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Optimizing e-Learning

Module One review: Understanding Training and
Facilitation
1.) Which of the following is not a part of
training?
a) ldentifying the need for new learning to take
place.
b) Creating trainer-centered learning
opportunities
) Evaluating the effectiveness of the training
offered
d) Securing management buy-in for training
to be developed

2.)  Which of the following is the key to
becoming a successful trainer?
a) Presentation skills

b) Case studies
Q) Games
d) All of the above

3.)  Which of the following questions can help
you determine the type of training needed?

a) Is there a real opportunity for
improvement?

b) Is there any gap based on performance
issues?

Q) What is the organization’s future?

d) When do we need training?

4.)  Which of the following is not crucial when
determining whether training is necessary?

a) Where is the training going to be held?
b) Do the systems support you?

) Would coaching suffice where training is
considered?

d) Do you need training?

Train the trainer
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5.)  Which of the following statements is true?
a) A facilitator is the person who has the
same or similar skills as participants

b) Facilitators and trainers have the same
function.

Q) Facilitators are prominent participants.

d) Facilitators may not have the same
knowledge or expertise in the specific subject
matter as the participants.

6.)  Which of the following is not a part of
facilitator’s role?
a) Providing experience in sharing

b) Helping participants with discussion
Q) Giving participants final solutions
d) Helping participants with learning

7.)  The goal of training is to bring about a

___ change.

a) Critical

b) Behavioral
Q) Personality
d) Financial

8.) A facilitator uses their knowledge of ____
____and dynamics when planning their meeting.

a) large whiteboards
b) Personal journals
) Staff meetings

d) Group processes
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9)  When people get involved in a facilitated 4 yra A dalay agild 6 jue de gaan (8 all) &L, Ladie (9

group, they need to know whether they are still peil s prmaall Jluall e o5l 5 Y 1S 1) L
on track and that they are___ _ . Ul & s (I
a) Making money Ledli (y saiuay (<
b)  Making progress T Osnd (7
c)  Speaking clearly Aol A e (sslan (2
d) Asking the proper questions

10.)  Provide regular ____ and follow-up within 3ol A Lt daglially a8 (10
the session. clal il (i
a) Breaks Gl (@
b) Meals paad (=
Q) Stories Jpa gl SBans (a
d) Check-ins

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service — COPY RGHT FROTECTED ©
©ihs sine adall (5 s - (R LiiuY) landll il AS 55 e Aedis Fadd clnlid $paST) Slaulil GuanlSY @l 285 5l) o3a

3



4 nn o
Mseeyat
cademy

Optimizing e-Learning

Module Two review: Gathering Materials
1.) Is training designed specifically to meet the
needs of every person in the workshop?
a) No, training is designed to cover your
skills and abilities.
b) Yes
c) Yes, but you also need to consider the
person who has identified the need for
training.
d) Yes, but you also need to consider the
person who has identified the need for training
and the person who is paying the training

2) What is the best way to determine what
your training needs to include?
a) Survey
b) Individual interview with each
participant
¢) Conducting a needs assessment
d) Exploring the results of previous trainings

3) Which level of knowledge comes before
mastery?

a) Awareness

b) Familiarity

¢) Competence
d) Expert

4) Which of the following is crucial for you to
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know about your participants?
a) Their previous experiences
b) Their motivation
c) Their position
d) Their previous results

5) When should you start gathering materials
for your training?
a) As soon as you're assigned.
b) As soon as you meet the participants.
c) As soon as you conduct your analysis.
d) Whenever you want

6) What should you do when you have
copyrighted materials?
a) Ask for copyright holder’s permission.
b) Ask for manager’'s or supervisor's
permission.
c) Acknowledge the material’s author
without any formal permission.
d) Use the material freely, since it's not
illegal when it comes to trainings

7) Once you have your_____ complete and
know what kind of training you need to
design, you can begin to gather materials that
will help you reach your objectives.

