE booklets, 260
Information search activity: described,

135–136; distance learning, 211
Information-centered training, 69t–70,

71t–72t
Ingham, J., 30
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Instant Assessment (icebreaker), 166–167
Instruction: writing learning objectives

for, 88–96; writing plan for, 97–120
Instructional games, 112t, 115t, 145,

244
Instructional guide: content outline,

107; described, 107; time frames, 107;
trainer’s notes, 110; training aids and
materials, 110

Instructional methods: advantages and
disadvantages of, 111, 112t–116t; alter-
natives to lecture, 134–139; blended
learning, 212; case for active training,
121–122; considerations of selecting,
111; cooperative learning, 122–123; cre-
ating active-learning environment,
123–126; designing active-learning
activities, 126–128, 169–176; instru-
mentation, 15t, 113t, 115t, 130, 132–133;
lecturette, 113t, 116t, 133–134; match-
ing desired outcomes to, 117t; peer
teaching/lessons, 126, 137–138; small
group discussions, 114t, 116t, 126

Instructional plan components: instruc-
tional guide, 107, 110; program
overview, 106–107

Instructional plans: active design phi-
losophy used for, 97–98; components
of, 106–107, 110; cost considerations
of, 99; creating design matrix for,
100–101e, 102–105; example of,
108e–109e; major design components,
100; purpose of, 105; time needed to
develop, 98–99. See also Action plans

Instructional Styles Diagnosis Inven-
tory: descriptions of styles, 55–59;

interpreting your scores, 55e–56e;
questions listed, 47e–52e; Quick Refer-
ence Sheet, 66e; sources of answers
for, 61e–68e

Instructional Styles Diagnosis Inven-
tory Scoring Sheet, 53e–54e

Instruments (paper-and-pencil devices):
active-training activities, 130,
132–133; assessment, 176, 178; data
collection using, 15t; as instructional
method, 113t, 115t, 130, 132–133

Intellectual factors, 38
Interviews: advantages and disadvan-

tages of, 15t; as evaluation method,
259–260, 261t, 263, 264; needs assess-
ment data through, 14, 16–19

J
Jacobs, R. T., 30
Jigsaw design, 138–139
Job order training design, 105
Johnson, D. W., 122
Johnson, R. T., 122
Jones, T. B., 124, 125
Just-in-time materials, 303

K
Keller, J. M., 161
Kilmann, R., 178
Kirk, J., 245, 248
Kirkpatrick, D., 255, 257, 260, 266
Know-it-all participants, 233
Knowledge development-think learn-

ing objectives, 89
Knowles, M., 28
Kolb, D., 30
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L
Lawson, K., 136
Leaders as teachers: train-the-trainer

program to facilitate, 292e–293e;
two-fold payoff of, 291. See also
Managers

Learner-centered training: distance
learning and, 201; overview of,
69t–70, 71t–72t

Learning activities. See Training
activities

Learning Model Instrument, 30
Learning objectives: benefits of setting,

88; components of, 89–92; definition
of, 87; essential characteristics of, 89;
key points on, 96; reference chart for,
90t; types of, 88–89; writing, 92–95e

Learning objectives components: condi-
tion, 91; criteria, 91–92; performance,
89–91

Learning principles: application of, 39–40;
listed, 29–30. See also Adult learning

Learning Style Inventory (Jacobs and
Fuhrmann), 30

Learning Style Inventory (Kolb), 30
Learning styles: additional factors

which may affect, 37–38; described,
30; determining your own, 30, 36; dis-
tance learning and, 203; perceptual
modality and, 36–37; profiling your,
31e–35e. See also Adult learners

Learning tournament activity, 139
Lecturettes: alternatives to, 134–139; as

instructional method, 113t, 116t,
133–134; limiting amount of, 125

Lehman, 186

Lunch and learn sessions: advantages
of, 296; “Dealing with Interruptions”
case study on, 296e–297e

