Checklist for a Training�for New Trainers Course


Assess the Needs


q	Develop a needs assessment to distribute to participants prior to the course.


q	Analyze the anticipated audience from the needs assessment.


q	Write SMART learning objectives for each segment of the course, based on the needs assessment.


q	Include information on adult learning needs and principles.


Create a Plan


q	Use the Experiential Learning Cycle as the design tool when creating the curriculum. Be sure to include each stage of the cycle throughout each session.


q	Consider the learning styles of the learners when choosing the methods of delivery. Vary the methods to address multiple learning styles.


q	Choose methods that involve the participants as much as possible.


Deliver the Material


q	Use active methods of delivery that involve the participants as much as possible.


q	Provide opportunities for reflection on new material.


q	Provide opportunities for practicing presentation skills.


q	Model good presentation and communication skills.


q	Discuss group dynamics and group management skills.


Analyze the results


q	Evaluations should directly reflect the intended goals of the course.


q	Compare participant expectations to the end result of the course.


q	Provide opportunities for participants to evaluate their progress.


q	Provide opportunities for participants to evaluate the learning experience.


q	Demonstrate various evaluation tools throughout the course.
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