Principles of Adult Training


COURSE OVERVIEW AND OBJECTIVES

The purpose of the Principles of Adult Training course is to help prepare non-professional trainers, often subject-matter experts from other areas of FEMA operations, to present material effectively to classes made up of Disaster Assistance Employees in a Disaster Field Office setting.

The objectives of this course are to enable participants:

· To acquaint Guest Presenters with the dynamics of training adult professionals

· To provide Guest Presenters with additional skills in classroom presentation.

TARGET AUDIENCE
The target audience for this training includes presenters who may not be training specialists or experienced platform trainers or instructors such as Subject Matter Experts from divisions and offices within the Disaster Field Office, including the Equal Rights Office, the Safety Office, and the Office of Legal Counsel, among others. 

APPROXIMATE TIME

2 hour

CONTENTS

This course includes the following:

· Course Overview

· The Necessity of Presentation

· Responsibility

· Synergy

· The Credibility Factor

· The Attention Factor

· The Adult Learner

· Principles of Adult Training

· Impact on Delivery

· Basics of Presentation

· Course Summary 

PREPARING

Use the following checklist to help you prepare for this course:



SUPPLIES AND EQUIPMENT

· Visuals1 through 26  (See Visual Masters section of this document.  Prepare the visuals if necessary or use Power Point Visuals from Web Page )

· Overhead projector with screen; or LCD projector and computer.

· Masking tape

· Chart paper, easels, and markers

· Name cards

· Pens, pencils, and note paper



HANDOUT MATERIALS (See Handout Masters section of this document.)

· Principles of Adult Training Summary



NUMBER OF INSTRUCTORS

One or two instructors may be used to teach this course.



INSTRUCTOR QUALIFICATIONS

Instructors should have training experience, as well as previous experience working at a DFO.  Instructors with previous disaster field experience should teach this course.  If you are inexperienced, request an experienced instructor to co-instruct the first session with you.

COURSE INTRODUCTION
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Explain to the class that all of the attendees are “subject matter experts” who occasionally are called upon to present courses or “overviews” in the DFTO.  This class is designed to help them become more comfortable and effective during these presentations.

Ask the participants each to introduce themselves to the rest of the class and to describe their individual areas of expertise and the material that they will present for the DFTO.

Distribute the handout titled “Principles of Adult Training Summary.”  

Tell the participants that they can use this handout to take notes.  (A master copy of this handout appears at the end of these course materials.)



COURSE OBJECTIVES

Visual 2
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Review the course objectives.

· To acquaint Guest Presenters with the dynamics of training adult professionals

· To provide Guest Presenters with additional skills in classroom presentation.

Distribute 3” x 5” cards to the participants.  Ask them write questions on what they want to know about adult training and the DFO classroom environment.  Ask the participants to return the cards.  

Use the questions as a summary activity for this course, inviting other DFTO instructors to a panel as available.



PRESENTER PREPARATION




[image: image60.wmf]Principles of Adult Training

20

Establishing a Rapport

4

Greet arriving

students

4

Encourage

communication

4

Non-attribution

of comments

4

Ice-breaker

Visual 3
[image: image3.wmf]

Cardinal Rules 
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Review the following key points:
· Accepting the opportunity to present material requires that the presenter: 

· acknowledge certain responsibilities that must be fulfilled and 

· agrees to meet the accompanying challenges 

· As a Presenter, you  must

· Know yourself (your abilities and skills as a presenter)

· Know the audience (specific needs so that materials may be adjusted)

· Know the subject (if not comfortable have time to locate a SME to help answer questions) 

· Know the environment (limitations and distractions inhibit learning) 
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Activity: (10 minutes)

Divide the class into three groups.  Have each group answer one question and put it on chart paper.  Choose a spokesperson and report to the rest of the class.

· What responsibilities does a presenter have to the participants attending a class?  

· What responsibilities does a presenter have to the materials being presented?

· What responsibilities does a presenter have to the learning environment?
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· If not suggested by participants,  responses include:

· To be prepared by having a thorough knowledge of the material

· To understand how to present the material in an interesting manner

· To make sure that the attendees understand the material

· To involve the attendees in the presentation to assure their interest and participation

· To make the classroom setting appropriate for learning 

· To make the classroom setting comfortable
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As a summary to the activity, ask the group:

How does knowing yourself impact your presentation?



