Planning and Conducting a Train the Trainer Seminar
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This article is written for the chapter who has not conducted a Train the Trainer, Learning Dynamics or Experience Trainer Seminar or the chapter who would like to improve their training education offerings. It is based on my experience conducting over 50 of these seminars for over a dozen APICS chapters and several business and government organizations. It is intended to provide practical advice on the benefits and the management of training education in an APICS Chapter.

What is Train the Trainer?

Train the trainer is a two day, intensive course focused on improving the learners interactive presentation skills. It is not a speech class. For that, Toastmasters is the place to go. The course is taught over two consecutive eight-hour days for a class of between 6 and 12 students. The goal of the course is to provide instruction and practice in training techniques for new instructors, those who desire to become instructors and those who would like to refresh and practice their interactive training skills. The student will make several presentations which will be videotaped and critiqued. The typical outcome of the course is for the student to experience significant improvement in presentation skills, the ability to plan and manage a classroom lesson and the confidence to make a successful presentation.

Who should take Train the Trainer?

Train the Trainer can benefit anyone who makes presentations in any forum. It is especially valuable for those intending to teach APICS Chapter classes or seminars. However, the skills learned can be useful in many other settings. APICS Chapter Board of Director members can benefit from this training. In addition, past students have indicated that they have successfully used these techniques and improved their presentation performance in both formal and informal gatherings in work, church, homeowner’s association and other volunteer settings.

What is Learning Dynamics?

Learning Dynamics is a two day (consecutive 8-hour days) course for experienced trainers designed to take their training to the next level through interactive discussion, creative exercises and self exploration. It is a very theoretical course which, although it can prove interesting to the inexperienced trainer, has proven to be of limited value to those who cannot connect the material to their own direct classroom training experience. This seminar is also conducted for a class of 6 – 12 students. 

What is the Experienced Trainer Symposium?

Experienced Trainer Symposium is a one day course designed for experienced trainers. It consists of a brief review of the basics of interactive training followed by the opportunity to make a 10 minute presentation in front of a group of peers and have that presentation videotaped and critiqued. It is an opportunity to identify bad habits that may have slipped into presentation style, to try new techniques in a safe, supportive environment and to benefit from the knowledge of your experienced training peers. It is an excellent place to find solutions to training problems you have experienced in the past. Because of time constraints the class is limited to 10 students with a minimum of 6.

Where can I find a Train the Trainer or Learning Dynamics instructor?

APICS has several experienced TTT and LD instructors including some in Region 7. In addition the Region has several individuals who are in the process of becoming certified to present these courses. It is the intention of this region in the future to have several instructors from which to choose including at least one who can conduct the course in the Spanish language. Contact your Region staff chapter representative or see the Region 7 web site for instructor names and biographies. 

How can my chapter organize a TTT, LD or ETS course?

These courses are somewhat different than the typical course offering by a chapter. Although chapters typically offer these courses to their general membership, usually the courses is targeted to specific individuals within the chapter and their participation is specifically solicited. In cases where it can be difficult to identify and invite the minimum number of students required, partnering with other chapters can be advantageous. If yours is a smaller chapter, contacting a larger chapter in your area and coordinating a course with them can insure that your members will have access to this training. Region 7 staff and the Region web site can also serve as a resource.

What should the chapter charge for the course?

Because the chapter derives benefit from the course (more and better trainers for their chapter course offerings), most chapters in Region 7 do not charge for these courses. However, this is a chapter decision, there is no Region policy. A “selling point” for the chapter to encourage participation is to point out that these courses, taught by private organizations can cost $800/student or considerably more. Participation is a significant benefit provided by the chapter to the member. In providing this as a free benefit, many chapters make participation in TTT a requirement for anyone teaching chapter courses and some have recommended it for all Board members.

To minimize the perception that a free seminar is “worth what it costs” and to create a commitment on the part of potential participants, many chapters have used the following strategy. Ask a participant who signs up for the course to write a check for $100. Indicate that this check will be returned to the student upon his/her completion of the course. However, if the student is a “no-show” the check will be cashed to help cover the expenses incurred by the chapter on the part of the student. 

What does it cost to put on one of these courses?

Because of the time commitment on the part of TTT, LD and ETS instructors, Region 7 established that a fee could be charged by these instructors. This fee is currently $750 for TTT and LD and $350 for ETS. The fee remains the same whether one or two instructors are used for the course. In addition, there may be out of pocket expenses (billed at cost) for the instructors, depending on whether travel and/or accommodations are required. Finally, training materials for TTT and LD must be purchased from the APICS Bookstore for each student who attends. Current prices can be obtained by contacting APICS. 

The extent of additional expenses is largely up to the chapter. A room, screen, flip chart, overhead projector and other supplies are required. These can be provided for a fee by a hotel. However, many chapters have successfully used a company facility, community room or university classroom where many of these things will be provided at little or no charge. Some chapters provide coffee and donuts in the morning and lunch, others do not. 

VDP, video camera, speakers and instructor materials will be provided by the instructor. The instructor will also provide an APICS certificate of completion for each student who successfully completes each course.

Is there Region 7 money available to defray expenses?

In the past Region 7 has used funds provided by APICS to defray TTT and LD expenses for chapters who were determined to be in need. See Region staff for current availability and policy.

Sounds great, how do we start? 

The Region 7 web site contains course outlines, equipment worksheets and sample student letters and thank you letters. You will also find instructor names and points of contact. We will also try to keep an up to date list of all TTT, LD and ETS seminars scheduled in Region 7. For additional help, contact your Region 7 staff chapter representative. 
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