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Don’t be late! 

The trainer should always strive to arrive with plenty of time before the class is scheduled to start.  Trainers need time to set up, meet and greet the students, see to any last minute problems, etc.
Don’t rush! 

Rushing by the trainer usually indicates that s/he is running late and/or disorganized.  If need be emulate a duck – smooth and unruffled above the surface and paddling like mad below the surface!
Don’t ignore the trainees! 
The trainer is there exclusively for the trainees.  Ignoring them for any reason would be totally self-defeating.  Always “be there” for them.  
Don’t make a bad first impression!
As the saying goes, “You never get a second chance to make a first impression”.  It is so true.  Students will form opinions of the trainer based on their first impressions - make it a good one.  
Don’t overdo your own introduction! 
The training is not about the trainer – rather it is about the students.  So recall and apply the “KISS” approach - keep it short and sweet.  But do give them enough info to evaluate your perspectives.  
Don’t start late! 
Different but related to “don’t be late” above.  In this case, the trainer arrived on time, but is waiting to start due to other issues (e.g., some students are late).  Show the students who are present that you value their time management and start on time.  
Don’t brag! 
By being the trainer, one is already a step up on the average student.  There is no need to flaunt one’s expertise – it is automatically acknowledged by the students.  Bragging will only bring a trainer “down” in the students’ eyes.
Don’t try to use your own voice by shouting! 
Follow the caution of Thoreau – “Your actions thunder so loudly, I can hardly hear what you’re saying”.  Keep your voice down to a moderate level – no one likes to shouted at all day.  Use the audio mike if made available – that’s what it’s there for.  
Don’t forget to give out handouts! 
Most adults are visual learners and they need to have the written words in front of them.  Always give out handouts if there are any written materials for the students.  Don’t hold it back either – if they want to read it – great!  At least they are actively engaged in the learning and the prototypical adult learner – self-directed.  
Don’t just start without introducing the subject or course! 
Students need to know the overall context of the training – how does it fit into and apply to their work.  That doesn’t mean it should be a long-winded introduction – quite the opposite (remember the KISS method from above?).  
Don’t be messy! 
Making a mess of the training will only likely lower the opinion of the trainer in the eyes of the students.  Try to keep it reasonably neat – remember that messy is also likely to be a hazard and look (or be) disorganized.  
Don’t be poorly groomed! 
Speaking of not being messy, don’t be a mess as one’s self.  A slob is likely not going to be taken very seriously as a trainer.  Neatly groomed conveys professionalism and is much more likely to allow students to respect our “message”.  
Don’t groom yourself! 
For goodness sake, no self-grooming in the classroom or in front of students (unless in the rest room).  No one wants to see the trainer cleaning his/her nails or the like.  Go into the rest room for any and all personal grooming activities (unless the training is actually on how to perform certain self-grooming activities).  
Don’t fidget! 
A simple fidget, repeated over and over in front of the class quickly becomes a major distraction.  Be careful of these little “nervous habits”.  Don’t be the trainer whose students counted out the 67 times s/he touched her/his nose or some such thing.  How not to?  Video one’s self and watch it!  Painful – yes, but instructive and illuminating.  
Don’t jingle change! 
If not the most common nervous habit, then at least the most clichéd one.  The solution?  Dump the change before hand.  Get rid of it and anything else in the pockets.  Forgot to do so before class?  Do it on a break or if you find yourself doing it in class and realize it, either admit it and dump it, or feign getting something from one’s brief case and put it all in it.  
Don’t look away! 
Trainers need to make eye contact with the students and not be staring off into space.  Vary the eye contact with all of the students about equally if possible.  Try to give them each a fair amount of attention.  
Don’t hold training in poor or inadequate facilities! 
Admittedly, this can be beyond the trainer’s control.  Always check on the training facilities ahead of time – be it in or out of house.  Poor facilities will only serve to ruin what otherwise could be great training.   
Don’t be or appear distracted! 
The trainer should give the students her/his undivided attention.  If there is a distraction, get rid of it.  Take a break if needed and appropriate.  If it’s merely that the trainer is deep in thought on a student’s question, then telling the students, “Let me think about that for a minute” so that they know.  
Don’t have your pager on beep! 
This is becoming less common for a bad reason – now everyone has a cell phone instead (that one is next).  Set the pager to vibrate or off if possible.  Typically very few (if any) students will “hear” the faint buzz of a vibrating pager.  Be able to stop the page without looking at it – practice it if need be.  Then check it when turning around to write on the board perhaps.  
