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Program introduction 

This manual will help you plan, organise and 
facilitate adult learning in a range of contexts  
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Program focus and outcomes 

Competency standards 

This participant manual covers the following units of competency: 

● TAEDEL401 Plan, organise and deliver group-based learning 

● TAEDEL402 Plan, organise and facilitate learning in the workplace 

● BSBCMM401  Make a presentation. 

 

Program outcomes 

By the end of this program, participants should be able to: 

● describe the adult learning theories, styles and principles outlined in this manual, 
and apply these when delivering training 

● ensure a healthy and safe learning experience 

● identify training and learning needs 

● define clear and measurable learning outcomes (objectives) 

● plan, organise and deliver the following, using communication and facilitation skills 
that promote learning: 

– workplace learning 

– group-based learning 

– a presentation as part of a group training session. 

● maintain training records 

● evaluate training and identify opportunities for improvement. 

 

 

Your personal objective— 

Write your personal objective for this program below: 
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Adult learning: an introduction 

Learning is not compulsory... neither is survival. 
W. Edwards Deming (1900 - 1993) 
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Introduction to this section 

Adult learning:  an introduction 

Effective trainers understand how adults learn.  They use this knowledge to help them 
understand why learners behave the way they do, identify learning needs, and use 
strategies to ensure effective learning for all learners. 

 

In this section we will cover the following topics: 

● What is learning? 

● Roles trainers play 

● Adult learning theories 

● Learning styles 

● Stages/cycles of learning 

● Principles of adult learning. 

 

After reading this section of the manual and participating in the related learning 
activities, you should be able to: 

● describe the basic adult learning theories, styles and principles covered in this 
manual and 

● discuss how you can use these to plan, organise and deliver training that works for 
all learners. 
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What is learning? 

 
Learning is a complex process and occurs throughout life:  

from the time we are born until the time we die. 

 

 

P. Pogson and M. Tennant (1955) in Tovey and Lawlor, p.55 

 

Your role as a trainer is to help a learner (or group of learners) to learn.   This part of 
the participant manual explores the nature of learning: 

● What is learning? 

● How might we define or describe ‘effective learning’? 

 

 

Group discussion or personal reflective activity— 
A memorable learning experience 

Think back to a learning experience that stands out in your memory.  To do this, 
consider how you would complete the following sentence: 

 

‘I’ll never forget when I learned how to (or about)…’ 

 

1. Share memorable experiences with others in your group. 

2. Consider why you think the learning was as effective as it was on this occasion. 

Note the outcomes of your discussion below: 
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Definitions of learning  

Consider some of the definitions of learning that follow.  Do any of these reflect your 
personal opinions about what learning is, as based on your personal experiences? 

Learning is… 

 
The acquisition of knowledge or skills through study, experience, or being 
taught…  

Oxford Online Dictionary <oxforddictionaries.com> (accessed 24.10.2016) 

 

 …the making of meaning. 
 

McCarthy 1996, p.6 

 

 …the experience of significant changes in self-perceptions, perceptions of 
others and in actions and behaviours. 

 

 

Robertson in Workplace Training Category 2, Topic 1, 1995, p.9 

 

 Successful learning requires a degree of personal discomfort as old ideas and 
behaviours are challenged. 

 

 

Thompson in Workplace Training Category 2, Topic 1, 1995, p.9 

 

 …a change … in behavior … that is sustained … and may result from formal 
and informal learning experiences and interactions  

Author’s attempt to summarise key components of learning, based on various sources 

 

Can you relate to any of the above definitions? 

However you choose to ‘define’ learning, it is clear that: 

 

 

Learning is a dynamic, multi-faceted process 
that works differently 

for each individual and each learning event 
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Domains of learning 

There are three ‘domains’ (categories) of learning: 

● Psychomotor (skills) 

● Cognitive (knowledge) 

● Affective (attitudes). 

Source: Benjamin Bloom, 1956 

 

 
Example:  Skills, knowledge and attitudes needed to operate a forklift 

ex
am

p
le

 

Operate a forklift 
Some examples of required skills, knowledge and attitudes include: 

Skills ● Efficient driving techniques 

● Ability to identify points of balance and safe lifting positions on a range of 
loads 

● Ability to read instructions, procedures and signage relevant to the 
operation of a forklift 

Knowledge ● Forklift handling procedures 

● Principles of stress management when handling a forklift 

● Operating hazards and related defensive driving and hazard control 
techniques 

Attitudes ● Confidence to operate forklift in realistic working conditions 

● Commitment to consistently operate the forklift as per workplace 
expectations 

● Initiative to actively engage in ongoing learning about forklift operations 

 
So how do we teach skills, knowledge and attitudes? 

We can explicitly teach knowledge and skills—this manual covers how to do this. 

Teaching attitudes isn’t quite so easy!  We can’t explicitly teach (or ‘preach’) attitudes, 
but we can teach skills and knowledge such that learners will build confidence and 
commitment to perform consistently at work, as they develop skills and knowledge.  
Throughout this manual, we discuss numerous ‘small things’ you can do to build 
learner confidence and commitment through your training. 

  

In vocational education, effective learning occurs when 
learners end up with the mix of skills, knowledge and attitudes needed 

to perform as required at work, consistently, and with confidence 
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Roles trainers play 

 
 

The 21st Century trainer 

 
The 20th Century trainer was the source of learning. 

The 21st Century trainer is a conduit for learning.  

Sinson, 2016, Private Communication 

The above statement is overly-simplistic, but it makes the point that the way trainers 
help adults learn has evolved and expanded in recent years. 
 

