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No one teaches another, nor is anyone self-taught.

People teach each other mediated by the world...

Paulo Freire

Pedagogy of the Oppressed
...Frames for Effective Training...

Create an optimal learning environment!

...Jane Vella’s Principles for Learning...

Needs assessment

Safety

Sound Relationships

Sequence & Reinforcement

Learning by Doing & Reflecting

Respect for Learners

Ideas, Feelings, Actions

Immediacy

Clear Roles

Teamwork

Engagement

Accountability


...Experiential Education...                                                  ...Psychosynthesis...



...Fun!... 

...Group Dynamics & Development...

...Jane Vella’s Principles for Learning...

1. Needs assessment.

Time is taken to discover what people want and need to learn, what they already know, and how we can design an appropriate learning environment.  In this way, the learners participate in naming and deciding what is to be learned.

2. Safety.

The design of activities, the atmosphere in the room, the processes by which the learning occurs, and the materials convey to the learners that the experience will work for them.

3. Sound Relationships

The focus is on building a relationship between the trainer and the learner that is based on respect, safety, open communication, listening, and humility.  The trainer demonstrates a sense of inquiry and curiosity towards the learner.

4. Sequence & Reinforcement

The content and process of the workshop are carefully sequenced:  from easy to difficult, from simple to complex, from group supported to solo efforts.

5. Learning by Doing & Reflecting

Activities are experiential:  learners are actively involved in their learning, they review and reflect on their experiences, and consider how they will transfer the learning in meaningful ways.

6. Respect for Learners

Learners are subjects of their own learning.  They are equal partners with the trainer in the learning process.

7. Ideas, Feelings, Actions

The workshop is designed to engage people mentally, emotionally, physically and spiritually.

8. Immediacy

Learners need to see and understand how the learning (skills, knowledge, or attitude) is immediately useful to them.

9. Clear Roles

It is important that the learning environment and the attitude of the trainer continually reinforce the human equity between the trainer and the learner.  It takes time for some learners to see themselves and the trainer in these new roles.

10. Teamwork

Teams (or small groups) help create an environment of safety and shared responsibility.  Providing learners with the time and opportunity to work together in small groups encourages creativity, networking, and dialog between learners.

11. Engagement

The design of the learning environment encourages the learner to become deeply involved in the learning.  The trainer continually taps into this energy of engagement and brings this attitude and energy to the learning environment.

12. Accountability

The design of the workshop must be accountable to the learners.  What was proposed to be taught must be taught.  What was proposed to be learned must be learned.

SOURCE:  adapted from Jane Vella, Learning to Listen, Learning to Teach  

...The Association for Experiential Education...

Definition of Experiential Education

Experiential Education is a process through which a learner1 constructs knowledge, skill, 

and value from direct experiences.
PRINCIPLES OF EXPERIENTIAL EDUCATION PRACTICE

The priority (or order) in which each professional places these principles may vary.

· Experiential learning occurs when carefully chosen experiences are supported by reflection, critical analysis, and synthesis.

· Experiences are structured to require the learner to take initiative, make decisions, and be accountable for the results.

· Throughout the experiential learning process, the learner is actively engaged in posing questions, investigating, experimenting, being curious, solving problems, assuming responsibility, being creative, and constructing meaning.

· Learners are engaged intellectually, emotionally, soulfully, and/or physically.  This involvement produces a perception that the learning task is authentic.

· The results of the learning are personal and form the basis for future experience and learning.

· Relationships are developed and nurtured:  learner to self, learner to others, and learner to the world at large.

· The educator2 and learner may experience success, failure, adventure, risk taking, and uncertainty, since the outcomes of experience cannot be totally predicted.

· Opportunities are nurtured for learners and educators to explore and examine their own values.

· The educator’s primary roles include selecting suitable experiences, posing problems, setting boundaries, supporting learners, ensuring physical and emotional safety, and facilitating the learning process.

· The educator recognizes and encourages spontaneous opportunities for learning.

· Educators strive to be aware of their biases, judgments, and preconceptions and how they influence the learner.

· The design of the learning experience includes the possibility to learn from natural consequences, mistakes, and successes.

1
There is no single term that encompasses all the roles of the participant within experiential education.  Therefore, the term learner is meant to include student, client, trainee, participant, etc.

