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Let4Cap Training of Trainers 
17 – 18 December, 2019, Jable Castle, Slovenia

16 December – Arrival of participants 

	[bookmark: _GoBack]Day one, 17 Dec 2019
	
	
	
	
	

	Time
	Subject
	Module
	Session  
	Learning objectives
	 Facilitator

	09.00 
	
	
	Transport from hotel to the castle
	
	

	10:00-11:00
	Welcome and introduction
	INTRODUCTION & ICEBREAKER
	- Organizer’s introduction and participants’ introductions (ice-breaker)
- Workshop rules and housekeeping
- Details of the training venue etc.
- Agenda and course content
- Importance of the introduction session in the training

	- state organizer’s aim of the training,
- name other participants in the group and the course team,
- summarise housekeeping issues for the workshop
- state the aim and key learning objectives of the workshop,
- explain the importance of introductory activities in terms of meeting motivational need
	Ivana Boštjančič Pulko, CEP


	11:00-11:30
	
	
	Break
	
	

	11:30
12:30
	Being a trainer
	BEING A TRAINER
	- Experiences of good and bad training
- The teaching cycle
- Theories about learning (experiential learning, social learning, learning styles, adult learning)
- Difference between pedagogy and andragogy, trainer-centred and learner-centred approach
	- list characteristics of good and bad training,
- describe the process of experiential learning,
- describe the theories about learning,
- explain the difference between pedagogy and andragogy,
- explain the difference between trainer-centred and learner-centred approach.

	Annalisa Creta, Scuola Superiore Sant’Anna
Ivana Boštjančič Pulko, CEP



	12:30 – 13:30 
	
	
	Lunch
	
	

	13:30- 14:15
	Principles of adult learning

	TEACHING AND LEARNING THEORIES
	- Experiential learning
- Activity: learning by doing
- Social learning
- Remembering and forgetting
- Knowledge, skills, attitudes (KSAs), dimensions of learning
	- describe the process of experiential learning,
- explain the importance of social interactions in learning processes,
- describe the process of remembering,
- describe how quickly people forget things they have learned,
- list some examples of aids to promote remembering,
- explain the difference between knowledge, skills and attitudes (KSAs).

	Ivana Boštjančič Pulko, CEP

	14:15 – 14:30
	
	
	Break
	
	

	14:30-15:30
	Training needs and training techniques
	PLANNING AND PREPARATION 
	- Aims, objectives and learning outcomes
- Bloom’s Taxonomy
- Learning programmes and schemes of work
- Lesson planning  
	- explain the difference between and identify aims, objectives and learning outcomes,
- identify all aspects of training organisation (logistics, etc.),	
- formulate learning objectives for their training courses,
- use schemes of work for planning their sessions.

	Annalisa Creta, Scuola Superiore Sant’Anna

	15.30 – 16.30 
	Organising a training event
	TECHNIQUES TO USE IN A TRAINING SESSION
	- Lectures and presentations
- Energisers
- Different training activities and techniques
- Brainstorming sessions
- KSAs and training methods
	- Select the appropriate method for their training sessions
- describe how to run at least two energiser activities,
- propose learning activities that address / cover knowledge, skills and attitudes.


	Ivana Boštjančič Pulko, CEP

	16:30 – 16:45
	
	
	Break
	
	

	16:45-
17:30
	Presentation techniques
	PLANNING A PRESENTATION
	- Presentation roadmap
- Resources in presentations
- Lesson plan
- Explaining the presentation exercise
- Participants prepare presentations
- Preparations for delivering presentations

	- explain the characteristics of      
 the presentation roadmap,
- use PowerPoint, flipcharts, whiteboards and hand-outs when delivering presentations,
- know how Bloom’s Taxonomy can be used to plan a training session,
- deconstruct an overall objective into an enabling task,
- explain the presentation exercise.

	Annalisa Creta, Scuola Superiore Sant’Anna

	20.00
	
	
	Dinner in Ljubljana
	
	



	Day two, 18 Dec 2019
	
	
	
	

	Time
	Subject
	Module
	Session  
	Learning objectives
	 Facilitator

	9:00-10:00
	Presentation techniques
	DELIVERING A PRESENTATION
	- Participants prepare to deliver presentations (practical exercise)

	- deliver a presentation using effective verbal and non-verbal communication skills, 
- use schemes of work for planning their sessions,
- deliver a presentation using different resources.

	All trainers

	
	
	
	Break
	
	

	10:30-12:30
	Presentation techniques
	DELIVERING A PRESENTATION
	- Participants deliver presentations (practical exercise)

	- deliver a presentation using effective verbal and non-verbal communication skills, 
- use schemes of work for planning their sessions,
- deliver a presentation using different resources.

	All trainers

	
	
	
	Lunch
	
	

	12:30-13:30
	Creating an effective learning environment
	MANAGING THE TRAINING ENVIRONMENT & EFFECTIVE COMMUNICATION
	- Effective communication in the training room
- Using positive and negative language
- Dealing with difficult participants
	- explain the characteristics of a good training environment,
- summarise elements of good verbal and non-verbal communication as a trainer,
- distinguish between effective and less effective language to use in the training room,
- propose strategies for dealing with difficult participants.
	Karolina Ribacka, Polish Policja

	
	
	
	Break
	
	

	13:30-
14:30
	Training activity
	DELIVERING A TRAINING SESSION (practical work), cont.
	- Preparing and delivering a group training session combining different techniques (practical exercise for all participants)
	- use in practice knowledge on training techniques in group facilitation,
- demonstrate the facilitation of a learning activity in groups.

	All trainers

	
	
	
	Break
	
	

	15:00-16:00
	Assessing and evaluating learning and training event
	ASSESING LEARNING

EVALUATING A TRAINING EVENT
	- Review of yesterday and introduction to today
- Assessing participants’ learning
- Principles and methods of assessment and evaluation
- Kirkpatrick’s levels of evaluation
- Feedback techniques

	- Explain the principles and challenges of assessing participants’ learning and evaluating training programmes
- understand and know how to apply Kirkpatrick’s levels of evaluation
- be abe to conduct evaluations at different stages,
- give feedback to participants.

	Ivana Boštjančič Pulko, CEP

	16:00-17:00
	Workshop close
	CLOSING OF THE TRAINING
	- Review expectations and objectives for the workshop
- Summary of the event

	- Reflect upon fulfilment of their expectations and own learning progress,
- summarize the training.
	All trainers

	20.00
	
	
	Dinner in Ljubljana (Hiša pod gradom)
	
	






	Day three, 19 Dec 2019
	
	
	
	
	

	Time
	Subject
	Module
	Session  
	Learning objectives
	Facilitator

	
	
	
	Departure of participants
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