A Trainer’s Guide, Top 20 Training Tips
About the Author:
David Inglis started his training career over thirty years ago and it is his image that
the ‘Trainer Dave’ character used by Trainer Courses Ltd is based upon. David has
spent the last twenty years designing training courses and training people from all
over the world to deliver them. In this guide he gives just a few of the tips he shares
when delivering sessions, designed to inspire others to become better trainers and
presenters.
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Trainer Dave’s Top Tips, No. 1
Healthcare training provision should engage participants!
During my time in training and development, I have been lucky enough to have seen
both the worst and best of trainer presentations. Forget those course evaluation
sheets that said you were excellent and the successful completion of question
papers; ask yourself were your participants really engaged in the training session
you delivered?
Too often sessions delivered do not fully engage participants if all they are being
asked to do is listen to the trainer talk and retain facts. They could have just as easily
done that by reading the trainer’s notes! A few years ago, I trained a highly qualified
University Professor who was far more academically qualified than myself. After the
course, he thanked me and said he did not fully realise how beneficial the techniques
of engaging participants were to the whole learning process. The result of this has
been that his sessions are now fun and more memorable for his students.
Engaging participants is not just a case of throwing out questions and getting
answers; real engagement is getting them active and debating the learning
message. A trainer who I was very impressed with, brought in some food ingredients
for his Nutrition Training and got his delegates to put the ingredients in to the various
food types. He could have just explained, but by engaging the learners they are less
likely to forget the learning. In moving and assisting individuals, the fact that a worker
has experienced being hoisted will have a greater impact on their learning than if
they are just shown how to use a hoist.
If you are already engaging your participants fully in their learning, great! If not, try to
think about ways that you can get them more engaged. Planned exercises are best
and can link in with whatever you are training. A scenario debated by the whole
group with them coming up with conclusion is often a good starting point.
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Trainer Dave’s Top Tips, No. 2
Like in the scout movement healthcare trainers must - Be Prepared!
When I started out in my training role more years ago than I care to remember, a
more experienced trainer asked, “Have you developed a magic training toolbox yet?”
I asked him what he meant and he replied, “You’ll know why you need it when it
happens?” then he smiled and walked away.
I thought no more about the comment until about six months later. I was halfway
through a training session and the electricity failed just as my training notes showed
Play Video. “What the hell do I do now?” I thought. Lucky for me I was working at the
same training centre as the more experienced trainer I mentioned earlier. Seeing my
predicament, he asked, “Not developed that magic training toolbox yet then? If you
had you would have a solution” He then asked, “Would you like to borrow mine?” He
then went to a drawer and pulled out a scenario and quickly got the delegates busy
solving the puzzle in the scenario. “That will keep them busy for an hour,” he said.
“That scenario is straight out of my magic toolbox, now you know the reason why we
need the tools in it,” he explained. He was right, as trainers we never know what is
going to happen.
Over the years, I’ve been very grateful for the advice he gave and since then, I have
developed strategies for electric failure, equipment going on the blink, delegates
needing further inputs, too many delegates turning up, refreshments not turning up
on time, etc. Even now, in the days of multimedia projectors, I ensure I print out
paper copies of the slides, you never know when one of these new devices is going
to fail. Standing up and displaying a paper copy of a slide may look silly, but at least
it will get you out of a hole.
My advice to all trainers is always have a back-up plan; make sure you develop your
own magic training toolbox.
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Trainer Dave’s Top Tips, No. 3
The changing role of the work-based healthcare trainer!
‘Training is all about change’. The trainer who uttered these words saw training as a
high-status activity, a driving force in his company, and one of the keys to better
performance. Many senior managers within the Care Sector acknowledge the
possibilities that training can be offered through good quality trainers.
Many older managers and staff will be able to recall a time when training was
regarded as a low status activity within the company – a ‘soft option’ for those who
had reached ‘stalemate’ in their former jobs. Training techniques were
unimaginative, with a good deal of ‘sitting by Nellie’ or ‘watch me, I’ll show you how’.
Trainees and their supervisors often saw training as a waste of time. The widespread
use of formal classroom instruction tended to be highly unpopular, particularly with
older workers.
In recent years, there have been forces of change within training. Health & Safety
legislations and a large number of other legal requirements place a significant
training requirement on many industries. In addition, there are other factors that have
been forces for change: the drive to introduce National Vocational Qualifications, the
supply of labour, the skills shortage, the impact of competition and new technology,
etc. To be successful an organisation needs a good supply of people who can train
