

[image: cover]









[image: images]







Acknowledgements




[image: images]








I would like to thank my wife, Janet, Jonathan Backhouse and Mick Crabtree for their tremendous support, encouragement and help in producing this book


I also acknowledge the debt I owe to the many Instructors, Trainers and Adult Educators that I have worked with over the years. When training and coaching many of these fine people, I have picked up so many good practices, which I have included as hints and tips in this book.





Copyright Gerard A. Prendergast 2018




Foreword




[image: images]








As Chairman of John M. Campbell & Co., premier training company in the Gas Processing Industry, I have had the privilege of meeting many instructors and many train the trainers from around the world. The “secret sauce” of providing effective adult learning opportunities has been a continual search for our company. I have known Gerard Prendergast since 2001 when we asked him to develop processes and procedures for improving the quality and performance of our instructors. Gerard brought innovative ways of helping our instructors to improve their skills. He added considerably to the way we recruited our professional Engineers and helped us share the “secret sauce recipe.”


The advent of e-learning was championed by Gerard in our company and led to assisting our accomplished trainers with gaining new skills. This book attempts to gather both the theory of how to provide both in-person and online training with the best practical methods. I hope that you find that this book offers a clear path to implementation of effective adult knowledge transfer for those involved in managing, designing or providing adult learning opportunities.


Larry L. Lilly


President EC&I at CDI Engineering




Introduction




[image: images]








This book is designed to give new and experienced instructors and trainers hints and tips to make their training sessions more effective.      There is also a section on how to implement and train Instructors and trainers in blended and online learning.    It is a useful guide for training managers as well.


The hints and tips in this book, cover:


• How to get participant ‘Buy in’ to what you are teaching


• How adults learn


• Course Design and the importance of measurable Objectives


• Exercises to open your course effectively


• Exercises to find out what your participants want from your course


• How to run small group exercises


• How to debrief exercises effectively


• Dealing with questions effectively


• How to ask effective questions


• The use of and reading body language to enhance your effectiveness


• Listening skills


• Delivery techniques


• Aids to help you deliver your courses


• Coping with different learning styles


• Dealing with difficult participants and Classroom problems


• Dealing with different cultures when teaching


• Implementing blended or online courses


• How to be an effective blended or online trainer


• Dealing with participants in online and blended courses


• Course evaluation sheets


• Concluding your course effectively


• Evaluating your own performance


• Helping your course participants to use the knowledge learned post course


In this book, I use the term Trainer to mean Instructor and Tutor too. Whilst working in the South East of the United States, I was told that local people considered that instructors trained people and trainers trained animals.    If that is truly so, I ask such people for their forgiveness.


If you are an experienced trainer, you may already use some of the hints and tips shown in this book, but I will be disappointed if you do not get at least 10 new ideas, tips or exercise from reading this book.


You will see that I advocate participative training methods throughout this book. This is because in my experience adults want to be involved. They insist on being treated with respect. They get bored with being talked at or to and want to take an active part in their training.


I hope that this book will become a useful resource for trainers generally. You may consider, that by re reading parts of it, every so often, you will remind yourself about things you are not using in your training courses.    You do not have to start at the beginning, but dip into any section that you think you may benefit from, at a particular time.


At the start of each chapter, you will see a list of things I hope you achieve from reading that chapter.    At the end of each chapter, I will ask you to list the three most important ideas you take from the chapter.    By doing this, it will help you to remember the most important points of what you have just read.


I hope this book:


Makes you think about your training


Gives you tips you want to use


Increases your ability as a trainer.


Gerard Prendergast    June 2018
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Getting ‘Buy in’ at the Start


or


Getting Participants in the right frame of mind




[image: images]








In reading this chapter, we hope you achieve the following benefits:


You will be able to: -


1. Explain why active participant training helps learning


2. List some ways to encourage active involvement by course participants


3. List activities that encourage active participation


4. Demonstrate ways to establish what learning participants want from the course


5. List the advantages and disadvantages of various room layouts


Experienced trainers recognise that, by actively involving their course participants, they will achieve a much higher degree of learning.    Professional workers expect to have some say in the learning in which they are involved.    There has been some recognition that lecture based training was failing to keep many participants attention.    It was also recognised that that form of training failed to motivate some different types of learners.


