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Student Guide Overview

This student guide will help you follow along with the classroom material. Feel free to make notes as you go – you’ll thank yourself later.

After class, you’ll also have a great “refresher” tool. Before you give some training, read this student guide again. The key points from class will be fresh in your mind. 

Every time you practice these techniques, they will become easier and easier. In the field of training, practice really does make perfect!

Credits

Written by John Bannon and Edward Beale at the Department of Educational Technology of San Diego State University.

Prepared for EDTEC 572, Technology For Course Delivery Dr. Minjuan Wang, Spring 2007 

Copyright

Copyright ©2007, The T3 Group. All rights reserved. Please contact us for reprint permission: reprints@t3.com

Module 5
As an instructor, you must effectively “manage” your learning environment.  What do we mean by managing?  Managing is the act of directing and controlling a group of people for the purpose of coordinating the group towards accomplishing a goal.  
Three parts of effective classroom/training managing are:
Managing the Training Environment

 Managing the training physical environment:
· Logistics: 

Space, seating, resources

· Technology:

Computers

· Direction:

Atmosphere, agenda, class order
Managing Classroom Disturbances
Most training sessions will have at least one person who is “not with the program.” By anticipating and reacting properly, disruptions can be easily minimized.  Students often fall under the: “Know it all, Distracting Chatterer, Silent Student, or Challenger/Disruptor” categories 
Managing Classroom Flow

Most training has a flow: A start, middle and an end.  Normal flow ensures training is on time and effective. It is often circular and involves concepts, demonstration and exercises.  For this training, we will focus on the Prime, Prompt, Perform theory.
Lesson 1

Managing the Classroom Environment
Lesson 1 Learning Objective:  Identify environment management issues and recognize solutions for the areas of classroom logistics, technology, and training direction.  
Training environment issues range from logistics like classroom set-up and training supplies, to technology support issues, and establishing clear training direction goals.  As an instructor, you manage a variety of systems to conduct your goal of learning transfer—having people know how to do something they previously didn’t!
Effective managing of the training physical environment involves planning and flexibility. The best way to handle problematic situations is to be prepared.  Many problems can be prevented before the class even begins.
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· What problems can you imagine in this classroom?

Lesson 1 
Case Study
“As Kim began his training, he realized he did not have his latest PowerPoint with him. He was also having trouble with the projector being a pain to turn on. It was not the one he expected to use!  The room was small, the chairs/tables were not arranged—such that some wont be able to see the screen very well.  10 minutes have already gone by! Class is getting restless, the air/heater is not working, cell phones are ringing, and his training confidence was fading by the second” 
· What could have Kim “managed” better in the class?
Lesson 1 
Managing the Classroom Environment
Facilities Preparation Job Aid
The trainer must ensure in advance that the training site has all the required equipment, access, and proper operation.   This job aid will help with conducting a training environment pre-check.

	□
	 
Is the room an appropriate size for the training given?  


	□
	 Are their supporting rooms available?  (for outside activities, meeting spaces, or networking)



	□
	 Is the room equipped with the right technology?  (Projector, screen, computer, speakers)


	□
	Does the equipment on-scene (or brought) work properly?   (Including Internet—if needed)


	□
	Are all necessary training aids/handouts prepared and ready?   (including teaching aids)



	□
	Are restrooms available near-by?  (Including phones, water, soda/snack machines)



	□
	Is the space accessible for trainees with disabilities?



	□
	Are there proper room heating ____, ventilation ____, air conditioning ____ and lighting ____ ?



	□
	Are seating and desk arrangement proper to training?  



	□
	Is the Agenda and instruction manual prepared? 



	□
	
Is there a classroom support technician available by phone? And can the room be left overnight?




Notes:
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Lesson 2
Managing Classroom Disturbances and
Student Problem Participants 
Lesson 2 learning objectives:

· Identify and differentiate disruptive or problematic students by 4 broad categories.

· Apply strategies to manage disruptive or problematic students.

Most training sessions will have at least one person who is “not with the program.”  By anticipating possible disruptions, the trainer can plan to handle any problem. 
As an instructor, it is your job to create a positive learning environment for the entire class—as well as to teach.  Sometimes, minor problems can arise that prevent you from accomplishing this goal on time and effectively.  

Problems can range from the disrupting student, to the know-it-all, to the shy or intimidated student.  The key to handling problem students is not to take them personally.  

For this training, disruptive/problematic student behaviors have been broadly classified in 4 categories:

· The Know-it-all

· The Distracting Chatter

· The Silent Student

· The challenger/Disruptor

Lesson 2

Managing Classroom Disturbances

Student Problem Participants Job Aid
Recommended trainer solutions for problematic or disruptive training student behaviors:

	Student Type & Characteristics
	Solution System
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· Talks in class frequently

· Answers questions at length

· Interrupts the instructor

· Interprets & explains everything
	Handling the Know-it-all

· Acknowledge ideas, politely cut them off and move on

· Acknowledge comments with a an entire class question, such as “What does the rest of the class think?”

· Talk to the student on a break individually
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The Distracting Chatter



· Talks in class during instruction

· Disrupts others

· Repeats what has been already stated

· Adds personal or irrelevant issues


	Handling the Distracting Chatter

· Make eye contact and move towards them

· Re-involve them into the class by putting them on the spot with a question

· Talk to the student on a break individually

	

The Silent Student

· Quiet, rarely participates

· Uninvolved

· Uncomfortable in class/learning


	Handling the Silent Student

· Individualize: Ask them questions, be supportive

· Make eye contact

· Provide scaffolding to build confidence


	The Challenger/Disruptor


· Disagrees / Negative in communication

· Confrontational

· Doesn’t participate well

· Interprets & explains everything


	Handling the Challenger/Disruptor

· Acknowledge comments, be understanding, but cite references and move on.  

