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Creating a Trainer’s Manual

The Trainer’s Manual is a blueprint. It informs the trainer’s delivery and guides him or her through the process of knowing and understanding the curriculum, preparing training, gathering needed materials, lesson planning, and one’s eventual relationship with each participant.

Manual elements vary, but here are some basic ones:

1. A focus and delivery summary sheet for each unit 

2. Separate sheets for each activity or presentation

3. Background materials for trainer to use while developing teaching activities, lecturettes, clinical activities

4. Resources and materials lists

5. Sheets for training notes

6. Evaluation tools for copying and handing out

7. Phone number to call, or e-mail to write, about curriculum questions

See below:

· Sample Summary Sheet

· Sample Activity Sheet

· Sample Handout

Sample Summary Sheet

Unit 1: Establishing rapport and understanding 

Summary

During this first unit, participants(whether they already know each other or not(will get to know each other in various ways. Introductions will help establish a group identify and give everyone a chance to state their training needs and expectations. Participants will explore how people might perceive health care roles and responsibilities quite differently than others do; and how that might impact teamwork and patient care.
Trainer Goals

· Help participants get to know each other and develop trust.

· Identify what participants want to get out of the training.

· Facilitate discussion of how they perceive their own role, and the roles of others in the care of HIV+ patients.

· Increase participants’ understanding of basic communication skills.
Learning Objectives

Participants will be able to:

· Express their training needs in regard to the training topic.

· Describe their current role in patient care.

· Better understand the roles others play in the clinical setting.

· Understand any false assumptions they had about other people’s work responsibilities and performance.
· Use at least one new communication tool.
Unit outline 

(Each trainer can adjust this to meet the needs of his or her audience, length of training, importance of activity, etc.)

	Time
	Activity
	Focus

	5 minutes
	#1: Presentation  
	Introductions and learning objectives



	15 minutes
	#2: Large group discussion
	Participants’ identify themselves and their training needs and expectations



	35 minutes
	#3: Small group

discussion of roles/large group follow-up
	The assumptions (sometimes false) professionals can make about the roles of others and the problems this can cause in communication, teamwork and patient care



	25 minutes
	#4: Large group exercise
	Enhanced communication skills





Sample Activity Sheet

Activity #3: Small group discussion of roles & responsibilities in the healthcare setting

Purpose

· To help participants clarify their own roles in providing care to HIV+ patients

· To better understand the assumptions they, and others, make about other care providers’ roles and responsibilities

Format

Small group activity and discussion

Time: 35 minutes
Materials Needed


Getting ready

Step 1

REVIEW the unit summary.

Step 2

REVIEW the lesson plan and adjust as necessary.

Step 3

PRACTICE your delivery.

Step 4

MAKE copies of Handout #3, “Getting Real About Roles & Responsibilities”

Step 5

GATHER up the other materials you need for Activity #3.

Conducting the activity

Step 6
INTRODUCE the activity: “Now that we’ve introduced ourselves and you’ve shared your learning goals for this training, we’re going to explore how we see our own role in the healthcare setting and the roles of others. You might be surprised by what you expect of each other and yourselves.”

Step 7
EXPLAIN that the work takes place mostly in small groups. GIVE participants the following directions: 

· Choose one person to be the group’s scribe. You can pass this job to someone when it is your turn in the exercise.

· Using the worksheet I’m about to give you, have each group member(one at a time(tell the others his or her name, job title, and where they work. The scribe writes this information down on the worksheet.

· The rest of the team will brainstorm and share their assumptions about that person’s work in relation to items A through H on the worksheet. There should be no screening, judging, or saying ‘right’ or ‘wrong’ yet. 

· The scribe rights down everyone’s assumptions for each category heading.
· When everyone has had a turn, discuss the accuracy of each list. Are other people’s perceptions of your role and responsibilities consistent with your own? How are they different?

Step 8
INSTRUCT people to divide into small groups of approximately four-five people each. 

COMMUNICATE to the group whether is it most appropriate for them to be or not to be with the people whom they are most familiar.  (Your choice).
Step 9
After about 20 minutes, ASK everyone to come back to the big group. ASK each small group to share how everyone’s assumptions and expectations of their own job compared to other people’s perceptions and ideas.



WRITE ideas generated on flip chart paper; tape to the wall and leave up throughout the day.

Sample Handout

Handout #3

Getting Real about Roles and Responsibilities

Name ____________________________Job title ___________________________

Workplace_______________


What do other group members assume about this person’s

A. training in HIV/AIDS Care?

B. role as defined by management?

C. role as a team member?

D. clinical duties as a (doctor, nurse, pharmacist, nurse practitioner)?

E. experience working with HIV/AIDS patients?

F. expectations of herself or himself on the job?

G. on-the-job challenges and frustrations?

Materials Toolkit





Flip chart 				


Flip chart stand


3-4 Markers			


Participant notebooks


Handout #1 ______ 			


Handout #2 ______


Handout #3, “Getting Real About Roles & Responsibilities”


Paper and pens	


Masking tape   


Your lesson plan and notes


Overhead projector and screen (if needed)








Trainer Note: Sample discussion stimulators: 





How did people see themselves differently than others saw them?





How did participants’ views on their roles and the roles of others change? 





What problems might arise in the clinic if everyone’s expectations are not consistent?





How might this affect patient care?





What ways could you make roles and responsibilities clearer in your workplace?











One copy of Handout #3, “Getting Real About Roles & Responsibilities” for each participant


Pens and pencils


Flip chart


Flip chart easel


Masking tape
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