ANSI Z490 Implementation Guide


Training Delivery

Introduction

ANSI Standard 

The ANSI Standard’s content outlines some of the many best management practices (BMPs) for environmental health and safety (EHS) training including training delivery.  Training delivery is likely the only aspect of the training that the students will directly observe and actively participate in.  Although all aspects of training are key to a successful training session, training delivery tends to get most of the attention.  As the saying goes, it is where “the rubber meets the road” when it comes to training.  Therefore implementation of these BMPs are vitally important to a successful session.  This chapter will describe how to go about implementing the ANSI standard’s BMPs on training delivery.  

Adult Learning Principles (ALPs)

The ANSI standard details some of the many adult learning principles (ALPs) that form the basis for truly effective training.  Unfortunately, most EHS training is mandatory and repetitive in nature, which is exactly the opposite of how true adult learning should be conducted.  Based on this apparent catch 22, it is even more important that EHS trainers follow good, effective ALPs.  

Trainer Criteria and Qualifications

Subject matter expertise

Of course it is important that every trainer be an expert in at least the subject matter that they are presenting to the students.  A detailed knowledge of the material is requisite for a trainer.  This does not mean that they have to know everything.  If asked a question for which the trainer does not know the answer, they should always honestly answer that they don’t know, but should know how to find the answer and endeavor to do so at the next opportunity.  

In addition to knowledge of the material, the trainer should have the requisite skills and abilities.  Be it how to properly don and doff various personal protective equipment (PPE) or how to develop a health and safety plan, the trainer should be equally well experienced in the subject matter.  Besides the subject matter, the trainer should be a skillful trainer, adept at conducting effective training.  

Training delivery skills

Trainers should endeavor to only use techniques and methods that are appropriate to adult learning.  There are many techniques and methods that are appropriate and a seemingly equal or greater number that are inappropriate to effective adult learning.  One of the primary methods is that of the role of the trainer as facilitator of training.  

Adult learners are typically very self-directed.  As such, the trainer should facilitate the learning by eliciting the student’s natural tendencies toward areas of interest.  Unfortunately, many trainers assume that their role is to stand up in front of the class and lecture to the students.  This is exactly the opposite of what effective adult learning dictates.  Rather the trainer should think of their role akin to that of an orchestra conductor.  The conductor does not perform the actual music, but rather plays the lead role in conducting or facilitating the music by the members of the orchestra.  Analogously, the trainer should facilitate the learning for the students as equally active participants and partners in the learning process.  

Obviously trainers should be both neat and well groomed.  A trainer who is either a slob or slovenly sends the wrong message about the value placed by the trainer on the training based on their appearance.  While “appearances are deceiving” and one shouldn’t “judge a book by its cover” are both true, it is also true that one “never has a second chance to make a good first impression”.  This includes being “appropriately” dressed as well.  While wearing dirty, torn work clothes would likely be inappropriate, so equally would be wearing a formal tuxedo.  Being appropriately dressed usually means being dressed at or slightly above the general level of dress of the students.  

Anyone’s posture, gesture, and/or body language will send a message, be it intended or not.  Certainly this is even more important for the trainer to be aware of in their demeanor in front of the class.  As should be obvious, standing with arms folded across the chest sends a message of defensiveness.  Looking away implies that the trainer is not paying attention to the student asking a question.  Constantly checking one’s watch would indicate to the students that the trainer can’t wait for the training to be over.  Fidgeting indicates general distraction by the trainer and consequently the same for the students.  This is not to say that a good trainer is one who stands rigidly at attention the entire time either.  A certain degree of animation by the trainer shows an energy and emphasis on the training.  

Vocal elements are equally or perhaps even more important.  Whether the trainer speaks loud or soft, fast or slow depends on several factors.  In general effective oral communication requires a well-moderated voice that is neither too loud nor too soft for the room.  The same would go for speed of voice – it should be based on the need of the students to be able to actively listen and digest the material being discussed.  Above all, a monotone voice should be avoided.  The trainer’s voice should vary by the material placing emphasis where dictated by the importance of the material.  

Continuing Education

Studies in the past have found that the “half-life” of professional knowledge is approximately five years.  Today with how quickly change seems to occur this could be even less.  In a continuously changing industry, it is expected that the expert trainer will participate in some form of continuing education courses and/or degree work as part of their own on-going professional development.  Many professional certifications have a requirement for some form of continuing education to maintain said certification.  The self-directed trainer will seek out information including courses in order to stay current. 

