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Two quotes have inspired me more than countless others when I 
started to train.  

“What a Teacher is, is more important than what he teaches” by Karl 
Menninger is the first.  This truly made an impression: because it 
made me realize that I needed to ‘walk the talk’ as much as being 
able to make an impression.

The second was “When teaching, light a fire, don’t fill a bucket” by 
Dan Snow. This made me understand that, it is NOT the curriculum 
and the content that was most important: it was its internalization.

I don’t profess to be a great trainer.  In fact, I hate being called a 
Trainer.  I am far more comfortable being a learning facilitator (nope, 
it is NOT a fancy play on words - there IS a world of a difference!)

All I do know is that I love to read, glean the principles and concepts, 
try it out and see how to contextualize: and then, see if it actually 
works.  I love to discuss and debate the principles and harness the 
collective knowledge in a group.  I love the entire learning process.  
So, wanting to get others to contribute towards it, and being a part 
of it was something I drew a lot of self-satisfaction from.  Having that 
‘aha moment’ light up in a person’s face was priceless.

I hated the classrooms - but I loved learning.  I hated being taught: 
but I loved learning.   At an early age, I honestly understood the 
difference between ‘being taught’ and ‘inspiring to learn’.  This is 
what I bring to each of my programs: a learning space - not a class 
room.  Rather than being told, an opportunity to figure it out. An 
opportunity to put learning into practice - rather than memorizing 
and parroting answers out.

Prologue



Over the years, I have developed a rather unique style in imparting 
knowledge and experience in a meaningful way, which I do hope 
has benefitted those who were part of it.  The ‘proof’ of its success 
is simple. Are those who have been part of that journey ‘being 
more and doing more’ with their lives and careers as compared to 
them before the program?  I draw great satisfaction seeing most of 
them progress not only in their careers: but taking the learning into 
life itself - which I have always maintained is far more important!

Many young trainers come to me and ask me for advice on their 
programs.  Some train with me: others are on their own, but when-
ever they ask, I talk around some of the key principles I have 
gleaned that have worked for me. One of them, Samantha Karanda-
goda, told me to please write these pointers down so that we may 
put a framework around it.  

This book is an attempt to share some of the salient pointers I 
generally discuss with young trainers, with the hope that it will help 
them become more effective in their chosen vocation.
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BEFORE YOU START any form of training…

Remember, training is NOT a past time or a hobby: above all it is 
a RESPONSIBILITY.  It is almost a calling.  Don’t do it for the 
money, or simply because you have the gift of the gab.  Sure, the 
pay is important, and most trainers make a good living: but if this 
is your primary objective, chances are you will never make a great 
trainer.  

Don’t be a trainer - be a learning facilitator - there IS a 
difference !

I did mention there is a difference : so here are the key ones:-

        Training is about the trainers’ effectiveness.  Learning  
        facilitation is about getting everyone involved and learning 
        from each other.  In Learning Facilitation, we learn from 
        peers as much as from the trainer.

        Training is an ‘event/activity’ : facilitating Learning is a  
        PROCESS.

        Training generally does not involve internalization and   
        application which is the primary focus of Learning
        Facilitation.

Doing a training program is different to making a
PRESENTATION! 
Sure. May be you can make a fantastic presentation and keep the 
audience wrapped – but, a presentation is for a few hours at 
most.  Training generally is over a few days.  Keeping an 
audience’s attention for a few hours and for a few days is different 
and requires a lot more preparation and structure.  Don’t forget, 
the PURPOSE of training is NOT about making the audience go 
WOW.  Rather, it is to TEACH something.  So, ensure you are 
ready and able to TEACH above all else.
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Lecturing and Training is ALSO different…

There IS a difference between a ‘lecture’ and a training also.  

 Lectures are about knowledge transfer - generally to pass an 
exam or complete an assignment.  Training is to augment skills 
and competencies at work.  

Talking ABOUT something and getting someone to do it are very 
different things.  The example I site all the time is that of 
swimming.  Watching Michael Phelps swim and assuming you can 
do the same is rather stupid isn’t it?  Similarly, if you are a trainer, 
then you must be able to take the participant through the 
motions enabling him or her to do things better: not just telling 
them about it.

The golden rule to follow: 
Don’t undertake to talk about topics you have only heard about

Training or Learning Facilitation - which ever you undertake is 
NOT about making a fantastic presentation and having the 
audience go WOW!  It is about upgrading skills and 
competencies.  Remember, after the program, the participants 
are expected to be ABLE TO DO WHAT YOU HAVE SPOKEN 
ABOUT.

So, NEVER undertake to do aspects that are just ‘subjects’ for 
you.  You ought to KNOW: REALLY KNOW it.  Cutting and 
pasting a few slides and talking about it, is honestly a disgrace to 
the vocation!
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Don’t become a trainer unless you can stand all day!

Training - at least effective training requires you to be fit.  Don’t 
mistake being fit with your weight and shape (though being ‘in 
shape’ certainly helps too!).  Remember, trainers stand ALL DAY 
- EVERY DAY!  This can wear you down big time unless you are fit.  
So, make sure you are ready for that!