and coach effectively.
These day’s regulators are also looking to see that trainers delivering subjects are
accredited to do so and that ideally the training is externally quality assured. If you
take a look at www.trainercourses.com you will see where Trainer Courses Ltd
provide these services very cost effectively.
The qualities required of the workplace trainer are of being open, a developer of
relationships, being patient, having good communication skills, being a person who
can give encouragement and build up trust, and being approachable. If you are
selected to become a trainer – look on it as recognition that someone has identified
these qualities in you.
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Trainer Dave’s Top Tips, No. 4
Importance of visual training aids for the healthcare trainer!
Visual aids should add power or impact to what you are saying. Don’t just use them
because you think it might be nice, they should have a purpose. Visual aids can be
used to summarise factual information, show stages in a process, visualise a
concept, reinforce the spoken word, provide background information, create an
atmosphere, and increase retention.
‘A visual aid is anything that aids the participant in understanding or believing points
you want to make’.
There are various types of visual aids including: multimedia presentations, slides,
overhead projector, whiteboard, chalkboard, video, charts and flipcharts, maps,
graphs, handouts, etc.
The choice of aid may be restricted by time, cost or availability, but where the full
range is possible; choice should depend on what will provide the most effective
means of getting the message across. Restrict the number of different types you use
in any one presentation. As a rough guide it is unwise to use more than three. In a
presentation lasting less than 30 minutes, limit yourself to two or even one type.
Here are some useful statistics to help selection: a flipchart can be seen by 15
people and no more, OHP transparencies will reach up to 50 viewers if you have a
long throw from machine to screen, videos will reach 20 people on a 24-inch screen,
and 35 mm slides can be magnified to reach 100 people.
When preparing flipcharts, it is sensible to use every second sheet, especially if your
next sheet gives answers to a question posed on the previous one. If you are
preparing a flipchart that you intend to use a number of times, prepare it carefully. I
have found it best to lay the flipchart on a table and then draw faint line in pencil
before putting on the text. Once the text is on you can rub out the lines. Light pencil
writing is also useful if your flipchart poses a question and you intend to write down
responses. Here you can beat the smarty-pants who will give you a hard to spell
word as their response. If you have trouble with spelling, prepare for this and have
the words you expect written down in very light writing. Your delegates will not be
able to see it and will be amazed by your new found spelling ability.
Finally, if you have taken time preparing a flipchart for use over a number of
sessions – look after it! A plastic artist’s tube will help protect it and there will be less
chance of someone else in your office just using it thinking it is spare.
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Trainer Dave’s Top Tips, No. 5
Preparing for that all important presentation!
Remember that ‘to fail to prepare is to prepare to fail’ – and this is as valid if you’re
running a training session, coaching someone, giving a presentation and in any other
activity. Any training or coaching session / presentation should have three main
elements: Introduction, Main Body & Summary.
The introduction must include, telling the participants who you are, the topic, why
it’s of interest to them, the key areas you are going to talk about, how you are going
to present the topic, and how you are going to deal with questions.
The main body should give consideration to the number of key points you will be
able to put across in the time available, the information to use to support your key
points, and how you will check understanding of what you have said before moving
on.
The summary is where you ‘tell them what you have told them’, highlighting the key
points, dealing with questions, checking understanding, distribute notes or handouts,
and close.
Collecting and sorting materials for your session can be time consuming. If the topic
is new to you and you have to do some research, then allow time for this preparatory
stage. If the topic is familiar to you then the problem may be too much material for
the time available. It may be helpful in these circumstances to think about the
information that must be given, information that should be given if possible, and
information that would be useful for participants to have but not that important.
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Trainer Dave’s Top Tips, No. 6
Preparing your training notes!
Preparing notes can be done on a sheet of A4 or on index cards. Do not write out the
talk in full – just write headings, key words or phrases only. If using A4 Paper use
every second line and write your key points boldly. Many a new trainer has written
too much and got lost half way through a presentation. When preparing your own
notes – remember you are the one who has to talk to them.
Index cards are easier to handle than A4 paper – especially if you have an attack of
the nerves ‘the shakes’. However, be aware of the case with one really good
presenter I observed; he was using overheads and index cards. Just before his
presentation he knocked his index cards onto the floor where they scattered. He took
his time and got them back into what he thought was the right order, five minutes into
his presentation he realised they were not. He could have avoided this situation by
