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The Professional Instructors list of Do’s and 

Don’ts While Conducting Training 
 

Professional Instructors Must Do the Following:  
 

 Arrive on time to the training center or office. 

 Instructors must start one hour as a minimum before the start of 

their training session. 

 Instructors must ensure that all equipment and programs such as 

computers, projectors, remotes, videos and sound systems are in 

working condition before the start of any training session. 

 Instructors must make arrangement of water for drinking purposes, 

stickers, pencils/pens, post tests, handouts and room fresheners (if 

required). 

 Instructors must arrange the classroom so everyone can see the 

instructor and slides, and in particular the demonstrations or audio 

visual material used. 

 Instructors must maintain good housekeeping of training rooms. 

 Instructors must ensure training rooms are at a pleasant 

temperature. 

 Instructors must inform students about the training subject, some 

may be there by mistake when they came to your class. Guide 

them to the correct training rooms. 

 Assist their participants with attendance sheets. 

 Remove pens, tags, jewelry and other distracters from their 

appearance.  

 Start training sessions on time. 

 Smile when starting their presentation.  

 Maintain good voice modulation (speak loud enough for all 

students to hear), or use a microphone and speaker system. 

 Follow lesson plans & scheduled times. 

 Introduce themselves and give a warm welcome to all participants. 

 Discuss subject related items only. 

http://www.everythingsafetyntraining.com/


ESNT  
Everything Safety N Training 

  
 

www.everythingsafetyntraining.com 

 Explain the benefits of the class and what they will learn in the 

class. 

 Involve all participants by asking questions throughout the session. 

 Maintain good eye contact with the audience. 

 Be committed during the class. 

 Emphasize important points of the training session. 

 Move around the classroom while training (BUT NOT TOO MUCH). 

 Give breaks after 45 minutes to one hour of training. 

 Be available to the participants during breaks. 

 Use your own words; just reading the slides is not good.  

 Appreciate and encourage participants with questions and answers 

related to the subject. 

 At the end of each training session give a conclusion and revise 

important points. 

 Ask Questions of the participants. 

 Give post training tests and grade answer sheets. 

 Let participants know who passed and or failed any tests. 

 Give participants who fail tests an opportunity to retest. 

 Or help re-schedule training for those who fail any post-test. 

 

Professional Instructors Must Not Do the 

Following:  
 

 Instructors must not arrive late to a training session. 

 Instructors must not roam in front of the screen or projector. 

 Use bad mannerisms. 

 Instructors must not scratch any part of your body while delivering 

the training session. 

 Instructors must not put their hands in their pockets while training. 

 Instructors must not be rattling keys or change.  

 Instructors must not shuffle papers or pens. 

 Instructors must not use verbal annoyances (“uh”, “You Know”). 
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 Instructors must not embarrass participants. 

 Instructors must not use vulgar or abusing words related to race, 

caste or nationality. 

 Instructors must not sit on the desk. 

 Instructors must not shout at or insult participants if they made 

mistake. 

 Instructors must not make the lecture boring or too lengthy. 

 Instructors must not forget to thank participants for attending. 

 Instructors must not have glasses or hats on your head. 

 Instructors must not have items hanging off your clothes. 

 Instructors must not allow anyone to sleep. 

 Instructors must not point with a single finger at any of the 

participants, treat them in good manner. 

 Instructors must not forget that if you don’t know the answer to a 

question, then to say I will find the answer and get back with you 

after the session. Then do so! 
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