If you are wondering whether it IS actually as hard as I am making 
it out to be, just do a test run for five days at a stretch and then 
decide!

Standing and walking around and gesticulating take a lot of 
energy.  So, ensure you are fit enough!  Otherwise, genuinely, 
look at another vocation.
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PREPARING for your program

Remember, as with most things in life, PREPARATION is the key.  
The ability to prepare thoroughly, and also diligently, will ensure 
you have done everything you can to ensure your program is 
effective and also, memorable.  You owe it to your Client as well 
as to your participants to prepare properly.

As Simon Sinek Says : Start with WHY ?

I know the impulse to ‘jump right to it’ and mash up the slides is 
rather appealing: but stop yourself and ask one simple question.  
WHY have you been asked to do this training program in the first 
place?  If your program design, content and delivery does not 
address THAT need, then, no matter how great a program you 
ran, it is of NO USE!

So, hold on to your horses and ask some probing questions from 
your Client.  Get to the EXACT need: not a random one word 
answer like ‘Leadership’ or ‘Communication’ or ‘Team Work’.  
The more refined you can get with the need, the more exact your 
training solution can be.
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Understand the audience

Who the audience is makes a huge difference in the ‘angles’ you 
take.  Find out the audience you are going to train and be bold 
enough to tell the Client if the audience is too polarized. Critical 
considerations are:-

            Educational Background (for certain areas like Financial 
 Management, Leadership etc., this becomes far more 
 relevant than others).

           Language (this becomes CRITICAL for ALL subject areas).

All other demographics can be worked around (such as age and 
experience etc.).  However, if there is a huge difference in the 
educational background and linguistic skills it becomes 
horrendously difficult to ‘pitch’ the program.  It is important for 
participants to be able to relate, and be able to take something 
back that will practically help them in the work they do.  So, unless 
you can give that, spending a day with you is a damn waste of 
their time (not to mention the Client’s money).  

So, call it out: and ensure the audience is something that can 
collectively work with you to learn.  Otherwise, no matter what 
you do, you alienate a part of the audience, which is 
counterproductive to all concerned.
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ALWAYS write down learning outcomes: be clear 
about the scope
Once you have the need and the audience pinned down, it is 
important to write down what you will enable them to learn and 
walk out with.  WRITE THIS DOWN so that it becomes the scope 
that you work within and what you tell your Client, will be the 
outcomes from your end.  

Golden rule: have no more than 2 or a maximum of 3 
sessions/learning outcomes per day.  You CANNOT POSSIBLY 
have 10-15 learning outcomes for a day, and hope to achieve 
them all.  ‘Topics covered’ are NOT learning outcomes.  Here’s 
the difference: -

‘Today you will be exposed to Decision Making and Problem 
Solving cycle, the Root Cause Analysis, the Pareto Analysis, the 
Decision Tree, The Gannt Chart, the 6 Thinking Hats, The Gemba 
Walk and the Ohno Circle will be the topics covered’ …

What the learning outcome is simply ‘How to make an effective 
Management Decision’.

ALWAYS write down the curriculum
Build the curriculum around the Learning Outcomes, not the 
other way around.  The Learning Outcome is the North Point: the 
curriculum is the route you take.  No matter what route you take, 
it must end in the right direction.

The audience should be the primary point of direction when you 
set curriculums.  Always be guided by the knowledge about what 
your audience will relate to: NOT the theories or the tools.  
Arrange the concepts around the audience.  Use tools that will be 
relevant to them.  

Aligning the Need, the Audience, The Learning outcomes and 
the Curriculum are the critical components of a good program 
design.
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ALWAYS list out the tools you will use
Try and use tools as much as possible.  But, take the time to talk 
through the limitations of the tools too.  NEVER make the mistake 
of having only ONE tool - always use multiple tools.  For example, 
if you are doing a program on performance management, then 
do not limit the format or appraisal tool to just the one you think 
is the best.  Take a few different formats and tools, and then take 
the participants through them, and get them involved in discuss-
ing their relative merits and demerits.  Tools become fundamen-
tal to training.  NEVER do a program without having a few tools 
they can use after being a part of the program.  

Don’t cut and paste slides from others - even with 
permission 
Learn to make your own content.  Sure, get ideas from others.  In 
fact, get ideas from EVERYONE.  But, make your own deck.  
Invest the time to really own your content.  In the long term, this 
pays rich dividends as you ALWAYS bring your own little ‘flavor’ 
to a program when you make your own slides and design your 
own activities.

Show the deck of slides to the Client and talk them 
through it
Once you have put the frameworks around the program, do the 
slides.  Slides don’t have to be verbose, but ensure you make use 
of the ‘notes’ section in the PPT or Key Note to write down the 
key elements you will talk about.  ALWAYS make the notes.  This 
enables you to draw up what you will say and enable the slides to 
remain guides, rather than putting everything in the slide. 
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Once your slides are ready, show them to the Client.  Take them 
through EACH slide and go through your thinking.  Ask for their 
opinions.  What will work?  What won’t?  Be open to suggestions 
and critiques.  Your Client knows the audience best, so take in 
what they say.  Edit the slides accordingly, and share the final 
draft at least a week before the program, allowing you the time to 
make any final adjustments and reshape the final program.