simply numbering them, hole-punching them in a corner and connecting them with a
key ring. This would have saved him a great deal of embarrassment in front of a
packed house of over 50 delegates.
Using notes helps to ensure that:
The way you speak is natural; you have time to think on your feet – and it makes the
talk ‘live’; and you can adjust the length and content without making it obvious.
Good notes can foster self-confidence, as you should always know what comes next
– so don’t just make them – use them!
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Trainer Dave’s Top Tips, No. 7
Delivering your presentation!
Earlier I stressed the importance of having an introduction, a main body and a
summary. Here are a few further tips that will help meet those objectives:
‘Tell them what you are going to say’.
Introduce yourself.
Establish contact with the participants immediately – make eye contact – look at
them.
State your subject.
Give participants a reason for listening – point out the relevance / value of listening
to what you have to say.
Explain the structure of the presentation – links to their needs.
Describe the methods you are going to use.
Explain how you intend to deal with questions.
Make it clear if people need to make notes, if handouts are available, and how long
the presentation will take.
Be enthusiastic.
‘Say it’
Make a logical start, keep it simple; deal with what is known and link related ideas or
points.
Use examples or illustrations to support your message.
Signal to participants when you are moving from one stage to the next.
Use language that is simple, clear and precise.
If you have to use ‘jargon’ then explain it – do not speak in a language your
participants do not understand.
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When speaking remember to give the impression of confidence and enthusiasm,
control your breathing, vary your voice, use pauses and punctuation, use silence
where appropriate and don’t tail off at the end of sentences.
Manage your mannerisms – if they are distracting then you may need to do
something about them – whether they be physical or verbal – ‘know what I mean’.
Use gestures that match and coincide with your words.
Use facial expressions and body language appropriately – send messages that
match the words used.
Use your position in the room – it can influence the way your participants act or
interact with you by encouraging participation or creating a barrier.
Monitor what is happening with your participants – be aware of how they are reacting
to what you are saying.
‘Tell them what you have said’
Summarise the key points of the presentation – in a different way to the original
presentation, to avoid obvious repetition.
Make it clear that you have reached the end of your presentation.
Draw conclusions for your participants (where appropriate) and let them know what
happens next – what action do you want them to take (remember your objectives) –
where can they find out more about the subject.
Invite questions and answer them as best as you can – the questions asked can be
a good indicator of whether people have understood what you have been talking
about.
Distribute notes or handouts as necessary.
End on a high point, with a punchy or witty final remark, if appropriate.
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Trainer Dave’s Top Tips, No. 8
Presentation Follow Up!
This is where you remember the purpose of your presentation – do you get the
response / action that you want – do people do what you want them to do.
Learn from your sessions – there will always be something that could be done better
next time; get some feedback from your participants on your sessions; and build
improvements for the next time you undertake a session.
Get some feedback from your participants on your sessions.
Build improvements for the next time you undertake a session.
Question and Answer Sessions
It is often in the question period that some real understanding is achieved as you are
dealing with specific issues. Ensure you set time for questions, answer them directly,
if you don’t know the answer say so, and never take objections personally.
You need to plan for questions and be ready to deal with them. While a question is
being asked, you need to watch the person who is asking it. It is often possible to
pick up clues to the intensity of the question and the feelings behind it if you are
aware of body language.
Answering questions involves accurate and active listening to the question itself.
Wherever possible, prepare in advance for any obvious questions. If you are not
sure of an immediate response, repeat the question to give yourself some additional
thinking time. This may also be useful to other participants who may not have heard
the question.
Maintain the same style you adopted during the presentation itself. To change now
would be to undermine the message you have already put across. Involve the whole
group in your answer with eye contact. Don’t preface your answer with phrases such
as ‘That’s a very good question’ or ‘I’m glad you asked that’ – it’s a sign that you’re
unsure of the answer.
Finally, if you don’t know the answer, say so! Commit to look into it and get back to
the group at a later date.
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Trainer Dave’s Top Tips, No. 9
Ensure you use evaluation sheets!
Often wrongly called, “Happy Sheets”, these are essential if you and your
organisation are going to learn from your sessions. A well designed evaluation sheet
can give you a lot of information, apart from if the delegates enjoyed the session. If
you use Continued Professional Development Guidelines to design your evaluation
sheets you can learn so much more. Here are some example questions that I
regularly use:
To help us continually to improve and develop our training, we would be grateful if
you would complete the following:
1.