M
“The Magical Number Seven, Plus or

Minus Two: Some Limits on Our
Capacity for Processing Information”
(Miller), 185

Making commitments, 250, 251e
Making lists activity, 211
Managers: interview questions for,

16–17; needs assessment of, 9; pre-
session involvement and support,
148; pre-session memo sent to, 149e.
See also Leaders as teachers; Senior
management

Matching activities, 210
Materials. See Training aids/materials
Maximizing training dollar: importance

during economic downturns, 285;
just-in-time materials for, 303; “lunch
and learn” approach for, 296–297e;
model for teaching task or procedure
for, 288e–289e; modified training
modules for, 295; negotiating with
external consultants and service
providers for, 293–295e; peer training
for, 126, 136–138, 287e–288; podcast-
ing for, 298, 302t; summary of tips for,
304e; supplier/vendor-sponsored
training for, 295; teleconferences, tele-
seminars, and web-casts for, 298–302t,
205; training leaders as teachers for,
291–293e; worksheet for teaching a
task for, 290–291
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Mayer, R. E., 186
Mental imager, 113t, 115t
Meyers, C., 124, 125
Miller, G. A., 185
Mind mapping, 102–103
Mini cases activity, 211–212
Mini needs assessment, 8t
Motivation: adult learners and, 29;

learning process affected by, 37;
“motivation” props, 241; recognition
and rewards used for, 242

Movement (body), 183, 216
MTV generation, 78, 128
Multimedia Learning (Mayer), 186
Multiple clapping method, 239–240
Murrell, K. L., 30

N
Names (participant), 82–83
Needs-assessment design, 11, 13
Needs-assessment process: developing

action plan for, 22–23; in-depth versus
mini, 8t; linking evaluation to, 254;
understanding the, 5–7; whom to
assess, 8–10

Needs-assessment steps: 1: identify
problem or need, 11; 2: determining
needs-assessment design, 11, 13; 3:
collect data, 13, 14, 16–19; 4: analyze
data, 19–20; 5: provide feedback,
20–22; summary of, 12e

Needs-assessments: benefits of conduct-
ing, 6–7; description of, 6; examples
of, 20; key points on, 26; oral presenta-
tion on, 22; written report on, 21

Negative participants, 233

Negotiating with Consultants and
Service Providers, 284e–285e

Newstrom, J., 163
“Nexters,” 79
Nonverbal communication: body lan-

guage as, 183; to encourage participa-
tion, 216. See also Verbal
communication

O
Objective Worksheet, 94e–95e
Observation: advantages and disadvan-

tages of, 15t; as evaluation method,
261t, 263, 264; as instructional
method, 112t, 115t; tips on conduct-
ing, 18

Observers (learning style profile), 35e
Ocean, B., 303
On-the-spot assessment, 25–26
101 Ways to Make Training Active (Silber-

man), 134, 249
Open-ended questionnaires, 15t, 16
Oppenheim, L., 186
Overhead projector, 190t, 194–196

P
Pairing, 170
Paper-and-pencil devices. See Instru-

ments (paper-and-pencil devices)
Parables, 181
Parkin, M., 181
“Parking lot” tool, 228
Participant Cover Letter, 149e
Participant materials. See Training

aids/materials
Participants: accepting/using ideas and

feelings by, 217; commitment making
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by, 250, 251e; Delegation Assignment
given to, 154e; experience with
technology and distance learning,
202; Experiential Learning Cycle and,
135, 170–172, 171fig; letters sent to
manager’s of, 149e, 151e; motivation
of, 29, 37, 241, 242; pointing out what’s
in it for them, 169; pre-session ways to
involve, 148–149e; preparing for train-
ing, 152e–153e; privacy/confidentiality
issues for, 17, 18; problems associated
with behavior of, 231–235; question-
ing, 217–218; reflections by, 250, 252;
responding to questions of, 218–221;
scaling wall of resistance of, 221–226;
self-preparation by, 153; tips for getting
the most out of training, 150e–151e;
ways to encourage engagement by,
216–217. See also Target population;
Training

