Principles of Adult Training

A Course for Guest Presenters
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Module Objectives
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By the end of this module, you will be able to:

· Discuss the dynamics of training adult professionals

· Use a variety of skills in classroom presentations
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Presenter Preparation

The Cardinal Rules


· As a Presenter, you  must

· Know yourself

· Know the audience

· Know the Subject 

· Know the environment

· Your Notes:
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Synergy


· Every classroom presentation has four basic elements that must interact:  

· the presenter 

· the material

· the presentation of that material 

· the attendees

It is the presenter’s job to make this an “interesting mix.”

· Your Notes:


Credibility


· People accept information as more credible, important, and worth of their time and attention when it is well presented.

Your Notes:



The Attention Factor


· Holding the attention of the participants is usually a function of getting them involved in the material.

· One extremely reliable strategy to accomplish class involvement is to “tie” the material to the “job/life experience” which the participants bring to the course.

Your Notes:
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Discussion Question:

What are some differences between adults and children as learners?

Your Notes:
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· Adult learners are much more oriented to learning by sight than by hearing.

· And learning by doing is the most effective for adults.

Your Notes:



Adult Learning:  Impact on Training
· Adults use their own frame of reference to evaluate and integrate new information.

· Older attendees may not see as well as they once did.  Large type should be used on projections, charts, and handouts.

· Hearing may be a problem.  Minimize background noise, check volume on recordings and concentrate on good voice projection.

Your Notes:



Six Ps of Preparation

    P
· Preparation Time

· Prepare the Environment

· Program Flexibility

· Proactive Readiness

· Platform Skills

· Practice

Your Notes:
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· No matter how well you plan Murphy’s Law rules!

Your Notes:



Keep Your Options Open


Your Notes:



Put Variety in Your Toolbox
· There are a wide variety of presentation modes, tools, and techniques available to the presenter.

· Since we know that different people learn in different ways, it behooves us to use the options which variety offers to ensure that we capitalize on every opportunity.

Your Notes:
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Overheads and Slides

· Keep slides and transparencies simple. 

· They should contain the key points, not the details of your presentation.

· Keep them easy to read by using:

· titles to gain attention

· a minimum number of words for fast reading

· easy to read fonts with adequate size to read at the back of the room (Italics may be difficult to read)

· high contrast between background and lettering colors 

· red lettering is very difficult to read 

· You may add graphics for interest if they relate to the topic.

Your Notes:

Easel Charts

· Letters 1 inch tall for every 15 feet easel is placed from the the back row of the classroom

· Use “White Space”

· Write in the top 2/3 of the paper

· Keep it simple…Talk the details
Your Notes:
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Giving attendees something they can take with them when they leave provides a number of benefits:

· Provides an agenda for the course

· Gives them a written record of the material covered, a summary of the subject matter for later reference

· Gives them a place to add their own notes for increased involvement and the opportunity to begin to connect the information with their frame of reference

· Provides activity sheets for use during the class

Your Notes:
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Complete these statements.

People remember …


% of what they read


% of what they hear


% of what they see


% of what they see and hear


% of what they say do

Your Notes:
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· It is the presenter’s job to establish rapport within the class.

· Be present in the classroom as those attending arrive, to greet them and speak informally with as many as possible.  

· During the introduction to the session, state classroom ground rules that: 

· encourage participants to speak

· set atmosphere for open communication 

· allow no attribution of statements made during the class

· If time allows, use an ice-breaker or short topic-related activity to start the flow of communication.

Your Notes:



Create a Shared Experience

Capitalize on the 
Situation
· Introduce yourself to the class, tell them a little about who you are and where you’re from and ask each participant to do the same.

· Your goal should be to generate a mutual recognition and a sense of “group”. 

· Talk “with” participants, not “at” them.

· Be receptive to who your students are and what they bring to class with them.

· Do more than allow the sharing of their experience --request, encourage, and solicit it.

· Recognize the diversity of your participants.  Use it as a tool whenever possible.

· Encourage mutual respect, openness and collaboration

Your Notes:
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· Facilitate the flow of information by moving the discussion around the room.

· Involve as many participants as possible. 

· Redirect the discussion to key points in the course when it loses direction, and prevent one person, group, or approach from dominating.

· Finding the balance is the key 

· It is always the presenter’s responsibility to protect the minority point of view.  

· It is always the instructor’s responsibility to maintain civility if the discussion begins to move toward heated exchanges.

· The presenter must strive to make connections between the opinions and ideas that the participants hold, and the material being presented.

Your Notes:



[image: image14.wmf]Non-Verbal Presentation Techniques


· Make eye contact. Try to look directly at each person sometime during the class, and do not stare at any one person.

· Use your voice effectively.  Use variety and expression in your vocal delivery.  

· Use appropriate motion and gestures. 

· Get out from behind the podium and move closer to the participants.  

· Act as if you’re enjoying the experience even if you’re not.  Your energy is contagious to the learner.

Your Notes:



Summary and Conclusion
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· Prepare your material and prepare yourself

· Use various presentation techniques to reach all the members of your audience.

· RELAX and HAVE FUN!   Giving a presentation is NOT the worst thing you’ll ever do…and it may turn out to be something you really enjoy.

Your Notes:
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