2.

3.

4.

The content of the course was:
Very useful

Not at all useful

The course overall was:
Very useful

Not at all useful

The amount of information was:
Comprehensive

Lacking detail

The presentation style was:
Excellent

Poor

5.

Were there any parts of the course that you found difficult to understand? If so
can you elaborate on this:

6.

Were there any parts of the course that you found too easy to understand? If
so can you elaborate on this:

7.

What part of the course did you find particularly useful?

8.

On what particular aspect(s) of the course would you value additional /
expanded information? If so what?

9.

Finally please let us know which courses you feel would help with your
continuing personal development:

Page 12
© Trainer Courses Ltd

Version Number V 2.0

Trainer Dave’s Top Tips, No. 10
Presentation Problems – Four Factors!
The foundations for professional training / coaching / presentations are based on
personal skills and confidence. Skills can be taught and developed. With practice,
skills become finely tuned leading to an increase in confidence. This in turn
encourages the development of new skills and so the ball rolls onwards.
The commonest problem encountered by people relates to lack of self-confidence.
Four factors may contribute to this:
Personal Factors
Some people appear naturally confident, others not. Having low self-esteem, feeling
inferior, and our physical appearance can all affect our ability to coach or train
effectively.
The first time I presented was a perfect example of this – and this should give
encouragement to those starting out as a trainer, coach or presenter. I was literally
thrown into a training role without any training. I joined colleagues who had six
months training under their belts and was told I would be presenting with them, only
three days after taking up my new position. To make matters worse, there were two
assessors from a local college who would be assessing our presentation skills. It
was a total disaster; I turned over too many pages of my prepared flipchart and was
talking about something of no relevance to what was on the chart. One of my new
colleagues whispered, “You have turned too many pages.” To my shame I swore
uttering “Oh ****,” and became very red-faced as I realised everyone was looking at
me open-mouthed, including the two assessors from the college. I apologise and got
back into the presentation, but if there had been an open hole to jump in I’d have
taken that route. Luckily, I had a very understanding boss who had more confidence
in me than I had on that day. It is thanks to his encouragement that I continued to
develop as a trainer.
Situational Factors
These relate to the location and person / persons being coached. The size,
knowledge, background, experience and interest of the group are all relevant. The
room layout, lighting, heating, ventilation and other location factors may affect our
ability to coach or train effectively.
I was once asked to run a training session by an organisation whose membership
consisted of residential care home providers. The session was on health & safety
and it was agreed that it would be for a maximum of twelve participants, with the
organisation providing a suitable venue. To cut a long story short, when I arrived at
the venue it was too small and over twenty delegates arrived for the session. I found
out later that the organisation had sent out a flyer to their members saying the
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session had been arranged and was available for delegates to attend free of charge.
The venue was organised on the organisation’s belief that about eight delegates
would attend. I managed to get the session done very successfully by using two
rooms and extending the time by an hour, but when the organisation tried to book
me again I said, “No thanks I remember the stress you caused me last time.”
Knowledge Factors
Relates to the feeling of not knowing enough about the topic, not being up to date,
poor memory of facts and figures, fear of being wrong, being challenged or thinking
that someone in the audience knows more than you!
Fearing you may lack subject knowledge can cause great concern and I have had
this happen to me throughout my career as a trainer. When delivering a People
Movers Trainer Assessor course, I found out at the introductory stage that one of the
delegates was a Care Standards Inspector. I was relieved that she said she was
attending because of the good things she had heard about the course and she was
going to be leaving the Inspectorate to move into a training role. On another
occasion, I had an Inspector from the Health & Safety Executive in the audience
when I was delivering a health & safety session. If you do find you have people in the
room with a lot of knowledge, acknowledge the fact and encourage them to answer
last. Don’t look on them as a threat, but as another aid to your session. It can save
you from doing a lot of talking yourself and makes them feel good as well!
Skill Factors
The skills we require to put our message across relate in particular to speed and
delivery. Accent, dialect, vocabulary, pitch, pace and power of the voice are principle
factors for concern. Delivery factors include where we stand / sit and what to do with
those shaky hands!
There is no substitute for training and I would advise any aspiring trainers to attend a
train the trainer session with a reputable provider where they can be helped by
trainers with many years of experience. The great thing about the training profession
is that really good trainers are not frightened of sharing their skills and ideas.
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Trainer Dave’s Top Tips, No. 11
Overcoming Stress when presenting for the first time!
The resultant stress caused by the 4 factors mentioned earlier causes nervousness
and anxiety. This is natural and like an actor, you need a certain amount of anxiety to
perform well.
Many coaches / trainers / presenters focus on their anxiety rather than the task of
communicating their message. If you learn to make stress work for you, it can be the
fuel for more enthusiastic and dynamic performances.
If you are well prepared and well-rehearsed, you can turn your nervousness into
energy. Controlling the signs of stress is part of this.
Organise your materials
One of the best things you can ever do is check that you have everything together
the evening before you go off to deliver your session. Don’t wake up in the middle of
the night wondering is everything prepared, use a check list and be sure. Also leave
plenty of time to get to the venue early so you can set up and be prepared before
delegates arrive. Ensure that any electrical equipment you need is in working order.
By doing this you can relax in the knowledge that at least you are prepared.
Visualise success
Often we spend hours worrying about what is likely to go wrong instead of thinking
positively about what will go right. Next time you are worrying about anything that
you feel will have a negative outcome, try visualising a successful outcome. I used
visualisation in the darkest days of my life, finding it difficult to sleep I just visualised
myself on an island beach free from any cares at all – it worked I got a good night’s
sleep. As trainers don’t worry about the potential problems your delegates are going
to bring you, think more about how the experiences they bring will enrich your further
sessions. These days I never fear delegates I have not met before because I now
look on them as new friends who I have yet to meet.
Rehearse
I’m always delighted when I go to a London theatre and see everything running like
clockwork. The actors know their lines and the scenery changes happen without a
hitch. These shows only work that way because of one thing - rehearsals. As
trainers, coaches and presenters we can save ourselves much stress through
rehearsing. In my early days as a trainer I rehearsed in front of a mirror, much to the
amusement of my young son. However, I would rather be the subject of amusement
for him, than the subject of amusement for delegates if I got things wrong.
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Take deep breaths prior to starting your talk
“Take a deep breath and dive in” is often a term used in life. However, if you are
going to give a presentation, a deep breath before you start a long sentence is
important. You do not want to run out of breath midway through a sentence. Knowing
when to take a deep breath comes with practice.
Relax and stay relaxed
By taking note of the earlier points, you can certainly get yourself relaxed prior to
your delivery. The key though is to stay relaxed and you can do this by trying to stick
to your game plan, lesson plan or training notes. There will always be those who will
try to get you onto their pet subject, when this happens quickly bring things back to
the objectives you started with and your plan to meet them. In this way you will
remain relaxed because you are following your plan of action, not that of an
individual delegate.
Maintain Good Eye Contact
I once heard someone giving advice to a new trainer who was worried about giving
his presentation. “Find a friendly face and focus on that person,” was the advice.
This was not good advice! Imagine if you were the person with the friendly face,
would you still have a friendly face if the presenter only focuses on you for twenty
minutes? Also, how would all the other delegates feel if you were the only person
who had eye contact with the presenter? Yes, maintain good eye contact, but with
everyone – you may then turn one friendly face into many.

