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After attending this session, you will be able to:
o
o
o
o

Identify and analyze training needs
Choose the right training design approach
Develop and write behavioral stated training objectives
Select and apply appropriate training methods and training techniques (e.g. role
playing, small group discussions, etc.) including appropriate steps to sequence
learning for adults
o Prepare a lesson plan
o Evaluate the effectiveness of the training
Activity
Think of a time when you conducted an excellent training session. Or think about a
situation when you observed someone else who gave an excellent training session.
Describe all the ways that the training was outstanding:

What is one thing you would like to improve upon in your ability to create a training
session?

Definitions of Skills
Training

Facilitating

Presenting

Helping people acquire the
skills, knowledge, and
competencies for behavior
change

Drawing out from the group
and helping the group to
work more effectively and
build agreements

Face-to-face speaking
intended to inform, influence,
inspire, or entertain

What skill(s) do you feel needs to be sharpened in your tool kit?
____________________________________________________________________________
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Trainer Self-Assessment
The following will enable you to think of areas of growth that you might like to work on.
 What are your greatest strengths as a trainer?
 What is the weakness that you would like to work on?
 How comfortable are you in identifying and analyzing training needs so that you can design
a program that meets the audience needs?
 How confident are you in choosing the right training approach and selecting training
methods that involve the audience?
 How familiar are you with adult learning principles and are you able to design training
programs that increase your learner’s understanding and retention?
 Do you know how to prepare a lesson plan and evaluate the effectiveness of your training?
 How is your nervousness?
 How is your delivery? Your body language, facial expression, and vocal tone?
 How comfortable are you:
o Using visual aids?
o Dealing with challenging behaviors in an audience?
o Answering questions from the audience?
 In past training sessions, did you feel like you prepared adequately, including creating an
effective training design and lesson plan?
 How do you currently involve your audiences?
 What would you like your audience to say about you at the end of the training?
 What would you like your audience to say about themselves at the end of the training?
 What would you like your audience to be able to do after your training session?
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Biggest Challenges
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o

Overcoming a feeling of uncertainty (Did the audience understand?)
Staying on track when people interrupt my train of thought
Boiling down the content into bites that the audience can digest
Too much material for the time and audience
Too much info on slides
Nervousness
Not having a smooth delivery
Receiving negative comments from the recipients
Keeping self confidence
Scheduling
Knowing the IQ level to talk to
Having dry information
Being over winded and not explaining clearly enough
Me!
Ensuring the information is meaningful
Answering questions, I'm not prepared for
Having a lack of experience

Other challenges:

Making Training Presentations with Ease and Confidence
Why Ease?
Why Confidence?
Con-fi-dence Noun.
1.
2.
3.

Self-Assurance
Trust or reliance
A trusting relationship

How to Build your Confidence
Know your subject

Organize your thoughts

Keep the message simple

Know your audience

Practice

Dress for success

Focus on the outcome

Get feedback

Say a prayer/meditate

Schedule time to prepare

Reinforce key concepts
throughout the training

Follow up with the
participants/meeting planner
after the training
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Principles of Effective Training
PRE TRAINING
o

Design your training with a plan to engage participants every 8 minutes. The Bob Pike
Group developed the 90/20/8 rule - a formula for best presenting content for adult
audiences. A class should break every 90 minutes so audience members understand &
absorb course material. Divide the course content into 20-minute segments to introduce
material into manageable portions. And the trainer should ask for audience participation
every 8 minutes to promote discussion and keep content interesting).

o

Get audience feedback and use various evaluation tools throughout the class.

o

Plan to include more information than you plan to teach. (Include additional resources in
Appendices or as follow-up documents).

o

Avoid only using your PowerPoint Slides for your participant materials.

o

Engage your audience with the material by including fill-in blanks.

o

You owe it to your audience to be as prepared as possible. Prepare - prepare - prepare
(know your topic, be acquainted with the outline, practice any visual media or
technology, create flip charts in advance of the class).

o

Every training activity needs to be tied to a specific learner outcome.

o

Design your training material with the audience in mind - what is a logical flow that
makes sense for your audience (and is easy for you to remember?).

o

Customize your training to the audience.

o

Plan to share stories, statistics, & quotes that will reinforce the training concepts.

o

Elicit the help of a Subject Matter Expert (SME) when you are unfamiliar with the training
topic. (Or consider inviting the SME to be a co-presenter or help field questions).

o

Design your training with opportunities for audience members to review the material.

o

Create your training with creative ways to solicit feedback throughout your training.

o

Create a training outline that includes time/topic/media/notes. (See Sample for this class).

o

Conduct a needs analysis to ensure your training meets the needs of the audience.

o

Share results of the needs analysis so audience is reminded that you listened to them.

o

Ask questions of the meeting planner/client before you design and deliver the training.

o

Manage participant expectations of the training by sharing the purpose/outcome and
reason for training in the training announcement.

o Develop and write behavioral stated training objectives (See pages 10 – 12).
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Questions to Ask before a Training Session
"Your questions should be pointed and information gathering."
(Jim Forte, Great Training starts with asking Great Questions)

1. What are the needs of the audience?
2. What action do I want my audience to take?
3. Who will be attending my presentation?
4. What do they already know about my subject?
5. How do they feel about the subject?
6. What is the #1 thing they would like to learn?
7. What are their challenges with the topic?
8. How long do I have to present on the material?
9. Is there a "SME" that I can consult with before the training?
10. Could I invite the "SME" to be a part of the training?
11. Is this training a mandatory requirement? (Are people "sent" to this training?)
12. Is management supportive of this training? (If so, what can I do to show their support to
the audience?)
13. Are there any challenging behaviors I need to be aware of?
14. Are there any issues that the team/agency is dealing with that could impact the training?
15. What are the training logistics?
o

Time of training

o

How long is the training?

o

Location of training

o

Specifics of the training room

o

What media is available?

o

Is there a media person on-site?