Participants with disabilities: accommo-
dating, 83–84; activities and materials
adaptation for, 85

The Party (icebreaker), 164–165
Pedagogical model, 27–28
Peer trainers: checklist for selecting,

287e; teaching/lesson activities with,
126, 137–138, 288

Peers: distance learning and limited
interaction with, 202–203; distance
learning teaching activities, 209; needs
assessment role of, 9; teaching/lesson
activities with, 126, 137–138, 288

Peoples, D., 186
Perceptual modality, 36–37
Performance royalty, 243

Personal appearance/clothing, 182–183
Personal attacks, 229–230
Personal stories, 180–181
Personality clashes, 233
Pescuric, A., 104
Phillips, J., 266
Phillips, K. R., 130
Physical factors, 38
“Physical Self-Assessment” design,

249–250
Pike, B., 134, 192, 239
Plan for a Train-the-Trainer Program,

292e–293e
Podcasting training, 298, 302t
Point-counterpoint activity, 208
Position paper, 276–277
Positive learning environment: impor-

tance of creating, 147; pre-session
ways to involve participation,
148–149e; running the training ses-
sion, 161–169; seating arrangements,
155fig–160

Posters, 242
PowerPoint slides, 188, 189t
Praising/encouraging, 216
Pre-session assignments, 148
Pre-session questionnaire, 148
Pretest (icebreaker), 168–169
Priority training design, 105
Privacy/confidentiality issues, 17, 18
Problem identification, 19–20
Problem situations: communication to

avoid, 227–228; key points on, 235;
participant behavior, 231–235; per-
sonal attacks, 229–230; preventing dys-
functional behavior, 229e; prevention

327Index

htt
p:/

/w
ww.pb

oo
ks

ho
p.c

om



strategies for, 226–227; tips on handling,
230–231, 234–235

Procedure teaching: model for, 288e–289e;
worksheet for, 290e–291e

“The professor,” 57e–58e, 60e
Propos, 240–241
Psychological factors, 37
Puzzles, 238

Q
Quantitative data, 19
Questionnaires: as evaluation method,

258–259, 261t; needs assessment, 15t;
pre-session, 23–24e, 25, 148; tips on
conducting, 18–19

Questions: art of asking, 217–218; on
evaluation tests, 258–259, 260, 262;
responding to participant, 218–221;
writing game, 247–248

QUIZO! (game activity), 246–247

R
Rambling participants, 232
Real-world applications, 29, 126
Recognition/rewards, 242
Reflections, 250, 252
Regaining control of groups, 239–240
Resistance: causes and case studies on,

222–226; handling participant, 221–222
Response pads, 206
Robinson, D. G., 266
Robinson, J., 104, 266
ROI (return on investment), 268, 271, 286
Role playing activities, 112t, 115t,

140–142, 179–180
Rotating trio role play, 142
Round seating arrangement, 156fig

S
Scannell, E., 163
Scripted role play, 141
Seating arrangements: chevron, 158fig;

classroom style, 155fig; cluster, 157fig;
conference, 157fig; group dynamics
determined by, 155; horseshoe, 156fig;
semicircle or full circle, 158fig; single
square or round, 156fig; trainer’s
intent/desired interaction and, 159–160

Self-assessment, 249–250
Self-awareness, 76e–77
Self-directedness, 28
“The seller,” 56e–57e, 60e
Semicircle seating arrangement, 158fig
Senior management, 8–9. See also Managers
Sequential training design, 104–105
Service providers: negotiating with,

294e–295e; organizational relationships
with, 293; training sponsored by, 295

Set induction, 162
Side conversations, 234
Silberman, M., 124, 134, 136, 166, 170,