Page 16
© Trainer Courses Ltd

Version Number V 2.0

Trainer Dave’s Top Tips, No. 12
Handling interruptions!
As a trainer don’t allow them to disrupt you, never ignore – act promptly, do not
debate – establish your authority and use the group to assist you. Don’t take attacks
personally as sometimes a delegate may be reacting to a bad learning experience in
the past or there may have been changes in their organisation that they see as
having a negative impact on them. The main thing for the trainer is to have a strategy
ready to use!
There are a number of types of interruptions and here I give suggestions for dealing
with them:
Making a different point- Try responding with ‘I understand, but the point I am making
is …’
Intending to disrupt- Try making light of it with a riposte as an aside to the rest of the
group.
Talking or arguing with another member of the group- Try ‘one meeting only, please’,
or appeal to the balance of the group.
Interrupter making their own speech- Try letting them continue for a bit and then
simply asking, ‘What is your question?’
Heckling- Try answering with your own quick if you have the confidence, or
appealing to the group, or asking the heckler to stop or leave. Try answering with
your own humoured response if you have the confidence, or appealing to the group,
or asking the heckler to stop or leave.
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Trainer Dave’s Top Tips, No. 13
Developing your communication skills!
The most important skill to develop relates to communication. The ability to
communicate is a skill we develop from a very young age. It relates not only to what
we say but how we say it both verbally and non-verbally in our body language.
Your voice is the instrument that carries your spoken message. Important as your
message may be, it can be marred if your voice is unpleasant to the listener’s ear.
Voice blemishes can destroy or shatter an otherwise appealing message. They can
rob you of power, authority and persuasion.
Very few people recognise their own voice. In order to evaluate and improve, you
need to listen to your actual voice as your participants would. To evaluate your voice
try listening to a tape recording of your voice; be objective - voices can’t be changed
– they can be improved; and isolate blemishes you want to work on.
Remember the saying ‘practice makes perfect’. Most speech problems are due to
bad habits and tension. Relaxation is the key but the following points are important.
Nasality
A well-known footballer, who was respected for his playing skills, was appointed to
the job of manager; unfortunately, he had a nasality problem. Apart from running the
team, the manager needs to be a good communicator. Hardly surprising the
appointment was short lived as others done all the communicating with the media.
Treatment of nasal speech depends on the cause and may include surgery and/or
speech therapy. On an educational note, "nasal voice" is an incorrect term as the
voice itself is normal. It is the speech quality that's affected.
Lack of Projection
I once presented at a seminar where the presenters were allowed to give a twenty
minute presentation on a given subject. On arrival at the venue, I was surprised that
it was narrow, very long and had low ceilings. I knew that whoever was presenting
would need to project their voice. This was no problem for me and my presentation
on risk assessment went without a hitch. However, I was followed by a very quietly
spoken man who was giving a presentation on infection control. I really felt for him as
no sooner had he got into his subject than the calls from the back started off, “We
can’t hear you!” No matter how he tried he could not project his voice to them. With a
little forward thinking the organisers could have had a solution at hand by having a
microphone and speakers available.
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Fading
Try not to fade your voice when presenting. It is no good starting at a pitch where
everyone can hear you and then fading to a point where your message is difficult to
pick up. You may well spend ages putting across a point only to be asked to repeat
as the delegates did not quite hear all you had explained.
Mumbling
As a trainer you should never mumble. You are the person at the front and you are
the person delegates are listening to. If you have something to say, then say it. A
mumble will be picked up by delegates in different ways; however, most will look on
it as rudeness on the trainer’s part.
Monotony
During my own time as a learner, I attended a college to undertake a Diploma in
Training Management. It was a very good course and I was keen to gain the award,
however, the lecturer who delivered the finance module had a very monotone voice.
On his first lecture, both myself and another attendee drifted off to sleep. I had