o

Cell phone of meeting planner

Other Questions:
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"Right Sizing"
Definition:
The process of designing and delivering your training programs to meet the needs of
your audience. After assessing the audience their needs, right sizing entails your
customizing your training outline, activities, and delivery to ensure that your training is
relevant, value-added, and practical.
Examples:
o
o
o
o
o
o

Asking those who will be attending the training what are their challenges?
Working with region staff to identify the environmental project concerns
Sharing lessons learned from statewide compliance issues
Organizing training around project actions/regulatory requirements
Creating activities based on the contract and environmental requirements
Inviting Subject Matter Experts to share in the class

Other Examples:

Preparation Basics to Remember
When Developing Your Training Design and Outline
o

What does the audience already know? What do they want to know?

o

Goal of the presentation:

o

Scope: What can I cover with the time limit?

o

What is the material that I MUST include?

o

What material can I cut or shorten?

o

What detailed information do I already have on the topic?

o

On what areas do I need to get more information?

o

What resources do I have available to obtain more information?

o

Start to develop a “top-level” outline of your training presentation using the points that you
came up with. Include those items that you “must” include and try to develop a logical flow of
thought.
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Pre Training - Application
Using the ideas that were shared in the class, discuss with a partner how you would "right
size" a training presentation that you either conducted in the recent past, or you will be
delivering in the near future.
o What are some ways you can discover the needs of your audience?

o What are the essential topics you need to cover with this audience?

o What are ways you can "right size" the training to fit the audience?

Ideas from the class:
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Behavioral Stated Training Objectives
“Instruction is successful, or effective, to the degree that it accomplishes what it sets out
to accomplish.”
-Robert Mager, Preparing
Instructional Objectives

What is an objective?
An objective is a description of a performance (or behavior) that you want your learners
to be able to exhibit before you consider them competent. An objective describes an
intended result of instruction, rather than the process of instruction itself.
-Robert Mager

A behavioral objective is a way of describing the objectives of a training session in terms
of what the learners should be able to do at the end of the training. It is essentially a
statement of what the learner will be able to do as a result of the training.
A Trainer’s Resources Guide - http://collections.infocollections.org/ukedu/en/d/Jt0012e/10.html and
Orange County-American Society of Training and Development Training Institute

What are the advantages of Objectives?
 They provide a roadmap for the trainer
 They provide a standard to measure whether the training was effective
 They guide the trainees in meeting predetermined objectives
 They keep the training “on track” by concentrating on the “need to know” rather than
“nice to know”
From Objectives/Sequencing Instruction” – OC – ASTD Training and Development Training Institute
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Behavioral Stated Training Objectives include:
1. What should the learner be able to do? (Performance or ACTIONS)
2. Behavioral objectives also can include Conditions (Under what conditions do you want
to the learner to be able to do it? (CONDITIONS)
3. Behavioral objectives also can include STANDARDS OF PERFORMANCE expected
of the trainee (How well must it be done?)

An effective Behavioral Training Objective includes: an outcome-oriented statement that
includes observable measurable actions using “action verbs” focused on what the learner
or trainee will do as opposed to what the trainer will do. Examples:
 Given the available foodstuffs (potatoes, fish, and vegetables), the trainee will
prepare a nutritionally balanced menu.
 Using any reference materials, be able to name correctly every item shown on
each of the ten blueprints.

How to Write Behavioral Stated Training Objectives
Application: Discuss with your group, do these objectives meet the criteria for effective
training objectives? What elements are missing?
1. After attending this session, participants will be able to practice LEAN tools.
2. Using the appropriate maintenance tools, calculate a customer’s bill.
3. Participants will know how to fill out the invoice accurately.
4. Given necessary materials, the learner will write a behavioral objective within five
minutes.
5. After attending this class, participants will be able to understand the meaning of this
state regulation – RCW 42-52.
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Behavioral Stated Training Objectives - Application
Using what you just learned about behavioral training objectives, create behavioral
training objectives for your own training class - either a training session you have already
designed or conducted or one that you will be writing in the future.
Your Training Topic:
__________________________________________________________________
Your Training Objective:
___________________________________________________________________
After attending your session, participants will be able to:

 ________________________________________________________________
_______________________________________________________________
 ________________________________________________________________
_______________________________________________________________
 ________________________________________________________________
_______________________________________________________________
 ________________________________________________________________
_______________________________________________________________
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Principles of Adult Learning (Andragogy)
How do you learn best?

Principles of Adult Learning:
1. Adults need to be ______________ in their learning.
2. Adults want to be able to incorporate their own _________________.
3. Adults

are

more

interested

in

learning

topics

that

have

immediate

___________________.
4. Adult learning is _______________________.

Based upon adult learning principles from Malcom Knowles, an
American Adult Educator, famous for the adoption of the theory of andragogy
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Sequencing and PERT Model
Sequencing relates to how you organized and order your training instruction. The way a
training session is organized can affect how your participants process and retain the
information.
PERT is one methodology to organize and order your training sessions:

P=

E=

R=

T=
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Developing Your Outline
I.

Opening (Make it attention-getting and yet concise enough so that the audience
knows where you will be going). (Consider an ice-breaker).
Transition Statement

II.

Main Point 1
Supporting Detail
Reinforce the main topics
Transition Statement

III.

Main Point 2
Supporting Detail
Reinforce the main topics
Transition Statement

IV.

Main Point 3
Supporting Detail
Reinforce the main topics
Transition Statement

V.

Conclusion
Summary of points covered
Call to act ion/Next Steps
Dynamic Close

Note: Throughout your training, consider creative ways to obtain feedback from your
audience so that you can adapt your training to the needs of the audience
Samples of Training outlines in Appendices Section
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ORGANIZE YOUR PRESENTATION
What is the objective of my presentation?

What are the main points of my presentation?

What does the audience already know about my topic? How do I anticipate their reactions to
my topic?

Introduction: (Attention-Getting/Helps the audience understand my topic)

Body of my Message
Point 1:
Supporting facts
Story or example
Humor?

Point 2:
Supporting facts
Story or example
Humor?

