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Course Outline
Train the Trainer (T3)
	Brief
	Provide the background of the request, and what is being requested
There are several individuals within the company that provide training to internal employees. These individuals include members of the Safety Team, Superintendents, General Foremen, Foremen, and varying levels of support staff. Facilitation skills may vary between divisions and facilitators. 

Participants
Safety Team, General Foremen, Foremen, and support staff members, all with a varying level of experience with facilitation and training.

Sponsors
Human Resources / Training and Development

Recommendation
By following this detailed outline, construction professionals will gain practical skills in training design and delivery, ensuring they can effectively transfer their knowledge and expertise to others in the industry. This comprehensive approach not only covers theoretical aspects but also provides ample opportunities for hands-on practice and feedback, crucial for mastering effective training techniques.
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	Learning Objective

	
	
	1. Equip our construction professionals with the skills to effectively train others.
2. Enable participant to design and deliver engaging and impactful training sessions.
3. Foster an understanding of adult learning principles and effective communication techniques
4. Provide practical experience in training delivery and feedback.


	Topic
	Title Slide

	
	

	Topic
	Pre-Course Preparation for Participants

	
	Pre-Course Preparation for Participants
Think about a construction-related topic they would like to train others on.
Prepare any initial content or resources they might need for the practice activities.



	Topic
	Introduction / Objective / Overview (10 minutes) 1

	
	1. Equip our construction professionals with the skills to effectively train others.
2. Enable participant to design and deliver engaging and impactful training sessions.
3. Foster an understanding of adult learning principles and effective communication techniques
4. Provide practical experience in training delivery and feedback.


	Topic
	Icebreaker Activity (20 minutes)

	
	2 Truths and a Lie
Instructions: Each participant writes down two truths and one lie about themselves, and the group guesses which statement is true and which is a lie.
Purpose: This activity helps participants get to know each other, breaks the ice, and sets a collaborative and engaging tone for the training session. 


	Topic
	Understanding Learning Principles (1 hour) 2

	
	Understanding Learning Principles
Overview:
· Discuss the unique characteristics of adult learners, such as their need for practical, relevant, and self-directed learning.
· Introduce Malcolm Knowles’ principles of adult learning (Andragogy), including self-concept, experience, readiness to learn, orientation to learning, and motivation.

Activity:
Discussion: Ask participants to share their experiences with effective and ineffective training sessions they had. What made the effective one’s work? What were the challenges and pitfalls of the ineffective ones?
Group Activity:
Divide the participants into small groups. Each group creates a list of characteristics of adult learners and discusses how these can be addressed in training sessions. Groups then present their lists to the entire class.

In this step, participants will delve into the unique characteristics of adult learners and understand how these characteristics influence training design and delivery. The session will cover Malcom Knowles’ principles of adult learning (Andragogy) and explore practical ways to apply these principles to enhance training professionals.

Detailed Breakdown
A. Characteristics of Adult Learners 
1. Self-Directed: Adults prefer to take responsibility for their own learning. They appreciate having control over the learning process and often have specific goals they want to achieve.
2. Experience-Based: Adults bring a wealth of experience to the learning environment, which can be a rich resource for learning. They tend to connect new learning to their past experiences. 
3. Goal-Oriented: Adults usually enter learning situations with specific goals in mind. They need to see the relevance of the training to their personal and professional lives.
4. Relevance-Oriented: Adult learners need to understand why they are learning something. They are motivated when the training is relevant and immediately applicable to their work.
5. Practical: Adults prefer learning that is practical and problem-solving-oriented. They want to apply new knowledge and skills to real-life situations.
6. Need for Respect: Adults expect their contributions to be acknowledged and respected. They value being treated as equals in the learning process.
· Activity:
· Group Discussion: Facilitate a discussion where participants share their experiences with effective and ineffective training sessions. Ask them to identify what made the effective sessions work and what were the challenges and pitfalls of the ineffective ones.

