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The work that provided the basis for this publication was supported by funding under a grant with the U.S. Department of Housing and Urban Development provided to the Advocacy Center, as a joint effort with the Human Development Center of LSU Health Sciences Center.  The substance and findings of the work are dedicated to the public.  The author and publisher are solely responsible for the accuracy of the statements and interpretations contained in this publication.  Such interpretations do not necessarily reflect the views of the Federal Government.
Section 1:

Overview of Workshop

Workshop Overview: A train-the-trainer model will be used to assist participants to develop and/or expand their skills to conduct effective trainings that are specifically related to the fair housing training curriculum provided.

Workshop Objective:  This workshop is a companion piece to the recently attended fair housing workshops.  The objective is to build a pool of competent, qualified fair housing curriculum trainers recruited from: staff of the LA Department of Health and Hospitals (DHH); community-based disability, service, advocacy, and grassroots organizations; and faith-based organizations.

Workshop Outcomes: Participants who successfully complete this workshop will have the tools and skills to conduct workshops using the fair housing training curriculum provided.
Workshop Scope & Sequence:  

	Time


	Section
	Topic

	9:00 – 9:15

	WELCOME & ORIENTATION

	9:15 – 9:30

	1
	Overview of Workshop

	9:30 – 9:55

 
	2
	Conducting Trainings Based on Adult Learning Principles


	9:55 – 11:00

 
	3
	Conducting Trainings That Utilize Basic Facilitation Skills


	11:00 – 11:15

	BREAK

	11:15 – 11:40

	4
	Handling Problematic Situations

	11:40 – 12:40

	5
	Practice Training

	12:40 – 1:00

	NEXT STEPS


Section 2:

Conducting Trainings Based on 

Adult Learning Principles

Section Objective:

After participating in this session, participants will be able to:

· Describe why the train-the-trainer process used today is important in assisting them to become a more effective trainer;

· Describe key principles to follow when conducting training sessions for adults;

· Describe the training-related strengths and resources they already have; and

· Target their personal training goals.

8 Principles for Conducting Sessions
for 
Adult Participants
1.
Focus on “real world” problems.

2.
Emphasize how the learning can be applied.

3.
Relate the learning to the goals of the participant.

4.
Relate the materials to the past experiences of the participant.

5.
Allow debate and challenge of ideas.

6.
Listen to and respect the opinions of participants.

7.
Encourage participants to be resources to the trainers and to one another.

8.
Treat participants like adults.

Activity 2.1: Applying Adult Learning Principles to Past Experiences

The goal of this activity is to help you verify and validate adult learning principles by applying them to your own past experiences as an adult learner.  Follow the instructions outlined below.  Then, participants will be asked to break into small groups to share and to discuss their ideas.

	Ineffective Training



	Think of a training session you attended in the past that was ineffective for you as an adult learner.  Jot down the ineffective elements in the left column below.  Then, try to associate the ineffective elements you identified with the 8 adult learning principles just discussed.  Use the right column below to list the number of the principle that you think was being ignored.  

	Ineffective Elements


	Principles Ignored

	1.


	1.

	2.


	2.

	3.


	3.


	Effective Training



	Think of a training session you attended in the past that was effective for you as an adult learner.  Jot down the effective elements in the left column below.  Then, try to associate the effective elements you identified with the 8 adult learning principles just discussed.  Use the right column below to list the number of the principle that you think was being followed.  

	Effective Elements


	Principles Followed

	1.


	1.

	2.


	2.

	3.


	3.


Activity 2.2: Training-Related Strengths & Resources 

and 

Personal Training Goals

The goal of this activity is two-fold: 1) to help you identify training-related strengths and resources that you already have and 2) to help you target your own personal training goals associated with this train-the-trainer workshop.  Follow the instructions outlined below.  

	Training-Related Strengths & Resources



	Spend a few minutes self-assessing the training-related strengths and resources that you already have.  Some of these may be areas that you have thought about before. However, since others may be areas that you can identify as a result of this session, please continue to add to your lists throughout this train-the-trainer workshop.  List your information in the appropriate columns below.

	Strengths


	Resources

	1.


	1.

	2.


	2.

	3.


	3.

	Personal Training Goals



	Based on the strengths and resources listed above, target your personal training goals.  Some of these may be based on strengths and resources that you would like to build upon, to refine, and to expand, while others may be based on areas that you need to develop, to explore, or to solicit feedback in terms of needed training knowledge and skills.  Use the space below to describe your goals.  As needed, please continue to add to your list throughout this train-the-trainer workshop.

