
A
Activities , 1, 3, 5, 6, 13, 16, 19, 20, 31, 32,

36, 37, 42, 44, 45, 49,  51, 55, 57, 80,  81,
95-97, 99-105, 107, 109, 111, 112, 136,
181, 183, 187, 191, 204, 214

Administrative tasks checklist, 207, 212
Adult learning environment, 25
Adult learning principles, 23, 41, 210
Adult learning steps, 15, 27, 28, 34-37, 47,

58, 81, 85, 94, 98, 99, 102, 116, 127, 130,
131, 134, 144, 147

Adult methods of training. See training
method

Adult motivation and retention, 23
Audiovisual support, advantages, disad-

vantages, 177, 179, 181; checklist for ,
177; selecting, 14, 179; supporting train-
ing through, 11; types, 14, 181, 183;
using, 179, 183

B
Behavior Modeling, 6
Best learning experiences chart, 38
Brostrom, Richard, 28, 221

C
Case study, 6, 8, 9, 13, 15-17, 113-121, 125,

127, 128, 141, 194, 195, 219; benefits of ,
115-116; facilitating, 113; processing
questions template, 128; types, 114, 115

Climate setting, 39-45, 47, 49, 51, 53, 219
Course designers, 207, 211, 214

D
Demonstration, 5-7, 11, 12, 19, 20, 23, 24,

29, 30, 52, 53, 57, 58, 85, 145, 166, 204,
219; conducting, 85, 141, 143, 146, 147;
samples, 147, 150-151, 153-154, 156-157,
161-164, 167-168; skill performance 
rating scales, 144, 171-172; software
demonstrations, 143, 156-160; template
for, 143, 144, 148-149, 152, 155, 159, 165,
169-170; types of , 145, 146

Difficulty, importance, frequency chart, 22
Discussion leader. See facilitator

E
Explorer, 33, 34, 36-38, 112
Facilitation, of a discussion, 86-93, 99;

online, 184, 185, 187, 189, 191, 193, 195;
techniques of, 83, 84, 86, 121, 125-127,
187; versus training, 85

F
Facilitator, duties and responsibilities of,

85; processing questions for, 16-18, 117,
119, 121, 126-128

Five steps of adult learning. See adult
learning steps

Follow-up tasks after training, 207, 208,
213, 216

G
Games, 6, 45, 94-97, 99, 109-110, 128;

designing a checklist for, 95, 106-107;
evaluating, 95, 102, 105, 108; processing
questions for, 95, 99, 111

Ground rules for training sessions, 40, 46
Guide, 33, 35, 37, 38

I
Icebreakers. See Session starters
Information search, 5, 6, 8, 58
Instructor, 6, 7, 12-14, 25, 28, 30, 33-35, 44,

47, 50, 85, 90, 110, 129, 131, 134-139, 158,
188, 195, 213

Inventory, question template for, 100; 
sample , 101; types, 96, 97, 99

Involvement techniques, 99

J
Jigsaw learning, 6

K
Kolb’s Learning Style Inventory, 28

L
Lecture, 5, 7, 9, 11, 19, 25, 29, 34, 36, 42, 52,

59, 81, 85, 137; increasing participation
during, 55, 56, 65-76, 78, 80; organizing,
56, 58; sequencing, 63, 64; using, 56-58, 62
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M
Marshall, Jeanie, 28
Media, 11, 76, 177, 179-181, 190, 212
Methods Variety Scale, 3, 19, 20, 87, 182

O
Online learning, 185; facilitating, 186, 187;

pitfalls of, 186, 191; tools for, 186, 190

P
Partnership, 207-210
Polls, 30, 50, 68, 70, 71, 188-191
PowerPoint, 23, 60, 183
Practice checklist, 144, 166
Problem learners, 50, 51, 103, 196, 214, 219;

strategies for, 196-206
Pyramid of coins, 55, 79

R
Role play, 7-9, 13, 53, 69, 127; conducting,

140-141; purposes, 129-131; setting up,
129, 134-135; sample empathy role play,
129-133; sample skill practice role play,
129, 136-139

S
Self assessment. See Inventory
Session starters, allotting time for, 40, 42;

benefits of, 39-41; examples of, 47; for
difficult audiences, 39, 40, 50; purpose ,
39-41, 43; selecting, 39, 40, 45; types, 39,
48-50, 108  ; using music and graphics ,
39-41, 43, 51

Sequence information, 62

Short answer activities, 103
Simulations. See Games
Skill performance checklist, 145, 147, 148,

166, 167-168; rating scale for, 144, 168,
171-172; template for , 144, 169-170

Small group discussion, 8, 16, 25, 29, 59
Study groups, 6, 7, 58

T
Teaching project, 51
Technical training, 3, 4, 9, 10; methods

chart for, 12, 13
The Skilled Trainer Series, 2, 51, 174, 211,

213
Thinker, 33-36, 38
Trainer Style Inventory, 25, 27-33
“Trainer Type Inventory”, 28
Training method, 2-5, 10, 12, 13, 19, 25, 131,

197, 198, 201, 205
Training styles , 25, 27, 34; action plan, 27;

advantages, disadvantages, 27; enhanc-
ing, 27

Trainer Style Inventory, 25, 27-33; scoring,
33

“Training Style Inventory”, 28, 33

V
The Value of  “?”, 55, 66, 67 
Virtual classroom, 25, 43, 68, 70, 186, 187;

checklist for, 188

W
Wheeler, Mardy, 28
Work processes and procedures, 10
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