B. Principles of Adult Learning (Andragogy)
1. Self-Concept: As people mature, their self-concept moves from being a dependent personality toward being self-directed. Training should respect and encourage this autonomy.
2. Experience: Adults have a vast reservoir of experience that should be tapped as a learning resource. Training should involve experiential techniques like discussions, problem-solving activities, and simulations.
3. Readiness to Learn: Adults are ready to learn things they feel they need to know. Training should be timely and relevant to their current roles and challenges.
4. Orientation to Learning: Adult learning is problem-centered rather than content-oriented. Training should focus on practical issues and immediate applications. 
5. Motivation: While adults respond to external motivators, they are mostly driven by internal factors such as job satisfaction, self-esteem, and quality of life.
· Activity: 
· Group Work: Divide participants into small groups. Each group discusses one of Knowles’ principles and brainstorms practical ways to incorporate it into a training session for construction professionals. Groups then present their ideas to the class.

C. Applying Adult Learning Principles:
1. Designing Training Sessions:
· Self-Directed Learning: Incorporate elements that allow participants to make choices about their learning path. For example, offering different modules or allowing learners to choose the order in which they complete tasks.
· Experiential Learning: Use hands-on activities, simulations, and real-life problem-solving tasks. Encourage participants to share their experiences and learn from each other.
· Relevance and Practicality: Ensure that training content is directly applicable to the learners’ job roles. Use case studies and examples that are specific to the construction industry.
· Respect and Inclusion: Treat learners as equals. Facilitate open discussion and actively listen to their input. Use their feedback to adjust the training as needed.
· Activity:
· Scenario-Based Exercise: Present a scenario where participants need to design a training module for a new safety procedure on a construction site. In groups, they identify how they can apply each of the adult learning principles to make the training effective. Each group shares their proposed approach, and a discussion follows on the merits and potential improvements of each approach. 



	Topic
	Designing Effective Training Sessions (1.5 hours) 3

	
	Designing Effective Training Sessions
Overview: 
· Teach participants how to structure a training session with a clear introduction, body, and conclusion.
· Emphasize the importance of pacing and timing to maintain engagement and ensure comprehensive coverage of material.
· Discuss different learning styles (VAKs/VARKs – visual, auditory, reading/kinesthetic) and how to incorporate activities that address these styles. 

Activity:
Group Work: 
Break into small groups and design a 10-minute training session on a construction-related topic (safety protocol, equipment uses, etc.). Focus on structuring the session with a clear introduction, body, and conclusion, and consider pacing.

Presentation:
Each group presents their training session design. Facilitates a discussion on the strengths of each design and provide constructive feedback. 
	
In this step, participants will learn how to structure a training session, manage pacing and timing, and incorporate different learning styles to create engaging and effective training experiences. This session includes hands-on activities where participants will design and present a training session, focusing on key elements such as introduction, body, and conclusion.

Detailed Breakdown
A. Structuring a Training Session
1. Introduction
· Purpose: Sets the stage for the training session, captures attention, and provides a roadmap for what will be covered.
· Components:
· Welcome and Icebreaker: Engage participants right from the start to create a comfortable learning environment.
· Learning Objective: Clearly state what participants will learn and why it’s important.
· Agenda: Outline the structure and flow of the session to help participants know what to expect. 
· Example:
· Introduction Example for Safety Training Session:
· Welcome and Icebreaker: Start with a quick round of introductions and an icebreaker where participants share their most memorable construction project.
· Learning Objectives: “Today, we will learn about the new safety protocols for operating heavy machinery, which will help reduce workplace accidents and ensure compliance with safety regulations.”
· Agenda: “We will cover the importance of safety protocols, detailed operating procedures, and end with a practical demonstration and Q&A session.”
2. Body:
· Purpose:  The main content of the training where key information and skills are taught.
· Components:
· Key Points: Break down the main content into management sections or topics.
· Methods: Use a variety of training methods such as lectures, demonstrations, hands-on activities, group discussions, and multimedia presentations to cater to different learning styles.
· Engagement:  Incorporate questions, discussions, and activities to keep participants engaged.
· Example:

· Body Examples for Safety Training Session:
· Key Points: Importance of safety, detailed operating procedures, common hazards, and emergency protocols.
· Methods:
· Lecture: Present key statistics and facts about safety incidents.
· Demonstration: Show the correct way to operate a piece of machinery.
· Hands-On Activity: Have participants practice operating the machinery under your supervision.
· Group Discussion: Discuss common hazards and how to avoid them.

