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A

Acronym meaning, 363
Action learning
about, 154
in-basket assignmients,
155-157
field observarvion, 158—160
research projects, 157-158
task-force projects,
160-164
teaching projects, 160
Action planning, 204, 315,
335-337
Action verbs, 48—49
Active commitment, 365
Active debate, 282
Active Independent
E-Learning, 207-211
Active knowledge sharing, 61
Active learning, 362
Active learning incorporation in
all training
Active Independent
E-Learning, 211
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asynchronous E-Learning,
207-211

blended learning, 208,
218-220

categories, 207-208

group-based E-Learning,
207, 212-216

M-Learning benefits,
223-226

social media expansion
effects, 220—223

virtual classroom training,
208

virtual classrooms, 216—218

Active skill development,

138-139

Active training

about, 1-2

active training concerns, 7—10

activities designing, 68

concerns about, 7—10

conducting, 231

delivery of, 10-12

future planning, allowance
for, 15

401
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Active training (continued)
group participation
opportunities, 14
learned concepts recycling, 15
learning approach balance, 14
moderate level of content,
13-15
participants’ expertise
utilization, 14—15
real-life problem solving, 15
resistance, 9
social side of learning, 6
steps for designing, 15-17
suggestions, 231
time needs, 8
welcome to, 9
Active training activities. See
Designing active training
activities
Active training assessment
about, 19-20
examples, 21-23
information coll»><tion for,
23-38
reason to make, 20—-23
steps fcr designing, 20-23
Active ti21ning bacteria
Active training methods, 89,
160, 260
Active training program
conducting, 229-231
sequence summary, 17-18
value of, extended, 319-320
Active training program,
beginning
agenda feedback, 248-249
agenda review, 246—248
first thirty training minutes,
245-246
greeting participants,

242245

of mental preparation, 233—236
physical environment
arrangement, 236—242

Active training program,

concluding, 307-318

back-on-the-job focus,
315-316

expressing final sentiments,
316-317

final questions and concerns,
309-312

program content review,
307-2309

promsting self-assessment,

312-315

Active training program,

evaluating

about, 343

anonymous remarks, 357

checklist, 356

designing evaluations, 354355

evaluation level expanding,
344-354

feedback from others,
355-357

informal interview, 357

oral survey, 357

rankings, 357

ratings, 356

reaction levels, 343—344

reaction surveys, 356—-357

sentence completion, 356

short essay, 356

Activities

easy before demanding, 178
ending needs, 185

good mix of, 178

vs. short presentations, 191
text with, 211

training program with, 13

Activity instruction, 171



&

Index

Silberman bindex.tex V3-03/26/2015 7:18 P.M. Page 403

403

Activity processing
participant reactions, 297
processing experience

struture, 296297
reaction timing, 297-298
relevant questions, 296
subgroup assistance, 297

Adult learning nature,
importance of, 2—4

Advanced organizer, 191

Advice and directives, 258

Affective goals, 44

Affective learning, 42

Affective learning goals, 45

Agenda
additions to, 248
check, 278
feedback, 248—-249
smooth transitions, 278

Agreers styles, 100

Alternatives onto corminon
topics
about, 123-194
case study;-126
demonstration, 124—126
groapinquiry, 126
guided teaching, 126
information search, 125
jigsaw learning, 126
learning tournament, 126
meetings improvement,

127-128
study group, 125

Ambassadors, 140

Americans with Disabilities Act,
118-119, 159-161

Analysis (dissembling
information), 46

Anxiety, 230

Application (using information),
46, 315

Application phase, 321

Applying sequencing guidelines
conflict situations, 186—188
feedback from others,

181-183

finer side of, 188—193
support from others, 183186

Arguing, 260

Aristotle, 4

Artistic product, 316

Ask and discuss questions, 2—3

Assignment methods, 143

Association of Talent
Development (ATD), 359

As/mzhronous, 95

Asynchronous activities, 217

Asynchronous E-learning,
208-211

Asynchronous term, 208

Asynchronous tools, 216

ATD State of the Industry
Report (2014), 12

Attitudes of participants, 25

Audiences’ interest, ways to gain
content preview, 81-82
initial case problem, 79-80
introductory exercise, 76-77
leadoff story or interesting

visual, 77-79

test questions, 80-81

Auditory imagery, 148

Authoring tools, 95

Axelrod, Wendy, 367

Azulay, Halelly, 369

Baby Boomers, 384-385
Background

data, 108

diversity, 299
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Background (continued)
of participants, 267
of trainer, 243
Back-on-the-job application,
322
Back-on-the-job application
provision
at end of training program,
324-328
follow up coaching and
support, 340
follow up questionnaire,
338-339
obstacle assessment, 328—-329
peer consultation, 329-330
prior to training program,
321-323
self monitoring, 330—338
during the training program;
323-324
Back-on-the-job situatica, 523
Bafa Bafa simulation game,
139-140
Balance sheet. 123
Barbazette, jean, 108
Barksdale. 8., 352
Barres. Kim, 371-372
Basic formats, 168—169
Basic sequencing guidelines,
178
Behavioral and cognitive
change, 312
Behavioral cues, 355
Behavioral goals, 44
Behavioral learning, 4243, 168
Behavioral learning goal, 45
Behavioral style and
performance, of participants,
140
Behavior(s)
handling, 260

