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  1. MODULE CONTEXT

This module is one of the category “Training skills”  meant for trainers under the Hydrology
Project. No prior training in other modules is needed to complete this module successfully. Other
modules in this category include:

Module Code Objectives

How to develop a
training programme

Gen ... • Understand the importance of training
• Develop training programmes
• Develop training modules

How to manage training Gen ... • Scheduling the preparation and
implementation of a training programme

• Understand administrative responsibility
and organisational arrangements

• Maintain training records

Communication skills Gen ... • Deliver effective presentations
• Give clear demonstrations and guide

exercises
• Facilitate group discussions
• Select appropriate training methods for

given objectives
• Become aware of personal strengths and

weaknesses in basic communication skills
and start a personal improvement plan
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2. MODULE PROFILE

Title           : How to manage training.

Target Group : Participants attending “Training of Trainers”

Duration  : One session of 60 minutes.

Objectives : After the training, the participant will be able to:
• Schedule, prepare and deliver training course.
• Shoulder administrative responsibilities.
• Make administrative arrangements and Organise.
• Select training materials.
• Maintain training record.

Key Concepts : Need for adequate preparation time, realistic  scheduling, course 
record.

Training Methods. : Lecture, discussion, exercise and quiz

Training Aids : Overhead projector, overhead sheets, flip chart 

Handout : Exercise, quiz, main text and annexes
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3. SESSION PLAN

Session activities Use
1 Management areas 30 min

Candidate trainers may not be the one and only course managers, but they
should at least make sure that at least their own sessions are properly
managed.

Area 1: the training development cycle
Area 2: the trainees
Area 3: the trainers
Area 4: materials
Area 5: logistics

Refer to management check list in the handout, allow reading time, answer
questions.

OHS

2 Exercise: roles in training development          60 min

1. Ask to rate involvement in all steps of the dev. cycle (+/0/-)
 

2. Make inventory (hand raising) of + / 0 / - scores for the trainer (“you”) on
OHS

 

3. Discuss - low involvement scores for “you”
- over-involvement scores for “you”
- too many plusses per task: one is enough
- need for team work among actors, regular meetings

OHS &
handout copy

3 Role of STC     30 min
Distribute / refer to STC & SMC lists. OHS

List STC &
SMC

4 Open discussion, as needed.
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4. EVALUATION

To check whether participants mastered this session, observe their performance during
discussions and exercises..

If you would like to run a quiz style discussion, for knowledge components, you could use the
following questions:

1. What should be the basic contents of a training brochure / announcement?
 

2. What is the minimum time between the invitation for a course and its actual start ?
 

3. What are the arrangements necessary at the start of the training course ?
 

4. In what way would seating arrangements in the class room improve learning ?
 

5. Why it is necessary to keep records with bio-data of each participant ?
 

6. What should a trainer check before starting his training session ?
 

7. As an organizer, what are your duties towards visiting faculty ?
 

8. As an organizer, what are the important things to look for in a class room before the course ?
 

9. How would you find out about the training aid requirements of the faculty ?

5. OVERHEAD SHEETS
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What should be managed
in training ?
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1  Identify the needs
of the organisation

5  Build curricula

8  Conduct
training

7  Mobilise
training

resources

6  Produce
modules

2 Specify job
performance

and tasks

3  Identify
learner needs

(KSA)

4  Define
training

objectives

Evaluation,

Feedback

&

Corrrective
actions
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Other areas of training
management

1. (Training development cycle)
 

2. Trainees
 

3. Trainers
 

4. Training materials
 

5. Logistics
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1 What trainees will ask:

• Clear objectives
 

• Programme details
 

• Proper logistics
 

• Clear entry requirements
 

• Friendly reception, coaching, 
acceptance

 

• Will I learn something useful ?
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2 What trainers will ask:

• Who is the target group ?
 

• What is their entry level ?
 

• What is the objective ?
 