3. Conclusion:
· Purpose: Summarizes the session, reinforces key takeaways, and provides a clear ending.
· Components:
· Summary: Recap the main points covered in the session.
· Q&A: Allow time for participants to ask questions and clarify doubts.
· Next Steps: Provide information on any follow-up activities, additional resources, or future training sessions.
· Example:
· Conclusion Example for Safety Training Session:
· Summary: “Today, we covered the importance of safety protocols, detailed operating procedures and common hazards. Remember to always follow these proper procedures to ensure a safe working environment.”
· Q&A: “Do you have any questions about what we covered today?”
· Next Steps: “Next week, we will have a follow-up session to review what we’ve learned and discuss any challenges you’ve encountered.”
· Feedback: “Please fill out the feedback form before you leave. Your input is valuable for improving our training sessions.”
· Activity:
· Group Work: Divide participants into small groups. Each group designs a 10-minute training session on a construction-related topic (safety protocol, equipment uses, etc.). Ensure they include a clear introduction, structured body, and comprehensive conclusion.
· Presentation: Each group presents their designed training session to the class. Facilitates a discussion on the strengths of each design and provide constructive feedback.

B. Importance of Pacing and Timing
1. Pacing:
· Definition: Pacing refers to the speed at which content is delivered and activities are conducted.
· Importance: Proper pacing helps maintain engagement and ensures that learners can absorb and understand the information being presented.
· Tips:
· Balance: Mix faster-paced sections with slower, more reflective activities. 
· Check for Understanding: Pause periodically to ask questions or conduct quick assessments to ensure participants are following along.
· Adjust as Needed: Be flexible and adjust the pace based on participant feedback and engagement levels.

2. Timing:
· Definition: Timing involves the allocation of specific time slots for each part of the training session.
· Importance: Effective timing ensures that all necessary content is covered without rushing or dragging, and that there is enough time for interaction and questions.
· Tips:
· Plan Ahead: Allocate specific time slots for each section of the session (introduction, body, and conclusion.)
· Be Realistic: Ensure the time allocated matches the complexity and importance of the content.
· Monitor and Adapt: Keep track of the time during the session and be prepared to adjust if necessary.
· Activity:
· Group Exercise: In their groups, participants will review their designed training session and allocate specific times for each section. They will then present their timing plan and receive feedback on its feasibility and balance.

C. Incorporating Different Learning Styles
1. Visual Learners
· Characteristics: Prefer using images, diagrams, and spatial understanding
· Techniques: Use slides, charts, infographics, videos, and handouts with visual elements.
2. Auditory Learners:
· Characteristics: Learn best through listening and speaking.
· Techniques: Incorporate lectures discussions, audio, recordings, and Q&A sessions.

3. Kinesthetic Learners:
· Characteristics: Learn through hands-on experiences and physical activities.
· Techniques: Use simulations, role-playing, hands-on, activities, and physical demonstrations.
· Activity: 
· Scenario-Based Exercise: Provide participants with a scenario where the need to train a group on a specific construction-related topic (e.g., using a new tool). Each group designs an activity that caters to visual, auditory, and kinesthetic learners. They present their approach and discuss how it addresses different learning styles.

Summary: By deeply exploring the structure, pacing, timing, and incorporation of different learning styles, participants, will gain a strong foundation in designing effective training sessions. This session emphasizes practical application, ensuring that participants can immediately implement these techniques in their training practices.