interpersonal, 11
modification, 330
negative, 261
postural, 273
of specific individual, 259
unwelcome, 118
Best practices for trainers, 229
Better than Bullet Points
(Bozarth, J.), 223
Bingo (name example), 54
BINGO event, 363
Blanchard, Ken, 99, 221
Blended lesrning
about; 213-219
creating active, 219-220
Blda)221
Tsebrow, W. (2005), 352
Body language
awareness, 274
comfort level, 273
eye contact, 273
positive, 145, 230, 270, 273
speech habits, 273
teaching about, 171
visual clues and, 133
voice volume and race, 273
Booher, Dianna, 387
Boomers, 385
Boredom, 103, 235, 256, 265
Bozarth, Jane, 222-223
Brain-Based Learning
(Jensen, E.), 5
Brain-friendly presentation
preparation
about, 75
audience’s interest, ways to
gain, 75-82
participants’ involvement,
ways to involve, 88—94
presentation reinforcement
ways, 94-99
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understanding and retention
maximization, 82—-86
Breakout areas, 242
Breaks, 256
Brief handouts, 86
Building learning teams
about, 299-301
processes, 302
team jobs used, 299-302
Building teams
team building, 374
team skills, 373-374
Busywork, 257
Buy-in, 171
BYOD (bring your own device),
224

C

“Call-on-the-next-speaker”
format, 309
Case studies
alternative t¢ lecturing, 216
alternativés onto common
topics, 126
asyicl.ronous E-discussion
hoard, 217
closing with, 192
debriefing, 161
examples of, 125, 127, 216
group work, 223
learning through, 309
opening activity, 200
presentations, alternative
methods to presenting,
105-109, 127
reconsidering through, 309
stress for success, 106—109
Case(s)
challenge, 108
examples, 105

gateway, 108
obtaining material, 21
performance management,
108
review problem, 203
roll playing, 108
Cases
kind of, 108
writing your own, 108
Celebration, 317
Chairs, removal of, 242
Challenge case, 108
Challenges, 360
Challenging vs. nonthreatening,
325
Change
behavioral and cognitive, 312
continuous, 365
evaluate and institutionalize,
365
Change agents, 365
Change management, 210, 364
Chat rooms, 216
Checkers, 302
Checklist(s)
of actions, 334
on barriers, 159
of behavior, 137
of conflict style, 188
conflict style, 188
discussion of, 158
examples, 153, 188, 256, 326,
331, 334, 372
of experiences, 158
job aids, 326
of key behavior, 352
for observations, 126
responses on, 146
of rule play, 144
self monitoring, 330331
sharing, 331
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Clark, Ruth, 3, 6, 190—191
Classroom activities, vs.

digital/virtual activities, 223
Classroom instruction

e-learning with traditional,

218

independent e-learning, 218
Classrooms. See also Virtual

and/or physical classrooms

activity instruction, 12

common problems, 21-22

creating active virtual, 217

flip charts, 235

learning from to the job, 320

on-line, 230

opening, 53

physical setup of, 237

Twitter use, 385
Closing circle, 316
Clowning, 260
Coaching

and counseling, 203

employees, 202

plan, 368

styles, 99

and supoort, 363
Cognitve goals, 44
Cognitive learning, 4244, 168
Cognitive learning goal, 45
Collaboration, desire for, 258
Collaborative learning, 7
Common behaviors, 260
Common language, 270
Common requests, 261
Communications

lines of, 388

one-way, 298

options, 382
Compatibility, 245-246
Competence, 245-246
Complaining, 260

Compliments, on ideas, 280
Compuserve, 220
“Con” subgroups, 282
Concept papers, 222
Confidence, 234
Confidentiality, respect of, 58,
254
Conflict management, 303
Conflict style game, 186188
Confucius, 2
Confusion, 298
Constructive feedback, 178
Constructive group norms, 230
Contracting, 315
Contrary viewpoints, 258
Contyoversy vs. conflict, 117
Cere drill, 191
Counseling employees, 203
Counter-arguments, 282
Course content, 234, 236
Creating active blending
learning
after the course, 220
before the course, 219
during the course, 220
Creating active virtual
classrooms, 217
Creation considerations
group norms’
appropriateness, 67—-68
threat level, 67—68
trading content relevance, 68
Creation demonstrations,
conducting, 104
Creative design tips
design accomplishment,
172-173
design adaption, 173
design modification, 173174
Creative Training Techniques
Handbook (Pike, R.), 3
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Credibility, 230

Critical questions, 41

Critical-position profile, 118

Cross cultural issues, 111-112

C-suite, 387-388

C-Suite Communication
Checklist, 388

Cultural differences, 112, 383

Current state, challenge of, 364

D

Dealing With Difficult People
program, 151
Debate, 282
Debriefing period, 193
Delegating styles, 99
Delivery style, 274
Delivery techniques, 267
Demonstration, 124, 128
Departments, repres=ntatives
of, 363
Design, nurture-and formalize,
365
Design details remaining
buy'in, 170
cuding, 170
Key points and instructions,
170
materials, 170
setting, 170
time allocation, 170
Design questions
group size, 169-170
objective achievement, 169
participant skills, 169
skill requirements, 170
speed of, 169
time limits, 169
Designing
aids to participants, 144