The 30:20:10 rule
The rule, 30:20:10 is something that has worked really well for me 
personally.

30 minutes of ‘talk time’ where you explain the concept and the 
tools associated with it.

20 minutes for the participants to engage in ‘peer learning’ where 
they work in groups to ‘dissect’ the principle and discuss how 
they can use the tool in a work setting.  Sometimes we give small 
activities based on the tools too.

10 minutes to sum up and discuss what worked, what didn’t and 
why.  This internalization is critical.  Spend the time to talk 
through the contexts in which the concept or tools won’t work, 
rather than trying to convince them that it works ‘all the time’ as 
absolutely nothing works in every context!
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Break the day into quarters

Organize your day into 4 quarters per day.

Morning can be heavy, so use this time to discuss the heaviest 
content and the most complex concepts and tools.

Tea to Lunch, use this time to finish off the tools.   Never have 
tools or theories discussed after lunch.

After lunch, (especially if you are doing assignments in the 
subcontinent and participants will douse themselves with rice and 
curry!) use this time to give group work and activities around the 
concepts taught and ensure you have an activity that gets partici-
pants ‘up and about’ straight after lunch.

The post afternoon session, use this time to summarize, contextu-
alize and connect the dots and also to spend time linking the 
learning outcomes to business perspectives.
 

Don’t have too many slides

Don’t take this as an absolute, but the general rule of thumb is 
not more than 20-30 slides a day.   

Don’t cram too much for one day
Don’t be over zealous in what you want to ‘give to the partici-
pants’.  Focus: Focus: Focus.  Don’t cram everything you know 
and want to tell into the content and the day.  There is only so 
much you can do in a given period of time.  A few things learnt 
well are FAR better than a lot not learnt at all!
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It’s game day - are you READY ?

Remember, all the planning you do is never enough to 
GUARANTEE success.  You are expected to be present in body, 
mind and spirit at the program and ensure you are at your best 
every day.   Don’t take the preparation for granted or be cocky 
about your previous success.  

EACH program is different.  EACH set of participants are 
different.  EACH day is a new day.  

So, wake up from the right side of the bed - and get prepped for 
a day of training …

Always go one hour early

PLEASE go early for the program.  Rule of thumb I follow is, to 
arrive AT LEAST one hour early.  This gives you time to set up, 
place all the material neatly, check the AV equipment, and also, 
talk to the client one last time.  It also gives you the  time to men-
tally go through the slides, play the deck in your mind, have a 
quiet cup of coffee, and may be send out those important mails 
before the day begins!

So, go early.  It’s never a waste!
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ALWAYS go the night before if there is more than 2 
hours of travel involved

Don’t exhaust yourself driving (or being driven) long distances 
before a program.  If it takes more than a two hour drive at 
absolute tops, insist you stay the night over.  Waking up at 4.00 
a.m., getting dressed, leaving at 5.00 a.m., then driving for 3 
hours and starting a program at 9.00 a.m., is a sure way for your 
face to lose that smile by mid day!  I generally have the same rule 
even for participants because the last thing you want is to have 
someone struggling to keep up and your complete focus being 
on keeping the audience (and yourself) awake!

Organize your passes and parking slot well in advance

If you are going into a Client’s premises and require a pass, 
ensure this is organized in advance.  The last thing you want is to 
wait at the gate waiting for someone to bring you in and see the 
clock ticking away.  Ensure you organize the logistics properly, 
that the Client confirms your passes are ready, and send a photo 
of it via WhatsApp or Viber (or any other app you use).  This way, 
you at least have something to show at the guard room!

Don’t forget to reserve a parking slot if you are driving yourself.  
Insist on it, because driving around trying to find parking in a 
major city is certainly a time killer and also an absolutely frustrat-
ing experience.  

Your ‘mood’ in the morning is critical for a good program!  So, 
don’t allow ‘little issues’ to spoil that mood for you.  Make sure 
the logistics are sorted well and early and that you get into the 
venue without a hassle.
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It’s never a bad idea to have a checklist

Throughout my normative years, I used a checklist for all the 
things I needed to have for the program the next day.  I pack my 
car the night before, I cross off the checklist and was done.  Then, 
all I had to do was drive.  It ensured I always had everything I 
needed.

Here are some items that were on my list:-
       My laptop.

       My printed coursework/material.

       Material for the activities.

       Hard drive with the program content - in case the laptop fails (I always 
       asked the Client to bring their own laptop too - just in case).

       My journal and pens - so that in case I need to make any notes, I can 
       and also to take any e mails of those who wanted additional material.

       Feedback forms (when Clients don’t use their own format/
       questionnaire).

       My business cards, in case someone asks for it.

        A small perfume.

        Blue Tack (I generally put up the ‘handy work’ on flip charts around  
        the hall).

        Post Its - to use for some questions in case people are a little hesitant  
        to talk.

        A small clock - I used to have it until I wore a watch much later.