	Topic
	Effective Communication Skills (1 hour) 4

	
	Overview:
· Discuss verbal communication techniques, including clarity, tone, pace, and volume (example: Phil Davidson video)
· Explore non-verbal communication, such as body language, eye contact, and gestures.
· Teach strategies for handling questions and managing discussions to ensure a productive learning environment.

Activity:
Role-Playing:
Participants practice delivering a short segment of a training session (prepared earlier) focusing on effective communication techniques. Peers provide feedback based on clarity, engagement, and delivery. 
Discussion:
Discuss common challenges in handing difficult questions and managing group dynamics. Participants share strategies that have worked for them and learn new techniques.

In this session, participants will learn and practice effective communication techniques that are crucial for engaging and instructing adult learners, particularly in the construction industry. This session will cover verbal and non-verbal communication, voice modulation, body language, eye contact, and strategies for handling questions and managing discussions.

Detailed Breakdown
A. Verbal Communication Techniques
1. Clarity and Simplicity:
· Definition: Speaking in a clear, straightforward manner without using jargon or overly complex language.
· Importance: Ensures that all participants, regardless of their background, understand the information being presented.
· Tips:
· Speak Clearly: Articulate words properly and avoid mumbling.
· Simplify Language: Use simple, direct language. Avoid technical terms unless necessary and explain them when used.
· Organize Thoughts: Present ideas in a logical sequence to help participants follow along easily. 
· Activity:
· Practice: Each participant prepares a short explanation of a complex concept, then presents it to a partner. Partners provide feedback on clarity and simplicity.
2. Voice Modulation:
· Definition: Varying your tone, pitch, and volume to maintain interest and emphasize key points.
· Importance: Keeps participants engaged and helps convey enthusiasm and emphasis.
· Tips:
· Vary Tone and Pitch: Use different tones to express enthusiasm, urgency, or seriousness.
· Adjust Volume: Speak louder to emphasize important points and softer for more reflective moments.
· Use Pauses: Pause to allow participants to absorb information and to emphasize key points.
· Activity:
· Practice: Participants practice reading a script or delivering a short speech, focusing on voice modulation. Peers provide feedback on the effectiveness of their modulation.

B. Non-Verbal Communication Technique
1. Body Language:
· Definition: Using a physical behavior, gestures, and posture to convey messages.
· Importance: Reinforces verbal communication and can convey confidence, openness, and engagement.
· Tips:
· Open Posture: Stand or sit with an open posture to appear approachable and confident.
· Gestures: Use natural gestures to emphasize points and keep the audience engaged.
· Movement: Move around the space to maintain energy and engage different parts of the audience.
· Activity: 
· Role-Playing: In pairs, participants practice delivering a segment of a training session using positive body language. Peers observe and provide feedback.
2. Eye Contact:
· Definition: Making and maintaining eye contact with participants to build connection and trust.
· Importance: Shows confidence, helps gauge participants’ reaction, and keeps participants engaged.
· Tips:
· Balance: Make eye contact with different participants without staring.
· Connect: Use eye contact to connect with individuals and monitor their engagement and understanding.
· Activity: 
· Practice: Participants practice maintaining eye contact while speaking to a small group. Feedback is provided on their ability to connect with different participants.

