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TRAINING FOR INSTRUCTORS COURSE
 

INTRODUCTION TO TRAINING FOR INSTRUCTORS
 

The management of Risk Programmes, and 
related disaster response actions, combines an 
important number of activities that have dis
tinct levels of knowledge and skill.The perform
ance of these activities requires the same levels of 
training as those persons dedicated to other disci
plines of human endeavour. 

Efforts are under way to develop a system of 
courses and activities to train risk management 
officers. To achieve satisfactory results with this 
effort, a foundation of training support must be laid. 

This course, Training For Instructors (TFI), is the 
cornerstone for a training support programme. 

Adults acquire considerable experience, beliefs, 
skills and knowledge, that condition attitudes and 
influence their behaviour. It is understandable that 
we will not simply and fully accept a new concept 
without the proof of its existence and, if possible, 
having participated in its “discovery”, and associ
ating it with our ideas and reasoning. 

Another aspect to consider is that the needs and 
predisposition of adults are very different from 
those of children and adolescents. Therefore, the 
approaches to adult training must be distinct and 
different. 

Traditional methods in which the instructor or the 
professor provides information to the point of 
saturation, followed by a test or exam where 
surprises are abundant; questions about knowl
edge of little importance to the objectives; and trick 
questions intended to trap the student; are not 
successful. 

In the area of risk management, people have limited 
time, and need knowledge and skills that will be 
used almost immediately. A carefully designed 
methodology is required to consolidate self-learned 
skills and knowledge already acquired by these 
individuals with new knowledge and skills. 

Training causes a change in behaviour and must be 
carried out in a professional and expert manner. 

Many individuals already working in risk manage
ment have valuable knowledge and skills related to 
similar activities. They can contribute to the train
ing of their work groups, and many are probably 
already engaged in this activity. Are they able to 
perform successfully as trainers? 

More importantly: 
• Are the behavioural changes required of 

trainees defined? 
• Are the desired behavioural changes
 

achieved?
 
These questions require satisfactory answers that 
eliminate all doubt about desired outcomes. The 
cost in time and money to conduct training is too 
great to fail. 

The purpose of the TFI course is to provide the 
participants with a training methodology and 
specific personal skills that will assist them in 
improving their knowledge and skills to develop, 
present and manage effective training pro
grammes. 

The next page contains the specific Performance 
and Instructional Objectives established for the 
Training For Instructors course. 
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PERFORMANCE OBJECTIVE
 

Actions: Develop and deliver a lesson of training. Each participant will develop objectives, lesson 
plans, visual aids, handouts and testing. Each participant will design his/her presentation to provide 
an effective training “package”. 

Conditions: A classroom environment suitable for conducting training, a group of trainee instructors 
who will function as trainees for the purposes of training presentations, the necessary visual aid 
equipment (i.e.; OH projector, slide projector and/or flipchart and easel), and the necessary materi
als to prepare visual aids. 

Standards: Each presentation will contain at least one training objective, one visual aid, interaction 
with at least 2 participants and a means of evaluation. Objective, visual aid and presentation will meet 
minimum standards established by the course. Presentation will be within time limits, coordinated 
to provide a smooth flow 
of training and without a last-minute rush to finish. Students will be evaluated for effectiveness of 
the training. 

INSTRUCTIONAL OBJECTIVES 

Upon completion of this course, the participant will be able to : 

• write performance and instructional objectives 
• prepare lesson plans 
• prepare and use audio-visual aids
 
• operate audio-visual equipment
 
• use various methods of instructional communication 
• make individual presentations 
• manage a classroom learning environment 
• test participants for training effectiveness 

according to the standards established by the course. 

At the end of the course, participants attending all sessions of the course and meeting the minimum 
standard established by the course will be awarded a certificate of completion. 
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OBJECTIVES
 

Objectives express the outcome that is desired 
from training. They answer the question, “Where 
am I going?” In training, they describe the pre
determined behaviour that the participant should 
learn and demonstrate at the end of training. The 
Performance and Instructional Objectives for the 
TFI course on the previous page tell you exactly 
what is expected of you at the end of this course and 
the instruction that will help you get there. 