Professional development courses are one common type of continuing education.  These can be professional conferences or courses.  There are a wide variety of conferences and courses that are available to the EHS trainer.  There are national conferences given by the ACGIH and AIHA, ACHMM, ASTD, and of course the NETA to name a few.  There are also typically more regionally focused conferences and courses offered by local sections of national organizations, non-profit EHS organizations, and for-profit training or consulting companies.  

There is nothing like experience when it comes to learning.  This is equally the case when it comes to continuing education for trainers.  Trainers should keep up with industry changes by actively experiencing the subject matter that they are teaching.  In addition to the learning “experienced”, trainees often have an even greater respect for trainers with actual “field experience”.  

Documentation

As the saying goes, “it you didn’t write it down, then it didn’t happen”.  This is true for documentation of trainer expertise as well.  Curriculum vitae (CV) or professional resumes are important to have documented and available for review by persons soliciting training.  Copies of degrees or certifications should also be maintained in files and available for review or submission for solicitation of services.  Attested descriptions of qualifications can also be used to document trainer qualifications.  Many for-profit training or consulting companies use a statement of qualifications (SOQ) “package” combining elements of the above various types of documentation.  

Training Delivery 

Trainer Planning and Preparation

As has been discussed previously, planning the details of the training is paramount to a successful and effective training session.  Whether or not the trainer is the developer of the training materials, the training provider should plan out the training and prepare their materials as necessary.  When the trainer enters the classroom to conduct the training, they should be fully prepared to conduct and deliver the training.  

Each trainer should meet the stated trainer criteria set by the training provider.  This should be reviewed by both parties (trainer and training manager) in advance of the training session.  

The trainer must of course not only understand completely the course learning objectives, but also must teach to the stated learning objectives.  The importance, development, and construction of effective learning objectives are discussed in the previous chapter.  

Needless to say, the trainer must be familiar with the course materials whether or not the trainer actually developed the materials.  If the trainer did not develop the materials themselves, then the trainer should perform a read through and walk through of the materials.  These will both familiarize the trainer as well as provide for “test run” of the materials to check them for errors, inconsistencies, or other problems.  

The trainer should be familiar with and practice using both the primary and alternate delivery strategies.  This means that the trainer is well prepared to deliver the training by using the method intended and if that primary method fails for some unforeseen reason, the well-prepared trainer has not only a back-up plan, but also is ready, willing, and able to implement it on the spot.  

As was discussed and detailed in the preceding chapter, there should always be a lesson plan for the training. Usually (but not always) the trainer is the developer of the lesson plan.  The trainer must be familiar with it at a minimum and should be well versed in it as the primary user. 

One can always tell a good trainer as someone who arrives early to the training and often stays late, too.  Arriving early is important for several reasons.  The trainer needs to ensure that the facilities are adequate for the training (discussed in more detail in the following section), get a “feel” for the room or space, be there to greet the students as they arrive, and prepare materials or equipment as necessary for the training.  A good trainer is prepared to stay late as well to answer questions of individual students (perhaps uncomfortable to ask in class) and informally discuss relevant topics from the training or to “chat”.  

Management of the Training Environment

The training environment should be suitable to meet the trainees needs.  This includes many aspects of the overall facilities.  Some will be within one’s control and some will not.  Either way, the trainer should at least check out the facilities.  

The actual workplace or classroom space should be suitable for the training.  If the training is of the classroom variety, then the space should be classroom-like in appearance and function.  It should not be out in the middle of production or in a makeshift unused space unsuitable for occupancy.  

The space or classroom should be prepared before the training starts.  Any preparations (seating, tables, power, lighting, media aids, etc.) should be set up ahead of time.  Once the training start time arrives, the trainer should be ready to begin the session.  

Needless to say, the training environment should be safe and free of hazardous conditions.  Think of the mixed message sent (albeit unintentionally) by trip hazards from loose power cords or clutter, inaccessible exits due to cramped quarters, poor air quality due to fugitive emissions (e.g., carbon monoxide [CO] gas from fork trucks), etc.  Unfortunately, the list is endless.  

