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Motivating ourselves to learn 

Psychologists have often identified two main types of motivation. 

Extrinsic 

We learn or do something because it will yield a reward.  The reward could be a 

benefit, or a prize. 

Intrinsic 

We learn or do something because it‘s enjoyable or fun.   

A study in 20061 demonstrated that intrinsic goal framing produced deeper 

engagement in learning, better conceptual learning, and higher persistence in 

learning, than extrinsic goal framing or no goal framing.   

These ideas are part of self-determination theory. 

To learn more: 

 

Edward L  Deci: Why We Do What We Do Penguin, 1996 

 

 

 

 

Marylene Gagne (ed): The Oxford Handbook of Work Engagement, 

Motivation and Self-determination Theory OUP 2014 

 

 

 

 

Daniel Pink: Drive Riverhead Books, 2011  

                                                           
1
 http://bit.ly/1uuSsm2 
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Three key needs 

According to self-determination theory, people have three intrinsic psychological 

needs.  If these three needs are met, people will learn well, function well and realise 

their potential. 

Competence 

We want to feel that we‘re good at what we‘re doing.  Things that are too easy, 

or too hard, don‘t satisfy that need.  The sense of competence emerges when 

learning is just hard enough.  (This is the basis of the theory of ‗flow‘.) 

Autonomy 

We want to feel that we‘re in control of our lives.  Complete freedom, and 

complete lack of freedom, will both frustrate that need.  It helps to know 

where our autonomy begins and ends.   

Relatedness 

We want to feel part of something bigger than ourselves: a relationship, a 

community, a set of values, a system of ideas or beliefs.  Relatedness gives us a 

sense of purpose in our lives.  Complete isolation, and complete anonymity 

within a crowd, will frustrate this need.  

Any learning experience needs to address these three needs. 

Competence 

Are the goals of the learning task absolutely clear?   Do trainees want to be 
good at the things they‘re learning?  Are they willing to make an effort?  Are 
they working at their optimal challenge level?  Do we understand their 
learning needs and current levels of skill?  Will a learning activity make 
trainees feel more competent?  Will success encourage them to want to learn 
more? 

Autonomy: Do trainees know what they are supposed to be doing?  Do they 
have a clear timeframe for achieving the task?  Are they working alone or with 
others?  Do they know how to achieve the task?  Do they have the freedom to 
control the outcome of the learning activity?  Has the trainer briefed the 
activity clearly, so that the trainees can work unaided?  If the trainer offers 
help, is it because the trainees ask for it? 

Relatedness: Do trainees have the opportunity to connect to others in the 
group and collaborate with them?  Are they learning together or in isolation?  
Does the learning connect to the trainees‘ experience in the workplace? Do 
they see the meaning and relevance of a learning activity? Can they see an 
immediate application of the learning? 
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Bringing your training to life: the 10 commandments 

1. Start on time.  Don‘t wait for latecomers.  At least, don‘t wait too long.  And 
if you do wait, explain to the trainees present what you‘re doing. 
 

2. Involve the trainees immediately.  Ask them for their own objectives and 
then align them to the main learning points of the session.   
 

3. Structure key learning points clearly.  Explain clearly; repeat key points; 
illustrate them using diagrams and images on slides or on flipchart.  Use 
slogans for core learning points.   
 
Use the tell ‗em principle: at the start, tell (or show) trainees what you're going 
to cover. At the end, tell them what you told them. Conclude with a summary 
of your opening overview. Use repetition to help trainees grasp and retain 
information. 
 

4. Vary the learning style frequently.  You have a range of possibilities: 
chalk ‗n‘ talk; conversation; group work with feedback; individual exercises; 
paper-based activities; physical or object-based activities; video (watching or 
making); stories, examples and personal anecdotes; role plays; and any 
combination of items on this list.   
 
Try not to put two examples of the same activity together; if you do set up a 
sequence, make sure that feedback of some sort punctuates the sequence.  The 
session should have a varied, dynamic rhythm, like a good piece of music. 
 