C. Handing Questions and Managing Discussions
· Encouraging Questions:
· Definition: Creating an environment where participants feel comfortable asking questions.
· Importance: Promotes engagement and ensures that participants understand the material. 
· Tips:
· Invite Questions: Regularly ask if anyone has questions and encourage participation.
· Be Approachable: Use positive body language and tone to make participants feel comfortable asking questions.
· Activity:
· Simulation: Participants practice inviting and handling questions during a mock training session. Peers act as participants with difficult questions.
· Handing Difficult Questions:
· Definition: Managing challenging questions or situations respectfully and effectively.
· Importance: Maintains control of the session and ensures a positive learning environment.
· Tips: 
· Stay Calm: Maintain composure and respond respectfully.
· Clarify: Restate the question to ensure understanding before answering.
· Deflect if Necessary: If you don’t know the answer, offer to find out and follow up later.
· Activity:
· Role-Playing: Participants practice responding to difficult questions in a controlled setting. Feedback is provided on their handling of the situation.
· Managing Group Discussions:
· Definition: Facilitating productive discussions to ensure all voices are heard and learning is enhanced.
· Importance: Encourages collaboration and deeper understanding of the material.
· Tips:
· Set Ground Rules: Establish rules for respectful and productive discussions.
· Involve Everyone: Encourage quieter participants to share their thoughts and manage dominant speakers.
· Activity:
· Facilitated Discussion: In small groups, participants facilitate a discussion on a given topic, ensuring balanced participation. Peers provide feedback on facilitation skills.



	Topic
	Using Visual Aids and Technology (1 hour) 5

	
	Overview:
· Explain the role of visual aids in enhancing understanding and retention. 
· Introduce different types of visual aids, such as slide, charts, and videos, and their effective use.
· Demonstrate the use of technology in training, including e-learning platforms and interactive tools.

Activity:
Hands on Practice:
Participants create a slide deck for a training topic, focusing on clarity, simplicity, and visual appeal. Use guidelines such as keeping text minimal, using high-quality images, and maintaining consistent formatting. 
Demonstration:
Introduce an e-learning platform or interactive tool that is relevant to the construction industry (safety training module in an existing LMS - UKG if possible). Participants explore its features and discuss how they could integrate such technology into their training.

In this session, participants will learn how to use visual aids (such as slides, charts, and videos) and technology (including e-learning platforms, and other interactive tools) to enhance their training sessions. This includes understanding the benefits of visual aids in technology, best practices for their design and use, and hands-on practice creating and using these tools.

Detailed Breakdown
A. Importance of Visual Aids and Technology
1. Engagement: 
· Visual aids help clarify information
· Multimedia presentations can illustrate points more effectively than words alone.
2. Clarity:
· Visual aids help clarify complex information.
· Multimedia presentations can illustrate points more effectively than words alone.
3. Retention:
· Learners retain information better when it’s presented visually and interactively.
· Videos and interactive tools can make the learning experience more memorable.
· Discussion: Begin with a brief discussion on how participants currently use visual aids and technology in their training. Share experiences and insight on what works and what doesn’t.

B. Types of Visual Aids 
2. Slides:
· Purpose: Organize and highlight points, support verbal communication, and provide visual stimulation.
· Best Practices:
· Simplicity: Keep slides simple and uncluttered with minimal text.
· Consistency: Use consistent fonts, colors, and layouts.
· Visuals: Incorporate high-quality images, diagrams, and charts.
· Readability: Use large, readable fonts and ensure good contrast between text and background.
· Activity:
· Hands-on Practice: Participants create a short slide deck for a training topic. Focus on applying best practices for slide design. Use templates provided or create their own.
3. Charts and Graphs:
· Purpose: Present data clearly and concisely, making it easier to understand trends and comparisons.
· Types: 
· Bar Charts: Compare quantities across categories.
· Line Graphs: Show trends over time.
· Pie Charts: Illustrate proportions.
· Best Practices:
· Clarity: Ensure charts and graphs are easy to read.
· Labels: Clearly label all axes, data points, and legends.
· Color Use: Use contrasting colors to differentiate data but avoid overwhelming the viewer.
· Activity: 
· Hands-On Practice: Participants create a chart or graph using relevant data. They will present it to the group and explain how it supports their training.
4. Videos:
· Purpose: Demonstrate procedures, present real-life scenarios, and provide visual and auditory learning experiences.
· Best Practices:
· Relevance: Ensure videos are directly relevant to the training content.
· Length: Keep videos short and focused.
· Quality: Use high-quality videos with clear audio and visuals.
· Integration: Integrate videos into the training session with discussions or activities to reinforce learning.
· Activity:
· Selection and Integration: Participants select a short video relevant to their training topic and develop a plan for integrating it into a training session. Discuss how the video will be used to enhance the learning.