Synergy – Generating Critical Mass




[image: image62.wmf]Principles of Adult Training

17

Put It In Their Hands

4

Agenda

4

Subject

summary

4

Note taking

space

4

Activity sheets

Visual 4
[image: image7.wmf]



[image: image8.wmf]

Review the following key points:

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

· the instructor, 

· the material, 

· the presentation of that material, and 

· the attendees.

· It is part of the instructor’s job to make this an “interesting mix.”

· Only in rare instances will the “material” be sufficient to make the class of overwhelming interest.

· It therefore falls to the instructor to use the remaining three parts, that is -- him or herself, the presentation, and the attendees – to make the experience interesting and worthwhile.

· The attendees, or participants, can often add a great deal to the process if the instructor takes the time and trouble to explore with them, invite them to participate actively, and utilize their combined experience and expertise as a filter through which to view the material.
· In the “best of all worlds,” a synergistic effect will take place, the “whole” of the experience will exceed the mass of its parts.


The Credibility Factor
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Review the following key points:

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

· Presenters can enhance the perceived level of credibility by demonstrating their ability to adapt the material to meet the needs and experience of those attending.

The Attention Factor




[image: image64.wmf]Principles of Adult Training

15

Designing Slides or

Transparencies

4

Six lines with six words each

4

Use 

Italics with caution

4

Use Titles

4

Font size at least 24 pt

4

Contrasting colors

4

No 

red

 print!

Visual 6

[image: image11.wmf]


[image: image12.wmf]

Review the following key points:

· 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.

· Often, it’s simply a function of asking them to share it with the others attending, then steering the significance of those shared experiences back to the material.

The Adult Learner
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Discussion Question:

What are some other differences between adults and children as learners?
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· Chart responses as they are given.  If not suggested by participants, possible responses include:

· Adults have different interests and priorities

· Adults have different capabilities so take care to support their efforts and build their self-esteem.

· These are mature professionals

· Generally, discipline problems are not a factor with adults

· Adult learners rely on prior knowledge and experience material and delivery should be shaped to utilize those elements

· Accuracy is more important to adult learners than speed.



How Adults Learn
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Review the following key points:

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

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

· Therefore, presentations should be designed to be visually oriented rather than just lecture. And include activities whenever possible.

· It may be helpful to place written information in hands of the participants that support areas of discussion.

Adult Learning: Impact on Training
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Review the following key points:

· Material should be presented in ways that illustrate useful applications.  Adults use their own frame of reference to evaluate and integrate new information.

· In designing visual material for presentation, the instructor should remember that older attendees may not see as well as they once did.  Large type should be used on projections, charts, and handouts.
· Hearing may also be a problem, so minimize background noise, check volume on recordings and concentrate on good voice projection.

Basics of Presentation
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Review the following key points:

Presentation is the second most important element in successful instruction, ranking just behind subject knowledge.

And preparation is the key to a successful presentation.

· Preparation Time:  It takes more time to prepare than to give the presentation.  You already know the information, so you are not studying that.  You are determining how to share that information effectively with the class participants. 

· Prepare the Environment:  Visit the classroom well in advance of you presentation to see what is available.  You may want to move furniture, or change your platform techniques, depending upon what you find.

· Program Flexibility:  Be ready to adapt to your audience and your environment. Your audience may need something slightly different than what you prepared.  Be responsive.  

· Proactive Readiness: Even if you have not prepared the environment, unexpected classroom surprises occur.  Have alternate delivery options ready and adapt as needed.

· We will discuss Platform skills a little later.  For now remember that these skills get better with Practice.  

· And that is what you should do with your presentation.  

· Practice in front of a mirror to see your gestures.  

· Practice the definitions for technical vocabulary to a non-technical listener to see if they understand.  

· Practice the timing of your visuals and activities to be certain you can accomplish everything in the allotted time.



