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Preface

The DOTS strategy for tuberculosis (TB) control, recommended by the World Health Organization, has been adopted by many national tuberculosis programmes (NTPs). After years of neglect, the role of the TB laboratory in providing accurate, reliable, and timely detection of TB cases is now recognized as critical for the effectiveness of these programmes.
The new STOP TB Strategy 2006-2015 advocates the introduction/strengthening of culture services as the basis for an effective response to the challenges of TB-HIV and drug-resistant TB. Currently, lack of diagnostic capacity means that less than 5% of the estimated burden of multidrug resistant-TB (MDR-TB) is detected. According to the Global Plan to Stop TB, 50% of the global population should have access to culture and drug-susceptibility testing (DST) by 2010: in 2007, the World Health Assembly called for universal access to culture and DST. The aim of the Global Laboratory Initiative (GLI), launched in 2008, is universal access to quality-assured TB diagnostic services by 2015  and GLI estimates indicate that this will require at least 60 million culture investigations and 6 million DST investigations per year. This, in turn, means that at least 23 000 new laboratory technicians will have to be trained in TB culture and DST.

Ensuring high-quality laboratory results is the responsibility of TB control programmes and ministries of health, working in partnership to provide training, support, and ongoing monitoring of testing in all levels of laboratories. Recognizing that effective training is an important component of every NTP, WHO convened a workgroup - with representatives from WHO and from the Centers for Disease Control and Prevention (CDC), the Japan Anti-Tuberculosis Association (JATA) and the International Union Against Tuberculosis and Lung Disease (IUATLD) - to develop standard materials that all countries could use to improve their training efforts. 
Many NTPs, and especially national reference laboratories (NRLs), lack the resources to develop instructional materials for training laboratory technicians at all levels of the laboratory network. The workgroup therefore decided to refine existing materials, develop new materials, and combine them into a package that every country could customize to meet its particular training needs.  

Effective training in TB culture requires practical exercises, classroom presentations, discussion of challenges, and development of solutions to common problems. The training materials are thus designed as a “workshop in a box” - the same format as the related training package on acid-fast direct smear microscopy
 - which includes all the presentations, exercises, and step-by-step guidance necessary for a 10-day practical laboratory workshop. 

This training package covers standard methods recommended by international organizations, focusing mainly on culture and DST on solid media. It was pilot-tested in Bangkok in February 2008, when the NRLs of India, Indonesia, and Thailand dedicated themselves to reviewing the material in a mock training session. Implementation of this training will require the NTP to coordinate with key partners in reviewing, customizing and adapt the materials to reflect the technical procedures and policies within each country. The workgroup recognizes that, in those countries that already have significant expertise in the practical aspects of training, these training materials and exercises may augment existing efforts.
Lastly, implementation of the training will require careful planning, clear assignment of central and local responsibilities, development of training capacity and human resources, and the commitment of the NTP to support and strengthen the laboratory network.  
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How to Use the Trainer’s Guide 
This manual should be treated as your guide to facilitating a workshop. This trainer’s guide has 5 sections.  

Section 1: Overview provides the general information you need to understand the contents of the “TB Culture and DST” workshop.  You will want to read this section several weeks before conducting a workshop so that you have a complete understanding of the objectives, and activities to accomplish the objectives.

Section 2: Preparation and Checklists contains the information you will need to plan and prepare for both classroom sessions and practical “hands-on” laboratory exercises. Information is provided on the suggested number of participants, as well as the trainer to trainee ratio. This section also contains the necessary information for assuring that an adequate number of supplies and other materials are available before the start of the workshop.  A sample training schedule provides the specific information about the time allotment for each module of instruction.  The template for each day’s schedule can be used in finalizing your workshop agenda.  This section concludes with an “Are You Ready” checklist you can use to ensure that the workshop runs smoothly.

Section 3: Training Basics provides guidance, techniques, and tips for facilitating a training workshop. Training involves more than good presentation skills. A good presenter does not necessarily make a good trainer. Therefore, we encourage all trainers for the culture workshop review this section prior to the workshop. 

Section 4: Presentation Slides, Trainer’s Notes, Customization Guide, and Module Text contains the technical content of this training package.  Each module of instruction includes the purpose of the module, pre-requisite modules, learning objectives, time allotment, required materials, and other relevant notes to make each module clear and understandable to the participant.  As a trainer, you may choose to modify your presentations based on the background of the workshop participants.  If you find it necessary to spend more or less time on a particular module of instruction, keep in mind the time allotted for each topic activity will need to be adjusted accordingly.   You as the trainer must feel comfortable in content delivery.  Use your discretion in how you deliver the content in terms of making it comfortable for you.  The information presented must be accurate and consistent with that given in the trainer’s guide and participant’s manual.   The customization guide provides details on adapting the content to reflect specific polices and procedures for your country.

The Module text is intended to provide both the trainer and participant with background information on each module topic.  The text is intended to serve as a resource to participants during the workshop, and after they have returned to their work setting.  

 Section 5:  Evaluation Tools contains copies of the evaluation tools used to assess the effectiveness of the training workshop.  Included in this section are the pre-test and post-test design document, daily participant questionnaire, final examination, and overall workshop evaluation.  The pre-test and post test design document should be reviewed in advance of the workshop to ensure that questions asked of participants reflect stated objectives in the workshop.

Section 1: Overview
Introduction

This section provides an overview of the Tuberculosis culture and DST workshop.

    * Workshop Goal

    * Training Modules: Learning Objectives and Content Outline

    * Learning Methods and Activities

    * List of Practical Exercises

    * Participation Certificate

Workshop Goal

Participants will gain the knowledge and skills to perform Tuberculosis cultures and DST accurately and reliably in a safe manner and to ensure uninterrupted high quality service for NTP and patients affected by tuberculosis.

Training Modules: Learning Objectives and Content Outline

		Learning Objectives

	Content Outline


	Module 1: Overview:
Tuberculosis, the Global Emergency
	Comment on the world-wide and local TB epidemic 
Define MDR-TB and XDR-TB;

Explain the MDR-TB and XDR-TB problem;

Describe the forms of TB and how TB is transmitted;

Comment on methods for TB laboratory diagnosis;

Describe the new Stop TB Strategy;

Explain the role of the NTP and the role and functions of the laboratory network;

Explain the importance of AFB microscopy, culture and DST in TB control
	•TB overview 
•Definition of MDR and XDR TB 
•Transmission and forms of TB
•TB diagnosis: advantages and limitations related to microscopy and culture 
•Risk of infection and disease in immunocompetent and HIV infected people 
•STOP TB strategy and the importance of culture and DST
•The role of the National TB Program and the laboratory network