• Course / topic details
 

• Delivery duration
 

• Lots of logistical details: date,
time, place, travel, training aids

 

• Who pays my bills ?
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3 Managing training materials

• What do you display ?
 slides, video, flip charts, instruments
 

• What do you need in front of you ?
 Markers, tape, session plan, sheets, watch
 

• What do you want to distribute ?
 Parts of the module, programme,

manuals/procedures, summaries,
exercises, evaluation forms, attendance
list

 

• What back-up do you need ?
Spare lamps, photocopier, helper,
typing facilities
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4 Managing training logistics

• Training venue:
 hall, sites, seating, ambiance
 

• Coming and going:
 trainee & trainer travel, reception /

registration / departure
 

• Staying: board, lodging, recreation
 

• Training aids: boards, flip chart, OHP,
Instruments

 

• And..... many other things which may
go wrong
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Use your training
management check lists

• Familiarise with all items
 

• Improve / extend the lists
 

• Divide & delegate tasks
 

• Do not assume that things are done.
 Use long, medium and last minute checks
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Indicate your training roles in the Hydrology Project

Training activities You

+  0  -

Your boss

+  0  -

STC

+  0  -
1. Analyse organisational needs
2. Specify job training needs
3. Analyse KSA training areas
4. Specify objectives & entry criteria
5. Build curricula and learning path
6. Prepare session plans and modules
7. Mobilise resources, logistics
8. Conduct / deliver training
9. Evaluate training courses
10. Take corrective actions
11. Administrate training information

+ = main actor 0 = needs to be involved or consulted = needs to know only, or not to know at all
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Who is your Central / State
Training Coordinator and

SMC ?

See handout page 26
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Training management for trainers: handouts



Hydrology Project / TAFile:  Training management module.doc    Update:   05/11/02 Page   19

1  Identify the needs
of the organisation

5  Build curricula

8  Conduct
training

7  Mobilise
training

resources

6  Produce
modules

2 Specify job
performance

and tasks

3  Identify
learner needs

(KSA)

4  Define
training

objectives

Evaluation,

Feedback

&

Corrrective
actions
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Areas of training management

1. (Training development cycle)
2. Trainees
3. Trainers
4. Training materials
5. Logistics

1 What trainees will ask:

• Clear objectives
• Programme details
• Proper logistics
• Clear entry requirements
• Friendly reception, coaching, acceptance
• Will I learn something useful ?

2 What trainers will ask:

• Who is the target group ?
• What is their entry level ?
• What is the objective ?
• Course / topic details
• Delivery duration
• Lots of logistical details: date, time, place, travel, training aids
• Who pays my bills ?
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3 Managing training materials

• What do you display : slides, video, flip charts, instruments
 

• What do you need in front of you : Markers, tape, session plan, sheets, watch
 

• What do you want to distribute : Parts of the module, programme, manuals/procedures, 
summaries, exercises, evaluation forms, attendance list

 

• What back-up do you need : Spare lamps, photocopier, helper, typing facilities

4 Managing training logistics

• Training venue: hall, sites, seating, ambiance
 

• Coming and going: trainee & trainer travel, reception / registration / departure
 

• Staying: board, lodging, recreation
 

• Training aids: boards, flip chart, OHP, Instruments
 

• And..... many other things which may go wrong
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Training management checklists

NOTE 1. To make training management checklists really effective, you should note for
each item WHO is responsible and WHEN it should be ready. The training manager would
keep an eye on the progress made and regularly check such progress during work meetings
and on the spot.

NOTE 2. Checklists like these are based on experience, Each time you manage a course,
you may find that certain items are not needed and others should be added. Do not hesitate to
delete irrelevant items and add your own.