2
There is no single term that encompasses all the roles of the professional within experiential education.  Therefore, the term educator is meant to include therapist, facilitator, teacher, trainer, practitioner, counselor, etc.

...Psychosynthesis...

Psychosynthesis, a psychology with a soul, was developed and introduced in 1910 by Italian psychiatrist Roberto Assagioli.  It is based on several universal principles, which Assagioli articulated after integrating the disciplines of Eastern spiritual philosophies and Western psychology.

· Each of us is a Higher Self through which we can express our unique potential.

· Within each person there is a natural impulse to grow, balance and heal.  By learning to cooperate with this process people experience a sense of freedom, competence and joy.

· This approach recognizes the sacredness and interconnectedness of all parts within ourselves, and of all life, thus awakening a social conscience.

· In its broadest sense, psychosynthesis is a way of understanding and assisting personal and social evolution. It is well suited to psychology, education, medicine, the social sciences, business and all other aspects of society, wherein the consciousness of every individual shapes reality.

...Group Dynamics & Stages of Development...

Groups typically move through different developmental stages (adapted from Richard Weber’s four stages, 1982).  The progress through these stages is not necessarily linear.  Challenges in the work or threats to the integrity of the group may force the group to recycle back through previous stages.  If these difficulties are addressed, the group will grow in a normal “zig-zag” kind of way.  If they are not addressed, the group may fall apart.

Forming Stage

When groups form, members are scrambling to understand their roles in the group.  There is often confusion, anxiety, willingness to please, along with solid glimpses into what the group will be like.

· This is an important time for the group to achieve something together.

· Productivity is low compared to the potential of the team.

· Group members recognize the need to work collaboratively.

· Orientation is toward teamwork.

· Morale may be moderately high - this is sometimes called the ‘honeymoon’ stage.

· Interactions tend to be polite and impersonal.

Storming Stage

This is often called the ‘control stage’.  Weber describes it as “possibly the most difficult stage to tolerate in either persons or groups” (Weber, 1982).  Alliances between members have formed sufficiently to generate negative behavior.  Group members are pushing the limits, trying to determine:  if the group is safe, if they are going to be able to work together, and if their individual needs will be met.

· Conflict is evident concerning roles, who’s in charge, and who has power.

· Group members are essentially reacting to situations, with very little initiative or independence being exhibited.  

· Morale is low.

· Interactions are strained.

continued on next page...

Norming Stage
The group is beginning to operate as a unit, taking pride in what it is doing, and using its own strengths.  If the group is using a facilitator, they will begin to move away from their dependency on this person, and take more initiative and pride in group accomplishments.  

· Group members are more able to confront each other in terms of goals and behavior.

· Moderately high productivity.

· Variable but improving morale.

· Focus is on the resolution of group problems.

· Interactions center on confronting issues, establishing procedures, giving feedback, and  building cohesion.

Performing Stage
Many groups reach the norming stage of development.  Relatively few achieve the performing stage and can be called a high performance team.  Members of these groups are deeply committed to one another’s personal growth and success.  They significantly outperform other groups, and exceed reasonable expectations of their own group, given the group’s membership.  

· People in the group have developed complementary skills.

· Members are equally committed to a common purpose and goal.

· They hold themselves mutually accountable.

· There is clear evidence of interdependence.

· Interactions focus on what works and productivity.

· High morale and a sense of unity.

· High productivity.

Transforming

This stage is sometimes called “termination.”  It is what a group must do when it has accomplished its goal, or has run out of time.  According to Weber, there are two choices.  One is to redefine, or start again with a new agenda and time period.  The other is to disengage.   It is important that the group do the following:

· Acknowledge the completion of the goal and/or the ending of the current effort.

· Determine the future of the group:  will it continue to exist with a new (or redefined) goal, or will it disengage?

· Reflect on what worked, what didn’t work, and what members have learned that they will carry forward into their next team effort.

· Appreciate individual and group efforts.

SOURCE:  Weber, Richard.  “The Group:  A Cycle from Birth to Death”, NTL Institute,1982.

...Perspectives...

“Perspective”
Defined as our unique & valued opinions or beliefs

Guiding assumptions for this workshop

1. The people in the room are one of the most important resources for learning.

2. Adult learning is best achieved through dialogue.

3. The physical space and the energy in the room are important.

4. Good trainers lead and follow learners.

5. There is great power in honesty & authenticity.

6. Don’t ever do what the participants can do themselves.

7. Trainers are learners too!

8. 90% of success comes from the three Ps...practice, practice, practice!