	Module 2: Safety precautions for AFB culture and DST of M. tuberculosis
	Explain airborne transmission of TB 
Adhere to safe practice
Explain the biosafety levels of laboratories for TB activities
Work safely in biosafety cabinets
Use adequate protective personal equipment 
Use appropriate disinfectants in any circumstances

Cope with accidents in the TB laboratory
Handle chemicals safely in the laboratory
	•Transmission of TB
•Biohazards in a TB laboratory
•Minimal WHO recommendations for BSL 2 and 3
•Standard safe practice in a TB laboratory
•Personal protective equipment
•Disinfectants active on M. tuberculosis
•Safe disposal of infectious waste
•Coping with spills of infectious materials
•Chemical safety 


	Module 3: Use, calibration and maintenance of lab equipment 

	Describe briefly the operating characteristics of biological safety cabinets, centrifuges, autoclaves, inspissators, pH meters, incubators;

Correctly use biological safety cabinets, centrifuges, autoclaves, inspissators, pH meters, incubators;

Describe the main maintenance operations for biological safety cabinets, centrifuges, autoclaves, inspissators, pH meters, incubators.
	Principles, use and maintenance of:

•Biological Safety Cabinet (BSC)

•Centrifuge

•Autoclave

•Inspissator (coagulator)

•pH meter
Incubator

	Module 4: Preparation of solid media for culture and DST
	Recognize the different media for mycobacteria culture and explain their advantages/disadvantages

Prepare all the reagents, including drug solutions, for preparation of media for culture and DST

Prepare and dispense the culture media 

Check the quality of tubes at the end of the process and store them properly
Perform the sterility check

	•Culture media

•Media preparation 

•Preparation of selective and DST media

•Quality of media 


	Module 5: Collection, transport and receipt of specimens
	Explain the proper collection of specimens; 

Explain how to select suitable containers for  the collection of different specimens;

Explain the proper labelling of specimens to be submitted to the TB laboratory;

Explain the proper transportation of specimens;

List the features of a good specimen; 

Fill in the laboratory register.

	Procedure for specimen collection

Suitable specimen containers

Transport of specimens

Receipt of incoming specimens

Evaluation of specimen quality 

Specimens and request forms: quality assurance

	Module 6: Processing the specimens and inoculation on solid and liquid media

	Work properly within a BSC; 

Process specimens from sterile and non sterile sites for TB culture;
Homogenize and decontaminate respiratory specimens by: 
· Petroff modified method,

· NALC-NaOH method,

· Kudoh method;

Inoculate cultures (solid and/or liquid media);

Incubate inoculated media under proper conditions.

	· Culture tube labelling procedure

· Processing specimens for culture within a BSC

· Homogenization and decontamination procedures:

· sodium hydroxide (modified Petroff)

· N-acetyl-L-cysteine-sodium hydroxide (NALC)

· Alternative protocols for processing different specimens

· Culture tube inoculation
· Culture tube incubation

	Module7: Reading cultures
	Examine cultures at appropriate times

Identify presumptive M.tuberculosis colonies 

Recognize contaminations

Report the suspect positive cultures 

	•Examination schedule for cultures on solid media

•Examination schedule for cultures on liquid media

•Appearance of positive solid cultures
•Appearance of positive liquid cultures

•Criteria for presumptive identification of M.tuberculosis
•Appearance of contaminations

•Preliminary report 


	Module 8: Identification of M. tuberculosis 

	Evaluate growth characteristics for species identification;

Perform and interpret the PNB growth inhibition test;
Perform and interpret the niacin test; 
Perform and interpret the nitrate reduction test;

Perform and interpret the catalase test

· heat-labile;
Understand the principle of the immunochromatographic test.
	•Definitive M.tuberculosis identification

•Cultural tests:

–Absence of growth on LJ containing PNB

•Biochemical tests:

–Niacin production
–Nitrate reduction
–Heat-labile catalase

•Immunochromatographic method

	Module 9: Recording & reporting culture results 

	Use the culture quantification scheme.

Describe the time-frame for reporting results.

Record culture identification results in the laboratory register.

Use the WHO form for a preliminary report of culture.

Report a M. tuberculosis complex culture on WHO form. 

	•Semi-quantitative reporting

•Detection of false positive cultures

•The Laboratory Register 
· WHO report form for culture

   - preliminary report 

   - final report 

	Module 10: DST
Part 1. Principles of resistance to antituberculosis drugs

Part 2. Performing  DST on solid media
	Understand the objectives and rationale of combined antituberculosis therapy

Understand the basic definitions of drug resistance in TB

Understand how drug resistance develops

Understand the rationale for using a critical concentration of drug in laboratory assays 

Understand the rationale for determining the proportion of resistant bacteria that is clinically significant
Explain the different methods for performing DST

Perform and interpret the proportion method

Record and report DST results

Store strains
	•History and objectives of antituberculosis therapy

•Compartmentalization of M. tuberculosis in infected tissue

•Bactericidal and sterilizing activity of drugs

•First-line antituberculosis drugs

•Basic definitions of drug resistance

•Development and genetic basis of drug resistance

•Relationship of critical concentrations and proportion of resistant bacteria to prediction of treatment failure 

•Drug Susceptibility Test Methods:

         Direct

          Indirect
· Proportion method: technical protocol, interpretation criteria

· Recording and reporting DST results

Storage of strains
•Proportion Method: technical protocol and interpretation criteria

•Recording and reporting DST results

•Storage of strains

	Module 11: Compliance with  established Quality Assurance requirements 

	Explain the 3 main components of QA system and their importance

Adhere to QC and EQA procedures
	•Quality Assurance (QA) in Mycobacteriology:

–Quality Control (QC)

–External Quality Assessment (EQA)

–Quality improvement (QI)

	Module 12: Managing Supplies for a tuberculosis laboratory performing culture 
	List supplies required for culture
Explain ordering of supplies
Maintain proper records
Explain use of the stock book
Calculate supplies required
Inspect and verify supplies required
Explain storage of supplies
	•Supply list for culture

•Recordkeeping:  Stock book use and importance

•Calculation of supplies to order

•Receipt of supplies

•Storage and shelf life of supplies



	


Learning Methods / Activities:

The Tuberculosis culture and DST workshop includes the following types of activities to aid in accomplishing workshop goals and objectives:

    * Presentations will allow participants gain knowledge through interactive exchange of information.

    * Group discussions will allow participants to share experiences and ideas.

    * “Pen and pencil” exercises will allow participants to learn through simulated situations.

     * Demonstrations will allow participants to observe procedures prior to individual performance.

    * "Hands-on" practice exercises will allow participants to experience the range of practical activities for Tuberculosis culture.