The 21st Century trainer is the conduit for learning— 
we are part of the ‘learning mix’ 

We are in the information age.  On a daily basis we are bombarded with information 
from the media, the internet and other sources.  It is no longer practical for anyone 
(including trainers) to keep pace and ‘know everything about everything.’  Skilled and 
confident 21st Century trainers recognise this.  To enhance learning, they promote and 
create opportunities for collaborative learning that grows from a range of sources—
themselves, other learners, guest speakers, online or other sources. 

 

 

 

 

 

 

 

Remaining information about the roles trainers play removed 

  

Your ultimate role as a workplace trainer is to help adults learn. 
This has always been our goal. 

In the 21st Century we have far more choice about how to best do this. 
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Adult learning theories 

This section of the manual describes some popular paradigms and theories of adult 
learning.  We’ll discuss: 

● Behaviourist learning theories 

● Cognitive learning theories 

● Humanist learning theories 

● 21st Century learning and skills. 

 

When reading this section, keep in mind… 

 

 

 

  

No single theory tells us everything there is to know 
about how adults learn 

However, when taken as a whole 
these theories give us valuable insights about how adults learn, 

and how we as trainers can help them learn. 
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Behaviourist learning theories 

 
 

Behavioural expectations may be defined in: 

● learning outcomes 

● competency standards 

● job description 

● standard operating procedures (SOP) 

● other standard of performance relevant to your workplace. 
 

Some examples of stimuli that promote and reward desired behaviour include: 

● praise or feedback that acknowledges the desired behaviour 

● pay rise 

● increased status, responsibility or autonomy 

● attainment of a qualification or equivalent. 
 

Implications for training 

To apply a behaviourist approach to training: 

● Introduce behavioural expectations (e.g. learning outcomes) at the start of 
training.  Make sure objectives are clear and measurable. 

● Introduce activities with stimuli to promote the desired behaviour—e.g. 

– observe a learner performing a task, and provide feedback that promotes the 
desired behaviour 

– ask learners to memorise something and offer a prize to those who do 
(remember to acknowledge effort; don’t just praise achievement). 
 

Examples 

Some examples of learning theories based on a behaviourist perspective include: 

● Classical conditioning 

● Operant conditioning.  

Behaviourist learning theories are built on the premise that learners are 
passive participants who will respond to their environment.  The desired 

behaviour develops when learners are presented with ‘stimuli’ that reward 
desired behaviour and/or discourage undesired behaviour. 
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Cognitive learning theories 

 

 

The cognitive approach focuses on our thinking (cognitive) process as we progress in 
our learning—what we discover as we learn, and the conclusions we reach. 

A cognitive approach to learning is based on the premise that learning results from: 

● experience, about which we 

● develop a perception about that experience (we think about it), which leads to 

● insight and problem solving. 

 

Implications for training 

To apply a cognitive approach in your training, try the following: 

● Include ‘discovery’ activities in your training 
Introduce activities that allow learners to work out something for themselves (learn 
through discovery).  Then, debrief the activity—create an opportunity for you and 
learners to share and discuss key learning points. 

● Include time for reflection 
Allow time for learners to reflect on their learning from time to time.  This reflection 
should be focused.  For example, ask learners to share and/or record how they can 
use what they have just learned in their own workplaces. 

 

Examples 

Some examples of learning theories based on a cognitive perspective include: 

● Cognitive load theory 

● Gestalt theory 

● Attribution theory 

● Cognitive theory of multimedia learning 

● Information processing theory (discussed below). 
 

In very simple terms, cognitive learning theories suggest that 
we learn through experience, thought, reflection and discovery 
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Information processing theory 

 
 

Information processing theory is just one of many theories that are based on a 
cognitive paradigm.  This theory reflects research conducted by George Miller.  Miller’s 
research revealed that people retain more if: 

● information is presented in small chunks of content, and 

● chunks are sequenced to create a logical progression from one chunk to the next. 

 

Implications for training 

To apply the information processing theory to training: 

● Present information in small chunks 
This means presenting a small amount of information then give learners a short 
‘brain break’ in which they have a chance to discuss, reflect on or apply the 
information in some way before presenting another chunk of information 

● Sequence the chunks of information in a sequence that promotes retention 
As a general rule, when sequencing chunks of information, start with something 
that the learners can relate to, then move on to new concepts.  For example: 

– Chunk 1:   ‘Let’s review the three key selling features of the old software.’ 

– Chunk 2:   ‘We can offer the same three key selling features of the new 
software, plus add two new features.  These are...’ 

● ‘Just in time’ learning 
‘Just in time’ learning is a learning delivery mode that takes information processing 
theory into the 21st Century.  ‘Just in time’ learning means delivering ‘small chunks’ 
of information, activities and resources to learners, via mobile devices.  Learners 
access these ‘small chunks’ of learning anytime and anywhere. 

 
 
 
 
 
Remaining information about learning theories removed 
  

Information processing theory is about 
chunking and sequencing 
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Adult learning styles 

 

 

As you read this section of the manual and participate in related learning activities, 
keep in mind... 

Models seldom work, but they’re always useful! 

By this we mean that: 

! 
We must never use learning style models to ‘label’ learners as having 
a particular ‘style’ in all learning situations.  Instead, use them as a 
useful starting point, to help you gain some insight into the different ways 
you and your learners may prefer to learn a particular new skill or concept. 

 

There are many published learning style models.  In this manual we will cover two 
popular and useful ones: 

1. Sensory learning styles 

2. Honey and Mumford’s learning style model. 

 

  

A learning style is like a personal learning preference 

Because each adult is a unique individual, 
each adult learner has their own unique learning styles 
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Sensory learning styles 

About this learning style 

The senses influence learning.  When we learn something we may learn it: 

● visually (sight) 

● auditorally (hearing) 

● kinaesthetically (touch) 

● olfactorally/gustatorally (smell/taste) 

● linguistically (language). 

