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Contracted Trainer Observation Tool (CTOT)
***Bring copy of session description & learning objectives to observation***
Trainer______________________________    Session/Training__________________________        
Observer ____________________________    Date______________

	NOTES

Presentation          Content       Group Management          Organizational Skills

	





	· Introduction 
· Body Language and facial expressions 
· Eye contact 
· Presents training content with energy

· Humor
	· Textures (e.g., activities, videos, PowerPoint)
· Written and verbal language are at participants level 
· Written & Visual Materials (clear & up-to-date, legible/visible, 14 font)
·  Closing


	STRENGTHS/COACHING POINTS:




	· Knowledge of Content
· Application of Content to Job
·  Shares personal/professional experiences 
· Appropriate program specific information and examples 
	· Clear, concise and responsive answers to questions 
· Cultural considerations included

	STRENGTHS/COACHING POINTS: 





	· Discussions and group activities 
· Involves participants 
· Gives positive and corrective feedback 
· Handles disruptive participants and diffuses negative interactions 
	· Encourages and manages participant sharing 
· Provides clear and concise directions 
· Checks for understanding and assesses learning  

	STRENGTHS/COACHING POINTS: 













	· Training room set up 
· Keeps session moving and timely 
· Training room arrangement
· Adequate time for participants to complete tasks 
	· Allows adequate breaks

· Achieves identified learning objectives

	STRENGTHS/COACHING POINTS: 
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