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Introduction To Foundation
The Program
I’m going to teach the most comprehensive, easy to understand, applicable set of
adult education techniques on the planet.
Make a clear picture in your mind of what you want to get out of this program.
Even though you don’t know exactly what you’re going to learn, you have an idea
of what you came here to get. Take a minute right now, and think about why
you’re listening to me right now…what led you to this point…and make a picture
of exactly what you want to get out of this program.

As You Watch…
Take 3 minutes and write down at least 3 things you want to get out of this
program. Put a star next to the one that is THE most important to you.
1.
2.
3.
Focus on getting your outcome as we work together, learning how to become elite
trainers and teachers with all audiences.
The first part of this program is about you. I’m going to talk about a lot of things
that make you think and challenge your assumptions and current paradigm. You
might be thinking: “How is he going to help me learn the secrets to adult
education?” That’s good. That’s exactly where you’re supposed to be.
In my typical style, I’m going to paint a lot of broad strokes to begin with, and
then wrap up with some hard-hitting ultra useful things for you to take and use.
Will you make a commitment to stay with me?
•

Take notes during and after this presentation. It will be harder, but you
will get more out of it. (Imagine learning to ride a bike without actually
taking the training wheels off and doing it yourself…The notes will
provide you a means to achieve that.)

•

Review this program a minimum of once per month for three months, so
you HEAR it all.

•

Work with the material and activities at least one hour per day for 90 days
in a row to build a solid habit

•

Make a personal commitment to get the most from your investment…you
spent the money and time and you deserve to get back as much as you can
for it

©2010$All$rights$reserved.$–$Foundation$“The$Essentials$of$Adult$Education”$With$Jason$Teteak$

0•3
Introduction To Foundation

Course Outline
•

Hook The Class (Chapter 1)

•

Become Their Favorite (Chapter 2)

•

Create Your Presence (Chapter 3)

•

Understand Your Learners (Chapter 4)

•

Teach All Learners (Chapter 5)

•

Create Amazing Training Materials (Chapter 6)

•

Handle Challenging Trainees (Chapter 7)
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Hook Your Class
By the End of This Lesson, You Will Be Able to…
•

Effectively hook trainees at the beginning of class
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The Initial Hook
The First 30 Minutes
During the first 15-30 minutes of training, you should…
•

Elicit tasks from trainees – addresses why the trainees are here

•

Hook the trainees – captivates your trainees so that they listen

•

Establish credibility – explains why you are the one to meet their needs

•

Build rapport – builds trust and meets trainees’ needs

By the end of this time you will have trainees in three categories: hooked, on the
fence, and disbelievers. Don’t give up on any of these people. Even someone who
is hooked into the lesson now may lose interest later, just as the on-the-fence and
disbelievers may find something to engage them in the lesson as you begin to
train. The initial hook gets you started; maintaining your credibility and rapport,
and re-hooking trainees throughout the class will make sure you don’t lose
anyone.
The initial hook is when you identify the tasks of the roles in class and show
trainees that they will be addressed in the class. This needs to be done at the very
beginning of class, within the first three minutes if possible. Hook your class
before you complete introductions or establish credibility and rapport.
Adults learn best when they know the topic is of immediate value and understand
why they need to learn. A great way to hook your adult trainees is to answer the
question, “What’s in it for me?” Use your knowledge of their personal goals and
job role responsibilities to explain how this class will meet their needs, such as
making their work faster or easier.

Adults Learn Best When…

Credibility and Rapport during the Initial Hook
Credibility is key when working with adult trainees. They need to know that you
know what you’re talking about. Give your trainees reason to believe in you as a
trainer and be sure to state your credentials at the beginning of the class.
First, demonstrate that you understand their needs. Find out what their job tasks
and goals are. Second, show them that you understand their responsibilities. In the
first 15 minutes of class talk about their tasks and what they do, so that they know
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you understand their world. Third, show them that you can meet their needs –
demonstrate how the new information you are going to present relates to their
jobs and tasks. On a related note, don’t admit that you don’t know the answer to
any question during these initial 15-30 minutes.
It’s not enough to know your stuff – trainees also need to feel comfortable around
you. Establishing rapport will enable them to ask questions and accept help when
they need it. Eliciting tasks from your trainees is a fundamental part of building
rapport. Addressing their tasks will let them know why they are there and that you
are attentive to their needs and what they hope to take away from the class.
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Tasks and Goals
Tasks vs. Goals
An important factor in hooking your trainees is to be aware of the audience
composition. In order to successfully hook your trainees, you need to know what
their role is, which will play into the tasks that you elicit from them. For example,
if you are teaching a group of nurses, it makes sense to be familiar with their
flows in advance. Knowing what tasks they will have to complete as a part of
those flows will help you quickly identify relevant topics as trainees mention
them. This will also help you maintain credibility in the classroom, even if you
have no clinical or industry experience.
Tasks are what the trainees really want or need to know to be able to perform their
job duties. Goals are personal wants or needs of the trainees but are not
necessarily related to the topics that will be presented in the class. Objectives are
what the trainer wants to teach trainees so that they can perform their job roles.
Just as multiple job tasks can fit into a flow for a particular role, so too do
multiple objectives fit into a task.
As directed by your trainer, write down your definitions the terms below without
looking at the above material.