a) Lesson plan

b) Permission sheet

C) Survey

d) Needs analysis

8) When searching the internet remember that

what you are looking foris___, when you are
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actually finding __. il slaall 5 o jlaall (§
a) Knowledge, Information dntal) e)ﬂ)‘{*”—*‘&}éﬁ?‘;(&—%
b) Statistics, Charts aalyalinl (z

' ALY s ey (2
c) Questions, Answers syl (

d) Answers, Questions

9) Thoroughly research your topic, analyze the () Lgand o5 calall Jilaiy B 5 (e i e (pe 42 Caadl (9
material, and then break it down into the - ot (Al
____that you will use.

a) Pages caial) (]

b) Essentials Gl (@

c) Chapters Uil (z

d) Manuals sl (2
10) Blogs can relate the latest trends but are (o8 A LS5 clalad¥) Gaaald Loy 55 o @l saall (S (10
thin on actual and . Adadl)

a) Information, Statistics ‘L’“L“‘?\JU e shadl (1
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b) Details, Facts A
- - paaly Hsa (z
c) Pictures, Stories il slea g Cilal (2

d) Research, Knowledge
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Module Three review: Creating a Lesson Plan o A L) I Baa gl Aaa) s
1) What's the key element of the el (2 (il peainll g8 L (1
introduction? “"’J”‘j‘tfj‘ (

a) Training purpose :’jm :\):;(("_’

b) Training expectations ol em;(cg

c) Training steps
d) Presenting the trainer
2) Which of the following statements is true? fommaa ) &l e 6 (2

glaxd) alads Jsluil s da) )1 < yib siad () oy (]
Lea clazldl (,Ldad,us U:\SJL&A\@AAUJL u;.a(c_a

) N
Iunc'h'together to get closer. S 13 Y] dlae Akl Jokis €Ll e cins (2
c) Participants should eat together, unless aglin 5 a8 agiae

some of them have brought their meals. 2RY Jeadie 0 alaal) Jsls S jliall e oy (o
d) Participants should eat separately to el aguazy (e dal )l (e Ll
take a break from each other.

a) Breaks should be held only for lunch.
b) All the participants should have their

3) Trainings shouldn't be: 1058 ) ang Y il (3
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a
b
C
d

~—

Completely participants-centered
Designed to meet objectives.

The result of everything you know.
Based on rich content

= = =

4) Deliberately creating a couple of spaces in
your day that are light means:
a) Having a couple of topics that are
optional.
b) Having a couple of games during the
training
c) Having a couple of breaks
d) Any of the above

5) Which of the following statements is true?

a) Having a plan B is unnecessary if your
basic plan is good.

b) Having a plan B requires too much time
and energy, that's why it's not
recommended.

¢) Having a plan B is recommended only
in risky circumstances.

d) Having a plan B is recommended so
you can avoid disasters.

6) What's the most important thing for
handling unforeseen situations?

a) Being strict

b) Being flexible

c) Being relaxed

d) Being smart
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7YA___ __ may remind you of being in Tl deastundli Gl AN E(T7
school and having a teacher flip open a plan . Al “’L‘S
book Sl an N 8 ()
' ol dibs (@

a) Flip chart wjﬂ‘&:((c

b) Training Manual Gl ddba (o

c) Lesson plan
d) Instructor Guide

8) Have a couple of topics that are will 1) il ) Caaes gl gall Gy a5 (8
add to the training if you include them but are S s e ‘}““"5 N“ﬂ L*‘“‘T‘(‘\“ e,
not essential t'o'the training. ngl,_::;&\ (w

a) Entertaining i n

. i (d

b) Optlonal °_)S.JC§:‘-“WL._5\ (J

¢) Educational

d) Any of the above
9) If participants arrive late, you should . O iy« alie iy b 0 o Ll Jua s 13) (9

a) Lock the doors. _

b) Let them listen from the hallway. L el (

c) Take their names down. 80 (e saaiog agedl (2

d) Allow them to catch up during their st CGadal (7
breaks. dal ol i ol S i Glallly agd Zaul (2