For further details on these activities, and detailed suggestions for facilitating each of the modules of instruction, refer to Section 4: Presentation Slides and Trainer Notes for each module.
List of Practical Exercises
	Module number
	Exercise 
	Title
	Location

	2
	1

2
	Safety procedures for AFB cultures and DST of M.tuberculosis: what’s wrong?

Reaction to spillage
	Classroom

Classroom

	3
	1

2
	Records keeping

G/rpm conversion
	Classroom Classroom

	5
	1
	Collection, transport and receipt of the specimens: what’s wrong?
	Classroom

	6
	1
2


	Processing the specimens: what’s wrong?

Practical activity/Hands-on activity: process specimens
	Classroom
Laboratory

	7
	1
2
	Reading solid cultures: what’s this?

Practical activity/Hands-on activity: read cultures
	Classroom
Laboratory

	8
	1
	Practical activity/Hands-on activity: identification of M.tuberculosis
	Laboratory

	9
	1
2
	Recording and reporting Culture results: evaluate the laboratory register.

Practical activity/Hands-on activity: report growth on solid media
	Classroom
Laboratory

	12
	1
	Managing Supplies for a tuberculosis laboratory performing culture: calculate supplies
	Classroom


Criteria for awarding the Certificate of Participation

Participants are awarded a certificate of participation upon successful completion of the Tuberculosis culture and DST training workshop by

    * Daily attendance and actively participating in the laboratory practical sessions

    * Complete written post - workshop examination

Section 2: Preparation and Checklists

Introduction

Thorough preparation is essential to the success of your workshop. This section describes the activities that you must carry out in advance of the workshop to assure that the workshop achieves expected outcomes. Information on the basics of training (Section 3) should also be reviewed in advance so that you, as trainer, are adequately prepared to facilitate the workshop.

Participants (Target Audience)

This training package is designed for laboratory workers who will perform Tuberculosis cultures and DST. 
Selection criteria includes:

•Laboratory personnel in low and middle income countries working in central and intermediate level of laboratories of the National TB Control Programme or other sectors involved in TB diagnosis. 

•Laboratory personnel who will perform specimen processing for cultures of tubercle bacilli and/or DST of Mycobacterium tuberculosis strains

•Staff with some previous experience

It is important to have an understanding of your participant's baseline knowledge and fears so that these can be adequately addressed during the workshop. It may be necessary to adjust the time allotted for a particular module of instruction or exercise based on identified need.

Suggested number of workshop participants and trainers

For optimum learning experience and management of the workshop, it is recommended that the number of participants should not exceed 12 participants (3 facilitators are suggested 1 every 4 participants. The overall number of participants depends upon the laboratory facility for the practical sessions and the participant's experience in performing AFB Culture.

The number should be small enough for all participants to be fully engaged, yet large enough for a variety of experiences and viewpoints to be represented. It is equally important to have one trainer for every 2-4 participants to allow participants ready access to trainers during demonstrations and practical exercise.

Participant Notification Letter

Notify participants well in advance of the date, location, and time of workshop. Be sure to include other pertinent information such as payment of per diems, etc.

Breaks and Lunch

Before the start of the workshop, arrange for morning and afternoon tea/coffee breaks, and plans for having lunch on or off-site.
Facilities and Equipment:

For optimal learning experience and ease of managing logistics throughout the workshop, classrooms and equipped TB laboratory facility should be made available:

    * Classroom for lectures, discussions, and classroom exercises. The possibility to use separate areas for small group exercises should be encouraged.  
    * Well equipped P3 containment TB culture Laboratory for hands-on practical exercises.
Classroom

The workshop can be held in any well-lit, distraction-free classroom with 1) tables and chairs, and 2) conveniently located outlets for computer and projection monitor. To facilitate discussion and interaction among participants, tables should be arranged in a semi-circle, or classroom style giving all participants an unobstructed view of the projection monitor. Avoid overcrowding. Bottled water and glasses should be made available on each table.

Classroom equipment - The classroom should have:

    * 2 flip charts with easel

    * markers (different colors for flipcharts)

    * laptop computer

    * projection monitor (LCD) compatible with computer

    * extension cord

    * wastebasket

    * laser pointer
    * microphone
Classroom supplies:

    * marking pens

    * masking tape for posting flip chart

    * note pads

    * pens and pencils

    * calculators

Laboratory

Under no circumstances should laboratory look crowded.

Materials and Supplies

Materials and supplies for demonstration and practical exercises:

Make arrangements well in advance of the workshop to procure or secure the necessary materials, supplies, and reagents. Do not forget to arrange for transport of these items to workshop site. The following is a guide to use for assuring you have an adequate number of supplies on hand during the training workshop. The reagents should be those approved for use in the National Tuberculosis Program. Any unused supplies should be held for future workshops.

  
Materials and Supplies 


Safety Supplies

  
Personal Protection Equipment (PPE): gloves, disposable aprons, N95 masks
 

  
Paper towels 
 

  
Soap or hand sanitizer for hand washing 
 

  
Bench disinfectant 
 

  
Spray bottle for disinfectant 
 

  
Container for broken glass 
 

  
Biohazard waste containers 
 

  
Waste containers 
 

  
Biohazard stickers or labels 
 

  
Safety glasses 
Laboratory supplies for culture

1. BSC, well maintained, with exhaust air ducted or vented to the outside

2. Safety Bunsen burner, with device to light on demand or micro incinerator

3. Slide warmer

4. Refrigerated centrifuge with safety shield,  a minimum of 3,000 g relative centrifuge force  and to be operated at 8-10°C. Not necessary for the Kudoh method.

5. Balance 

6. Refrigerator
7. Autoclave 
8. Incubator. 
9. Vortex mixer
10. Timer
11. Rack for tubes 

12. Pipettes for 1.0 ml, sterile, single use, plastic Pasteur pipettes (with graduation). Non sterile pipettes have to be sterilized on site before use.

13. Mini-blender ( for biopsy)

14. Sterile forceps (for swabs)

15. Pipetting aids 

16. Disinfectants. 

17. Separate autoclavable waste containers for pipettes and disposals 

18. Slides
19. Buckets, stainless steel or polypropylene
20. General lab glassware

21. Centrifuge tubes, clear plastic or  thick walled glass tubes with cover, resistant to >3,000g RCF. Use preferably 50 ml tubes. Not necessary for the Kudoh method 
22. Decontamination reagents and solutions

23. Tubes/vials of culture media
24. Emergency spill-kit, stored outside close to the laboratory room entrance, containing the following :
 FFP2/ N95 or FFP3 respirators 
 Head cover, two pieces

 Protection glasses, two pieces, (goggles)

 Overalls, single use, two pieces 

 At least 10 pair overshoes

 At least 5 autoclavable plastic bags 1000 x 700 mm with biohazard sign

 At least two pairs of thick walled household rubber gloves (to pick up shards and sharps)

 One package of latex gloves each, middle and large

 Forceps or tongs

 Container for sharps

 Absorbent paper tissue, at least 500 x 500 mm, about one kg

 Concentrated disinfectant for dilution,

 Bottle with spray head, one litre
 Alcoholic disinfectant, one litre or equivalent
Laboratory supplies for DST:

1. BSC, well maintained, with exhaust air ducted or vented to the outside 

2. Safety Bunsen burner, with device to light on demand or micro incinerator

3. Autoclave
4. Incubator
5. Refrigerator
6. Vortex mixer
7. Rack for glass tubes 

8. Glass beads 3 mm diameter

9. Closed loop, 3 mm internal diameter, calibrated to 10µl and/or short sterile pipettes, for exact 0.1 ml 

10. Pipettes, graduated, for 0.1 ml. 0.2 ml and 1.0ml

11. Pipetting aids

12. Buckets, stainless steel or polypropylene
13. Sterile glass beads, 3 mm in diameter, 5-7 in thick walled glass tubes with tight fitting screwed cap. 

