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ALWAYS 
INTRODUCE 

YOURSELF

Name: 
Company: 
Occupation: 
Experience in yachting field:

COURSE PREPARATION PHASE !
Make a list of rules that you think would make your 
work easier during the course !
BEGINING OF THE COURSE !
Atart asking the students about such rules: "Would 
rules should we apply during the course?”. !
Put the points/rules on he White board. !
Probe until your are satisfied (i.e. until All your points 
are mentioned). !
Once you finish writing down All the points ask the 
students if they approve the rules.

MAKE  
A CONTRACT

BUILD 
A GROUP

1.Introduce yourself 
2.Make a contract 
3.Make a joke 
4.Check involvement

The list should include issues like:

Coffe/lunch 
breaks

Emergency 
procedure

SmokingUsing 
phones

Toilets

Notes/ 
Handouts

?
Asking 

questions

General 
behavior

interrupting 
each other



4

In
te

rn
ational Sailing

Schoo ls  A s s ocia
ti

on

WRITE DOWN IDEAS FOR JOKES TO USE !!
……………………………………………………………….…………………………………………. !
……………………………………………………………………………….…………………………. !
………………………………………………………………………………………………….………. !
…………………………………………………………………………………………………….……. !
…………………………………………………………………………………………………….……. !
………………………………………………………………………………………………………..… !
………………………………………………………………………………………………………..… !
………………………………………………………………………………………………………..… !
………………………………………………………………………………………………………..… !
………………………………………………………………………………………………………..… !
………………………………………………………………………………………………………..… !
………………………………………………………………………………………………………..… !
………………………………………………………………………………………………………..… !
………………………………………………………………………………………………………..… !
………………………………………………………………………………………………………..… !
………………………………………………………………………………………………………..… !
………………………………………………………………………………………………………..… !
………………………………………………………………………………………………………..… !
………………………………………………………………………………………………………..… !
………………………………………………………………………………………………………..… 

:  )-
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BE 
MODEST

!
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At the end of this programme you should:

- Introduce and know ISSA system and courses requirements 
!

- Understand how people learn 
!

- Understand how to create your own training 
!

- Understand how to adapt your style for different groups 
!

- Understand the types of training aids 
!

- Have the self confidence to train / present 
!
- Make your trainings more energetic and involving 
!

- Conduct the training in more professional manner 
!

- Learn how to measure the effectiveness of the training delivered 
!

- Facilitate discussion 
!

- Interact well with audience

7

Course Objectives
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International Sailing School Association - ISSA  is a non-profit 
international association which provides a framework of common standards 
of quality and safety for sailing schools throughout the world. The ISSA 
standards apply equally to the certification of students completing sailing 
courses at all levels of ability. All ISSA sailing instructors are trained to 
the same of levels of competence. 
!
ISSA is managed by a committee elected from its member sailing schools. 

9

About ISSA

ISSA was created in 1969 in London by:

Les Glenans FRA 
!
Polish Yachting Association POL 
!
Yacht Club de Morges SUI 
!
Casa di Vela Caprera ITA 
!
National Schools Sailing Association GBR 
!
Centro Internacional de Navigacion de Arousa ESP
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ISSA ACCREDITATION SYSTEM 
!
Accreditation is offered only to 
schools that are members of ISSA 
and have paid the present year 
subscription fee. 

Accreditation is granted upon 
successful inspection made by 
authorized ISSA inspector. 

In order to be able to provide 
training for ISSA Sailing ID cards, the 
school needs to have at least one 
authorized instructor. 

The student forms for ID cards are 
processed via electronic document 
processing system. 

The accreditation has to be 
renewed every 5 years maximum 
or sooner if major modifications 
were done in school or due to other 
justified reasons indicated by ISSA. 

!

INSPECTION FOR ACCREDITATION 
!
In order to apply for inspection, one 
should send a query to ISSA Chief 
Inspector 

The Chief Inspector should agree 
the date of inspection with the 
school. 

The inspection may take place only 
after the inspection charge fee is 
recorded on ISSA bank account. 

The school is responsible for 
covering the costs of inspectors 
travel, food and accommodation. 

The standard of accommodation 
and food provided for the inspector 
can be the same as the one 
provided to the school’s students. 

The accreditation is granted by 
ISSA Administrative Council on 
basis of the Chief Inspector’s 
recommendation.