Access to water and rest rooms is so obvious that it is sometimes overlooked.  Suitable bathroom facilities can be problematic when the culture of the work location is gender-dominant and the students are a more even mix of both genders.  Sometimes there aren’t a suitable number of bathroom facilities for a larger than normal group.  This should be determined ahead for the trainees’ benefit and to avoid any embarrassing or unfortunate situations.  

The environment’s climate and indoor air quality (IAQ) should be suitable for continuous occupancy and effective learning.  If the space is uncomfortably hot or cold, too stuffy or has inadequate ventilation, has irritants (e.g., fiberglass), allergens (e.g., mold spores, etc.), or noxious odors (e.g., sewage smell) or gases (CO), then it is inappropriate for effective training and learning (as well as perhaps general occupancy).  

Adequate lighting for all activities should be provided and checked out in advance of the training.  If the classroom or space is poorly lit, then students will not be able to read the printed materials, see the screen or TV, or perform any hands-on work.  These different needs are likely to require a variety of lighting in the training room(s).  

Sufficient and adequate seating and/or work areas for all activities should be provided.  This definitely needs to be thought out and arranged ahead of time so as to be ready for the actual training.  If the students will be using large notebooks or manuals, then they’ll need adequate space to spread out their written materials.  By all means, don’t forget to provide tables if there will be any writing by the students. 

Planned evacuation routes and adequate emergency exits need to be reviewed ahead of time to ensure student and trainer safety in the event of an emergency.  It has become standard to review this with students prior to starting the training.  This is usually done under the broader banner of “administrative details” and includes where bathrooms are, water, no smoking policies, and other similar issues.  

There is an adage that says good food and good training go hand in hand.  This seems true by most standards.  It is always wise to supply good refreshments – food and drink tat are appropriate to the training, time of day, space, and students.  “The budget doesn’t support refreshments” is the typical reason given for not supplying any, however coffee and donuts (or the like) are relatively inexpensive.  Be careful about providing donuts and other typical fattening foods, especially if the training is about employee health.  An assortment of healthy choices (fresh fruits) make for a nice setting.  

Everyone’s time is important and should be respected.  This includes both the trainer and the students.  Starting and ending on time is always important.  The training room or space may be reserved for another activity directly after the training.  Often not all of the students will have arrived by the published start time.  The rule of thumb seems to be that if there is a majority of those who are expected or who have registered, then the trainer should begin the training session.  To wait for late arrivals is disrespectful of those who made it a point to arrive on time.  However, if only a few have arrived and many more are expected, the training session may have to be delayed.  Following the lesson plan as it pertains to time allotments for the modules becomes even more critical.  As stated before, the trainer should plan sufficiently to arrive ahead and stay late for the students.  

The trainer should ensure that there is an adequate supply of all training materials and that any media aids are in good working order.  This can include such items as a writing surface (blackboard, white board, or easel with paper pad) with adequate markers and eraser as necessary.  Audio/visual (A/V) aids that are critical to the training should always be pre-determined and checked out prior to the training.  Overhead projectors, screens, slide projectors, LCD/laptop projectors, and TV/VCRs all have a way of not working when needed.  Having extra extension cords, 6-outlet power strips, duct tape, and an extra video to use to check the TV/VCR without miscuing the trainer’s other tapes are all helpful.  

The training area and layout should facilitate learning and interaction by the students. There are wide arrays of seating styles or designs for various purposes depending on classroom activities and teaching methods.  A commonly used style is the U-shape.  This allows for the trainer to present from the middle of the opening as well as for the students to see the trainer as well as interact with each other.  The traditional classroom style (rows of evenly spaced tables and chairs all facing forward) does not allow for effective interchange of ideas amongst the students.  If the students will be performing small group activities, then tables can be grouped together with students sitting at each side or around it facing each other.  If the space or number of students will not accommodate the U-shape, then angling the tables in successive V-shapes can help encourage and facilitate student interaction.  