9. The most important things we bring:  our authentic selves and our experience.

...Dialogue...
Dia means ‘between’; logos means “word.”  Hence, dia + logue = the word between us.  The approach to adult learning based on these principles holds that adults have enough life experience to be in dialogue with any teacher, about any subject, and will learn new knowledge or attitudes or skills best in relation to that life experience.

(M. Knowles, The Modern Practice of Adult Education:  An Autobiographical Journey, 1970)

“...the derivation of a word often suggests a deeper meaning.  The word dialogue has a Greek root, dia plus logos.  Now logos means ‘the word,’ but presumably not just the word here but also the meaning.  And dia means ‘through,’ not ‘two.’  This suggests that the meaning is passing through or flowing between the participants.”  (David Bohm & Mark Edwards, Changing Consciousness, 1991) 

...Operating Agreements...

1. Choose your level of involvement, participation and disclosure.

2. Use “I” statements, speak for yourself.

3. Remind (with questions) that we have operating agreements.

4. Ask for permission to continue a conversation (outside of sessions).

5. Ask for, and honor, confidentiality.

6. Seek balance between inquiry & advocacy.

7. Use check-in & parking lot.

8. Speak from the heart.  Presume innocence.  Assume positive intentions of others.

9. Mind commitments now, and in the future.

10. Practice mutual respect - e.g. recognize that we can disagree while still supporting each other.

...Tally of What We Heard from You.... 

((Planning: ((
(((((Selecting specific ways to present information(((((
(lecture, brainstorming, small group work, etc.).

((((Practice designing a workshop segment. ((((
((Review a process for planning a workshop.
((
((((((Preparation: ((((((
(((((((Explore different ways that trainers get ready(((((((
(mentally, physically, and emotionally)

to deliver a workshop.

((Using flipcharts & easels effectively. ((
(Arranging the workshop facility. (
((((((((Delivery: ((((((((
((((((How to handle difficult moments. ((((((
((((Explore when to use different styles of delivery((((
and how to accommodate participants

with different preferences and learning styles.

(((Practicing techniques to develop full participation. (((
(Selecting and using the right visual aids. (
(Varying the pace of the workshop to accommodate participant needs. (
(Effective use of icebreakers, games, etc. (
(24 respondents)

...Achievement Based Objectives...

General:
(Share stories of best practices.

(Build awareness of the role of the trainer as presenter and facilitator.

(Define an optimal learning environment.

(Experience a range of workshop activities and training techniques.

(Ground learning in personal experience.

Planning:

(Review & practice a process for planning a workshop.

(Learn and review different styles of delivery.

(Incorporate specific styles of delivery into a workshop design.

(Practice designing a workshop segment.

Preparation:

(Review things to consider regarding the setup and arrangement 

of the workshop facility.

(Learn and practice tips for selecting and using visual aids effectively.

(Explore different ways that trainers get ready 

(mentally, physically, emotionally, and spiritually)

to deliver a workshop.

Delivery:

(Explore when to use different styles of delivery

to accommodate participants

with different preferences and learning styles.

(Practice techniques to develop full participation.

(Explore ways to vary the pace of the workshop to accommodate participant needs.

(Identify ways to handle difficult moments.

(Learn new icebreakers and warm-up activities.

...Planning Template...

The WWW question:  Who needs What as defined by Whom?

Who are the learners?  Who are other key stakeholders that have decision-making power about the training?

Why is this training necessary?  What is the overall purpose of the training?

When will the training be held?  What specific things do you need to consider about the timing of the training?

Where will the training be held? What specific things do you need to consider about the location of the training?

What for?  Used to set achievement-based objectives.  These are desired outcomes.  All the responses to what for are verbs, so we honor the fact that learners must do something with what they are learning.

What?  Used to describe the content areas of the course.  The responses here are represented by nouns that are connected to the objectives.

How? a set of specific learning activities and processes, designed and sequenced to meet the objectives of the training. 

SOURCE:  adapted from Jane Vella, Learning to Listen, Learning to Teach  

...Example using Jane Vella’s Seven Steps:...

Who
Participants are ISC contract trainers.  Other key stakeholders are ISC director and staff.

Why
The purpose of the training is to give ISC staff and contract trainers a boost on workshop management and presentation skills.  Participants will learn practical things to make their training events more effective.