Point 3:
Supporting facts
Story or example
Humor?
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What are creative ways to get the audience involved in my presentation?

Delivery Skills
Use of body language, vocal variety, gestures, movement

Visual Aids
What visual aids would help me illustrate my points or help me better communicate my
points?

Questions and Answers:
Will I take questions throughout my presentation? Will I ask people to ask their questions at
the end of my presentation?

Timing - Do I have enough information for my presentation? If I have to cut my presentation
short, what are the essential elements to leave in? What can be taken out without disrupting
the flow or cohesiveness?

Conclusion: How can I summarize the material, make the end memorable and make my
goal clear? (Call to action, information, etc.)
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Organizing Tips
Know Your Audience:
 Technical Jargon?
 Reaction to topic? (Hostile/Apathy)
 Knowledge of topic? (Novice/Advanced)
 Special Circumstances
 Objective of speech (Giving information/selling an idea)
 Communication style of stakeholders or decision makers (Resultsoriented/facts-based/People)

Style of Speaking:
 Persuasive/Informative/Fact-based
 Informative/Entertainment/Info-tainment!

Audience-Focused:
 Do your research (Demographic data)
 Ask your audience before the training
 Engage the audience during the training
 Watch for messages from the audience
 Paint pictures by using vivid words and stories
 Watch out for “loaded” words that could offend the audience
 Respect your audience: Start and end on time

Using Visual Aids:
 Don’t depend upon them
 Practice using your equipment
 Organize your points with the media
 Stay engaged with the audience
 Include participant materials as appropriate
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Organizing Tips
(Continued)

Asking good Questions - Consider the power of asking questions (Great learning
happens through asking, not telling). See sample questions below
o What are your biggest challenges?
o What would be most useful right now?
o Tell me more.
o What other approaches might you take next time?
o How does it look like to you?
o What resonates for you?
o What do you mean?
o Can you say more?
o What would you have to do to make that happen?
o What resources do you have available to you?
o What are some of possible next steps?
o How can you retain what you learned?
o How can you apply what you learned?
o What will you do when you leave this training session?
o What obstacles do you anticipate?
o What is possible?
o What will you do? When will you do it?
o What was the lesson?
o To whom will you be teaching these skills?
o How can you remember what you leaned?
Jan Dwyer Bang, Jan@JanDwyerBang.com.
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Train the Trainer Class (Department of Ecology)
After attending this Train the Trainer Session, ECY participants will be able to:
1.
2.
3.
4.
5.
6.
7.

Understand the difference between training, facilitating, and presenting
Create Training objectives and lesson plans
Choose the right training approach
Select or design proper ice breaker/learning activities
Transition smoothly from one subject to the next
Identify different types of evaluation tools and learn when to use them effectively
Fine tune their training presentation including how to deal with disruptions, manage time, and
engage the audience

Summary of input from the survey: (23 surveys received - out of 26)
#1 thing would like to learn from the class:
o

o
o
o
o

o
o
o
o
o
o
o
o
o
o
o

o
o

Learning more about communication styles
and which styles work best for different
audiences/situations
How to teach to a known audience
Organizing
How to plan
How to keep audiences engaged and make
presentations fun and interesting even if the
subject matter may not be
Putting together scope and sequence of topics
for effectiveness, keep it interesting
How to get the message to stay with the
recipients
Best way to keep the audience's attention
The "basics" of establishing training
Techniques to communicate complex, lengthy
topics
How to present information in a clear, calm,
and confident manner
How to present without being nervous or
insecure
How to make information concise and easily
learnable
Something new.
Structuring the training experience
Tools to present to an audience with a very
mixed level of education and knowledge about
water quality issues
Improve training capacity
How to assemble and present information in
an efficient manner. How to predict and
answer questions and concerns
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Your biggest challenge in presenting training is …?
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o

Overcoming feeling of uncertainty (did the
audience understand, etc.)
Too much info on slides
Nervousness
Smooth delivery
Making videos to post online, etc.
Limiting the material to time and audience
Negative comments from the recipients
Keeping self confidence
Scheduling
Staying on track when people interrupt my train
Boiling down the content into bites that the
audience can digest
Knowing the IQ level to talk to
Dry information
Being over winded and not explaining clearly
enough; present ideas clearly
me
Ensuring the information is meaningful
Being in front of a large audience
Answering questions, I'm not prepared for
Lack of experience

20

Train the Trainer Outline Excerpt (Department of Ecology)
DAY 1
Time

Topic

8:30-8:45

Introduction & Ground Rules
o Welcome
o Logistics/Safety
o Review Agenda for the day
o Review Learning Outcomes
o Thank people for the survey
responses
o Purpose of Training and Reason
for training
o Recording for future use
o Ground rules
o Parking lot/Question
box/Training Resources flip
chart

Flip Chart
Slide

Participant introductions - 30 seconds
each
o Share Name/Job Title (What
does the state pay you to do?
o Your challenge with training
o Something others don't know

Slide/Chart

8:459:05

Media

Notes
Remind participants that each
person will be asked to conduct a
short presentation on Day 2 -focus
on the positive - this is a positive
learning environment
Remind participants that the class
will be recorded for future use
(excluding their presentations)

Purpose of the participant
introductions at the start of the
class - relationship building and
allows for a quick opportunity for
each person to present
Assign time keeper so
presentations are limited to 30
seconds
Jan to chart challenges

9:05-9:15

Discussion Questions: Qualities of an
effective training presentation/one
thing they would like to improve upon

Slides
Participant page 3

Jan to thank people for their survey
results - share how this training is "right
sized" to the audience
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Train the Trainer Outline Excerpt (Department of Ecology)

DAY 1 (Continued)
9:15-9:25

9:25-9:45

Definitions & Trainer Self-Assessment
o Difference between training,
presenting, facilitating
o Self-Assessment
o Biggest challenges
o The Goal: Making training
presentations with ease and
confidence
PRE Training
o How to prepare for a training
o Things you need to do before a
training session begins
o Questions to ask the
client/meeting
planner/audience
o Exercise and application

9:45-9:55

BREAK

9:5511:00

Training Preparation
o Creating Training objectives
and lesson plans
o Thinking about evaluation
methods during the pre
planning phase
o How to take a "dry" topic" and
design the training with
creativity

Slides
Participant material
pages 3-5

Self-Assessment allows
participants to currently assess
themselves and provides an
opportunity for them to work
on areas of growth

Participant material
pages 6-9
Slides

Share "Trainer Planner
Worksheet” - Dept. of
Transportation

Participant material
pages 10-19
Slides

Participants were asked to bring
sample of training outlines.
Participant materials will have
samples of outlines.

