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Key Definitions

• Facilitator Guide
 Directions for presenting, facilitating and 

coordinating instructor led training

 Same as leaders guide, instructor guide or 
trainer guide

• Participant Guide
 A collection of what the student will need 

or want during the training or as a take 
away

 Same as participant workbook, student 
guide, employee guide, etc.
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Most Facilitator Guides Are Too Confusing
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Criteria for a Great Facilitator Guide

1. Easy to Use

2. Easy to Build

3. Easy to Update and Maintain

4. Easy to Standardize
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Easy to Use

• A single document

• No cross referencing

• Ample space for notes and examples

• Familiar format

• Helps managing class time
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Easy to Build

• Familiar software

• Content is entered once

• Fits with highly interactive training

• Builds on design document
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Easy to Update and Maintain

• Old versions convert with 
new software

• Changes can be automatically 
tracked

• Finished documents can be 
easily protected

• Old version can be quickly 
recognized and purged
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Start with Common Software

• Microsoft Word for 
Documents

• Microsoft 
PowerPoint for 
Presentations

• PDF for Finals

• Everyone has them

• Most know how to use 
them

• No new investment

• Updates easily 
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1 Question Software Test

Can you generate an 
automatic table of contents?
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Left and Right Hand Pages Match

Module 1:  

Template Design

Module 1:  

Template Design

Facilitator Guide Participant Guide1 1



Headlines Match

Facilitator Guide Participant Guide2 2

Design TechniquesDesign Techniques

Footers match - Include date and version numbers

8:00 – 8:30  30 Min.

Running Time and Actual Time

Keep lessons or activities small so they fit on one or two pages.



Left Side Instructions to Facilitator

Facilitator Guide Participant Guide3 3

Design TechniquesDesign Techniques

1. Divide the class into 

two teams.

2. Ask the following 

questions:

3. State the purpose of 

this activity.

Large left hand margin for notes, examples, stories (1/3 page minimum)

8:00 – 8:30  15 Min.

Write directions directly to the instructor



Right Side Content and Activities for 
Participants

Facilitator Guide Participant Guide4 4

Inserting ContentInserting Content

Miniature

PowerPoint

Participants always ask for the PowerPoints anyway so put them in the participant guide

1. Show Slide 5

2. Ask the following 

questions:

3. Make the following 

points.

8:00 – 8:30  30 Min.

No need to duplicate PowerPoint 
information in facilitator side 

Don’t forget to number slides



Use these Pages to Keep Page Numbers 
Aligned

Facilitator Guide Participant Guide5 5

NotesProceed to the Next Page



Production Hints
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Instructional Design Tips
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Training Your Trainers

• Contact:  Steve Rosenbaum 

Phone: 952-368-9329

Email: Learningpaths@gmail.com

www.learningpathsinternational.com
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