INSTRUCTOR AUTHORIZATION 
!
An instructor can obtain ISSA’s authorization in two ways: 
- attend a complete one week instructors’ training; 
- attend a one day conversion training (If active in another renown 

system). 

Every 5 years the instructors are asked to participate in update sessions.
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SAILING ID CARDS 
!
ISSA Sailing ID Cards can be issued by authorized instructors working in 
accredited schools. 

Authorized instructors can provide training and test their students at the 
following levels: 

- Yacht Crew 

- Inland Skipper 

- Inshore Skipper 

- Offshore Skipper (After 2 years experience with the ISSA) 

Authorized instructors can provide training but can not examine for: 

- Master of Yacht 

Exams for Master of Yacht can be made by authorized examiners. 

FORM PROCESSING SYSTEM !
All Sailing ID application forms should be processed via electronic form 
processing system in accordance with instruction manual provided to the 
school and its instructors. 

Sailing ID cards will be sent to the school’s address once all formalities are 
completed. 

The printed Sailing ID cards will be sent within 15 working days from the 
date when all formalities were completed.
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ISSA SCHOOLS RATING SYSTEM

Category 5 stars 4 stars 3 stars No stars

No of students per 
instructor

3:1 4:1 5:1

Level of available 
instructor 
qualifications

At least one 
instructor to 
examine for MoY

At least one 
instructor to examine 
to Offshore Skipper

At least one 
instructor to 
teach up to the 
Offshore Skipper 
level

Inshore ISSA 
Instructor or 
less

Following ISSA on-
line check-list

1 0,75 0,5 not using the 
online check-list

Following ISSA NLP 
training

ALL instructors (new 
instructors working 
as assistants to full 
instructors)

ALL instructors (new 
instructors working 
as assistants to full 
instructors)

At least 50% of 
instructors went 
through the ISSA 
instructor training

Local system 
instructors/
conversion

Use of ISSA training 
materials

Presentations,!
Handbooks,!
Tests

Presentations,!
Handbooks,!
Tests!
Some of their own

Hanbooks Mostly own 
materials!

Standard of practical 
training equipment

Covered by 
Insurance,!
Safety equipment *,!
Cleanness** level 3

Covered by 
Insurance,!
Safety equipment *,!
Cleanness** level 3

Covered by 
Insurance,!
Safety equipment 
*,!
Cleanness** 
level 2

No insurance, 
missing safety 
equipment, 
level 1 
cleanness

Teaching class room Aircondition/ 
heating,!
White board,!
OHP,!
ISSA Posters,!
Up to date ISSA 
equipment

Aircondition/ heating,!
White board,!
OHP,!
ISSA Posters

White board,!
OHP

Roof and walls

School operation 
forms completed by 
students

YES - according to 
ISSA check-list

YES - own list Yes - own list no checking

Student declarations 
in respect of health 
statues and 
responsibility

According to ISSA 
forms

Accoring to ISSA 
forms

Own declarations NONE



Category 5 stars 4 stars 3 stars No stars

Insurance coverage School covered by 
insurance***,!
Instructor cover,!
Offers skipper 
insurance for 
graduate students

School covered by 
insurance***,!
Instructor cover,

Schools 
Insurance

No information 
about insurance

Sale of ISSA 
handbooks 
(in countries where 
copies available 
in local language)

All books All books One book None

Cancellation 
procedure

According to ISSA 
standards****

According to ISSA 
standards****

Yes Yes

Complaint procedure According to ISSA 
standards****

According to ISSA 
standards****

Yes Yes

Marketing materials 
consistent with 
reality

1 1 0,75 0,5

Number of ISSA 
programmes offered 
by the school

At least 6 At least 4 At least 2

Provision of ISSA 
branded shirts/polo + 
caps to students

All ISSA advanced 
courses

Made available 
for sale to 
students

None

Use of ISSA logo Current logo on:!
website!
advertising materials!
instructor clothing