People who feel relaxed and in a safe environment tend to participate more, remember more and learn more. So if we can create an atmosphere, where participants feel that they are valued, their opinions matter and they feel safe to express their views, they will gain much more from any training session.    Active involvement by participants will result in effective learning, because they take responsibility for their own learning.


In order to engender a ‘safe learning environment’ the trainer needs to actively promote this, from the very start.    By having a warm greeting process to welcome participants to the classroom, you will start to encourage the right atmosphere.    It is helpful to greet everyone individually, as they enter the training room, building a personal connection at this stage.    It is important that you are seen as open and welcoming on introduction. The chapter on Body language has some valuable advice about this.


Distractions


Your participants will come to the course, hopefully leaving behind their personal day-to-day concerns, but this cannot be guaranteed, even if the individual participants wish to be able to do so.    It helps to promote the ‘Safe Learning Environment” if the trainer can minimise some of these concerns, then.    The trainer should request that cell phones, computers, and digital tablets be switched of or at least set to ‘Silent” (See “Setting the Course Ground Rules” later in this chapter) You might request, if the need arises for a call to be to answered, that the participant leave the room so as to alleviate any distraction.


Many trainers start building a rapport even before the course starts. This is often achieved by sending a welcome letter or email to each individual.    As well as setting out the course objectives, location, time and suggest dress code, it should emphasise the participative nature of the course. Mention the fact that you will run small group work and exercises. Such a communication will help to start setting the tone of the course.    However, it has been my experience that far too often, letters sent to companies for their employees attending the course fail to reach the prospective participants and you should take this into account. In my view it is still worthwhile sending out letters and emails, where you have email addresses.    I usually include an item in the letter about the dress code expected. I suggest that participants adopt a ‘smart casual’ dress and that ties are optional. I stress that I wish people to be relaxed.


How you are dressed can have an effect on the atmosphere on the course.    Different cultures may have an effect on how your clothing is perceived.    I have found that dressing in a ‘smart casual’ way, usually covers most cultural requirements.    If you are a lady teaching in the Middle East, or have a number of participants from that region, then it may be wise to ensure your arms are covered.      The more informal you can be, taking account of the cultural issues, the more that participants are likely to relax, which is good for the learning environment,


Participants will then start to make judgements about you and the course you are about to deliver, when they first meet you.      Trainers must display a degree of confidence and optimism that the course will be enjoyable and achieve the required learning. Too often, trainers’ rush into giving the outline of the course first, rather than working on making people feel relaxed, and giving them some say in what they want or need to learn.


Room Layout


How a training room venue is laid out will have an enormous impact on the ‘Safe Learning Environment’ and the amount of interaction that will/will not occur.    Whilst it is recognised that the trainer does not always have the power to determine the layout of the training room, where possible the trainer should try and get the most suitable layout in order to help the participants meet their learning needs.      Unfortunately, often what the client provides will determine what can be achieved and often compromises may have to be made. That said, the following considerations are important:


1. How many Participants on the course?


This will determine the size of the room you will need.


2. What learning activities will they be undertaking?    Small group activities will require tables for teams to work around or break out rooms and each team will need a flip chart. If team work is carried out the in training room, it is important that the participants can all see the main screen and hear the trainers





Tip: When setting up your room physically go to the extremes of the room and make sure you can read the screen clearly. It is also helpful to test the acoustics.





3. What are the physical attributes of the training room?


This is important, as it may affect the participants ability to see hear and learn comfortably. Such things as: pillars, Windows (distraction opportunities and too much light which may affect the screen presentations). Narrow or wide rooms also can affective the participants’ ability to learn comfortably. Large group activities may be hard to accommodate in some rooms


4. The shape of the room will often determine the trainer’s position at the front of the room.    Please try and avoid using a lectern as this often ends up being a communication barrier between the trainer and the participants. Having a table for the Digital projector and the Trainer’s computer is desirable, as is a side table for hand-outs and other material.    A chair for the trainer to use on rare occasions can also be useful.


5. Check how to control the temperature of the room before the class starts. It is better to start with a slightly colder room, as the temperature will increase as more people gather.


6. For use of posters and other training aids please see the chapter entitled ‘Training aids and how to use them.”


7. Check on potential distractions such as fire alarm tests or contractors working nearby


8. Do you need to consider where to place participants with visual or hearing impairment?





Figure 1: Classroom Setup
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This set up is the traditional setup in many training venues.


