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Tips for Training

We strongly advise that you use our trained and experienced trainers for training. However, when this is not possible here are some tips to make your training go better:

In preparation

· Decide on what you’d like to cover and within that what are the priorities in case you run out of time.

· Identify what people attending need to know for their work and to encourage them to use the system etc.
· Try to use people’s names as much as possible.
· We can provide a rough outline for a training session.

· Where possible do training on a copy of your data. This will help users feel more comfortable, seeing data that is familiar. Also it will help them feel freer to try things out and make mistakes without having to worry about mucking it up.

· Beware: If your live copy of contactLINK is based on a shared drive or server and you copy the contactLINK folder to a PC’s hard drive, the new copy will still link to the data on the server! You will need to relink to the copy via Admin menu, Options …, then press Alt-H, then relink to the correct data file. If you need any help with this don’t hesitate to contact us.

· Where possible do training in a separate, quite room with one PC/laptop to each trainee (provide external mice as many people are not comfortable with the pads on laptops).

· Make sure that ALL distractions are avoided (i.e. no incoming phone calls at all and staff are clear they are expected NOT to pop back to work in the breaks or lunchtime and NOT to make phone calls or check emails)
· Get clear what time people are expecting to finish and whether anyone needs extra breaks
During the training

· When explaining something, make sure that you tell them in overview what you’re going to be covering first (so that they have a context to fit the information into).

Then take them through it.

And finally review it in overview again.

· Optionally, ask them, before and/or after covering a feature, how it might be useful to them – so that they take the learning into their world.
· When explaining something or taking someone through a process you can use a mix of styles:
	Style
	Explanation
	General Degree of Retention

	Demonstration
	all round one PC – useful as an introduction to detailed complex processes and can be followed up by letting them try it out themselves)
	Low

	Direction
	“do this, now do that”, “the next step is …” or “press this button now …”
	Low

	Questioning
	“what’s the next step?” or “what button do we press now?”
	High

	Exploration
	let them loose to play around with a feature
	High


Wherever practical and possible, use the ‘Questioning’ style. It gets them thinking, absorbing and understanding.

“Tell me and I will forget, 
Show me and I might remember, 
Involve me and I will understand!”

Variously attributed to Benjamin Franklin, Confucius, Native American Proverb!

· One of the most important things, if not the most important, is that people end the training feeling more confident about the system and their ability to use it.

· Don’t be tempted to teach or even show everything. In fact maybe not even 50%! Too much taught actually starts taking away knowledge. People can begin to lose confidence about what they were up until then confident about.

· Avoid showing people any shortcuts during the training (unless you feel that they will make a major difference to their immediate work or will really help inspire people in their acceptance and use of the system). Many shortcuts are explained in the Tips of the Day and people can pick these up on their own.

As a comparison, if you were directing someone to your house who didn’t know the area, you’d probably direct them on the more major roads first time to avoid confusion. Then perhaps next time they visit you’d tell them of about shortcuts. It’s similar in training.

You can point out shortcuts at a later time or send an email round with them on (either all in one go or make it a regular contact point with a few each time).

· You are in charge of the training and the structure. Encourage questions, but don’t be afraid of fielding them. Write them down so that the questioner can be confident that it will get dealt with at some point either in or outside of the training.

· And remember – your job is not just to teach/show them information and concepts. Its to facilitate their enthusiasm for and confidence in the system.

Good luck!