 

In a training situation, we most often rely on the visual, auditory, and kinaesthetic 
senses.  This has led to the common term, ‘VAK’ learning styles. 

 

! 
One adult may favour different sensory learning preferences in 
different learning situations.  A learner’s preferred sensory learning style 
will likely vary from one learning event to another.   

 

 

The table on the next page lists behaviours that learners may exhibit when favouring a 
particular sensory learning style. 
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Table: 
Behaviours observed when processing information with a particular sense 

Sense They may say: They may: They may need: 

Visual 

‘I can picture that’ 

‘This doesn’t look right’ 

‘I need perspective’ 

● Speak quickly 

● Have trouble 
remembering verbal 
instructions 

● Pay attention to how 
things and people look 

● Look up. 

● Charts & diagrams 

● Demonstrations. 

Auditory 

‘I can hear it!’ 

‘This doesn’t sound right.’ 

 

 

● Be sensitive to the sound 
of others’ voices 

● Be distracted by noise 

● Speak with more vocal 
modulation 

● Repeat things to 
themselves 

● Move their eyes directly 
to the side. 

● Verbal explanations. 

 

Kinaes- 
thetic 

 

‘I’m getting a feel for it.’ 

‘I’m getting a grasp of this 
idea.’ 

‘I can run with this.’ 

 

● Speak more slowly at 
times 

● Be more sensitive to their 
and others’ comfort 

● Move their eyes down. 

● Movement to ‘gather 
thoughts’ 

● Learn through action 

Linguistic 
Also known as 
Reader/Writer 

Use language that doesn’t 
necessarily relate to a 
particular sense, but may 
be more logical: 

‘I appreciate your point.’ 

‘I think that…’ 

‘I must consider this.’ 

● Be sensitive to the 
meanings of words 

● Speak with a regular, 
monotone pace 

● Move their eyes down. 

● Get the language ‘right’ 
and consistent 

● Verbal and written 
information. 
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Implications of sensory learning styles for training 

 

 

 

 

 

Remaining information about learning styles removed 
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Stages / cycles of learning 

This section of the manual describes popular models used to explain the stages people 
go through when they learn something. 

This manual discusses: 

● the conscious competence model 

● the learning cycle. 
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The conscious competence model 

About this model 

The conscious competence model suggests that people progress through the following 
four stages of competence when they are learning something: 
 

 

Source of the conscious competence model unknown 

 

Implications for training 

● Return to a state of ‘conscious competence’ 
This is critical.  You may be asked to train something because you are very good at 
it.  You may be so good at it that you no longer need to think about it when you are 
doing it.  This makes you a great subject matter expert.  To be a great trainer, you 
have to again become conscious of what you are doing.  This way you’ll know what 
to train. 

● Think of where the learner/s are 
Consider the stage at which learners will most likely begin training and plan 
activities based on this. 
 

When delivering, monitor the learners’ reactions to the training: 

– If a learner appears overwhelmed, perhaps they had been at a stage of 
unconscious incompetence and hadn’t realised that there was so much to 
learn—in this case, reassure the learner that they’ll be fine! 

– If a learner appears bored: 

 they may be competent already (or be partway there)—ask questions!  
alternatively… 

 they may be in a state of unconscious incompetence—they don’t realise 
how much there is to learn.  

 

‘I don’t realise what I don’t know’ 

‘Now I realise what I don’t know’ 

‘With concentration, I can do it’ 

‘I can do it so easily, 
I no longer have to think about it’ 

 

Conscious Incompetence 
 

Conscious Competence 
 

Unconscious Competence 
 

Unconscious Incompetence 
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The learning cycle 

What is a learning cycle? 

 

 

 

 

This section removed 
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Principles of adult learning 

The ‘principles of adult learning’ is a list of practical conclusions that can be drawn from 
ongoing research into adult learning. 
 

 

Information about the principles of adult learning removed 
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Summary of this section 

Adult learning:  an introduction 

This section of the manual and related training activities covered different roles you 
may play as a trainer, and offered some adult learning theories, styles, stages and 
principles you may use to guide you in these roles. 

 

The following concepts were discussed: 

● What is learning? 

● Roles trainers play: 

– Instructor 

– Coach 

– Facilitator 

– Mentor 

– Conduit 

● Adult learning theories: 

– Behaviourist learning theories 

– Cognitive learning theories—e.g. information processing theory as one 
example of a learning theory that is based on a cognitive perspective 

– Humanist learning theories—e.g. Malcolm Knowles’ andragogy as one 
example of a learning theory that is based on a humanist perspective 

– 21st Century learning and skills 

● Learning styles: 

– Sensory learning styles 

– Learning styles by Honey and Mumford 

● Stages/cycles of learning: 

– Stages of learning—conscious competence model 

– Learning cycle 

● Principles of adult learning. 

 

This information provides valuable knowledge and insights that will help you manage 
the different needs of your learners in a variety of training circumstances. 

  



Participant Manual ● Delivering Training 

26  Version 1.1 © 2016 Blackwater Projects 

 

Training needs and objectives 
The indispensable first step to getting the things 

you want out of life is this: decide what you 
want. 

Ben Stein 
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Introduction to this section 

Training needs and objectives 

The training cycle is shown below.  This section of the manual covers the ‘identify 
needs’ stage of the cycle. 

 

Figure:  The training cycle 

 

 

 

 

After reading this section of the manual and participating in the related learning 
activities, you should be able to: 

● conduct a simple training needs analysis 

● consider the needs and characteristics of your learner/s to determine their learning 
needs/preferences 

● write ‘SMART’ learning outcomes. 

 

The skills and knowledge gained may be applied to any type of training situation. 

 

Identify 
needs

Plan & 
organise

Deliver

Review
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Identify training needs 

It’s all about the learners! 