Check list 1 Before the training course

Programme
Prepare draft
Get draft approved
Print
Distribution: trainees
Distribution: trainers and demo site managers
Distribution: management

Trainers
Selection
Invitation
Confirmation
Prepare inventory of their equipment and training aids requirements
Procure / rent / arrange equipment
Make equipment availability plan which matches with syllabus.
Secure participation of demonstration sites

Trainees
Trainee badges
Trainee name table cards
Who handles incoming queries
Prepare enrollment forms
Arrange accommodation
Prepare training modules and other handouts for distribution. Consider folders.
Prepare list of addresses, telephone, time tables trains, buses, city info

Institute / campus
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Direction signs outside and in the building
Bath room facilities
Stand-by power supply
First aid box
Meals / refreshments / catering
Cleaning
Transport
Photography / publicity

Class room
Install / position / test equipment
Seating arrangement, comfort, leg room.
Platform arrangements
Writing boards, chalk, markers, dusters, ruler/pointer
Charts/illustrations and methods of fixing.
Lighting, ventilation, fans, general noise level.
Video
Ash trays, and no smoking signs
Note-book / pen / pencil / other stationery for participants
Training in progress displays

Administration
Prepare budget
Seek approvals and administrative sanctions
Collect course fees
Arrange direct payments
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Check list 2 After the end of the training course

Collect evaluation results
Secure transport for participants and trainers
Farewell tea for speakers and main guests
Store / return training equipment / aids
Store / return hydrology equipment used for training.
Store master / left-over modules and handouts
Store unused stationery
Hold evaluation sessions and make notes.
Write letter of thanks to speakers, chairman etc.
Prepare report and distribute
Prepare list of participants with complete bio-data.
Clear all bills, determine final cost
Fill up information in related TIS forms
Prepare record file
Initiate follow-up actions
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Indicate your training roles in the Hydrology Project

Training activities You

+  0  -

Your boss

+  0  -

STC

+  0  -
1. Analyse organisational needs
2. Specify job training needs
3. Analyse KSA training areas
4. Specify objectives & entry criteria
5. Build curricula and learning path
6. Prepare session plans and modules
7. Mobilise resources, logistics
8. Conduct / deliver training
9. Evaluate training courses
10. Take corrective actions
11. Administrate training information

+ = main actor 0 = needs to be involved or consulted = needs to know only, or not to know at all
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List of State Training Coordinators

Name Designatio
n

Address Office
Phone

Residence
Phone

Fax

Mr. J. Patnaik SE & STC Groundwater
Directorate
Shed No. 12, Unit V
Bhubaneshwar
Orissa 751001 India

0674
- 408 553

0674
- 402 763

0674
- 432 873

Mr.
Panchapakesan

Chief
Engineer &

STC

WRO/PWD State Ground
& Surface Water
Resource
Data Centre Chepauk
Chennai 600 005
India

044
- 854 72

97

044
- 411 113

044
-854 7297

Mr.S.G. Shirke Director &
STC

WALMI  Aurangabad
Maharashtra 431005
India

02403
- 341 58

02403
- 318 36

Mr. V. S. Verma Chief
Engineer
(I) & STC

Water Resources
Department
28A / E-3 Arera
Colony
Bhopal, Madhya
Pradesh 462016 India

0755
-563 063
-553 981

0755
-571 808

0755
- 552 603

Mr. G. B. Nair SE (GW) &
STC

Ground Water
Department
Plamoodu Pattom
Thiruvanathapuram
Kerala 695 011 India

0471
-437 710

0471
-477 078

Ms. Lalitha
Micheal

Director
Designs

(SW) & STC

IDRB Irrigation
Department
Vikas Bhawan
Thiruvananthapuram
Kerala 695 033 India

0471
- 443 972

Mr.K.C.
Shivakumar

SE-
Hydrology

& STC

Office of the E-in-C
Water Resources
Development
Organisation Anand
Rao Circle Bangalore
Karnataka 560 009
India

 080
- 287
4201

080
- 287 22

47

Mr. A. N.
Mistry

Director &
STC

P.O. Box No. 80
Vadod Road,
Anand Kheda Distt.
Gujarat 388 001
India

02692
- 24450

Dr P. Babu Rao Director
(GW) & STC

Ground Water
Department BRKR
Govt. Office Complex
7th & 8th floors,
B Block, Hyderabad
A P 500 029 India