Audio/visual aids such as easel with paper pads, overheads, slide projectors, videotape, PowerPoint presentations using computer projectors should be selected with the teaching method in mind.  Each aid and its corresponding usage or method has both pros and cons.  Easels with paper pads allow for spontaneous writing and/or drawing and have the added benefit of a preserved record that can be posted in the training room for future reference.  The white board allows for quick writing and/or drawing and allows for easy erasures and re-writes.  However no record is preserved and often it requires erasure before additional writing can be done.  Overheads allow for projection of slides but are often cluttered with too much information in a too small font size for ease of reading.  Slide projectors allow for projection of pictures and must be inserted (correctly) into the carousel ahead of time.  They also typically require a darkened room.  Videotapes are handy for a variety of uses.  Prerecorded videos or extemporaneous video shot as part of a training exercise for critiquing both offer the obvious advantage of movie-like images or visuals.  Unfortunately, too often a prerecorded subject-specific videotape is “popped into” the VCR and that ends up being the extent of the “training”.  Obviously this is a poor practice which offers little if anything in the way of learning and usually leaves the students falling asleep with no interaction.  PowerPoint-type presentations using laptop computers and LCD projectors has of recent become somewhat of the default A/V aid of choice.  These presentations allow for a high quality visual presentation with not only “clip art” (the small drawings that are ever-present in these presentations), but also moving icons or bullets and headings as well as pictures and videos.  They present much information but tend toward a one-way communication from the trainer to the student with little opportunity for trainer-student or student-student interactions.  With all of the above A/V equipment, the greater the level of technology typically comes the greater potential for glitches or equipment failures.  Always having a “back-up plan” is important.  

Testing methods including pre-tests and post-tests are a necessary albeit problematic topic.  Anytime a standardized test is being given to a group of students it is fraught with inherent concerns and issues.  If that’s the case, many wonder why give a test in the first place?  Indeed, why?  The answer certainly isn’t “why not”?  Rather, the usual response given deals with the regulation requiring the training.  Some regulations actually outright require a test including the typical EPA or State-regulated asbestos and lead-based paint (LBP) training.  Other regulations “suggest” or recommend a test for instance in anon-mandatory appendix to the regulation.  These include the various training class permutations of the OSHA hazardous waste operations and emergency response (HAZWOPER) regulation (29 CFR Part 1910.120).  Many other regulations require that the training be “certified” by the employer.  This usually brings to mind not only a documentation issue, but also a testing issue unfortunately as said certification.  Therefore in order to demonstrate that the students understood the training and to “certify” them as trained, tests are frequently given (for better or for worse).  One might be likely to ask, “what’s the big deal about giving a little test?”  Well, for one thing a test is best at measuring one’s ability to take a test.  Let’s face it, some students are better than others at their inherent ability to take a test.  Some students in a single group or class can have a wide range of education and learning abilities.  There may be a college professor next to a janitor with a GED sitting next to each other.  Each may also have widely differing preferred learning “styles” (this will be discussed in greater detail in the following section).  Training providers and the actual trainers themselves should be aware of the requirement under the Americans with Disabilities Act (ADA) that requires that a “reasonable accommodation” be made for persons with disabilities.  This can include giving an exam orally to a student who either is visually impaired or who is functionally illiterate.  It can also include creating a different type of exam for a student who has dyslexia and cannot take a multiple-choice type of exam.  Some trainers use a combination of a “pre-test” at the beginning and a “post-test” at the end of training to validate the student’s learning and accomplishment of the learning objectives.  This can help relieve students’ apprehension over a test with unknown questions.  There are a wide variety of different test question types (although only a few are typically used by the majority of trainers).  Typical test question types include multiple choice, true-false, short answer, fill-in-the-blank, and matching.  Less common question types include longer answer and essay types.   Other “testing” mechanisms can include journals and oral “arguments”.  For hands-on exercises “check lists” are typically used to verify successful completion of the task.  

Effective Use of Delivery Methods and Materials

As discussed in the previous chapter, development of course materials is an involved and equally important part of the overall training.  The trainer who did not develop the materials still needs to use of methods and materials specified in the course development.  

To be truly effective learning, the training should be delivered in a manner that supports the learning objectives.  So, if a learning objective states that the students will be able to correctly identify the four sections of the NFPA diamond label on a chemical container, then the training should be delivered in a way that teaches the students the NFPA diamond sections.  Rather than just showing an overhead of the NFPA diamond, perhaps the students will be given pre-cut, colored diamonds that they will have to put together correctly or perhaps they will have to color in their own blank NFPA diamonds, and “quiz” each other on it as a game for the review portion of the training.  