Advantage:


Participants should be able to see the Trainer and the screen clearly.


Disadvantage


Difficult to get Participants into groups easily


Tends to inhibit information sharing





Figure 2: Classroom layout U shape
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Advantages


1. The trainer can move close to all the participants by using the space in the middle of the U


2. By some of the participants moving their chairs into the middle of the U, they end up with three group-working tables. This will work for up to 18 participants


Disadvantages


1. Hard to use for group work with more than 18 participants without additional break out rooms or other tables in the Class room


2. Some Participants may find looking at the screen uncomfortable, as they have to look to their right or left, depending on where they are sitting





Figure 3: Classroom layout Chevron shape
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Advantages


1. This layout can accommodate more participants


2. Each table can be used for small group working without moving table


3. All Participants are able to see the screen and the trainer easily


4. Trainer can get close to the participants


5. By labelling tables with number or letter it avoids confusion as to where participants need to be to form new groups


Disadvantage


1. Not the best layout for initiating group discussion





Figure 4: Classroom layout Round Tables
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Advantages


1. This layout can accommodate more participants


2. Each table can be used for small group working without moving table


3. All Participants are able to see the screen and the trainer easily


4. Trainer can get close to the participants


5. Best shape for initiating group discussion


6. By labelling tables with number or letter it avoids confusion as to where participants need to be to form new groups


Disadvantage


Requires more space than most layouts


A similar set up to the round table one is where Rectangular Tables are used.    This does require even more space, but has similar advantages to the round table setup.


If there is a large U shape setup you can add some rectangular tables in a chevron shape in the middle of the U. I found this to appear somewhat claustrophobic


Trainers need to be able to adapt the training room that they are given. Unfortunately this is the real world.      How the room is laid out will have a real affect on how participants perform.    The effect of the room layout is often very much underestimated by trainers.    The importance of this is why I have included it in the opening chapter of this book.


Your Classroom Position


Where you stand or site in a classroom can affect the atmosphere.    When presenting, you may need to stand. Where possible, try and face to participants. If you are using a PowerPoint or Keynote presentation, then place your computer between you and the participants. That way you can see what will be on the screen mirrored on your computer and still see the reactions of your audience.    When possible move away from you computer, when asking a question or introducing an activity.    When trying to promote a discussion, it helps to sit down.    Try not to anchor yourself in one position.


Refreshments


Having a variety of refreshments available will add a positive aspect to how the participants view the course and the trainer.    Having desk sweets (some of which are sugar free), hot and cold drinks and during breaks some cakes and pastries help participants enjoy the learning experience.


Tidiness


If you want the best results from your participants you must keep their environment reasonably tidy. It is important to make sure that any discarded material is removed at the end of each day. You should be in the classroom at least 15 minutes before class starts and ensure that the classroom looks tidy, you have enough Flip Chart pads and marker pens and any hand-outs need for the day’s sessions are to hand.


Security


Unfortunately, thefts from classrooms do occur, especially in city environments. You should warn participants to be on their guard and to take care of their possessions.    It is advisable to state that you and your company are not responsible if items go missing from the classroom.


Tip: Arrange with the Hotel Staff or location Reception Desk staff for your training Room to be locked, if you leave it for lunch breaks and insist that they only agree to open it for you (or a designated Participant). Too often Staff have allowed someone posing as a course Participant into classrooms during lunch, who then proceed to steal valuable items


Personal Introductions


What are the benefits of self-introduction?


Think about this for a minute or so.


I believe personal introduction achieve the following:


1. Helps to bond the group.


2. Gets groups members to realise what they have in common.


3. Gets group member to realise what expertise others in the group may have


4. Helps you, the Trainer/ Instructor, see who is extrovert or introvert.


5. Helps you, the Trainer/ Instructor, start to understand what the attitude of the individual is.


Tip: I Use ‘Tent Name Table Cards (Stiff card that can be folded in half so it can be displayed on each desk) I ask each Participant to use a large Marker pen to write on the card the name they like to be call, and then to place it on the desk so that I can see it.


Introduction Exercise


If the Trainer gives a few headings to be covered during the personal introductions then this often cuts down the time taken to run this exercise.    I usually ask people to use the following headings which I display on the screen, using a PowerPoint slide, when they introduce themselves. An alternative is to put them in pairs to share this information when they introduce each other, this usually cuts down the time spent on each introduction as the person sticks to the facts and does not elaborate:


The headings I use are:


• Name and what they like to be called.