One thing we need to be clear about… 

The learners are the stars of the show 

 

 

 

 

 

Before we start planning our training, we must first identify needs. This means 
identifying: 

● Training needs—what content does the target learner group need? 

● Learning needs—how and when does the target learner group learn best? 

 

 

Training needs—what do they need to learn? 

Domains of learning: skills, knowledge, attitudes 

Ultimately, the learners must be able to perform in the workplace.  To do this the 
learner/s will need a combination of: 

● knowledge 
things a person must know to perform as required in a reasonable range of working 
situations—e.g. company policies and procedures that affect how they are 
expected to perform 

● skills 
skills needed to perform at work—e.g. technology skills, manual handling skills, 
communication skills, foundation skills, etc. 

● attitudes 
– ‘buy in’: a demonstrated commitment to perform consistently, as required, and 
– the confidence to perform in realistic working conditions. 
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Adult learners bring a wealth of experience to training 

They may already hold some of the skills, knowledge or attitudes needed to perform in 
the workplace.  When planning training, start with what learners already know and can 
do, and build on these.  Avoid training skills or concepts learners already hold. 

It’s worth taking a moment to consider what training learners really need.  To do this, 
conduct a training needs analysis. 

 

Training needs analysis 

 

The figure below shows a basic model for a training needs analysis. 

 

Figure:  a training needs analysis model 

 

The following table gives more information about each step of the TNA process.  

  

We conduct a training needs analysis to identify training content: 
What needs to be trained? 

Identify 
gap 

Identify current 
performance 

Identify desired 
performance 

Training Need 

The gap can be filled by training and 
becomes the basis for the training content 

Non-training need 

Maybe training isn’t what’s needed to 
achieve the benchmarks 

Combination of training and non-training needs 

Both training and non-training interventions may be needed 

e.g. To meet the performance benchmarks, participants may need training 
and the organisation may need to purchase updated computer software. 

Analyse the gap 
and determine the best way to fill it 
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Table:  Training Needs Analysis step-by-step—description and example 

Step Description Example 

1 

Identify 
desired 
performance 

Here we identify the requirements 
for expected performance in the 
workplace.  We could use relevant: 

● competency standards 

● job descriptions 

● SOP (Standard Operating 
Procedure) 

● other relevant standards. 
 

2 

Identify 
current 
performance 

Here we identify the skills, 
knowledge and attitudes the target 
group currently holds.   We could: 

● conduct a formal assessment of 
each learner 

● ask the learner/s 

● ask others—e.g. supervisors or 
colleagues 

● analyse data such as customer 
complaint records 

● any other appropriate strategy.  

3 

Identify gap 

This step is like basic math: 

 Desired performance 

– Current performance 

= GAP 
 

4 

Analyse 
gap—
determine if 
gap reflects a: 

● training 
need 
or 

● non-training 
need. 

At this step, we analyse the gap and 
identify the best way to bridge that 
gap.  The gap may be bridged by: 

● Training—appropriate if the 
reason for the gap is because the 
target group lacks the skills or 
knowledge needed to perform as 
required 

● Non-training—appropriate if there 
is another reason for the gap 

  

The customer service staff of a retail 
organisation (the target group) should 
follow the organisation’s four-step 
process for customer service 

In this case, the desired performance is 
the four-step process 

Client satisfaction data shows a 55% 
satisfaction rate with how customer 
service is provided.  This is very low.  
35% of clients report that customer 
service staff are rude.  Another 15% 
report that service staff don’t know the 
organisation’s products well enough. 

Interviews with the target group show 
that most know the four-step process, 
but don’t always follow it.  Some say 
they struggle to ‘think on their feet’ when 
helping a customer. 

The GAP includes product knowledge 
plus the skills, confidence and 
commitment to consistently use the 
four-step process. 

Training needs identified: 

● Communication, negotiation and 
problem-solving skills needed to 
implement the four-step customer 
complaints policy 

● Confidence—to be addressed in 
training through practice and 
repetition. 

Non-training need identified: 

● Increased commitment (attitude)—
Incentive scheme implemented to 
encourage improved customer 
service skills. 
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Foundation skills and language, literacy and numeracy 
(LLN) 

 

Foundation skills are the core or essential skills people need to engage and 
participate successfully in work and life activities. 

 

Sinson, Private Communication, 2016 
Information based on <governmentskills.com.au/foundation-skills> Site now de-commissioned 

Foundation skills include: 

● Language, literacy and numeracy skills 
Learning, reading, writing, oral communication and numeracy skills, and 

● Core Skills for Work 
The ability to navigate the world of work, interact with others and get a job done. 
Examples include organisational skills, communication skills, ability to manage time 
and meet deadlines, willingness and ability to work as part of a team, initiative, 
problem solving, and digital literacy skills, just to name a few. 

 

Why is it important to consider foundation skills? 

Adults need certain levels of foundation skills to engage in training activities and 
perform at work.  When identifying needs, it’s important to find out the extent to which 
learner/s hold these skills.  If you identify learners with lower skills than those needed, 
you may need to select instructional strategies that will help you monitor, support and 
upskill foundation skills as part of the vocational skill. 
 

Australian Core Skills Framework (ACSF) 

In this manual, we focus on language, literacy and numeracy (LLN) skills.  The ACSF is 
a tool we can use identify and address LLN skill needs.  In the ACSF, language, 
literacy and numeracy divided into the following five core skills: 

● Learning 
● Reading 
● Writing 
● Oral communication 
● Numeracy. 
 

Here is an example of how you could use the ACSF core skills to identify LLN needs. 
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Table: Using the ACSF to identify LLN needs 

WORK SKILL:  Complete a WHS incident report—where the writer witnessed the incident 

ACSF Core Skill 
What is needed to perform this 
work skill? 