If training does not achieve a change in behaviour, 
it is not effective. In the field of training, behaviour 
is defined as any observable activity demonstrated 
by the participant. Resultant behaviour is that 
which we wish the participant to demonstrate at the 
end of the lesson, unit or course. Through this final 
behaviour, the participant demonstrates the knowl
edge or skills acquired. 

Also in an objective, we include details on quan
tity, quality and time, all components that define the 
standard or norm. The norm is the level or standard 
of performance used to evaluate the final behav
iour of the participant. The accepted level of 
standard is the performance that indicates the 
behaviour described in the objective has been 
achieved. 

An objective has the following components: 
– a description of the resultant behaviour
 

desired (action);
 
– a description of the physical and social 

setting in which the action is demonstrated 
(condition); 

– An acceptable level of performance (stand
ard or norm). 

Objectives are important because they indicate: 
– to the participant: 

• What he/she must be able to do, know, 
learn, or manage. 

• What he/she is expected to be able to do 
at the end of the training. 

• Important information to manage his or 
her learning progress. 

– to the instructor: 
• What the participants will be expecting to 

learn from the training. 
• Information that will guide the choice of 

methods, techniques and tools to achieve 
the objectives. 

Objectives are useful in training, when they are 
well thought out and well written. It is imperative 
that the instructor be very clear as to what new 
knowledge or skill the participant must obtain, 
under what conditions, and to what level or stand
ard. When writing objectives, one should use verbs 
that cannot have different interpretations and they 
must indicate exactly what is to be achieved. A well 
thought out and written objective is the one that 
transmits to the reader the exact intention of the 
training. 

It is common to see objectives formulated in edu
cation as follows: “Know the poetic works of ....” 
or “Understand role playing as a training method”, 
or “Be aware of the dangers of gases produced 
during a fire”. None of these examples allows us to 
observe what the participant must do to indicate 
that learning or change of behaviour has occurred. 
A better way could be: 

“Indicate in a list of authors the ones belonging 
to ....”; 
“Describe the characteristics that make role 
playing a useful training method.” 
“Name three of the principle gases produced by 
a fire and describe their consequences when 
inhaled.” 
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When the action of the objectives are expressed or 
stated in this manner, the instructor, the participant 
and the evaluator have the same idea of what the 
participant must be able to do to demonstrate that 
the objective has been achieved. 

Training specialists, Gerlach and Sullivan, indi
cate that six basic verbs used in training include the 
majority of the actions that can be executed in the 
cognitive area: indicate (or mark, point out, se
lect); name (or list); describe (or explain, define, 
indicate what is happening); assemble (or design, 
make, prepare); organise (or classify, sequence) 
and demonstrate (or do to show how it is done). 

In the area of manual skills it is less likely that 
verbs can be misinterpreted. There are many verbs 
that can be used to indicate these actions. As 
examples, we can mention: construct, assemble, 
adjust, draw, paint, extinguish, rescue. 

Evaluation and Testing 

Objectives are directly related to evaluation or 
testing. The objective states the observable action, 
the conditions within which the action will take 
place and the acceptable level of standard. Testing 
means comparing the performance of the partici
pant against the predetermined standard. This is 
done by testing or evaluation and making a judge
ment based on that comparison. 

In other words, in the objectives, we can find all the 
elements necessary to prepare a test which directly 
evaluates the participant's final behaviour (per
formance). 

Once the objectives are written and the test pre
pared, the instructor is able to select the method to 
be used. In training, method is the total of the steps 
oriented toward the achievement of the objectives, 
within the teaching/learning process. 

In TFI, interaction  is emphasised to achieve the 
objectives of this course as well as the risk manage
ment courses. It is best adapted to adult learning 
since it provides active involvement and continu
ous feedback. 

The next page is a comparison of traditional infor
mation presentations and interactive instruction. 
Objectives and methods of instruction are covered 
in much greater detail in the TFI course. 

For additional information on objectives: 

Mager, Robert F. Preparing Instructional Objectives. 
Second edition. Belmont, CA: Lake Publishing Co., 
1984 
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Informing Instructing/Training 

Definition 

Facts and opinions provided to inform only, with A learning experience designed to ensure partici
unpredictable results. pants are able to achieve predetermined perform

ance requirements and objectives. 

Comparison 

Learning unpredictable.
 

Short term.
 

No accountability.
 

Receiver free to select.
 