C.   Using Technology in Training

2. E-learning Platforms:
· Purpose: Facilitate online learning, allowing participants to access training materials and complete courses remotely.
· Features:
· Content Delivery: Upload presentations, assessments, and discussion forums.
· Interactive Elements: Includes quizzes, assessments, and discussion forums.
· Tracking Progress: Monitor learner progress and performance.
· Examples: Moodle, Blackboard, Coursera, UKG…
· Activity:
· Exploration: Participants explore an e-learning platform (such as a demo account on Moodle, UKG, etc.) and create a basic course outline, incorporating various features.
3. Interactive Tools:
· Purpose: Engage learners through real-time activities, enhancing participation and collaboration.
· Types: 
· Polling Tools: Poll Everywhere, Kahoot! for instant feedback.
· Collaborative Platforms: Miro, Padlet for group brainstorming and collaboration.
· Virtual Whiteboards: Zoom’s whiteboard feature, Teams’ whiteboard feature, and Jamboard for visual collaboration. 
· Best Practices:
· Relevance: Ensure interactive tools are relevant to the training objectives.
· Simplicity: Choose tools that are easy to use and easy to manage.
· Engagement: Use interactive tools to break up lectures and maintain engagement.
· Activity:
· Interactive Design: Participants select an interactive tool and design an activity for a training session. They will then demonstrate the activity to the group.

D.   Practical Application and Feedback
1. Practice Session:
· Participants implement a training segment using visual aids and technology based on the activities they designed.
· Focus on implementing visual aids seamlessly using technology to enhance engagement.
3. Peer Feedback:
Facilitate a session where participants provide constructive feedback on each other’s use of visual aids and technology.
Discuss strengths and areas for improvement.
Self-Reflection:
Encourage participants to reflect on their practice session, noting what went well and what they could improve.
Share reflections with the group to foster a collaborative learning environment.

Summary
By focusing on the effective use of visual aids and technology, this session equips the participants with the tools and techniques needed to create engaging and impactful training sessions. The practical activities ensure that the participants can immediately apply what they’ve learned, receive feedback, and refine their skills in a supportive environment.


	Topic
	Practical Thinking Session and Feedback (1.5 hours) 6

	
	Overview:
Participants deliver a 10-minutes training session to the group, applying principles learned about structure, communication, and visual aids.

Activity:
Practice: Each participant conducts their training session in front of the group.
Feedback: Peer and instructor feedback on each session. Feedback focuses on strengths and areas for improvement in structure, delivery, engagement, and use of visual aids.
Self-Reflection: Participants reflect on their performance noting what went well and what they would do differently next time. They share their reflections with the group. 

In this session, participants will apply the knowledge and skills they have acquired throughout the training by delivering a practical training session. This hands-on practice is crucial for consolidating learning and gaining confidence. Participants will present a 10-minute training segment to the group, receive feedback, and reflect on their performance.

Detailed Breakdown
A. Preparation for Training Delivery 

1. Review of Key Concepts:
· Structure: Ensure the training session includes a clear introduction (beginning), body (middle), and conclusion (end).
· Communication: Apply verbal and non-verbal communication techniques learned in previous sessions.
· Visual Aids and Technology: Incorporate well-designed visual aids and interactive tools as appropriate.
2. Setting Up:
· Materials: Ensure all necessary materials (slides, handouts, props, technology) are ready and functioning.
· Environment: Arrange the training space to facilitate interaction and engagement.
3. Self-Preparation:
· Practice: Rehearse the training segment to build confidence and smooth out any rough spots.
· Mindset: Adopt a positive and confident mindset. Remember to breathe deeply and stay calm.