What can the learner currently do? 
What are implications for training? (in bold) 

Learning Ability to research and locate the 
correct incident form 

Ability to source and request help 
completing the form, if needed 

Learner is familiar with the different forms 
available from the workplace and is able to use 
the intranet system to research and locate the 
correct form. 

Learner is willing and able to source and 
request help completing the form. 

Reading Read and interpret sections of the 
form to be completed 

Common WHS terminology 

Learner has sufficient repertoire of reading 
strategies to interpret questions on the WHS 
incident report form. 

Learner is NOT familiar with WHS-specific 
terminology—will introduce in training. 

Writing Tick boxes to answer questions 
about the incident. 

Write descriptive paragraphs that 
accurately describe the incident in 
detail using workplace-related 
terms. 

Technology skills to submit the 
completed form (upload to secure 
intranet link) 

Learner can tick boxes and write simple 
sentences. 

Learner may need help expanding 
vocabulary to write more vivid, specific 
descriptions.  

Learner does not yet know system for 
uploading completed forms.  Will cover 
this. They hold other required technology 
skills. 

Oral 
communication 

N/A N/A 

Numeracy Identify and describe distances, 
heights, weights, time frames and 
volumes to produce an accurate 
account of when, where and how 
the incident occurred. 

Learner has numeracy skills needed to identify 
numerical concepts such as distances and 
heights, but struggles with the vocabulary 
needed articulate these in written descriptions 
of an incident. 

During training, introduce numerical 
vocabulary.  Introduce activities that 
prompt learner to accurately describe 
numerical aspects of an incident in writing.   

 

 

For more information about language, literacy and numeracy 
See the participant manual for TAELLN411 Address adult language, 
literacy and numeracy skills. 
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Identify learning needs 

 

 

To identify learning needs, consider: 

● who are the learners 

● how and when do they learn best 

● what support might they need to complete to successfully complete your training? 

Each of these is discussed in more detail below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Remaining information about learning needs removed 

 
 

  

By identifying and then addressing learning needs, 
we are promoting an inclusive learning culture 
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Write learning outcomes 

What is a learning outcome? 

 

 

Why write a learning outcome? 

We write learning outcomes to: 

● provide concreate, measurable training goals 
Without a clear learning outcome, we have no way of ensuring whether or not any 
worthwhile learning has taken place. 

● save instruction time 
A clear learning outcome helps trainers use training time effectively by including 
only activities that are relevant to the learning outcome.  This also ensures more 
focussed training. 

● aid and reward learning 
A clear learning outcome helps learners recognise progress and feel a sense of 
achievement when they attain the outcome. 

● measure the value of training for the organisation 
A clear learning outcome helps management see the value of the training by 
comparing performance against outcomes before, then after training. 

 

 

 
 
 
 
 
 
 
 
Information about how to write a learning outcome removed 
  

A learning outcome defines the ‘goal’ of the training 

It is a statement that describes the skills, knowledge and/or attitudes 
that the learner/s will be able to demonstrate as a result of training. 
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Recap: 
Establish training needs and 
objectives—a ‘to do’ list 

 

 

 

Tick when complete ▼ 

Establish training needs and objectives 

1.   Identify training needs ...............................................................................  

● Identify desired performance (include foundation skill / LLN requirements) 

● Identify current performance 

● Identify the gap 

● Analyse the gap and identify: 

– training needs—e.g. training outcomes 

– non-training needs—e.g. external LLN support needed, new rostering system, etc. 
 

2.   Identify learning needs ..............................................................................  

● Who are the learners? 

– How many learners are in the learner group (or will you train an individual)? 

– What are their key characteristics? 

● How and when do they learn best? 

– What is the preferred learning style of the learner/s? 

– When is the best time to schedule training? 
 

3.   Write SMART learning outcomes ..............................................................  
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Summary of this section 

Training needs and objectives 

This section of the manual and related training activities covered how to identify 
training and learning needs, and develop learning outcomes that reflect these needs. 

With the above information, you can plan and organise training so that: 

● the content covers what learners need 

● the training approach is appropriate for the learners, and 

● the training objectives are appropriate, clear and measurable. 

 

The next stage of the training cycle is to plan and organise training so that outcomes 
are achieved. 
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Notes 
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Plan training sessions 

A goal without a plan is just a wish 
Antoine de Saint-Exupery (1900–1944) 
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Introduction to this section 

Plan training sessions 

The training cycle is shown below.  This section of the manual covers the ‘plan and 
organise’ stage of the cycle. 

 

Figure:  The training cycle 

 

 

 

After reading this section of the manual and participating in the related learning 
activities, you should be able to: 

● structure training sessions for effective learning 

● plan and organise a skill-based training session and a knowledge-based training 
session. 

 

The skills and knowledge gained may be applied to any type of training situation. 

 

 

Identify 
needs

Plan & 
organise

Deliver

Review
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Structure training for effective learning 

Introduction—body—conclusion 

All training should be structured as follows: 

 

1. Introduction tell ‘em what you’re going to tell ‘em 

2. Body tell ‘em 

3. Conclusion. tell ‘em you told ‘em. 

 

The above model may apply when structuring a training program, a stand-alone 
training session, or a session within a program.  The figure below shows how. 

 

Figure:  Structuring training 
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Introduction 

 

 

Introduce with INTROS 

Try the INTROS model when planning the introduction to your session or program: 

 

These may be covered in any order within your introduction. 
  

Tell ‘em what you’re going to tell ‘em 

I 
Grab / stimulate the interest of the learners early.  
This will go a long way to remove distractions and 
‘baggage’ that learners may bring to training.  