Don’t have your cell phone on! 
It’s bad enough for a student to answer a call in class, it is heresy to think of a trainer to do so.  Turn it off, put it on silent, give it to someone else to answer, but do not leave it on ring!
Don’t take or make calls! 
And if it rings, buzzes, vibrates, lights up, sings, etc., don’t take a call.  Nor make a call.  Unless it is actually part of the course (e.g., calling OSHA for an interpretation).  
Don’t forget or fail to do objectives! 
Learning objectives are a must for any training and sharing them with the students is important as well.  How else can the students know what is expected of them?  
Don’t develop poorly worded or inappropriate objectives! 
Objectives must be MOD – measurable, observable, and demonstrable.  Each one must start with an action verb.  These include list, state, explain, define, demonstrate, etc.  Learning objectives should never start with the words understand(ing), know(ledge), aware(ness), or appreciate/tion.  They are not action verbs and they are not MOD.  
Don’t forget to have good refreshments! 
Good food = good training.  At least in the eyes of the students.  At the very least it puts students into a good frame of mind (and stomach).  Strive for some healthy choices, too.
Don’t get mad! 
Always take the high road.  Students will respect the trainer that much more who can not get mad in the face of deserving circumstances.  Good trainers don’t get mad…  
Don’t get “even”! 
…And they don’t get even either!  Trainers have an inherent advantage over their students by virtue of the roles and setting and it would be unethical to use that to one’s advantage.  “It’ is rarely personal (even though it might seem otherwise).  Even when it is personal, let it go.  Recall the old saying, “Hate is a poison that I take day after day”.  Not only pointless, it is counter productive.  
Don’t ignore ground rules and don’t violate them! 
Best to address “ground rules” from the start (i.e., no cell phones on, one at a time, etc.).  It will help in the long run – have the students help create and agree to them (try a group training “pledge”).  Just be sure that the trainer sets a good example.  Remember Thoreau!
Don’t hesitate to give out candy or cheap plastic gifts (CPGs)! 
Students love it.  If they don’t want it, respect that choice.  Individually wrapped candy, please.  Also, go for CPGs that are not overly distracting (e.g., noisemakers, etc.).
Don’t hesitate to give away free promotional materials! 
But go easy.  We’re talking mostly things that the students can actually use during the training (i.e., pens, highlighters, pads, etc.).  Don’t make it an overt sales pitch however.  
Don’t tell “improper” jokes! 
Shouldn’t have to really discuss this.  No jokes of a questionable nature.  The rule of thumb is tell it only if you could tell it to your Mom or at your church, temple, mosque, etc.
Don’t turn your back while talking! 
Students can’t hear the trainer if s/he’s facing away.  Many workers have some hearing deficit.  If need be, don’t talk while writing on the board – silence is ok, too.  
Don’t be inflexible! 
As a matter of fact, flexibility is a hallmark of quality adult learning.  The more, the better.  A “rigid” trainer incapable of adjusting to meet students’ varied needs is not an effective trainer.  
Don’t lecture! 
A “lecture” defined as “a predominantly one-way oral presentation of thoughts and facts” is not good or effective training.  Very few students learn well this way.  A good trainer will develop interactive exercises that engage the students and will strive to teach in all 3 learning styles (visual, auditory, and tactile).  
Don’t describe rather than demonstrate something! 
In other words, it’s better to demonstrate than it is to describe.  Show them, don’t tell them.  The visual image is a much stronger mode than merely a description.  
Don’t set a bad example! 
“Do as I say, not as I do” besides being oxymoronic just doesn’t work.  We all learn by example.  Good trainers set good examples.  Again, remember Thoreau’s quote above.  
Don’t refuse help from the trainees! 
Most students like to help out if they can.  Accepting help from students is gracious, establishes a bond with them, and just plain makes sense.  It’s nice to get help – don’t look a gift horse in the mouth – next time they won’t offer help when it is really needed.
Don’t be unsafe! 
This is the ultimate bad example.  It makes no sense whatsoever to engage in unsafe behaviors in a safety class.  Even if the “experiment” has been done many times without incident – things can and do go wrong.  Think about what it would do to the overall class.
Don’t engage in unhealthy habits or practices! 
Similarly to unsafe acts, being unhealthy is just as bad.  A trainer in health and safety is trying to convey a pro health and safety message.  An unhealthy habit undoes the message.
Don’t tell unrelated stories! 