	1.



	2.



	3.




Section 3:

Conducting Trainings That Utilize 

Basic Facilitation Skills

Section Objective:

After participating in this session, participants will be able to:

· Adequately attend to others in order to make accurate observations and corresponding inferences;

· Demonstrate effective listening skills through active listening behaviors; and

· Utilize appropriate questioning techniques.

4 Types of Facilitation Skills: 

1) Attending Skills
Guidelines in Using Attending Skills

	Do


	Don’t

	· Position your body so that you face all the participants.

· Continually scan the group with your eyes.

· Walk towards the participants.

· Maintain pleasant facial expressions.

· Nod affirmatively.

· Circle the room during activities to assess participants’ progress and to be readily available for questions.

· Use an appropriate speaking voice and tone, along with natural gestures, in talking with participants.
	· Talk to visual aids or rely too heavily on notes.

· Stare at individuals or avoid making eye contact.

· Ignore portions of the group by scanning too quickly.

· Put too much distance between you and the group.

· Shuffle papers or notes.

· Stand in the same position or move around the room too quickly.

· Check your watch or fidget with items.

· Turn your back for any length of time to a part of the group.  


2)
Observing Skills
Participants’ Non-Verbal Behaviors
&
Potential Inferences

	Non-Verbal Behaviors
	Potential Inferences

	· Smiling

· Nodding 
· Leaning forward

· Making eye contact
	· Interested/Enthusiastic/Understanding

	· Yawning

· Vacant stare

· Shuffling feet

· Leaning back in chair

· Looking at watch or clock
	· Bored/Tired/Frustrated

	· Frowning

· Scratching head

· Pursing lips

· Vacant stare

· Avoiding eye contact
	· Confused/Disagreeing/Frustrated


If trainers determine that the situation warrants action, here are possible actions for consideration:

	Based on this Inference 
	And…
	Then…

	Interested

Enthusiastic

Understanding
	Several participants display the behavior(s)
	Continue and make a mental note about that section of the training being well received.

	
	Only 1 or 2 participants display the behavior(s)
	Continue, but make a mental note to reassess the situation soon after continuing to observe the behavior(s) of all participants.

	Bored

Tired

Frustrated
	Several participants display the behavior(s)
	Assess your training method(s), then make the necessary changes, modifications, and/or adjustments, for example: speed up; take a break; move into an activity; involve the participants more; etc. 

	
	Only 1 or 2 participants display the behavior(s)
	Continue, but make a mental note to reassess the situation soon after continuing to observe the behavior(s) of all participants.

	Confused

Disagreeing

Frustrated

Confused

Disagreeing

Frustrated
	Several participants display the behavior(s)
	Acknowledge your observations, then poll the group to determine if there are areas of confusion,  identify what they are, then provide clarification by giving examples, rephrasing the information, or asking another participant to summarize the information.  

	
	Only 1 or 2 participants display the behavior(s)
	Ask the group if anyone has any questions and/or if the information is making sense.

If anyone indicates that he needs help with some information presented, determine the areas of confusion, then try to clarify by giving examples, rephrasing the information, or asking another participant to summarize the information.  

If no one indicates that he needs help with the information presented, then continue, but make a mental note to reassess the situation soon after continuing to check the behavior(s) of all participants.  

If the behaviors persist, repeat this process.  

If none of this has addressed the situation, make a mental note to invite participants to talk with you during the next break or after the session if they have specific questions or would like more information.  


Activity 3.1: Using Observing Skills

The goal of this activity is to provide opportunities to attend to others and to observe their non-verbal behaviors in order to draw inferences.  Break into small groups and then follow the instructions outlined below.  
	Using Observing Skills



	Ask 1 or 2 small group members to select a specific set of non-verbal behaviors to role-play while the others observe.  Use the appropriate spaces below to: 1) List what you observe about their faces, body movements, and body positions; 2) Jot down what you infer, based on the behaviors observed; and 3) Describe what effective trainers would do in response to these behaviors.  After the volunteer verifies the inference(s) that should have been drawn, take a few minutes to discuss the similarities and differences of the responses from the group.  If time permits, repeat this activity by having different group members volunteer to role-play.  