N 

1. Check that learners understand benefits of 
learning—remove barriers 

2. Check learner needs: 
● Existing knowledge 
● Personal objectives 
● Individual needs (e.g. learning difficulties; 

someone must leave early; physical 
impairment). 

T 

Anything that affects learner comfort and helps 
set expectations: 

● Big picture timeframes 
● Break times 
● Assessment &/or homework time 
● Other ‘personal comfort’ issues:  location of 

toilets, drinks, etc. 

R Confirm the agenda for the program 

O Share outcome/s  

S 
Confirm safety info: 

● Emergency evacuation procedure 
● Venue-specific safety information 
● Where to go for first aid if needed. 

Interest 

Need 

Time 

Roadmap 

Outcome 

Safety 
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Modify INTROS to introduce a session within a training program 

You may not need to cover all components of the INTROS model when introducing 
each new session (each topic) within a learning program. 

 

Your introduction to each session within a program should include (as a minimum): 

● what will be learned in this session (session outcome) and 

● how (agenda). 

You may also include other aspects of the INTROS model, depending on the 
circumstances. 

 

ex
am

p
le

 To introduce a session that follows immediately from another session and will take place 
on the same day, in the same venue… 

Safety / venue information does not need to be repeated in this case, unless there is specific 
safety information relevant to this session. 

 

ex
am

p
le

 

When training resumes on a new day 

The introduction of the day’s first session should include a quick reminder of venue and safety 
information. 
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Conclusion 

 

 

‘Sign off’ in your conclusion 

To conclude your training session or program, ‘Sign OFF’: 

 

 

 

 

Tell ‘em you told ‘em 

O Revisit the outcome 
Revisit expectations for the session  

F 

1. Give feedback 
This is very general feedback 
(e.g. ‘Good job, everyone’) 

2. Get feedback 
● Distribute feedback forms or online links to 

forms (if end of program) or 
● Ask for verbal feedback 

(could give you valuable insights for the 
next session, if there is one). 

Outcome 

Feedback 

F Future 

Confirm what happens next: 

● (if end of program):  Future training?  Pay rise to 
take place?  Assessments still to be completed?  
Workplace support? 

● (if another session follows): 
Preview next session. 
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Body 

 

 

Four-part structure 

The four-part structure below is an effective model to structure the body of a training 
session: 

1. Explain/demonstrate 
Here the trainer demonstrates a skill or gives information. 

2. Apply 
Learners must have a chance to apply new information.  Here the learner/s put into 
practice skills and concepts presented in part one. 

 
For the things we have to learn before we can do them, 

we learn by doing them. 

1 

 

Aristotle (384BC – 322BC) 

3. Summarise 
After the ‘apply’ part of the session, trainer and learners should debrief or 
summarise key points learned: 

– Key learning points should be revisited and summarised 

– The trainer asks questions to check learner/s’ readiness for assessment. 

4. Assess 
The assessment component of a session may take place: 

– before the conclusion of the session—in this case, the trainer assesses the 
learner/s against the learning outcome (the trainer’s role must clearly change 
here from that of trainer to assessor) 

or 

– at a later time, as part of a more holistic assessment—in this case, the trainer 
should discuss how skills/knowledge gained in this session will help the 
learner/s complete the assessment to take place later. 

The trainer should not allow the assessment to proceed if s/he doesn’t think the 
learner is ready for assessment. 

  

Tell ‘em 
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Templates showing how to structure training sessions removed  
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Plan a skill-based training session 

Overview:  steps to take 

To organise a skill-based training session, do the following: 

1. Identify needs and write the learning outcome 

2. Write a task breakdown 

3. Write the session plan 

4. Prepare for delivery. 

 

Each step in detail 

Step 1:  Identify needs and write the learning outcome 

See the section of this manual called, Training needs and objectives. 
 

Step 2:  Write a task breakdown 

What is a task breakdown? 

A task breakdown is a documented step-by-step breakdown of the work task to be 
trained.  A task breakdown usually notes: 

● each step required to perform the skill, listed in order of performance 

● key points to note about the performance of some or all steps. 

! 
A documented procedure or unit of competency are equivalent to a task 
breakdown—they show a step-by-step breakdown of the work task.  If these 
are available in your workplace, use these.  If not, write a task breakdown. 

 

Why write a task breakdown? 

A documented task breakdown promotes clarity and consistency: 

● it helps you train a skill more effectively: 

– you’ll remember to demonstrate all steps in order, without forgetting any steps 
or having to go back and repeat steps 

– you’ll remember to note key points needed for the learner/s to be able to 
perform the skill as required 

● it increases the likelihood of consistent instruction, regardless of who delivers the 
training. 
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Another option—use a video as a task breakdown 

 
One picture is worth ten thousand words. 

 

Chinese proverb 

A video may be a useful alternative to a documented task breakdown, especially if you 
plan to show the task breakdown to learners, and use it as a training aid.  YouTube 
offers a range of “how to…” videos that you may find useful. 

 

Researching videos as Task breakdowns— 
Check out YouTube 

<youtube.com> (accessed 24.10.2016) 

 

 

Examples—Task breakdowns 

T 
This template is available 
For your future use, you’ll find a blank template for a task breakdown in the Templates 
document that we provide to support this program. 

 

Task breakdown example 1:  Send a fax 

Steps Key points 

1. Insert page to be faxed Text face down; top facing the back of the fax 

2. Enter fax number Correct area code 

3. Press start button  

4. (when fax has been sent) 
Stamp ‘faxed’ on the document 

Stamp on page one 

5. File fax away in correct place. If unsure, check with manager. 
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Task breakdown example 2: Fold a cloth napkin—French Napkin fold 

Steps Key points 

1. Lay the napkin down. 

 

● Face down, in front of you 

2. Fold the napkin in half diagonally. 

 

● Corners should meet. 