· Recognize opinion and disengage

· Be positive, talk to the student on a break individually



Lesson 2

Role Play Directions

In this exercise, we will practice interacting as an instructor with different types of students.

Objective:  

Given a simulated classroom and acting as an instructor, the LWBAT identify and differentiate the type of problematic/disruptive student behavior, and quickly apply successful “management” strategies to keep on track.
Scenario:

You are a new Marine Science Technician 2nd Class.  You have been assigned to train a group of Sector Prevention personnel on wearing Personal Protective Equipment, specifically hard hats, safety glasses, and hearing protection.  Several students (outlined) below are behaving in “less than ideal” student etiquette.

· How would you respond?

	Student  Behavior
	What would you do?

	· Talks constantly during training.  Sits in the back; disrupts other students
	· Individualize?
· Acknowledge, & channel inappropriate behavior?
· Disengage?
· Humor?
· Involve the group
· Agree to disagree; cite facts


	· Disagrees constantly with your training; argumentative; disrupts others
	

	· Frequently answers questions; long winded rambling responses
	


Lesson 3

Managing Classroom Flow

Job Aid
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Lesson 3 Objective:  Identify the 3 general parts of managing effective training and understand the 3 step process of Prime, Prompt, Perform.

	Prime
	Prompt
	Perform

	“ Tell ‘em what you’re going to tell ‘em”
	“Tell ‘em”
	“Tell ‘em what you told ‘em”

	State your goals and objectives 
	Facilitate discussions
	Practice exercises

	Start with familiar materials
	Ask and answer questions
	Facilitate discussions

	Use broad concepts to answer the “whys” and “so-whats”
	Perform demonstrations and simulations
	Review Key Learning Points

	Define all technical terms as they are used
	Initiate feedback
	Provide feedback

	Relate to current knowledge and experiences
	
	


	Tell me…and I may forget  (concepts)
Show me…and I may remember (demonstrations)
Involve me…and I will learn! (exercises)


Module 5 Final Exercise

In this exercise, 3 teams (4 people per team) will provide training.  Each team will be comprised of:

· 2 instructors

· 1 evaluator

· 1 “student”

The instructor will meet with each of the 3 groups to provide additional direction.  Evaluation (using a rubric) will be done by both the instructor and the designated evaluator.  The focus is on how the instruction achieved desired goals and “managed” the training environment.

Each team has 5 minutes to teach a short, fun lesson & respond to a “student” type.  Mock training slides using an easel will be the instruction way.  The 3 lessons are:

· How to tie a running bowline

· How to shoot parts of the Coast Guard Practical Pistol Course

· How to build a paper airplane

The timeline goes as following:

· 5 minute instructor led overview

· 10 minutes to prepare poster/easel training tools

· 5 minutes to give the training, respond to student challenges, and be evaluated (instructors/student)
· 5 minute feedback/debrief

The goal of the exercise is to practice understanding the “managing” aspects of giving training—including students, class flow & logistics.  Discussion & feedback will follow.
Exercise Rubric

	Participant
	Needs Work
	OK
	Outstanding
	Comments:

	1. Instructor 1:

1. List name

____________


	○

Training complete; further use of managing student behavior & classroom environment
	○

Training is organized using Prime, Prompt Perform. Student behavior is addressed & responded to.
	○

Training is skillfully organized using Prime, Prompt Perform.  Outstanding response to student behavior and time management.
	

	2. Instructor 2:

1. List  name

____________


	○

Training complete; further use of managing student behavior & classroom environment
	○

Training is organized using Prime, Prompt Perform. Student behavior is addressed & responded to.
	○

Training is skillfully organized using Prime, Prompt Perform.  Outstanding response to student behavior and time management.
	

	3. Student:

1. List name/ role


_____________________________
	○

Role play complete; further dialogue needed.
	○

Role play convincing and within story expectations.
	○

Outstanding & believable role play; superb dialogue.
	

	4. Evaluator:

1. List your name

2. Evaluator block comments completed by instructor. 

3. Student evaluator completes nstructor/student blocks

___________________


	○

Form completed; most bubbles entered.
	○

Form completed & comments match performance.
	○

Outstanding evaluation. Comments addressed key areas & provided insightful feedback.
	


Module 5 Summary

As an instructor, you must effectively “manage” your learning environment.  What do we mean by managing?  Managing is the act of directing and controlling a group of people for the purpose of coordinating the group towards accomplishing a goal.  Three parts of effective classroom or training managing include:
Managing the Training Environment

 Managing the training physical environment:

· Logistics: 

Space, seating, resources

· Technology:

Computers

· Direction:

Atmosphere, agenda, & direction
Managing Classroom Disturbances
Most training sessions will have at least one person who is “not with the program.” By anticipating and reacting, disruptions can be effectively minimized.  Students often fall under the: “Know it all, Distracting Chatterer, Silent Student, or Challenger/Disruptor” categories 

Managing Classroom Flow

Most training has a flow: A start, middle and an end.  Normal flow ensures training is on time and effective. It is often circular and involves concepts, demonstration and exercises.  The Prime, Prompt, Perform theory assists with clear objective led training.
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· Russo, C. S. (Ed.). (2005). Basic training for trainers. Infoline, #8808.  Available from http:www.astd.org.
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Flow of a Typical Class
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