When
July 2-4, 1999.   Friday 6pm-8:30pm, Saturday 9am-8pm, Sunday 9am-2pm.

Where 
Hotel meeting room at Lake Ohrid, Macedonia.

What for
See Achievement Based Objectives (page 14)

What  
models and frames to use to help design effective workshops, including

· Vella’s Principles of Learning

· Vella’s Seven Steps of Planning

· principles of experiential education

· psychosynthesis

· Weber’s stages of group development


the role of the trainer


specific training techniques and styles of delivery


grounding the learning 


Kolb’s learning styles and the 4-mat learning cycle


considerations for setting up and arranging workshop facilities


guidelines for selecting and using visual aids


suggestions for preparing oneself to deliver a workshop


techniques for accommodating participant needs & developing full 
participation


techniques/guidelines for handling difficult moments


the network of support

How? 
See outline 

...An Example of How We Work on the ‘How’:  Workshop Design...

1.  Brainstorm preliminary ideas on Preparation, Planning and Delivery

2.  Clump into like groups and title the clumps into subjects

3.  Place the subjects into a natural order or progression

4.  Outline the general framework for the workshop, considering the following:

· Goals/learning objectives


· Our frames and perspectives

· Stages of group development

· Operating agreements

· Breaks

· Closing and grounding

· What works for me as a learner

· What I’ve observed other trainers do

5.  Test the outline against models

6.  Imagine the people, the room, the flow of energy

7.  Circle back to the objectives and the survey results

8.  Check everything against our ego’s, fears, any hidden agenda

9.  Hold in mind the group purpose and what’s in the highest interest of the group

10.  Circle through the whole process again and revise until we run out of time!

...Using Different Styles of Delivery...

Lecture

Lectures are best used when you (the trainer) need to convey some specific expertise or content that the learners do not have, or it is not practical or feasible for them to get any other way, given time and/or resource constraints.  Delivering information in this way is also useful for:  welcome and introductions of trainers, reviewing agendas, explanation of logistics, overviews of specific topics.

Large Group Discussion

Used for a variety of purposes:  check-in (how are people doing), debriefing an activity or lecture, creating shared meaning through dialogue.  It is often best to schedule large group discussions that involve risk taking, vulnerability, or sensitive issues later in the training and/or when you sense the group is functioning at a high enough level to be productive and safe in these discussions.  Alternative = small group discussions.

Small Group Discussion 

Similar purpose to the Large Group Discussion, but more effective when the group is still in the Forming and Storming/Sorting stages of development and/or you are dealing with a very large group.  Small groups enable more intimacy and opportunities for each participant to be heard.

Large Group Activity

Used for a variety of purposes:  icebreakers/warm-ups, group problem-solving, decision-making, etc.  The same caution applies here as in Large Group Discussion, regarding timing of challenging and/or sensitive activities.

Small Group Activity

Good for many problem-solving activities, decision-making, sharing stories, case studies, building relationships.

continued on next page...

Partners or ‘Dyads’

Good during earliest stages of group development, deep conversations and/or conversations that may involve risk taking, active listening, giving and receiving feedback, sharing stories, or interviewing.

Individual Activities
Used for work that requires individual focus and concentration, personal challenge, reflection, action-planning and/or goal-setting specific to individuals.
Some Types of Discussions


Dialog


Check-in



Debate


Debriefing

Some Types of Activities


Role Plays


Debriefing


Idea Generation/Brainstorming


Case Study


Problem-Solving: Games, Initiatives


Report Out


Fish-bowl


Polling


Peak Experiences


Practice Skills


Create Something New


Organizing/Sorting


Prioritizing


Get in Touch with Feelings


Interviewing


Summarizing



Guided Visualization


Reflective Writing/Drawing


Decision-making


Action Planning


Goal Setting


Visioning


Icebreakers/Warm ups


Appreciations/Celebrations


Give/Receive Feedback


Critical Pause


Reviewing


Building Awareness


Building Trust


Analyzing


Synthesizing


...Lectures:  Size Matters!...