Website!
Instructor clothing

Website None

Application of 
standard ISSA 
outdoor display

Complies with ISSA 
standard - hi lighted 
at night

Complies with ISSA 
standard 

Own made 
board/ display

None
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ISSA COMPETENCE TREE

INTRODUCING TO YACHTING OR NEWBIE GROUND LEVEL

MASTER OF YACHT 
OCEAN 

SAIL RECREATIONAL

MASTER OF YACHT 
SAIL RECREATIONAL

RACER ADVANCED 
SAIL RECREATIONAL

RACER INTERMEDIATE 
SAIL RECREATIONAL

RACER BASIC 
SAIL RECREATIONAL

SEA SURVIVAL 
SAIL RECREATIONAL

OFFSHORE SKIPPER 
SAIL RECREATIONAL

INSHORE SKIPPER 
SAIL RECREATIONAL

SRC MARINE RADIO OPERATOR

OFFSHORE SKIPPER 
POWER RECREATIONAL

INSHORE SKIPPER 
POWER RECREATIONAL

MASTER OF YACHT 
SAIL PROFESSIONAL

MASTER OF YACHT 
POWER PROFESSIONAL

MASTER OF YACHT 
POWER RECREATIONAL

MASTER OF YACHT 
OCEAN 

SAIL PROFESSIONAL

MASTER OF YACHT 
OCEAN 

POWER PROFESSIONAL

MASTER OF YACHT 
OCEAN 

POWER RECREATIONAL

MEGA YACHT CREW 
PROFESSIONAL

BOAT MASTER 
POWER RECREATIONAL

INLAND SKIPPER 
POWER RECREATIONAL

YACHT CREW 
POWER RECREATIONAL

YACHT CREW 
SAIL RECREATIONAL

INLAND SKIPPER 
SAIL RECREATIONAL

S.T.C.W. 
FIRST AID  |  FIRE FIGHTING  |  SEA SURVIVAL  |  SOCIAL RESPONSIBILITIES

CONVERSION 
TRAINING 
AVAILABLE

CONVERSION 
TRAINING 
AVAILABLE

CONVERSION 
TRAINING 
AVAILABLE

CONVERSION 
TRAINING 
AVAILABLE

CONVERSION 
TRAINING 
AVAILABLE

CONVERSION 
TRAINING 
AVAILABLE

CONVERSION 
TRAINING 
AVAILABLE

CONVERSION 
TRAINING 
AVAILABLE

CONVERSION 
TRAINING 
AVAILABLE

CONVERSION 
TRAINING 
AVAILABLE

OBLIGATORY COURSES

PROFESSIONAL LEVEL
RECREATIONAL LEVEL

SPECIAL COURSES

NOTE: INSTRUCTOR COURSES 
NOT SHOWN

PROFESSIONAL LEVEL
RECREATIONAL LEVEL

YACHT CREW SAIL RECREATIONAL
YACHT CREW POWER RECREATIONAL
INLAND SKIPPER SAIL RECREATIONAL
INLAND SKIPPER POWER RECREATIONAL
BOAT MASTER POWER RECREATIONAL
INSHORE SKIPPER SAIL RECREATIONAL
INSHORE SKIPPER POWER RECREATIONAL
OFFSHORE SKIPPER SAIL RECREATIONAL
OFFSHORE SKIPPER POWER RECREATIONAL
MASTER OF YACHT SAIL RECREATIONAL
MASTER OF YACHT POWER RECREATIONAL
MASTER OF YACHT SAIL PROFESSIONAL
MASTER OF YACHT POWER PROFESSIONAL
MASTER OF YACHT OCEAN SAIL RECREATIONAL
MASTER OF YACHT OCEAN POWER RECREATIONAL
MASTER OF YACHT OCEAN SAIL PROFESSIONAL
MASTER OF YACHT OCEAN POWER PROFESSIONAL

ISSA 
LEVEL

MAX  
L.O.A.

TIME OF 
NAVIGATION

DISTANCE  
FROM SHELTER

WIND 
FORCE

N/A
N/A
15 m
15 m
12 m
24 m
24 m
24 m
24 m
24 m
24 m

no limits
no limits
no limits
no limits
no limits
no limits

N/A
N/A

DAYTIME
DAYTIME

DAY + NIGHT

N/A
N/A

inland w. + 2 NM offshore

N/A
N/A

up to 6 B
inland w. + 2 NM offshore

DAYTIME
DAYTIME
DAYTIME

DAY + NIGHT
DAY + NIGHT
DAY + NIGHT
DAY + NIGHT
DAY + NIGHT
DAY + NIGHT
DAY + NIGHT
DAY + NIGHT
DAY + NIGHT

10 NM offshore
20 NM offshore
20 NM offshore
100 NM offshore
100 NM offshore

no limits
no limits
no limits
no limits
no limits
no limits
no limits
no limits

up to 6 B
up to 6 B
up to 6 B
up to 6 B
no limits
no limits
no limits
no limits
no limits
no limits
no limits
no limits
no limits
no limits
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INSHORE POWER 
YACHT SKIPPER

