
HOW TO WRITE A TRAINING MANUAL OUTLINE

The exact process for writing a training manual may be dictated by the. At the beginning of each chapter or section,
write paragraphs that outline what will.

The workers you want to train are adults, and adults share certain characteristics that that make training more
effective for them or less effective if you ignore the characteristics. Learning objectives are a list of things the
workers must be able to do after the training is completed. Proposed Training Outline. Missing out on the
basics would defeat the purpose of your training program because the audience and topics have a great impact
on the training outline process. In this final part of the series, I present how my leadership training outline
might look as a fully developed training outline. How will you present the content and what materials do you
need? Download our free, extensive guide to creating learning objectives. Sight is by far the most important
sense for learning, but adding the others when possible does help. Step 4: Emphasize the key topics and
related concepts. You have to stress the importance of the training program at the very beginning of the
program. And you can imagine how they should affect your training during design and delivery. Steps on How
to Create a Training Outline Here are six simple steps on what should be included in your training outline:
Step 1: Think of the basics. It should be measurable, meaning everyone can agree if the learner satisfies it or
not. To keep with our new product example, the workers might need to know what the new product is, how
the product is produced, and most importantly the tasks the workers must perform on the job to make the
product. Step 5: Presentation techniques. What exactly do you need people to know or be able to do by the end
of the training? This will help you set the training program on the right foot and in the right direction. Step 3:
Purpose and Opening. To intentionally overstate the point, learning objectives are the end-all and be-all of
your training. With a minute break, that would only leave another 45 minutes of training time, which means I
would either try to include one more very simple objective that could be covered in that time, or expand the
content of the Define Leadership objective to take up the whole session, either by adding another interesting
and engaging activity or including a few more example definitions of leadership. Who is your audience? Make
sure that your attendees will finish the entire training program, and not leave at the middle of any discussion.
This could also be the part where they would be encouraged not just to attend but to actually participate in the
activities of the program. It should be achievable, meaning the learner truly has a chance to satisfy it. Step 6:
Utilize EAR. The real challenge here is that how will you be able to make a presentation that is effective in
actually penetrating the minds of your employees. And it should be time-bound, meaning it will be clear when
the learner must be able to satisfy the objective typically, after training. Admit that introducing new ideas can
bore people. In the example training outline above, the material presented covers about two hours of time. The
basic training needs assessment is a four-step process. This is the part when you will be able to determine
whether your audience has learned what they needed to know. The outline below covers a two-hour period of
time. How will you determine if participants have learned what they need to know? What is the broadly
defined topic you need to cover? EAR stands for evaluation, assessment, and reflection. Step 4: Design
Training Materials Designing training materials is like planning a dinner party, coming up with a menu, and
writing the recipes. To recap the outline creation process, remember to through the following six steps: Step 1:
The basics. Step 3: Define your purpose. Step 4: Clarify key topics, related concepts, and timing. For example,
maybe the production manager says that her workers need to be more efficient and create more units of a
product. For example, a business goal might be to train employees to create a new product. Step 2: Set and
define the objectives of your training. Also, try your best to capture the attention and encourage engagement
from the attendees. When you go through the six steps, you would jot down your ideas and revise them as you
go along, but then assemble everything at the end into a document that looks like the one below.


