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Training Guideline

Module 3: Conducting Training : 40 HOURS

COMPETENCY 3. 1: Present and explain learning tasks and working requirements — 0.5 Hours

Skills/Knowledge Contents/Topics Key Content/ Topic Materials/References Time
¢ Knowledge of - Work regulation - Labor law 3.1.1-1 Philippine
work and learning | - Work requirements - Competency standards Labour Law (depends on
- Professional ethic each country) 05h

task - Work ethics

- Working rules and regulations
- Safety rules

Training step | Training method

Sample

Motivation Questioning Motivate In-CT with cases that show why In-CT have to know about work regulations, requirements and ethics
Information Discussion Select some information and discuss with In-CT
Application Questioning Give In-CT questions to check their understanding of knowledge

Progress Discussion

Give feedback




COMPETENCY 3. 1: Present and explain learning tasks and working requirements — 4 Hours

Skills/Knowledge Contents/Topics Key Content/ Topic Materials/References Time
e Presentation and | - Communication - Principle of communication 3.1.2-1 Chinese Symbol
instructional skill techniques - Types of communication for Listening
- Communication channel 3.1.2-2 Communication
- Communication medias Skills
- Effective communication rules 3.1.2-3 Communication 1h
Presentation
3.1.2-4 Effective
Communication

Training step | Training method Sample

Motivation Questioning Motivate In-CT with a picture of the result of miscommunication

Information Lecture and Questioning | Lecture to give key contents and Q&A to get feedback on understanding from In-CT
Application Questioning Give In-CT questions to check their understanding

Progress Discussion Give feedback for their understanding




COMPETENCY 3. 1: Present and explain learning tasks and working requirements — 4 Hours

Skills/Knowledge Contents/Topics Key Content/ Topic Materials/References Time
e Presentation and | - Presentation methods | - Role of presenter 3.1.3-1 Effective
instructional skill | and selection of medias | - Presenter characteristics Presentation
- Presentation preparation 3.1.3-2 Presenting
- Presentation techniques 3.1.3-3 Effective Power
. . - . 2h
- Presentation medias Point Presentation
- PowerPoint design for effective
presentation
- Simulation/Role play
Training step | Training method Sample
Motivation Questioning Motivate In-CT with picture of Steve Job and ask In-TC how to present like a Steve Job
Information Lecture and Questioning | Lecture to give key contents and Q&A to get feedback of understand from In-CT
Application Simulation Assign work group, separate into 2 groups. Each group select the topic that will be presented in 10 minutes then let

them prepare and simulate presentation with PowerPoint

Progress Discussion

Comment the simulation by the master trainer with a evaluation sheet
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https://books.google.la/books?id=hgsX2l3xQ84C&pg=PA151&source=gbs_selected_pages&cad=2
http://www.gutenberg.org/files/17161/17161-h/17161-h.htm
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Nurnberger Trichter
Nurnberger Funnel
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Motivation

optimism

Training success

Training
success

enthusiasm

self-confidence
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De-motivation

Failur
e

Learning
pessimism

Low self-
confidence

Weakening of
personality

Perpetuatio
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A way into the memory
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A way into the memory
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COMPETENCY 3. 3: Monitoring and Support Trainee’s Learning Process — 8 Hours

Skills/Knowledge Contents/Topics Key Content/ Topic Materials/References Time
o Psychology of - Adult Learning - Pedagogy 3.3.3-2 Adult Learning lh
Adolescent and PBnmplle al - Andragogy 3.3.3-3 Andragogy
. - Developmenta i . _— i
Adult learning Psychology Learning Motivation 3.3.3-4 Principles of