• Their Job/ Role and how long they have been in their current role. This is useful because you may be able to get them to share various experiences during the course. It also allows other participants to identify individuals with whom they may wish to share information.


• Family circumstances.    This can be useful especially if participants have very young children or relatives with problems, as this may affect their course participation.


• Hobbies / Interest.    This often leads to real surprises and again helps to create interest.


Tip: I find it helpful to draw a seating plan, prior to personal introduction session.    When participants introduce themselves I annotate the seating plan with the following information: The name they like to be called, their job and work role and sometimes their hobbies and interests. This information helps future one-to-one conversations.


I start the debriefing part of this exercise by introducing myself. I tell them what I like to be called and a brief outline of where I come from. I give them a brief outline of my work experiences and education to emphasise why I am qualified to run this course.    I also mention my hobbies and interest.    Including hobbies and interests has made many participants want to ask me questions about this, during breaks and has helped to create a better rapport between us.


Where appropriate, I then get each person to introduce the person they interviewed. This tends to cut down the amount of time it takes to get the introduction s completed.    Otherwise, if I do not use pairs, I get the individual to tell the class about him/herself, using the headings provided.


Tip: After personal introductions, I find it useful to positively comment of the experiences mentioned by the participants. I then point out that each participant will bring some relevant observations and knowledge to the course.      I then urge then to share and listen to others experiences, as this will enhance their understanding.


A starting Exercise (to encourage active participation)


By encouraging your participants to be active at the start of a course, you set the scene for how you are going to conduct the course.    The following exercise will give the Participants a sense of ownership.    By getting them to work in small groups. You will promote the idea that they will learn from each other, as well as from you.    


A useful way to find out what your participants think is important to them is to:


1. Issue each person with a card measuring 6 Inches x 3 Inches (152mm x 76mm) or sticky notes of a similar size.


2. Ask them to write down 3 to 5 things what they want to gain from the course.


3. Tell them they have 10 minutes.


Once you observe that they have finish writing or the 10 minutes have elapsed, then ask for a volunteer to read out their objectives for the course. You can then tell them when or whether this will be covered. If it is not going to be covered, then tell them at this time. It is better to state this clearly at the beginning, rather than the participant find out at the end of the course.    They will more likely accept the situation at the introductory session and it will have a less negative effect, than if they find out at the end of the course. You may be able to advice them of another course that may cover this item, or suggest that you may be able to help with this item, outside of the timetable.


Once a participant has finished talking, ask them to post their card/ sticky note on a wall of the classroom and explain that, as you go through the course, you will be visiting each of these cards every day to see how their items are being covered.      On following days, or at the end of some sessions, I take a few minutes to review the cards and see if we have covered what people’s requirements, to their satisfaction.    Every morning, I ask each person to review his/her card stating what has been covered on it and what remains to be dealt with.      This exercise shows that you take their learning needs seriously and gets them involved in thinking about the course and what they may be able to get from it.


Whilst this exercise takes a little time, the benefits are excellent, in that it tends to make participants realise that you are interested in what they want to learn. It also gives you information on what the learners think are the important topic on the course.    By getting the participants to share what they individually think they ‘need to know’, it is likely that other participants will realise that they also “need to know ‘ the same or similar things. (For the value of getting participants realising what they need to know, see “How adults learn’)


It may be helpful to you to use a classification that I have been using for a few years, to label the initial attitude of course participants.


I classify participants as being:


1. Learners – Participants come to the course wanting to learn. They start willing to learn and usually will work hard to do so. You can damage their enthusiasm by using poor training techniques and squash their enthusiasm


2. Holidaymakers – These participants come to the course to get away from work (sometimes as a reward for hard work). They will enjoy the location of the town or city where the course is being held and will like to party and sightsee. Often they will also be willing to put real effort into learning, particularly when they see that the Instruct/ Trainer does not apply rules too rigidly.    Most Holidaymakers can be encouraged to learn too, especially if the atmosphere is relaxed in the classroom.


3. Prisoners – These participants do not want to be on the course for various reasons. Some will feel they do not need the course and already know all about the course subjects (they are often mistaken about this). Or they feel that they are being ‘punished’ by their manager, by being sent on the course. Another reason that I am seeing much more these days is that some participants have such a high workload; they feel they do not have time to attend the course and often are expected to complete complex assignments whilst being away from their work place.      


