
 
The Seven Factors in the Transfer of Learning Process 

1. The Planning Process 
2. Learner Characteristics and Motivation 
3. Design and Delivery Method 
4. Learning Context 

 Tips for Trainers 
5. Immediate Application 
6. Workplace Environment 
7. Eliminating Barriers 

 

 

Tips for Trainers 

Have you completed a Train-the-Trainer program and are looking for some tips about 

how to train? There are many things that you will need to do before, during, and after 

facilitating a training session to ensure that Learners get the most from their training 

experience. Your goal as a Trainer is to assist Learners in increasing knowledge and 

skill sets in order to provide the best supports possible, and consider ways to determine 

if the Learner is implementing the knowledge they gained. The following tips are 

intended to assist you in your journey as an in-house Trainer. 

Before the training session: 

 Prepare, prepare, prepare as this will help to ensure you have everything in 

place to lead to a successful training. A general rule of thumb – the first time you 

train a session, it should take you approximately the same amount of time to 

prepare as the session itself. This allows you enough time to develop a lesson 

plan, prepare all materials, become comfortable with the materials, and to do a 

dry run of the training (practice with your speaking notes). For example, if you’re 

training a four-hour session, it should take you approximately four hours to 

prepare. Talk with your Supervisor to request sufficient preparation time 

(especially important if your position entails other responsibilities beyond 

training).  As you become more experienced, the amount of preparation time 

needed will decrease.  It can also be helpful to talk with other Trainers who have 

trained on the same topic to ask them what they find works well for them – don’t 

be afraid to ask for support! 

 Develop a plan for your training session with timing attached – at what point in 

the training do you want to be at by the break, by lunch, etc.? This will help the 

training session to stay on track. 

 Set the training space up for success by thinking about how the space will be 

used. Do you need room to move around? Do you need tables to be moved? 

Where will you set up the projector? Thinking of this in advance will help to keep 

you organized on the day of the training. 

 Plan to use a variety of presentation techniques. Learners will have different 

ways they learn best, and using a variety of techniques (i.e. learning exercises, 



 
 

 

videos, etc.) will help appeal to all learning styles. Plan to meet auditory (those 

who learn best by hearing things), visual (those who learn best by seeing things), 

and kinesthetic (those who learn best by doing things) Learner’s needs.   

 Communicate with Learners in advance regarding anything they require for the 

training. For example, they may need to be dressed in comfortable clothing or 

wear closed-toe shoes. They may need to read certain materials in advance.  

You should tell them if they need to provide their own refreshments or lunch, if 

appropriate.   

 Develop a list of needed supplies and have them ready – this includes 

making sure everything is printed and supplies are available (flip charts, markers, 

equipment, PowerPoint presentations, learning exercise supplies, etc.). 

 Remember the adult learning principles when developing your training plan 

and facilitating the training session: 

 Respect – treat Learners with respect for the knowledge they already 

have. 

 Active learning – involve Learners in the training. 

 Fills a need – relate the information in the training to how it fills a need or 

gap. 

 Learner responsibility – Learners are responsible for their own learning. 

 Learner’s contributions – value all Learners’ contributions during the 

training. 

During the training session:  

 Arrive early to make sure the room is set up how you want it and test all 

equipment. Being prepared will help you feel at ease.   

 Greet each person as they arrive; this makes a personal connection with them 

and builds trust and rapport. 

 Bring positive energy and attitudes to your training. You must believe in what 

you are training for the Learners to trust you and the information.     

 Start on time and end on time as Learners will expect this. Remember, adult 

Learners have various commitments outside of work and training and will 

appreciate things being on schedule. However, be available to stay at the end, in 

case someone has questions.  

 Set ground rules and expectations for the training at the beginning. This 

includes things such as respecting others, cell phone usage, break times, etc. 

For new Trainers, it may be challenging and uncomfortable to deal with Learners 

who cause a distraction to others. While it will take time to build your confidence 

in this area, try to prepare yourself in advance by having some ideas ready to go 



 
 

 

in case issues arise.  For example, if a Learner is being disrespectful, consider 

having a tactful, private conversation at break regarding how Learners are 

expected to respect others’ ideas and opinions to encourage a positive training 

environment.   

 Create a conducive learning environment – this is done in many ways 

including how you set up the room, encourage Learner involvement, recognize 

and value Learner contributions, and respect Learners throughout the training. 

 Answer questions consistently using the information within the program you are 

training. If a question is asked and you don’t know the answer, that is OK; you 

are not expected to know everything! However, commit to finding the answer and 

get back to the Learner.  Making a note in the moment during the training session 

is perfectly fine – it helps you not forget and it sends a positive message to 

Learners that you are committed to following through. 

 Share experiences and stories that are relevant to the material you are 

presenting. This can help people understand what you are trying to convey, it 

personalizes the information, and assists the Learner in seeing how they could 

implement the learning on the job.   

 Follow your training plan, but be flexible. You may need to adjust your plan if 

things take longer than you expected. Review this at each break and adjust 

where you can.  

 Pay attention to your Learners and attempt to involve them in the training by 

using their knowledge to reinforce learning objectives. If Learners are struggling 

with a concept, you may need to try different methods to get the concept across.  

Everyone has a different level of comfort with “active participation”; do your best 

to gauge each Learner’s comfort zone and engage accordingly. 

 Recognize Learners for their involvement in the training session. It may seem 

like a simple thing, but using comments such as, “great idea” or “thanks for that” 

can validate a Learner and make them want to participate more in the training. 

After the training session: 

 Make notes about how things went, what worked, what didn’t work, and how you 

want to change things for the next time. Do this while it’s still fresh in your mind. 

 Meet any administration requirements for the training program. Submit any 

documentation required, file your list of Learners in attendance, and add to any 

tracking for recertification purposes.  

 Review evaluations from the training session. Using an evaluation form will help 

you to know if you met Learners’ needs and can give you ideas for how you 



 
 

 

could adapt future trainings. Be prepared for both positive and negative feedback 

– you can learn from both. 

 Take care of yourself. After a day of training, try to take some time to reflect on 

how the training went and take a moment to recharge your batteries.   

 As a Trainer, you are the in-house expert for the program. Part of this role is to 

see how Learners have taken the information and applied it on the job. This will 

provide further opportunity for you to connect with Learners and build rapport.  

Some programs have a demonstration of skills portion imbedded into it, and this 

is the perfect time to see if the knowledge learned has been transferred to real 

life. However, if you are not working in the same area as the Learners, this will 

require you to work closely with the Supervisors within your organization to equip 

them with the needed information, so they are able to gauge/evaluate if Learners 

are consistently and accurately applying the knowledge learned to their daily 

work.      

 Keep copies of any certificates you give Learners. This can be done by 

scanning, copying, and saving electronically. In the absence of some type of 

tracking system that may already be in place (i.e. some type of automated 

tracking process or process tracked through HR/payroll), this allows you to track 

Learner completions, as well as the ability to provide a copy in case a Learner 

loses their certificate. 

 Keep a log of the training sessions you facilitate. You never know when you may 

need to reference when a training took place. 

As an in-house Trainer, you have a direct role in increasing your organization’s capacity 

to provide top-quality supports.  Embrace the role! 
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