Adult Learnin

- Learning Psychology

3.3.3-5a Information
Sheet Adult Learning

3.3.3-5b Self-check

3.3.3-5c Answer key
Adult Learning Principle

Training step | Training method Sample
Motivation Questioning Ask In-CT ideas what are main differences between child and adult learning and how to motivate adult to learn
Information Lecture, Questioning, Lecture to give key contents, Q&A to get feedback of understanding from In-CT and give them demonstration of some
Demonstration and Self- | motivation method that more used in the training
study
Application Assignment Assign In-CT to select a topic of training let them prepare then each one demonstrate their how to make learning
motivation related to their topic
Progress Discussion Discuss with In-CT to get feedback and improve their motivation skill

29
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Stages of Psychosocial
Development

Infant
Toddler SRS
Isolation

Pre-schooler
Grade-schooler Identity vs
Teenager Role Confusion
Young Adult

g Industry vs
Middle-age Adult Inferiority
Older Adult

Initiative vs
Guilt

Autonomy vs
Shame & Doubt

Trust vs

Mistrust
Froposed by Erik Enkson

30




PAUNITNEIUIUDILENITU

| Approximat Psychosocial Significant
PP Virtues Y . relationshi | Existential question! Examples
e Age crisis! ol
0-2 years |Hope BE!SIC trust vs. Mother Can | trust the world? Feeding,
mistrust abandonment
Autonomy vs. Toilet trainin
2—4 years |Will shame and Parents Is it okay to be me? . &
clothing themselves
doubt
e : . Is it okay f t Exploring, usi
4-5 years |Purpose Initiative vs. guilt|Family > [tokay forme 1o APIOHINS us.lng
do, move, and act? |tools or making art
: Can I make itinth
Competenc |Industry vs. Neighbors, an | maxe It in the
5-12 years : . world of people and |School, sports
inferiority school .
things?
s Identity vs. role |Peers, role |[Wh 1? Wh I . : :
13—-19 years |Fidelity entl yvs el s ©am o can Social relationships
confusion model be?
Inti . Fri R ti
20-39 years |Love .n |m§cy Vo riends, Can | love? omgn c .
isolation partners relationships
G tivity vs. |H hold, |Can | mak lif
40-64 years |Care enera.|V| y s QUSENOIT, 1.an | Make my e Work, parenthood
stagnation workmates |count?
Egoi [ . |Manki Is it ok h : .
65-death  |Wisdom £0 |n.tegr|ty Vo an. ind, s it okay to have Reflection on life
despair my kind been me?




Group Work
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Cognitive
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Affective
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Formulating learning objectives

 Operationalized learning objectives must fulfill
the following three conditions

— The observable learning objective is to be described
by a verb e.g. identify, measure

— It shall specify under what conditions the intended
learning objective is to be achieved, i.e. the learning
resources (utilities) should be mentioned e.g. the
caliper

— It is necessary to mention the time frame, so that the
observed learning objective can be assessed, e.g.
within 5 minutes
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Learning Objectives
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Criteria Description Questions

s _ |s there a description of a precise behavior and the situation it will
PEtlﬁc be performed in? Is it concrete, detailed, focused and defined?

Can the performance of the objective be observed and measured?
Measurable

A ) With a reasonable amount of effort and application can the
chievable objective be achieved? Are you attempting too much?

R |s the objective important or worthwhile to the learner or
elevant stakeholder? Is it possible to achieve this objective?

T' |s there a time limit, rate number, percentage or frequency clearly
ime-bound stated? When will this objective be accomplished?

https://www.blendspace.com/lessons/kloP195gLWDB1A/writing-learning-objec
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COMPETENCY 3. 2: Implement appropriate training methods — 24 Hours

Skills/Knowledge Contents/Topics Key Content/ Topic Materials/References Time
e Computer and Apply the relevant Office applications (Word/PPT/Excel) 3.2.2-1 Utilize IT
ICT skills software for training Application in Technical 8h
Training
Training step | Training method Sample
Motivation Questioning Motivate In-CT with questions, why they must have computer skills and which software will be use in their training
process
Information Lecture and practice Lecture to give key contents and focus on how to use them for the training not train them how to use then let them do
some exercise for example create a training slides with PPT, information sheet with word and training data analysis
with excel
Application Skill test Give In-CT a task sheet to get feedback of understanding of In-CT
Progress Discussion Discuss with them about their computer skills which skill should find more knowledge and skill
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COMPETENCY 3. 2: Implement appropriate training methods — 24 Hours