worked all the previous night and my fellow delegate had taken an early flight from
Switzerland, but it was the drone of his voice that was the last straw. The funny thing
was that the fellow delegate and I had shared details of training centre development
costs as we were both opening new centres. When the three-hour finance paper
came up the main question was, “You are developing a new training centre, what
costs would you take into account?” a subject we had more or less self-learnt. We
both got very high grades for the finance paper and the lecturer concerned boasted
that he was so good he could get through to people when they were asleep. We did
not have the heart to tell him the truth.
Rate
The rate at which you present can depend on many factors including delegate’s prior
understanding of a subject. If they already have a good understanding, your rate
may be quicker than for inductees. Also, language barriers come into play when
deciding on rate of presentation. I was once presenting in Sweden to a group of
aspiring young managers from across Europe; only three of the twenty had English
as their first language. I had a three-hour slot and I slowed my presentation rate to
accommodate their use of English as a second language. This still did not stop a
German guy named, “Gunter” from asking me during the break to go a little slower.
Lessons from that training helped me enormously when establishing healthcare
training in the Philippines.
Speech Appendages
People with speech appendages can be helped. It takes me back to a former
colleague of mine who had a stutter on certain words. I once witnessed one of his
presentations to a group of councillors, one of whom took great delight in finishing off
words my colleague was struggling with. After the presentation, I arranged to meet
with my colleague the following day. We sat down next day and went through his
presentation and highlighted the words he had struggled with. The next stage was to
look for alternative words that he would not struggle with. The result was improved
presentations. With thought, people with speech appendages can be helped!
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Trainer Dave’s Top Tips, No. 14
Non-verbal communication skills!
If your voice presents the message, your body presents the sub-text. Body language
can account for as much as 95% of our message. We, therefore, need to practice
and control this skill as well as the verbal skill. So what is your body saying about
you?
Posture and Pose
As a trainer, coach or presenter your posture and pose says a lot about you. If you
don’t look interested, how do you expect those listening to you to be interested?
Movement
If you decide to syndicate an exercise, make sure you move between the groups and
spend equal time with them. Make sure that you do not over use your hands and
arms, as your delegates might comment that, “You were a bit of a windmill and
would be lost without your arms.” Certainly it is good to emphasis a point by
movement, but not constantly.
Gestures
Think carefully about gestures that you put forward. Here I would point to two
extremes, Pope John Paul II and Rowan Atkinson’s Mr. Bean character. On many
occasions there was no need for words; gestures were all that was needed.
Eye Contact
I wrote at length earlier about maintaining good eye contact and making sure that
everyone feels involved. This is just a good place to emphasise the point – it can
make the difference between success and failure.
Mannerisms
A well-known international footballer, when interviewed, will break up his answers
with the words, “You know”. Unfortunately, when you realise this you will be more
interested in counting how many times he says it, instead of what he has to say. If
you suffer with this or use other words you use to give yourself thinking time, make
an active decision to try taking a breath instead.
Dress
One of my trainers was used specifically to undertake practical aspects of our
People Movers Trainer / Assessor Course and always attended in a track suit and
suitable footwear. However, when required to lead our Safeguarding Vulnerable
Adults Trainer Course she wore a smart suit. It is vital that trainers, coaches and
presenters dress appropriately for the message they are trying to get across.
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As soon as you speak, you become an object for immediate appraisal. Your initial
verbal impact will be dented if your appearance does not back it up. You are very
visual as a coach, trainer or presenter so make sure whatever you wear is
appropriate, acceptable for the venue, participants and also makes you feel
comfortable and confident.
Avoid threatening behaviour such as getting too close and ‘invading personal space’.
Above all, be receptive to the body language of your participants. It may give you
clues!