249, 250
Silent participants, 232–233
Simulations, 112t, 115t, 144, 180
Single square seating arrangement, 156fig
Skill development-do learning objec-

tives, 88
Slinky magic spring, 241
Small groups activities: creativity with,

237–240; discussions, 114t, 116t, 126;
experiential and active-training tech-
niques using, 170; grouping tech-
niques, 237–239; using power of two
as part of, 170; regaining control,
239–240; summaries for, 249
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Smith, K. A., 122
Sociology factors, 38
Spontaneous role play, 141
Sterns, H., 38
Storytelling, 180–181
Stubborn participants, 232
Subject-matter experts, 202
Sugar, S., 243, 245, 246
Summarizing techniques, 248–249
Survey evaluations, 264–265
Synchronous distance learning, 204

T
Tales for Trainers (Parkin), 181
Talkative participants, 231
Target population: identifying, 9; ques-

tions for, 16. See also Participants
Task exercise/activity, 114t, 116t
Task teaching: model for, 288e–289e;

worksheet for, 290e–291e
Technology-based training delivery:

asynchronous and synchronous,
204–205; distance learning, 199–213;
of just-in-time materials, 303; podcast-
ing, 298, 302t; teleconferencing, 205,
298–299, 302t; teleseminars, 298–301e;
web-casting, 298–299, 302t

Teleconferencing training, 205, 298–299
Teleseminar training: guidelines for

conducting, 299e–302e; maximizing
your training dollar using, 298–299

Testing evaluation method, 258–263,
261t

“Testing for Learning Outcomes”
(Hacker), 260

Theatrical techniques, 240–243
Themes, 242–243

Thiagarajan, S. “Thiagi,” 134
Thinkers (learning style profile), 35e
Thomas, K., 178
Thomas-Kilmann Conflict Mode Instru-

ment, 178
3M Company, 124, 186
360-degree feedback, 9
Timing issues: distance learning, 201;

for evaluating training, 254; instruc-
tional guide on, 107

Topical training design, 105
Train-the-Trainer Program, 292e–293e
Trainers: assessing your own potential

as, 44–45; body language of, 183; char-
acteristics and competencies of, 43–45e;
external, 280–283, 293–295e; facilitating
a game, 248; as facilitators, 215; follow-
up report by, 283; handling problem
situations, 226–235; improving plat-
form performance, 182–183; Instruc-
tional Styles Diagnosis Inventory for,
47e–59, 61e–68e; matching seating with
intent/desired interaction by, 159–160;
peer, 126, 137–138, 287e, 288; physical
appearance/clothing worn by,
182–183; questioning and answering
questions by, 217–221; rehearsal by,
153; scaling wall of resistance, 221–226;
self-awareness by, 76e–77; storytelling by,
180–181; supplier/vendor-sponsored,
295; ways to encourage participation,
216–217. See also Training consultants

Trainer’s notes, 110
Training: approaches to organizing,

104–105; evaluating, 253–272; follow-
up report on, 283; identifying target
population for, 9; learner-centered
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versus information-centered, 69t–70;
maximizing the dollar value of your,
285–304; providing “commercial
breaks” during, 80; resistance to,
221–226. See also Participants

Training & Development (journal), 98
Training activities: closings, 248–252; cre-

ating, 176, 177e; cultural differences and,
83; distance learning, 207–212; follow-
up, 250; games, 112t, 115t, 145, 243–248,
252; Getting Around, 166; Human Scav-
enger Hunt, 163–164; icebreakers and
openers, 162–169; Instant Assessment,
166–167; key points on, 145; participants
with disabilities and, 85; The Party,
164–165; potential projects expanding
on, 146; Pretest, 168–169; small group,
114t, 116t, 126, 170, 237–240, 249; What
Do You Want to Know?, 167–168. See
also Active-learning activities; Experien-
tial learning activities; Training delivery;
Training sessions

Training aids/materials: accommo-
dating cultural differences, 82;
accommodating participants with
disabilities, 85; using creative, 238;
distance learning, 201–202; just-in-
time, 303; used by trainers, 110; videos,
128–131e, 131e, 178–179, 190t; visual,
186–197. See also Visual aids