This section will cover: needs analysis,
how to create a logical flow to the
training, importance of designing
learning activities, how to create
behavioral-based learning objectives,
and using stories with the particular
audience in mind
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Principles of Effective Training
DURING TRAINING
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o
o

Be yourself when your training - don't copy or imitate someone else's style
Training and speaking is a "privilege."
You are always on stage.
Plan to arrive early to the training class.
Get to know your participants before the training begins.
It is OK that you don't know everything there is about the subject.
It is OK if you can't answer every question.
Tell your audience how you will handle questions (will you field questions throughout
your training or hold them for the end of the training).
Help your class members create training norms or ground rules at the beginning of
the class.
Training is not about the trainer - but about the positive growth and change on the
part of the participants.
Audience-focused training honors the experiences that each person brings to the
class.
No one likes to be talked down to from an "expert."
You are the "steward" of the group - you have a responsibility and an obligation to
protect the emotional and physical safety of the group.
Model the behavior you want your participants to demonstrate.
Even if you have delivered the training material one hundred times, it is the first time
that an audience member has heard the information from you.
If you are not passionate about the topic or the training, you can't expect your
audience to be passionate either.
Every training class is different based upon who is in the audience.
If you are distracted, others are distracted as well.
Refrain from saying "This is the first time I've presented this..." or "You are the
guinea pigs for this material."
Part of the learning comes from the participants themselves- create learning
activities that help audience members share ideas, network, and learn together.
When co-teaching, follow these guidelines:
o You are a "team" - so how you react to your co-teacher speaks volumes to
the class.
o Sit down before the training to figure out who's training on what topic.
o Honor your co-teacher by reinforcing the points he/she made.
o If your co-teacher provides an incorrect response - honor that person while
providing the correct response.
o Work together on the kinds of "signals" you will make for each other regarding
time
o Create "smooth" transitions so that the training does not appear "choppy"
o Work together - not against each other
o Honor the differences in style
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SPEAK EASY

S = Stabilize Your Fear
P = Prepare and Organize Your Training
E = Energize Yourself and Your Audience
A = Accept Opportunities
K = Know Your Audience
E = Establish Rapport
A = Acknowledge Their Viewpoint
S = Show that You Care
Y = Yearn for Growth
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Stabilizing Your Fear
o Preparation
o Practice
o Successful experience
o Positive Self-Talk
o Visualizing

ICE BREAKERS & TRAINING ACTIVITIES
Purpose:
Allows the audience to:
 See that you have "right-sized" the training to them
 Start building relationships with each other.
 Start building relationships with you as the trainer.
 Buy-in to the training
 Get interested in the topic
 Experience their learning in an experiential and memorable way


Increase their receptivity to the training

Principles:
 Design the ice breaker and training activity with a specific purpose or goal.
 Provide clear instructions.
 Align the ice breaker/training activity to the topic
 Debrief the ice breaker/training activity (if appropriate)
 Refer back to the ice breaker/training activity to highlight key learning's.

Jan Dwyer Bang, Jan@JanDwyerBang.com.
All rights reserved
10/18/2016

25

Training Activities
Adapted from "Energize the Way you Train" by Kim Wells & Cynthia Clay (ASTD National Conference, 1995)

Low Risk

Medium Risk

High Risk

Lecture

Role Play

Kinesthetic Exercises

Q&A

Skills Practice

Experiential Exercises

Discussion

Story Telling

Improvisation

Frame: Set up and create the Context
o This is an exercise about...
o As you participate, pay attention to...
o When we've finished, we'll discuss...

Conduct: Deliver instructions and monitor progress
o To participate, follow these guidelines
o Explain the roles, expectations, and assignments
o Provide written & verbal instructions for more complex activities
o For activities that require physical movement, make sure that everyone can
participate

Debrief: Encourage relevant discussion and application
o Ask open-ended questions about group and individual progress
o What did you notice about...?
o What happened when...
o How did we...
o Connect observations to the frame or context established at the opening
o What does this exercise reveal about our approaches to...?
o What does it take to be an effective...?)
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Additional Ways to Involve your Audience
Adapted from How to Create High-Content, High-Energy Presentations by Nancy Mueller

1. Humor
2. Variety (Vocal variety, topic variety, etc.)
3. Handout materials
4. Passion for the topic
5. Snacks and beverages
6. Movement
7. Photos in slides
8. Use participant names
9. Small group discussion
10. Asking questions:
a) Ask Open-Ended questions (Open-ended questions are questions designed to elicit
responses more than just a "yes" or "no")

b) Use questions to see if the participants are grasping the material ("From what we just
discussed, what are the ways you can engage your audience?")

c) Ask questions can help the participants reflect on the topic personally ("Why do you
think this topic is so important to today's workers?")

d) Ask questions to assess how likely participants are going to use the material in their job
("How will you apply what you learned today in your job?")

e) Make sure you wait for the responses to the questions (Remember that some people
are reflective thinkers and need the time to think about their responses. Consider
providing participants a place to write down their responses, especially helpful for those
who may not feel comfortable in sharing their responses verbally).
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Training Activities
(From WS DOT - Virginia Stone)