Small Group (Client Presentation, Work Groups)

· focus your efforts on the individuals in the audience

· presentation style, pace, visuals, and group interaction are dictated by your audience

· maintain direction and control of your presentation while allowing a high level of interaction

Medium-sized Interactive Group (Workshop, Department Meetings)

· less of involvement with the audience

· focus on communicating the content of the presentation as clearly as possible

· visuals should be clear, concise and help move your audience to better understand the content of your presentation

Medium-sized Structured Group (Sales Presentations, Shareholder Meetings)

· speak more formally

· credibility and delivery are the key

· visuals should be specifically targeted to the main messages in your presentation

Large Groups (Keynote Speakers, Luncheon Meetings)

· people are primarily interested in seeing you speak

· delivery must be dynamic, simple-to-follow and credible

· visuals should be simple so they are easy to see and understand from any angle

...Learning Style Inventory...

This short exercise is a simple self-description inventory of your learning style.  There is no ‘right’ or ‘wrong’ answer, nor is there a generally ‘preferred’ style.  These are for your own information only.  So answer as honestly as you can.

Rank order the four words in each of the nine sets of words by assigning a 4 to the word which best characterizes your learning style, a 3 to the word which next best characterizes your styles, a 2 to the next most characteristic, and a 1 to the word which is least characteristic of you as a learner.

Be sure to assign a different rank number to each of the four words in each set; do not make ties.

	1
	
Discriminating
	
Tentative
	
Involved
	
Practical

	2
	
Receptive
	
Relevant
	
Analytical
	
Impartial

	3
	
Feeling
	
Watching
	
Thinking
	
Doing

	4
	
Accepting
	
Risk-taker
	
Evaluative
	
Aware

	5
	
Intuitive
	
Productive
	
Logical
	
Questioning

	6
	
Abstract
	
Observing
	
Concrete
	
Active

	7
	
Present-oriented
	
Reflecting
	
Future-oriented
	
Pragmatic

	8
	
Experience
	
Observation
	
Conceptualization
	
Experimentation

	9
	
Intense
	
Reserved
	
Rational
	
Responsible


...Scoring...

The four columns of words on the previous page correspond to the four learning style scales:  CE, RO, AC and AE.  To compute your scale scores, write your rank numbers in the boxes below only for the designated items.  For example, in the third column (AC), you would fill in the rank numbers you have assigned to items 2, 3, 4, 5, 8, and 9.  Compute your scale scores by adding the rank numbers for each set of boxes.

	score items
	
	score items
	
	score items
	
	score items

	2
	3
	4
	5
	7
	8
	
	1
	3
	6
	7
	8
	9
	
	2
	3
	4
	5
	8
	9
	
	1
	3
	6
	7
	8
	9

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	

	CE = 

	
	RO = 

	
	AC = 

	
	AE = 



Learning Style Profile

Plot each of your scores on the appropriate axis of the chart below:  CE for Concrete Experience, RO for Reflective Observation, AC for Abstract Conceptualization, AE for Active Experimentation.  Connect the dots to form a ‘kite’.  Then read the brief description of each of these styles on the next page.







...Learning Style Inventory Descriptions...

	Dynamic Learner

Application

I like to:

connect things together; do things that matter in life; teach other people what I know; take some risks; and make what is already working, work better.

I function best: 

by acting and testing experience.

My goal:  to challenge complacency.

My favorite question:  ‘So What?’
	Imaginative Learner

Experience

I like to:

learn through personal experience; have meaning in what I learn/ learn about things I value and care about; express my beliefs, feelings and opinions; and understand how what I learn affects me.  

I function best:  

when interacting with others.  

My goal: make the world a better place.

My favorite question:  ‘Why?’



	Common Sense Learner

Generalization

I like to:

do things; have ideas clear and understandable; find out how things work; test theories in the real world; and make things useful.

I function best:

using kinesthetic awareness.

My goal:  to make things happen.

My favorite question:  ‘How?’
	Analytic Learner

Reflection

I like to:

get new and accurate information; deal in facts and right answers; know what the experts think; formulate theories and models; and have things exact and accurate.

I function best: 

when adapting to experts.  

My goal:  add to the world’s knowledge.

My favorite question:  ‘What?’


SOURCE: Adapted from Kolb, D.

...The 4-Mat Learning Cycle...



...Brain and Learning...

...The 4-Mat Lesson Plan Guide...

...4-Mat Lesson Plan Example...

...4-Mat Lesson Plan Exercise...

...4-Mat Lesson Plan Exercise - Cut-Ups...




...Tips For Effective Visuals...

Keep it simple!