Experience required prior training:  At least 1 cruise on a power yacht 

Certification required prior training:  None 

Minimum age required:    16 years old 

Suggested number of training hours:  10 hours theory / one day practical 

Who can run the training:    ISSA Instructor 

Who can do the examination:   ISSA Instructor 

How to submit the application:   To authorized ISSA school only

OFFSHORE POWER 
YACHT SKIPPER

Experience required prior training:  28 days at sea as skipper or watch 
leader in at least 2 voyages, at least in 
2 sea areas 

Certification required prior training:  SRC and First Aid Certificate 

Minimum age required:    18 years old 

Suggested number of training hours:  40 hours theory / 2 days practical 
+ 2 hours night navigation 

Who can run the training:   ISSA Instructor 

Who can do the examination:   ISSA Instructor 

How to submit the application:   To authorized ISSA school only
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ISSA SHORT 
RANGE CERTIFICATE

Experience required prior training:  None 
Certification required prior training:  None 
Minimum age required:    16 years old 
Suggested number of training hours:  8 hours theory & practical 
Who can run the training:    ISSA Instructor 
Who can do the examination:   ISSA Instructor 
How to submit the application:   To authorized ISSA school only

MASTER OF POWER 
YACHT 200GT

Experience required prior training:  60 days at sea as skipper or watch 
leader in at least 5 voyages, at least 
in 3 different sea areas, including tidal 
waters (at least one area), 2 passages 
over 100 nautical miles as skipper 

Certification required prior training:  SRC, First Aid Certificate, Sea Survival 
Minimum age required:   18 years old 
Suggested number of training hours:  5 days theory / 3 days practical 

+ 1 day exam 

Who can run the training:  ISSA Instructor who holds MOY 
certificate 

Who can do the examination:  ISSA Examiner 
Examination:   Should include navigation at 

darkness 
How to submit the application:  To authorized ISSA school only 
Candidate for Master of Yacht should possess the same knowledge as 
Offshore Skipper but should be more fluent in applying it.
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1. Demonstration 

2. Lecture 

3. Team and individual exercises 

4. Group discussion 

5. Reading 

6. Trainer presentation

19

Training Methods

SEVEN 
Key Rules

I. Keep It Simple"
II. Be Positive"
III. Stay within „Learning Zone”"
IV. Build a group"
V. Involve Students"
VI. Be Emotional"
VII. Give Feedback

I I I

I
I I

IV
V
VI

VII
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1. Adults are self directed. Involving 
them in the learning process and 
showing how their learning will 
help them achieve their personal 
goals is a must 

2. Adults have a varied experience 
and they are quick in grasping 
things which establish 
a relevance in their personal 
lives 

3. Adults like to work with 
Objectives and goals clearly 
defined 

4. Adults are practical, focusing on 
aspects of lesson that is useful 
to them in their work 

5. Adults learn by doing

TEACHER vs INSTRUCTOR

CHARACTERISTICS OF ADULT LEARNERS

1. Tell them what you are going to 
tell them 

2. Tell them what you are telling 
them 

3. Tell them what you’ve told them 

!
!
!

1. Ask them what they’ve done 

2. Tell them what they are going 
to do 

3. Show them what they are going 
to do 

4. Let them do it 

5. Let them do it more & more 

6. Ask them what they’ve just 
done
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Skills of a Trainer

Training Methods
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1. Focused on performance 
improvement 

2. Ability to see when training is not 
the solution 

3. Ability to relate to different 
cultures and situations 

4. A willingness to learn 

5. Ability to create a safe learning 
environment 

6. Ability to motivate 

7. Willingness to use a variety 
of styles 

8. Willingness to shift focus as needs 
change

QUALITIES OF A SUCCESSFUL TRAINER

OTHER ESSENTIAL SKILLS

1. Planning 

2. Designing 

3. Motivating and Reinforcing 

4. Delivering - Communication 

5. Hansling Questions and 
Objections

…with daily 
nourishment 
of knowledge!