1. Fill in the blank (aka guided note taking).
2. Group Work (Pair and Share, small group, or large group).
3. Ask questions (Ask participants to get in group and share their responses).
4. Games
a. Jeopardy
b. Bingo
c. Grab that spoon … Each Learner writes a review question and answer on an
index card. Place a spoon in center of table. Each learner reads their
question. First to grab the spoon answers the question. If correct, they get
one point. If incorrect, they deduct one point. Most points wins.
5. When an object is passed your way, tell us a word or phrase that sums up what
you’ve learned during this training.
6. Graffiti wall … When break is over, everyone uses a marker to write opinion,
comment, or question about the topic.
7. Dear Abby … Develop a scenario where someone needs help from an expert.
8. Do quizzes to find out what participants know or have learned.
9. Brainstorming (flip chart, note cards, one-minute paper to write down everything
participants can think of)
10. Cards in categories
a. Sequencing. Hand out cards for participants can put in order.
b. Grouping … Participants put cards (one subject per card) in the correct group.
11. Role Playing
12. Case Studies/Scenarios
13. Learning cube (roll dice and choose scenario)
14. Dots
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Delivery Skills

o

Body Language

o

Eye Contact

o

Vocal Inflection

o

Words

Using Visual Aids
People remember 10% of what they hear and 25% of what they see and 65% of what
they hear and see together!

Creating Slides

Using the Flip Chart

Using the White Board
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Visual Aids Do's and Don'ts
Do:
o Engage the audience with your visuals
o Clearly communicate your information
o Make your visuals visible to your entire audience
o Allow the time for your audience to see your visuals
o Limit your bullet points to 5 or 6 per slide
o Stay with a consistent font and "theme" in your slides
o Use a 28-34 Font Size for your Slides
o Stick to a few key words in your text

Don't:
o Crowd your information on your slides
o Rely on your visuals
o Talk to the visuals instead of to your audience
o Use a lot of numbers in your slides

From:
12 Tips for Creating Better PowerPoint Presentations http://www.microsoft.com/atwork/skills/presentations.aspx#fbid=y2XvI8DcUh3
(Stephanie Krieger)
10 Tips for Using Visual Aids - http://www.wittcom.com/tips_for_using_visual_aids.htm (Chris Witt, Witt
Communications)
PowerPoint Presentation Advice - http://www.cob.sjsu.edu/splane_m/presentationtips.htm
(Mike Splane, 2006)
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Audience Involvement
“Perhaps there is no life after death – just more lectures.”

How do we get our audience involved?
o Use relevant statistics, examples, quotations
o Create interesting Slides
o Paint mental pictures by using stories
o Connect with the audience before the presentation, during the presentation,
and after the presentation (Remember, you are ALWAYS on stage)
o Use your body language and vocal tone to make your message come alive to
the audience
o As appropriate, ask the audience questions and even have them participate
in activities and sharing amongst themselves

Handling Questions (Q & A Session)
o Select your preference for handling questions
o Anticipate questions as you plan your talk.
o Take control.
o Be honest if you don’t know the answer
o Handle objections
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Dealing with Challenging Behaviors
The Silent Person

The Complainer

The Negative

The Joker

The Talker

Side Conversations

Tangent Taker

The Latecomer

The Sniper
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Principles of Effective Training
POST TRAINING
The role of the employee’s direct manager before and after the development
experience has the most impact on the transfer of training.
(Mary Broad, Transfer of Training)

o Create an effective evaluation form (See next page for sample questions)
o Consider ways to help the participants to take action on the training after the class.
o Encourage the audience to identify the top 1-3 things they learned and what to apply
in their work.
o Offer ways for participants to network with each other after the class is over.
o Encourage participants to "teach someone else" the material.
o Think about ways you can ensure the training investment was worth it - can you
observe participants using the skills in their work-site after the training? Can you tie
the training to an increase in customer service, etc.?
o Solicit testimonials
o Act on the feedback and make sure that participants know that you changed material
based on their feedback

“Training can only elaborate on that which already exists; it cannot
create new behavior for an environment that will not support it.”
(Alex Mironoff, “Teaching Johnny to Manage.”)

It is essential that top management participates, supports, and
models the strategies that will be discussed in the training.

As William Weisz, Chief Operating Officer at Motorola states,
Q: “How does top management (at Motorola) show its support for training?”
A; “The first is by our example. We participate. We go through training
ourselves to set an example.”
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Sample Evaluation Questions
(Adapted by WSDOT, Virginia Stone)

Training Evaluation

Training Announcement
1. Include Date, Time, Location
2. How to register
3. Clear Purpose/Learning Objectives

Training/Workshop
1. Did the trainer achieve the purpose and learning objectives?
2. Was the trainer well prepared?
3. Describe the trainer’s presentation skills.
4. Describe the trainer’s communication skills.
5. Describe the trainer’s facilitation skills.
6. Did the trainer engage the audience?
7. Did trainer strategically ask questions to draw information from attendees?
8. Did the trainer incorporate all adult learning styles? (Which ones need work?)
9. Was the training timely, relevant, and practical?
10. Did the trainer adapt material to audience?
11. Were the key points reinforced during the review?
12. Was there enough time for wrap-up?
13. Did the trainer offer frequent breaks?
14. Was the PowerPoint too long or did the slide contain too many words? (rate
effectiveness)
15. Was the evaluation designed to provide feedback to help trainer improve class?
16. How well did the trainer respond to questions?
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Wrap – Up and Summary
o Key Learning’s from this Course:

o Self-Assessment Review

o Specifically, how have you improved your training presentations so that in the
future, you can deliver training presentations with ease and confidence?