14. Sterile NaCl solution, 0.9%

15. McFarland standard No. 1 or reagents to prepare it

16. Disinfectants

17. Separate autoclavable waste containers for pipettes and disposals 

18. Drug containing media 

19. Plain culture media 

20. Sterile distilled water
21. Emergency spill-kit, stored outside close to the laboratory room entrance, containing the following :
 FFP2/ N95 or FFP3 respirators 

 Head cover, two pieces

 Protection glasses, two pieces, (goggles)

 Overalls, single use, two pieces 

 At least 10 pair overshoes

 At least 5 autoclavable plastic bags 1000 x 700 mm with biohazard sign

 At least two pairs of thick walled household rubber gloves (to pick up shards and sharps)

 One package of latex gloves each, middle and large

 Forceps

 Container for sharps

 Absorbent paper tissue, at least 500 x 500 mm, about one kg

 Concentrated disinfectant for dilution,

 Bottle with spray head, one litre
Laboratory setting:

All practical sessions should be performed in a laboratory environment under required safety level. The laboratory should be equipped for safe manipulation of M.tuberculosis cultures. PPE should be available for participants and facilitators should supervise the participants’ works at all time. Even if participants do not handle infected specimens they should be trained to safe practice exactly as if they actually manipulate specimens containing Tb bacilli
 

Specimen Requirements
The director and the facilitators should plan in advance the material needed for practical “hand on” sessions. Because M.tuberculosis growth rate is very slow and  several weeks are necessary for positive cultures, the participants won’t be able to observe during the course time the results of their own inoculated samples. For this reason, it is not necessary to give to the participants TB positive samples. Practical exercises on decontamination and inoculation can be performed as well on negative sputum samples

A set of cultures positive for M.tuberculosis, non tubercolous mycobacteria, contaminated cultures and negative cultures should be previously inoculated and ready at the time of the course for practical exercises on reading cultures, strains identification, recording and reporting.

Print Materials Needed During Training

As a workshop facilitator or trainer, it is your responsibility to make sure the appropriate materials are available at the start of the workshop for each participant

    * Pre-course and post-course tests

    * Forms to record results of practical examinations

    * Daily evaluation questionnaire

    * Post workshop evaluation

    * Final examination form

    * Participant manual

    * Name tents

    * Name badges

Training Certificates

At the end of the workshop, each participant who has met the criteria for successful completion will receive a Certificate of Training. Prior to the workshop, you will need to

    * Identify appropriate individuals to who will sign the certificate

    * Verify spelling of names

    * Print certificates

Training schedule

The theoretical and practical sessions of this workshop are designed to be delivered in 10 working days.

A template is provided for finalizing your training schedule. Before conducting the workshop, finalize your schedule for the week by completing as follows:

    * Write in planned times for breaks and lunch.

    * Add any additional presentations or activities not included in the template.

    * Fill in planned times for the activities in the Workshop Timing column. For example, if the workshop is scheduled to begin at 8:30 a.m., write 8:30-9:30 a.m. for the Welcoming remarks and introductions.

Duration of Workshop

The duration of any given workshop may depend on several factors:

    * Availability of facility

    * Refresher training

    * Focused training on specific modules

    * Responsibilities of target audience

    * Availability of trainers

Are You Ready? Checklist

This checklist summarizes all the preparatory activities that must be completed before conducting a Tb Culture workshop. If you are not responsible for carrying out a workshop activity, make sure someone else has been assigned responsibility.

ACTIVITY CHECKLIST:

PREPARATION FOR TB CULTURE AND DST WORKSHOP

BEFORE the WORKSHOP

4-3 months before Workshop:
  
Adapt course content based on results of needs assessment.

  
Verify or develop training budget.

  
Identify target audience.

  
Agree on maximum number of participants.

  
Finalize names of trainers.

  
Finalize names of guest speakers for opening and closing ceremonies.

  
Send letter of invitation to co-trainers.

  
Send letter of invitation to speakers for opening and closing ceremonies.

  
Identify who will be responsible for each task :

Develop a list of tasks necessary to present course, and negotiate with co-trainers to decide who will complete each task.

  
Meet with co-trainers to coordinate roles and responsibilities (announce date, site and agenda in advance of co-trainer meeting).

  
Develop and/or review the participant manual and other training material.

  
Determine training supplies and materials needed.

  
Develop a detailed agenda setting time-frame for course and speakers.

  
Set DATE and LOCATION for workshop. Verify that the date does not coincide with major events or religious holidays. Ensure that invited speakers agree on date and place.

12-8 Weeks before Workshop

  
Develop workshop announcement and registration materials.

  
Mail workshop announcement and registration materials to target audience. Announcement should include: "who should attend", course title, course content/agenda, course objectives, date and location, instructions for registering, lodging/travel information (if necessary) and name of contact person.

  
Confirm arrangements for travel and lodging for co-trainers and guest speakers, if necessary.

  
Agree on arrangements such as per diem for co-trainers and guest speakers.

  
Identify site(s) and contacts for site visit (s), if included in agenda.

  
Send letter of confirmation to co-trainers.

  
Send letter of confirmation to guest speakers for opening and closing ceremony.

  
Send letter of confirmation to hosts of field visit site(s).

  
Develop course flyer and registration materials.

  
Set agenda for Opening Ceremony and Course Introduction.

  
Set agenda for Closing Session.

  
Order or assemble training supplies including pencils, pens, reagents, test kits and equipment.

  
Provide deadlines for co-trainers for submitting audiovisual materials, audiovisual equipment needs and handouts for printing.
If planning a wet workshop, check facility for appropriate (safe) laboratory space supplies and equipment.

Provide a list of the material needed for practical laboratory sessions
Three Weeks before Workshop

  
Reserve audiovisual equipment (check working condition, extra light bulbs, and electrical outlet requirements).

  
Obtain flip charts, pointers, felt tip markers and other training materials as needed.

  
Confirm training venue location.