Stories can be a great training tool.  But the clichéd “war stories” that are not part of a lesson or exercise, are unrelated, and do not make a point are not helpful to the learning quality.  
Don’t digress too far off-track! 
Sometimes when the lesson has been going on for a while, the students need a “mental break”.  These “mini-digressions” can be helpful.  Just don’t overdo it.  The good trainer needs to keep the overall lesson in mind and return to it quickly.  
Don’t overdo the use of clichés! 
Clichés can serve a useful purpose.  They make a point that most students immediately understand.  The only problem is that they’re clichéd.  So, go ahead and use a few, just don’t overdo it.  Otherwise, “the best thing since sliced bread” will become “your worst enemy”!
Don’t forget to check out the A/V ahead of time! 
The classroom is increasingly wired and technological.  It is that much more important to check it out ahead of time – arrive early, stay late.  
Don’t let your frustration get out of hand! 
Everyone gets frustrated at one time or another – even the calmest, most seasoned trainer – we’re after all human.  Just don’t let it get the best of the situation.  It’s ok to admit to some frustration and to explain why to the class.  Better that than to just blow up for no reason.
Don’t forget to “cue up” videos ahead of time! 
If using video tapes (DVDs and CDs offer some advantages) cue them up ahead.  It is unnecessary and embarrassing to have to redo it in class.  Also, bring a non-class test tape to “try out” the VCR ahead, so that the cued up tapes are not miscued.  
Don’t show unrelated movie or TV clips! 
Movie and TV clips can be effective training aids.  Unrelated ones are at best mere entertainment and at worst distracting and a waste of time.  
Don’t play poorly constructed or unrelated games! 
Games are every trainer’s boon.  Students love playing games and they can be quite effective.  But if they are not well designed or just plain unrelated, they are counter productive.  
Don’t swear! 
Swearing is much like the inappropriate jokes – just don’t go there.  People are easily offended, and the desired “effect” is likely to backfire.  Use a substitute word/phrase “for goodness sake”!
Don’t do improper physical things! 
Getting the students up, active, involved and physical can be energizing and useful to the lesson.  Be sure it is not improper.  Watch out for anything questionable.  Be careful even in sexual harassment prevention training – the exercise itself could be harassment!
Don’t frown, sneer, or pout! 
“Smile and the world smiles with you” is so true.  Frowns, sneers, pouts, etc. will immediately put students in a bad mood for the training or the trainer’s message.  
Don’t eat during training or while speaking! 
Unless the class is about taste testing it’s not a good idea to eat anything during training.  That’s what breaks are for and maybe the class needs a break anyway.  Sipping water is ok.
Don’t chew gum! 

Trainers don’t chew gum (unless teaching bubble-blowing).  It is rude, crude, and socially unacceptable.  Sorry Bazooka Joe.
Don’t ramble! 
It may take a while to come to the point, so trainers must be sure that the students can follow the train of thought.  Rambling comments don’t go anywhere.  
Don’t try to sell services or products! 
Trainers from product rep’s and consultants can be effective specialty expert trainers and very helpful.  But the training must be a presentation of information, not a sales pitch.  
Don’t put down other trainers or competitors! 
“If you don’t have anything good to say, then don’t say anything” is a good policy.  Doing otherwise risks losing students’ respect and lessens the lesson.  
Don’t roll your eyes! 
Body language in general can present problems and mixed messages.  Rolling the eyes obviously shows disrespect for whoever is or was speaking.  Students will notice it.  
Don’t ignore or forget to use the trainees’ first names! 
Students like being called by their names – so use them.  It also helps to reinforce the bond and one’s ability to recall the names.  Use those “Hi, I’m” badges and “tented” name cards.
Don’t stand perfectly still! 

Moving around can serve several purposes.  It keeps students’ attention.  It pumps blood to weary muscles.  It shows some emotion. It’s much harder to hit a moving target.
Don’t dress inappropriately! 
The rule of thumb on trainer’s attire is just a bit above the students’ attire.  Don’t go to high, don’t go to low.  Professional dress or professional casual typically.
Don’t get too personal! 
It’s ok to share some information, again, it helps bond with the students.  But “too much info” is likely to make students uncomfortable and lower their respect for the trainer.  
Don’t ignore their questions! 
“Any question is a good question at any time” is a good policy.  The more the students ask questions, the more they are engaged, and the more they are learning.  
Don’t speak in a monotone! 

Varying pitch and loudness helps to keep students’ attention and keep boredom at bay.  A monotone will be quickly dismissed as boring.  “Anyone? Anyone? Bueller?”
