
 
  
 

4-Step Method. Instructing a Trainee 
Topic in the Training Program: During. Practical Training Methods 
Competence to be trained: how to instruct a trainee to perform a specfic task 
Submitted by: Vita Žunda, Baltic Bright, Latvia (zunda.vita@gmail.com) 

 
Working in small groups (3-5 participants) 
Task: 1) read and discuss method description; do you use something similar? 
            2)  watch the video and identify 4 steps.  Assess Tutor’s work in the video (link).  
            3) Simulation game: within your group prepare a task/activity which you will 
teach a Trainee using 4-step method. Choose the Tutor/Mentor who will do the 
instructing. Choose a Trainee from participants outside your group. After preparation, 
demonstrate “instructing a trainee” to all participants. 
 

 
 

 
Step 1: Greeting and introduction. Possible topics: 
- What “action” will be learned 
- Is there any previous knowledge, experience (or how is this task related to what was learned earlier)? 
- Why it is important to perform it in a precise manner, is it part of some larger process? 
- Work safety, or hygiene requirements related to this activity.  
 
Step 2: Mentor demonstrates 
- Mentor shows how to perform this task correctly, and in parallel explains, comments his actions; 
- Trainee observes, tries to memorise, asks questions. 
 
Step 3: Trainee practices 

 

 

 

A brief 
conversation to 
introduce the task 

 

 

Mentor 
demonstrates 
how it should be 
done and in 
parallel explains 

 

 

Trainee practices, 
Mentor supports,  
corrects 

 

 

Trainee 
demonstrates ability 
to perform the task  
independently  
Mentor provides 
feedback 
(assessment) 

Workplace Tutor as a Coach
Topic in the Training Program: During: Practial training methods, providing feedback
Competence to be trained: Coaching principles and skills; supporting motivation
Submitted by: Vita Žunda, Baltic Bright, Latvia (zunda.vita@gmail.com)

How to build the conversation…

GOAL: have it in
mind or formulate

together

STRONG (RELEVANT)
QUESTIONS:

Use open questions

ACTIVE LISTENING:
show interest, pick up

key points, check if you
understand correctly

REGULAR FEEDBACK:
encourage, support,

summarize

Why ask questions:

AGREE ON ACTION 
PLAN:

What will be the next step
…. Shall we try out …

PREPARE! Consider:
- How to begin; - Main questions;
- Possible scenarios; - Future plan

FOLLOW UP:
another/more 
meetings to

follow up on the 
Plan