	Behaviors Observed


	Inferences Drawn
	What To Do

	Role-Play #1


	Role-Play #1


	Role-Play #1

	Role-Play #2


	Role-Play #2


	Role-Play #2

	Role-Play #3


	Role-Play #3


	Role-Play #3


3)
Listening Skills
Step 1: Listening to the words being expressed
Step 2: Paraphrasing what was said to demonstrate understanding
Effective trainers use the following active listening behaviors when paraphrasing:

· Summarizing or recounting a comment related to the topic; 

· Testing for Understanding by confirming a comment or asking a question to clarify understanding of a comment related to the topic;  and/or 

· Reflecting upon the emotion of the participant by commenting on an observed behavior or comment related to the topic.

Activity 3.2: Using Listening Skills through Active Listening Behaviors

The goal of this activity is to provide opportunities to practice using effective listening skills through active listening behaviors.  Break into small groups and then follow the instructions outlined below.  
	Using Listening Skills



	Ask 1 small group member to read the statements provided.  Use the space below to paraphrase what you believe was said, either by summarizing, testing for understanding, or reflecting.  Ask a group member or 2 to share their responses.  Take a few minutes to discuss these responses, both in terms of similarities and differences.  



	Paraphrased Statement #1



	Paraphrased Statement #2



	Paraphrased Statement #3



	Paraphrased Statement #4




Statements to be Paraphrased for Activity 3.2: Using Listening Skills

	Statement #1


	It’s hard to find a landlord willing to rent to my family because we have so many family members and because one of them has a physical disability.  We have been looking for a decent house or apartment to rent for so long that we are about to give up.  No one seems to be able to help us.  




	Statement #2


	Every time I ask about some type of modification to make it easier for me to live in my apartment, management tells me that it would be too expensive.  I have asked over and over again for lots of different things to be done. Nothing ever gets done.  




	Statement #3


	I tried calling different people to complain about being discriminated against, but nothing changes.  I don’t get any results.  Maybe I should get a lawyer.  




	Statement #4


	I have a disability, so I was told that it would be hard to ever become a homeowner.  I tried applying for a mortgage, but I was denied.  I was very angry.  I never knew what to do about this.  I never really understood why.  




4)
Questioning Skills

Questioning Skill 1: Asking Questions

Types of Questions
	Type of Question


	Description
	Example

	Open
	· Requires more than a “yes”, “no”, or one-word answer.

· Stimulates thinking.

· Invites discussion.

· Usually begins with words like “what”, “how”, “when”, “why”.

	“What ideas do you have for explaining why this person may have been discriminated against?”

	Closed


	· Only requires a one-word answer.

· Closes off opportunities for discussion.

· Usually begins with words like “is”, “can”, “how many”, “does”.
	“Does everyone understand the reasons that we have discussed?”


Guidelines for Phrasing Questions

	Do


	Don’t

	· Ask clear, concise questions that cover a single issue.


	· Ask rambling, ambiguous questions that cover multiple issues.



	· Ask reasonable questions based on what the participants can be expected to know at this point in the training session.


	· Ask questions that are too difficult for the majority of participants to answer.



	· Ask challenging questions that require thought.


	· Ask questions that are too easy or that provide no opportunity for thought.



	· Ask appropriate, relevant questions that direct the participants to logical answers.


	· Ask “trick” questions that are designed to fool or trap the participants.


Choosing How To Direct Questions

	If You Want To …


	Then …

	Stimulate all of your participants to think … 

Allow participants to voluntarily respond …

Avoid putting an individual participant on the spot …
	Direct the question to the group.

EXAMPLE: 

“What experiences have you had related to this issue?”

	Stimulate only 1 participant to think and respond …

Tap the known resources of an “expert” in the audience …


	Direct the question to a specific individual.

EXAMPLE: 

“Mary, you indicated that you have had a lot of experience in filing fair housing complaints for individuals with disabilities.  How would you proceed in this case?”




Questioning Skill 2: Handling Answers to Questions

	If The Participant’s Response Is: 



	Correct


	Incorrect
	Partially Correct

	Use positive reinforcement.


	Acknowledge the effort.
	Reinforce the correct portion of the response
THEN
Redirect the question either to the same participant, to another participant, or answer it yourself.



	EXAMPLES:
“Yes.”

“Good point.”

“That’s right.”
	EXAMPLES:
“I can see how you might come up with that answer.  Let’s see if anyone else came up with a different answer.”