Page 21
© Trainer Courses Ltd

Version Number V 2.0

Trainer Dave’s Top Tips, No. 15
Better to say, ‘No’ than mess up the reputation you have built!
As you develop as a healthcare trainer, your confidence will quickly grow and you
will deliver more sessions in different subject areas. However, do not mess up a
reputation you have built by taking on training outside your competency.
The following actually happened at a homecare provider’s premises in Kent. A
freelance trainer had very successfully delivered a number of training subjects for the
company and was asked if she was able to provide moving & handling training for
some new entrants. She said she could and the following week turned up to deliver
the training with six new entrants who had never worked in care before.
Whilst the session was running, a Care Coordinator had to urgently get some
documentation from the room where the training was taking place. She apologized
for interrupting the session and went to the filing cabinets to find the relevant
documentation. The session continued while she was doing this and what she heard
shocked her. The trainer said to the group of inductees, “This is a mobile hoist and
this is a sling. I want you to have a go and see if you can work out how to use them.
You will learn by your mistakes”.
The Care Coordinator immediately stopped the session and asked the freelance
trainer to accompany her to the owner’s office. She explained what had happened to
the owner and the owner said to the trainer, “I thought you said you could deliver
moving & handling training”. To this the trainer replied, “Well it is common sense, any
trainer could deliver it”.
Further checks revealed that the trainer had never been trained to deliver moving &
handling training herself.
The trainer was asked to leave the premises immediately with her reputation in
tatters. The owner also informed other care / training organisations in the area of the
incident, including myself, and the trainer’s work dried up as a result of the incident.
It takes a long time to build up a reputation so my advice to all trainers is only deliver
sessions that you are competent to deliver. Better to say, “No” than mess up the
reputation you have built.
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Trainer Dave’s Top Tips, No. 16
The best healthcare trainers avoid total burn out!
I’m often asked how many days a week should a trainer be actually delivering
courses. This is usually by a disgruntled employee working as a trainer in a training
or care company where they are required to deliver on every working day.
The answer here is that if you are to avoid total burn out, remain enthusiastic and
competent in your trainer role you should not be delivering more than three days per
week. It is unfortunate that many employers do not understand the hours trainers
need just to plan for delivery of a session, prepare materials and update their own
skills and competency.
Over the years, I have seen many very good trainers who started out very
enthusiastically slowly but surely being worn down by either taking on too much
training delivery work or being told that they had to deliver courses every day by their
employer.
A very experienced freelance trainer I know in Hampshire has got the balance just
right. She is very successful, well respected and only delivers on three days per
week (although she is in demand and could do more). The other two days of the
week she uses to prepare materials for her next courses; certificate those who had
been on her previous course; answer email enquiries; updating her skills; and
undertaking research for sessions she will be delivering in the future.
She quite rightly realised very early on in her training career that if she did do five
days per week training delivery her evenings and weekends would be taken up with
all the other work that the role demands.
As a new trainer, be aware that the training role is a fantastic opportunity and can be
a lot of fun, but don’t take on more training delivery days than you can manage. You
still have a life outside of training and it is important that you enjoy this as well.
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Trainer Dave’s Top Tips, No. 17
You will never please everyone – but never stop trying!
One thing I have learned over the years is that you will never please everyone. As a
trainer try to remember that your delegates are human beings and will bring to your
session their own life experiences; their own ideas of what is right and wrong; and
often their own personal problems.
You will always get the odd person who will criticise you however good you have
been. I once had a very serious complaint made from one delegate about my own
course delivery and this had to be fully investigated. All the other delegates on the
course were contacted and asked if there were any issues they wished to raise
about the course that had been delivered and if they felt there was anything that
would have improved their experience. The replies that came back were that the only
thing they said they would change was a delegate they found to be disruptive – the
delegate who had made the complaint through her organisation.
A trainer I have known for many years, who is always in great demand throughout
the healthcare industry, was also criticised by a delegate through a complaint made
by the branch of a leading care organisation, saying she felt the trainer was
incompetent and spoke too much about her own personal experiences.
Unfortunately for the complaining branch, the trainer concerned had recently trained
the organisation’s own Head Office National Training Team. They were very
impressed with the style, use of personal experiences and the passion that the
trainer brings to sessions.
On the same date the complaint came in, the National Training Manager of another
large care group emailed to say, “Feedback I received from this week’s course is
excellent and they found the trainer’s passion and enthusiasm infectious and are all