Check venue for adequate light, space, seating arrangement, temperature control, handicap access, etc.
Check the laboratory in term of biosafety level and verify that the practical sessions of the course won’t interfere with the routine work in the laboratory:


Inoculate LJ tubes with M tuberculosis strains at different concentrations. Positive cultures can be stored in the refrigerator

Develop or adapt Pre and Post-test forms.

  
Develop or adapt Final examination form.

  
Develop or adapt Workshop Evaluation form.

Check When Complete 

Two Weeks before Workshop

  
Print and assemble participant manual.

Print handouts, Pre-and Post-test forms, Evaluation forms, agenda, etc.

  
Check on progress of participant registration.

  
Assemble audiovisual materials (power point files, videos, overheads).







One Week before Workshop

  
Make name tags for participants, co-trainers and speakers.

  
Develop sign in sheet for participants.

  
Develop course completion form or course certificate.

  
Confirm audiovisual reservations.

  
Prepare supplies and training materials for transport to training site.

  
Review and rehearse training curriculum.

  
Prepare welcome and directional signs for the training site.

Inoculate the tubes with contaminants bacteria or fungi and/or with NTMs

Check growth of tubes previously inoculated with MTB

Check availability of culture media, reagents for decontamination and identification. 

  
DURING THE WORKSHOP

  
Day 1: One hour before start time:

    * Place welcome and directional signs at the facility

    * Set up table to register/sign in participants and distribute training manual, name tags, training handouts and course agenda

    * Check set up of room, check audiovisual equipment, adjust temperature, check supplies (markers, flip charts, etc.)

  
Day 1:

    * Conduct training according to agenda

    * Conduct Pre-test.

  
Day 2 thru last day, one hour prior to schedule start time:

    * check set up of room

    * check audiovisual equipment

    * adjust temperature

    * Check that all necessary supplies are in place

  
Last day: Conduct post-test and evaluation.

  
IMMEDIATELY AFTER THE WORKSHOP

  
Debrief with co-trainers.

  
Send thank you letters to speakers and other key officials.

  
Assemble and evaluate pre-and post-test data.

  
Analyze workshop evaluation data.

  
Prepare report of training.

  
1-3 MONTHS AFTER THE WORKSHOP

    * Follow up with participants to verify if they were able to apply knowledge and skills obtained during the workshop.

    * Identify additional technical assistance or further training needed.

Section 3: Training Basics

What Does it Mean to Facilitate?

Facilitating means a lot of things. This session will give some useful suggestions on how to improve your facilitator’s skills
Know Your Audience

One of the most important aspects of training is to know who your audience is. Knowing who your target audience is will help you know how to design your training and also who to invite to the training course.

Following are some outcomes of identifying who the audience is:

    * Demographics (i.e., age, sex, where they work)

      This will help with logistics of the training as well as for planning for the types of examples to use in the training.

    * Knowledge

      Knowing the in-coming knowledge level of the topic will help determine what level of content is needed (low, medium, or high) and what type of exercises are needed.

    * Skills

      It is important to know what the in-coming skill level is of the participants so you will know how to plan what skills to teach. It will help determine if the training is to provide new skills or simply a refresher to skills the participants already know.

    * Attitudes

      Knowing what the attitudes are about the topic of the training can help address fears, concerns or biases during the training.

    * Experience

      Knowing the experience level of the participants will help when designing the content and exercises. It will also help in knowing what technical level is required for training. In addition, it will help you can identify those people who have a lot of experience and can contribute to the discussions. Also for exercises you can pair-up participants who have a lot of experience with those who have less experience.

    * Job/position

      Knowing the jobs or positions that the participants have will help you relate the training to their jobs.

    * Education

      Knowing the education level and also the type of education of the participants can help you know what level of language to use, as well as what type of examples to use.

    * Training needs

      Knowing what the training needs are of the participants will help you design your course to provide training skills that will actually be used. If participants don't need certain things in a course it may help you know what information to delete or what to cover quickly.

Ways to Learn about the Audience

There are many ways to learn about the audience that include:

    * Conduct a needs assessment

          o Have participants complete a pre-assessment form. It is best to have them complete the form and send it to you before the training but sometimes that does not work out. If so, have them complete it at the beginning of the training.

          o Before the training, talk with participants and others knowledgeable sources (i.e., supervisors)

    * During the training, include a "get-to-know-you" exercise

Apply Adult Learning Principles

Many people think that training adults is the same as teaching students in a traditional school system. But this is not true. Adults learn differently from children and require different training approaches. Knowing how adults learn is critical to the success of your training courses. The following chart describes some important adult learning principles and training techniques you can use to engage the adult learner.

Principle 
Training Technique

Adults bring a wealth of knowledge and experience and they want to share their knowledge and experience 
Encourage participants to share their knowledge and experiences. Include activities that utilize their knowledge and experience

Adults are decision-makers and self-directed learners. 

Include problem-solving activities

Adults have different learning styles that must be respected 

Provide multiple ways for participants to learn the material

Adults want to participate rather than just listen to a lecture 

Create a participatory learning environment with various types of activities

Adults are motivated by information or tasks that are meaningful and applicable to their jobs. 
Relate the content and skills to the participants jobs

Adults prefer training that focuses on real life problems 

Relate content to the types of problems they encounter in their jobs

Adults expect their time during training to be used carefully 

Follow a realistic time schedule

Adults feel anxious if participating in a group that makes them look uninformed, either professionally or personally 

Avoid criticism. Acknowledge all participants contributions.

Adults learn best in a positive environment where they feel respected and confident 

Create a positive environment by provide positive feedback and showing respect to all participants.

Adults come from different cultures, life-styles, religious preferences, genders, and ages. 

Respect all differences and encourage participants to respect each other's differences as well.

Three Basic Learning Styles

In addition to principles of adult learning there are three basic learning styles. These include

    * Visual: Learn through watching, observing, and reading

    * Auditory: Learn through hearing

    * Kinaesthetic: Learn through moving, doing, practicing, and touching

Most people use all three styles, but usually have a dominant or preferable style. The style of learning that people use also depends on the skills and knowledge that are being taught.

For example:

     When learning how to collect sputum specimen use:

    * Visual - to learn stepwise written instructions

    * Auditory - to learn ways to say certain things,

    * Kinaesthetic - to learn how to instruct the patient, say the right words, show compassion, follow right specimen collection method

What Adults Remember

Use Repetition to Encourage Remembering

For people to actually learn something they sometimes have to hear it 7 times. So Repeat, Repeat, Repeat

    * In the Introduction: Tell them what you are going to tell them

    * In the Presentation: Tell them

    * In the Summary: Tell them what you just told them

So less content with more repetition may mean more learning will occur!

Blending Styles

Following is a well-known saying in training courses:

- I hear and I forget.

- I see and I remember.

- I do and I understand.