040
-241602

040
- 291574

040
-241602
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Mr. P.
Gopalakrishna
Murthy

Director
General &

STC

Himayatsagar,
Rajedranagar
Hyderabad
Andhra Pradesh 500
030
India

040
-401 5456

040
-401 5457

List of HP State Management Consultants

Name Designatio
n

Address Office
Phone

Residence
Phone

Fax

Mr.S.M.Krishnan HP
SMC-  TN

State Management
Office
46-B Kalakshetra
Colony, Besant Nagar
Chennai
Tamil Nadu 600 090

044
- 490
1965

044
- 491
2511

044
- 490 19

65

Dr. G. N. Padhi HP
SMC- OR

State Management
Office,
Plot No. 2132/5124,
Nageswar Tangi,
Bhubaneshwar
Orissa 751 002

0674
- 43 2873

0674
- 43 17

14

0674
- 43 28 73

Mr. V. P.
Shimpi

HP
SMC- MAH

State Management
Office
Flat
No.3,Plot104/105,
Vishnu Prasanna
Hts., Karve Nagar
Pune
Maharashtra 411052

0212
- 34 8365

0212
- 34 12

53

0212
- 34 83 65

Mr.B.B.Ghosh HP
SMC- MP

State Management
Office
House No 8, 1st
Floor,
Professor Colony,
Bhopal
Madhya Pradesh 462
002

0755
- 54 2682

0755
- 57 15

67

0755
- 542 682

Dr. V.N.
Vappicha

HP
SMC- KER

State Management
Office
Jameelath T.C. 14 /
1487
Paris Road
Thiruvanathapuram
Kerala 695 014

0471
- 32 0191

0471
- 32 24

99

0471
- 32 01 91

Mr.N.R.Venkates
ha
Prasad

HP
SMC- KAR

State Management
Office
41,9th B Cross 2nd
Stage
Mahalaxmipuram Post
Bangalore
Karnataka 560086

080
- 349
1905

080
- 334 01

57

080
- 342 09

05
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Mr. S. C.
Sharma

HP
SMC- GUJ

State Management
Office
Plot No. 120, Sant
Niwas,
Sector 19 Gandhi
Nagar
Gujarat 382 019

02712
- 32 449

079
- 675 23

53

02712
- 32 449

Mr C.L.N.
Sastry

HP
SMC- AP

State Management
Office
Flat No.102,7-1-77
Rajyalakshmi Enclave
Ameerpet Hyderabad
Andhra Pradesh 500
016

040
- 374
0961

040
- 860 013

040
- 374 09

61
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List of HP Central Training Institutes

Name Orgn. Designation Address Office
Phone

Residenc
e Phone

Fax

Dr. A
Srishalinath

CGWB Regional
Director

Water Quality
Laboratory
Southern Region
3-6-291,
Hyderguda
Hyderabad, Andhra
Pradesh
044 232873
India

040
-232873

Mr. P. C. Lau CWC Chief
Engineer

Krishna Godavari
Organanisation
House no: 5-9-
201/B&B I Chirag
Ali Lane
Hydrabad, Andhara
Pradesh 500 001
India

040
-

3201605

040
-3532712

040
-3201605

Mr. Rajan Nair CWC Director Central Training
Unit
CWPRS Campus
Kharakvasla
Pune Maharashtra
4110024
India

0212
-592
678

0212
-592 992

0212
-592 678

Dr. A. N.
Bhowmick

CGWB Member
(T&TT)

RGNGWT&RI
R-16, Anupam
Nagar, Raipur
Madhya Pradesh
492007
India

0771
-420289

Mr. S. B.
Kulkarni

CWPRS Joint
Director

P.O. Kharakwasla
Research Station
Pune Maharashtra
411024
India

0212
-802
511

0212
-802 004
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List of HP Central Training Coordinators - Surface Water

Name Orgn. Designation Address Office
Phone

Residenc
e

Phone

Fax

Mr. T. K.
Mukhopadhya

CWC Director River Data
Compilation
Directorate
West Block-I R. K.
Puram
New Delhi 110066