Don’t be a “talking head”! 
Being a “Talking Head” may be good for David Byrne, but not for a trainer.  It is the ultimate in boring presenters – no movement and no tone variation.  Non-stop words with nothing else.
Don’t cite meaningless statistics! 
As the joke goes, “73 % of statistics are made up on the spot”.  People are wary of statistics. While statistics can help to make a point, they can just as easily become pointless. 
Don’t be condescending to trainees! 
Even though trainers are held in high regard, that doesn’t mean trainers should condescend to students.  Best to treat every student with only the highest respect and regard.  
Don’t cite unreliable sources! 
There are many persistent myths and urban legends in health and safety as well as disreputable sources of information on the web.  Be sure that every source is reliable.
Don’t be rude! 
There’s just no need for rudeness.  Even if there is disruption, it’s best to maintain composure, firmness and professionalism.
Don’t forget to cite your sources! 
Because of the plethora of lousy sources and the possibility of bias, it is important for the trainer to cite sources for any unoriginal work or statements.  Students need to evaluate them.
Don’t forget to repeat trainee’s questions before answering! 
Too often many students don’t hear another’s question.  It is the trainer’s responsibility to repeat the question for all to hear.  It also helps to ensure an understanding of the question. 
Don’t make up an answer if you don’t know! 
It’s fine to say, “I don’t know, but I’ll find out”.  Then do so.  Better that than to “wing it” and risk being wrong.  “We don’t have to know it all, we just have to know where to find it”.
Don’t talk over the trainees! 
The more that the students talk, the more they’re engaged in the learning.  So the trainer should just be quiet and let them speak discuss it.  Trainer hold back – students go first.  
Don’t ignore feedback! 
If students wish to give or offer feedback that’s great!  It’s so seldom that they do so it might be a shock.  Accept it graciously, pay attention to it – it just may be right on the money.  
Don’t go against the flow! 
If the entire class is “zigging”, the trainer shouldn’t be “zagging”.  It is their class and their learning after all.  Adult learners crave to affect the course agenda – and should.
Don’t hesitate to laugh at others’ jokes! 
If a student makes a good joke, then laugh.  Students always appreciate a trainer who enjoys the humor of the class and not just their own.  
Don’t hesitate to laugh at yourself! 
But if the trainer makes a bit of a gaff, laughing at oneself shows good confidence, self esteem, and humility – all enviable traits for any trainer.  
Don’t look like you’re not having fun! 
Training should be fun and fun equals learning.  That means that the trainer should be having fun, so look the part.  The trainer’s mood will affect the students’ moods and the training.  
Don’t aim too low or too basic to the audience! 
“Aim high” as the Air Force motto goes - true with training, too.  The students will rise to it.  This is much better than being too basic and risking alienating them.  
Don’t “talk down” or be condescending to the trainees! 
Students are there to learn and no one really likes to say, “I don’t know what you mean.”  Good trainers are good coaches or counselors and are “there” for their students.  
Don’t forget to use examples! 
Examples help give a context to the lesson and allow students to apply it to their lives.  They are a classic learning aid and can take an obtuse theory and let it come alive.  
Don’t insult them! 
It would be unthinkable for a trainer to insult a student – and yet it happens.  Obviously personalities can get in the way of good training and this will “kill” the training.  
Don’t do non-stop theory without any practical exercises! 
Teachers like theory, but students need practical exercises to apply theory.  Non-stop theory will only serve to put students to sleep – something not conducive to effective learning.
Don’t try something new without first practicing it! 
New classroom activities can spark creativity and energize students.  Generally speaking though it takes several attempts to get a new skill right.  Practice it before trying it in class.  
Don’t keep checking your watch! 
Trainers do need to keep track of time for purposes of the lesson plan.  Unfortunately checking one’s watch can look like the trainer can’t wait to leave.  Tell the class why and that it only is for keeping everything on time so that the training won’t go long – they’ll like that!
Don’t talk to yourself! 
There are some habits that are ok and there are some that aren’t – this one is not.  Talking to oneself appears to be a deficit or odd to students.  It is never seen as complimentary.  
Don’t mumble or mutter under your breath! 
Speaking of “self-talk” mumbling and muttering are usually construed as complaining about something – the training, the students, the subject – and it won’t be viewed as good.  
Don’t hesitate to repeat things as necessary! 

Trainers can however repeat things – themselves, a point, a student’s question, directions, etc.  Repetition can be an effective training tool as well as helping students to “get it right”.  