Clarity

Visuals should be easy to read, simple to follow, and clearly illustrate your point(s)

Use Color Sparingly

2-3 colors per visual is best.  More than 3 colors may look too busy...unless you are an artist!

Use Bullet Points Whenever Possible

Full sentences are often too long and too busy for visual displays

Be strategic about graphics

No more than 3 curves or horizontal bar lines per graphic

No more than 20 words of text per graphic

Limit the amount of numbers / figures on your graphic

Use charts and graphs to illustrate import numbers / figures

Use the real thing if possible

Actual samples/things are the best visual aids

Have samples/things with you for your audience to touch, feel and try out!

   

...Flipcharts...

	ADVANTAGES
	DISADVANTAGES

	Excellent for small groups
	Illegible flipcharts defeat the purpose of using them as a visual aids



	Encourage group interaction and involvement


	Flipcharts don’t hold up well over time

	Promote instant reinforcement of presentation messages and participant input


	May be difficult to see.

	Good low-tech alternative


	Difficult to move and travel

	Easy, inexpensive way to make colorful visual aids
	


...Flip Tips...

Different Purposes
· To Inform

· Focus Attention

· Recording

· Give Instructions

· Enhance the Learning Process

· Structuring Discussions

· Display

Design Guidelines

· Write key words only and/or abbreviate long words

· Limit the lines of text per page

· Letters should be 1-2 inches tall

· Use bullets & borders where appropriate

· Use color to highlight & improve readability

· Include pictures and graphics to convey complex or wordy information

· Strive for balance and symmetry

· Leave plenty of blank space

General Tips

· Plan enough time to create good flips

· Leave a blank sheet between pages

· Put tape on the flipchart before removing from the easel to hang on the wall

· Bring your own markers

...Overhead Transparency Notes...

	ADVANTAGES
	DISADVANTAGES

	Inexpensive and fast 


	Can be Poor quality



	Image quality 
	Transparencies are fragile 



	Easy to see 
	Usually limited to black and white 



	Wide availability 


	Manual process of changing transparency slides 



	Presentation customization on the spot
	Noise factor 




Tips:

· Always test the equipment prior to the workshop

· Make sure you have backup bulbs, etc.

· If you are using the overhead projector for only part of the workshop.  Move it to the correct position, test it, and then mark the location on the floor with tape.  This allows you to move the projector out of the way when you don’t need it, but still be able to quickly move it into position when required.

· Put your transparencies in the proper sequence.

· Insert paper copies of the transparencies behind each transparency - this allows you to easily read (and review if necessary) what is coming next.

· Bring your own transparency pens and keep other pens (esp. permanent markers) away from the projector.

...Example Checklist...

Workshop Checklist


Workshop Name:
  Date:
   

Time:
to

Contact/Presenter Name:


Phone:

  Email:








?
Session Outline/Plan


?
Purpose Statement

?
Presenter Notes
Handouts:


??Copies - Date to be completed:  




?

# copies
 

?

# copies
 

?

# copies
 

?

# copies
 

?
Evaluation Form
# copies
 
Supplies:
?
Masking Tape




?
Pens

?
Blue Stik




?
Pencils

?
Flipchart Markers



?
Extra Paper

?
Overhead Markers



?
Bag of Tricks

?
Transparencies




?
Stapler

?
Manuals/Reference Books


?
Three Hole Punch

?
Scissors




?
Sticky Notes

?






?


?






?


Equipment:
?
Overhead & Screen



?
Slide Projector & Screen

?
Flip chart # 




?
Flip chart Pad   # 

?
TV/VCR

?

Room Setup:
?
Lecture/Theatre Style



?
Chairs in Separate Circles  # 


?
No Chairs or Tables



?
Chairs in Single Circle  # 


?
Presenter Table Only



?
Breakout Rooms

?
Prework for Participants:  









...Getting Ready...

Getting ready starts long before the workshop is to begin.  The following are some suggestions.

· Be well-rested

· Nourish yourself  (e.g., eating foods that are good for you)

· Do what you need to do to take care of personal and professional matters in order not to be preoccupied them while in the workshop.

· Do your preparation

· Do run throughs w/ feedback

· Practice getting ready through visualization - imagine yourself there...what are you feeling, doing, hearing, tasting, etc...  imagine yourself as totally relaxed and prepared

· Identify trouble spots...see yourself working through them...imagine the learning energy in the room

· Visualize yourself surrounded by a protective white light

· Imagine your audience wearing white underwear

· Mentally evoke and connect with others who support you, who bring out the best in you. 