The earlier you can identify which group each participant is in, the more effective you may be able to deal with that individual in a positive way.    Early identification is important and the more you can ask individuals to talk and interact, the more likely it is that you will be able to determine their individual attitudes.    We will be looking at ways of dealing with difficult participants in the chapter entitled “Dealing with Difficult Participants”.


Setting the Course Ground Rules


Imposing rules on adults does not always work. A group usually observes rules if they devise them themselves.


This exercise is fairly short:


Get the group members to:


1. Write down a few thoughts about:


What do I expect?


Of myself: What am I expecting to put into the course. This helps the individual to realise that they have a responsibility for their own learning.


Of My Peers: What help and information will I be looking for from other participants? Sometimes individuals realise that what they expect of others they must be prepared to give themselves.


Of My Trainer/ Instructor: This will often show unrealistic expectations that you can deal with at the debriefing of this exercise. It also allows you to emphasise that you are there to help and answer queries.


2. Ask participants to read out what they have written.


3. Ask them what rules should we have in the Group to ensure that these expectations are achievable.


4. Write down key words that convey the ‘rules’ on a flipchart. You may need to prompt the group if they have forgotten important issues like the use of Mobile phones, use of computers/tablets during session and time keeping. It allows you to emphasise the importance of time keeping and keeping discussions ‘on topic’.


5. By displaying the finished flip chart in a prominent position in the classroom,


you may be able to refer to it, if you find some group members are ignoring some of the rules during the course.    You may find this will hep to improve the situation. By reminding participants that they agreed these rules, you are more likely to improve such situations.    We will be dealing with how to handle difficult participants and situations later in this book.


Tip: It is useful at this stage to emphasise that participants are responsible for their own learning and that you will do everything you can to assist them achieve the learning goals.      Point out that you can only create the opportunity for learning to take place, but you cannot force anyone to learn.


Introducing the Course Time Table


Most people want to know what they will learn on the course. You may have supplied each participant with a course folder. If so, it is likely to contain the course timetable listing the topics to be covered. I usually have a copy of this projected on the screen at the front of the room.    When explaining it, I ask the participants to raise their hands for any topic mentioned that is of particular interest to them. I then write the number of people who found the topic of interest, on my paper copy of the programme. This gives me some valuable information. When I have finished reviewing the programme, I then ask which topic is of least interest to individuals.    I often ask ‘Why is this topic of little interest? “ I mark my paper copy with a minus number corresponding to the number of hands raised. This information is very useful in order to allow me to see where the greater emphasis should be place during the course.


You may also ask if the start and finish times are suitable.    Often by changing the start and finish times, you may help your participants miss the ‘rush hour traffic’.


By showing that you are willing to be flexible, you will usually gain kudos with the class. It is important that you only implement change to the start and finish times if it suits all of the participants. You may find that a ‘start-time’ change will make it impossible for one or two participants to arrive on time (often due to school ‘drop offs’). It such cases, I will not change the start or finish times.


Stages in starting the course


To review what this chapter has covered, I will now list the stages that I think are important:


1. Warmly greet individual participants as they arrive.


2. Get participants to list their objectives for the course


3. Run Personal Introductions exercise


4. Try to identify the Learners, Holidaymakers and Prisoners


5. Get participants to help draw up the ground rules


6. Introduce the time table and get participants to indicate what they find most and least interesting on it


7. Set up the room layout to encourage the most interaction possible


Having read this chapter, it will help you to write down at least three things that you found useful and that you might use when training:


1.


2.


3.




How Adults Learn
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Many books have been written about adult learning, this chapter covers a very brief overview of how adults learn, just enough to emphasise the benefits of participant centred learning.    It also contains a further reading list for those who may wish to explore this subject further.


In reading this chapter, we hope you achieve the following benefits:


You will be able to: -


1. Explain how adults learn.


2. Explain why it is essential to stimulate effective communication between participants early in a course.


3. Explain why participant centred learning helps keep learners focused.


Why bother with the theory of Adult learning? What is in it for me? These are valid questions that many trainers may be thinking about. I believe an understanding of the theory of adult learning will help instructors and trainers to:


• Consider how to increase their effectiveness in encouraging adults to learn
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