        A small bag with extra clothes (just in case I spilt something - which I 
        was quite famous to do).

        Mints.

        A Bottle of water.

        A small medical pouch with basics like Panadol, my Ventoline inhaler,  
        for that odd occasion if I started wheezing, a few plasters, Piriton in 
        case of an allergy, and a few tablets of Digene for those gastric pains 
        after a very oily meal.



Be well groomed 

Can’t emphasize this enough!  Be well groomed ALL THE TIME.   

Grooming includes all aspects: from head to toe.  Being well 
dressed, and being well groomed are two different things.  Don’t 
ever assume that the designer labels you may choose to wear is 
a substitute or a reason NOT to be well groomed.

A few basics :

        Ensure you have a bath and that you use a deodorant at 
        all times.

        Cut your hair. Try not to have the Mohawk or a Beckham 
        Style?

        Your personal style is fine but try to be conservative.  Your 
        impact should be your experience, your knowledge, your         
        ability to ‘make sense’ not the ‘chiseled good looks’.  
        After all, you are not a model, you are a trainer!

         Ensure your nails are filed, hands are not dry, and your beard  
        is trimmed (or if you are shaving, shave!)

        Be conscious of bad breadth.  When you talk all day, it is 
        quite common for you to have bad breadth.  So, carry some 
        mints!

        Clean your teeth.  You talk all day. They see your teeth all 
        day!  So, take the time to visit the dentist and ensure your 
        teeth are cleaned regularly.
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Dress well : but be comfortable in your own skin

Dress the way you want to dress. Two simple rules:-

      Be respectful to the culture of the organisation - some are 
      more formal than others

      Be clean no matter what the label is !

Don’t try to impress by dressing in something you are not 
comfortable in.  You must be able to ‘carry’ your clothes, 
otherwise you look completely out of place, and you feel it 
yourself too.  Be comfortable to be who you are.  The MOST 
important thing is that you are COMFORTABLE to be standing 
and talking all day - so be especially conscious of the shoes you 
wear!

Double check your content - double check your
spelling 
I am famous for making spelling mistakes, and ever so often, it 
has cost me dearly.  If you are like me, and can’t really spot the 
mistakes you make, get someone else to proof read it for you.  I 
have a few trusted friends who are very good with their language 
to spell check for me.  Have a few friends. You can even pay to get 
this done, as nothing loses credibility faster than glaring spelling 
mistakes on a big wide screen!

Ensure you always have a back up for bad technology 
Trust me.  Technology WILL fail you at least once in your career 
(and, if you are like me who was born on Murphy’s birthday, then 
many, many times over!).  

Your computer can pack up, it may be incompatible with the 
projector, but the projector can go bust in the middle of the 
program.  The list can go on.
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So, always have a backup for technology failing you.  

The easiest is to ensure that your slides are printed and given to 
the participants.  Keep one copy with you so that you can talk 
over things even without a visual display.  Another interesting 
method I have seen used very effectively is NOT USING PPT AT 
ALL!  I have been to a few programs personally where 
EVERYTHING was on flip charts. Flip charts done beautifully were 
put up at different parts of the hall.  As the day progressed, each 
‘corner’ of the hall was used, with each section having its own 
unique set of flip charts and ‘visual’ boards the trainer used.   This 
type of interaction made the entire experience extremely unique 
and memorable.  I once went for a program where there were no 
chairs and tables, and that was truly WOW!  We sat on the 
carpeted floor. There were little mats to place your bum on, and 
all the group work was on easels and boards and we leaned over 
like little kids. 

Get creative.  Don’t be limited to PPTs.

Always have a few extra books/material 

I know it costs and that every penny counts.  But … one book less 
is a problem.   One less will destroy the program for the one who 
doesn’t get the material.  Never allow a participant to feel left out 
or not important.

So, always carry a few extra just in case. It will never be a waste.
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The participants have filed in - here we go…

It’s all set.  

The title slide is on the screen - and you are ready to get down to 
business.

Everything you have prepped for - and worked hard for finally 
comes down to the next eight or nine 
hours …  

So, make sure you are on game mode - and don’t allow anything 
to distract you!

Take the time to ease in, and break the ice

Rule of thumb (not the gospel truth) is that an audience takes 
around 30-40 minutes to ‘ease in’ to a trainer and to get comfort-
able in the space.  So, take the time to break the ice, get them 
relaxed and ease into the training.

NEVER jump right into the slides.  Remember, what they LEARN 
and PUT INTO PRACTICE is far more important than ‘covering as 
much as possible’ in a day!

Take the time to get the participants to introduce themselves, 
take the time to share a few things about you, (without resorting 
to brag and showcase your CV!) and to get their interest piqued 
about the day ahead. 

If you don’t make that personal ‘connection’ with the audience, 
absolutely nothing you teach will really make an impact.
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Switch off your phone - preferably for the entire day!
Having your phone switched off is a golden rule for participants, 
so it should be for you too.  Try not to switch it on during the 
breaks either, as the tendency is to quick check mails and messag-
es and start replying them.  BE THERE - until the very end, not just 
physically: the WHOLE YOU!  Having the phone switched off 
enables you to concentrate 100% on the program - and this 
makes a huge difference!