@

constructive feedback, 145
participants observations,
144-145
vicarious experiences, 145
Designing active training
activities
creative design tips, 172—174
design questions, 169—-170
major decisions, 165—169
nonverbal persuasion,
171-172
remaining details, 170-172
Designing evaluations
focus, 354
finiing, 355
tools, 354—355
Designing steps
detail revisions, 17
detailed planning, 17
learning goals setting, 16
objectives specified, 16
training activities design, 16
training activities sequence,
16-17
training needs assessment, 16
Dessert Survival simulation

game, 140
Digital Round Robin
(Bozarth, J.), 222-223
Diigo, 223

Directing styles, 99
Direction giving, 143
Directive vs. delegating, 325
Disagreeing, 264
Disagreement, 258, 281
Discussion. See also Group
discussion; Small group
discussions; Subgroup
discussions
active training and, 12
in case study, 125



&

Silberman bindex.tex V3 -03/26/2015 7:18 P.M. Page 408

Index
Discussion (continued) blended learning, 208,
energizing, 281 218-219
flow of, 110 and classroom instruction,
large-group, 72 11
vs. lecturing, 14 format, 211

open, 60, 70, 73
resistance to team
collaboration, 184
speakers for, 72
time for, 8
Discussion guides, 220
Discussion lively facilitating
clarification checking, 280
compliments, 280
disagreement, 281
discussion energization, 281
elaboration, 280-281
group process changing, 281
idea pulling together, 281
mediation, 281
paraphrase, 280
summarization and 1ecords,
281
Distracting, 26
Distractions; 264
Doing mere with less
new voies embracement,
350-381
prioritize training and
development tasks, 381
technology wisely used,
381-382
Dyadic conversations, 240

Einstein, Albert, 62
E-learning
active independence, 211
asynchronous, 207-211
beginning courses, 211

@

forms of, 207
group-based, 207, 226
independent, 209
interactions of, 10
programs, 209
success with, 209
tools, 384
training plays in, 18
types e, 212
use'ot, 10
valie of, 10
webinars, 213
Employees
attitudes on, 95
behavior of, 322
difficult, 216
factors, 109
new, 362
self-esteem of, 362
self-motivational tool, 333
welcoming, 363
Ending activities, 171
Energizer, 173
Essay, 314
“Ethical Leadership,” 221
Evaluation (information put
together), 46
Evaluation level expanding
follow-up instructions, 351
Level 1, reaction, 345—348
Level 2, learning, 346, 348—-349
Level 3, behavior, 346, 349-351
Level 4, business results, 346,
353-354
new world Kirkpatrick model,
344-353
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supervisor’s follow-up plan,
351
work statement follow-up
form, 350
Evidence-Based Training
Methods (Clark, R.),
3,6
Example givers styles, 100
Exercises. See also Opening
exercise creation; Opening
exercises
coaching or teaching, 173
role playing, 322
on—the—spot assessment,
58-59
team building, 54—58
Experience, 196
Experiential learning
approaches, 129-164
about, 129-130
action learning, 155- 163
formatting, 145.-147
games and sivuwiations,
139-143
mentaiimagery, 145—151
observation, 144—147
roleplaying, 130-139
writing tasks, 152154
Eye contract, 243, 273-274

F

Facebook, 221, 224
Facebook Group, 221
Face-to-face training, 223
Facially, behavior, 273
Facilitation menu, 280
Facilitator, 230, 301
Fatigue, 315

Feedback

invitation, 248

need for, 183
value of, 192
Feedback cards, 312
Feedback from others
criteria for, 179
experiential exercise, 182
key points, 182
objectives, 181
opening exercise, 181
presentation, 182
self assessment, 181
writing task, 182
Feeler (17) type, 85
Feelings about skills taught,
324
Feinstein, Jo Lynn, 63
sharing, 113
Final remarks, 316
First impression, 362
First step, 364
Fishbowl activity, 239
Fishbowl design, 238, 324
Fishbowl format, 117, 147
Fishbowls, 280
Fixed seating, 240
Flicka, 221
Flip charts, 86, 275, 311
Flipped classroom, 218
Folders, 86
Follow up
coaching and support, 340
questionnaire, 338—339
Format. See also Group format
Point-Counterpoint, 167
training activities sequence,
165-169
Formatting, 147
feedback from observers,
146-147
formats, 145
“Fun” trainer, 234
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G