3. Position the folded napkin so that the long 
side is on the left. 

 

 

4. Fold the far corner of the napkin diagonally 
towards you and to the right. 

 

● Crease should fall about 6cm short of the 
right corner 

● Newly-formed point at the bottom is about 10 
cm to the right of the left one. 

5. Fold the right-most point towards you. 

 

● pivot at the same place the last fold pivoted. 
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Step 3:  Write the session plan 

Now that you have prepared a task breakdown, you’re ready to write the session plan. 

 

 

! 
Key point— 
Assume that other trainers may need to follow your plan 

The session plan must read like a recipe—it must present a step-by-step 
process for training the task that is clear and detailed enough for another 
trainer to follow, if needed. 

 

What information should you include in the plan? 

As a minimum, a session plan should include: 

● session topic and outcome 

● resources needed to deliver the session 

● session content 

● timing (total time plus timing of each segment of the session). 
 

How must a session plan be formatted? 

Format the plan in a way that works for you and your organisation.  If you have limited 
experience writing session plans, or if you are looking for new ways to structure your 
session plans, the templates in this manual may give you some useful ideas. 
 

 

Example—Skill-based session plan 

The next page shows an example of a skill-based session plan. 

T 
This template is available 
For your future use, you’ll find a blank template for a skill-based session plan like the one 
on the next page, in the Templates document that we provide to support this program. 

  

The task breakdown clarifies what you will train. 

The session plan clarifies how you will train the task. 
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Example:  skill-based session plan 

Session title Folding a napkin in a French napkin fold Total time 10 minutes 

Outcome By the end of this training session, learner/s should be able to fold a cloth napkin 
to create a ‘French’ napkin fold in 15 seconds or less, following the procedure 
shown in the attached task breakdown, so that the finished product looks like the 
model provided. 

Resources ● Three cloth napkins (one folded model, two unfolded) 

● Task breakdown handout—French Napkin fold 

● Flat surface large enough to accommodate at least two napkins. 

Preparation ● Organise resources and training venue 

● Confirm training details with learner. 
 

Time Activities 

INTRODUCTION 

1.5 min. I The ‘French’ napkin fold is one of the simplest, yet most elegant napkin folds. 

N In your role with our catering company, you must be able to fold up 200 napkins within 
one hour when setting up a formal dining event (e.g. wedding). 

Q:  Have you ever folded a napkin in a French fold before? 

Q:  Would you prefer I sit opposite or beside you? 

T 10-minute session, no breaks; water provided; toilets across hall. 

R Roadmap:  Share agenda (see below) 

O Outcome:  Share outcome 

S Emergency evacuation; first aid; other venue-specific safety info 

BODY 

3 min. Demonstrate 1. Demonstrate silently—follow task breakdown 

2. Demonstrate & explain—Note key points on task breakdown 

3 min. Practice 3. Guided practice—allow one practice with guidance 
(second guided practice only if needed) 

4. Independent practice—ensure learner can do it without help. 

0.5 min. Summarise Q:  How did that feel?  Feel ready for assessment? 

Q:  How long should it take you to fold one napkin?  (A: 15 sec or less) 

1 min. Assess Assess performance against learning outcome criteria 

CONCLUSION 

 

1 min. 

O Revisit outcome 

F ● Give feedback—congratulations or ‘almost there’ 

● Get feedback 

F Next steps:  Next session we’ll learn how to fold a Bishop’s hat napkin. 

end of example 
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Step 4:  Prepare for delivery 

Now that you have the session plan in place, you need to prepare for delivery.  This 
means you must make the necessary arrangements to ensure that the session runs 
safely and smoothly. 

To prepare for delivery, see information starting on page 53.   
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Plan a knowledge-based training 
session 

Overview:  steps to take 

To plan a knowledge-based training session, do the following: 

1. Identify needs and write the learning outcome 

2. Organise information to be presented 

3. Develop an application (practice) activity 

4. Develop an assessment activity 

5. Decide on the best approach—EAS or AES 

6. Write the plan 

7. Prepare for delivery. 

Steps 2 - 5 above may be performed in any order. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Information and examples showing how to plan a knowledge-based training 
session removed 
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Prepare for delivery: safety and other 
logistics 

 

 

This step is critical, yet we often underestimate its importance.  To prepare for delivery: 

● practice, practice, practice! 

● consider safety: ensure a healthy and safe learning experience 

● organise learning materials and visual aids 

● organise venue 

● consider administration 

● inform learners of training details. 

Each of these is discussed in detail below. 

 

Practice, practice, practice! 

 

 

Practice delivery— 
in front of a mirror, in front of a person, on the bus, while walking the dog—just do it! 

Remember that delivery is just part of a training session.  Also practice: 

● how you’ll facilitate discussions and engage the learner/s 

● how you’ll introduce activities 

● how and when you hope to sit back and let the learner/s process information and 
practice skills. 

  

The plan is just the beginning… now you must prepare to deliver! 

Practice is… 
the single most important thing to do when preparing for delivery 
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Consider safety: Ensure healthy and safe learning 

 
 

Trainers’ work health and safety (WHS) responsibilities 

To exercise their duty of care, trainers must: 

● inspect the training venue and ensure that it is comfortable and safe 

● learn the WHS procedures relevant to the training venue 

● provide WHS information to learners and monitor safety throughout learning 

● report WHS incidents if they occur. 

These items are covered in more detail below. 
 

Inspect the training venue 

Trainers—or other appropriate workplace personnel—should inspect the training venue 
before training begins.  They must document the outcomes of the inspection using a 
venue safety inspection checklist or equivalent. 
 

Learn WHS procedures relevant to the training venue 

Trainers should: 

● be inducted to the training venue and/or find out: 
– emergency evacuation procedures 
– location of nearest first aid kit, land line telephone and fire extinguisher 
– name and contact details of available first aid officer 

● obtain a written list of learner names (helps track learners in an emergency). 
 