· Carry or have close at hand a symbol or object that connects you to your strengths as a trainer, that represents you as a competent, successful trainer

· Just before the workshop, connect with your core values and purpose for being there.  Consciously keep that connection during the workshop.

· Center yourself.

· Yoga, tai chi

· Quiet time right before

· Deep breathing

· Go for a short walk

· Stretch 

· Do physical tasks - sorting namecards, arranging the room, etc.

· Do whatever you can to create a feeling that this is a space for great learning!

· Practice in the room - imagine the people in the room while you are doing this

· Walk through the training room, get familiar with various points in the room

· Greet people as they come in the room

· Plan ‘mingling’ time at the beginning of the workshop

· Let go of the outcome, trusting in the members of the group and the group process

...Overcoming the Jitters! ...

An Exercise

Find a comfortable sitting position.  Ask yourself the following questions and write the answers on a piece of paper.

What am I feeling?

The 





 is...


(fill in the name of the feeling)

(complete the sentence)

Pause.  Breath deeply and just let yourself feel it.  Remind yourself that all feelings are appropriate and valid.

What do I want?

What am I doing?

Repeat this sequence of asking and answering the questions 3-4 times.

...The Role of the Trainer...

The trainer creates and maintains an optimal learning environment. 

She sees the group itself as a living entity, and is responsible to the group purpose as well as to the individuals with their own purposes. 

He is visible and committed to the principles being taught, he models the theory, embodies it, is alive with it 

She is fully present and in contact with herself, with where she is personally, so that she has a solid foundation from which to bridge to where participants are.

He helps members connect their purposes for being there to the group purpose, helping them to answer the question,  “How is the need in my life going to be furthered by being connected to the purpose of the group?” 

She crafts a structure and support which builds trust and creates a safe container so that participants build effective relationships within themselves and with each other in order to take right-sized risks. 

He creates an effective design, enabling members to fulfill their purpose for being there.

She assists participants to ground the learning that is achieved in the workshop into their everyday lives.

...An Effective Trainer...

· Is an empathetic “active listener” 

· Is flexible, adaptable, and adjusts activities to reflect changing needs

· Uses humor and encourages play and fun

· Is creative and utilizes the unexpected and the unusual

· Is accountable and open to feedback

· Deals with conflict and is capable of being direct, open, and confronting as needed

· Is articulate and communicates clearly 

· Is honest and trustworthy

· Is open in expression of feelings and ideas

· Solicits people’s ideas and opinions 

· Is decisive, taking charge and making decisions if necessary

· Is approachable and seen as open and objective

· Has design skills; creatively utilizes people, time and other resources

· Has specific content skills and expertise; is continually learning and developing their own skills 

· Plans, creating an organized approach toward meeting specific goals

· Has goals that are clear and manageable

· Draws the existing energy or juice into the fulfillment of the group purpose

· Builds the container, the field, before getting to the task

· Trusts the group, letting the group mind help in resolving right-sized problems without abdicating all the power or responsibility for leading 

· Communicates acceptance and belonging 

· Balances the
I – the needs of each individual member


the We – the members as one group


the It – the job at hand

· Encourages group members to participate

· Reads nonverbal, body clues

...Group Content And Group Process...

In all human interactions there are two major ingredients – content and process.  The first deals with the subject matter or the task upon which the group is working. The second ingredient, process, is concerned with what is happening between and to group members while the group is working.  Group process, or dynamics, deals with such items as morale, feeling tone, atmosphere, influence, participation, styles of influence, leadership struggles, conflict, competition, cooperation, etc.  In most interactions, very little attention is paid to process, even when it is the major cause of ineffective group action.  Sensitivity to group process will better enable one to diagnose group problems early and deal with them more effectively.

One of the easiest aspects of group process to observe is the pattern of communication:

· Who talks? For how long?  How often?

· Whom do people look at when they talk:  

· Others who may support them?

· The group as a whole?

· The trainer?

· No one?

· Who talks after whom?

· Who interrupts whom?

· What style of communication is used – assertions, questions, tone of voice, gestures, support or negation?

· Who isn’t talking?

Other aspects of group process to observe include:

· What is the emotional tone of the group?