Tasks vs. Goals
Tasks:
Goals:

Eliciting Tasks
Make sure you know the basic job role tasks of the trainees before you elicit them
in class. This preparation will make it easier for you to discern which goals are
off-topic and will enable you to appropriately address them. To effectively hook
your trainees when eliciting tasks, you need to answer the question that is likely in
their minds: “What’s in this class for me?”
1.

Before class, research what the trainees want to know related to this class
and their job role.
•

Memorize these things, as this will build your credibility. You need to
be able to interact with the trainees, not reference note cards.
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2.

3.

At the beginning of class, ask your trainees a specific focus question - get
them to identify the things you researched.
•

For example, you can say to a class of nurses: “When you first come
onto a shift, what are some of the things you need to do?”

•

If you are teaching a group of people who may not know the tasks of
the job roles you are training, you need to provide them with the list of
tasks.

Write the responses down so that they can be referred to later
•

Make sure this is in a highly visible place for everyone in class.

•

Best to use a sticky note, PowerPoint, or a whiteboard that won’t need
to be erased.

4.

As you get responses to your focus question, ask questions and make
statements that demonstrate your knowledge and understanding of their
world and role.

5.

Reference the applicable tasks before each new topic in the class.
•

This shows that you are teaching them what they want and need to
know and re-hooks them into the lesson or class.

Eliciting Individual Goals
It is extremely important to elicit goals not just from the class as a whole, but also
from each individual. This will demonstrate that the class is being taught
especially for each individual and that it is important to you to meet each person’s
needs, even if they aren’t totally within the scope of the lesson.
To elicit your trainees’ individual goals:
1.

Begin with an icebreaker.

2.

Ask each individual what their name, role, and personal goal are for the
class.

3.

Write down each person’s responses on your seating chart.

4.

Reference each person’s goal as you address it during the lesson.
•

5.

For example, as you talk about a specific task or set of objectives, call
that out to the person who asked about that. “Sam, you wanted to
know how to edit a note after it was signed. This next activity will
walk you through that.”

If it is not possible to reference all the individual goals during the lesson,
make time during a break or lunch to connect with that person.

©2010$All$rights$reserved.$–$Foundation$“The$Essentials$of$Adult$Education”$With$Jason$Teteak$

1•8
Hook Your Class

•

Sometimes you will be unable to address a goal because of time
limitations, lack of expertise, or simply because it is outside the scope
of the class. Take the time to direct that trainee to someone or to
resources. That can help maintain your rapport and keep the trainee
hooked into the class.

Writing Down Tasks and Goals
Tasks – These are common to all trainees and, as a list, are nearly the
same from class to class. Write them down on a sticky note.
Goals – These are personal and vary from trainee to trainee. Write them
down on the seating chart.

Responding to Tasks and Goals
How you respond to tasks and goals determines whether trainees will keep
participating and stay engaged during class. Positive responses will help the class
feel comfortable volunteering and see the value in what you have to teach. At the
same time, your responsibility as a trainer is to keep tasks within the appropriate
scope for the class.
Respond positively to all volunteered tasks and goals, even if one is outside the
scope of the class. Include these with the others, but address it with the person
off-line. Refer back to the tasks and goals throughout the class. Use them during
discussions and check them off after they’ve been covered. At the end of the day,
make sure the tasks have been covered and that each trainee’s individual goals
have been addressed.
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In-Class Exercises
What Makes a Good Trainer?
!