Be a subject 
matter 
expert… 
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Motive + Action 
!
GIVE MOTIVE 
TO PRODUCE 
ACTION

REINFORCEMENT 
= 

Strengthening a desired condition  
+ 

Elimination the undesired ono

Training Methods
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1. Set goals and delegate - give 
responsibility 

2. Show respect and treat people as 
individuals 

3. Reward and recognition 

4. Involve people in decision-
making 

5. Encourage ideas 

6. Celebrate success 

7. Offer support to complete new 
tasks 

8. Keep people informed 

9. Offer communication and training 
where possible

WAYS TO MOTIVATE AND REINFORCE

What issues might a new trainer 
be faced with, and how can they 
be addressed/eliminated?

!!
…………………………………………………………… !
…………………………………………………………… !
…………………………………………………………… !
…………………………………………………………… !
…………………………………………………………… !
…………………………………………………………… !
……………………………………………………………

?
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1. Personal factors: 

- Lack of confidence 

- Feeling inferior (low in rank, 
quality,etc) 

- Being tongue-tied 

- Making a mistake 

- Inability to take criticism 

- Lack of control 

- Appearance 

!
2. Knowledge factors could 

include: 

- Inability to explain your 
knowledge in a way the group 
understands 

- Feeling that you don’t know 
enough 

- Not being up-to-date 

- Poor memory for facts or figures 

- Fear of making errors 

- Concern about being challenged 

- “Subject expert” in the crowd! 
Skill 

3. Skill factors are those which 
affect our ability to put the 
message across: 

- Speech & delivery 

- Accent 

- Dialect 

- Vocabulary 

- Clarity 

- Power of voice 

!
4. Situation factors generally 

concern the setting or the 
audience: 

- Size of the group 

- Levels of knowledge / 
background 

- Support / opposition 

- Lighting, heating & ventilation 

- Seating and equipment 

- Disturbances & noise

Training Methods

TRAINING IS A SKILL 
!
Factors that can reduce your self confidence and being aware of them can 
help you manage them:
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The key to undertaking any training is:

MANAGING YOURSELF

P PPoor 
Preparation 
Prevents 
Pretty 
Poor 
Performance

Practice… 
Practice… 
Practice…

Solution for 
being perfect:PPPPP PP6     3   RULES

There are times when a trainer can be confronted with a difficult situation: 

- “In-company” politics 

- Obstructive people 

- Personality clashes 

- Resistance to change

DIFFICULT SITUATIONS
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Training Methods

P
U

O
R

G
A

B U I L D

1. You have a great credit of authority 
to start with 

2. Let them say few words about themselves 
(what is their experience and what they 
want to achieve) - you start but be brief 

3. Check their involvement 

4. Make a „contract” 

5. Use the „group wisedom”





In
te

rn
ational Sailing

Schoo ls  A s s ocia
ti

on

29

How Training is Created

SYSTEMATIC TRAINING MODEL

Evaluate the 
Training & give 

Feedback

Identify the 
Training Needs

Design 
the Training

Carry Out 
the Training
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- Identify the problem  

- Gather information 

- Analyse the information  

- Develop recommendations 

!
Information Sources 

- Observing and Listening  

- Surveys  

- Interviews  

- Tests  

- Reviewing Company Records 

Recommendations 

Some questions to ask: 

- What specific skills or information 
should be taught?  

- Who should be involved in the 
training?  

- Who should do the training?  

- Is training the answer for this 
problem?

TRAINING NEEDS

DESIGNING THE TRAINING

- Learning objectives 

- Course outline 

- Assess current abilities 

- Assess available resources 

- Identify specific skills to be taught 

- Develop and sequence major 
topics 

- Learning environment 

!

Lesson plans 

Most lesson plans share 4 common 
elements: 

1. Objectives for that particular 
lesson 

2. Important areas of information to 
be covered 

3. Method of teaching to be used 

4. Materials or training aids to be 
used in that lesson Surveys 
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How Training is Created

Lesson Plans - consideration. Other factors to consider: 

- Size of the training group 

- Cultural diversity within the group  

- Special needs individuals  

- Venue - room size, Table size, comfortable chairs, etc 

- Teaching aids

CARRYING OUT THE TRAINING

- Familiarize yourself with the 
teaching aids available in advance 
(projector connection, laptop, 
speakers, flip chart, etc.) 