10) If you can start your training by ‘ & Sl DA (e ey 508 60y SIS, IS 1Y (10
considering your ______, you will bring some s AT Gl Lebndy W (il it U“’\"_‘“‘Ll:;““ﬂ
enhancements that other trainers don't. &‘M’ij il:.; (
Wran- 5 (<
a) Wrap-up il cdy (¢
b) Lesson Plan ulall Cilda (3

c) Break time
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d) Icebreakers

Module Four review: Choosing Activities Abai) JLd) rdag) 1) 3aa o) da) e
1) Which of the following statements is true? Somaca A & jlal) e sl (1
a) Laughter distracts trainees too much. 2 e ST i) o) o geay szl (]
b) Trainers should estimate how much O Al daall jlate a8 Gyl e g (@
laughter won't distract trainees. O el oLl i juay
¢) Laughter is healthy and recommended Sl xill 4y el (aa sl (7
for training. W b bl A Ladé gy aasall g ezl (3
d) Laughter is recommended only during cuoill e Caal

games played in training.

2) Which of the following is a brief pick-me-up il 3 daiall (J LY juad Llis s b lae gl (2
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activity designed to invigorate a group?
a) Energizer
b) Simulation
c) Role playing
d) Icebreaker

3) What's the best thing to do to handle the
possibility of running out of materials?

a) Improvise

b) Play a game.

C) Let the trainees choose the next activity.

d) Have a pile of standby activities.

4) What should you do if you get sick during
training?
a) Continue until it becomes critical.
b) Have some activities on standby.
c) Find a replacement.
d) Let the participants organize activities
without you.

5) Which of the following activities should you
avoid?
a) The ones that are too challenging
b) The ones that require too much
creativity
¢) The ones that would annoy you as a
participant.
d) The ones that participants weren't
familiar before
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6) Which of the following is not something
you should do if an activity flops?

a)
b)

Stop the activity.

Make participants continue without any
action.

Organize an on-the-spot debriefing
session.

Refocus the group.

7) Trainees expect that the training will be
stimulating, interesting, and :

a)
b)
C)
d)

8) For a one-day workshop, a

Fun

Noisy
Educational
Collaborative

__minute

icebreaker should be fine.

a)
b)

45-50
5-10

9) Choosing the right activity is very important
to your training session.

a)
b)

True
False

10) If an activity flops, stop and refocus.
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a) True
b) False

Module Five review: Preparing for the Workshop
1) Which of the following statements is true
when it comes to materials?

a) You should prepare basic supplies only.

b) Being over-prepared is a good idea.
c) You can always improvise if you forget
something.
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2)

d) If you forget something, you must rely
on trainees.

What's the key for dealing with situations

like forgetting some materials?

a) Being informed about the closest supply
store

b) Being ready to take it easy.

¢) Having a back-up plan

d) Having an explanation for your trainees

The information you gather about your
trainees must be:

a) Public

b) Protected

c) Detailed

d) Personal

Why is gathering information about
participants important for the trainer?

So, the trainer can meet the needs of
the participants.

So, the trainer can eliminate the
iIncompetent participants.

So, the trainer is aware of the bonding
between participants.

So, the trainer is aware of the
experiences of the participants.

An ideal classroom set up includes a room
with minimum:

a) 8-foot ceilings and no pillars

b) 10-foot ceilings and no pillars
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c) 12-foot ceilings and no pillars
d) 14-foot ceilings and no pillars

6) Tables in an ideal classroom are:
a) Round
b) Square
C) Rectangular
d) It's not important.