Part 1: Form Groups of Four
As directed by your trainer, form groups of four. Take this lesson (and a pen or
pencil) with you for reference during the activity.
Within your group, assign each member one of the following four roles:
Facilitator – keeps all group members involved and generates
discussion
Writer – documents the important points from discussion
Timekeeper – keeps the discussion from exceeding the allotted
time
Relayer – shares the group’s information with the class

!

Part 2: Brainstorm

What makes a good trainer?
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What do I want to improve upon as a trainer?

!

Part 3: Class Discussion
You will now regroup as a class to share your responses to the question.

Class Discussion Notes: What makes a good
trainer?

Follow up: Why did this activity include
roles?
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Reviewing the Chapter
Review Questions
1.

What are the four things that need to be accomplished in the first 15
minutes of class?

2.

If a trainee offers a goal or task that is outside the scope of the class,
how should you deal with it?

3.

What should you do as you address the tasks or goals of a trainee
during class?
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Review Key
1.

What are the four things that need to be accomplished in the first 15
minutes of class?

Hook the trainees, elicit tasks, establish credibility, establish rapport.
2.

If a trainee offers a goal or task that is outside the scope of the class,
how should you deal with it?

Write all tasks on the visual organizer, even if they are outside the scope
of the lesson. If you are unable to address it during class, tell the trainee
(and perhaps the entire class) when or where they can learn that
information.
Write all goals on the seating chart and take break or lunch time to
address those beyond the scope of your class with the trainee one-on-one.
3.

What should you do as you address the tasks or goals of a trainee
during class?

Check off the tasks as you address them during the class. As you address
individual goals, check them off on your seating chart. Reference both
aloud to the trainee and the class as you cover it.

Study Checklist
•

Make sure you can define the following key terms:
" Tasks
" Goals

•

Make sure you can perform the following tasks:
" Identify the steps to effectively hook a group of trainees by eliciting
tasks from the class
" Identify the steps to effectively elicit goals from individuals
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•

Make sure you fully understand and can explain the following concepts:
" The effect of hooking trainees
" When a hook should happen
" The difference between eliciting tasks from the class and eliciting
goals from individuals
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Become Their Favorite
By the End of This Lesson, You Will Be Able to…
•

Build initial and ongoing credibility

•

Build initial and ongoing rapport

•

Successfully praise and encouragement

•

Use the neutral statement

©2010$All$rights$reserved.$–$Foundation$“The$Essentials$of$Adult$Education”$With$Jason$Teteak$

2•4
Become Their Favorite

Build Credibility
Credibility is key when working with adult trainees. The two types of credibility
you need to deal with in a classroom of adult trainees are trainer credibility and
trainee credibility.
Trainer credibility ensures that your trainees feel that you know what you are
talking about. It gives your trainees reason to believe in you as a trainer and it
demonstrates that you understand their needs.
1.

Tell the class your credentials. They need to know what makes you the
right person to be teaching them.

2.

Find out what their work responsibilities and goals are.

3.

Show them that you understand their responsibilities. In the first 15-30
minutes of class talk about their workflow and what they do, so that they
know you understand their world.

4.

Show them that you can meet their needs – demonstrate how new
information relates to their jobs and goals.

Steps To Build Initial Trainer Credibility
1.
2.
3.
4.

Trainee credibility ensures that the trainees feel that what they say matters and
that they are acknowledged as experts in their roles. You can establish this
immediately with expert questions.
An expert question is a specialized question you ask of trainees when you
are confident that they know the answer based on their industry
knowledge.
Trainees in any class have a job role back at their organization and goals related
to that role that they would like to achieve. Ask them to tell you those two things,
and write them down on a piece of paper. This gives them trainee credibility and
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allows them to feel that their world matters to you. Also, in each of your classes,
there are bound to be experts, who know the tasks of the roles you plan to address.
You can build trainee credibility with those trainees as well by asking them to tell
you what those user tasks are when you start the first flow of the class.

Steps To Build Initial Trainee Credibility
1.
2.
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Build Rapport by Not Losing It
If credibility describes what you or the trainee knows about a subject, rapport
describes the relationship you build and maintain with the trainees while you
teach that material. To build rapport means to meet the needs of the trainees.

Activity: Praise vs. Encouragement
Find a partner and read the training scenario, talk through the dialogs together,
and reflect on their outcomes. Take turns being the trainee and the trainer.
!