- Familiarize yourself with the 
classroom arrangements 

- Familiarize yourself with the 
domestic arrangements (Fire 
assembly point, toilets, 
Emergency exits, etc.) 

- Review the course notes and  
presentation well. 

- Make sure you set the  training 
goals clear from the beginning. 
And the plan of the day is known 
to the audience. 

- Consider adding examples from 
your own experience if possible

- Laptop (PowerPoint) 

- Flip charts 

- TV & video (CD-Roms / DVDs) 

- White board 

- Skills practice (role play) 

- Exercises 

Teaching Aids. There are a variety of training and visual aids that a trainer can 
use to be more effective:
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Evaluation helps to assess if the 
training is effective and measure the 
training value in general. 

- Verbal quizzes, short written 
assignments, group discussion, 
oral exams, etc. to ensure the 
teaching methods are effective 
and on target with the Learning 
Objectives 

Evaluation can vary: 

- Allowing trainers to give feedback 
to the trainees. 

- Allowing trainees to give 
feedback to the trainers  

- Allowing monitoring of the 
material being taught for 
relevance and interest level 

To give feeback clearify what are the 
expectations of the students. Let 
them know at the end of each day 
what: 

- are their strong points 

- areas they should improved 

- chances to reach goals they want 
to reach 

- specify the path for development

TRAINING EVALUATION AND FEEDBACK
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Before Commencing 
The Training

KNOW YOUR AUDIENCE

- Find out details from HR in terms 
of joining date and background 
of trainees 

- Understand the group 
distribution and modify training 
material accordingly 

- Make sure a class size should be 
of not more than 15 participants 

- Be confident to serve as a 
Positive Trainer Model for 
learners

SPACE REQUIREMENTS

The training room should be booked in advance and should have the 
following : 

- U- shaped table arrangement to facilitate discussion with 15 chairs for 
trainees 

- A Flipchart in front of the room 

- An overhead projector 

- A table at the side of the room for training material and supplies

EQUIPMENT AND SUPPLIES 
Remember to arrange for the following:

- Training materialS (books + pens 
+ attendance sheet, etc) 

- Overhead Projector 

- Screen (as needed) 

- Board Markers 

- Name cards 

- Sheets of Chart Paper 

- Pairs of Scissors 

- Stapler 

- Rulers 

- Writing pads
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Interest:  Right at the start, grab 
the attention of the crowd. This can 
be done by some kind of game, 
or music playing or sweets on the 
table 

!
Greeting and Introduction: Always 
greet the participants as they enter 
the room.  Introduce yourself first 
and if the crowd doesn’t know each 
other get them to introduce 

!
Objectives:  What will be covered, 
how it will be covered and how will 
they benefit from it 

Set Expectations:  Let the group 
know when would you want them 
to participate, questions should 
be asked in the beginning, 
as and when or in the end 

!
Positive Body Language and Tone 
of Voice: ‘Make the first impression 
count’. A customer makes up his 
mind about a service provider 
in the first 5 seconds and the last 
10 seconds.

GOLDEN RULES TO BECOME A SUCCESSFUL INSTRUCTOR
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Communication 

OBJECTIVES OF GOOD COMMUNICATION

- To make participants understand 
clearly the objectives 

- To create and maintain 
an atmosphere of cooperation 
and inter-personal relationship 

- To increase efficiency 
and understanding 

- To motivate participants 
to willingly participate

MOST COMMON MISTAKES

1. Inability to properly transmit information 

2. Inadequate and stereotyped delivery 

3. Use of difficult words and not easily understood 

4. Fear, and suspicion 

5. Perception and assumption problems 

6. Inappropriate choice of media

VERBAL IMPACT 
!
One of the ways you can 
communicate more effectively 
and create more powerful 
messages is to use well chosen 
and neutralized words. 

!
!
!