Be Prepared
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Be Prepared Activity:

1. Distribute 3 x 5 cards to each participant.

2. Instruct each person to write one question regarding a classroom situation they fear.

3. Form small groups and allow time to brainstorm answers to the questions written by each member of the groups.  Instruct them to decide:

· Which of the six Ps would help solve the situation and 

· What specific ideas they have to meet the challenge

4. Close the activity with a discussion of:

· Common fears identified

· Application of the six Ps to solve or prevent classroom problems.



Expect the Unexpected
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Discussion Question:

What happens if your LCD or overhead projector breaks down during your presentation? 




· Possible responses:
· Have spare equipment available 

· Be prepared to teach the class without benefit of unreliable technology.
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Review the following key points, if not already covered in the discussion :
· No matter how well you plan Murphy’s Law rules.

· Test all equipment, tapes, and disks before the class begins.

· Make sure the overhead has a spare bulb.

· Be prepared to fall back to an overhead projector if the LCD or disk fails, and to an easel pad if the overhead should fail.

· If the unexpected strikes don’t let it throw you.  If you are the first to laugh, the class will laugh with you rather than at you.

· Be professional and do your job no matter what happens.  The class will respect you more for your efforts to overcome disaster than for anything else.

Keep Your Options Open
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Review the following key points:

· The current availability of technological support is both the boon and bane of presentation.  Too often presenters allow themselves to believe that the technology will “make” their presentation, when in actuality it is more likely to distract them from what is really important – the ability to present well.

· Be hesitant to rely too heavily on it, it will fail you at the most critical moment.

· The best presenters can perform as well with an easel pad as with a Power Point presentation.


Putting Variety in Your Tool Box
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Review the following key points:

· 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 utilize the options which variety offers to ensure that we capitalize on every opportunity.

· Also using variety in presentation helps make the course more interesting to both presenter and learner.
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Discussion Question:

What are some techniques that will add variety to your presentation?



Click after student responses and reveal point on slide.
· Possible answers:
Group discussion

Lecture

Case studies

Role Playing

Skill practice

Essentials of Visual Aid Design
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Discussion Question:

What are the purposes of visual aids?




· Possible answers:
Reinforce the key points

Enhance learning by combining hearing and seeing

Provide point of interest for presentation

Present material that is best understood when seen
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Review the following key points:

· The basic purpose of creating visual aids is defeated if they are not designed correctly.

· Here are some basic rules that will help prevent problems and frustrations for those attending your presentations.
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Review the following key points:

Keep slides and transparencies simple. 

They should contain the key points, not all 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

· high contrast between background and lettering colors and

· red lettering is very difficult to read 

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

Use animation for interest, but do not get too elaborate or the audience will be watching what the slide does rather than what it says  or even what you are saying and doing as a presenter.
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Review the following key points:

Easel charts can be pre-made with nice lettering and graphics, or easels and paper can be used during activities and discussion to record the responses of participants.

The effectiveness of the chart may depend on the penmanship of the creator. 

And remember to use markers of colors that can be read easily, using yellow or orange only for highlights.  Black, blue and purple are best, although you may use green or red occasionally, depending upon the size of the room and how close people are to the easel.

Keep your charts simple, with large print, legible lettering, and lots of white space.  People can rarely see the bottom third of the paper, unless they are very close to the easel.



Put It In Their Hands
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Review the following key points:

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




Make Learning “Active”
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ACTIVITY
Give each participant Handout #1.  Ask them to fill their estimate of the number percentages for each activity.
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Chart the range of estimates for each activity from the participants. 

Visual 11
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REVEAL:
The percentages listed on the slide.




DIRECT:
A discussion about why the numbers stack up the way they do, and how their estimates correlated to the real numbers.

Creating the Climate
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Review the following key points:

· The instructor usually has to create a climate in which the members of the class, usually representing people from diverse groups and backgrounds, who may not even know each other, meld into group capable of “giving” to one another.

That climate includes physical, emotional and intellectual factors.

Physical refers to the classroom itself.  Emotional refers to the people related needs.  Intellectual to adult learning styles.
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Activity: (10 minutes)

Divide class into three groups.  Ask each group to discuss one factor, listing examples of how elements of the factor affect the learner and what the presenter can do to set a positive climate relative to that factor.  Each group should select a spokesperson and report to the rest of the class.