011
-6100285

011
- 6962715

011
- 6181267

Mr. P. C. Lau CWC Chief
Engineer

Krishna Godavari
Organanisation
House no:5-9-
20/B&B I
Chirag Ali Lane
Hyderabad
Andhra Pradesh
500001

040
-3201605

040
-3532712

040
-3201605

Mr. M. K.
Sharma

CWC Chief
Engineer

Mahanadi and
Eastern Rivers,
655, Sahid Nagar
Bhubneshwar
Orissa 751007

0674
-505246

0674
-511534

0674
-541 0708

Mr. V. V.
Badrinarayana

CWC Chief
Engineer

Narmada & Tapti
Basins
Project Colony
Near Ambika
Vidyalaya
Chhani Jakad Naka
Vadodhara,
Gujarat 390002

0265
-421438

Mr. R.
Jayaseelan

CWC Chief
Engineer
(M)

Block-C, Third
Floor
CGO Complex
Seminary Hills
Nagpur
Maharashtra 440
006

0712
-525475

0712
-5543765

Mr. C. B.
Vasishta

CWC Chief
Engineer

Cavery and South
Rivers
House No:10,
RamaKrishna Nagar
Singanallur Post
Coimatore
Tamil Nadu 641 005

0422
-577336
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List of HP Central Training Coordinators - Ground Water

Name Orgn. Designation Address Office
Phone

Residence
Phone

Fax

Dr S. K. Sharma CGWB Member
( SAM)

Jamnagar House
Mansingh Road
New Delhi 110 001

011
-

3383561

011
-912
13121

011
-338
3561

Mr. D.
Angeneullu

CGWB Scientist
-D

MoWR,New CGO
Complex, C-Wing
NH-IV Faridabad,
Haryana

011
-912191
 -912196

Dr. A.
Srishalinath

CGWB Regional
Director

Southern Region
3-6-291,
Hyderguda
Hyderabad Andhra
Pradesh 500 029

040
-232873

Mr. A. A. Gupta CGWB Regional
Director

South- Eastern
Region
24, Kharvel nagar
Unit-III, Janpath
Bhubaneshwar
Orissa

CGWB Regional
Director

West-Central
Region
Swami Narayan
College Building,
Ahmedabad Gujarat
380 022

079
-394637

Mr. S. K.
Sharma

CGWB Regional
Director

Central Region
New Secretarite
Building (G
Floor) Civil
Lines Nagpur
Maharashtra 440
001

0712
-534314

Dr. S. C.
Sharma

CGWB Regional
Director

North Central
Region
E-22/145,Arera
Colony Bhopal
M P 462 016

0755
-564064

0755
-763528

Mr. Shoba Nath CGWB Director Rajaji Bhawan
T. Nagar Chennai
Tamil Nadu 600
017

044
-491 43

34

Mr. Y J
Parthasarthy

CGWB Regonal
Director

Western Region
31st Cross , 11th
Main, Block -4
Jayanagar
Bangalore
Karnataka 560 011

080
- 66 31

336

080
-66 40
616

Mr.
LaxmiNarayan

CGWB Director Kerala Region
Brothers House
Near Ullor
Junction
Thiruvanathapuram
Kerala 695 011

0471
-442191
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List of HP State Training Institutes

Name Orgn. Designation Address Office
Phone

Residence
Phone

Mr. Bhoj Raj
Singh

WALMI Director WALMI Hills
Kaliosote Dam,
Kolar Road P B No
38, Ravishanker
Nagar
Bhopal,
Madhya Pradesh
462016 India

0755
-562 672
-562 673

0755
-55 51 93

Mr. R K Singh I I C
E

Regional
Director

I I C E E - 2 /
30 Arera Colony
Bhopal
Madhya Pradesh
462 016 India

0755
-561 470

0755
-575 494

Mr. C S
Bhikshavathimat
h

WALMI Director H P O Box No. 6
Dharwad,
Karnataka 580 001
India

0836
-347 086

Mr. Kodad ESTC Principal Engineering Staff
Training College
Mandya District K
R Sagar Karnataka
571 607 India