Uncertain results.
 

One-way communication.
 

Presentation has a purpose. No performance
 
defined.
 

Ensures learning occurs.
 

Long lasting.
 

Participant and instructor accountable.
 

Prescribed selection.
 

Produces measurable results.
 

Two-way communication.
 

Learning and activities are performance-

oriented based on performance and instruc
tional objectives. 

Delivery 

Presenter lectures, in-person or by electronic 
means such as video or audio tape or by written 
report. 

Receiver listens or reads. 

No testing is conducted. Feedback limited to 
questions of presenter if presenter is "live". 

Information is provided to learner by an instructor, 
electronic media or written materials. 

Trainee interacts with instructor or materials. 

Trainee is tested frequently for learning and 
feedback is provided. 
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TRAINING STYLE INVENTORY 
To be completed with pre-work 

INSTRUCTIONS: For each of the following eight phrases printed in capital letters, rank the four 
statements given in the order that completes the phrase to your best satisfaction. Give your MOST 
FAVOURED STATEMENT a rank of 4; your next favoured, 3; your next, 2; and your least favoured 
statement a rank of 1. Place your ranking for each statement on the line to the right of that statement. 

Please bring this inventory with you and review your answers after you have completed the course for 
any changes you might want to make in your answers. You may want to discuss the questions and your 
answers with the instructors. 

1. IN PLANNING TO CONDUCT TRAINING, I AM MOST LIKELY TO 
a. survey the problem and develop valid exercises based on my findings. 
b. begin with a lesson plan – specify what I want to teach, when, and how. 
c. pinpoint the results I want and construct a programme that will run itself. 
d. consider the areas of greatest concern to the participants – and plan to deal with
 

them regardless of what they may be.
 

2. PEOPLE LEARN BEST 
a. when they are free to explore – without the constraints of a “system”. 
b. when it is in their self-interest to do so. 
c. from someone who knows what he or she is talking about. 
d. when conditions are right – and they have an opportunity for practise and
 

repetition.
 

3. THE PURPOSE OF TRAINING SHOULD BE 
a. to develop the participants’ competency and mastery of specific skills. 
b. to transfer needed information to the learner in the most efficient way. 
d. to establish the learner’s capacity to solve his or her own problems. 
e. to facilitate certain insights on the part of the participants. 

4. MOST OF WHAT PEOPLE KNOW 
a. they have acquired through a systematic educational process. 
b. they have learned by experience in trial-and-error fashion. 
c. they have gained through a natural progression of self-discovery rather than some
 

“teaching” process.
 
d. is a result of consciously pursuing their goals – solving problems as they go. 
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5. GOOD TRAINERS START 
a. by gaining proficiency in the methods and processes of training – how to teach – 

and then bringing in the content. 
b. by recognizing that learners are highly motivated and capable of directing their 

own learning – if they have the opportunity. 
c. by mastering the field themselves and becoming effective “models” for the 

learners. 
d. by considering the end behaviours they are looking for and the most efficient 

ways of producing them in learners. 

6. TEACHING METHODS 
a. should be relatively flexible but present real challenges to the learner. 
b. should be determined by the subject. 
c. must emphasize trial and feedback. 
d. must allow freedom for the individual learner. 

7. WHEN LEARNERS ARE UNINTERESTED IN A SUBJECT IT IS 
PROBABLY BECAUSE 

a. they do not see the benefit. 
b. they are not ready to learn it. 
c. the instructor has not adequately prepared the lesson. 
d. of poor planning. 

8. EVALUATION OF INSTRUCTION 
a. is done by learners regardless of the instructor: the instructor should be a 

sounding board. 
b. should be built into the system, so that learners continually receive feedback 

and adjust their performance accordingly. 
c. is ultimately decided when a student encounters a problem and successfully 

resolves it. 
d. should be based on pre-established learning objectives and done at the end of 

instruction to determine learning gains. 
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PRESENTATIONS 

During the course you will be asked to make three (3) presentations: 

A 5 to 7 minute information presentation on any topic of your choice. We recom
mend a non-job related subject such as a hobby, personal activity or experience. 

Presentation 1 

A 10 to 12 minute interactive training presentation on any topic of your choice. 
The topic may be job-related or non-job-related. It should be a subject or task 
you will most likely be involved with, on or off the job, as an instructor. The 
presentation should have instructional objectives and use appropriate visual aids. 