The Game of Love, 195
Game templates, 220
Games, 221, 280
Games and simulations
about, 139-141
discussions after, 143
format and characteristics of,
142
fun and serious sense, 142
instructions of, 143
relevance to participants,
141-142
Gateway case, 108
Gen X, 384-385
General questions, 59
Getting—to—know—you process,
243
Gibb, Jack, 104
Gilbert T, 20
Global organizations, 382
Globalization, 360
Goal setting, 302
Goals, lists of, 314
Go-arounds, 280
Good Marsifacturing Principles
(GMmYs), 208
Google Docs, 223
Google Hangout, 221
GoToWebinars, 221
Grace period, 245
Group, hostility to, 259
Group, knowing
language familiarity, 268—271
personal level, 268
presence understanding, 268
Group discussion
breaking into, 241
information from, 32
involvement, 215
learning from, 280

menu of, 280
role play from, 133
shifting into, 265
time spent on, 218
Group discussions, 283
Group expertise, 235
Group format, 14, 96, 127, 134,
169, 278, 287—-288, 292
change of, 278
Group inquiry, 125, 127, 302
Group leadership acceptance
group norms, 253-255
leadership receptivity, 257-258
problerihandling situations,
258-265
timing and timing controls,
255-257
Group norms
appropriateness to, 68
confidentiality observation, 254
honest expression, 253
participant seating, 255
participation expectation, 254
performance feedback, 255
punctuality, 255
question invitations, 255
risk taking, 254
Group participants to death, 8
Group photo, 316
Group process management
busy efforts, 293294
facilitator/timekeeper
election, 293
group formation ways, 292
group size variation, 293
instructions separately given,
293
participant divisions, 293
subgroup timing, 294
teams and partners mixing,

292
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Group processes, changes to,
281
Group resistance, 259
Group website, 219
Group-based E-Learning
video training, 214-215
webcasts, 212-213
webinars, 213-214
Group’s attention, 253
Guide implementation, 365
Guided teaching, 110, 125, 127,
184

H

Handouts, 276

Handshaking, 243

Heating or cooling, 86

Help manager, 368

Herman, N., 99

Hermann Brand Dominance
Inventory, (Hermapu), 99

Herzberg, Fredernck Irving, 95

High-potentiai-{ HiPo)
employees, 221

High-patential profile, 118

Hindzight, 302

Honter, 368—-369

Horseshoe seating arrangement,
240

Hostile environment, 118

Hostile participant, frustrations,
258

Hostility, reduction of, 259

Huggett, Cindy, 6869

Humor, good-natured, 262

Ideas
pulling together, 281
strategic, 387

Imagery, 148—-149
Immediate learning
involvement, 54, 61 —-64
Impatience, 245—246
Implication questions, 115
Importance
hearing and seeing, 2—3
practicing, 6
questions and answers, 3—6
Income statement, 123
Incorporating active learning,
220
Index cards, 311
Indiceors, evaluation, 345
Individual-potential assessment,
118
Indonesians and Americans, in-
teractions between, 111-112
Information
assessment tapped for, 25
confirmation, 4
fitting, 4
preview of, 271
recap, 272
signal transition between, 272
thoroughly taught, 271-272
Information collection
pre-course assignment, 37
questionnaires, 23—-24,
26-29, 34-38
time limits, 38—39
training needs, 23—-34
Information search, 114, 125,
127, 302
“Instant Aging” simulation, 143
Instructions imagery, 149
Instructor-led training (ILT), 13
Intellectualizing, 260
Internal consulting
challenge of, 386
change leader, 372
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Internal consulting (continued)
on internal decisions, 380
performance consultant,

371-372
role of, 360
trusted advisor, 372

Internal management boards,
210

Interpersonal behaviors, 11

In-the-speed assessment, 64

Investigators, 302

Isolated occurrences, 118

Jargon, 268
Jensen, Eric, 5
Jigsaw learning
active learning, 126-127
collaborative learning
activities, 7
critical-position profile; 118
examples, 118- 142
format for, 121
forming, 115119
group forming, 119-120
high-profile, 118
individual potential
assessment, 118
learning segments, numbers
of, 119
procedural guidelines for, 119
replacement charts, 118
Job aids, 144
Jobs, important, 301-302
Jokes, 234, 264
Jordan, Michael, 62

K

Kaye, Beverly, 361
Keeps, Erica, 6

Kinesthetic imagery, 148
Kirkpatrick, Donald, 343—344
Kirkpatrick model, 343-344
Knowledge
information about, 25
before training program, 46

L

Labor, division of, 298
Leadership
of group, 262
harmonize and align, 364
and traning, 219
Leadihg change
¢xamination of, 360
Step 1, challenge the current
state, 364
Step 2, harmonize and align
leadership, 364-365
Step 3, activate commitment,
365
Step 4, nurture and formalize
design, 365
Step 5, guide
implementation, 365
Learners, 259
Learning
inquiry modes of, 192
reflection on, 8
Learning event, 361
Learning involvement, 64
Learning opportunities
Asynchronous E-learning, 207
blended learning, 208
categories of, 207-208
creating active blending
learning, 219-220
Group-based E-Learning,
207

virtual classroom training, 208
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Learning points, 110