B. Delivery of the Training Segment
1. Training Delivery
· Instructions: Each participant will deliver their 10-miute training segment to the group.
· Focus: Participants should focus on engaging their audience, clearly conveying information, and effectively using visual aids and technology.
2. Observation and Feedback
· Peer Feedback: After each training segment, peers will provide constructive feedback using a structured feedback form.
· Instructor Feedback: Peers and the instructor complete feedback forms for each presentation, noting specific observations and suggestions.
· Activity:
· Presentation: Participants take turns delivering their 10-minute training segments.
· Feedback Forms: Peers and the instructor complete feedback forms for each presentation, noting specific observations and suggestions.

C. Structured Feedback Session
1. Feedback Process:
· Peer Feedback: Peers share their feedback with the presenter, highlighting what they did well and offering constructive suggestions for improvement.
· Instructor Feedback: The instructor provides additional feedback, focusing on key aspects such as clarity, engagement, structure, and use of visual aids.
· Feedback Guidelines: 
· Positive First: Start with positive feedback to build confidence.
· Constructive Criticism: Offer specific suggestions for improvement, focusing on behavior rather than personality.
· Balanced Approach: Balance positive feedback with areas for improvement to provide a comprehensive review.
· Activity:
· Group Feedback: Each participant receives feedback from our peers and the instructor in a group setting. This encourages learning from each other’s experiences and perspectives.
2. Self-Reflection:
· Importance: Reflecting on one’s performance and the feedback received is crucial for personal growth and improvement.
· Guidelines: Encourage participants to think about what they learned from the feedback and how they can apply it to future training sessions.
· Activity:
· Reflection Exercise: Participants take a few minutes to write down their thoughts on the feedback received. They should note what went well, what they could improve, and specific steps they plan to take to enhance their training skills.

D. Action Planning
1. Developing an Improvement Plan:
· Identify Goals: Based on the feedback and self-reflection, participants identify specific goals for improving their training skills.
· Action Steps: Outline concrete steps to achieve these goals. This might include additional, practice, seeking further training, or experimenting with new techniques.
2. Setting Timelines:
· Short-Term Goals: Set immediate goals to be achieved within the next few weeks.
· Long-Term Goals: Establish longer-term goals for continuous improvement.
· Activity: 
· Action Plan Worksheet: Participants complete an action plan worksheet, detailing their goals, action steps, and timelines. This plan serves as a roadmap for ongoing development as a trainer.

E. Wrap-Up and Final Q&A
1. Review Key Takeaways:
Summary: Summarize the main points covered in the session, reinforcing the importance of practical application, feedback, and continuous improvement.
Highlights: Highlight the strengths and common areas for improvement observed across the group, encouraging participants to learn from each other’s experiences.
2. Q&A Session:
Open Floor: Provide an opportunity for participants to ask any final questions or seek clarification on topics covered during the meeting.
Encouragement: Encourage an open dialogue where participants feel comfortable sharing their thoughts and concerns.
3. Next Steps: 
Resources: Provide information on additional resources and support available for participants to continue developing their training skill. This may include recommended reading, online courses, or mentorship opportunities.
Continuous Improvement: Emphasize the importance of continuous improvement and encourage participants to regularly seek feedback and reflect on their training practice.
Activity:
Final Discussion: Conduct a final group discussion where participants share one key insight or takeaway from the training and how they plan to apply it in their roles. This helps consolidate learning and inspire actionable steps.

Summary
By focusing on practical application and feedback, this session equips participants with the opportunity to put theory into practice and gain valuable insights from their peers and instructor. The structured feedback session and self-reflection activities ensure that participants leave with a clear understanding of their strengths and areas for improvement, as well as actionable steps to enhance their training skills. This comprehensive approach helps build confidence and competence, preparing construction professionals to deliver effective training sessions in their field. 


	Topic
	Wrap-Up and Q&A (30 minutes) 7

	
	Overview:
· Review the key takeaways from the training session, emphasizing the importance of continuous improvement and applying new skills.
· Address any remaining questions from participants.
· Discuss next steps for applying the skills learned in their roles.