7) Being ready is the sign of a/an trainer.

a) Arrogant
b) Competent
c) Unskilled
d) Personal

8) When it comes to materials, being prepared

is
a) A good idea
b) Not important
Q) Unnecessary
d) Old fashioned

9) What is “Murphy’s Law"?

a) Don't worry, be happy.

b) What can go wrong, will go wrong?
Q) Every Cloud has a silver lining.

d) It's always darkest before dawn.

10) A few tables against the wall may be helpful

when__.
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a) Participants need a break. Aal i) A G laal #lag (0
b) Participants want to chat. Al & Ll b g (@
C) Participants need to pick up 3 sall Lalaill ) & liall dals (2
materials. A sall () Jsea sl () el zlisg (o

d) The trainer needs to access materials
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Module Six review: Making a Good First
Impression

D)

Which of the following should be included

when greeting participants?

a) Trainer's introduction

b) Trainee's introduction

c) Agenda review

d) All of the above should be included in
greeting participants.

A proper greeting is important because:

a) It establishes an effective learning
environment.

b) It gives the trainer self-confidence.

C) It's an important formality.

d) All the above

If the trainer doesn't use heavy technology,
they should arrive:

a) An hour before the meeting

b) 45 minutes before the meeting

c) 30 minutes before the meeting

d) 15 minutes before the meeting

Which of the following is usually not a

necessary part of the welcome?

a) Making name tags

b) Setting expectations

c) Offering the participants some
refreshment

d) Greeting each participant individually
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5) Which of the following statements is true?

a) Energizers have only one, while
icebreakers have more than one
purpose

b) Icebreakers have only one, while
energizers have more than one purpose

c) Both energizers and icebreakers have
only one purpose

d) Both energizers and icebreakers have
more than one purpose

6) What's the most common effect of
energizers and icebreakers?
a) Breaking tension
b) Reconnecting the group
C) Injecting energy
d) Bringing fun

7) If training is technologically heavy, the
trainer should arrive_____ minutes before the
training session begins.

a) 5-10

b) 45 -60

c) 20-30

d) 15-20

8)Which of the following is not specifically a
pre-training tip?
a) Making name tags
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b) Setting up the materials
¢) Locating washroom facilities
d) Locating emergency exits

9) Openers are important because they set the
tone for learning, regain participants’
attention, and redirect preoccupied thoughts.
a) True
b) False

10) This type of tension is a result of a negative
past training experience.
a) Personal
b) Relationship
c) Task
d) None of the above
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Module Seven review: Delivery Tips and Tricks palual) o g giliad rAalad) Bas gl) daa) e
1) Flip charts should be used in groups with: e Sle sana (B GulSad) Gillabada ahadial g (1
a) Fewer than 10 people. o=la2l 10 Ce F(
b) Fewer than 15 people. E 15 ol ds‘ (=
20 oo J8 (2
c) Fewer than 20 people. Lais 20 5o SSI (3

d) More than 20 people.

2) What's the most important thing about a TR PN KEG W UV PRV VY SN L (2
video you want to use for training? o2 ‘ mt.iz (!
. 40 a0 daailias
a) lts quality i puall 5 4y s ((«,_a
b) Its visual and audio characteristics R AL, e L,:ds (CJ

c) Its relevance
d) All of the above is crucial.

3) Which of the following colors is good when ansl) eI Gl Lovie 3 5 400 9‘;3;‘9‘ sl (3
it comes to flip charts? K Q“"‘m‘ ?J{U&;
a) Any washed-out color ? ujij (i
b) Yellow Jaiall) Ojl L,,ﬁ\ (G
¢) Any pastel color aoil (o
d) Blue
4) Which of the following statements is true? fmaa 40 @l el e 61 (4

This document is a property of Asaseeyat Academy (Asaseeyat Academy is a service provided by Asaseeyat Consulting Service — COPY RGHT FROTECTED ©
©ihs sine adall (5 s - (R LiiuY) landll il AS 55 e Aedis Fadd clnlid $paST) Slaulil GuanlSY @l 285 5l) o3a