5. Use as much hands-on training as possible. By doing one becomes.  
The most effective training uses all the senses to affect learning.  If you can, 
get the trainees themselves to demonstrate and apply teaching points. 
 

6. Review frequently. You can review in all sorts of ways:  asking for group-
based review presentations; asking people to comment on other groups‘ or 
individuals‘ activities; setting quizzes; asking sudden-death reminder 
questions... Tests are most effective when students know they will be quizzed, 
because they‘ll pay close attention to the material. Testing is an objective way 
to determine whether training achieved its goals.   
 
On two-day courses, ask groups to mindmap and present the key learning 
points from the previous day‘s work – and again at the end of the course.  Add 
or amend any material as necessary. 
 

7. Involve trainees by asking them for information and recording it.  
For example, ask participants to share their experiences with the training 
topic.   All trainees will get more out of sessions by hearing about their co-
workers‘ experiences with the subject—and not just the trainer‘s lecture 
points. Hearing different voices also keeps sessions varied and interesting. 
Structure interaction time into all your sessions.  
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Use the flipchart for recording contributions.  
 
Involve trainees in groups as well as individually.  They can draw mindmaps 
and put them on the wall.  They can make their own presentations of material 
and give each other positive feedback.  Add your own feedback; take care not 
to abdicate that responsibility wholly to trainees. 
 
At the end of the session, involve trainees by getting them to produce their 
own action plans and then asking for one action point from each person. 
 

8. Repeat questions before answering them. This practice ensures that all 
participants know what the question is so they can make sense of the answer. 
 

9. Keep your session on track. Run the class according to the schedule and 
don't get too far off course. Opening up discussion among participants may 
lead to some pertinent tangents, but don‘t let side issues take over. Ask if 
there‘s enough interest to pursue a separate session on that topic, but get this 
class back to the lesson plan.  End on time. 
 

10. Create a break at least every 90 minutes. Especially for half-day or all-
day sessions. 
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Making Training Memorable 

 Make learning fun. Why? Trainees will not be enthusiastic if training 
sessions are dry and dull. Few employees respond to or remember 
complicated concepts or theories; they want to learn practical information 
about what they can do to get better results today. If they don‘t find the 
message entertaining, they won‘t retain it. Since variety is the spice of life, use 
several different training methods to engage trainees in a variety of ways. Also 
work to alternate the pace of each session to keep trainees‘ interest level high. 
 

 Use humour. Humour helps keep enthusiasm at peak levels. Trainers can 
make a point more effectively by using humour than by drowning trainees in 
statistics or theories. Avoid telling jokes, however, because humour is so 
subjective that someone in your audience may be offended and lose track of 
training for the rest of the session. Personal, self-deprecating humour is the 
safest way to go. 
 

 Use attractive packaging. Use materials that are well-packaged and that 
communicate value. Professional packaging is a powerful tool for setting a 
good first impression. 
 

 Encourage participation. Make the session lively by engaging participants 
in the learning process. In fact, try to spend close to 80 percent of training 
time on group participation. Encourage everyone in the training session to 
speak freely and candidly, because learning occurs most readily when feelings 
are involved. 
 

 Build self-esteem. Employees understandably want to know what‘s in it for 
them. They know that most training programmes are designed to make money 
for the company, but rarely does training lift employees‘ spirits or help them 
to become better in their own lives. Create a win-win environment by using 
the training programme to build the participants‘ self-worth and self-esteem.  
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Good preparation 

Design the session to align each part with, and reinforce, a learning objective. 

Prepare good slides and handouts. 

Prepare good notes, on cards.  Outline, don‘t script.  If you can work without 

cards or notes, so much the better.  Don‘t use slides as your notes! 

Dress appropriately.  Use audience analysis to figure out what to wear. In general, 
match your manner of dress to that of your trainees—or go slightly more 
professional. 

Arrive early.  Give yourself time to check last-minute arrangements and get 
yourself mentally geared up for the session. 