Praise and Higher Brain Disconnection
You are a trainer in a classroom, and your trainees are working on some handson exercises individually. Their assignment is to follow all the steps in their
training companion, show you when they are finished, and then move on to the
advanced exercises. One of the trainees, who has been very quiet throughout the
class, finishes his basic exercises. He doesn’t raise his hand, but as you are
walking around, you notice that he completed the exercise as the companion
specified.
Trainer: “Great job, you completed your hands-on and it works.
Congratulations!”
Trainee: “Great job? I followed all of the instructions, but I have no idea what I
am doing. The only reason it worked is because I did what you said to do, but I
don’t know why, and I certainly don’t know how this fits into my job. Why do we
have to do this?…this class is worthless.”
□ 1.

Reflect: Why did this happen?

□ 2.

The trainer used praise in the scenario above. Based on this, define praise:
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□ 3.

!

The reaction of this trainee exemplifies a higher brain disconnection.
Based on this reaction, how would you define a higher brain
disconnection?

Successful Encouragement
You are a trainer in a classroom, and your trainees are working on some handson exercises individually. Their assignment is to follow all the steps in their
training companion, show you when they are finished, and then move on to the
advanced exercises. One of the trainees, who has been very quiet throughout the
class, finishes his basic exercises. He doesn’t raise his hand, but as you are
walking around, you notice that he completed the exercise as the companion
specified.
Trainer: “I see you completed your hands-on, and it works.”
Trainee: “Yeah, but I don’t know what I did to get here. I just followed the
steps.”
Trainer: “We have some extra time, would you like to me to review part of the
exercise with you?”
□ 1.

Reflect: Why did this turn out well?

□ 2.

The trainer used encouragement in the third line of the above scenario.
Based on this, define encouragement:
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□ 3.

!

The instructor said, “I see you completed your hands-on, and it works.”
This is called a neutral statement. How would you define this concept?

Encouragement & Higher Brain Disconnection
You are a trainer for a group of users in a training session. After each trainee has
finished the course, they complete a competency assessment prior to go live, in
which they work on the system and demonstrate a certain level of mastery. Each
trainee is required to score at least an 85%, or they must redo the competency
after a period of individual tutoring or training. The trainer graded the
assessment and the trainee scored an 86%.
Trainer: “You scored an 86% on your competency assessment. Don’t worry; I’ll
help you find the answers to the questions you missed.”
Trainee: “86%?! – What do you mean ‘don’t worry?’ I thought that was a good
score.”
□ 1.

The trainer used encouragement in the above scenario. Why did this use
of encouragement fail?

□ 2.

Based on the above scenario, refine your definition of encouragement:
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□ 3.

!

The reaction of this trainee exemplifies a higher brain disconnection.
Based on this reaction, refine your definition of a higher brain
disconnection:

Successful Praise
You are a trainer for a group of users in a training session. After each trainee has
finished the course, they complete a competency assessment prior to go live, in
which they work on the system and demonstrate a certain level of mastery. Each
trainee is required to score at least an 85%, or they must redo the competency
after a period of individual tutoring or training. The trainer graded the
assessment and the trainee scored an 86%.
Trainer: “You scored an 86% on your competency assessment.”
Trainee: “That’s great, I am so happy I passed.”
Trainer: “Nice job.”
□ 1.

The trainer used praise (in the third line). Why did this use of praise
work?

□ 2.

Based on the above scenario, refine your definition of praise:
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□ 3.

The trainer used a neutral statement in the above scenario. Based on this,
refine your definition of the neutral statement:
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Keep the Rapport
What is Praise?

What is Encouragement?

What is a “Higher Brain Disconnection”?

How can the Neutral Statement keep (& build) Rapport?
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Build Rapport by Gaining It
There are many more ways to meet the needs of your trainees and build a solid
relationship with them. Below are just a few. You should strive to incorporate as
many of these as possible in your classroom as you see fit.

Address Trainees’ Goals and Tasks
As you get to various topics, describe how they relate to the goals and tasks
established by your trainees, and show this by checking off their workflow tasks
on the sticky note from the beginning of class. Doing these things throughout
class demonstrates that you are aware of your trainees’ individual needs and
wants and are constantly working to meet them.
!

Use a Parking Lot
Creating a parking lot for questions and topics that you can’t address in class is a
way to acknowledge your trainees’ contributions without losing the direction of
the class. Trainees may interject frustrations, ideas, or questions that you are not
able to answer or deal with in a manner that would satisfy them. If you put the
item in the parking lot, your trainees will feel listened to and that their needs will
soon be met. Simply creating a parking lot is not enough; to maintain your rapport
with the class you must follow up on the items.
Introduce the idea of the parking lot to your class before you begin teaching any
content. Set aside a large sticky note or portion of a board to use for this purpose.
Make sure the issues in the parking lot are not lost between classes if the course
you are teaching is more than one day long.
If you are able to address or follow up on an issue, check it off so that the trainees
can see you haven’t forgotten about it.

