
 
  
 

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 
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Icebreaker: Companies vs. VET. “Needs Analysis” for WBL 
Topic in the Training Program Introduction: Quality of VET and WBL.  
Competence to be trained: Identifying problems in VET and WBL and sharing responsibility. 

Understanding the need for closer cooperation between VET and 
companies 

Submitted by Vita Žunda, Baltic Bright, Latvia (zunda.vita@gmail.com) 
 

Step 1 
The participants are divided into 2 groups 

- Group of VET schools’ representatives/tutors 
- Group of Companies’ representatives. 

Each group is given a big fipchart sheet. The sheet is divided 
into 2 sections. 
 
The Company group has brainstorm, discuss and write down 

- What VET schools do wrong (do badly), where they fail 
- What VET schools do right (do well) 

The VET School group has to brainstorm, discuss and write down 
- What Companies do badly in WBL  
- What Companies do well in WBL 

Step 2 
Company group presents their opinions about VET and their arguments. 
VET School group presents their opinions about Companies’ work in WBL. After each 
presentation (or after both presentations) there is a discussion. 
 
Usually both sides are critical of each other in their presentations. After presentations they 
realize that there are valid arguments on both sides. Presentations and discussion provide a 
summary of problems in VET and WBL. 
 
The Trainer/moderator may make one list of the main  
Prolems in VET and WBL. The list of problems provides  
‘needs analysis” for tandem training event, i.e., working 
together to resolve problems and improve VET quality.  
 
 
Step 3. 
The Trainer (moderator) invites all participants to discuss 

- Which problems can be solved through high quality WBL 
- Which problems can be solved through better cooperation between VET and 

Companies 
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