Learning segments, number of,
118

Learning session, length, 211

Learning teams composition, 299

Learning tournament, 122—12.3,
126-127

Lecturing, 268

Lee, Ivy, 78

Legal factors, 118-119

Level 1 (reaction to training
program), 343, 345-348

Level 2, (learning), 343, 346,
348-349

Level 3, (behavior), 343, 346,
349-352

Level 4, (business results), 346,
353

“Liking” statements, 257

Linkages and transitions 27/

LinkedIn Group, 221=222

Live demonstration., 104

Lone Ranger (Gamie), 183

Longer writing, 152

Loss expasures, 91

Love it Don’t Leave it
(Kaye, Bev), 361

Lund, E., 352

Macro-design of active training

program

about, 199

advanced knowledge and
skills, 200

advanced skills, 203—204

building blocks, 200, 202203

closing activities, 200—201

coaching and counseling
programs, 201-204

ending activities, 204

@

middle activities, 200, 203
opening activities, 200
opening exercises, 201-202
Maintenance roles, 91
Major decisions
contract, new vs. old,
166-167
format, 165, 167
method, 165, 167
objective, 165, 167
point-counterpoint, 168
Major points, recapping, 211
Make Talent Your Business:
Heow Exceptional Managers
Develop People While Getting
Results (Axelrod, W.), 367
Management factors, 109
Management support, 323
Maslow, Abraham, 6
Massive open online courses
(MOOCS), 13
Materials, 171
Materials and activities,
preparation of, 234
MD State of the Industry
Report (2014), 13
Measures
non-financial, 353
qualitative and quantitative,
344
Mediate differences, 281
Mel. See Silberman, Mel
Mental imagery
auditory imagery, 148
exercise examples, 149-151
guidelines, 149
kinesthetic imagery, 148
olfactory, 148
tactile, 148
taste imagery, 148
visual, 148
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Mental imagery and role
playing, 185
Mental preparation, 235
about, 233-235
trainer burnout prevention,
235-236
Mentor, 368-369
Mentor Partnership Agreement,
370
Mentoring programs, 360
Mentoring role, 369
Mentors, 368—370
Method
and format decisions, 171
Point-Counterpoint, 167
training activities sequence,
165-169
Millennial Learning Team, 386
Millennials, 384—386
Mini-subject review, 278
Mix of people, and courte
content, 236
M-learning (mobile learning), 223
M-Learning benefits, 223-224
Model client; 288
Monopalizing, 260, 263
Mother Teresa, 62
Motivating participation
activities, current and
previous, 289
benefits selling, 289
confidence expression, 290
enthusiasm conveyance, 289
objective explanations, 289
personal feeling sharing,
289-290
Multi-generational workforces
generational challenges,
384-385
millennials for leadership
roles, 385-386

Multiple intelligence program,
62

Myers-Brigg Type Indicator
(MBTI), 85, 310

N

Names, learning, 243
Naysayers styles, 100
Need-payoff questions, 115
Negative comments, 248
Nervousness, 234
Networking options, 385
New busitess realities for
trainers
shout, 379
beginning future, 391-393
doing more with less,
380-382
globalization, 382—384
multi-generational
workforces, 384
subject matter experts,
390-391
vendor management, 388—-390
working with c-suite,
386-388
New Contract, 165—-167
New employee orientation
program, 114—115
New roles embracement, 380
New World Kirkpatrick model,
343
Non-financial measures, 353
Nonlinear learning, 11
Nonparticipation, 265
Nonverbal communication, 172
Norm setting, 255
Norms, group, 68
Note taker, 301
Now what? 194, 196
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Objectives
in participants” manuals, 247
Point-Counterpoint, 167
training activities sequence,
165-169
Observation, designing, 144—146
Observers, 239
Obstacle assessment, 315
Odyssey, 368
Office file cabinet, 86
Olfactory imagery, 148
Onboarding, 360—363, 380, 386
One-upping, 260
Online courses, 216
Online training, 209-210
Online whiteboards, 216
On-the-job support, 321
On—the—spot assessment. D4, 64
exercises, 58—59
Open discussion, 278
Open-book test. 113-114
Open-ended auestions, 278
Opening; etiective, 271
Openiog arguments, 282
Opening exercise creation
accomplishments, 53—54
creation considerations, 67—68
participation acquisition, 69—-72
training session active
opening, 68—69
Opening exercises
immediate learning
involvement, 54, 61 -64
multipurpose exercises,
64-67
on-the—spot assessment, 54,
58-59
team building, 53

Opinions, reconsidering, 307

@

Ordinary reasonable person, 118
Organizational factors, 109
Out-of-session concerns, 246

Panels, 280
Paraphrasing, 250
Participants,” activity direction,
290
Participants
activity demonstration, 291
activity direction, 290—291
aias to help, 144
atticudes of, 25
backgrounds of, 244
behavioral style and
performance of, 140
bond with, 243
breathless, 256
broadening of actions by, 262
in common with, 258
conflict, 262
constructive feedback, 145
elaborate on, 280
expectations, 248
hostile, 258
identify with, 244
involvement, conditions
affecting, 25
key questions, 145
lead through, 230
misinformation of, 9
own work, 264
own work settings, 324
problem behavior, 265
protected as needed, 262
questions, 111, 255
rapport with, 243
relationship developed with,
22
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Participants (continued)

