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Objectives

By the end of the session, the participants will:

· Be familiar with the concepts of Learner based training and Adult learning principles, and be ready to apply them to current training projects.

· Understand the four different learning styles and be ready to apply them to current training projects.

· Delineate the six steps of developing and conducting training, and apply them to sample training projects.

· Have some suggestions for improved facilitation skills and be ready to apply them to current training projects.

Agenda
· Learner centered training/teaching
· Learning Styles

· Steps in developing and conducting training

Analyzing the learning requirement

Developing learning objectives

Outlining content

Developing plan

Conducting learning experience

Evaluation

· Facilitation skills

General Perspectives
Learner-centered instruction

Learner-centered instruction involves not just what the instructor considers important or interesting, but what the learner needs to know in order to perform a specific task. The instructor always keeps in mind the learner’s point of view.
Just in time learning

People learn more effectively when they use the information or new skills immediately.

Active learning

The more senses and actions that are involved in learning, the greater the retention level.

It is estimated that people retain:

10%- 30% of what they only read, hear, or see
50% of what they both see and hear

70% of what they talk over with others

80% of what they use and do in real life

95% of what they teach someone else to do

Experiential learning

Lasting learning comes from having an experience, analyzing it, extracting the learning from the experience, and transferring the learning to a real life situation.  This is commonly referred to as the “ah-ha!” moment.

Transfer of learning

This is the final step of the learning process.  The learner uses the skills or information to perform a task.  It is the ultimate goal of the training/teaching.

Adult Learning Principles

This text is from Ittner, Penny L. and Douds, Alex F.  Train-the-Trainer:  Practical Skills that Work.  Amherst, MA : HRD Press, 1988.  It is based on the work of Malcolm Knowles who distinguishes pedagogy (learning for children) and andragogy (learning for adults).  Current theories hold that even children can be taught successfully using "Adult Learning Principles."

Differences between children and adults as learners

Often when people are asked to assume a trainer role, they begin with an image of training based on how they have been taught in the past.  In most instances, the image in their minds is closely related to how they were taught as children in school.  But there are significant differences between children and adults as learners.  The training approach to be used with adults, therefore, is significantly different from the approach that would be appropriate for teaching children…

	children
	adults

	Rely on others to decide what is important to be learned.

Accept the information being presented at face value.

Expect what they are learning to be useful in their long-term future.

Have little or no experience upon which to draw.  Are relatively "clean slates."

Have little ability to serve as a knowledgeable resource to teacher or fellow classmates.
	Decide for themselves what is important to be learned.

Need to validate the information based on their beliefs and experiences.

Expect what they are learning to be immediately useful. 

Have much past experience upon which to draw.  May have fixed viewpoints.

Have significant ability to serve as a knowledgeable resource to the trainer and fellow learners.


Adult Learning Principles

1. Focus on real world problems.
2. Emphasize how the learning can be applied
3. Relate the learning to the learners' goals.
4. Relate the materials to the learners' past experiences.
5. Allow debate and challenge of ideas.
6. Listen to and respect the opinions of learners.
7. Encourage learners to be resources to you and to each other.
8. Treat learners like adults.
Learning Styles
People learn in a variety of ways, using all their senses.  Learning patterns can be categorized in a general way into three main styles, which have implications for teaching methods in both offline and electronic classrooms as well as in one-on-one situations. 

· Listening and Reading style - People with this style prefer to hear what others have to say.  They also learn well by reading procedures, policies, and other information.  In a training lab they are likely to prefer a structured approach with menu choices, written steps, and guide sheets.
· Observing and Imitating style - People with this style prefer to observe others perform tasks first.  They then model their behavior after what they've seen others do.  In a training lab they are likely to prefer a structured approach with demonstrations and hands-on work.
· Doing style - People with this style prefer to try things out on their own.  They then adjust their behavior through trial and error.  In a training lab they are likely to prefer exploration and experimentation, using online help and documentation.
In addition to the fact that any given classroom audience will have a range of learning styles, any individual may also use a variety of learning styles.  It is therefore important to include in any learning event a variety of methods and approaches in order to engage all the learners.  Following is a list of many possible activities related to each learning style.  These were compiled at previous Train the trainer sessions by Princeton University librarians who do library instruction with students and faculty.

Activities related to learning styles
	Listening and Reading
	Observing and Imitating
	Doing

	Handouts 

Speaking to the group 

Demonstrations of databases Outline of the presentation as a
     handout 

PowerPoint handouts 

Web links 

Audiotapes 

Written instructions 

Links to articles and info 

Team teaching to hear info
     from different voices

Repetition - hearing the same
     thing twice 

Interactive feedback from the

     participants 

Using flipcharts/blackboard as
     you speak 

Preparatory reading 

Lectures 

Manuals 

Reading lists

Articles as handouts

One-on-one instruction
In-class discussion 

Reading assignments (before 
     or after session)

Listening assignments (before 
     or after session)