But remember:

    * Some people learn (and remember their learning) primarily by hearing others talk.

    * Some people learn primarily when they only see someone do an activity or they can see visuals and printed materials

    * Some people learn by moving and doing

Key Point to Learning Styles

So how do you plan your training given all of these different aspects about how people learn? The goal is not to focus on one style of learning but to use a blend of methods to reach the greatest number of adult learners. For example

Provide a variety of learning methods such as

    * Lectures

    * Discussions

    * Exercises (i.e., quizzes, brainstorms)

Provide a variety of training materials such as:

    * Slides

    * Manuals/handouts

Be Prepared to Train

Know what you are training - this is very critical to the success of the training. Even the best of training skills will not hide the fact that a trainer does not know the content.

    * Know the goals and objectives of the training

    * Know the content of the training

    * Know the training activities (i.e., discussions, exercises, role-plays, demonstrations)

Use effective organizational skills

    * Organize the training logically

    * Follow a plan

    * Use checklists

    * Keep everyone informed

Practice

Practicing your training presentations helps to ensure that they will be successful.

    * Out loud in front of a mirror (if you will be standing to present then practice that way)

    * With the materials and equipment before the training

    * Rehearse in the training room if possible

    * Time your presentation

Prepare the Training Room

    * Check room before the training

    * Make sure all of your materials, supplies and equipment are available

    * Arrange training room to allow for the best learning situation

    * Test all equipment before the training

    * Download files on the computers (if necessary)

    * Prepare as much ahead of time as possible (i.e., flip chart pages, distribute manuals/handouts, arrange things for activities, exercises and demonstrations)

Have a Back-up Plan

Sometimes problems occur so it is best to have a back-up plan for those problems that can be anticipated.

    * Have extra materials and supplies available

    * Use multiple formats (handouts, slides, overhead transparencies, flip charts). Sometimes the electricity will go out and so the PowerPoint slides will not be able to be shown or maybe the bulb on the project will blow out. Having handouts available will enable the training to continue.

    * Be flexible. Problems often occur so relax and adjust to the situation.

    * Make positive situations out of negative ones. For example, when problems occur make them into a learning situation.

Manage the Training

As the facilitator you are the manager of the training. It is up to you to create a successful training that meets the goals and objectives. Following are some suggestions for how to manage the training.

Do Your Best to KEEP ON TIME - it shows respect for:

    * Your commitment to the time allotted

    * The participants so they know what to expect

    * Those that follow your presentation so they don't have to rush through or cut short their presentations

Ways to Keep on Time

    * Practice before the training. Practice the presentation out loud. Review your material so you will know what can be covered quickly and if necessary deleted. Practice your presentation using the equipment. This will help you determine how long it takes for presentations and activities.

    * Use a clock that the facilitator can see.

    * Use an agenda that shows the amount of time for presentations as well as the times of day. For example:

          o 8:30 - 9:00 30 minutes.

          o This reinforces the amount of time that each presentation takes so that people don't have to add it up in their heads.

    * Review the agenda with all facilitators ahead of time. Emphasize the importance of staying on time and how it shows respect.

    * Set up a time keeping structure and review with facilitators

          o Designate a time-keeper to provide visual reminders with signs that show

                + 5 minutes

                + 1 minute

                + Stop

          o If necessary, use a bell to signal the end of the time

          o If the bell doesn't work you may have to interrupt

    * Keep the training focused on the objectives

    * Let participants know what to expect. Review the agenda at the beginning of each day.

    * Use the "parking lot" for discussions that take too much time or are related to but not critical to the training - but they are critical to the participants

          o The "parking lot" is a sheet of flip chart paper posted on the wall of the training room. The purpose is to provide a place to put interesting topics that are taking up too much time or are related to but not critical to the training. These topics are usually critical to the participants. The topics are written on paper and sit in the "parking lot" until time is available to discuss them at the end of the course or during breaks, lunch or at the end of the day.

    * Refer to handouts in the manual for more details

    * Know the "need to know" content

    * Know what content or activities can be shortened or deleted

    * Adjust the schedule when things take longer

          o Shorten breaks, lunch

          o Lengthen the day

          o Delete some presentations or activities

Manage Difficult Participants

Managing participants in a training situation is an important skill to have as a trainer. Using "ground rules" (see handout on Ground Rules) at the beginning of the training can provide a means of establishing how people should act during the training.

When there are participants who are difficult, it is up to the trainer to manage the situation so that participants do not disrupt the training. Following are examples of difficult participants and how their behavior can be managed

    * "Dominates the conversation"

      There is usually at least one person in each group that tries to dominate the conversation. They frequently have a lot of experience and knowledge and are very eager to share that with everyone.

      Ways to manage this behavior include:

          o Refer to the ground rules (Be sure to include in the ground rules that no one person should dominate the conversation and that all participants should have the opportunity to contribute)

          o Thank them for their valuable contribution and say that we need to also hear from other participants

          o Mention that they have already provided a lot to the discussion and you want to hear what other people have to say

          o Use body language such as not looking at them when asking for responses and standing in front of them and looking at the other participants for responses

          o When asking for responses it may become necessary to ignore them

          o It may become necessary to interrupt them and summarize their comments before hearing from other participants

          o Give them a task to do that supports the course objectives

          o If necessary, speak to them outside the training room

    * "Interrupts others"

      Some participants have a habit of interrupting others so as the trainer it is important to manage this type of behavior. Ways to manage this behavior include:

          o Refer to the ground rules (make sure that one-person should talk at a time is included as a ground rule at the beginning of the training).

          o If they continue interrupt mention that the other person was not finished.

          o If necessary, speak to them outside the training room

    * "Know-it-all"

      Some participants will try to challenge the trainer or try to make the trainer look bad. They think they know everything and will make remarks to undermine the knowledge or authority of the trainer. Ways to manage this behavior include:

          o Acknowledge their valuable experience and ask if there are other opinions

          o When they ask you a question ask them what they think the answer is or open up the question to others

          o Give them a task to do to help with the training

          o If necessary, speak to them outside the room

    * "Does not participate"

      Some participants will not respond. They may be shy, or not interested, or have been forced to attend the training, or may not be an appropriate person to be attending the training. Whatever, the reason it is important to encourage all participants to contribute. Ways to manage this behavior include

          o Use your body language to encourage them to participate.

          o Look directly at them when asking to hear from some of the people who have not contributed

          o Stand by them and look at them when asking questions

          o Talk to them outside the training room to establish a connection

          o Find out about their experience and knowledge so that can be incorporated into questions.

          o Ask them to help you in some way (i.e., write on the flip chart, pass out papers, summarize key concepts)

          o If necessary, ask them outside the training room why they are not involved in the training.