Resources
Arch, Dave and Ivar Torgrimson. Flip Chart Magic, Human Resource Development, 1999. **
Broad, Mary and John W. Newstrom. Transfer of Training: Action-Packed Strategies to Ensure High PayOff from Training Investments, Perseus Books Group, 2001.
Clark, Ruth. Developing Technical Training: A Structured Approach for Developing Classroom and
Computer-Based Instructional Methods, Pfeiffer, 2007.
Gleb, Michael J. Present Yourself! Jalmar Press, Rolling Hills Estates, CA 1988.
Hoff, Ron. I Can See You Naked – A Fearless Guide to Making Presentations, Andrew and McMeel,
Kansas City, 1988.
Kirkpatrick, Donald A. Evaluating Training Programs: The Four Levels, Berrett-Koehler Publishers, 2006
**
Kirkpatrick, Donald A. Another Look at Evaluating Training Programs: The Four Levels, American Society
of Training & Development, 1998. **
Mager, Robert F. Preparing Instructional Objectives, Lake Publishing Company, 1984.
Malouf, Doug. How to be the Best Speaker in Town, Business and Professional Publishing, Chatswood,
NSW, Australia, 1995.
Pike, Bob. Creative Training Techniques Handbook: Tips, Tactics, and How-To's for Delivering Effective
Training, Human Resource Development, (2003).
Pike, Bob and Chris Busse, 101 Games for Trainers, Human Resource Development, 1995. **
Pike, Bob and Chris Busse, 101 More Games for Trainers, Lakewood Publications, 1995. **
Pike, Bob and Dave Arch. Dealing with Difficult Participants: 127 Practical Strategies for Minimizing
Resistance and Maximizing Results, Pfeiffer, 1997.
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Resources
(Continued)
Pike, Bob, and Lynn Solem. 50 Creative Training Openers and Energizers, Pfeiffer, 2000.
Pluth, B Becky Pike. 101 Movie Clips that Teach and Train, Pluth and Pluth, 2007.
Scannell, Ed. The Big Book of Brain Building Games; Fun Activities to Stimulate the Brain for Better
Learning, Communication, and Teamwork, McGraw-Hill, 2009.
Silberman, Mel. 101 Ways to Make Training Active, Pfeiffer, 2005.
Ukens, Lorraine. Energize your Audience: 75 Quick Activities that Get them Started, and Keep them
Going, Pfeiffer, 2000.**
Toastmasters International Video, “Be Prepared to Speak”
** (Available in Skillsoft)

Websites:
(For Designing a Training Program)
http://ctb.ku.edu/en/tablecontents/sub_section_main_1111.asp (The Community Tool Box - Contributed
by Jenette Negy)
(Different types of Evaluation Tools)
http://www.mindtools.com/pages/article/kirkpatrick.htm (Mind Tools: Essential Skills for an Excellent
Career)
(Examples of Ice Breakers)
http://www.mindtools.com/pages/article/newLDR_76.htm (Mind Tools: Essential Skills for an Excellent
Career)
http://halem.edublogs.org/files/2008/09/games-and-icebreakers-from-action-without-borders.pdf (Idealist
on Campus - Action without Borders)
(Designing PowerPoint Slides)
http://www.washington.edu/research/.SITEPARTS/.documents/.osp/Best_Practices_for_Using_PowerPoi
nt_for_Training.pdf (Best Practices for Using PowerPoint for Training)

Blogs:
http://tsmagala.wordpress.com/2010/09/20/how-to-maximize-the-application-and-impact-of-training/ (How
to Maximize the Application and Impact of Training by Tina Smagala, Rochester Regional Director, RV
Rhodes, 9/20/10
http://blog.kevineikenberry.com/setting-goals/achievement/read-this-before-you-attend-your-next-trainingsession-2/ (Read This Before You Attend Your Next Training Session by Kevin Eikenberry, 4/23/12)
http://www.thesaleslion.com/give-greatest-presentation-your-life/ (10 Tips on How to Give the Greatest
Presentation of your Life, by Marcus Sheridan)
http://www.bobpikegroup.com/Resources/Beckys-Blog/9 (What's Your Question, Becky's Blog, October
11, 2012).
http://www.mindflash.com/blog/2012/04/great-training-starts-with-asking-great-questions/ (Great Training
Starts with Asking Great Questions, 4/3/2012, by Jay Forte)
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ORGANIZE YOUR PRESENTATION
What is the objective of my presentation?

What are the main points of my presentation?

What does the audience already know about my topic? How do I anticipate their reactions to
my topic?

Introduction: (Attention-Getting/Helps the audience understand my topic)

Body of my Message
Point 1:
Supporting facts
Story or example
Humor?

Point 2:
Supporting facts
Story or example
Humor?

Point 3:
Supporting facts
Story or example
Humor?
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What are creative ways to get the audience involved in my presentation?

Delivery Skills
Use of body language, vocal variety, gestures, movement

Visual Aids
What visual aids would help me illustrate my points or help me better communicate my
points?

Questions and Answers:
Will I take questions throughout my presentation? Will I ask people to ask their questions at
the end of my presentation?

Timing - Do I have enough information for my presentation? If I have to cut my presentation
short, what are the essential elements to leave in? What can be taken out without disrupting
the flow or cohesiveness?

Conclusion: How can I summarize the material, make the end memorable and make my
goal clear? (Call to action, information, etc.)
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Dealing with Challenging Behaviors
The Silent Person – Person who never offers a contribution to the discussion
o Ask directed questions
o Have a group activity that will include them
o Ask their opinion on issues you know they have ideas about and then make
positive comments to encourage them
o Halt interruptions and criticism from other members so that shy members feel
comfortable participating
The Complainer – Person who complains about every new idea, typically with the
words “That will never work!”
o Counter with positive
o At beginning, create norms. Refer to norms while behavior is occurring
o Every time they complain, ask them what ideas they have
The Negative - Person who is pessimistic or negative about every topic, option, or
action
o Counter their reactions with enthusiasm
o Ask them, “What ideas do you have that you can share with the group?”
o Try to seek some point of agreement in what they are saying
The Joker – Disruptive person who uses inappropriate attention-getting behavior which
he or she finds humorous
o Encourage joker in situations where humor can actually help the tension
o Ignore joker when it is time to get back to the topic
o Talk with joker off-line and share the impact of their humor on the group’s ability
to reach its goals
The Talker – Person who takes up disproportionate amount of airtime with his/her
contributions
o
o
o
o
o

