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Kognitif Coaching Train the Trainer programs

Purpose of Kognitif’'s Five Train the Trainer programs

Kognitif’s five Train the Trainer programs provide comprehensive, best-practice training on
training strategy, instructional design, and facilitation skills. Each program is based on
careful research over many years, and is facilitated by an expert in the field.

The five programs are:

Program Duration

1. Researching and analysing an organisation’s training needs 1 day

2. Designing and developing training 1 day

3. Effective presentation skills 1 or 2 days
4. Writing workshop: Write better workbooks and slides 1 day

5. Evaluating the effectiveness of training 1 day

Who are they for?

The programs are for trainers, instructional designers, training consultants, training managers
and facilitators. Whether you’re new to training or you have experience, each program is
designed to bring you up to date with best practice methods.

What do they cover?

Each program can be completed as a stand-alone training program. Alternatively, the whole
suite or programs can be completed or any combination of the programs. The programs are
independent, yet allow for an integrated week of intense training, should you or your
organisation choose to do the lot.

Need individual coaching?

We can provide follow up coaching for individuals or groups who have attended our programs,
including editing, review and ongoing assessment of skills. Contact us for more information.

Need a customised course for your organisation?

All of the Train the Trainer programs are extendable — we can add further exercises and
practice sessions. Contact us via the website (www.kognitif.com.au ) to discuss your specific
needs. The exercises, samples and demonstrations in many of our programs can be
customised to your organisation, using your own material. We can also develop a specific
course for you if you prefer. Contact us via the website (www.kognitif.com.au) for a Quick
Quote.

Need a Statement of Attainment?

If you’re interested in progressing beyond this program you can register on our website for one
of our advanced units. Successful completion of an advanced unit’'s assessment will lead to a
Statement of Attainment from a nationally accredited institution and can contribute towards a
TAE50211 Diploma in Training Design and Delivery.
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Kognitif Coaching Train the Trainer programs

Program 1: Researching and analysing an organisation’s training needs

This one-day program is for managers, change managers, team leaders, instructional
designers or consultants, or anyone else who needs to identify a training need within a
workplace or organisation. It describes the purpose of a Training Needs Analysis (TNA) and
what typically happens when a TNA is not done or not done correctly. You’ll receive a
methodology to follow and a number of tools to use. And it doesn’t matter what industry
you’re in; all we ask is that you complete the pre-work; it will help us to understand your

specific needs on the day.
What vyou’ ||l | ear n:

1 How to research an organisation’s goals,
mission and vision

1 How to evaluate an existing training program
and identify training gaps

1 How to define roles and required
competencies

1 How to prepare a skills matrix

1 How analyse competency gaps

1 How to identify training needs, as distinct
from other needs, such as communication
needs or job support.

1 How to prepare a curriculum map or training
matrix

1 How to develop a training plan that addresses
each audience’s needs

1 How to engage training stakeholders and
present a Training Needs Analysis.

Session plan

Time Session

08.30 am Registration

09.00 am 1. Determining performance goals and
developing assessment tools

10.30 am 2. Identifying a training need

11.00 am Morning break

11.15am 3. Researching performance and
investigating competency gaps

12.00 pm 4. Evaluating existing training and
identifying training needs

1.00 pm Lunch
2.00 pm 5. Developing a training curriculum
2.30 pm 6. Developing a training strategy

3.15 pm Afternoon break

3.30 pm 7. Developing TNA proposals and
reports

4.15 pm 8. Engaging your project’s stakeholders

5.00 pm Close

Pre-work

Once you're enrolled, we’ll send you a Pre-
work Pack containing a video, reading and a
questionnaire. It will prompt your thinking and
you’ll be able to tell us about your specific
training projects and needs.

Our style

All of our programs are fun and highly
interactive, and cover core principles as well
as opportunities for personal practice. If you
submit samples, you may even get some of
your real work done!

Post-work

If you'd like further coaching we can arrange to
keep in touch after the training. We offer a
variety of coaching packages to help you apply
what you’ve learnt back on the job.

Price
Per person: $1,200 AUD
GST: $120 AUD
Total: $1,320 AUD
Ask us about our Group Discount!

Next scheduled dates:
Melbourne: Contact us
Sydney: Contact us
Brisbane: Contact us
Canberra: Contact Us

Session times shown are indicative only. Actual sessions
may vary slightly depending on the venue and needs of the
group.
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Kognitif Coaching Train the Trainer programs

Program 2: Designing and developing training

This one day program is for anyone who needs to design and develop a training solution or
session, whether you’re a manager, team leader, program analyst, consultant or
instructional designer, or involved in training in some other way. You don’t need any
training experience to benefit from the program, you just need to have a goal to help others
learn and develop. And it doesn’t matter what industry you’re in; all we ask is that you
complete the pre-work; it will help us to understand your specific needs on the day.