08236
-57284

Prof. M N
Shivaram

SJCE-
STEP

Director Jayachamarajendra
College Of
Engineering
SJCE – STEP
Mysore,
Karnataka 570 006
India

0821
-515 845
-515 191

0821
-544 651

Mr. M L
Nalawade

ESC S E Engineering Staff
College
Dindori Road
Nasik,
Maharashtra 422
004
India

0253
-511 621

Mr. Prashant
Gulalkari

C -
DAC

Team
Coordinat
or

C - DAC
Advance Computer
Training School
I st Floor, Bio
Information
Centre
Pune, Maharashtra
411 007 India

0212
-351 685

0212
-370 158

Mr. S N Padhi WALMI CE &
Director

Pratapnagri
PO Telengapent
Cuttack, Orissa
India

0671
-686426
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List of HP State Training Institutes

Name Orgn. Designation Address Office
Phone

Residence
Phone

Dr. A Pujari OCAC Chief
Executive

Orissa Computer
Application
Centre
TDCC Building
Janapath Orissa
751 007 India

0674
-503830

0674
-413113

Dr. A Gopala
Krishnan

ESCI Director Engineering Staff
College Of India
Old Bombay Road,
Gachibowli
Hyderabad Andhra
Pradesh
500 019 India

040
-300 04

65

Dr. N V
Koteswara Rao

NIC Deputy
Director
General

National
Informatics
Centre Block - A,
5th Floor, BRKR
Govt. Office
Complex
Hyderabad, Andhra
Pradesh 500 029

040
-210440

Mrs. C Uma
Maheshwari

EPR &
TI

Joint
Director

No 208, II Floor
HUDA Complex
Ameerpet
Hyderabad Andhra
Pradesh 500 016
India

040
-219366

Dr. S
Sasikumaran

IMG Professor
,
Computer
Applicati
on

Institute of
Mgmt. for Govt.
Thiruvananthapura
m
Kerala India

0471
-440736

0471
-444122

Mr. Ashokan IMG Regional
Director

Thiruvananthapura
m,
Kerala India

0495
-356095

Mr. S Thomas K E R
I

Joint
Director

Kerala
Engineering
Research
Institute
Peechi Kerala
India

0487
-782010

0487
-381401

Mr. Vijaya
Simhan

AFTC Asst.
Conserver
of Forest

Arippa Forest
Training Centre
Thiruvanathapuram
Kerala India

0474
-442001

Mr. S Sridharan IMD Director Regional Met.
Centre, IMD 50,
College Road
Chennai Tamil
Nadu 600 006
India

044
-822 98

59
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Mr. Arvindan REC Principal Trichi,
Tamil Nadu 621
015
India

0431
-552 281
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List of HP State Training Institutes

Name Orgn. Designation Address Office
Phone

Residence
Phone

Mr. Saumil
Shukla

IoE Faculty Institute of
Engineers
Nirman Bhavan
Opp. Bhaikaka
Bhavan
Law Garden
Ahmedabad
Gujarat 380006
India

079
-656 59

35

Mr. Santilal A C T
Pvt.Lt

d.

Director IInd. Floor,
Kamdhenu Complex
Near railway
station Palanpur
Gujarat 385 001
India

02742
-55649

Mr. V S
Brahmbhatt

GERI Director Race Course
Vadodara,
Gujarat 390 007
India

0265
-314284

0265
-438489

Mr. V
Murlidharan

IMTI Director Irrigation
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1 Introduction

The notes which follow are fairly comprehensive and would assist the reader to plan and manage
training activities. The attached annexes / checklists should be freely adapted to prevailing
conditions.

