


GROUND RULES

e Informal
« Breaks

« Schedule

« Emergency telephone

* |[nstructor's Guide
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The Learning Process

 Adults must want to learn
« Adults will learn only what they feel need to learn

» Adults learn by doing

« Adult learning centers on realistic problems
« Experience affects adult learning

 Variety of methods should be used in teaching adults
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Characteristics of Effective Instructor




Responsibilities of
Effective Instructor

« Class management
« Physical setting

 Learning climate
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Methods of Instruction

e Lecture
« Group discussions

« Computer-based
Instruction

= Group activities

« Demonstration
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Guidelines for Lectures

- Everyone see and hear

« Allow time for notes

« Use examples

« Use visual aids
1%,

« Encourage questions

« Use microphone when
appropriate
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Presentation Techniques

« Be natural, use your own style
« Avold annoying manherisms
« Avoid barriers

« Sittingvs standing
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Presentation Techniques
(Continued)

« Maintain good eye contact
 Sit during discussions
 Practice with notes

« Use humor appropriately
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Communicating Effectively

* Involve all members
« Give simple instructions
 Use experience in room

« Use pauses
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Communicating Effectively
(Continued)

« Keep words simple
« Explain unclear terms

« Keep notes of key points




Using Voice Effectively

« Best teaching tool
« Check volume
» Natural delivery

« Enunciate clearly
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Using Voice Effectively
(Continued)

e Converse with students

 Involve students every 15 minut

« Avoid "always,” "never”

« Use short, simple sentences
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Body Language

e Student

 |[nstructor
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Four-Step Process for
Dealing with Resistance

= * Look inward

=5 « Consult

w5 * Offer opportunity for
participant reaction

w5 - Confront directly
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Using and Misusing Questions




THE EYES HAVE IT!

Research states
we learn through:

SIGHT: 87%

HEARING: 11%
OTHER SENSES: 2%
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Instructional Aids

» Overheads
« Videotapes
« Handouts

« Flipcharts
 Job aids
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Evaluation

 Performance tests

« Written/oral tests
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