Wh a t

|l

you' Il I l ear n:

Six core adult learning principles and how to
cater for them in a training solution

How to choose a suitable training method for
a given training need — choosing from self-
paced, group-based, reference based,
competency-based, collaboration-based, and
more.

When and why e-learning, m-learning or
‘blended learning’ is suitable for a training
need or situation

How the presenter’s role changes with
different types of training

How to prepare a High Level Design and
session plan

How to design effective exercises, activities
and assessment.

Session plan

Time Session

08.30 am Registration

09.00 am 1. How do people learn?: Adult Learning
principles

10.30 am 2. Identifying a training need

11.00 am Morning break

11.15am 3. Designing a training course

12.00 pm 4. Choosing a delivery technology

1.00 pm Lunch

2.00 pm 5. The role of the presenter

2.30 pm 6. Designing training materials

3.15 pm Afternoon break

3.30 pm 7. Designing activities and assessment

4.15 pm 8. Adding the ‘X’ factor

5.00 pm Close

Session times shown are indicative only. Actual sessions
may vary slightly depending on the venue and needs of the
group.

Pre-work

Once you're enrolled, we’ll send you a Pre-
work Pack containing a video, reading and a
guestionnaire. It will prompt your thinking and
you'll be able to tell us about your specific
training projects and needs.

Our style

All of our programs are fun and highly
interactive, and cover core principles as well
as opportunities for personal practice. If you
submit samples, you may even get some of
your real work done!

Post-work

If you'd like further coaching we can arrange to
keep in touch after the training. We offer a
variety of coaching packages to help you apply
what you’ve learnt back on the job.

Price
Per person: $1,000 AUD
GST: $100 AUD
Total: $1,100 AUD
Ask us about our Group Discount!

Next scheduled dates:
Melbourne: Contact us
Sydney: Contact us
Brisbane: Contact us
Canberra: Contact Us
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Kognitif Coaching Train the Trainer programs

Program 3: Effective presentation skills

This one or two-day program is for anyone who needs to deliver a face-to-face training
session to a group. It will introduce fundamental presentation skills and give you
opportunities to apply and practice them in a supportive and collaborative environment.
You don’t need any previous presentation experience and the techniques are useful for any
public speaking, not just training facilitation. So join us for a stimulating and fun day of
personal development; you’ll come away from it more confident and motivated to present to

groups.
What vyou’ ||l | ear n:
1 The role of the training facilitator in a class or

=A =4 4 -4 4 -4

group
Acceptable and unacceptable behaviour in
training

Group dynamics — how to read them, tips for
managing them

How to read body language and manage
energy levels

How to manage nerves

How to think ahead while presenting

How to manage a discussion

How to use voice modulation

How to encourage participation

How to write your own cues and prompts

Session plan

Time Session

08.30 am Registration

09.45 am 1. What is a facilitator? What makes a
good facilitator?

10.30 am 2. Introduction to Group Dynamics

11.00 am Morning break

11.15am 3. Motivating a team

11.30 am 4. Dealing with resistance

12.15am 5. Understanding body language in a
classroom setting

1.00 pm Lunch

1.30 pm 6. Understanding adult learning

principles

2.30 pm 7. Applying adult learning principles in
practice

3.30 pm Afternoon break

3.45 pm 8. How to think ahead, manage
discussion and ‘own’ your presentation

4.30 pm 9. Selecting materials, cues and job aids
for your training presentation

5.00 pm Close

Pre-work

Once you're enrolled, we’ll send you a Pre-
work Pack containing a video, reading and a
questionnaire. It will prompt your thinking and
enable you to submit some of your own slides
or presentations for potential use in the
program.

Our style

All of our programs are fun and highly
interactive, and cover core principles as well
as opportunities for personal practice. If you
submit samples, you may even get some of
your real work done!

Additional day

We can add a 2nd day to this program for
personal practice and feedback. If you wish,
we can video your presentation/s and discuss

Post-work

If you'd like personal coaching we can arrange
a program for you. We offer a variety of
coaching packages to help you develop your
personal presentation skills and apply what
you've learnt back on the job.

Price
Per person: $1000 AUD
GST: $100 AUD
Total: $1,100 AUD
Ask us about our Group Discount!

Next scheduled dates:
Melbourne: Contact us
Sydney: Contact us
Brisbane: Contact us
Canberra: Contact Us

Session times shown are indicative only. Actual sessions
may vary slightly depending on the venue and needs of the

group.
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Kognitif Coaching Train the Trainer programs

Program 4: Writing workshop: Write better workbooks and slides

This one day workshop is for anyone who needs to develop training resources for
classroom or paper-based training sessions, including instructor guides, participant
workbooks and slides. The workshop covers basic formats and templates for different
learning needs and facilitation methods, and demonstrates how to create professional
and engaging documents and presentation materials. Participants are encouraged to
submit their own samples for use in the workshop.