Check seating arrangements.  Make sure the set-up is ideal for the training style 
you want to use and have some extra chairs for any last-minute trainees. 

Check room temperature.  Adjust it appropriately for the number of people who 
will be in the room and the size of the space you will all be occupying. 

Check your equipment.  Conduct one last run-through to make sure everything is 
still running smoothly.  Check your flipchart pens! 

Check electrical outlets.  Make sure all your connections are safe and accessible. 
Don‘t trail cables across walkways. 

Check light switches.  Learn how switches related to different lighting states in 
the room, so you can achieve the ideal lighting for audiovisual materials and note-
taking. 

Check how to adjust lighting.  Make sure blinds or shades are working properly. 

Check catering arrangements, escape routes and facilities.  Make sure you 
have everything you need—including the training space for the entire time you need 
it.  When are the refreshments arriving?  What‘s the evacuation procedure?  Are we 
expecting a fire drill today?  Where are the loos? 

Lay out classroom supplies.  If you will be demonstrating tools or equipment, 
make sure you have everything you need. 

Lay out course materials.  Decide whether to put handouts on a table for trainees 
to pick up on the way in or to lay them at every seat. 
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On setting objectives 

Setting objectives is more than an icebreaker.  In fact, it‘s one of the most useful parts 

of your training. 

―Seek first to understand, then to be understood‖: so, famously, says Stephen Covey.   

Setting objectives is your way of seeking to understand something about your 

delegates: their commitment to the training, their current level of competence, and 

what they want to achieve from their learning. 

For you, setting objectives: 

 gives you time to get to know the group; 

 helps you understand people‘s needs; 

 helps you tailor the training; 

 helps you monitor the effectiveness of our training; and 

 helps you to demonstrate the usefulness of the training. 

More importantly, for the delegates, this activity: 

 allows people in the group get to know each other; 

 gives people the opportunity to speak immediately; and 

 focuses the group on the learning to come. 

Above all, objective-setting gives the group a sense of ownership of their learning. 

I never run a training day without setting objectives.  The same goes for 1:1 coaching.  

The most important thing you can do as the training begins is listen. 

And this session is all about listening. 
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How to get the most from objective-setting 

Set a time limit.  The session should take no more than 25 minutes, absolute 

maximum.  I‘ve heard of objectives sessions running to 90 minutes.  The session 

should be energising, not debilitating.  Set your stop watch to 10 minutes for the 

initial conversation.  And keep to it. 

Split people into sub-groups.  In my experience, groups of 3 or 4 work best.   

Put strangers together if possible.  Sometimes, of course, it‘s not possible.  But 

often, your group will be made up of colleagues and strangers.  As people come in, 

they‘ll often sit next to friends.  That‘s fine.  You could ask people deliberately to sit 

next to a new acquaintance.  Alternatively, let people settle and then gently organise 

your sub-groups. 

Ask who is sitting next to someone they know well.  You may be able to group people 

subtly by simply splitting friends into different sub-groups.  Or you could ask people 

whether they would mind moving.  Delegates nearly always understand the logic of 

this request and often enjoy the opportunity to make new acquaintances. 

Set an agenda for the session.  Typically, I would ask groups to: 

 introduce themselves (unless they all know each other); 

 summarise information relevant to the training; and 

 discuss their objectives. 

Allocate a page in the course workbook for objectives and relevant 

information.  Draw delegates‘ attention to this page and ask them to write their 

own objectives there.   

Information relevant to the training could be situations in which they wish to 

exercise a particular skill.  On a report writing course, for example, I ask for types of 

reports that people currently work on.  You could allocate a page in the workbook to 

these notes, or use part of the objectives page. 

Ask for objectives as ‘how to’ statements.  People then focus skills, rather than 

knowledge or information.  Asking for ‗how to‘s also helps to generate lots of 

objectives, which is what you want.   

Ask groups to discuss objectives rather than simply writing them down 

individually and in silence.  The aim is to get people talking and relaxing.  And 

conversation triggers new ideas.   