20



4 nn o
Mseeyat
cademy

Optimizing e-Learning

a) Complicated PowerPoint slides are a Jrad san iyl (o Babadl 558l Ll il yd (]
good way to make participants ) qa ) “""LM ‘L\“\”\ SERSS U‘S\Jﬁ
remember certain things. A1l Gy Babia sl 2 e (o Bl A5 (o

L . : 4ads
b) PowerPonﬁ is just a V|§ua| aid and tool. 5 L S e Mg " e st o e (2
c) Power point presentation should Al

contain everything you want to say. alaill ALK 0laS A3l ddas (4 je aladdinl cany (o
d) Power point presentation should be
used alone as full course training.

5) Which of the following statements is true? ‘ funa A @l Jall a1 (5
a) You should take breaks only if they are e dsis U e B8 dual $ deai g (
REAR PPN 7Y QJ\SLJSA;\JQ\)’&?}QSU\;};.\ (t_a
scheduled. LYl RN N
sbac ¥l Gany calla LS dal ) @l iy o 685 o) oy (g
b) You should take breaks whenever Sl
there’s a need. Aal Gy i gaas (9

¢) You should take breaks whenever some
of the members ask for it.
d) Breaks should be avoided

6) Which of the following is an effective way ey i) (305 o Jaliall Al 4yl ud b Lee 6 (6

to keep the training flowing after the o el e
breaks? A lal) el (1
a) Playing trivia games et paely s pn(
RO st sall Jiad (7
b) Blinking light on and off Jed o Le O (5

¢) Playing music
d) All the above are effective

. Ll N Jadiy ladadl o) ol Juzail
7) The best marker colors to use on a flipchart ot el gl sl o lealaind el gl Jsdl (7

Jains (i

are: 1 3 5 (o
a) Pastels Lsia Ol (2
b) Black only Jal (2
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c) Saturated
d) Yellow

8) Leave some empty space at the bottom of
the flip chart page to:
a) Add things later
b) Stick the pages together
c) Stick them to a wall
d)Pass them around

9) They will think you are rude
b)  They won't be able to hear you

c)  They cannot see what you are writing
d) Bothbandc

10) Why would the trainer ask participants to
synchronize their watches?
a) So, they can leave at the end of the day
on time.
b) So, they can go to break on time.

c) So, they can return from breaks on time.

d) So, they go to lunch on time.
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Module Eight review: Keeping it Interactive Al U Lgdlay) :ALaal) B gl Ana e
1) What should a trainer do during discussion & il Baclusal o jaall ‘Uﬂ-’ O L;*-uusﬂ\ L (1
to help trainees meet their objective? mhjf\jjﬁd M\-ﬂ‘ i
a) P!ace some parameters around the ol :’:: Z:j (i
discussion. S0 o (e
b) Place some restrictions on discussion LAY ) 05 2 Ll 0l ol (3
points.

¢) Impose their own opinions.
d) Directly cut the discussions that lead to
digressions.

2) Which of the following is not a good way ~— s8ll isle (S Jliall saclusal 82ia 48 sl G by Las 61 (2
to help participants stay on track? QC“T“M JL“““%‘ ‘-"J°‘
a) Giving.them. thipking time falia uﬁ?aﬁ\ (i

b) Org.amzmg in different groups | sy i uial (€5 el de sanall i (z

c) Asking the whole group, but choosing L
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3)

one person to answer
d) Highlight the prominent ideas only.

What is a trainer’s ideal position in the
room?

a) Sitting at the most prominent desk
b) Standing by the desk

c) Sitting among the trainees

d) Circulating around the room

What is the most important thing to do to
keep the group work focused?

a) Keep strict discipline.

b) Play calm music.

c) Put some participants in charge.

d) Give clear directions

How many words should a sticky note
have?

a) One

b) One or two

c) Up to five

d) As much as you want

Which of the following statements is true?

a) Sticky notes are recommended only
when you have no other ideas.

b) Sticky notes are fun, but not so
effective.

c) Sticky notes are a good visual aid.

d) Sticky notes are too small to be used in
group work.