Start on time - finish on time - give the breaks on time
Discipline is important at a program.  Give a few minutes if you 
must, for the straddlers/latecomers to trickle in, but start on time.  
Don’t forget those who came on time, and let them suffer 
because of those who didn’t.  So, start on time.

Equally important, make sure you FINISH on time. In fact, always 
finish a few minutes before.  An 8 hour day is heavy going - no 
matter how interesting the program was.  Also, don’t forget the 
participants have a life and will almost always, be waiting to go 
home!  So, don’t drag the session.

Give breaks on time as well.  I generally recommend starting the 
program with a meal, rather than having a snack at 10.30 a.m. with 
tea.  Most participants don’t have breakfast at home and by the 
time 10.00 a.m. hits, stomachs are rumbling.  Learning on an 
empty stomach is a near impossibility, so, feed your participants 
first, and then start the program.  The tea break at 10.30 a.m. can 
be limited to just a cup of tea or just one item of food.  Give 
breaks on time, and marshal them back in to the program on time 
too!

Managing your time is essential, so, recommend having a BIG 
CLOCK at the back of the hall or ensuring you have your watch on 
the table so that you can peek at it ever so often rather than 
looking at your watch all the time which gives a very negative vibe 
to participants.
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ALWAYS ask the audience what they want to take 
back with them after the program 

Take the time to ask the audience to write down the expectations 
of the program BEFORE you embark on the program itself.  This 
gives you the opportunity to take a look at what THEY want to 
learn/take away from the program.  

Remember, you have TWO clients, the ones who pay you, and 
the audience in front of you.  NEVER make the mistake of think-
ing that BOTH want EXACTLY the same thing.  Your ‘paymas-
ter’s’ expectations are captured at the outset of designing the 
program.  Asking the audience for THEIR expectations, ensure 
that you are not blindsided.  If there are elements you have NOT 
covered in your deck, say so - but also, importantly, make sure 
you take the time to put a few slides in there during a break that 
will align it to the audience’s expectations too.  This ensures you 
TRULY customize a program.  However, if the expectations are 
completely way off from the topic at hand say so, politely, and 
ensure you scope their expectations to be in line with the topic at 
hand.

Don’t read out your CV at the beginning: don’t brag 
about your achievements 

You are brought in as a Trainer because the Client was convinced 
you were good enough.  Let that be enough.  A few short 
sentences about you are fine but don’t cut and paste your CV 
into a slide to make an impact!  

Don’t brag either.  This is not a presentation for the most accom-
plished trainer award!
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Smile : Often 

It’s that simple.  Smile, often.  

Not a fake smile please!  A sincere one, mostly because you are 
thrilled to be there!

Don’t assume superiority: you are NOT the most 
important person in the room, nor the most qualified, 
nor the most experienced, nor the best looking (you 
catch my drift?!)

See, if you want to hog the spotlight, be a SPEAKER, NOT A 
TRAINER!  Once again, it’s not just terminology: there is a world 
of a difference: -

         Speakers have one way communication.  Trainers engage 
         and INVOLVE the participants in the learning process.

         Speaking is about entertaining.  You are there to be wowed.    
           On the other hand, training is about wanting to improve your
         self PRACTICALLY!  You need to be able to SHOW HOW 
         TO DO IT, as much as talking about the WHAT!

         Speaking is generally shorter in duration, one to two 
         hours max. Training is 8-9 hours!

Don’t take yourself too seriously.  Take the LEARNING 
OUTCOMES seriously!
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Take the time to explain the theory - but focus on the 
‘concept’

Theories are important.  Concept is CORE.  The theory has a 
broader concept ALWAYS.  Take the time to draw the distinction, 
and ensure BOTH are explained.  Always take the time to do a 
few scenarios where you explain the difference.

For example, the PESTLE, Porters 5 Forces etc., are theories 
around the CONCEPT of understanding your wider environment 
and its impact on you.  Learning theory without the concept is a 
hollow exercise as contextualizing and knowing when to use what 
theory can only be appreciated if the concept is known.

Give topical examples

When giving examples, try and give ones that are close to home.  
Talking about the woes of Marks and Spencer to an audience that 
has never set foot to England is of no use. Using Keells Super is 
far better.  However, note that there IS an expectation from most 
Clients to bring ‘international exposure’ and examples through 
the training, thereby widening the horizons of the participants.  

I generally advice most trainers who work with me, to go to the 
organizations concerned and spend a day or two with them.  I 
appreciate that this is ‘an opportunity cost’ on time: but it is a 
worthwhile cost to incur as it is an investment to understand the 
organization and its idiosyncrasies.  Being able to ‘relate’ is 
important: and being inside the organization and walking 
through their processes enables you to appreciate the challenges 
they face, the common mistakes that stare at them in the face, the 
dynamics within teams, the culture etc.  This internal know how 
has an amazing ability to manifest in examples they ALL relate to 
making you ‘one of them’ rather than a pontiff who is speaking an 
alien language!
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Don’t give examples only from your own work place - 
be more varied

Don’t over rely on your own experience.  Your experience is often 
irrelevant, though it becomes a good base.  Get varied examples, 
both from the industry and out of it.  Take the time to curate exam-
ples, and a few videos to illustrate.  These will really help.