Thank them for their ideas, then ask for reactions from other group members
Interrupt, repeat last phrase, and ask someone else to comment
Use your eye contact to avert your gaze to other people in the room
Ask they help in encouraging quiet members to participate
Put them in a role where talking is difficult, (i.e., recording ideas on a flip chart)
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Dealing with Challenging Behaviors
Side Conversations – Person who conducts side conversations with other team
members rather than taking part in whole team discussion
o Move closer to, or look at, offending members
o Restate the last idea expressed and ask for comments from the talkers
Tangent Taker – Person reminded of something besides the topic and takes the group
off track
o Look for an opening to say “thank you” and move the conversation to someone
else
o Restate the topic that the group is discussing
The Latecomer – Person who comes into meeting late
o Begin on time – don’t wait for everyone to show up
o As people arrive late, ask them to join the group and tell them what page you are
on (and if extremely tardy, ask them to catch up with you on the next break)

The Sniper – A person who attacks you personally
A sniper is someone who attacks you personally. It is the most challenging of all
behaviors because your reputation, credibility, and the audience’s confidence in you are
at stake. Remember, you are “always on stage” even when you are getting sniped!
Seven key steps to follow when you get sniped:
1.

Control your own emotions – count to 10

2.

Clarify to make sure you understood

3.

Paraphrase so that he/she knows you understand

4.

Ask the class what their opinion is. (Most of the time, they won’t agree with the
comment, so now you have the class “on your side”)

5.

Suggest that you put his/her issue on the “parking lot”

6.

Discuss off-line if needed

7.

Be flexible – remember, the sniper may be right!
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Agenda: 201X Environmental Compliance for the Kelso Area Office
Date:
Location:
Time:
Presenters:

May 9th, 201X
Kelso Area Office – 2400 Talley Way Kelso, WA 98626

8:00 A.M - 2:00 P.M
Eric Wolin, and others

Training Purpose: To raise staff awareness regarding the project-specific environmental
requirements associated with the three bridge construction projects the Kelso Area Office will be
administering this summer.
Training Goal: To reduce the risk of a violation being issued to the Kelso Area Office.
Training Objectives:
1. Name three activities associated with bridge construction that present a risk for noncompliance.
2. Explain requirements associated with in-water pile installation, removal, and disposal.
3. Name three threatened or endangered species that occur within the project areas.
4. Recognize field situations that require action and non-compliance reporting.
5. Describe what to do if you encounter cultural resources.
6. Explain how to respond to a spill.
Time

Topic

8:00 – 8:15
8:15 – 8:30
8:30 – 9:00
9:00 – 9:10
9:10 – 9:45

Welcome, safety five, and purpose of training – Jennifer and Eric
Brainstorm risky activities that apply to bridge projects - All
Threatened and endangered species – DeeDee Jones
Break
Discuss project specific environmental requirements - All
- Temporary pile restrictions
- Noise and marine mammal monitoring
- Water quality sampling and compliance
Environmental Situation activity to reinforce risks and requirements –All
Break
Cultural Resources compliance – Roger Kiers
Recap training objectives - Eric
Lunch Break
Spill prevention and response – Eric
Course evaluations and adjourn

9:45 – 10:30
10:30 – 10:45
10:45 – 11:45
11:45 – 12:00
12:00 – 1:00
1:00 – 1:45
1:45 –2:00
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A: WSDOT and Wetlands: The Big Picture
What is a wetland?:
US Army Corps of Engineers Definition of Wetlands:
“Those areas that are inundated or saturated by surface or groundwater at a
frequency and duration sufficient to support, and that under normal circumstances
do support, a prevalence of vegetation typically adapted for life in saturated soil
conditions. Wetlands generally include swamps, marshes, bogs, and similar areas.”
They do not have to be inundated year round. They can dry up in the summer.
What criteria are essential for an area to be considered wetland?
The Three Wetland Factors:
Hydrophytic vegetation (sum total of macrophytic plant life that occurs in areas
where the frequency and duration of inundation or soil saturation produce
permanently or periodically saturated soils of sufficient duration to exert
controlling influence on the plant species present)
Wetland hydrology (inundated or saturated to the surface continuously for at least
5% of the growing season in most years (50% probability of recurrence)
Hydric soils (soils that formed under conditions of saturation, flooding, or ponding
long enough during the growing season to develop anaerobic conditions in the
upper part)
See Section C for more on the three wetland factors.
Wetland Classification
There are the two major classification systems in use today by wetland scientists in
the United States.
The USFWS System was developed in 1979 by Cowardin, et al. primarily as a
tool to separate wetlands by the kinds of plants and habitat in them. Used for
National Wetland Inventory mapping consistency. 30 years old.
The HGM System developed as a tool to assist in assessing wetland functions. It
was developed by Brinson in 1993 for the USACE.
WSDOT and Wetlands: The Big Picture – Figure A-1
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The mitigation process (simplified)
A planned construction project may cause impact to wetland or other sensitive
area.
A wetland biologist performs wetland delineation to determine wetland acreage,
functions, and rating of and potentially impacted wetland area.
The biologist works with the planner and designer to follow the mitigation process:
Avoidance - minimization – mitigation.
The permit and documentation process is completed.
The mitigation site is constructed.
After the mitigation is constructed
The site is protected on the landscape with signs and fences.
Right of way plans are submitted to the resource agencies as well as documented in
WSDOT materials (hard and electronic) to avoid future impacts to the area.
As-builts are created to document the baseline grading and planting of a mitigation
area. These are important tools for the wetland monitoring professional.
Monitoring Begins
The site is handed off from the region or mode within WSDOT that designed and
will manage the site.
Goals and objectives from the Wetland Mitigation Report and Environmental
Permits drive the site monitoring.
Annual Monitoring Plans are developed from these documents.
Sample Designs are created and monitoring takes place.
Feedback is given to site managers.
Adaptive management is conducted.
Data is analyzed and Annual Reports are written.
http://www.wsdot.wa.gov/Environment/Wetlands/Monitoring/reports.htm
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Figure A1: WSDOT Region map.