raring to get going themselves”.
My advice is never let one very negative or unwarranted complaint destroy the
confidence that you have built up. You will never please everyone, but never stop
trying!
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Trainer Dave’s Top Tips, No. 18
Building your healthcare trainers network – who do you trust!
Hopefully, with luck and hard work, you will become a successful healthcare trainer
and eventually go freelance. This will be the subject of another guide that I will be
writing over the next few months, but I’ll give a few pointers here with regard to
networking.
When you sub-contract work out, you are always taking a chance on the honesty of
the individuals you network with. As a freelance trainer, you may find that you have a
really good contract with a care provider, but they require training you are unable to
provide. The choice you make now can be either costly to your business or
rewarding.
A number of years ago, I decided that I would sub-contract a lot of the successful
training provision work that I had built up. Too trusting of individuals, in less than a
year I had people phoning me to say that they attended a course I had advertised
and promoted where my company name was not mentioned once. Worse was to
come when I found out that attendees were not being given my training materials
and certification, but were instead being given the individuals own material –
meaning they were not paying anything to me. In the end, I stopped subcontracting
work and returned to providing my own training. Greed is a bad thing and my client
base quickly realised that these individuals were providing a second rate service to
that they had previously been provided and booked all their future training with me.
On a more positive note, I have also built up relationships with some first class
honest individuals over the last few years that has allowed for considerable business
growth. These are trainers I can rely upon to deliver a course and promote products /
services without any mention of their other training and consultancy roles outside of
the business. They have done a fantastic job and we have shared the rewards.
My main tip here is to be very careful who you share your training opportunities and
network with. Before doing so ask individuals for details of others they have had long
term networking relationships with and check them out; view their subject specific
training accreditation; and check that they have signed up to the Code of Ethics to
allow membership of the Association of Healthcare Trainers (Membership is free and
a full list of members is on the website www.aoht.co.uk). Only network and share
training opportunities with people you can trust.
Please turn to the next page for more information about the Association of
Healthcare Trainers (AoHT).
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Trainer Dave’s Top Tips, No. 19
Continuing Professional Development for Healthcare Trainers!
As a trainer, always remember that whilst developing others is important, your own
professional development is of equal importance.
One of the responsibilities of your training role is to ensure that you keep your
knowledge and skills up to date, this is called personal development and a useful
tool to help you with this is a personal development plan.
A Personal Development Plan is a document that you prepare with the support of
your manager that supports and helps you to review and prioritise your learning
needs and development opportunities within an agreed timescale. It is important that
as a priority you focus on the mandatory training requirements of your role as set out
by your organisation, however for further development, your plan should also include
training that will support you to develop throughout your career, this is called
continuing professional development (CPD).
In order to agree your PDP you need to ask yourself questions such as:
What do I want to achieve?
What are the standards, skills and knowledge needed by my current role and do I
have any gaps?
What are the learning and development opportunities in my current role?
What are my ambitions and goals?
Am I making the right choices to get me there?
Once you have identified the tasks and associated learning opportunities, make a
note of the timescales that you will need to achieve your goals and who should be
involved.
Remember CPD is not just a case of attending courses to update and improve your
skills, there are many other ways for you to develop yourself further. CPD can
include discussions with your line manager about training & development issues;
keeping to a personal development plan; reviewing policies and procedures;
discussions with your trainer colleagues; attending training team and standardisation
meetings; E-Learning; shadowing other trainers delivering; achieving training
qualifications; self-study; research; reflective practice; and appraisals.
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Trainer Dave’s Top Tips, No. 20
Remember all healthcare trainers have to start somewhere!
My final tip is to remind all trainers that we all have to start somewhere.
I have been involved in developing trainers for over thirty years and my proudest
moments are those when I see someone I have mentored achieving and being
successful in their training role.
Some I have mentored have gone on to run their own successful training businesses
employing other trainers to deliver the training. Others now head up training within
national care groups.
As you develop in the role of a trainer it is also important that you help, support and
give advice to those who follow.
I know when I started out on my training career I benefited from the guidance of
others. I therefore really hope that you will pass these twenty tips on to others
entering the training profession whenever possible.
Happy training!
David Inglis CMIOSH
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