Presentation Tips:

· Remember that the presentation starts when the first participant arrives.  Be available to greet participants as they arrive.  Introduce yourself and learn a little bit about them, where they are from, etc. This gives you a chance to make connections with the participants.
· Use a sign in sheet and/or name tags or name tents, so that you can identify participants more easily.
· Have an agenda, even if it is a simple list of topics to be covered (doesn’t need times).    You may provide this as a handout as participants sign in, post it (on the flip chart at the front of the room) or project it (overhead or power point).

· When you begin the presentation, review the agenda and the learning objectives for the day.  (These may be posted or on the agenda or another handout.)
· Establish group guidelines before you get into the session content.  (cell phones, participation expectations, etc.)
· When writing on a flip chart or on a white board: 

· Be sure participants can read what you are writing! 
Write large.   

Write clearly – using block print or other easy to read script. 
· Don’t turn your back to the participants (for more than a second or two), and don’t “talk to the chart” (read from it while facing it).

· Get help from your co-trainer (if you have arranged for this ahead of time)

· Use a mix of colors.  Remember that red and orange are hard for some people to see, so use them as highlight rather than primary text.  
· Use some kind of simple technique to bring people back after breaks.  Possibilities include:
· Use something that has an interesting or unusual sound to draw their attention.

· Flick the lights.

· Clap your hands.  
· Observe participants’ energy level.  Do they seem to be talkative and laughing?  Or are they quiet?  Watch the participants as they arrive, and during the breaks, as well as while they are in the session.  This will make a difference in the way you deliver your material.  If the group has very high energy they may want to move through the material very quickly, which might cause them to miss some important points.  If the group has low energy, they may be less responsive or may not be able to move through as much material.  
· Remember that as soon as you give out materials, participants will begin to look through them.   Therefore, don’t distribute a hand out until you want them to look at or use it.  If you have many handouts, you will have to orchestrate the distribution process so that you have their attention when you need it. 

In the case of the manual, you want to try to control how they move through it, so they aren’t leafing through the pages while you or other participants are talking.  When you introduce it initially, make sure that participants understand the tabs and the sections of the manual, so they can follow you as you refer to different areas.  
· Don’t forget the evaluation forms.  This is a way for participants to let you know what they thought of the presentation, and a way for you to improve your skills. 

· Remember: Your role is that of a trainer and not a consultant. A consultant is usually hired to provide solutions to real problems or facilitate finding solutions. A trainer is a conveyer of information to provide a learning experience so a person one day may be able to solve their own problems. Many folks bring their organizational problems or issues to the class. You are not expected to solve them. You can “park” the questions on an easel pad or have a conversation during a break or choose not to respond at all. There are of course some trainers with years of experience in problem solving. Use your judgment in responding to questions but do not turn the training into a consulting session.