The effective use of “openers” and “ice-breakers” can help start a training session on the “right foot”.  As the name suggests, an ice-breaker or opener is a non-threatening way of “easing” the students into the training by facilitating discussions or interviews amongst pairs of students for example.  It is a way of relieving the typical tension and allows the students to get to know each other a little bit.  

Adult learners want to be involved in the process of setting the training agenda.  Although the general subject matter has been pre-set by the training provider, specific discussion points are typically somewhat free-flowing based on discussions.  A skillful trainer will ask for trainee input at the beginning of the session.  Then the trainer will weave the students’ requested specific topics into the overall session and lesson plan. This can be done without diverging from the pre-developed lesson plan with little effort.  He trainer will specify or point out the requested topics as part of related or coincidental material in the lesson plan.  To the student, it seems that the trainer made it a point to include their question or request into the training and the student is likely to pay more attention to the training and will learn more.  

Brainstorming is a popular and easy training method that engages and involves most if not all of the students.  In brainstorming the trainer leads the students in a process of generating as many ideas or examples of a certain topic or problem.  The trainer usually writes these on the large paper pad, blank overhead, or white or blackboard as the students “take turns” shouting out their ideas.  The trainer typically does not (nor allows the other students to) critique the ideas or examples as they are given.  Processing and evaluation of the ideas or examples is reserved for after all of the students have expended their “supply”.  Needless to say, this often produces many ideas of “questionable” value but does generate many ideas never the less.  The important aspect is the involvement of the students in the process.  

Bin lists are short lists of various ideas for training that the students can generate and select from during the training session.  

Dyads, triads, and small groups are critical to many a training session.  Adult learners like discussing their ideas but usually in small groups of two, three, or four usually.  Many students who will speak up in a small group will “clam up” in front of the whole class.  Small group discussions also give students the opportunity to digest, process, and apply what they have learned in the lesson.  

Question & Answer (Q&A) as a teaching method can be very effective at eliciting student participation throughout the training session.  In basic terms instead of the trainer making statements (e.g., “MSDS stands for material data sheet”), the trainer phrases it in the form of a question (i.e., “What does MSDS stand for?”).  To encourage student participation, some trainers will additionally “reward” students for correct responses with a token item (e.g., a piece of candy, small kid’s gift, or “point(s)” to be “redeemed” later for small gifts).  Many trainers have as a motto or credo, “the more the students talk and the less that I talk the better”.  

Role-playing is an effective teaching method that is useful for training on behaviors and attitudes.  It can however be somewhat subject to some inherent problems.  A typical role-play construct is one in which the trainer develops a “scenario” for two or three students to “act out” while adopting and staying in their assigned “roles”.  Needless to say, not all students are comfortable getting up in front of a class and “acting” in a role.  Students have a natural tendency to want to come out of their roles too soon.  Sometimes the trainer will have a preconceived idea as to how the role-play should go.  This often does not match up with the students’ actual attempt at the role-play.  Much depends on not only the role-play construct, but also on the students’ own ideas (which can be a valuable part of the training).  

Games, games, games!  Almost everybody likes to play a game.  There are almost  endless possibilities of various games that trainers employ during training.  The games can be used for a variety of purposes and types of training.  The important point is that the game accomplishes the learning objective it is intended to facilitate.  Some examples include the following: using a “Jeopardy-like” game for review, throwing a “hot potato” (small soft ball) during brainstorming, playing “telephone” as a metaphor for communication, designing a “board game” that uses various terms or applications from the lesson, use of a “treasure hunt” during an orientation session, making donning of PPE into a “race”, or crawling through a “maze” in a blacked out full-face respirator to simulate a “haz mat” scenario and timing each other.  The list is almost endless.  

Demonstrations or experiments are great alternatives to simply describing a concept.  It should be obvious to even the most novice trainer that it is much more effective to demonstrate how to don a respirator and perform a “user seal check” than to simply describe it to the students.  It may not be as plain that instead of describing the pH scale that an “experiment” using (acidic) vinegar and (basic) baking soda solution (mixed with a bit of water) and some pH paper and food dye makes for a greater visual experience and lesson on pH and neutralization.  

True hands-on training is a “must” for most training sessions on such EHS subjects as PPE, lock out/tag out, and confined space entry to name but a few.  If the learning objective is for the student to be able to correctly demonstrate donning a respirator and performing a user seal check, then the student must have the opportunity to do so in class.  Many students learn best by “doing” and for a physical action, it must be performed by the student.  