Skills/Knowledge Contents/Topics Key Content/ Topic Materials/References Time
« Knowledge of - Various training - Lecturing 3.2.1-6 UNESCO
training method | Methods . - Questioning - 3h
- Select appropriate - On the Job training 3.2.1-3 Selecting
methods for the content - Teaching Methods and
- Peer training Materials
- Self study _ 3.2.1-4 Selecting
- Demonstration Training Methods
- Case study 3.2.1-5 TM Techniques
- Focus Group Discussion 3.2.1-14 Training Jobs
- Problem based learning 3.2.1-15 Four Steps
- Problem based learning Training Simulation
- Teaching method selection
- Simulation 12 h

Training step

Training method

Sample

Motivation Questioning Ask In-CT what kinds of training methods they known and why there are many kind of them
Information Lecture, Questioning Lecture to give key contents, Q&A to get feedback of understanding from In-CT and give them demonstration of some
and Demonstration method that more used in the training
Application Simulation Assign every In-CT to select a topic that will be trained in approximate 10 minutes with the appropriate training
method then prepare and do a micro teaching
Progress Discussion Comment each of simulation by the master trainer with a evaluation sheet
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COMPETENCY 3. 2: Implement appropriate training methods — 24 Hours

Skills/Knowledge Contents/Topics Key Content/ Topic Materials/References Time
¢ Risk management | Risk management - Risk assessment 3.2.3-1 Presentation
knowledge related to the training - Risk monitoring and control Risk Control
organization - Risk response 1h
3.2.3-2 Risk Plan

Training step

Training method

Sample

Motivation Questioning Motivate In-CT with some case that will cause training fail then ask them are there any risks and how to control
Information Lecture and Questioning | Lecture to give key contents, Q&A to get feedback of understanding from In-CT

Application Written test Give In-CT a Exercise sheet to get feedback of understanding of In-CT

Progress Q&A Give them answer of the Exercise sheet and feedback

52



Training Methods

Questions before choosing the training method

What previous knowledge can be assumed? Has the trainee attended a
vocational school before the in-company training? What training year is
the trainee in? Which departments or training stations have been
completed? What knowledge could therefore be expected? It could be
useful to determine whether the expected knowledge is actually available.

What is the personal/family situation of the trainee? Are there good
learning conditions given at home? Can the trainee expect support from
the parents? What hobbies does the trainee have? How is the social
environment?

In which development phase is the trainee? This may be especially
important for young apprentices.

What type of learner is the trainee? Are there disabilities that need to be
taken into consideration? Are there special interests that the trainer could
build on and which could promote motivation for learning?
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COMPETENCY 3. 3: Monitoring and Support Trainee’s Learning Process — 8 Hours

Skills/Knowledge Contents/Topics Key Content/ Topic Materials/References Time
o Team Building - Team building - Team and Group 3.3.2-1 Ten Team 1h
techniques - Team components Building Games

- Team building techniques

3.3.2-2 Team Building
Power Point
Presentations

3.3.2-3 Foster and
Promote an Inclusive
Learning Culture

Training step | Training method Sample

Motivation Questioning Motivate In-CT with some case that show the important of team working and ask them how to build effective team
Information Lecture, Questioningan | Lecture to give key contents, Q&A to get feedback of understanding from In-CT

Application Questioning Give In-CT questions to check understanding of In-CT

Progress Discussion Discuss with In-CT to get feedback of understanding of In-CT
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COMPETENCY 3. 4: Evaluate training implementation — 4 Hours

