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 Module 1:  Instruction Preparation Read Ahead 

Introduction

Module 1 is the first section.  It is 2 hrs long and broken into 3 lessons.  The 45 slides introduce communication skills for trainers.  Begin by introducing the overall Effective Training course and completing “flight attendant duties”.  Because the materials are condensed into 8.5 hrs of training, the key is to have the learners take away broad and useful points for their next training session or presentation.  Emphasize use of the student guide resource and website.
All roles of the group exercise are designed to make the students reflect on effective ways to use the communication techniques in their own training. 

Connect

The following is an overview of the 3 lessons, including resources needed and highlights.  Note how the lessons build upon one another: Non-verbal communication to verbal communication to active listening skills.

Lesson 1  (40 minutes)
Lesson 1 addresses non-verbal communication techniques. You will have to do a lot of demonstrating!  If the presentation talks about an open posture, show the students what an open posture looks like. When the presentation shows a technique to keep good eye contact in a big room (“Eye Five”), demonstrate the technique. You should be pointing out that they should be their own best critics. Most of them have spent a lot of time in training as students, but now the tables are turned!

Lesson 2 (40 minutes)

Lesson 2 moves into verbal communication skills.  You’ll introduce the students to four key aspects of verbal communication: Volume, Articulation, Tone, and Speed. These aspects are part of using a “VATS voice”. You’ll have to do a lot of demonstrating. For example, when the presentation says “Volume comes from the chest”, you’ll have to demonstrate a spoken instruction in a range of volumes.

Lesson 3 (20 Minutes)
The final lesson deals with active listening skills. This is arguably the most important aspect of developing a new trainer.  They have to be able to listen to the students as a vehicle to bringing more knowledge back to them. Many “experts” have a hard time keeping their mouths shut and their ears open. By teaching them to “listen with their eyes” and “listen for the period”, you can help them wait for the student to finish a thought. By paraphrasing and summarizing, they help the student get to the root of their inquiry or problem area.

· Resources:

· Student Guide

· Power Point, Projector.

· Lots of energy and enthusiasm

Apply

Each of the lessons has learning exercises.
Lesson 1

· Posture practice: Students form groups of 3 or 4, and take turns describing their idea of a perfect breakfast while using good instructional posture. The student is evaluated by the other group members. Each student takes a turn as the “presenter”.

· Eye contact practice: Students form groups of 3 or 4 (preferably with different people), and take turns describing their last vacation while using good eye contact. The student is evaluated by the other group members. Each student takes a turn as the “presenter”.

· Gestures practice: Students form groups of 3 or 4 (preferably with different people), and take turns describing how to make a peanut butter sandwich using gestures only. The student is evaluated by the other group members. Each student takes a turn as the “presenter”.

Lesson 2

· Students take turns delivering a short article from a magazine, using a good VATS voice, appropriate vocabulary, and avoiding filler sounds. The student is evaluated by other students based on an instructional rubric. Each student takes a turn as the “presenter”.

Lesson 3 

· Students will practice active listening techniques with a partner. The first student will be the speaker, the second will be the listener. Each listener will time for 90 seconds while the speaker discusses their plans for the weekend (or some other topic of interest to them). The listener will sit passively during the first 30 seconds, then switch to active listening for the next 30 seconds. Finally, the listener will actively ignore the speaker for the last 30 seconds.  The learning point here is that you have an easier time presenting if your audience is doing a good job listening.
Reflect

How was your “managment” of the 3 lessons?  Did you follow your own instruction? Reflection is important for the instructor as it is for the students.  

Level 1 and Level 3 evaluations are provided.  (Level 3 do within 3-4 months)
Extend

For further information on training related to managing, read:

· Portner, H. (2006). Workshops that really work. Thousand Oaks, CA: Corwin Press.

· Russo, C. S. (Ed.). (2004). Teaching SMEs to train. Infoline, #9977.  Available from http:www.astd.org.

· Russo, C. S. (Ed.). (2005). TBasic training for trainers. Infoline, #8808.  Available from http:www.astd.org. 
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