Tours and/or field trips can be effective means of facilitating certain lessons.  For instance, if the training session is about how to perform an inspection for asbestos or LBP, then a field trip to a suitable facility or a “mock” tour of an inspection can be most helpful at illustrating the various aspects of performing a facility walk-through or inspection showing material types and/or room components.  Additionally, it gives the trainees the opportunity to get up, walk around, stretch their legs, and clear their heads rather then sitting in the seats during a visual “simulated” walk-through of a facility.  

Original use of video (not “canned”) is another training method not used frequently enough.  Videotaping students performing certain hands-on activities (a mock haz-mat response for instance) and then showing the video to the students as their de-briefing is much more effective than merely telling them how they performed during the exercise.  Trainers can videotape a young child using PPE while working with their toy tools to illustrate that even youngsters know when to wear their PPE as a “convincer” to those who might not.  

Case studies are real world examples or scenarios for the students to review, discuss, and process.  This can be an effective way for the students to apply the methods they have learned in class.  Case studies are usually presented in writing both as a copy given to each student to follow and refer back to as well as often read aloud by the trainer (if only one case study at a time is used for the entire class).  For example after a module on lock out/tag out, the trainer could present a case study of a worker who failed to perform the proper steps required by OSHA’s lock out/tag out regulation (29 CFR 1910.147).  The students would then discuss where the worker erred and what the proper steps would have been in the case study.  

The “fishbowl” technique is a less known method and consequently not commonly used as much as some of the others.  In essence there are two separate groups.  An “inner” group who discuss some topic, and an “outer” group who observe the inner group.  The outer group comment on the interchanges between the members of the inner group or their “process”.  The two groups will often switch places.  

Debriefing in training is similar to that term or technique as used in other situations.  Basically the students are “debriefed” by the trainer on their observations or experiences in the training session or section.  This can be an effective way for the trainer to ensure that the students “got” the training and ascribe to it the desired “take home” message.  It also presents an opportunity for the trainer to summarize the salient points with the students.  

As with other types of group events, training sessions should have some sort of effective “closer” rather than merely expiring.  Different trainers have various closers that they prefer depending on the training session and specific situation.  Some trainers will hold a “mini-graduation” from the training course.  Obviously this is more appropriate for longer, more involved training courses.  Some trainers like to use a group exercise that involves all of the students one last time and in effect sends them on their way.  Some trainers will use a closing joke or funny story to end on an “upbeat note”.  

Some form of formal review is important in many training sessions, in particular if there is going to be a final test.  Reviews can be done both each day and on the last day for multi-day training.  Often there will be a brief review or summary at the end of each training module to reinforce the key points.  Most students benefit from the repetition when it comes to learning and retention.  

Adult Learning Principles (ALPs) 

Key to any training is to follow good ALPs.  Trainers should apply ALPs appropriately to the target audience and in keeping with the stated learning objectives.  There are many ALPs including the following: 

a.
Treat the student with respect, be courteous, and tell no offensive jokes.   This should be apparent to anyone these days.  This includes persons of other cultures, customs, or countries.  More and more organizations are becoming multi-national by virtue of their employee base.  Trainers should always exercise good judgment when it comes to a diverse class.  It is important to both lead by example as well as interceding as necessary in the event of offensive comments by others.  Ths is the trainer’s responsibility.  

b.
Recognize and respond to individual learning styles – visual, audio, and tactile.  The three preferred learning styles deserve some further discussion.  We all learn similarly but differently to a certain extent.  Some students prefer to learn (and learn better) when things are presented orally.  Some students prefer to learn from the written word.  Lastly, some students prefer to learn through hands-on exercises.  Most classes are made up of individuals from all three of the different groups.  This of course presents a challenge to the trainer; how to be effective to all three of the different learning styles.  

c.
Exercise professional judgment in managing difficult situations or participants.  There is nothing that will test a trainer’s professionalism than a difficult situation or student. It may be the student who has a comment about every single thing, or one who disagrees with everything the trainer says.  Sometimes two students will have a “disagreement” in class that goes beyond effective classroom discourse. Trainers must resist any temptation to become defensive toward a student in spite of their negative comments.  It will only lower the trainer in the other students’ eyes and estimation.  Whereas the trainer who manages a tough situation well ends up looking great to the other students.  In all difficult situations, the adage “patience is a virtue” is an apt descriptor.  