Show videos - but don’t make videos the training 

The audience will LOVE videos.  However, PLEASE don’t make 
videos the center point of your program.  Use them to augment, 
to explain, and to break the monotony.  It is NOT a substitute for 
meaningful engagement.  

After using a video ALWAYS, ALWAYS debrief and get their 
perspectives in.   This is when they internalize.  
 

Take the time to answer a question properly  

Questions are an awesome indication that the audience is 
engaged and interested.  Encourage questions.  ‘That’s a great 
question’ is a wonderful line I picked up from one of the first 
‘serious’ programs I went for and have been using it since.  Take 
the time to UNDERSTAND the question first though.  Don’t jump 
to conclusions and rattle off passionately only to find out that you 
have misunderstood the question.  Always probe the question to 
understand the context and be PRECISE in your answers.  Never 
prescribe though: always offer options.  Also, get the audience to 
weigh in: they often have brilliant insights to share if you give 
them the space.  
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Don’t get into prolonged ‘debates’ over a question

Don’t make the program a showdown to prove intellectual 
superiority.  Don’t make a question posed and a cross examina-
tion into a debate.  Answer the question, and if the participant 
tries to argue beyond a certain point, take the topic off line and 
tell him or her that you will address it during a break.  If you can’t 
answer a question in five minutes that means you don’t really 
know, then, say so!

Don’t take too long over a slide

Don’t over explain - EVER.  Participants are not STUPID.  They 
understand.  Of course, if it is a very technical thing you are teach-
ing, then yes, take the time.  But for the vast majority of every day 
topics, participants are already aware of the basics through sheer 
experience.  So, lay out the concept and tool, and spend the bulk 
of the time you have, to explain APPLICATION and its subtle 
insights which is what adds value.

Keep yourself hydrated at all times 

Drink plenty of water throughout the day.  I know it means you 
have to frequent the ‘powder room’ a few times more than you 
generally do.  But AC’s can sap energy out very easily unless you 
are hydrated.  Dehydration also causes headaches, which is most 
‘inconvenient’ when you are training.  So, keep a jug of water and 
a glass at your table - and drink from it often.

Always come back to base - always summarize 

Once the day is done, always, always summarize.  Take the time 
to connect the dots, bring it to home base and end with where 
you started out, the learning outcomes.  Also, take the time to go 
through the ‘expectations’ the participants listed at the begin-
ning of the day, and see if you have covered all they wanted in the 
day.  
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If there are any areas you have not covered, take the time to give 
some input on these.  NEVER end the day without summarizing 
and ensuring you are where you started out.

Give time to reflect and internalize

Before each break (tea breaks, lunch etc.,) give a few minutes for 
participants to share perspectives and jot down a few salient 
learning points.  Encourage people to write things down (I know 
this is not fashionable anymore - but it genuinely helps).  Get 
them to share their perspectives and summarize them.

Give time to learn from peers and other participants 

Encourage peer learning throughout the program, throughout 
the day. 

It is an absolute MYTH that YOU are the most knowledgeable 
person in the space.  You are the ‘trainer’, yes, but participants 
can be equally knowledgeable and insightful as you, and given 
the space, they will share their stories, examples and learning 
with others, thereby making the entire program a richer experi-
ence.

After each ‘segment’ is done, especially during reflection times, 
take a question or two probed from you and throw it back at the 
audience. 

‘Anyone who has had a similar issue’?  If hands go up ask them 
how they handled it.  Talk through their experiences and add to 
it.  

Always, always get a dialogue going.  We CAN and SHOULD 
learn from anyone and everyone,  and your program can become 
a catalyst for just that.
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Don’t become an entertainer 

Keep the theatrics to a minimum.  SURE it helps.  SURE it wins the 
laughs.  I am NOT saying NOT TO USE IT.  But remember the 
primary objectives are the learning outcomes - not the number of 
laughs - or the ‘ahs’ and ‘oohs’ you draw from the crowd.  Once 
again, stand-up comedy, the theatre, and training should not be 
confused to be the same!

Don’t avoid the difficult and the technical - make it 
simple to understand - but ensure they understand!

SIMPLICITY is the key.  Relate to the every day.  Principles of 
Management are seen in everyday life too.  Relate to parents, 
being a parent, family, nature, and school.  These are things 
everyone can relate to.  Any technical aspect can be taught 
through the simplest means.  So, try and simplify as much as 
possible.  Using heavy jargon and technical illustrations may 
make you seem really competent, but once again, remember the 
primary objective, the participants MUST BE ABLE TO GET IT, 
and DO SOMETHING WITH IT afterwards!