Help groups that get stuck.  (This happens very rarely.)  You could prompt new 

objectives by taking one that they have already discovered and using it to link to 

others.  ―And what would you need to do in order to achieve that?‖  ―And what would 
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that allow you to do?‖  ―That‘s great; does that objective apply in any other 

situations?‖  And so on. 

Ask each group to nominate a spokesperson at the end of their conversation.  

Give that person a minute or two to check: have they captured everyone‘s name and 

job title?  Can they read everyone‘s handwriting? 

Ask spokespeople to feed back the group’s objectives.  I ask spokespeople to 

identify themselves, and then ask them to feed back in alphabetical order of first 

names.  Remind the spokespeople what you are asking for. It‘s a good opportunity for 

people to speak publicly, which can be challenging and helps to build the speaker‘s 

authority and confidence.  Ask the group for any further objectives when the 

spokesperson has finished. 

Record objectives on a flipchart.  If an objective doesn‘t come out as a ‗how to‘, 

gently nudge the group towards that wording.   I always try to use a structure that 

reflects the agenda of the training session.  For example, objectives for a writing skills 

course might cluster into objectives about process and confidence, about planning, 

and about editing.  An assertiveness course might cluster objectives according to 

personal confidence, assertiveness with managers, and specific techniques.  Find a 

structure that works for you, and for the particular group.  Sometimes, you have to 

improvise a structure as the objectives emerge.   

Use colour coding for different areas of objectives.  You can then ask the 

group to decode the colour scheme, to help them reflect on objectives and to help you 

announce the structure of the training.   

(I‘ve sometimes improvised and the colour scheme has collapsed!  I then had to bluff 

my way out of the situation, or simply ignore the fact that I‘ve used different colours.  

Stuff happens.) 

Display the objectives sheet prominently in the room throughout the 

session.  Refer to it frequently.  The more you can demonstrate how each learning 

point addresses one or more objectives, the more your delegates will see the 

usefulness of their learning.   

Give yourself a private moment when the session has ended.  I like to be 

ready with a group activity immediately after the objectives session.  That way, I have 

a few minutes to study the objectives and prepare any tailoring of the training to the 

particular needs I‘ve just learned about. 

Finally, use the objectives list to start your action session at the end of 

the training.  It‘s a great way to bring your training full circle and give your 

delegates a sense of real achievement. 
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How to use handouts and workbooks 

Written support material is an essential part of any training session.  (Well, usually it 
is!)  The materials should serve three functions: 

 an interactive resource (for trainees to use, write, draw, scribble and doodle 
in); 

 a record of the training session itself; and 

 a source of further reference material for use after the session. 

Your materials must be well designed, well written and well used in the session.   

I prefer workbooks to handouts.  They are simpler to handle and can look much more 
professional.   

Design 

 Use quality paper and a good printer or high-quality copier. If you have the 
budget, use colour. 

 Leave plenty of white space by keeping information simple, straightforward, 
and uncluttered. Give participants room to make notes, preferably using a 
scholar‘s margin (on the left side of the page). 

 Use bullets and boxes to organise information and make points easy to follow.  
Limit your use of bullet lists to: 

o no more than three lists per page; 
o no more than six items in any one list. 

 Use graphics whenever possible to illustrate important points. 
 Use different colour papers for handouts on different topics. 

Language 

 Check every element of your language.  Spelling errors, punctuation mistakes 
and grammatical howlers can make a very bad impression. 

 Use headings for important issues and titles.  Create a consistent style of 
headings. 

Formatting 

 Use large type that‘s easy to read. Don‘t mix typefaces: one typeface for 
headings and one for text is usually enough.  You might use a third typeface 
for boxed material. 

 Number pages in a workbook, or individual handouts, for easy reference when 
going over them with participants. 
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Perfect PowerPoint® for training 

PowerPoint slides are a powerful training tool.  But they are not the training session! 

Do you really need slides? 

