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To help you move around this e-Pocketbook we have included a full ‘Table of Contents’,
with links that take you instantly to the chapter or page of your choice. Be sure to reveal
the Table of Contents within the navigation pane (sidebar) of your file viewer.

In addition, we have embedded links within the book itself, denoted by coloured
arrows | and text that is underlined (or highlighted). These embedded links will get you
swiftly from the Contents page to a specific chapter and from cross-references to other
parts of the book. A link at the foot of the page |4 will get you back to where you started.

The web browser or document viewer you use to read this e-Pocketbook may well
provide further features (e.g. word search, zoom, page view options) to help improve
your reading experience.

It is well worth spending some time familiarising yourself with your document viewer
in order to get the best from this e-Pocketbook.

Enjoy your reading!
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AUTHOR’S PREFACE

Here | am again writing a preface to the Trainer’s Pocketbook - this time to the 11th
edition. On the surface, training may appear to have changed considerably since this book
was first written, but the basic principles remain as true as ever.

So here is the new Trainer’s Pocketbook. Bang up to date and still unashamedly for you
the front-line trainers; who are training people in training rooms large or small, state of the
art or frustratingly ill-equipped. Much of training nowadays is done, and done very well,
online, but you're still out there in flesh and blood giving hands-on help to real people.

This new edition has been totally revised in light of the advances in training technology,
especially in the audio-visual field, but retains all the still-valid classics that have made it a
favourite with trainers all over the world for so many years. And in comes lots of fun
interactive stuff you can do on the web in front of the class — dreams come true for veteran
trainers like me!

I want to give special thanks to fellow pocketbook writer Paul Tizzard and to master trainer
Derek Fox for their invaluable help in the updating process. Thanks too, as always, to Phil
Hailstone for the new graphics.

Ours is a wonderful profession. We’re dedicated to only one thing — helping people grow.
Keep on helping!

John Townsend, Mas la Papesse
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INTRODUCTION

3 DIMENSIONS TO TRAINING

-

il

Training is a valued and rewarding profession because it is dedicated to helping people
grow. A Master Trainer’s performance can be measured on three dimensions:

Subject matter,

knowledge and

experience

e Technical
competence in
subject matter(s)

» Practical ‘on the
job’ experience

o Academic
qualifications

* Knowledge of the
training function

e Competence in
promoting training

Trainer techniques and skills (design

and delivery of training courses)

o Training needs analysis

* Applying learning theory to course
design

» Keeping trainee recall high

e Making learning fun

¢ Performing (voice control, eye
contact, body language, etc)

¢ Using audio-visual support

¢ Leading discussions

» Creating and conducting exercises
e Training evaluation

Concern and

availability to

facilitate learning

e Empathy

o Listening skills

* Asking and
answering
questions

e Dealing with
‘difficult’ trainees

» Facilitating

¢ Adapting
style/content to fit
trainees’needs

J
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INTRODUCTION
3D TRAINER GRID

CONCERN &
AVAILABILITY
o ; (to facilitate learning)
B = E1 =)
22 o f e e ren
= L" KNOWLEDGE
LOW HIGH & EXPERIENCE

TRAINER TECHNIQUES & SKILLS

(design & delivery of training courses)

© John Townsend and Paul Donovan. ( 7‘
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INTRODUCTION -

Beware
of the Expert!

A ‘Has-Been’ A ‘Drip under pressure’
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LEARNING THEORY

BRAINS
HOW ADULTS LEARN

If they want and need to

By linking learning to past, present or future experience
By practising what they have been taught

With help and guidance

In an informal and non-threatening environment
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