Don’t EVER complain or get angry over equipment 
failures - or technology giving way - it is part and 
parcel of the game

Don’t get angry over failures in technology or something not 
being ready for you.  Your training program is not the ONLY 
THING the HR Department needs to focus on.  Don’t be huffed.  
It WILL happen, and when it does, take it with good grace.  Don’t 
complain about it.  Talk to the Client professionally, and discuss 
ways in which it can be avoided the next time around. Better still, 
make sure you have your contingencies in place!
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Don’t EVER say something negative about a person 
the audience knows about - NEVER use names

If you are talking about negatives as an illustration, keep names 
out.  If they are positives, certainly use the name.  Don’t ever 
embarrass anyone in the audience or anyone they may know.  

Keep names out of any negative comments you make, about 
people or organizations.

Don’t take on an ‘accent’

Try NOT TO ELOCUTE.  Talk plainly - as you would talk under 
normal circumstances.  If you are in a different country, try and 
mimic their nuances slightly, but stay rooted to how you speak.  
There is nothing that puts off audiences than a fake accent.  Keep-
ing an accent going for an entire day is a mere impossibility, so 
don’t try!

Don’t mistake Training to be the Toastmasters’ competition!

Try not to sit on the table

I used to do this all the time, until one day I broke the table!  Try 
not to sit on the table given to you!  Ask for a chair and keep it at 
a corner and sit on it when the groups are working and when you 
want to.  Chairs are there for a reason - use it.  When you are 
speaking, be on your feet.  If you can’t, then get fitter!
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Don’t force people to answer questions 

Lots of people make the mistake of pointing at a person and 
asking ‘what do you think?’ or posing a question and pointing at 
a participant to answer it.  Once again, this is NOT A CLASS 
ROOM.  Allow the introverts to be introverts!  Allow participants 
to participate because they WANT TO.  You can’t FORCE LEARN-
ING.  Ask yourself what kind of a person you need to be for 
people to be comfortable enough to air their views, and what 
kind of an environment you need to create for people to freely 
share their experiences.  THIS is what you need to focus on!

Don’t allow a ‘smart Alec’ to hijack the program 

You find the ‘smart Alec’ ever so often, who has a bee in his/her 
bonnet and wants to show off his/her prowess and do it at the 
cost of the trainer.  You are blessed if you never find one in any of 
your programs!  

If you ever get into this situation, don’t forget to smile and simply 
tell the individual you will take this offline.  Talk to him or her 
politely during the break, and tell him or her to discuss the matter 
in detail after the program, and that you would be much obliged 
if they do not disturb the program continuously.  ‘Handling’ these 
situations are sensitive affairs - especially when the audience is 
filled with Seniors.  However, never ever allow the program to be 
hijacked because of one person. 
 

Don’t hog at lunch !

Don’t ever over eat, no matter how great the buffet is.  For the 
participants to fall asleep is normal at training, but the trainer 
yawning, is certainly not!  A heavy lunch invariably makes you 
sleepy, so, don’t ever over eat!

No nonsense training for budding trainers 30



Don’t make the program a sales pitch!

No matter how tempting, don’t make the program you are doing 
a sales pitch for other programs you do!  If anyone inquires, talk 
to them privately and don’t blatantly do a sales pitch making use 
of the opportunity.  Have a little finesse and class.  People will call 
on you if you are good, I promise.  If you are NOT, no amount of 
pitching will help you.  So, focus on doing the day right - the rest 
will take care of itself!

Don’t ‘machang’ everyone 

I am guilty as charged here, but have got better as I progressed.  
The rule book is wide open here, and is purely cultural.  However, 
a good guideline to follow is, to use ‘machang’ (mate) for anyone 
your age or junior, and the name for anyone senior to you.  This 
way, you will not offend. 

NEVER stare at the same person - no matter how good 
looking they may be!

We are all human - true.  Which is why, this is told up front.  We 
will ALWAYS have that one person who catches our eye, and invol-
untarily our heads may turn that way a little too much.  

Be EXTREMELY conscious of this, and whether you are married or 
not is not the issue here.  Remember, you are there to teach, and 
not to find a prospective partner!  

So, don’t stare at just one person all the time.
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Don’t dish other trainers

No matter how bad another trainer is, never speak ill of him or 
her.  If you want to differentiate yourself, do so through solid 
work and brilliant results: not through bad mouthing others.

Don’t be disrespectful 

Don’t ever be disrespectful to a participant.  Always be polite.  
Even if it was the dumbest question that was posed, even if the 
participant walked in late and didn’t excuse himself or herself, 
even if the participant was talking or texting during the program, 
NO MATTER WHAT, NEVER, EVER be disrespectful and make 
the participant feel small in front of others.  Have a quiet word in 
private if you need to, but even this, do respectfully.

Don’t crack dirty jokes - unless you know the crowd 
intimately well

Tongue in cheek comments are absolutely fine with an audience 
you know intimately well - but be warned, that it may well prove 
to be distasteful to some.  

Keep away from profanity, lewd comments or dirty jokes at all 
times, no matter what guffaws you draw from the audience.
  

Try to never use slang

Some of us, including me, use slang without a second thought.  

Filth is a different story. That’s a direct No.  However, ‘slang’ is 
one of those gray areas.  Try not to use it.  Make a conscious 
effort.  Important to note is, that this applies to any language.