 If you can train without slides, do so.  Most of us have seen enough bad 
slides to last a lifetime.  Slides can be interactive training tools, but too often 
they inhibit interaction. 

 If you feel you must use slides, ask why.  They can be useful to show 
diagrams, pictures, maps and graphs, especially if you are going to discuss 
them.  They can be useful to show the structure of your material.  They can be 
useful to illustrate points with pictures.  They work very well when they‘re 
turned off. 

 Design the session to be slide-free – so that, if the technology breaks 
down, you don‘t. 

 

Slide design 

 Keep slides simple. Use only three to five bullets and one or two graphics 
per slide. 

 Don’t use the slide format to structure your material.  You‘ll create a 
stolid rhythm, too much material on the slides and a lack of structural 
hierarchy (where are the main points, where are the minor points?  What‘s the 
overall shape of the material?) Structure the material and then transfer it to 
slides.   

 Keep animation to a minimum. Don‘t use it just because it‘s there. 
Building up an image or a short list on a single slide can be effective. 

 Limit the number of slides.  If you are changing a slide more than twice a 
minute, you are probably using too many.   

 If possible, put only images on your slides.  As a general rule, put words 
into the printed workbook or handouts.  You are allowed to put words into 
graphics on slides. 

 

If you must put words on slides: 

 Make all words on slides legible from the back of the room.  And that 
means every word.  

 Avoid bullet lists or lengthy pieces of text.   
 Use text to help non-native speakers understand your words.  (Or if you are 

introducing technical language.)  Text on slides can be helpful to allow people 
to read and digest words, key phrases or key learning points.   

 Put text on a slide when you want to discuss it or analyse it with trainees.  
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Rehearse! 

 Run your completed slidepack a few times on your own computer to fix 
any glitches. Also run it a few times on the computer you will be using in class 
to make sure it works smoothly on that machine. 

 Position yourself well in relation to the screen.  Choose a spot that 
gives you easy access to advance slides as well as availability to audience 
members so that you can see whether they want your attention to ask 
questions or comment on a slide‘s points. 

 Get the lighting right.  Make sure that slides are easily visible and that 
there‘s enough light for trainees to take notes. 

 Summarise verbally before using slides.  This establishes an interactive 
connection between you and the audience before switching their attention 
away from you.   
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Institute of Leadership and Management Assessment 
Principles 
 
Create a participative learning environment 
 
1 Be able to engage learners in their learning and development 
 1.1  Show how you have worked with learners in a way that encourages  

them to express their views and ask questions at their own speed 
1.2 Show how you work with learners to reduce any limits or barriers to  

their learning process 
1.3 Evaluate the process and activities you have used to engage your 

learners in learning and development 
 
2 Be able to manage group learning and development environments 

2.1 Show how you have facilitated communication, collaboration and  
learning between group members 

2.2 Explain how you have consulted with group members to adapt their  
learning and development environments to meet their needs 

2.3 Explain how you have managed an issue involving group dynamics in  
a learning and development setting 

 
Facilitate group learning 
 
1 Be able to facilitate learning and development in groups 

1.1 Demonstrate how you have facilitated a specific leadership & 
management group learning and development activity taking group 
and individual needs into account 

1.2 Demonstrate the variety of methods/approaches/technologies used in a  
specific group learning and development activity 

1.3 Justify the rationale for the selection of methods/approaches 
/technologies used in a specific group learning and development 
activity 

 
2 Be able to apply different methodologies in group learning and 

development 
2.1 Explain how you have adapted and implemented delivery methods and  

resources to meet the needs of a group 
2.2 Justify the selection and adaptation of delivery methods and resources 

used to meet the needs of a group 
 
3 Be able to facilitate the review of a learner’s progress against 

agreed learning objectives 
 3.1 Explain how you have reviewed the effectiveness of training in meeting  

defined learning objectives 
3.2 Demonstrate how you have established opportunities to review 

progress against agreed learning objectives 
3,3 Demonstrate how you have provided constructive feedback to learners  

  