The subject matter applies to all four constituents of training: tainees, trainers, materials and
training facilities. These elements are common to all types of training. On the one hand, we are
sure that there is nothing complicated or difficult on this subject. Indeed, you will not learn
something new which is not already known and can be described as “only common sense.” On
the other hand, we all know from our own experiences of attending training courses, that there is
always room for improvement. However enthusiastic the participants, however good the
speakers, we may sometimes fail to achieve our objectives precisely because we just could not
spare the time to attend to managerial details or because we wrote them off as being unimportant.

We will go into some detail on the subject because the intention is to cover a whole range of
possible situations which you may have to face.  It is not claimed at the same time that every
suggestion made is applicable to every situation.  This handout is an aide-memoir.  You can
select from it the items which you think are relevant to the particular activity  you happen to plan.

Beware of  over-organising. This is almost as bad as the opposite!  What should be strived to
achieve in the activities we organize is an atmosphere of quiet efficiency.
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2 The trainee and the organizer

The training courses with which we are concerned are not organized in order to give speakers or
organizers a chance to show off their talents.  They are organized for the benefit of the
participants. Our first and most important objective is to help the participants and we must keep
this in mind at all times when planning or organizing this type of activity. The trainees give their
time and come to learn.  In their hands rests your reputation as an organizer and, by implication,
the reputation of the organization you represent.

Before the training: good publicity

You do not need a big budget for publicity. It means a simple, attractive & well-presented
brochure. The outside cover of the brochure should be attractive enough to invite the prospective
training participant, who sees it lying on the desk, to pick it and read it.

Come to the point and spell out what the training is all about. Who is doing what? For what level
of participants? For participants of what type of qualifications, previous experience,
responsibilities? Give the complete titles of the various sessions with sub-titles if necessary for
clarification. Make sure that the titles of the session really give a true indication of the content of
the session.  Do not change titles or dress them up in order to make them sound more impressive.
There is nothing more annoying than to go to a training course expecting one thing and get
something entirely different. Nothing will destroy the reputation of the organiser and that of the
institution, which you represent more quickly than a bad presentation.

Remember that the time of the participant is precious. When your training invitation arrives on
his desk, his problem is to decide whether it is worth considering or not, whether it merits his
time or not.  If the training invitation is not simple, clear, attractive, it is highly probable that it
will be considered. Tell the participant something about the speakers in your training invitation.
What is their “authority” for speaking on the subject?  This will help the organizer to sell the
training programme and the participant to make the decision.

How much notice should you give to the participants ?  This may also depend to some extent
upon the custom of the country.  But clearly, what ever the city/state/country, if your first letter
of invitation reaches the participant two days or one day before the training programme, you
must not be surprised if the subject participant is not there. The length of notice which is
appropriate for an activity tends to vary with level of the activity, the distance the participants
have to travel, the cost and the approving time of the authority involved.

Many institutions which are engaged full-time in the organization of training activities publish a
training program for a complete calendar year and issue it at the beginning of the year. If your
advance notice fixing the date is sent out more than four weeks before the actual date of the
activity, you may need to send a reminder.
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Make the acceptance of invitation to training easy. Date, time, place, traveling instructions: make
sure that all these are included and that they are correct.  Add a small street-map showing how to
get to the training place, if you cannot be sure that all participants are familiar with the location.

If you have to organise large number of training courses, you may like to consider the usefulness
of a standard program cover for your annual training calendar. This can incorporate all the basic
information which does not change in the short run, such as the name of the organisation,
officials, telephone/fax numbers, addresses plus a map inside the back page.

At the start of training

Above all, give the impression right at the beginning, that you have been expecting the
participant and as such have made certain arrangements for him.  This is not a question of
efficiency, it is a question of simple courtesy which a host always extends to his guests.

Where to go?  If the training hall is in a large buildings, such as a university for example, make
sure that a guide knows how to direct participants as they arrive. If there is no guide, put a notice
in a prominent place inside the main entrance. Put up notices, if necessary, for lavatories and
drinking water as well.

Get the most comfortable chairs that are available. You do not need executive style swinging
chairs, but it remains true that the mind’s capacity to observe is diminished if the body is very
uncomfortable.  Arrange the seats so that all participants can both see and hear.  For better eye to
eye contact of the speaker with participants, we suggest the “U” pattern to be tried.