!

The Neutral statement
Use the neutral statement to determine whether to praise, encourage, or neither it
and is unlikely that you will misunderstand the feelings of your trainees. (For
more information about the neutral statement, refer to the section so named later
in this chapter.) Correctly assessing the sentiments of your trainees will go a long
way to maintaining the rapport you have worked to so hard to establish. The
neutral statement can also help you win over some types of challenging trainees.

Share Control
!

Offer Choices
Offer choices about activities, breaks, and even class direction (jumping around in
topics a little) when possible. Sharing this control helps keep challenging trainees
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engaged and shows that you respect your trainees and acknowledge that they are
adults capable of making decisions about their lives.
Don’t give your trainees choices if you aren’t willing to accept each of the
options. Don’t ask, “Do you want to learn how to order meds for a patient?”
unless you are really okay with their replying “no.” Instead ask, “Would you like
to take a break now or in 15 minutes, after we go over how to order meds?”
When you offer a break, give trainees a choice of 10 or 15 minutes. If you
get equal responses for both options, choose a time right between your
choices that rounds off to the nearest 5 minutes. This still allows the
trainees to feel empowered with making the decision, but gives you a
concrete starting time.
!

Recognize Expertise
Use what you’ve learned about effective questioning to elicit participation from
your class experts; ask them questions that require their professional opinion. In
many cases your trainees will know more about a particular topic than you will.
Asking them questions that require their professional opinion makes them feel
valuable to the class and allows them to show off what they have learned (in a
non-disruptive way). Recognizing their expertise also shows that you respect their
particular skills and knowledge, just as you want them to acknowledge and
respect your experience in your field of expertise.
Before you ask for professional opinions, make sure you know the answers to the
questions you are asking. Although recognizing expertise is a way to share control
of the classroom, ultimately you should be in control the entire time and the
trainees will just feel as though they have control.

Show That You Care
Trainees want to know that you recognize that they are individuals with unique
wants and needs, not just one of twenty people in a classroom. They also want to
see that you are a person too.
Be a good listener – wait until someone is completely finished talking before you
respond. Make eye contact and use open body language. Avoid doing other work
or prepping during breaks; instead use this time to get to know your trainees and
interact on a more personal level.
!

Be Welcoming
Start off class with introductions. Use handshakes, smiles, and other inviting body
language so that people know you are enthusiastic about being in this class with
them.
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!

Learn & Use Names
Learning someone’s name helps them feel valued and gets their attention. Use
name tents or your seating chart to help you remember all of your trainees’
names. The act of using someone’s name will also help you to remember it later
on – try to use names when asking questions, responding to comments, or
referring to the trainee’s goals from the beginning of class.

!

Share Stories
Often trainees don’t think of a trainer as a real person. Tell anecdotes in
moderation to help trainees relate to you and see you as down to earth. When
possible, make it a funny story related to the topic you are teaching. Planning
which stories you will use and when is critical here. Telling stories incorporates
another rapport-building technique and can keep the lesson on track.

!

Use Humor
Incorporate humor devices such as media clips, cartoons, or even a joke; all of
these help to lighten the mood and give trainees’ minds a chance to relax.
Consider interspersing something humorous related to the current lesson topic to
keep from digressing too much. Note however, that interjecting humor needs to be
done at the appropriate times, in moderation, and in appropriate ways.

!

Ice Breakers
Starting off class with an icebreaker can help you get past nervousness and build
rapport with your trainees at the same time.

Key Components Of An Ice-Breaker
1.
2.
3.
4.
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Large Classes
If you have a large class (24-32 trainees or more), consider not adding in
the fourth component of the icebreaker listed above. Remember that you
want to start teaching content within the first 30 minutes of class.

What trainee information should you add to your seating chart?

!

1.

Name

2.

Role

3.

Goal

4.

Anything else of note

Food
Sharing a meal or snack is a fundamentally communal activity. It can foster a
sense of community, even in something as brief and routine as a class. Treats
bring a smile to almost anyone’s face. They can also ease the physical demands of
a long class or one that meets at an early or late hour by preventing possible
distraction of the trainees’ attention due to hunger. You can build rapport with
your trainees – especially customers – by having lunch with them. Target your
more difficult trainees when doing this.