Mitigation Site Closeout
• Following final year of monitoring site closeout is negotiated with regulatory
agencies
• Early closeout can be perused if ….
o the final performance standards, goals, objectives and permit requirements are
achieved two years in a row.
o adequate wetland acreage is present on the mitigation site as described in the
mitigation plan and permits.
• Early closeout saves the agency time and money in both site management and
monitoring.
Dual Function Monitoring Program
Compliance with regulatory agencies.
Feedback to site managers and region designers.
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WSDOT Refresher Compliance Course – Outline
1) Refresher topics:
a) Environmental commitments
 Review permits/notifications.
 Review specifications.
 Review responsibilities.
 Revise/add/update as needed.
b) Water Quality/erosion control
 NPDES/401 Certification requirements.
 Demonstrate instrument use (turbidity/pH meter (or strips)). WSDOT
staff are supposed to use a pH meter (not strips) because they are more
accurate.
 Recommendations to contractor. What would this include?
 Documentation/reporting demonstration? What would this include?
c) ECAP
 Know your role.
 Who to contact?
 What situations cause ECAP?
 Common sense – do something about the problem.
d) HAZWOPER
 What to do (in case of spill, non-identified condition)?
 Who to contact?
 Who can help?
2) Agency (inter- or outer-)/class member presentation
a) Ecology representative from local region – give agency perspective.
b) WSDOT-REM from local region-give agency perspective
3) Field trip (Do we have funds to rent a bus for the class) We used to do this in the past
and discontinued site visits for logistical, liability and safety issues.
a) Site visit.
b) Coordinate/locate construction site to visit with each regional contact.
c) Get permission to enter and view construction site.
d) Handout: Identify non-compliance issues/areas of improvement with construction
site – discuss in class.
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Course Outline: Environmental Permitting for Design Engineers

WSDOT, Southwest Region
April 29, 201X – Southwest Region HQs Room 124

Subject:
1. Introductions/Course Introduction/Objectives
2. Overview of Environmental Office
 Purpose
 Roles/Responsibilities
 Coordination
 Helpful Hints
3. Overview of Environmental Process
 Environmental Process vs. Design Process
SCOPING – project definition
4. Environmental Review Summary (ERS)
 Providing Project Information
o ERS Request Form
 Purpose of ERS Request Form
 Communicating Changes
5. A Tale of Two Projects Case Study
 Overview of two sample projects
o Paver w/ Guardrail Upgrades
o Corridor Widening
Group Activity – Fill out ERS Request form for
Case Study
Break
DESIGN – Environmental documentation
6. Wetlands/Jurisdictional Ditches
 Wetland Delineation
 Jurisdictional “Talent” Ditch Assessment
 Wetland Mitigation Site Selection
7. Endangered Species Act (ESA)

8:00 am –3:00 pm

Presenter

Class
Time

Time

Barb Aberle/Erin
Gardner

20

8:00-8:20

Barb Aberle

10

8:20-8:30

Cameron Kukes

15

8:30-8:45

Michelle
Jacobs-Brown

10

8:45-8:55

Matt Harding

5

8:55-9:00

Matt
Harding/Michelle
Jacobs-Brown

25

9:00-9:25

15

9:25-9:40

Tom Kohl

15

9:40-9:55

Angie Haffie
Dee Dee Jones

20

9:55-10:15

and other issues related to Fish, Wildlife, and Plants




Purpose & Trigger
Biological Assessments (BA)
o No Effect Letters
o Informal Consultation
o Formal Consultation
o Information needed for a BA (form)
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8. Cultural Resources
 Section 106
 Executive Order 05-05
o Information needed
9. NEPA / SEPA Documentation
 What is NEPA/SEPA?
 NEPA (CE) & SEPA (CE)
 NEPA (DCE) & SEPA (DNS) Checklists
 NEPA (EA/EIS) & SEPA Adoption
o Information needed

Scott Smithline

10

10:15-10:25

Erin Gardner

10

10:25-10:35

15

10:35-10:50

Vickie Albert

25

10:50-11:15

Matt Harding

10

11:15-11:25

Matt Harding

15

11:25-11:40

Break
DESIGN – Environmental Permits
10. Federal & State permits/approvals
 Corps Permits
 Water Quality Certification
 Coastal Zone Management Cert.
 Coast Guard Permits
o Information needed
11. State permits/approvals
 Hydraulic Project Approval-HPA
 Fish Passage Barriers
o Information needed
12. Local permits
 Shoreline Permit/Exemption
 Floodplain Development Permit
 Critical Area Ordinance (CAO)
o Information needed
13. Permits Potentially Required for Clearing,
Excavating and/or Filling
 NPDES permit
 Clearing/Grading Permits
 Forest Practices Permit
o Information needed
14. Permits/Approvals Potentially Required for
Specially Designated Lands/Sites
 4(f) Resources (i.e. parks)
 NSA Land Use
 USFS Concurrence/Special Use Permit
 Tribal Permits/Consultation
o Information needed
LUNCH BREAK
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Katie

10

11:40-11:50

10

11:50-12:00

1 hour

12:00-1:00
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DESIGN – Environmental Permit Requirements
15. Permit Requirements
 Temporary Erosion Control (TESC Plan)
 Permanent Stabilization
 Roadside Restoration
o Information needed
Group Activity –Identify documentation and
permits needed for Case Study
Break
CONSTRUCTION
16. Compliance During Construction
 Commitment Tracking System
 SWR Environmental Compliance Plan
 Following Permit Conditions
 Violations
 Liability
o Penalties & Fees
o Reputation
o Credibility
EMERGENCY PROJECTS
17. Emergency work
 Notifications required
 B. “After-the-fact” Permitting/Documentation
needed
18. Answer any remaining questions/Summary of
Course Objectives
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Dan Corlett

45

1:00-1:45

Erin Gardner or
other?

30

1:45-2:15

15

2:15-2:30

Barb Aberle

10

2:30-2:40

Erin Gardner

5

2:40-2:45

Barb Aberle/ Erin
Gardner

15

2:45-3:00
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