· Who has how much power and influence in the group?  How is it being wielded, by you, others?

· Who is allied with whom?

· How vital is the group, the members?

· What is the level of group cohesion?

· Your own inner experience.  Observing one’s own feelings gives important information about what may be occurring in the group.

An effective trainer keeps one hand on content and one on process, and connects them both to the purpose of the group.

...Varying the Pace...

GRABBS Modality Check List

Goals
How does the learning activity relate to the group and individual achievement objectives/desired outcomes?

Readiness
This regards levels of instruction (skills) and safety capabilities.  Is the group ready to do the activity?  Is the challenge too high or too low?  Do they have the ability to attempt or complete?  What will you have to do to change the event to compensate for lack of readiness?

Affect
What is the feeling of the group?  What kinds of sensations are they having?  What is the level of empathy or caring in the group?

Behavior 
How is the group acting?  Are they resistive?  Disruptive?  Agreeable?  Are they more self involved, or group involved?  Are there any interactions that are affecting the group, both positive and negative?  How cooperative are they?

Body 
What do you notice about how they are moving, or not moving?  How tired are they?  Do they need a break?  Did they just eat?  How might the time of day be affecting them?  What can you read from their non-verbal body language?

Stage
Which developmental stage is the group at?  Groups will go through levels of functioning.  Having a schema to describe these levels will provide you with another means of assessment.

Note:  Periodically check-in with yourself and your body - you will often discover subtle clues that will help you understand what is going on in the group.

SOURCE:  adapted from Schoel, J., Prouty, D., and Radcliffe, P.  Islands of Healing, 1988.
...Techniques to Encourage Full Participation...

What techniques have you noticed so far in this workshop?

Tips for Using Your Voice Effectively!

· Speak loud enough so that your audience can hear you.

· Change the tone of your voice.  Don't speak in a monotone.

· Alternate the pace of your voice.

· Slow down for important points.

· Pause.  Silence is an excellent exclamation point! 

· Drink plenty of water. 

· Relax.  Straining your voice may turn off your audience.

...Difficult Moments...

Brainstorm...What are difficult moments for you?

...Network of Support...



Evaluation Form

Date:  



Name (optional):  





	Instructions:

Please evaluate the modules in this column and circle the corresponding number (1-5) in each of the three columns on the right.  We suggest that you complete the “Importance” column first.

	How Important

5 = crucial 

4 = very important

3 = important

2 = somewhat

1 = no importance


	Your Experience

5 = excellent

4 = good

3 = okay

2 = poor 

1 = awful


	Presentation
5 = excellent

4 = good

3 = okay

2 = poor 

1 = awful
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Evaluation Form - continued
	What are the three most important concepts, ideas, or experiences you gained from participating in this session?

1. 










2. 










3. 










What did you learn about yourself in this session?

How will you use the information you have learned?

What suggestions do you have for improvement of this session?




...4-Mat Lesson Plan Cut-Up...

...4-Mat Lesson Plan Cut-Up Answer Sheet...

...Difficult Moments...

Someone asks a question you can’t answer

When you don't know a specific answer, don't bluff. It’s OK to say “I don't know." If you give a wrong answer, you will lose credibility with your audience.  Usually, audiences will respect your for being honest. 

The best way to handle this situation is to say you will find out and get back to them. If possible, at the next break, make a few calls to see if you can find out the answer. If you get an answer, provide that information to the group after the break. If not, be sure to follow up with the audience member after the presentation. Either way you will improve your credibility.

You lose your train of thought

You can't quite remember where you are or where you are going. Perhaps you begin to panic.  The first thing to remember is that this situation happens to everyone at some point in time! Here’s a way to recover and get your presentation back on track.

1.
Relax


Try not to go into a panic. Take a deep breath and relax! 

2.
Refer to your notes.


Speakers should always have notes within reach. Organize your notes in the same order and title them with the same headings as in your outline. Use large type so you can easily read the words.  After you take a breath and relax, glance at your notes for an idea or trigger to get you back on track.  

3.
Pick up where you left off.
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CLOSE FRIENDS


those I go o for caring, esteem, intimacy





COACHES


people who push me to be all I can be





COUNSELORS/HELPERS


those who help me reduce stress, share deep emotion





TEACHERS


those more competent than I in areas I'm working on





EXPERTS


those who don't always share my point of view





DEFENDERS


those who stand by me