Kairos Training Limited 

www.kairostraining.co.uk 
MANAGING DIRECTORS Alan Barker Gillian Barker 

39 CUDNALL STREET CHARLTON KINGS CHELTENHAM GLOUCESTERSHIRE GL53 8HP 

TEL & FAX  +0044 (0) 1242 269762             

 

TRAINER OBSERVATION REPORT FORM  

Course Leader  Date of Observation / 

Venue 

 

Observer 

 

 Course Title and 

Level 

 

Length of Session 

 

 Length of Observation  

Number of 

attendees booked 

Male 

 

Female 

 

Number of attendees 

present 

Male 

 

Female 

 

Did you review: 

 

Course Planning  Documentation?                  Handouts or workbook?                        

 

List of Attendees?      

 

 

Summary, context and mode of delivery:  

Include a brief overview of the delivery and evaluation on planning, documentation, the environment/physical 

resources 

 

Seating arrangement: 

 

Equipment used: 

 

 

Teaching, Learning and Assessment 

 

 

Objectives: 

Asked trainees for objectives and recorded them 

Aligned objectives to training programme 

Managed expectations (including expectations that the session cannot fulfil) 

Referred back to objectives during the session 

 

Key learning points:  

Clear explanations 

Illustrations and diagrams (slides or flipchart) 

Repeated key learning points 

Reviewed by asking, testing, quizzing, reflecting 

 

Trainer’s personal style: 

Visual impression 

Gestures and physical energy 

Voice: varied tone; appropriate volume; varied pace; use of pauses and silence 

Words: inclusive, straightforward; technical terms introduced and explained; humour 

Conversation: responding to trainees’ comments; acknowledging, positively reinforcing, supporting 

and praising; drawing out; managing overly talkative trainees 
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Learning styles (list numbers of examples in the session): 

‘Chalk and talk’ 

Conversation 

Asking questions 

Group sessions 

Individual exercises or activities 

Use of physical objects (including mindmaps or other note-taking equipment) 

Role plays (if appropriate) 

Interactive video 

Presented video 

Assessments (quizzes, tests, reviews, checking understanding) 

Facilitated conversation among trainees 

 

 

Timekeeping: 

Started on time 

Maintained interest 

Moved on at the right time 

Set break times 

Kept to break times 

Finished on time 

 

Trainees’ behaviour: 

Involved 

Interested 

Active engagement 

Taking notes 

Conflict 

Boredom 

 

Closing the session: 

Engaging action session 

Action points recorded by trainees 

Action points shared by trainees 

Evaluation sheets completed 

 

 

 

Final Comments: 

 

 

 

 

Recommendation: 
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Table plan 

Mark the positions of all trainees and log all instances where the trainer speaks directly to an 

individual: asking a question, answering a question or responding to a comment.  Any trainees 

favoured or ignored?  Any biases or preferences in individual interactions? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Feedback given by:                                                                              Date: 
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Alan Barker 
 
Alan Barker is Managing Director of Kairos Training Limited, and 
a training consultant specializing exclusively in communication and 
thinking skills.  He is the author of 18 books.   
 
Alan has an MA in English from the University of Cambridge and 
worked for 15 years as an actor.  He has associate relationships with 
a wide range of training providers.  Alan is a member of the  
UK Speechwriters‘ Guild and the European  
Speechwriter Network. 
 

Alan‘s full client list for 2013-4 is: 

 

 
 
 
 
 
 
 
 
 
 
 

 
Alan‘s book, How to Solve Almost Any Problem, was published  
by Pearson in September 2012.  Among his 17 other books are: 
 
Improve Your Communication Skills (Kogan Page) 
30 Minutes Before Holding a Meeting (Kogan Page) 
30 Minutes to Brainstorm Great Ideas (Kogan Page) 
Creativity at Work (Bookboon) 
How to Write an Essay (Bookboon) 
 
Alan‘s blog is at: 
http://justwriteonline.typepad.com/distributed_intelligence/ 
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