    * "Does not want to be at the training"

      Some participants are forced to come to the training by their supervisors. So they can resent the training and see it as a punishment rather than an opportunity to learn. Ways to manage this behavior include:

          o During the introduction to the training you can mention that everyone is coming to the training for different reasons that you would like to set a tone of open-mindedness because everyone can learn something from any situation.

          o Emphasize the value of each individual and how they will contribute to the success of the training.

          o Specify the follow-up process to the training. Emphasize that they may need to demonstrate the skills as part of their job requirements.

      Also, some people like to attend trainings because it simply gets them away from the office or they can earn extra money through the per diem. As a result, they may not think that their active participation or learning the content is necessary. Ways to manage this behavior include:

          o Emphasize the value of each individual and how they will contribute to the success of the training.

          o Ask them to help you in some way.

          o If necessary ask them outside the training room why they are not involved in the training.

          o Specify the follow-up process to the training. Emphasize that they may need to demonstrate the skills as part of their job requirements.

      This situation can be avoided be ensuring that the right participants attend the training. Communicate with supervisors about the criteria for who should participate in the training.

Manage Difficult Training Locations

Location of training course

Adult learners have responsibilities for their families and their jobs and so it is difficult for them to attend trainings away from work or their families.

    * Too close to work

          o Some locations are too close to work and they get distracted. Choose a location that ensures that participants will provide their undivided attention - this might mean a hotel in another city.

          o If it is important for participants to do course work at night, it is important that the training be held out of town where they stay in a hotel. Adult learners have responsibilities for their families so it is difficult for them to do work at night.

          o Participants are more likely to arrive on time and be focused on the training if they stay in a hotel.

    * Difficult to get to

      If locations are difficult to get to it can discourage participants from attending. This is an important consideration if the training is held in the same city where the participants live. If it is difficult to travel to the location it can be more expensive and require extra time to get to.

          o Choose a location that is easy to get to.

Training room

    * Temperature - The temperature of the training room can cause participants to be too hot or too cold. And the "best temperature" will vary from person to person. Try to choose a medium temperature that is comfortable for "most" participants.

    * Electricity - There needs to be adequate electrical outlets for the training and the outlets need to be in appropriate locations. If extension cords have to be used make sure they are secured so people do not trip over them.

    * Lighting - In appropriate lighting can be very distracting to the training especially when showing slides. So try to choose a training room that enables you to lower the lights enough for people to see the slides, computer screens, videos but bright enough to read their handouts.

    * Layout - When the training room is too big, too small, or too narrow it can cause problems. It is important to check out the room before the training to ensure that it is the right size and can be set up in a way that maximizes learning and provides a comfortable environment.

    * Noise - noise level can be distracting. So choose a training location that does not have outside noise level.

Manage Difficult Things

    * Equipment problems

          o Sometimes equipment (especially computers) does not work

          o Sometimes equipment does not arrive

          o Sometimes the wrong equipment is sent.

      Plan ahead and have back-up plans. Be sure to checkout the equipment before the training to prevent unexpected problems during the training. If equipment is provided by someone else (or a company) be sure to put your request in writing and double check before the training that the correct equipment will be provided.

    * Materials

          o Sometimes these do not arrive on time

          o Sometimes the manual was not assembled correctly.

          o Not enough materials

      These problems can be avoided if you plan ahead and have materials delivered in plenty of time to correct any mistakes.

Communicate Effectively

Being a good facilitator requires having good communication skills. You have many ways of communicating that can help you in your training.

Use your Facial Expression

    * Set the tone of the training (friendly and supportive) if your expression is friendly and approachable it will encourage participants to engage in the training

    * Convey a friendly expression - Smiles are contagious. If you smile, participants tend to smile back. This is one way to create a friendly and supportive training environment.

    * Provide positive reinforcement - By smiling when people respond, they are more likely to respond again

    * Show enthusiasm - If you show enthusiasm for your training it encourages the participants to be enthusiastic also

Use your Voice

Your voice is the main way and most important way to communicate with participants.

    * Your voice

          o Sets the tone of the training (friendly and supportive)

          o Conveys most of the training content

          o Shows enthusiasm

          o Encourages participation

          o Provides positive reinforcement

          o Can be used to help manage the training

    * Use trainer's voice

          o Project your voice so everyone can hear you - what you have to say is important and it is critical that everyone hears you.

          o Vary your pitch - so you sound interesting and provide emphasis to those things that are important

          o Use a comfortable and varied pace - to provide interest and emphasis. If you speak too fast, participants might miss some of your most important information. If you speak too slowly, it can put them to sleep. It is also important to use the appropriate pacing for the types of training you are doing. For demonstrations or complex information, you will need to speak a little slower. If your accent or language is different from the participants then speak slowly enough that they can easily understand you.

          o Speak at the right technical level

          o Use a friendly tone

          o Use a microphone, if necessary. Practice using a microphone and check with the participants about what is the best level for your voice. Don't hold the microphone too close or too far away. Also, ask participants to speak into the microphone when they are asking questions or commenting.

Use your Eyes

    * Way to communicate with participants

          o Show enthusiasm

          o Encourage participation

          o Provide positive reinforcement

          o Manage the training

    * Way to observe

      It is important for you to observe what is happening with the participants to determine things such as:

          o Are participants engaged?

          o Do participants understand?

          o What is the energy level?

          o Are there group dynamics?

          o Who is not participating?

Use your Ears

    * Important way to communicate with participants

          o Listen to participants. This is a very important skill for a facilitator especially when creating a participatory learning environment

                + Listen and wait for participants to finish what they are saying

                + Use pauses to allow participants respond

                + Use silence to manage the training

    * Way to hear

          o Do participants understand?

          o Are there concerns?

          o What are the needs of the participants?

Use your Nose

    * To "sniff" out problems

    * If there is trouble in the air check it out

      For example problems with equipment - sometimes equipment becomes too hot. Or other types of problems that might occur might include personal problems between participants or people not understanding the content.

Use your Hands

    * Show expression. Be natural about using your hands. They are a great way to show expression and emphasis.

    * Encourage participation. An open hand is a non-verbal signal to encourage people to comment.

    * Provide positive reinforcement. Sometimes a pat on the shoulder can be comforting.

    * Demonstrate procedures. Hands are used to demonstrate procedures and processes.

    * Use media. Of course you use your hands when using media.

Use your Feet

Moving around the training room is beneficial to both the participants and facilitators.

    * To encourage participation. Moving towards a participant when they comment can encourage them to contribute. It makes you more accessible to the participants. Hiding behind a podium creates a barrier between you and the participants - which creates a formal non-participatory training.

    * To ease nervousness. Walking around can help ease nervousness and make you feel more relaxed in front of the participants.

    * To provide variety. If you walk around, participants are looking in various places - not always at one spot.

    * To manage the training. Standing in front of a difficult person with your back to them can convey the message that you want to hear from other people. Standing by people who don't respond can encourage them to contribute

Moving around is good, but do not move around so much that it is distracting.