d.
Show flexibility in tone and pace of subject delivery to accommodate trainees’ needs.  As discussed before, some students need more time than others do to digest and process the information presented to them.  This could be due to a preferred learning style, a learning disability, a different reading or education level, a different experience level with the subject matter, or another valid reason.  Whether or not the schedule allows for it, if the students are not “getting it” then more time should be spent going over it.  If it is just a single student, the trainer may need to spend some time one-on-one with the student that needs extra help.  

e.
Coach and counsel trainees to maximize the learning experience.  The effective trainer should go beyond merely presenting information and expecting students to learn 100% of what’s presented.  Students often need to be actively coached or counseled to assist them in their learning.  This may mean trying to put the lesson into different terms for different students, questioning them to ensure that they understand it, showing students exactly where to look for the requisite information in the training materials, answering students’ questions on the subject, or even spending time at the breaks or after class going over the material with individual students.  

f.
Trainers need to exhibit effective and active listening skills.  To be a good listener is a prerequisite for trainers.  Being a good listener is more than just hearing what the students say.  Being a good listener means encouraging students questions, looking for or anticipating students’ being unsure of the lesson, asking pointed questions to elicit students’ responses to ensure a grasp of the subject, allowing students to phrase questions or comments in their own words, rephrasing a question to ensure that the trainer understands the student’s question, paying attention to what the students say or don’t say to evaluate learning, etc.  

Trainers should make use of good and effective ALPs in all training situations.  Some additional ALPs for better, more effective learning include the following: 

a.
Learning should be active, not a passive process.  Training, where the trainer lectures, typically falls on deaf ears with little if any true learning taking place.  Learning needs to not only involve the students, but also engage the students.  The rule of thumb is to encourage as much student participation (start to finish) as possible.  The more the students are involved in the training, the better.  

b.
Training needs to be applicable and related to the trainees.  This should seem obvious yet isn’t always followed.  Adult learners want their training to be directly applicable and related to their lives.  To an extent, this is a somewhat positive aspect of most regulatory training – it is (to an extent) applicable to the workers’ lives (although they may not believe so).  But the effective trainer should go beyond what the regulation requires be covered and ensure that the topics, discussions, exercises, group work, etc. be specifically applicable to the students’ lives.  For instance in a hazard communication session, ensure the trainer should ensure that discussions on chemicals are about the specific chemicals that the students work with daily.  

c.
Training should strive to meet the immediate needs of the students.  This follows directly from the preceding paragraph.  The needs of the students should be paramount and their immediate needs should top the list.  An example of this is when providing lock out/tag out (LOTO) training, the actual LOTO procedures that “authorized” workers will have to use should be reviewed.  

d.
Training should involve the trainees with setting learning goals.  Obviously this can be better handled during the training design stage (refer to the previous chapter).  However, it doesn’t have to begin and end there.  Simply put, asking the students, “what do you want to learn today in this class?” is a simple method of accomplishing this.  When done during the usual “introductions” at the beginning of the class and written on large paper (posted in the training room) it allows for quick referral throughout the training to ensure coverage of the student-requested specific discussion topics.  

e.
Training should involve and use the trainees’ expertise in the classroom activities and discussions.  Let’s face it – students and trainers alike appreciate having their knowledge or expertise acknowledged and used as part of the lesson.  It should be obvious that the more this expertise is used, the more the student will be engaged by the lesson, and the more they will learn.  

f.
Having the trainees teach each other is one of the most effective means of facilitating learning and retention.  As most any trainer or teacher will say, teaching is in of itself, one of the most effective ways to learn.  So it should go without saying that if the trainer wants the students to learn, then have them teach each other.  In addition to the extra learning potential from the act of teaching comes more direct participation in the learning process.  A savvy trainer can subtly “encourage” a student to help “explain” the content of an MSDS to the rest of the class during hazard communication training.  This too follows the adage of the more the students participate the better.  

g.
Training should allow and encourage the trainees to be self-directed.  Adult learners are naturally predisposed to being self-directed.  An effective trainer will facilitate student self-direction by encouraging their own curiosity, questions and “research” of the course and other training materials.  