No nonsense training for budding trainers 32



Don’t make sexist remarks 

Be sensitive to being politically correct.  I am not one, for sure.  
On a few occasions, I have really ‘been taken to the cleaners’ over 
it.  So, be mindful.  Be yourself.  Speak your mind, but do so with 
the acute understanding that there IS such a thing as being politi-
cally correct.  Especially in multicultural and multinational 
settings, be mindful, at all times.

Don’t EVER make sexist remarks.  This is just in bad taste.  Don’t 
make sweeping generalizations about gender, race or religion 
either.  If you MUST opine, do so on social media. Don’t make the 
training program a platform for it.

Don’t preach what you don’t practice 

Sure, we don’t always practice what we preach.  AT LEAST TRY!  
Never be a hypocrite in the eyes of your participants.  Ensure you 
are honest about what you do and what you don’t.  If you yourself 
don’t do it, telling the audience ‘it really works’ is of little 
substance.

Leave when everyone has left: Always stay back if 
people want to engage and ask questions 

Don’t rush home at the end of the session.  Linger on.  Have 
chats.  Most of the REAL questions come during breaks and after 
the program is done.  Lots of participants have stayed back and 
asked many probing questions from me - and they will from you 
too.  So, stay back, and give them that opportunity and time.

Take the time to say ‘thank you’ to your Client

Courtesy is always important.  Say thank you to your Client.  If 
he/she is not in, drop a text on your way out with a brief 
description about how you felt about the program and any 
insights you wish to offer.
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Ah !  It’s done…  Now what ?

The training program may well be over.  However, YOUR job is 
not yet done.  Remember what was said at the outset?  Training 
is NOT a past time or a hobby.  It IS a vocation, and a profession.  
So, YOUR job isn’t quite done though you have exited the venue 
…

Take the time to review your feedback
ALWAYS, ALWAYS, ALWAYS ask for feedback.  Go through the 
‘numbers’ carefully and try and understand where you can 
improve the most.  Make notes.  Make adjustments to the 
content or the flow.  

Always READ the comments the participants have made.  That 
ONE bad remark can help you improve! 
  

Don’t take low scores and bad feedback negatively
We will ALL make mistakes.  Some days are just off days.  Some-
times we fail the fundamentals and have a really awful program 
where the feedback sucks.  Take these as opportunities to learn 
and grow as a Trainer.  Don’t be disheartened.  Don’t give up on 
your passion.  Don’t ever defend yourself either.  Take the feed-
back.  Mull over it, and then improve yourself.

Don’t charge the Client if the ratings were really low
Nothing tells a Client you are serious than when not charging for 
a ‘bad day’.  Either offer a day free or don’t charge at all.  If the 
ratings were really low, it is a matter of honor not to charge the 
Client.  Remember, Clients are for life, if you are honorable in 
your dealings.
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Keep in touch
Try and keep in touch.  The program may be over - but the 
learning doesn’t have to be.  Do a small mailer with some 
interesting things you have read, articles to refer, a video you 
enjoyed.  Be a facilitator of learning, not just the trainer for the 
day.  

In case participants write to you with questions, further 
information etc., ALWAYS reply as promptly as you would reply a 
Client.
  

Always keep reading - everyday if possible 
Remember, as a Trainer your knowledge is your commodity.  
Ensure it is updated every day.  Carve out a little time each day to 
read, not novels or light reading - but material on your area of 
expertise.  Try and read cutting edge research and academic 
journals as much as possible, and also, general management 
content through well curated magazines such as Time, News 
Week, HBR, McKinsey Quarterly etc.  

Invest in a Kindle.  Take it wherever you go.  Read whenever you 
get the time.

Invest in your own development 
Even trainers need to be trained and developed.  So, every year, 
make the commitment to take a few courses and programs for 
yourself.  Take the time to commit to some solid development 
initiatives for yourself.  Take a Masters - maybe a second Masters, 
may be a PhD.  Try and go overseas.  It helps to be with partici-
pants from different countries and backgrounds.  The more you 
are exposed to, the more enriching you can be to others in return.  
So, take the time, and make the effort to grow both as a person 
and as a trainer.
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I hate being called a ‘Trainer’.  I much prefer being identified as a ‘Learning 
Facilitator’.  It’s not a fancy play on words - there genuinely is a difference.  

Especially, how you APPROACH the program, the audience and the process of 
imparting knowledge and skills. 

No Nonsense Training is the distilling of fifteen years as a Leadership Learning 
Facilitator.  The book is broken into the key elements of a program - the pre work, 
preparation, the program itself and the aftermath.  It is NOT a definitive guide or a 
‘bible’ for trainers. Rather, a sharing of some salient do’s and don’ts to help you in 

your journey as a trainer, based on my own experiences and mistakes.  

Remember – each one of us are unique - so will be your programs.  The key is, to 
ensure you cover the basics, be sincere in your undertaking, love what you do, and 

commit to improve yourself continuously. The rest will take care of itself!

Happy Training!

V I D U S H A  N A T H A V I T H A R A N A