!
!
This will help: 

- In easing Confrontations 

- Creating more powerful 
messages 

- Convey a sense of urgency 

- Empathize with another view 
point!
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Use the person’s name – People love to be called by their names 

!
Always be positive. Instead of saying  

“No” or “I don’t know” 

use 

“Here’s what I can do” or 

“I’ll find out” 

!
Use words that ease confrontations and conflicts: 

“I can see why you might think that the policy is unfair.  Let me 
explain the reasons and research that went into it’s development” or  

“Lets talk over it / Lets see what we can do to remedy the situation”  

!
Use words that convey a sense of urgency 

“I’ll get right on it” or 

“Lets see what we can do to take care of that right now” 

!
Take another person’s perspective 

“I empathize with your position, so let’s try in this way” or 

“I respect your ideas on the project, but here’s why we need to do it 
this way”

TECHNIQUES TO FOLLOW

In
te

rnational SailingSchoo ls  A s s o ciatio
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NON-VERBAL COMMUNICATION

Hands open at chest level: Helplessness 

Rubbing hands briefly: Confidence 

Chewing an object:  Nervousness 

Leaning forward 
or facing speaker directly: Intensity of interest 

Hands pushing forward: Seriousness / Importance 

Head Nodding:   Understanding 

Hand or fingers 
in front of mouth:  Reluctance to talk 

Deep sighing:   Impatience, boredom 

Pointing with finger:  Aggressiveness 

Crossing arms:   Resistance – “I don’t agree”

Communication

KEEP OPEN HAND GESTURE

Gestures and their meaning:
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Handling Questions 

TYPES OF QUESTIONS

1. Feedback Question: Whether or not knowledge has been acquired 
and understood 

2. Teaching question: Enables a lesson to be built up whilst involving 
the full attention of the participants through maximum activity 

3. Activity question:  To regain the lost attention of Trainee, a question 
is pointed at him

DEALING WITH Q. FROM TRAINEES 

These could be categorized as: 

Relevant: If the questions is based on the aspect already covered then 
it should be passed to the group, otherwise should be answered. 

Irrelevant:  This depends on type of question. If it indicates thirst for more 
knowledge it could be answered there or later. If not, the irrelevance to the 
learning should be pointed out. 

Answer Not Known:  Accept that you don't know the answer, create 
a parking lot and come back with answer later.

Questioning is an invaluable technique of instruction and involving 
participation:

QUESTIONS TO AVOID

1. The 50 / 50 question: the answer to which could be yes and/or no. 

2. Question testing power of expression: explain how the engine 
works. This will need drawing. 

3. Vague questions:  If due consideration is not given to a question 
before asking it, it will be left unanswered by the audience. You must 
know the answer before asking a question. 

4. Tricky questions: Questions like ‘what does a kilo of a cotton weigh’ 
should be avoided especially while training adults.
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Presentations

SET THE SCENE

- Check all arrangement in 
advance 

- Reach the venue before time 

- Have a look at layout of room 
and where to put notes 

- Ensure the training aids you 
need are working properly 

- Try to estimate the mood of 
audience 

MANAGE TIME

- Start punctually 

- Cover the material skillfully 
in time 

- A little done well is better than 
much done badly 

- Use pauses to let them catch up, 
or stop occasionally 
to summarize 

- First impressions are important.  
Do not apologize.  Speak clearly 
and audibly 

- Speak to all audience and not 
to one corner

POSTURE

- Speak from a comfortable 
position 

- If something is to be read, hold 
the book or paper low and speak 
over it to the group 

- Try not to speak too much to 
a chart, white board, notes 

!

- While using charts, stand to one 
side and use a pointer 

- Do not talk to the aids, ceiling, 
floor, walls or someone outside 
the door
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Always maintain 
a good and confident 

POSTURE
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APPEARANCE

Presentations

- Be dressed formally on all days 

- Men should be dressed in light 
formal shirts and a tie is 
preferred; Women should be 
dressed in formal shirts and pants 

- Do not wear jewellery which 
distracts attention 

- Do not appear showy or flashy 

- Proper shoes to match the outfit 
is a must; hair should be combed 
and set well

MANNERS

- Show confidence, courtesy 
and sincerity 

- Be yourself and do not try to put 
on an act 

- Show enthusiasm, topic may 
be old for you but it is new for 
the audience 

- Avoid too many ‘ums’ and ‘ahs’ 

