
 
  
 

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) 

Assessment and Evaluation in 3 stages of WBL

Topic in the Training Program: After: Assessment and Evaluation in WBL
Competence to be trained: Understanding the process of assesment, cooperation for assessment
Submitted by: Vita Žunda, Baltic Bright, Latvia (zunda.vita@gmail.com)

Before
  

• School and Company agree on as-
sessment approach

• Discuss assessment criteria and tools 
to be used

• Explain  criteria to Trainee

• Promote Trainee’s self-assessment 

During

• Company: regularly assess perfor-
mance acc.to learning plan

• School: discuss interim or regular 
evaluation with company

• Check on Trainee’s self-assessment

After

• Company: provide documented as-
sessment  of Trainee’s WBL

• Company: letter of reference for 
Trainee

• Company: get feedback from Trainee

• School: discussing results of WBL with 
Trainee, assessment, validation

• Self-assessment of Trainee

• Evaluation of WBL quality by VET 
school and Company

 

Task 1: 
In pairs, or small groups  
(VET tutors + workplace  
tutors) discuss
1) 	assessment approach 

used by the VET school 
represented in the group

2) 	assessment criteria: where 
are they formulated?

How to promote 
self-assessment?

Role of 
diary?

 Task 2:
1) Companies share 
examples of  their 
internal evaluation 
tools
2) VET schools share 
– what is assessment 
procedure at school 
after WBL;