“That’s not exactly what I was looking for.  Perhaps I should have phrased the question differently.  What I was looking for was _______.”
	EXAMPLES:
“You are on the right track.  What other ideas do you have?”

“That’s close, Joe.  Who else wants to take a stab at this question?”


Questioning Skill 3: Responding to Questions

	Choose the Following Response:


	When …

	Provide the answer yourself
	· You are reasonably sure that you are the only person who can and/or should provide the answer.

	Redirect the question back to the same participant or to another participant
	· There is a high probability that the person will be able to come up with the correct answer.

	Defer the question


	· The question does not fit within the purpose of the session and/or the session’s objective(s).

· The question is beyond the intent or scope of the training session.

· The question cannot be handled in the session’s allotted timeframe.

· The answer will be provided by material covered later in the training session.

· You need time to get the correct answer and get back to the participant.


Activity 3.3: Using Questioning Skills & Handling Answers to Questions

The goal of this activity is to provide opportunities to practice using questioning skills.  Break into small groups and then follow the instructions outlined below.  
	Using Questioning Skills & Handling Answers to Questions



	Ask 1 small group member to read the first situation provided.  Use the space provided to capture the question that you would ask.  Ask a group member or 2 to share their ideas.  Take a few minutes to discuss these ideas, both in terms of similarities and differences.  As time permits, repeat this process for the other situations provided.  Use the space provided to capture the responses that you would make. 

	Situation 1: Question

	You just finished making the opening remarks when conducting a training session using the fair housing training curriculum from the symposium that you recently attended.  You are about to begin the first section.  You want to get an idea about the audience’s knowledge of and/or experience with the topic.

Your Question:



	Situation 2: Response

	During your training session using the fair housing training curriculum, you ask the participants to name some of the protected classes regarding fair housing laws, which you covered earlier in the session in connection with an overview of the pertinent laws.  One participant volunteers the answer, “Individuals with disabilities”.

Your Response: 


	Situation 3: Response

	During your training session using the fair housing training curriculum, a participant asks you to review a file folder of paperwork that he has assembled detailing instances of suspected housing discrimination.  He wants you to let him know whether any of the situations are worthy of reporting.

Your Response: 




Section 4:

Handling Problematic Situations

Section Objective:

After participating in this session, participants will be able to:

· Utilize effective strategies, such as interactive behavior skills, for resolving common problematic situations during training sessions.

Considerations and Results When Handling Problem Situations

	Consideration
	Corresponding Result

	1. Eliminate or minimize the problem behavior(s) 
	1. The problem is resolved to the extent necessary so that learning can resume or continue in an unhindered manner.

	2. Protect the self-esteem of the participant
	2. The problem is addressed in such a way that the self-esteem of the participant(s) exhibiting the problem behavior(s) is not compromised.

	3. Avoid further disruptions to the learning process
	3. An environment that is relaxed, comfortable, and conducive to learning is preserved.


Identifying Strategies for Handling Problem Situations: 

1) Bringing in members of the audience who have been non-participatory or who have demonstrated extensive knowledge of and/or experience in the topic under discussion;  

and/or   

2) Shutting out members of the audience who have been too verbal or have monopolized the discussions.  This is often combined with the process of bringing in other participants to the discussion.  
Activity 4.1: Implementing Strategies for Handling Problem Situations

The goal of this activity is to provide opportunities to practice using interactive behavior skills for resolving common problematic situations during training sessions.  Break into small groups and then follow the instructions outlined below.  
	Implementing Strategies for Handling Problem Situations



	Ask 1 small group member to read the first situation provided.  Use the space provided to capture examples of the interactive behavior skill(s) that you would use to handle the problem situations. Ask a group member or 2 to share their responses.  Take a few minutes to discuss whether these responses address all three considerations so that the corresponding results would be achieved.  As time permits, repeat this process for the other situations provided.  Use the space provided to capture examples of the strategy(ies) that you would use. 



	Problem Situation 1 

	Milton has been monopolizing the discussion and has responded to all questions posed by the trainer before anyone else has a chance to speak.  In doing so, he often wanders off the topic and tells long-winded "war stories”.   

Examples for Handling This Problem Situation:



	Problem Situation 2

	Mariah has constantly interrupted the trainer to challenge him on technical details of the topic.  Her information has been very accurate, indicating that she has extensive knowledge and experience in the subject under discussion. 
Examples for Handling This Problem Situation:



	Problem Situation 3

	Tyrone has been very attentive during the training session, but he has never volunteered a response to the trainer’s questions nor has he asked any questions.  He is sitting at a table with several very experienced colleagues who have all been responding to the trainer’s questions or asking some of their own.