Don’t scream or shout! 
No one likes to be yelled at.  It seems like a parent, drill instructor, or other authoritative figure.  The trainer is already the authority by virtue of the class.  No yelling needed.  
Don’t do the same thing year after year! 
There’s a saying, “Doing the same thing repeatedly and expecting a different result is a form of insanity”.  It certainly doesn’t make much sense and students come to resent it.  Even if it’s the same topic teach it from a new perspective or cover it differently (in part or whole).  
Don’t forget to do your research! 
There is always new information and research being done.  Be sure to double check facts that are long held beliefs – there may be newer info.  Updated information is what students want.  
Don’t forget to check your sources and use only good ones! 
There are a lot of misinformed sources these days.  Trainers need to present only thoroughly vetted information.  If it is questionable, then present it that way, so students can decide.  
Don’t hesitate to use multi-media! 
“Variety is the spice of life” and the “spice of training”, too.  Vary the training.  Don’t do the same old “death by PowerPoint ®”.  Try some pictures, video, etc.  Try student-led media.  
Don’t make misteaks on your handout! 
Mistakes automatically detract from the training.  It looks like the trainer doesn’t care about it.  So check it, proof it, have someone else look it over, read it backwards, read it aloud.  
Don’t be disrespectful! 
Remember the ground rules?  “Respect others’ opinions” is usually one.  The trainer needs to hold up the standard of good conduct with others – s/he starts with her or himself.  
Don’t make excuses for yourself! 
Students will see right through an excuse.  They’ll much more respect the trainer who owns up to it.  Best thing to do?  Make it right.  
Don’t blame others for your mistake! 
Speaking of excuses, never blame someone else.  Again, own up to it.  If it really isn’t the trainer’s fault (e.g., facilities aren’t comfortable), apologize.  Students will appreciate it.
Don’t over apologize! 
Yes, apologize, but don’t overdo it.  Repeat apologies will quickly become “uncomfortable” for the students.  Do it once, fix it as able, and move on.  
Don’t become defensive! 
This is a guiding principle.  Never get defensive.  No mater what.  Period.  Even if it’s well deserved and/or seems personal, leave it alone.  Take the “high road”.  Continue with the classroom training, get some “distance”, take a break.  Whatever it takes.  
Don’t be offended! 
Sometimes one takes something the wrong way.  During training and a lesson, it is easy to misconstrue a student’s comment.  Make light of it.  Self-deprecation is an enviable trait.  
Don’t be offensive! 
Although it may seem impossible not to offend someone these days, it is quite possible not to do so.  Just be careful and choose words with care and purpose.  If unsure, talk it over ahead.  
Don’t be discourteous! 
Students deserve the usual common courtesies of society and perhaps even more so.  They’ve often paid for the course and certainly they’ve put some level of trust in the trainer.  Honor it.  
Don’t forget to listen! 
“You can’t listen if you’re talking” as the saying goes.  It’s true.  Also, the more the students are doing the talking, the more they are actively engaged in the learning.  The trainer needs to listen to understand and thereby to help “facilitate” the learning.  So let them speak.  
Don’t be boring! 
Except for being insulting, almost nothing else generates more derision than boring training.  “A good trainer is one-third teacher, one-third coach or friend, and one-third entertainer”.  There is something to be said for a trainer who can teach, help out students, and keep them “glued” to the lesson with the effective use of humor.  
Don’t put the information ahead of the trainees! 
Strive for a “learner-centered” class and eschew an “information-centered” one.  The students and their learning comes first, not the information.  Stressing the information over the needs of the students can put a barrier between them and the training.  
Don’t end on a sour note! 
Start with a bang and end on a high note.  Something light or funny.  Something to give the students a little boost or good-feeling to take a way and put them in a good mood.  It will be the last thing they remember about the training and will set their overall feelings about it.  
Don’t end late! 
Respect everyone’s time and end on time.  If need be, reschedule the rest for later, or send it out to the students afterwards as follow-up materials.  Students like getting stuff after.  “Leave them wanting more” as they say.   
Don’t end too early! 
But don’t end really early either or students will feel like they’ve been “gypped” out of part of their class.  Strike a good balance between the two – way too early or too late.  
Don’t “bug out” right away or before the trainees! 
Arrive early and stay late – such is the life of a trainer.  It’s what is expected.  If by chance one must leave, announce it, explain why, and apologize.  Offer to get contacted later.  
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