Provide WHS information to learners and monitor safety 

Consider what information you’ll need to provide to the learners: 

● before training 

● at the start of training and before the session commences 

● throughout and after training. 

  

Safety First! 

Trainers have a ‘duty of care’ 
to ensure a healthy and safe learning experience 
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Remaining content about safety and other aspects of organising training, 
removed 
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Recap: 
Plan training sessions—a ‘to do’ list 

 

 

 

 

Tick when complete ▼ 

Plan training sessions 

1 Identify needs and write the learning outcome ......................................  

2 Develop a session plan with introduction, body and conclusion .........  

 Skill-based session 

● Write a task breakdown 

● Write the session plan 

Knowledge-based session 

● Organise information to be presented 

● Design and develop an application 
(practice) activity 

● Design and develop an assessment activity 

● Decide on the best approach—EAS or AES 

● Write the session plan. 

3    Prepare for delivery ...................................................................................  

● Practice, practice, practice! 

● Consider safety: ensure a healthy and safe learning experience 

● Organise learning materials and visual aids 

● Organise venue 

● Consider administration 

● Inform learners of training details 

● Other preparations as needed. 
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Summary of this section 

Plan training sessions 

This section of the manual and related training activities have covered the skills and 
knowledge required to: 

● structure training for effective learning 

● plan a skill-based training session 

● plan a knowledge-based training session 

● prepare for delivery. 

 

You may apply these ‘fundamentals’ of structure and planning to any training 
situation—workplace or classroom training, individual or group-based training, distance 
learning, e-learning or blended learning. 
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Notes 
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Deliver training: 
principles of effective 

communication and facilitation 

Think like a wise man but communicate in the 
language of the people. 

William Butler Yeats (1865 - 1939) 
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Introduction to this section 

Deliver training: 
Principles of effective communication and facilitation 

The training cycle is shown below.  This section of the manual covers the ‘deliver’ 
stage of the cycle. 
 

Figure:  The training cycle 

 

 

 

After reading this section of the manual and participating in the related learning 
activities, you should be able to: 

1. describe the key concepts underpinning effective interpersonal communication and 
discuss their application in a variety of training situations. 

2. model effective communication skills in a training context, including: 

● presenting information 

● listening 

● questioning 

● giving and receiving feedback. 

  

Identify 
needs

Plan & 
organise

Deliver

Review
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Principles of effective communication 

When do we communicate? 

The short answer to the above question is, ‘always.’  We have very little control over 
when we communicate.  We are always communicating, whether we want to or not. 

 
Humans cannot not communicate 

 

 Adaptation of Virginia Satir in Stewart and D’Angelo, 1988, p. 55. 

 

Implications for trainers 

We must be mindful of the fact that we are always sending messages to our learners, 
clients and colleagues, and take steps to ensure that we are sending the messages we 
want to send. 

This is particularly important when you first come into contact with learners and 
clients—remember that this first contact may occur long before the training event 
begins.  People will form lasting impressions of the training and of you—both as a 
person and as a trainer—based on these early ‘messages’ that you send.  Pay 
attention to these messages:  you won’t get a second chance to make a first 
impression! 
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How do we communicate? 

When adults speak face-to-face, they use three modes of communication: 

● words—a verbal message 

● tone of voice—a non-verbal, vocal message 

● facial expression, and other aspects of our body language and general 
appearance—non-verbal messages. 

Adaptation of Stewart and D’Angelo, 1988, p.169 

Research by Albert Mehrabian suggests that when verbal and non-verbal messages 
are different, the non-verbal message is perceived as the true message.  The figure 
below illustrates Mehrabian’s findings. 
 

Figure:  Where we look for the true message—Albert Mehrabian 

 

 
The face is the mirror of the mind, and eyes without 

speaking confess the secrets of the heart. 

 

 

Saint Jerome (374 AD - 419 AD), Letter 

 

Implications for trainers 

To be credible and believable, trainers must project congruent verbal and non-verbal 
messages. 
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Remaining content covering principles of effective communication and 
facilitation, removed 
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Recap: 
Use effective communication skills—a 
‘to do’ list 

 

 

 

Tick when complete ▼ 

Remember the principles of effective communication 

● We cannot not communicate .....................................................................  
Be mindful that we are always communicating, whether we want to or not 

● Be clear and consistent:  send congruent messages ..............................  
With words, tone of voice, facial expression and other body language 

● Take advantage of two-way communication ............................................  
Gauge learner progress by paying attention to verbal and non-verbal cues 
from and between your learners 

● Be mindful of our ‘filters’ ...........................................................................  
Check to ensure that learners have understood your ‘message’ as intended. 

Use a variety of communication techniques 

●   Consider the LL&N levels of learners 
Pitch written and verbal information at the learners’ level ..............................  

●   Present information in small chunks, use plain English 
and speak with an engaging tone .................................................................  

●   Listen actively .............................................................................................  

●   Use questioning techniques effectively 
to identify existing knowledge, check understanding, generate discussion, 
help learners ‘discover’ key points or manage difficult behaviour ..................  

● Give clear, constructive feedback throughout training ...............................  

● Be receptive to feedback 
Actively invite it and say ‘thank you’ when you receive it ...............................  
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Summary of this section 

Deliver training:  
Principles of effective communication and facilitation 

This section of the manual and related training activities have covered fundamental 
communication skills that trainers may use to facilitate learning in any type of training 
situation.  With these principles you should be able to deliver effective training in your 
workplace. 
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Plan, organise and facilitate 
learning in the workplace 

People forget how fast you did a job— 
but they remember how well you did it. 

Howard Newton 
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