role playing observation, 144

sitting movement, 255

socialization with, 242

time to greet, 243

value and understanding by,

41

vicarious experiences, 145

video training, 215

views for respect of, 324

work situation nature(s) of, 25
Participants’ involvement, ways

to involve

guided note taking, 89-90

illuminating exercise, 92—94

listening role, 88—89

spot challenge, 90

synergistic learning, 91

types of loss exposure, 91-£2
Participants’ involvement.wih

team learning

group inquiry, 302

information seaich, 302

jigsaw learnitig; 303

learning tcurnament, 303

study.groups, 302

teari. development, 303
Participants” manuals, 247
Participation

active training program

character of, 13

expectation from, 254

unequal, 298
Participation acquisition

go-arounds, 71-72

open discussion, 70

partners, 71

polling, 70

response cards, 70

subgroup discussions, 70—71
Participation involvement

@

about, 294
activity movement, 295
enthusiasm conveyance,
295-296
participants, challenge to, 295
physical movement, 295
positive reinforcement, 295
Partners, 280
Partnership
with respect and
appreciation, 390
with vendors, 389
Pauses, brict. 272
Peer effs:ts
peer coaching, 340
veer consultation, 329-330
peer contract, 332
peer counselling, 204
peer review, 217, 219
peer support groups, 340
peer teaching, 329-330
Performance feedback, 254
Performance management case,
108
Personal checklist, 331
Personal level
concerns, 268
connection on, 262
Persuaders, 172
Persuasion game, 171
Phillips, Jack, 353
Physical continuum, 186
Physical environment
arrangement, 236—-242
Physical setting, 171
Pike, R. “Bob,” 3
Pinterest, 221, 223
Planning activity training
programs, 199
Plato bulletin board system, 220
Point-Counterpoint, 167
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Polling, 280
Polls, 221
Pop data, 2
Positive authority, 230
Positive group norms, 265
Power Point, 86, 216
Power struggles, 262
Practice, role playing, 323
Practice partners, 138
Predictions, 56
Preparation and creativity, 9
Presentation
to audience, 267
need for, 183
short vs. activity, 191
specificity, 272
style, 274
Presentation organization
information recap, 272
information/explanatian
sequence, 271
opening effectiveness, 271
pauses, 272
point details, 271-272
presentation timing, 272
speciticity, 272
sten-by-step sequence, 272
tangents, 272
transitions between
information, 272
Presentation reinforcement ways
experiential activity, 98—99
group processing, 96—97
participation review, 95-96
post-presentation case
problem, 97
press conference, 94—95
Presentations, alternative
methods to presenting
alternatives onto common
topics, 123-127

@

case study, 105-109, 127
demonstration, 103-105, 127
group inquiry, 110-113, 127
guided teaching, 109-110,
127
information search, 113—115,
127
jigsaw learning, 118—121, 127
learning tournament,
121-123, 127
study group, 115-118, 127
Presentations and discussions,
running of
bedy language, 273—-274
group, knowing of, 267-271
lively discussion facilitating,
279-283
presentation organization,
271-272
smooth transitions, 277-278
visual additions, 275-277
Prior romantic involvement, 118
Prisoners, 259
Prisoners’ Dilemma Game, 139
Private conversation, 264
“Pro” positions, 282
“Pro” subgroups, 282
Problem handling situations
common behaviors, 260
common requests, 261
handling, 263
participant conflicts, 262
potential solutions, 263—265
Problem(s)
confirmation of, 20
pinpointing, 20
questions, 115
situations, 263
Procedural guidelines
for conducting creative
demonstrations, 105
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Procedural guidelines
(continued)
for jigsaw learning, 119, 121
for learning tournament,
122-123
using a guided teaching
approach, 110
for using a study group,
117-118
Procedure, 195
Process(es). See also Activity
processing; Group process
management; Structured
activities
building learning teams,
302
events into, 319
group, 289
project management, 219
terms, 89
Processing
designated observers, 135
open audience discussion and
feedback. 355-136
self-assessment, 135
Program ¢ontent, 60
Prograﬂ: content review
recail, 307-308
reconsidering, 309
rehearsal, 308—309
reminiscing, 308
techniques for, 231
Program(s)
long, 271
resistance to, 248
short, 271
structured activities, 247
timing and pace of, 253
value beyond, 319
Project Evaluation and Review
Technique (PERT), 83

@

Project management process,
219

Project-Protection Chart, 327

Puck drawing interpretation, 173

Q
Q&A threads, 221

Question and concerns, final,
311
Question-and-answer period,
310
Questioners styles, 100
Questioning, 260
Questionnaire service provider,
233
(puestionnaires
conflict style assessing, 187
follow up, 338-339
information collection,
23-24, 26-29, 34—-38
Questions
asked and discussion, 2
and concerns, 307
critical, 41
from experience, 196
practical in family therapy,
59-60
theoretical in family therapy,
59-60
unanswered, 309
Quid pro quo harassment, 118
Quinn, Clark, 224225
Quizzes, 221
Quizzlet, 142

R

Rackham, Neil, 116
Reconsidering opinions, 307
Rehearsing, 307
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Relaxation breathing, 149-150
Relaxing, 148
Reminisce, 307
Replacement charts, 118
Research, conduction of, 4
Resisters, 172
Respect and appreciation, 258,
390
Response cards, 278
Restlessness, 256
Retention rates, 369
Retraining participants,
supervisors of, 321
Return on expectations (ROEI),
344
Return on investment (ROI) of
training, 315
Reversing sequences, 190
Risk taking, urging, 254
Rock, David, 5
Role division, 303
Role playing
active skill development,
138-13292
benchmark comparison, 136
experiencing different
conflict styles, 187
¥ 137-138
processing, 135
repeated role playing,
134-135
rotational, 134
scripting, 130-132
staging, 133-135
subgroup discussion and
feedback, 136
trainer observation, 136
virtual role plays, 132—-133
Role-play environment, 220
Roll playing case, 108
Room, physical setup of, 233