Training consultants: changing role of,
273–274; external, 293–295e, 280–283;
follow-up reports by, 283; key points
on, 284; selecting external, 280–283;
understanding relationship between
client and, 274–280. See also Trainers

Training delivery: ARCS model used for,
161; creating positive learning envi-
ronment, 147–169; distance learning,
199–213; Experiential Learning Cycle
and, 135, 170–172, 171fig, 174; using
icebreakers and openers, 162–169;
improving platform performance to
facilitate, 182–183; key points on, 184;
pre-session preparation for, 148,
152e–153e; technology-based methods
of, 298–302t; tips for getting the most
out of, 150e–151e. See also Active-
learning activities; Experiential learn-
ing activities; Training activities

Training environment: creating active-
learning, 123–126; creating positive,
147–169; seating arrangements, 155–160;
technology-based training delivery,
199–213, 298–303; today’s learners and
changing, 75

Training magazine, 98
Training programs: active design philos-

ophy for, 97–98; cost considerations for
developing, 99; creating design matrix
for, 100–101e, 102–105; evaluating,
253–272; major design components of,
100; Plan for a Train-the-Trainer Pro-
gram, 292e–293e; target population for,
9, 16; time needed to develop, 98–99

Training sessions: ARCS model used
for, 161; creative closings for, 248–252;
using icebreakers and openers,
162–169; pointing out what’s in it for
them, 169; pre-session preparation
for, 148, 152e–153e; preview of coming
attractions, 169; set induction to
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begin, 162; tips for getting the most
out of, 150e–151e; trainer rehearsal for,
153. See also Training activities

Training style descriptions: “the coach,”
59e, 60e; “the entertainer,” 58e, 60e;
“the professor,” 57e–58e, 60e; “the
seller,” 56e–57e, 60e

Training styles: components of, 55;
descriptions of, 56e–68e; flexibility of,
46; identifying your, 46, 47e–56e; key
elements of, 70, 73–74

Training value: maximizing dollar
value of, 285–304; proving, 286; ROI
(return on investment), 268, 271, 286

Transparencies, 190t, 194–196
Trust, 280–281
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University of Minnesota’s Management

Information Systems Research Center,
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U.S. Office of Personnel Management, 98
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Vendors: described, 10; training spon-

sored by, 295
Verbal communication: to encourage

participation, 216–217; guided discus-
sions, 136, 211; small group discus-
sions, 114t, 116t, 126. See also
Nonverbal communication

Veterans (also call mature), 81t
Video clips, 196
Video teleconferencing, 204, 205, 206
Videos, 128–130, 131e, 178–179, 190t, 196
Visual aids: benefits of using, 186–188;

flip charts, 189t, 192–194; guidelines

for using, 188, 189t–190t, 191–192; key
points on, 197; overhead projec-
tor/transparencies, 190t, 194–196;
props and other theatrical techniques,
240–243; purpose of using, 186;
videos, 128–130, 131e, 178–179, 190t,
196

Visual learning retention rate, 185–186
Visual signals, 240
Vogel, D. R., 186

W
Web-based training (WBT), 204
Web-casting training, 298–299, 302t
Wharton School’s Applied Research

Center, 186
What Do You Want to Know? (ice-

breaker), 167–168, 249
What? So What? Now What? formula,

248
White, K., 98
Workplace learning field, 1–2
Worksheets: Design Matrix, 101e; Objec-

tive Worksheet, 94e–95e; Teaching a
Task, 290e–291e

Writing learning objectives: editing
learning objectives, 93e; using Objec-
tive Worksheet, 92, 94e; writing your
own objectives, 92, 95e

Writing tasks: as instructional method,
113t, 115t; learning objectives, 92–95e;
test-writing guidelines, 262–263; writ-
ing case studies, 143; writing game
questions and items, 247–248

Z
Zemke, R., 98
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