Presentation 2 

Presentation 3 A 15 to 20 minute interactive training presentation based on the same subject as 
presentation 2. Each participant has the chance to correct, improve and further 
develop the 2nd presentation. IT IS NOT A BRAND NEW PRESENTATION. 
The focus of this presentation is on presenting a complete lesson of training using 
a lesson plan with at least one objective, visual aids (minimum of 1 flip chart and 
1 transparency) and a test to evaluate whether the objective was attained. 

Co-ordination, timing, and continuity of flow are also important. 

In selecting topics or tasks for your presentations, stick with what you are familiar. It’s best to select 
simple topics or a one action task that can be covered in the allotted time periods. You may use any 
of the training supplies and AV equipment available in the course. The instructors will be available to 
assist you in preparing. See the following pages for evaluation sheets. 

Some preparation time will be provided during course hours. Evening classes are not planned in 
order to allow you ample time to prepare for your presentations. 

It is very important to prepare adequately for all these presentations. They are at the core of the course 
and constitute the evaluation mechanism used by the instructors to determine whether the participants 
have achieved the performance objectives previously outlined. 

After each individual presentation, each participant will be asked to do a self-evaluation expressing 
how he/she perceived the presentation. Following the participants remarks, the instructor(s) will 
comment on the participant's performance indicating the positive aspects and how the presentation 
might be improved. Participants will not be evaluating each other. 

For the final presentation, the evaluation is more rigorous and determines, through a points evaluation 
technique, how successful you have been in achieving the objectives. 
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A copy of the evaluation sheets for each of the presentations is provided in the following pages. These 
will be reviewed by the instructor during the first unit of the course. These evaluation sheets are the 
sole instrument used for evaluation by the instructor(s) during the presentations. 

Below is a list of some topics that have been previously presented by attendees of this course. It may 
give you some ideas for your presentations.If your have an idea for a topic you may want to present for 
either of your individual presentations or a topic to submit to your group for the group presentation, 
you may want to bring with you some reference material and/or visual aids on that topic to the course. 

HOBBIES MISCELLANEOUS 
Flying an airplane Dancing 
Kite Making Survival 
Sewing CPR/First Aid 
Woodworking Makeup 
Ceramics Clothing Styles 
Collections; i.e., stamps, shells, thimbles, etc. Shop keeping 
Knot Tying Bus ride 
Flower Arranging Teaching a language 
Photography Describing one's country 
Sports: hiking, running, diving 
Travel/visiting 
Cooking 

WORK RELATED 
Computers 
Completing Forms 
Photography 
Planning 
Meterorolgy 
Job searching 
Farming/harvesting a crop 
Emergency Response 
Family Planning 

The key is to select a topic or a portion of a topic that you know well and that can be given within the 
allotted time. 
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Evaluation Sheet
 
Presentation 1
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Evaluation Sheet
 
Presentation 2
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Evaluation Sheet
 
Presentation 2 (continued)
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Evaluation Sheet
 
Presentation 3
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Evaluation Sheet
 
Presentation 3 (continued)
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Evaluation Sheet
 
Presentation 3 (continued)
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PRE-WORK QUESTIONAIRE
 

The answers to the following questions are found in the text you have read on Objectives. Please 
answer the questionaire and return it to the course co-ordinator before the course begins. 

1. Define the following concepts 
Objective:
 

Behavour:
 

Resultant behaviour:
 

Norm:
 

Accepted level of standard:
 

2. List the three components of an objective. 

3. What is a well thought out and written objective? 

4. List eight verbs that express observable actions. 

5. Why are objectives important to the participant? 

6. Why are objectives important to the instructor? 
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7. What is there about giving a presentation that concerns/worries you the most? 

8. What visual aids do you use the most when you make presentations? 

9. What audio-visual equipment are you familiar with? 

10. What equipment do you have difficulty with or would like to learn more about? 

11. What specific skills would you most like to develop from this course? 

12. What types of presentations and training have you been giving or will you be giving? 

13. Other comments. 

Name (Optional) 

PLEASE RETURN THE QUESTIONAIRE TO THE COURSE CO-ORDINATOR AS SOON AS POSSIBLE 
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