- Avoid maintaining awkward 
postures 

- Do not juggle with the pen, board 
marker or jingle coins in pocket 

- Do not fiddle with notes 

- Avoid putting hands in pocket 

- Establish eye contact when 
a question is being raised

GESTURE, VOICE AND VOCABULARY

- Gesture should be – Natural, 
Spontaneous and Purposeful 

- Tone: Should be – Controlled 
and Altered to convey confidence 
and emphasis 

- Pauses and silence could be used 
effectively 

- Use everyday language of 
the organization 

- Avoid slang  

- Use short sentences
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when you are meeting 
your students

SMILE
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Problem Persons

1. Negative thinker 

2. Likes his/her own voice 

3. Digressing Person 

4. Silent Spectator 

5. Power seeker 

6. Non Thinker 

7. Out of Touch 

8. Talking to the side 

And also: 

1. One who is a doubting master 

2. Not sure of himself 

3. Workaholic 

4. Lecturing type 

5. Does not understand why 
training

HOW TO HANDLE

1. Negative Thinker: This person is 
a pessimistic person who feels 
he cannot improve.  He should 
be asked to solve and overcome 
the problem raised, explaining 
him what is going on by duly 
quoting examples 

2. Liker of own voice: Such a type 
of person would like to be heard 
always.  He is a source of 
disturbance to others.  He can 
be tackled by picking up a point 
raised by him and asking the 
audience to answer.  After the 
comment is over, thank him for 
his contribution and let him know 
that others should also be given 
a chance to contribute 

!

3. Digressing Person: This person 
always tries to divert the 
attention of the group or trainer 
to some issue not relevant to the 
topic.  The person should be 
told that the issue would be 
discussed separately such that 
other’s time is not wasted or the 
person may be told to confine 
himself to the topic 

4. The Silent Spectator: The 
person does not involve himself 
either because of the shy nature 
or wandering thoughts or day 
dreaming or detouring.  Such 
a person should be involved by 
asking him questions related to 
the topic and encouraging him 
to ask questions 

A typical problem person:
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5. Power Seeker: The dominating 
person, he would like to show his 
heroism to others.  This person 
should be given extra duties that 
arise during the session like data 
collection, follow up action; etc..  
Remember when you are 
conducting the training you are 
the boss 

6. Non Thinker: A bland person 
unconcerned with what is going 
on around him.  This person 
should be asked to give a reason 
for his behavior separately.  
He should be told specifically 
how he could improve by 
quoting examples and case 
studies 

!
!

7. Out of touch:  Such a person 
has no idea about the topic at all 
and seems completely 
disintegrated in training.  Such 
a person should be given some 
reference material or website 
references and tell him that 
it would be nice to share his 
learning the next day 

8. Talking to the side: Such 
a person loves talking to people 
sitting next to them when 
a training is being conducted. 
You must directly ask the person 
to raise the question to you 
as you would be in the best 
position to answer any questions 
that he may have.  The person 
could also be kept more 
involved by asking questions 
intermittently
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Useful Words and Phrases

EASING CONFLICTS

1. “I gather you don’t agree.  What’s the reason for your objection?” 

2. “Why won’t this work?” 

3. “Let’s talk over this.  When is a good time for you?” 

4. “Let’s see how we can reach our mutual goal” 

5. “It’s in our common interest to reach an agreement” 

6. “How can I help you meet your needs?”

GIVING AND RECEIVING CRITICISM

1. “It’s important for our relationship that I tell you about an issue that 
is making it hard for me to work with you” 

2. “I’m not blaming you for my feelings.  I’m just describing how I feel” 

3. “I am not attacking you as a person; I want to focus on your 
behaviors that is preventing you from moving ahead” 

4. “That never occurred to me, but I’ll give it some thought” 

5. “I’ll consider that and get back to you” 

6. “Let me think over what you said and then discuss a different 
approach”
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ACKNOWLEDGING ERRORS AND MISTAKES

1. “I’m sorry, I was wrong” 

2. “I accept responsibility” 

3. “Yes, that happened and it was a mistake” 

4. “I don’t have an excuse.  I have an explanation if you want 
to hear it” 

5. “You have the right to feel the way you do” 

6. “Here’s what I learned from the situation and what I’ll do 
differently in the future” 

7. “How would you like the problem resolved” 

8. “What do you think a fair solution would be” 

9. “Here’s what we can do to move forward”
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