@

S

Safety Days, 209
Safety training access, 210
Scavenger hunt, 362
Schwab, Charles, 78
Scott, Bev, 371-372
Scripting
dramatic readings, 132
improvisation, 130
participant-prepared skits, 132
prescribed roles, 130131
replay of life, 131-132
roleplaying, 130
semi-prescribed roles, 131
Seating arrangement, 240—-241,
283
Seeking, 5
Self monitoring
about, 330-331
action plans, 333-334
checklist of actions, 334—335
commitments, 337
contracting, 331-333
costs and benefits, 337
direction for use, 335
resources, 337
subject, 336—338
Self-assessment, 307
Self-control, 330
Self-discovery, 109
Self-esteem, of employees, 362
Self-monitoring, 315
“Selling to Your Clients Style,”
85
Sequencing
applying sequencing
guidelines, 181-188
basic guidelines of, 178—-180
step by step, 272
three stage, 193
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Sequencing active training
activities
about, 177
basic guidelines of
sequencing, 178181
experiential learning
sequences, 193-198
Setting learning goals
affective learning, 42
behavior, 43
cognitive learning, 43—44
Sexual harassment prevention,
legal factors, 118—119
Sharing imagery, 149
Short questions, 224
“Show but not tell” approach,
138
Show managers, 368
Silberman, Mel
commentary on, 18, 72 176,
198, 228, 232, 252,286,
306, 360, 399
Confucius modified by, 2
exercises by, &
Simulation games, 139-141
Situation-quéstions, 115
Sixty-Four Squares game, 140
Skills
information about, 25
mastery, 323
retention of, 321
Skype, 221-222 381-382
Sleeping, 265
Slides, 275-276
Small-group discussions, 71-72,
97, 122, 385
Smartphones, 224
Smooth transitions
agenda check, 278
group format change, 278
mini-service review, 278

@

time period references, 278
visual aid change, 278

So What? 194-195

Social media
expansion effects, 220—-223
use of, 386

Social Media for Trainers
(Bozarth, J.), 223

Socialization, with participants,
242

Socratic teaching techniques
(skills), 109, 170

Solutions, seeking, 20

Speakers; calling on next, 280

Specific individual, behaviors of,
259

Cocech habits, pace and
volume, 273

SPIN sales call sequence, 115
implication questions, 116
need-payoff questions, 116
problems questions, 116
situation questions, 116

Spitzer, D., 353

Sporcle, 142

Staging. See also Role playing
informal role playing, 133
repeated role playing, 134—135
rotational role playing, 134
stage-front role playing,

133-134

Stakeholder expectations, 353

Standards, 47

Stanford University, 4

Start and end, 319

Starting norms, 255

Static visuals, 221

Step change, 364

Stimulator, 230

Stolovitch, Harold, 6

Stories, mutual exchange of, 244
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Strategies, 12
Stress for success, case study,
106-109
Structured activities. See also
Team learning and structured
activities
about, 287
activity processing, 296—297
direction, 288
energy, 289
group process, 289
group process management,
292-294
motivating participation, 289
motivation, 288
participants’ activity
direction, 290—-291
participation involvement,
294-296
processing, 289
team learning, 208—504
Study group, 125,127,184, 302
Style spectrums, 325
Styles, 99—100
Subgroup, discussions, 70, 136,
265 250
Subgroups
assignments, 71, 117, 238,
261, 282, 293, 311
assistance, 297
contributions, 311
feedback, 136, 158
informing, 294
participants working in, 241
privacy for, 241
protection of, 262, 292
reports by, 311
response from, 73, 110, 257
separating, 71, 158, 241, 292,
305
usage of, 260, 288, 292

@

Subject Matter Experts (SMEs),
390-391
Sub-skills, 178
Summarizations, 281
Superficiality, 298
Supervisors
as allies, 322
of pretraining participants,
321
Supervisory behavior, 143
Support, need for, 183
Supporting styles, 99
Supportive sign, 248
Survey provider, 355
SW/CT (strengths, weaknesses,
opportunities, threats)
analysis, 329
Synchronous activities, 218
Synchronous delivery, 216
Synchronous term, 208
Synchronous tools, 217
Synonyms, 1
Synthesis (putting information
together), 46
System factors, 109