h.
Being flexible as to content and direction of training is a too frequently missed trait of effective training.  Just because a regulation stipulates that certain information be covered should not overshadow the importance and training advantage of allowing for other sub-topics being covered.  Most trainers have themselves attended much training.  Probably they have sat through the same training topic given by the same trainer twice or by two different trainers and “discovered” that while each trainer covers the same overall topic, they each cover some different sub-topics.  In all likelihood, the differences were more student-driven than trainer-driven.  

i.
Promoting a “learner-centered” not “information-centered” environment is paramount to effective adult learning and not well understood by too many trainers.  Unfortunately most trainers early in their careers concentrate on the information that “has to be covered” over what the students actually want to learn.  If the true goal of the training is for the students to learn as much of the material as feasible, then allowing them to learn what they are truly interested in makes the most sense.  It does mean that the effective trainer must “let go” of the preconceived notion that the information comes first or is the most important “driver” of training”.  Of course it is actually just the opposite – the student should always come first in training.  

j.
“Fun equals learning” is the mantra of many a professional trainer.  It is amazing what takes place when people are having fun.  For one thing a heck of a lot of learning can and typically does.  All one has to do is think in terms of the opposite to realize this is the case; how much learning takes place if students are not having fun?  So, the effective trainer knowing this will build into the training as much fun as possible.  This can and should be both by design (refer to the previous chapter and “Games, games, games” in the section above) and spontaneously by the trainer during the training.  Keeping a “light” or casual atmosphere can help facilitate fun.  Many trainers will put on their classroom “smile” to encourage a fun training session.  

Feedback and Communications

Providing timely feedback to trainees questions and concerns is obviously important.  Unfortunately, many trainers wait until the end (of the module or the session) to ask for feedback or questions or worse to finally answer questions asked earlier in class.  Questions will occur to students throughout the training.  Having questions shows an active interest in the training.  The effective trainer will make it a point to encourage and solicit students’ questions and feedback throughout the training.  

Formative feedback is feedback given during the training (as opposed to summative given at the end of training).  This type of evaluation is most often overlooked or not known by many trainers.  While summative training is important for future training sessions, it does little to help the present students.  So, some trainers will periodically during or throughout the training ask the students for more timely feedback.  This can be done informally and verbally in class as well as anonymously using “comment cards” that students fill in and pass back to the trainer.  The trainer can then review the cards and/or consider the comments during the break, lunch, or between successive training days for a multi-day course and make appropriate “course corrections”.  

Summative feedback is feedback given after the training to summarize it.  It is the traditional end of the training course evaluation form.  Despite its lack of real usefulness for the present course, it is vital never the less for future training sessions which there are typically plenty of to come due to “annual refresher” requirements for much regulatory training.  There should be plenty of time for the students to complete the evaluation. 

There are a variety of methods of evaluation including forms, video, peer review, audits, verbal feedback to name a few.  However the most frequent (and often only) type used is the ubiquitous form.  It’s not that forms are bad per se, it’s just that they’re somewhat limiting in the information they can gather that is truly useful.  There are other methods of evaluation that can gather useful information from other perspectives.  Videotaping the trainer for self-critique is a very effective means of evaluation.  Peer review by other fellow trainers can also provide more objective and knowledgeable evaluation and information.  Audits by third parties (e.g., a regulator of the training) can help determine if the training is meeting certain guidelines or regulatory requirements.  Verbal feedback can be much more genuine, detailed, and to the point than the typical “by-the-numbers” evaluation form.  In any case, feedback and evaluation are significant parts of training. For a more detailed discussion of methods of evaluation, please see the following chapter.  

Resources

American Society for Training and Development (ASTD) 

www.ASTD.org – American Society for Training and Development

1640 King Street, Box 1443, Alexandria, Virginia, 22313-2043

Fax: 1.703.683.1523 Phone: 1.800.628.2783 or 1.703.683.8100 

National Environmental Training Association (NETA) 

www.ehs-training.org – 

5320 North 16th Street, Suite 114, Phoenix, AZ 85016-3241

Phone: (602) 956-6099 Fax: (602) 956-6399

U.S. Occupational Safety and Health Administration (OSHA) 

www.OSHA.gov – Occupational Safety and Health Administration - USDOL

200 Constitution Avenue, N.W., Washington, DC 20210 

Phone/Fax: contact you area or regional office
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