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Welcome to ASTD’s Training Certificate Program 
 

 

Course 
Objectives 

By the end of this course, participants will be able to 

• Identify the skills required to conduct an effective training session 

• Describe the training cycle 

• Apply adult learning principles to a training session 

• Explain how to design participant.oriented learning activities and materials 

• List at least a dozen delivery methods 

• Apply techniques to overcome nervousness 

• Establish a positive learning environment 

• Evaluate effective presentation skills 

• Demonstrate the appropriate use of visuals 

• Facilitate group exercises 

• Explain how to resolve problem classroom situations 

• Ask and answer questions that lead to learning 

• Discuss the four levels of evaluation. 

 
 
 
 
 
 



ASTD’s Training Certificate Program 

Table of Contents 
 

Module 1: Introduction                                                                    page  
Welcome .........................................................................................................1.2  

Icebreaker: What’s Your Bag? ........................................................................1.3 

Learning Objectives and Overview of Agenda ...............................................1.4 

Ground Rules and Administrative Needs .......................................................1.5 

Open Your Training with PUNCH .................................................................1.6 

A Day in the Life of a Trainer ........................................................................1.7 

Names and Notions to Know ..........................................................................1.8  

Tips and Trip Ups ...........................................................................................1.9 

Module 2: Purpose  
A Trainer’s Process: The 4 Ps .........................................................................2.2  

Needs Assessment: Analysis Basics ...............................................................2.4  

Data Collection ...................................................................................2.5 

Questions.............................................................................................2.8  

Overview .............................................................................................2.9  

Self Assessment ............................................................................................2.10 

Learning Objectives: Developing .................................................................2.11  

Writing ..............................................................................................2.12 

Your Personal Learning Objectives  .............................................................2.13 

STOP ACTION! ...........................................................................................2.14 

Delivery Options ...........................................................................................2.15 

Names and Notions to Know ........................................................................2.16 

Tips and Trip Ups .........................................................................................2.17 
 

Module 3: Preparation  
Adult Learning Principles ...............................................................................3.2  

Adult Learning: Assumptions, Conclusions, and Applications ......................3.4  

What I’ve Learned: Adult Learning Theory in Action ...................................3.5  

Names and Notions to Know ..........................................................................3.6  



© 2004 ASTD 

Characteristics of an Effective Training Program ..........................................3.7  

Instructional Design: Notes About Design .....................................................3.8 

Learning Method Categories.............................................................3.10 

Strategies for KSAs...........................................................................3.11  

A Template........................................................................................3.12  

Transitions ....................................................................................................3.14  

STOP ACTION! ...........................................................................................3.15  

Names and Notions to Know ........................................................................3.16 

Applying Verbs to Levels of Learning .........................................................3.17  

Developing Training Support Materials: Participant Manuals .....................3.18  

Visuals...............................................................................................3.19  

Ethical and Legal Considerations .................................................................3.20 

Names and Notions to Know  .......................................................................3.21  

Selecting and Customizing Off-the-Shelf Materials .....................................3.22  

Preparing the Logistics for the Session .........................................................3.23 

Preparing to Prevent Nervousness ................................................................3.24 

Know Your Training Style ............................................................................3.26 

Names and Notions to Know ........................................................................3.32 

Tips and Trip Ups .........................................................................................3.33 

Module 4: Presentation 
Learning Styles  ..............................................................................................4.2  

Cultural Differences: How Training Style Affects Learning ..........................4.3 

Names and Notions to Know ..........................................................................4.4  

Establishing a Positive Learning Environment  ..............................................4.5  

STOP ACTION! .............................................................................................4.7 

Facilitating, Training, Presenting: What’s the Difference? ............................4.8  

Presenting: A Dynamic Delivery ....................................................................4.9  

Lecturettes: Pros and Cons............................................................................4.10 

Presentation Techniques: Flexibility is the Key ...........................................4.11 

Tips to Maintain Interest ...............................................................................4.12 

Names and Notions to Know ........................................................................4.13 

Presentation Tools Demonstration ................................................................4.14 



ASTD’s Training Certificate Program 

Presentation Tool Tips ..................................................................................4.15   

Actively Engage Everyone: Increasing Participation ...................................4.16 

Critical Facilitator Techniques  .....................................................................4.17 

Names and Notions to Know ........................................................................4.18 

Skill Practice Delivery ..................................................................................4.19 

Training/Facilitating Competency Checklist  ...............................................4.20 

Challenges of the Profession ........................................................................ 4.22  

Challenging Behaviors ..................................................................................4.23 

Asking and Answering Questions That Lead to Learning ............................4.24  

Training with a Partner .................................................................................4.25 

Tips and Trip Ups .........................................................................................4.26 

Module 5: Performance  
The Importance of Evaluation ........................................................................5.2 

Evaluating Progress ........................................................................................5.3 

Evaluation and Performance ...........................................................................5.4  

Names and Notions to Know ..........................................................................5.5  

Maintain Your Professionalism ......................................................................5.6 

How the Experts Stay on Top of Their Game .................................................5.7 

Good to Great ..................................................................................................5.8 

Self Memo  ......................................................................................................5.9  

Tips and Trip Ups .........................................................................................5.10 

Module 6: Appendices  
Training Preparation Checklists ......................................................................6.2 

Training/Facilitating Competency Checklist ..................................................6.5 

Constructive Feedback ....................................................................................6.7 

Problem Solving Clinic Format ......................................................................6.8 

Glossary ..........................................................................................................6.9 

Recommended Reading and Resources ........................................................6.12 

For more information, contact ASTD Customer Care at 1.800.628.2783 or 1.703.683.8100 
Email: customercare@astd.org 
(Monday – Friday 8 a.m. to 6 p.m. EST) 
 

mailto:customercare@astd.org