Find out whether the speakers are going to distribute summaries of their talk and tell the
participants at the beginning so that they know whether to take notes or not.

Prepare a list of the participants and the organisations they represent and have copies of it
available at the entrance to the Training Hall so that the participants can collect one as they come
in.

Make sure that the time allocated for questions and discussion does not disappear, no matter what
has to be cut short or cut out.

If the activity you are organizing consist of several sessions consider the usefulness of  name
cards for the tables or badges for the participants.  If you use badges choose the sort that can be
re-used and use the largest and thickest letter font you can.  Typing is not usually satisfactory.
Make sure that you get the names of the participants correctly spelled. People are often very
sensitive about this.
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3 The trainer and the organizer

There are two aspects to be considered:  What does the trainer expect from the organiser?  What
does the organiser expect from the trainer?

Expectations of the trainer

A trainer needs to have a good briefing  on the trainees:
• What sort of trainees shall  participate -their level , their numbers ?
• What is the general objective of the activity in KSA terms?         
• What do the  trainees already know, feel and think about the subject ?

Trainer information

• What would the other trainers be talking  on.
• How much time is available to him ?
• Are there are more than one trainers for the same session.
• Date, time, place, and traveling instructions.

Duties of the host

• List and schedule trainer requirements
• Be at the place ahead of time to receive the trainer  when he arrives.
• Introduce the trainer adequately.
• Thank the trainer adequately at the end.
• Arrange for his return reservation if required.
• See him off.

Expectations of organizer towards the trainer

• If it is a formal lecture or session persuade the trainer to remain standing , in case it is an
informal discussion it is not only permissible, it is desirable for the trainer to sit down.

• Try to dissuade the trainer  from reading prepared text.
• Try to persuade the trainer  to use appropriate audio-visual aids and offer help and advice in

advance.
• Try to dissuade the trainer  from falling into the common error of including in the session

more material than can reasonably be assimilated in the time available.  Remember that the
saturation point in lecture tends to be reached after 20 minutes, however good the speaker.
Remember how quickly people forget.

• Do not be afraid to tell your  trainer exactly what you want him to do. The role of the
organizer in this respect is similar to that of the leader of an orchestra.
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What to do with the late comers ?

Remember that the first ten or fifteen minutes are among the most important of the whole
session.  It is then that the speaker is trying to establish contact with the trainee and it is also
during these few minutes that the  trainee is “weighing- up” the trainer.  Give them both a
chance.  Once you have fixed the starting time, decide how many minutes grace you are going to
allow, then close the door and start. Do not let anybody enter then until the first fifteen minutes
are over.  Then they can all enter at once and then the speaker can make his first intermediate
summary which is a good thing to do anyway.

4 Training facilities and the organizer

Very often we have no choice.  We have to take what is available and make the best of it.  Get the
best you can with the resources.  Visit the training hall in advance. Familiarize yourself with its
layouts and its facilities e.g. window, cooling, heating, lavatories, furniture type & layout, power
sockets etc.

• In any handout on audio-visual aids there are detailed recommendations on how a training
hall should be prepared for projection- the size, type and position of the overhead projector,
TV, VCR etc.  Refresh your memory by looking at these notes.

 

• Consider the usefulness of arranging the chairs in curved rows rather than the traditional
straight lines.  Stagger  them so that chairs in the second row are behind the spaces between
the chairs in the first row and not directly  behind the other. Consider the advantage of a
centre aisle, especially if you are projecting.

 

• Consider the usefulness of open squares formation or the “V” formation if the activity is a
formal training course with 10 to 20 participants.

 

• Make sure that all the basic necessities are available. You will already have prepared a
detailed list of these necessities if you have completed your training course planning sheet as
indicated in attached planning sheets and check lists.

 

• Do not crowd the platform with organizers and administrators.  If there is to be any projection
then the chairman will probably wish to leave without creating a disturbance.
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