Online tutorials 

Viewing dramatic presentation 
	Demonstrations with repetition 

Student-led demonstrations 

Involve a student as leader

Videos

Illustrated handouts

Practice questions

Working through examples

Slide shows

PowerPoint demos

Overhead projections

"Cheat sheets" with computer
     screen shots

Workstation control system

Language labs

Recitations

Computer based training

Role modeling

Demonstrations with examples

Visual aids

Hands-on work

In-class exercises

Repetitions with minor 
     changes

Same exercises in different 
     media 

Working in pairs/buddies

Learning from mistakes
	Electronic classroom teaching
Hands-on work
Writing on the handouts 
Using printed sources
Surveys/questionnaires
Exercises
Making a Web site
Student journals
Developing a tutorial
Games
Debates
Quizzes
Scavenger hunts 
Questions & Answers
Experiments

Performances/presentations
Discussion groups
Students teach someone else
Critiquing
Homework
Work in teams
Student demonstrations
Finding books in stacks
Let them do the talking 
Present problems - Ask for 
     solutions 
Present incorrect info - Ask 
     why
Students create their own 
     "cheat sheet"
Gallery walk(students work at
     flipcharts in groups) 
Role playing

Brainstorming 


Steps in developing and conducting training
1. Analyzing the learning requirement

Why is this learning required?

What is the overall goal of the training/teaching?

Who are the learners?

What content is required?

What are the timing issues?

Where will the training be conducted?

2. Developing the learning objectives

What do the learners need to be able to do: 

In class?  For research? On the job? In other situations?

What do they need to know in order to do those tasks?

3. Outlining the content

What content is necessary for the learning objective?
What content may be extraneous to the objective and can be left out?
What resources can be provided for further learning?

4. Developing a plan

What teaching methods and training aids are most appropriate for the

learners and the content?

How can the topics be outlined for clarity and flow?

What is the best timing for each topic?
5. Conducting the learning experience

What facilitation skills can be used to manage the process?
6. Evaluation of the learning experience
What info do I need regarding the success of the learning experience?

When and how shall I gather it?
Facilitation skills

The role of the instructor during a training/teaching session is to present content and to manage the process.  

The four facilitation skills most useful in this role are: 

· Attending (using body language)

· Observing (observing body language)

· Listening
· Questioning

What moods/emotions/issues might you notice in a training/teaching classroom and how might you respond to them?

	Issue
	Response
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How to help someone use a computer

Computer people are generally fine human beings, but nonetheless they do a lot of inadvertent harm in the ways they "help" other people with their computer problems. Now that we're trying to get everyone on the net, I thought it might be helpful to write down in one place everything I've been taught about how to help people use computers. 

First you have to tell yourself some things:

· Nobody is born knowing this stuff.

· You've forgotten what it's like to be a beginner.

· If it's not obvious to them, it's not obvious.

· A computer is a means to an end.  The person you're helping probably cares mostly about the end.  This is reasonable.

· Their knowledge of the computer is grounded in what they can  do and see -- "when I do this, it does that".  They need to develop a deeper understanding, of course, but this can only happen slowly, and not through abstract theory but through the real, concrete situations they encounter in their work.

· By the time they ask you for help, they've probably tried several different things.  As a result, their computer might be in a strange state.  That's not their fault.

· The best way to learn is through apprenticeship -- that is, by doing some real task together with someone who has skills that you don't have.

· Your primary goal is not to solve their problem.  Your primary goal is to help them become one notch more capable of solving their problem on their own.

· Most user interfaces are terrible.  When people make mistakes it's usually the fault of the interface.  You've forgotten how many ways you've learned to adapt to bad interfaces.  You've forgotten how many things you once assumed that the interface would be able to do for you. 

· Knowledge lives in communities, not individuals.  A computer user who's not part of a community of computer users is going to have a harder time of it than one who is.

Having convinced yourself of these things, you will find yourself much more willing to do these things:

· Don't take the keyboard.  Let them do all the typing, even if it's slower that way, and even if you have to point them to each and every key they need to type.  That's the only way they're going to learn from the interaction.

· Find out what they're really trying to do.  Is there another way to go about it?

· Attend to the symbolism of the interaction.  Most especially, try not to tower over them.  If at all possible, squat down  so your eyes are just below the level of theirs.  When they're looking at the computer, look at the computer.  When they're looking at you, look back at them.

· If something is true, show them how they can see it's true.

· Be aware of how abstract your language is.  For example, "Get into the editor" is abstract and "press this key" is concrete.  Don't say anything unless you intend for them to understand it.  Keep adjusting your language downward towards concrete units until they start to get it, then slowly adjust back up towards greater abstraction so long as they're following you.  When formulating a take-home lesson ("when it does this and that, you should check such-and-such"), check once again that you're using language of the right degree of abstraction for this user right now.

· Whenever they start to blame themselves, blame the computer, no matter how many times it takes, in a calm, authoritative tone of voice.  When they get nailed by a false assumption about the computer's behavior, tell them their assumption was reasonable.  Tell *yourself* that it was reasonable.  It was.

· Never do something for someone that they are capable of doing for themselves.

· Don't say "it's in the manual".  (You probably knew that.)

