
Image placeholders
This layout is set with a p icture placeholder for photography. 
To insert an image:
• Click on the ‘picture placeholder icon’

• Navigate to the file and insert
Updating image

• Click on the image you wish to change
• Delete the image
• Follow the steps as above to insert an image
Cropping image
When the image is inserted it may not automatically show the 
part of the image you want. To change what is shown:
• Select the image
• Go to ‘Format’ tab
• Select ‘Crop’
• You can now move the image within the placeholder.
Resizing image

If the shape of the image resizes too small or big, you can 
reset the placeholder by:

• Right-click on the page
• Select ‘reset slide’ (note: Us ing this action will reset all of 

the manual formatting on the page)Instructor 
Excellence Program
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Reapplying the Slide Layout

Putting text into a p laceholder not only ensures  the text sits  in 
the correct place and is formatted correctly, it also helps  to 
update the page quickly and efficiently. 
• Right click on the page
• Click on ‘Layout’
• Select the layout you require
Text bullet formatting
• To use text/bullet formatting levels correctly, use the 

Increase Lis t Level and Decrease List Level buttons from the 
Paragraph group on the Home tab

Alternatively you can use the keyboard shortcuts:

• Shift+Alt+Right arrow key = increase level
• Shift+Alt+Left arrow key = decrease level
Guides
• To ensure all other elements aside from placeholders are 

pos itioned correctly, switch  your drawing guides on
• Click Alt+F9

The Instructor Excellence Program is 

an ongoing, year-round program, 

that is placed to help support our 

trainers in Technical Training. 

Instructor Excellence Program (IEP)

Check out the 
Instructor 

Excellence Hub 

for great 
information and 

resources
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Train-the-Trainer (US)

- LinkedIn Learning: Train-the-Trainer 

- Class series for our new trainers taken within six (6) months of them starting their 

trainer role (US_PLD_PDV450):

• Day 1 – Covered topics:

- Public Speaking

- Classroom Management

- Presentation Skills

• Day 2 – Covered topics:

- Delivery Techniques

- Managing Classroom Behaviours

- Creative Training Techniques

• Day 3 – Teach-back presentations
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UK Trainer Requirements
Trainers will be qualified or will be gaining qualifications to the following:

• At least Level 3 Award in Education and Training (formerly known as PTLLS)

- Or higher – Level 4 Certificate in Education or Training (formerly known as CTLLS)

- Or higher – Level 5 Diploma in Education and Training (formerly known as DTLLS)

• The qualification/s cover essential topics related to teaching and training, including understanding 

the roles, responsibilities, and boundaries of teaching; planning and delivering inclusive teaching 
and learning; assessing learners' achievement; and using resources effectively.

• Level 3 Assessment Qualifications – Role Specific:

- Level 3 Award in Assessing Competence in the Work Environment (CAVA) 

- Level 3 Award in Assessing Vocationally Related Achievement (AVRA)

- Level 3 Certificate in Assessing Vocational Achievement (CAVA). 
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UK Trainer Requirements
Experience, quality assurance and continuing learning

• Relevant industry experience 

• Quality Assurance: Trainers should demonstrate an understanding of Quality Assurance processes 

within education and training, ensuring that teaching and learning meet the required standard.

• Continuous Professional Development (CPD) – trainers are to engage in continuous professional 

development to stay updated with the latest teaching methodologies, industry practises and 
regulatory requirements.
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Provides trainers with the opportunity to reflect 

and evaluate their teaching practises. Works to 

identify areas of strength, and improvement that 

can be addressed by continuing professional 

development (CPD).

Observation Process

Peer Observations 

(1x per fiscal year)

Conducted by a manager, or 

peer trainer

Instructor Excellence 

Observations 

(2x per fiscal year)

Conducted by an upskilled 
observer

Learner Progress 

Reviews (UK)

(1x per fiscal year)

Conducted by an upskilled 
observer
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Documentation:

• NG WOW23: Training Observation and Evaluation Guidance

• NG PR15: Instructor Observation Folder

• NG F3506: Instructor Observation (IE) Form

• NG F3160: Peer Observation Form

• UK F3161 Progress Review Form

Observation Process - Useful Resources

 IEP: Observation Process Overview

 Peer to Peer Observations
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The platform we use in Technical 

Training to view and record 

observations, self-assessments, 

and development plans.

SISRA

SISRA Observation Resources:

• NG W590: SISRA – Creating Instructor 

Observation Record

• NG W591: SISRA Viewing Observations 

and Action Items 
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• Form has space to review: 

- Intent/purpose of the 

training session

- Delivery style and 

techniques used and 
how implementation 

impacts learning

- Quality of learning 

(positives/strengths)

Instructor Excellence Observation Form
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- Areas to improve the 

quality of learning

- Strengths and areas to 

improve for learner 

engagement and attitudes

- Personal development

Instructor Excellence Observation Form Continued
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• Form provides space for 

the observer to reflect on: 

- The impact/purpose of 

the training session

- The implementation of 
delivery style and 

techniques and their 

effect on learning

Manager and Peer Observation Form
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Development Tools on SISRA

• Helps identify areas of strength and focus areas to 

build development plans

• Self-assessments are done once every fiscal year 

(preferably within Q1) or within 3 months of a new 

starter.

Development Plans
• Used as a development tool to identify focus areas for 

the fiscal year.

Action Items
• Can add action items on to SISRA and continually 

track progress.

Self-Assessments
Work Instruction link

CPD Log • Can continually log and track learning activities done
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Development Tools

Instructor Continuing Training

• eLearning available on MyHub including topics of: 

- Instructional Design (NG_GLD_PDV509W)

- Adult Learning Principles (NG_GLD_PDV508W)

- People Management (Online/In-Person) 
(NG_GLD_PDV510W/PDV510)

• LinkedIn Learning
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