If not mentioned in the group reports, note:

Physical:  
Noise level



Lighting



Room temperature



Room setting and arrangement



Time of day

Presenter needs to set the room for general comfort and pay attention to the audience.  Some adjustments may be necessary if it is clear that a majority of students are reacting to a physical climate issue. 

Emotional:
Social interaction



Motivation

Presenter should vary activities and room arrangements to meet social needs.  Presenter should provide positive feedback and find other ways to motivate learners. 

Intellectual:
Learning styles – auditory, visual, kinesthetic

Presenter should vary classroom presentation techniques to reach all styles.

















Establish a Rapport
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Review the following key points:

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

· The presenter starts the process by being 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. 

· Use some of these techniques to get participants involved. Developing rapport will pay huge dividends for the instructor and the class in general.



Create a “Shared Experience”
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Review the following key points:

· Introduce yourself to the class, tell them a little about who you are and where you’re from.

· Ask each participant to do the same.

· Encouraging them to share their experiences as the class goes 

· Your goal should be to generate a mutual recognition and a sense of “group”.  Draw upon similar experiences and values.

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

Capitalize on the Situation
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Review the following key points:

· 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 students.  Use it as a tool whenever possible.

· Encourage mutual respect, openness and collaboration

Direct Traffic
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Review the following key points:

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

· Involve as many participants as possible.  Some people are shy, but will respond if you address them directly and ask how the situation being discussed applies to their job, experience, or frame of reference.

· It’s the presenter’s job to “orchestrate” the discussion, redirect it 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.  Every group is different and the instructor must develop a “feel” or instinct for where to go in each classroom situation.  Like all presentation skills, this ability to find the balance improves with practice. 

· It is always the presenter’s responsibility to protect the minority point of view.  Everyone has a right to express a view, and the majority has no special claim on accuracy or correctness.  And the presenter may need to correct facts, as they differ from opinions.
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Visual 23
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Review the following key points:

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

· The participants will bring a fresh and different set of opinions to every iteration of the class.  The presenter must strive to make connections between the opinions and ideas that the participants hold, to the material being presented.

· Always remind the participants that there is a world of knowledge and experience out there and that only a very narrow view of it can be presented in any class.  That means that there is a wide variety of solutions that probably won’t be addressed.  That’s what makes life-long learning an adventure.



Effective Presentation Techniques
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Review the following key points:

Non-verbal communication skills are important to the delivery of your material.

· Make eye contact. Try to look directly at each person sometime during the class, and do not stare at any one person.
· This reminds people that you are speaking directly to them.
· Keeps them involved personally.
· Provides you with on-going opportunities to “read” the class…is your pacing good?  Are they following you?  Does anyone have something to add or a question to ask?

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

· Avoid a monotone delivery.

· Emphasize important points and minimize others, using your voice.
· Smile or laugh, and use appropriate humor. 

· 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. 

Delivery
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Review the following key points:

Knowledge of material, preparation of visual aids, and effective non-verbal communication all contribute to the delivery of your presentation.
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Discussion Question:

What are some classroom delivery techniques you have seen or used, other than lecture?




Possible answers:

Small group activities

Worksheets & individual activities

Case studies

Role play

Table top exercises

Games
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Activity:

Divide the class into three groups.  Assign each group one or two delivery methods that they listed by answering the discussion question.

Ask them to discuss the benefits and drawbacks of their assigned topic and present the results to the rest of the group.

Ask individuals to volunteer to tell the class one technique other than lecture they would like to try with their subject matter.

Close the activity by reminding participants of the adult learning styles discussed earlier.  It is important to vary presentation techniques to meet the needs and learning styles of the participants.



SUMMARY


Use the cards the participants wrote early in the class session.  Invite one or more other experienced trainers to assist with this as a panel discussion if possible.

Read the questions on the cards and ask participants where the answer was covered in the class.  Or ask if they can now answer the question.

If a question was not answered in the class material, briefly answer it and refer the writer of the question to additional source materials on the answer.



CONCLUSION
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Consider these last minute reminders:

· 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.
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