!

“Set the Table”
Make sure that your classroom is an inviting place from the moment that the
trainees walk in the door. To do this:
•

Be there early

•

Adjust the room temperature appropriately

•

Place a companion on every desk

•

Turn the computers on

•

Welcome each trainee with a handshake

Rapport Summary
All of the examples above are ways to build rapport throughout class, not just
initially. Similar to credibility, you can really focus on building rapport in the first
15-30 minutes of class by doing certain things.
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How To Build Initial Rapport (1 ST 30 MINUTES)
1.
2.
3.
4.
5.
6.
7.
8.
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Reviewing the Chapter
Review Questions
1.

Praise is only effective when the trainee believes the praise is …

2.

Encouragement is effective on those trainees who have …

3.

What is the purpose of the neutral statement?
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Review Key
1.

Praise is only effective when the trainee believes the praise is …

Accurate and sincere, when the trainee believes he deserves it, and when
the trainee is receptive to it.
2.

Encouragement is effective on those trainees who have …

Low self-concepts.
3.

What is the purpose of the neutral statement?

It helps you determine whether to praise or encourage and can help you
win over most challenging trainees.

Study Checklist
•

Make sure you can define the following key terms:
" Credibility
" Rapport
" Praise
" Encouragement
" Neutral Statement
" Higher Brain Disconnection

•

Make sure you can:
" Identify the steps to building initial credibility
" Identify the steps to building ongoing credibility
" Identify the steps to building initial rapport
" Identify the steps to building ongoing rapport

•

Make sure you fully understand and can explain the following concepts:
" When to use the neutral statement

©2010$All$rights$reserved.$–$Foundation$“The$Essentials$of$Adult$Education”$With$Jason$Teteak$

2•19
Become Their Favorite

" When to use praise or encourage
" The effect of the higher brain disconnection on rapport
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Create Your Presence
By the End of This Lesson, You Will Be Able to…
•

Explain how your attire can affect your training and credibility

•

Get past nervousness to more effectively train your lessons

•

Appear sincerely enthusiastic, even if you aren’t feeling it

•

Explain how the 90/10 Rule can help you with your presence in the classroom
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Dressing the Part
First impressions are just as important in the classroom as they are in job
interviews and sales meetings. The outfit you select for training can immediately
impact your trainees’ perception of you and the way they behave towards you for
the rest of training.

Smart Attire
In general be tasteful and professional in your clothing selection when you know
you will be training. A good rule of thumb is to dress equal to or a little bit above
the audience. Dressing significantly nicer than your audience might make them
uncomfortable; they could then feel insecure and uninformed or unprepared. The
clothing you select for training can also impact your credibility with your trainees.
If, based on your attire, they don’t perceive you as mature, professional, or well
informed; you will have a hard time connecting with them in class. You will have
to work that much harder to establish yourself as a credible trainer and may face
additional challenging questions by trainees who doubt your abilities based on
your wardrobe.
When selecting your wardrobe for training days, it is best to err on the side of
conservative, even in spite of a casual dress policy. Don’t be too revealing or
casual in anything you wear. Even if it is an item of dress clothing, a plunging
neckline or a worn pant cuff can undermine the professional appearance you are
attempting.
Avoid wearing clothing that is too tight. People often adjust too-tight clothing
while talking, and constantly tugging at a snug shirt will distract your trainees
from the information you are trying to share with them. And since a good trainer
should be moving around the room to check on and interact with trainees, make
sure you are wearing comfortable shoes and clothing that enables movement
around the room. Make sure that the clothing you select does not hamper your
ability to write on the whiteboard or sticky notes. Try out the outfit at home – if
you can’t reach into a high kitchen cupboard without your clothing shifting
uncomfortably or exposing your waist, you should choose another outfit.
Ultimately you want to select clothing that makes you feel confident. This has a
twofold effect: your confidence is conveyed to the trainees and adds a good vibe
to the class dynamic and you won’t be preoccupied by distracting features of your
clothing. You can then direct even more of your attention to the material and
trainees.
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Read the material on the preceding page and either highlight the most important
elements or write down them down in the box below.