Activity:
Discussion:
Each participant shares one key insight or takeaway from the training and how they plan to apply it in their work.
Course Evaluation:
Participants complete an evaluation form to provide feedback on the training session, covering content, deliver, activities, and overall effectiveness.

The final session of this training is designed to consolidate learning, address any remaining questions, and set the stage for participants’ ongoing development as trainers. This session includes a summary of key takeaways, a Q&A segment, and a discussion on next steps and additional resources. The aim is to ensure participants leave with a clear understanding of how to apply what they’ve learned and continue improving their training skills. 

Detailed Breakdown
A. Review Key Takeaways
1. Summary of Key Concepts:
· Adult Learning Principles: Reiterate the importance of understanding the characteristics and needs of adult learners and how to apply principles such as self-directed learning, experiential learning, and relevance. 
· Training Design: Emphasize the structure of effective training sessions, including clear introductions, engaging bodies, and comprehensive conclusions.
· Communication Skills: Highlight the key aspects of verbal and non-verbal communication, such as clarity, voice modulation (pitch), body language, and handling questions. 
· Visual Aids and Technology: Recap the best practices for designing and using visual aids and incorporating technology to enhance learning. 
2. Common Strengths and Areas for Improvement
Strengths: Share common strengths observed during the practical training sessions, such as engagement techniques, effective use of visual aids, and clarity in communication.
Areas for Improvement: Discuss common areas for improvement, providing general tips and strategies that participants can apply.
Activity:
Interactive Summary: Use an easel pad or whiteboard to create a visual summary of the key takeaways (charting). Invite the participants to contribute their own highlights and insights from the training.

B. Q&A Session 
1. Open Floor for Questions:
· Encouragement: Encourage participants to ask any remaining questions they have about the training content, methods, or how to apply what they’ve learned.
· Clarification: Provide detailed answers and clarifications to ensure that all participants feel confident in their understanding.
2. Facilitated Discussion:
· Common Challenges: Discuss common challenges participants might face when applying their new skills in real-world training scenarios. Provide strategies to overcome these challenges.
· Peer Insights: Encourage participants to share their won insights and solutions, fostering a collaborative learning environment.
· Activity:
· Q&A Roundtable: Facilitate a roundtable discussion where participants can ask questions and share their thoughts. Use this time to address specific concerns and provide additional guidance.

C. Next Steps and Additional Resources
1. Continuous Improvement
· Importance: Emphasize the importance of continuous improvement in their journey as trainers. Encourage participants to regularly seek feedback, reflect on their experiences, and make adjustments to their training methods.
· Action Plan: Revisit the action plans participants created in the previous session. Encourage them to set short-term and long-term goals for their development as trainers.
2. Additional Resources:
· Recommended Readings: Provide a list of recommended books, articles, and online resources that can further learning opportunities.
· Professional Development: Suggest online courses, workshops, and certifications that can provide further learning opportunities.
· Networking: Encourage participants to join professional organizations and networks where they can share experiences and learn from other trainers.
3. Support and Mentorship:
· Mentorship Programs: Offer information about mentorship programs within the organization or industry. Encourage participants to seek mentors who can provide guidance and support.
· Peer Support Groups: Suggest forming peer support groups where participants can regularly meet to discuss their training experiences, share best practices, and provide mutual support.
· Activity:
· Resource Sharing: Provide handouts or a digital resource list with links to recommended readings, courses, and professional organizations. Allow time for participants to discuss and ask questions about these resources.

Summary
The wrap-up session ensures that participants leave the training with a clear understanding of the key concepts and what they have learned. By addressing any remaining questions, highlighting additional resources, and emphasizing the importance of continuous improvement, this session prepares participants for their ongoing development as trainers in the industry. The interactive and collaborative nature of this session reinforces the learning and encourages participants to stay engaged in their professional growth.
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	RECAP

	Topic
	CONCLUSION

	
	Conclusion

	Topic
	THANK YOU

	
	Thank you

	Topic
	TITLE SLIDE

	
	Title slide
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