Train the Trainer
The ability to train others is a growing expectation of employers of their employees. With the many “company specific” technologies, systems and processes out there, often companies have no choice but to perform training themselves. On top of this for large scale training across a company, internal training is often far more cost effective than sending personnel to external providers. 

However, many people who are asked to train have never had formal training on preparing and presenting training and this can make all the difference in the success of a training programme. In order to assist companies to provide their internal trainers with the appropriate skills to perform effective training, Xtensive ICT Academy is offering a training programme on “Train the Trainer: How to Bring Training to Life”.

	Instructional Methods


Our courses are highly participative workshops in the true sense. You'll have an opportunity to explore issues and practice skills during individual and group exercises. There will be ample opportunity to ask questions about "back home" projects. 

We'll use checklists, questionnaires, guides, worksheets and samples to provide you with tangible guidance in developing new skills. 

In summary, our approach is to do it rather than talk about it. 

	3.The Xtensive Approach to train trainers


· Our focus is on realistic, practical material you can apply on the job. We concentrate our efforts on the how-to's in the field. 

· Because our workshops are all performance-based, we provide you with step-by-step procedures to follow (rather than theories, principles and concepts). 

· We guarantee that the new skills you gain will have practical value that far outweighs the course fee. 

· We model what we teach at all times. We will use dozens of innovative techniques you can apply in your own courses. 

· We will survey your interests and concerns before the workshop begins and do our very best to address each and every one. 

· We provide the intensive focus of single-subject workshops rather than brief conference-style sessions. 

· There will be regular exercises for you to do, usually working as part of an Action Learning Team. We believe that the most beneficial parts of our workshops are your opportunities to perform the new skills and receive feedback. 

· We follow a quick pace in our workshops. Expect a high-content, high-involvement, high-energy program. 

· Our workshops require effort on your part, but we also make sure that they are lively, entertaining, and fun. Learning without pain works! 

· We make certain that we do not over-complicate the material. You will leave with the feeling "This isn't so hard. I can do it." We won't overwhelm you or try to impress you with our skill: we want you to be impressed with your own skill by the time you leave. 

· The focus and efficiency you gain will reduce your extra workload. 

· We base our workshops on a realistic approach to the business environment. 

· We continuously improve our workshops based on trainee suggestions and feedback. Our goal is to make our workshops as "user-friendly" as possible. 

· Attendance is limited to allow maximum participation and feedback. 

	4. Course Overview 


Train the trainer is designed for people who are normally employed in a full time training or teaching capacity with responsibility for training and learning within an organisation which organizes and delivers learning programs or have a major training or teaching function in their occupational role. The programme provides experiential outcomes-based training for trainers and ETDP’s. 

It is impossible to be part of an organization today and not attend meetings. Staff meetings, project meetings, planning and coordinating meetings—they all take time.

There has been a growing realization that we have to pay attention to the process elements of meetings, if we want them to be effective. With its focus on asking rather than telling, and listening to build consensus, facilitation is the new leadership ideal, the core competency everybody needs. Managers and supervisors are often asked to facilitate rather than instruct or manage their meetings and training sessions.

Behind every spectacular training session is a lot of preparation and meticulous attention to detail. The truly skilled trainer can make a program exciting. The learners will have fun while they are learning. The facilitator has been able to involve their emotions as well as their minds. You will see the involvement, and you will feel the energy.

To reach this stage as an adult educator isn’t always easy, but success isn’t just for the naturally gifted. It is possible for individuals who put effort into our personal growth and development.  Xtensive ICT Academy trainers appreciate the enormous satisfaction that comes from working with others to help them reach their potential as human beings.

Training is vital to a learning organization and a cornerstone in the improvement process. It imparts the skills and knowledge that people need in order to address business opportunities, solve problems and improve processes. The results are too important to leave to chance. Helping managers and supervisors recognize the practical skills they need to “stand and deliver” and giving them the opportunity to practice these skills in a safe environment will be the key benefits of this training workshop.

	5. Learning Objectives 


Learning occurs everywhere in organizations—wherever employees face problems, deal with unforeseen issues or maneuver their way around obstacles to get their work done.

This workshop has been created to improve the trainer’s understanding of core facilitation skills so that the benefits are readily available for your organization. 

	6. Benefits of the Workshop  


SAQA UNIT STD REFERENCE, Xtensive ICT Academy is an accredited training provider with full accreditation by Umalusi and ISETT SETA and is therefore accredited to offer this unit standard 117871 as outlined within the National Qualifications Framework.  Xtensive ICT Academy is also registered with the Department of Education as a Further Education and Training Provider.

This unit standard will provide recognition for those who facilitate or intend to facilitate learning using a variety of given methodologies. Formal recognition will enhance their employability and also provide a means to identify competent learning facilitators.

· Making a good first impression as the Trainer

· Getting the best out of your training group 

· Powerful Training Methods 
 

	7. Workshop Objectives 


· Facilitate learning; 

· Plan and prepare for facilitation and 

· Evaluate learning and facilitation. 

	8. Scope: What the Workshop will cover 


In order to be able to perform effective facilitation, there are certain  required skills and attributes. e required.  This workshop addresses the acquisition of the following skills:

· Presentation skills

· Knowledge of adult learning principles and dealing with the special circumstances of  adult training

· Understanding of training techniques learning principles and methods

· Group process skills

· Intellectual versatility

· Feedback skills

· Questioning skill

· Competencies for adult educators

· Accommodating learning preferences and styles

· The art of facilitation

· Your role as an effective communicator

· On-the-job support

· Using visual aids


	9. Admission Requirements 


Grade 12 (equivalent) 
NQF level 4 or 5

9.1 Who Should Attend 

· Training administrators 

· Designers 

· Consultants 

· Instructors

· This workshop is not only for trainers. Whether you’re presenting to senior management, making a sales presentation, giving a speech, or speaking at a meeting, this workshop gives you the key skills and confidence that guarantee success. 

· For trainers who have less than one year's experience in course delivery and who have no formal training in instructional techniques.

· For new training professionals who want to ensure that adult learners get the most out of training.

· For new training professionals and for other trainers who want an overview of the entire training function.

· For training directors and training project managers who want to improve their training and make long-lasting improvement in employee performance.

· For trainers who want to evaluate the effectiveness of their training, communicate success convincingly, and contribute significantly to their organizations.
	10. Duration of the course


Three (3) days 

Time 
8:30A.M - 4:30PM — plus optional sessions every day to discuss anything you wish. 

	11. NQF level and number of credits

	SAQA US ID
	UNIT STANDARD TITLE
	NQF LEVEL 
	CREDITS

	117871 
	Facilitate learning using a variety of given methodologies 
	5
	10


	14. Cost of the Course


Please contact the Xtensive ICT Academy Administrator at info@xtensiveict.co.za to find out about the cost of this course
	15. Registration

	Please contact  register for  the course “train the trainer” www.xtensiveict.co.za

	
	 Please include all your relevant personal and organizational details, including your full names and an e-mail address where we can send you the invoice.

PLEASE NOTE: We do not offer courses for individuals, minimum of four (4) delegates

	Tel
	 Call the  Xtensive ICT Academy Administrator at +27 (0)11 805 6549/0177 or alternatively fax  contact particulars to +27 (0)118056292

	e-mail
	antoinette@xtensiveict.co.za



NOTE:

The contact phase of 3 days covers theory, practical work, formative assessments, portfolio building and summative assessments. One workbook must be completed as well, if necessary after hours. The course can be completed in 3 days if candidates complete the assignments, e.g. the workbooks, timeously.