What Makes Smart Training Attire?
1.
2.
3.
4.
5.
6.
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Classroom Poise
Getting Past Nervousness
Most nervousness on the part of the trainer or trainee occurs at the beginning of
class. Everyone is in an unfamiliar setting working with unfamiliar software, and
everyone fears looking foolish in front of the group. An icebreaker, an opening
activity designed to ease tension or relieve formality, is therefore a useful tool to
employ prior to the very first lesson.
Icebreakers take the focus off you the trainer for that key timeframe at the
beginning of lecture when you’re probably the most nervous. You get to work
your way in gradually, rather than starting to teach when your heart feels like it’s
going to pound right out of your chest. Use icebreakers prior to the very first
lesson of a class. You can also use an icebreaker after a break if you feel like the
class isn’t really engaged or alert.
Start introductions by having everyone share their name, organization, role and
something unique about themselves. For example – a favorite childhood book, a
recent vacation, an interest, unique ability, or talent.
Identifying your strengths as a trainer will also help you combat nervousness.
Although everyone has insecurities and things they wish they did better or didn’t
do, being aware of your strengths in the classroom will help you feel more
confident and break the nervous stream of thoughts that might run through your
head. Remind yourself of your strengths prior to training or on a break after a
particularly challenging or rough lesson.
At some point, you should identify the ONE unique strength that you
have. Every trainer has one. What is it that you can do in a classroom that
is unique to you? What strength is it that you have that shines above all
other strengths and helps define who you are as a trainer?
Once you identify this strength, you can use it to “spill over” into the other
things you want to improve or build as strengths down the road.
If you are not sure what this strength is, ask a peer to watch you train.
They can help you identify this unique strength of yours.

Most people have nervous habits that come out when they are in stressful
situations. Try to identify your nervous habits well before you train your first
class and work on avoiding them. Sometimes just being aware of nail-biting,
fidgeting, tugging on clothes or hair-twirling is enough to help you stop. If you
find that you just can’t break the habit on your own, employ a friend or colleague
to help you. Practice training in front of someone or on a video and have them
note your nervous habits and how often they occur. It can be an uncomfortable
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process, but in the end, freeing yourself of the nervous habit will make you more
poised and credible in front of your trainees.

Ways to Get Past Nervousness
1.
2.
3.

Being Enthusiastic
Another key part of being poised in the classroom is enthusiasm. Not only do you
want to be confident and as free of nervousness as possible, but you need to show
your trainees genuine enthusiasm for the material you are presenting.

Define Sincere Enthusiasm

The first step to being enthusiastic in the classroom is to identify a topic within
your class or lesson about which you are enthusiastic. While general enthusiasm
is good, passion about specific themes or topics is usually perceived as more
sincere and will make you seem more enthusiastic about the rest of the lesson as
well. If trainees don’t perceive your enthusiasm as sincere you can lose rapport.
Although you may feel like you are putting on a play, training is not acting and
you don’t want to appear fake. That will make the trainees doubt you as a trainer
and question the quality of the material you are teaching. (For example, “Isn’t this
good enough to really be excited about? Why did he have to fake it?”)
There are times when you just might not be passionate about the material you
have to teach, but you still need to have some genuine enthusiasm to share with
the class. You certainly don’t want to fake it, and no one wants to sit in class with
a trainer who isn’t even interested in his own class. If you can’t be enthusiastic
about your lesson material try to focus on the trainees. Use their roles, answers to
icebreakers, personal goals or job tasks to make the class interesting for you. In
this way the class is about the trainees and not necessarily the content and you are
able to be genuinely enthusiastic. You are still teaching the content, but the
positive and memorable aspects of the lesson are the experiences in them.

Ways To Be Enthusiastic As A Trainer
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1.
2.
3.
4.
$

Sometimes you just have off-days and might find it hard to be enthusiastic, even
about a topic or class that you normally love. Don’t let a stressful morning at
home, an impending cold, or other distraction bring down the atmosphere of the
classroom. Focus on the topic to get through this. Immerse yourself in what you
are teaching. If you enjoy the content, focusing on that can help you forget, or at
least push to the back of your mind, whatever was bringing you down before you
got to class.$
There might also be situations where you are having a bad day and you have to
teach material that you aren’t passionate about. Unfortunately there is rarely a free
pass to skip training on these days. So how do trainers get past it? This is where
theater might make a very discrete appearance in your classroom. You need to
fake your enthusiasm until your mood turns around or the trainees’ excitement
turns the tone of class around for you. Be careful if you need to employ this,
because you don’t want to be too forced or fake or trainees will see through it and
you will lose rapport.$
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The 90/10 Rule
Indirect Communication Methods
Body language is any means by which you communicate things to your trainees in
a non-verbal manner. Body language is an important element of your teaching
style to consider. The wrong movement or body position can distort your message
to trainees, and it can damage the rapport you have established with them. For
example, taking one step forward is the best approach when you are answering a
trainee’s question for the benefit of the entire class. Getting down on one knee
puts you at the trainee’s level and shows that you care about her needs. This is
best used for situations and questions that require individualized responses.
Think about these other ways that your body language can affect your training,
and even speak in stark contrast to the actual words you are sharing with trainees.
•

If you walk backwards while answering a question, you are implying that you
don’t care or don’t know the answer.