Participant-centered training is led by a

a) Trainer
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b) Manager
c) Participant
d) Guest speaker

8) Provide people with processing and
time.
a) Break
b) Thinking
¢) Lunch
d) Speaking

9) lIdeally, a training workshop should be
energeticand____
a) Trainer-led
b) Interactive
c) Short
d) Participant-led

10) Sticky notes don't actually stick to
anything.
a) False
b) True

Module Nine review: Dealing with Difficult
Participants
1) Which of the following is not one of the
three basic rules for workshops?
a) What happens in workshops stays in
workshop.
b) Participants who don't contribute
should be eliminated.
C) Respect is imperative.
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d) Besides participation, we should
encourage fun.

2) Who should establish ground rules?
1) Trainer

2) Trainees

3) Trainer and/or trainees

4) The person who pays the training

3) What would you do if you had a joker in

the group?

1) Accept the fun.

2) Eliminate the joker.

3) Restrict the number of times the joker
intervenes.

4) Give him a serious warning in front of
everyone

4) Standing close to a person with undesired
behavior is recommended when dealing
with a:

1) Talker

2) Indifferent person
3) Cynic

4) Whisperer

5) When training looks easy to participants,
that's a sign that:
1) You made a mistake.
2) You're doing a good job.
3) The training is unnecessary.
4) Trainees don't understand you
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6) Which of the following might be potential

motivation for attending training?

1) You're looking forward to a day away
from the office.

2) The boss told you to

3) The training is necessary for
advancement.

4) All the above

Try to keep the list of rules :
1) Brief

2) Direct

3) Posted

4) All the above

Reasons someone may behave badly:
1) Tired

2) Too much caffeine

3) Worried

4) All the above

How might you regain control of a noisy
group?

1) Walk out.

2) Whisper

3) Turn out the lights.

4) All the above

10) Who do you develop strategies with to

manage interruptions?

1) You do it alone

2) The group

3) The person who assigned you
4) The manager
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Module Ten review: Tackling Tough Topics
1) What's the key thing for handling
difficulties in training?
a) Asking for help
b) Pointing out your leading position
c) Staying professional
d) All the above

= — & —

2) What should you do if you find yourself
part way through a presentation and learn
that you have struck a nerve?

a) Stop

b) Adjust your material.

c) Change your material completely.
d) Start all over

3) The greatest tools to help you adjust your
materials reveal themselves:
a) Before the training
b) During the training
c¢) When it comes to difficult situation
d) Anytime — there is no rule about this
one

4) What helps you the most to prepare for
unexpected events in training?
a) Your knowledge
b) Your social skills
c) Your flexibility
d) Your group

5) What is the best way to deal with sensitive
issues in the workshop?
a) Pointing out how sensitive it is
b) Open discussion
c) Survey
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6)

d) All the above

Which of the following statements is true?
a) Participants should reveal their opinions
about a sensitive issue to each other,

since it helps them with bonding.

b) Participants should avoid sensitive
topics.

c) Participants often don't want to reveal
their opinions about sensitive issues to
each other.

d) Participants always argue when it comes
to sensitive issues

Watch closely to ensure that people are
not intruding on one another by forcing
someoneto

a) Show them their answers.

b) Talk to them.

c) Reveal their thoughts.

d) Leave

Make sure that statements in an attitude
survey are not open to interpretation or
bias, by using ___
a) A dictionary
b) The internet
c) Clear and simple language
d) Creativity

Have a colleague review the questions or
statements with you so that you can
prepare an/a ______

a) Great PowerPoint
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b) Open discussion
c) Effective survey
d) All the above

10) Sometimes you will be addressing
sensitive issues in training that could trigger
a) Early dismissal

b) A physical reaction

c) An emotional reaction

d) An argument
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