Skills/Knowledge Contents/Topics Key Content/ Topic Materials/References Time
e Collect Feedback | - Feedback Tools and - Feedback Principle 3.4.1-3 Feedback 1h
Techniques - Q&A 3.4.1-6 Feedback
- Questionnaire Technique
- Test/Examination (Pre and Post test) 3.4.1-1 Pre/Post Test
Analysis

3.4.1-5 Twenty Two
Simple Assessment

Strateqgies

Training step

Training method

Sample

Motivation Questioning Ask In-CT how important of feedback and how to do effective feedback

Information Lecture, Questioning Lecture to give key contents, Q&A to get feedback of understanding from In-CT and give them demonstration of some
and Demonstration feedback method that more used in the training

Application Questioning Give In-CT questions to check understanding of In-CT

Progress Discussion Discuss with In-CT to get feedback of understanding of In-CT to improve their feedback skill
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https://www.youtube.com/watch?v=6UGIP3Ow8MI
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https://www.youtube.com/watch?v=-YG8diVnvrY
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COMPETENCY 3. 3: Monitoring and Support Trainee’s Learning Process — 8 Hours

Skills/Knowledge Contents/Topics Key Content/ Topic Materials/References Time

 Coaching and - Coaching methods - Coaching techniques - PDF “Coaching tool kit” 15h
Mentoring

- Simulation 3.3.1-1 Coaching and 45h

Mentoring

3.3.1-2 Coaching
3.3.1-3 Coaching and
Mentoring

3.3.1-5 Growth
Coaching Model
3.3.1-6 Mentoring

3.3.1-9 Coaching for
Performance

Training step | Training method Sample
Motivation Questioning Ask In-CT how to support trainee’s learning in order to get more achievement of learning and how to coach them
Information Lecture, Questioning Lecture to give key contents, Q&A to get feedback of understanding from In-CT
and Demonstration
Application Simulation Assign work group, separate into 3-5 groups. Each group select the case that will be used for a role play in 10 minutes
then let them prepare and simulate with their role play
Progress Discussion Comment each of simulation by the master trainer with a evaluation sheet

42



COMPETENCY 3. 4: Evaluate training implementation — 4 Hours

Skills/Knowledge

Contents/Topics

Key Content/ Topic

Materials/References

Time

o Self-evaluation

- Self-evaluation Tools
and Techniques

- Evaluation Criteria
- Self-evaluation tool design
- Evaluation and Improvement Methods

3.4.2-1 Work Based
Training EvaluationTools

3.4.2-2 Monitoring Tools
for Work-based Training

1h

Training step | Training method Sample
Motivation Questioning Ask In-CT how important of self-evaluation and how to do
Information Lecture, Questioning Lecture to give key contents, Q&A to get feedback of understanding from In-CT and give them demonstration of some

and Demonstration

feedback method that more used in the training

Application Questioning

Give In-CT questions to check understanding of In-CT

Progress Discussion

Discuss with In-CT to get feedback of understanding of In-CT to improve their feedback skill
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COMPETENCY 3. 4: Evaluate training implementation — 4 Hours

Skills/Knowledge Contents/Topics Key Content/ Topic Materials/References Time
o FEvaluation data | - Training Evaluation - Data analysis program 3.4.3-1Training 1h
Analysis - Spread sheet Evaluation Analysis

3.4.3-1a Self-check
Training Evaluation
Analysis

3.4.3-2 Program
Evaluation Interpretation
and Analysis

3.4.3-3 Did They Learn

Anything?

Training step

Training method

Sample

Motivation Questioning Ask In-CT what computer program they used for data analysis and how to used analyze with spread sheet

Information Lecture, Questioning Lecture to give key contents, Q&A to get feedback of understanding from In-CT and give them demonstration of result
and Demonstration of data analysis with spread sheet

Application Exercise Give In-CT a exercise sheet to get feedback of understanding of In-CT

Progress Discussion Discuss with In-CT to get feedback of understanding data analysis skill
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