Tables, 242

Tactics, classroom training like,
211

Tactile imagery, 148

Talent developer, 361

Tangents, 263, 272, 298

Task roles, 91

Taste imagery, 148

Teaching methods, didactic, 192

Team, learning, self-directed, 11

Team building
exercises, 54—58
intervention, 360
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Team building (continued)
opening exercise creation, 53
Rotating Trio Exchange, 64
Team development, 303
Team dynamics, 43—-44
Team learning
building learning teams,
299-302

events experienced, 298

learning teams composition,
299

participants involving with,
302-304

Team learning and structured
activities, 287-306

Team machine, 93

Team members, decision matrix
for selecting, 365

Team skills, 360

Teams, types of, 303

Technology. See also Webinars
adapting, 383
advantages of, 19,222, 225,

383
change and, 166
changiing, 372, 385
in.ciassroom, 222
effectiveness of, 207
fears, 312
vs. human efforts, 11
incorporation, 216
interactive, 9
interactive use, 220
needs for, 207
perspectives of, 383
program design using, 207
required, 233
requirements, 233, 391
risks, 380
social media using, 220222
telephones, 161

types incorporated, 207
upgrades, 364
use of, 363
using, 381-382
VTC communications, 144
TedTalks, 112
Telling Ain’t Training
(Stolovitch, H. and Keeps,
E.). 6
Ten Ways to Obtain
Participation, 122
Teresa of Calcutta, 1
Terms
asynchrarious, 95
authoring tools, 95
clearly illegal, 90
clearly legal, 90
efficient Q&A, 89
feedback, 89
input, 89
misinterpretation, 48
not illegal vs. ill advised, 90
output, 89
process, 89
synchronous, 208
Thermostat, 86
Thinker (T) type, 85
Threat level, 67—68
Time
allocation, 257
allotment, 171
estimation, 272
management techniques, 217
prevention of wasting and
unproductive, 8
references to periods of, 278
schedules, 264
wasters, 256-257
Timekeeper, 301
Tips and illustrations, 267
Tools, instant survey, 356
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Traditionalists, 384
Trainers
best practices for, 229
bond with group, 245
burnout, 235-236
identify with, 244
initial remarks focus, 270
periodic responses to, 90
role of, 359, 391
video training, 215
Trainers, expanded roles of
about, 361
Association of Talent
Development (ATD), 359
building teams, 373
changing role, 359
coaching managers, 367—368
internal consulting, 371-372
leading change, 364-367
mentoring programs;
368-371
onboarding, 362-.364
Training. See active Learning
incorporation in all training
activities, handout
supporting, 179
anticipation of, 233
content determination, 21
follow up to, 319
manager-lead, 323
need considerations, 23
pre-course feedback, 24
return on investment (ROI)
of, 315
team skills, 360
uses of, 314
Training activities sequence
format, 165—169
interest building, 178
method, 165-169
objective, 165-169

@

Training behaviors, 231
Training content, relevance to
training content, 68
Training facilities, physical setup
of, 237
Training group, leadership of,
265
Training needs assessment
information collection, 29—38
time limits for proper
assessment, 38—39
Training objectives
develepment, 41-52
about, 4142
cornmunicating training
objectives to others, 49-52
expressing objectives, 48—49
selecting objectives, 4447
setting learning goals, 42—44
specifying objectives, 47—48
Training program end
job aids, 326—327
reentry advice, 328
self assessment, 325—326
Training programs
conclusion of, 230
delivery phase of, 229-230
designed, 233
evaluation of an active, 355
reactions to, 345
Training results, 319
Training room, 230, 236-237
Training sequences
closing, 192—-193
closure, 178
content presentation, 189
flow and, 190
four ways of, 189
levels of complexity in, 191
theory vs. practice to theory,
190
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Training-specific questions, 59
Transitions and linkages, 277
Trend-line analysis, 354
“Trivial Pursuit,” 142

Trust, 245-246

Twitter, 57, 193, 221-223, 385
Twitter accounts, 221

)

Understanding and retention
maximization
analogies, 85-86
examples, 8485
headlines, 83—-85
opening summary, 82—-83
visual backup, 86—88
Unwelcome behavior, 118
Usenet, 220
U-shaped layout, 241

Us-versus-you barrier, 255

\")

Vacationers; 254
Variety, 13
Vendos 1nanagement
abcut, 388
communication lines open,
389
model client, 389
partnership and long-term,
389
respect demonstration, 390
Vendors
advantage through, 388
partnership with, 389
Verbs, action, 48—49
Viable sequence, 179
Video, repeated role playing,
134-135
Video Teleconferences (VTC),
144

@

Video training
after the recording, 137-138
benefits of, 214—-215
participants, 215
prior to recording, 137
during the recording, 137
remote employee, 219
trainers, 215

Video training sessions, 215

Virtual and/or physical
classrooms, 71, 76, 158, 208,
216-217, 221, 223

Virtual classioom(s)
creating active, 217
environment, 223
traming, 216-218

Virtual teams, 217

Visual aid change, 278

Visual imagery, 148

Visualizing what you describe,
149

Visuals, well designed, 277

Vocal, behavior, 273

Voice, pace and volume, 273

w

Warm-up exercises, 149
Web 2.0 technology, 220
Web of connections, 316
Webcasts, examples, 212—213
Webinars
E-learning, 207
examples, 213-214
presentation of, 283
qualities, 13
technology, 214
warmups, 63
Well planned vs. spontaneous,
325
Weschler Adult Intelligence
Scale, 79
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What? 195

“What? So what? Now what?
(learning experience), 193

Whiteboard, 216, 223

Winter Survival simulation
game, 140

Withdrawing, 260

Writing tasks
examples of, 153—154
guidelines, 152

Yammer, 221

Your Brain At Work (Rock, D.),
5

YouTube, 221, 224

y4

Zoning out, 215
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