What Jlearru’ | |

T Why ‘less is best’ is usually better when writing

training materials Pre-work
1 How to write session plans and instructor guides Once you're enrolled, we’ll send you a Pre-
for different presentation methods work Pack containing a video, reading and a
1 How to write cues and prompts that match a questionnaire. It will prompt your thinking and
facilitator's experience enable you to submit some of your own
1 How to write effective case studies and samples content for potential use in the program.
1 How to choose an effective presentation method
1 What makes some slides good, some slides bad?
f How to simplify slides and add impact Our style
1 How to re-write existing materials. All of our programs are fun and highly
. interactive, and cover core principles as well
Session plan

as opportunities for personal practice. If you

sourreat itk don e
your real work done!

08.30 am Registration

09.00 am 1. Introduction: Purpose of training Post-work
materials and the process for drafting,
reviewing and approving them If you'd like further coaching we can arrange to
09.30 am 2. Introduction to today’s project keep in touch after the training. We offer a
variety of coaching packages to help you apply
10.00 am 3. Choosing a format for Instructor’s

Guides, Participant Workbooks what you’ve learnt back on the job.

10.30 am Morning break

10.45 am 3. Planning content and writing session Price
plans, agendas and preparation Per person: $1000 AUD
instructions GST: $100 AUD
P - Total: $1100 AUD
11.30 am 4. Writing instructor’s notes and slides

Ask us about our Group Discount!

12.30 pm Lunch

1.30 pm 5. Writing case studies Next scheduled dates:
2.30 pm 6. Writing activities in a workbook Melbourne: Contact us
3.00 pm Afternoon break Sydney: Contact us
315 Wi - Brisbane: Contact us

-15 pm . Writing assessment questions Canberra: Contact Us
4.30 pm 8. Standards and editing skills
5.00 pm Close

Session times shown are indicative only. Actual sessions
may vary slightly depending on the venue and needs of the

group.
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Kognitif Coaching Train the Trainer programs

Program 5: Evaluating the effectiveness of training

This one-day workshop is for Training Managers, Change Managers and consultants
involved in evaluating the effectiveness of existing training courses in an organisation. It
steps through the process of planning, conducting and presenting a professional
training evaluation, including the tools used in data gathering. Using case studies and
examples, you will learn how to apply these tools and develop a compelling set of
recommendations and conclusions.

What vyou'll l ear n:
Pre-work
1 Techniques for quantitative and qualitative

Once you're enrolled, we’ll send you a Pre-
research

work Pack containing a video, reading and a

T How to identify gnd work with stakeholdgrs questionnaire. It will prompt your thinking and
1 How to use a wide range of data gathering tools enable you to explain one of your own projects
1 Models for evaluating training effectiveness for potential use in the program.
1 Tips for collating and processing data
1 How to distinguish training needs from other
needs Post-work
How repar mpelling recommendation an . .
T C(;)ncltl:)sirc))r?:a e compelling recommendation and If you'd like further coaching we can arrange to
keep in touch after the training. We offer a
Session plan variety of, coaching packages tq help you apply
what you've learnt back on the job.
08.30 am Registration Our style
09.00am 1. Why evaluate training? All of our programs are fun and highly
09.30 am 2. Planning and preparing for an interactive, and cover core principles as well
evaluation as opportunities for personal practice. If you
10.15 am Morning break submit samples, you may even get some of
|
10.30 am 3. Collecting data from workplace visits, your real work done!
meetings and records
11.30 am 4. Analysing the effectiveness and Price
efficiency of training from the data Per person: _$1200 AUD
gathered GST: $120 AUD

Total: $1,320 AUD
Ask us about our Group Discount!

12.30 pm Lunch

1.30 pm 5. Developing conclusions
2.30 pm 6. Finalising a report Next scheduled dates:
3.00 pm Afternoon break Melbourne: Contact us
: Sydney: Contact us

3-15pm 7. Class presentations Brisbane: Contact us
4.30 pm 8. Seeking stakeholder feedback and Canberra: Contact Us

finalising your recommendations
5.00 pm Close

Session times shown are indicative only. Actual sessions
may vary slightly depending on the venue and needs of the
group.
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Enrol in any of these programs online at www.kognitif.com.au
or request a brochure by email: info@kijo.com.au. We can
customise a course specifically for a group of 10 or more, just
ask us.

Got a question?

Freecall us on 1800-907-929 (Australia only)
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