Use your Mind

    * Be adaptable and resourceful. If problems arise, adapt to the situation and use your resourcefulness to handle the situation

    * Be creative. Training can be fun or boring. It is up to you to bring it to life. Think of new and participatory ways to teach the content of the course.

    * Anticipate problems. Think ahead to what problems might occur and determine possible solutions. This is part of having a back-up plan.

    * Make positive situations out of negative ones. When problems occur make them learning situations.

Use your Heart

    * Show respect. Participants come from many backgrounds and it is important as a facilitator that you show respect for all individuals. Even if you do not agree with them, you need to respect their point of view. If you set the tone of showing respect to all participants it will help them show respect for each other.

    * Recognize that everyone has their own style. Not everyone will do things the same way or at the same pace. As a facilitator, it is important to show acceptance for different ways of doing things.

    * Show support when people make mistakes. As adults we all get embarrassed when we make mistakes. By showing support for them in these situations you create a positive and safe learning environment.

    * Show compassion. We all have problems and difficult situations. So it is important to show compassion for participant.

A Great Communicator

In conclusion, a great communicator needs to have:

    * Smile of a pig - pigs have a constant smile on their face.

    * Eyes of a tiger - tigers are extremely alert and can even see things in the dark

    * Ears and nose of an elephant - elephants have enormous ears and a giant nose that can sense things from miles away

    * Hands of a monkey - monkeys are very dexterous

    * Feet of a gecko - geckos have little suction cups on their feet to allow them to walk anywhere - including up walls and on ceilings

    * Mind of a fox - foxes are very smart and very quick to adapt to situations

    * Heart of a whale - being the largest animal on earth whales also have the biggest heart

    * Voice of a mockingbird - Mocking birds have beautiful voices and sing many songs so there is variety in their voice.

Engage the Participants

Engaging participants in the training can be both challenging and rewarding. There are many training techniques that help participants stay engaged. For example:

    * Create participatory learning situations

    * Use a variety of

          o Presentation styles

          o Media

          o Learning activities and exercises where they can apply the information

    * Change the pace and activity (about every 20 minutes)

    * Use examples that participants can relate to their jobs/situations

    * Use humor (where appropriate)

    * Use questions during your presentations

Use Questions to Engage the Participants

    * Encourages all participants to contribute

    * Allows for differences of opinions

    * Encourages participants to share knowledge and experiences

    * Keeps participants alert

Use Questions to Determine Participants Knowledge and Understanding

    * Ask participants to explain complex issues

    * Ask participants how they would apply information to their jobs

    * Ask participants to repeat key content during reviews

There are three types of Questions

    * Closed-ended

      A closed-ended question solicits a short, closed-ended answer such as "yes" or "no" or just a few words, and does not generate discussion by limiting what the participant says.

      Examples:

          o Is it X or Y...

          o Do you need...

          o Have you ever...

      Benefits of using close-ended questions are that they can be used for a final answer, a conclusion, or for confirmation.

      Limitations of using close ended questions are that they do not encourage very much participation

    * Open-ended Questions

      This type of question solicits descriptive answers and generates discussion.

      Examples:

          o How can you do...

          o Why would you want to...

          o Tell me about...

      Benefits of using open-ended questions are that they encourage the audience to participate, to share their ideas and experiences.

    * Probing Questions

      These are questions that probe for more information and ask participants to share their opinions or ideas about a subject.

      Examples:

          o Tell me more about...

          o Could you explain...

          o Would you elaborate...

          o What would be an example...

          o Anything else...

      A benefit of using probing questions is that it encourages participants to share more details and go into greater depth.

    * Quiz: Name the type of question

         1. How can trainers manage the training course?

         2. What are some communication techniques you can use in training?

         3. Tell me more about the techniques?

         4. Have you ever dealt with a difficult participant before?

      (Answers: 1. Open-ended, 2. Open-ended, 3. Probing, 4. Close-ended)

    * Use Questions Effectively

          o Ask questions that focus on the "need to know" information

          o Be sure not to embarrass participants by "putting them on the spot" with difficult questions they cannot answer

          o Repeat questions and comments from participants to make sure that everyone in the room has heard them

          o Give positive feedback when participants contribute

          o If you do not know the answer ask participants to answer or state you don't know but you will find out

    * What Should you do When Participants Do Not Respond to a Question?

          o Maintain a deliberate silence

          o Repeat or rephrase the question or rephrase the question

          o Use body language or eye contact to encourage participants to contribute

          o Encourage answers with positive statements (Take your time. I know some of you have had experience with this and I would like to hear about your experience.)

          o Give an example

          o As a last resort, answer the question yourself if none of the participants answers.

    * How do you Elicit More from Participants after an Initial Response?

          o Make a reflective statement giving a sense of what the participant said ("What I heard you say was...")

          o Invite elaboration ("This is very interesting. Can you tell us more?")

          o Encourage other participants to comment ("Can anyone else comment or add to that?")

Use Visual Aids Effectively

(Adapted from Witt Communications Inc.)

Visual aids are an aid to communication, not a substitute for it. To retain your relationship with the learners, don't let your visual aids upstage or overpower you. It is especially important and difficult to maintain the speaker-audience interaction while using slides or Power-Point presentations in a dimly lit room.

   1. Plan your presentation before you create visual aids

      Start by asking what you want the audience to do as a result of hearing your presentation. Then figure out what they need to know to do what you want them to do. Then create a simple outline that logically and clearly develops your main points. Finally, create visuals aids to support your message.

   2. Use visual aids sparingly

      They are aids to your presentation-not its sum and substance. Use them to highlight and support your key points.

   3. Make visual aids visible to the entire audience

      Projecting an image people can't see is as senseless as speaking so softly people can't hear.

   4. Talk to the audience, not the visual aid

      The 80/20 rule applies here. Look at the audience at least 80% of the time.

   5. Avoid over-using laser pointers

      Your aid should be so clear and easy for your audience to follow. Use laser pointers sparingly.

   6. Explain the content of the visual aid when you first show it

      As soon as you show people an object, they look at it-even if you're talking about something else. Don't make them divide their attention.

   7. When you finish with the visual aid, remove it, cover it or turn it off.

      Same as # 6

   8. Limit the amount of material on any one visual aid

      Use each slide to convey a single point. Limit the number of bullet point per slide-should explain, illustrate, or substantiate that one point.

   9. Avoid clip art from well-known sources.

      It's almost always boring and amateurish.

  10. Be prepared to give your presentation without your visual aids

      Murphy's Law applies in spades to everything involving technology and an audience. Have a backup plan in case something goes wrong. Take a hard copy of you slides or an overhead projector and transparencies or prepared newsprint.
















� http://wwwn.cdc.gov/dls/ila/acidfasttraining/
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