Examples for Handling This Problem Situation:




Section 5:

Practice Training

Section Objective:

After participating in this session, participants will be able to:

· Conduct training for other adults by using the fair housing training curriculum provided at the earlier symposium and by applying the effective training skills presented today.

	Techniques Used By Effective Trainers 



	1. Rehearse until you feel comfortable with the material to be presented.

2. Memorize the words that you will be saying during the first few minutes of your training session.

3. Check your training materials and practice using all equipment in advance of the session.

4. Anticipate potential problems and prepare for how you will resolve them, should they occur.

5.  Get sufficient rest the night before a training session.

6.  Wear clothing that is both appropriate and comfortable.

7. Put yourself in your participants’ shoes.  Don’t forget that they may be anxious about participating.

8. Just before beginning the session, take a couple of slow, deep breaths and think positive thoughts, for example, This is going to be a good session. 

9. Turn your nervousness into positive energy that helps keep you on your toes and performing at your best.

10. Rely on your most powerful training tool – your own unique style, experiences, and abilities as a person.




Activity 5.1: Practice Training

The goal of this activity is to practice conducting a training session using segments of the fair housing training curriculum provided at the earlier symposium and by applying the effective training skills presented today.  Follow the instructions outlined below.  
	Practice Training

	You will be playing two “roles” during this activity: 1) the role of the trainer when you are conducting your own training segment and 2) the role of a participant when others are conducting their training segments.  Review the responsibilities of each role below, as well as the guidelines for self-assessing and for sharing & receiving feedback.  Use the “Kaizen Sheets” to capture your “kaizen” self-assessment and “kaizen” feedback.  Prior to conducting future training sessions, review the completed “Kaizen Sheets” in order to make decisions about incorporating pertinent suggestions, as well as any other changes that you want to make. 


	Trainer Responsibilities
1. Select segment of fair housing training curriculum.

2. Review content and practice using the equipment.

3. Conduct your training segment.

4. After conducting your own training segment, use the “Kaizen Sheet” to record your self-assessment “kaizen”.  
	Peer Responsibilities
1. Respond to the trainer’s questions and ask your own questions, as if you were a participant. 

2. Contribute to or create a problem situation, as appropriate. 
3. Pay attention to the trainer’s skills.

4. After each participant conducts his/her training segment, use the “Kaizen Sheet” to record your “kaizen” feedback.  

	Guidelines for Self-Assessing and for Sharing & Receiving Feedback

· When self-assessing your own training segment, be as objective as possible without being too harsh on yourself.

· When sharing feedback with others, be specific and constructive.

· When receiving feedback from others, be open-minded and willing to incorporate pertinent suggestions when conducting future training sessions.


Kaizen is a Japanese word that means gradual, unending improvement.  It suggests that people constantly seek to achieve higher standards.

	Kaizen Sheet

Kaizen is a Japanese word that means gradual, unending improvement.  It suggests that people constantly seek to achieve higher standards.

	Circle one:                     Self-Assessment              Feedback



	Trainer’s Name____________________________________



	
	Worked Well …


	Opportunities For Improvement …

	Facilitation Skills:

Attending


	
	

	Facilitation Skills:

Observing

	
	

	Facilitation Skills:

Listening (including Summarizing; Testing for Understanding; and Reflecting) 


	
	

	Facilitation Skills:

Questioning (including Asking questions; Handling answers to questions; and Responding to questions)


	
	

	
	Worked Well …


	Opportunities For Improvement …

	Handling Problem Situations (including Bringing in and Shutting out)

	
	

	Content Delivery


	
	

	Comfort Level/Putting Self at Ease


	
	


Adapted by J.D. Guillory, Community Development Program, Human Development Center (7/8/05) from “Interactive Behavior Skills”, Leadership Designs, Inc. (1990) and “Train-the-Trainer: Practical Skills That Work (2nd Ed.)”, Ittner & Douds (1997), HRD Press.

Adapted by J.D. Guillory, Community Development Program, Human Development Center (7/8/05) from “Interactive Behavior Skills”, Leadership Designs, Inc. (1990) and “Train-the-Trainer: Practical Skills That Work (2nd Ed.)”, Ittner & Douds (1997), HRD Press.