•

If you walk all the way up to a trainee while answering a question, you might
intimidate him and make him less likely to ask more questions.

•

If you are constantly walking around while answering a question, you can
make the trainees nervous or distract them from the content of the lesson.

•

When offering assistance to a trainee who is seated, if you stand over her, you
might make her feel inferior, which can hurt your credibility and rapport.

Tone represents another non-verbal form of communication. The expression “It’s
not what you say, but the way you say it?” is referring to tone. It is the inflections
of your voice and the way you use your voice to communicate the words you are
actually saying.
Your tone of voice can also externalize attitudes about what you’re saying or the
person to whom you’re speaking. Just as with body language and facial
expressions, you can undermine your teaching if you don’t pay attention to the
hidden messages sent through your tone of voice. You can, however, use tone to
your advantage to add impact to what you are saying. For example, when you ask
your trainees, “What are your questions,” what should your tone do? Should it go
up, down, stay monotone, or do something else?
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Communication Percentages:
When it comes to expressing feelings or attitudes,
7% of communication comes from:
38% of communication comes from:
55% of communication comes from:

Mastering Your Content
If you have mastered the content of your lesson, you will be able to pay more
attention to your trainees and give them a better classroom experience. The 90/10
Rule states that you should know your material so well that you only need to
focus 10% of your energy and attention on your lesson content; the remaining
90% of your efforts can be focused on the trainees.

Focus 90% of Your Energy on:
1.
2.
3.
4.
5.
6.
7.
8.
Learn the content of your lessons to support the 90/10 Rule. You need to be able
to pay attention to the needs, both verbal and unspoken, of your trainees and
adjust your training techniques and behaviors to fit the dynamic of your class. If
you are concentrating so hard on your lesson plan that you can’t do this, your
trainees will sense it and they won’t be able to connect with you as well.
The effect of focusing all this mental energy on these sorts of things is
remarkable. It will build credibility for both trainee and trainer and further
develop rapport. This has a profound effect on subsequent lessons. It decreases
the challenging situations that some trainees may have initiated and can increase
retention and understanding of material. Ultimately, your class will feel better
about learning from you and will accept what it is you have to say.
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Reviewing the Chapter
Review Questions
1.

What can you do if you need to boost your enthusiasm in the
classroom?

2.

In addition to eliminating nervous habits, what can you do to get past
nervousness in the classroom?

3.

According to the 90/10 Rule, you should know your content so well
that 10% of your attention is focused on the material and the other 90%
of your attention is focused on the ___________________.
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Review Key
1.

What can you do if you need to boost your enthusiasm in the
classroom?

Find a topic to be enthusiastic about, focus on the trainees and their
contributions to the classroom environment, or very carefully fake it until
you are able to find something in the day to be passionate about.
2.

In addition to eliminating nervous habits, what can you do to get past
nervousness in the classroom?

Use icebreakers to lighten the mood and get the focus off of you.
3.

According to the 90/10 Rule, you should know your content so well
that 10% of your attention is focused on the material and the other 90%
of your attention is focused on the ___________________.

Trainees

Study Checklist
•

Make sure you can define the following key terms:
! 90/10 Rule
! Icebreaker

•

Make sure you can perform the following tasks:
! Select an appropriate outfit for training in the classroom
! Identify ways to be enthusiastic in the classroom

•

Make sure you fully understand and can explain the following concepts:
! The importance of sincere enthusiasm
! The importance of tone and body language in the classroom
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Understand Your Learners
By the End of This Lesson, You Will Be Able to…
•

Identify the five stages of learning

•

Identify the four primary ways that adults learn

•

Identify the four types of learners

•

Identify the key traits of each learning style

•

Identify how to meet the needs of each type of learner

•

Plot your own learning style
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Basics of Adult Learning
After you have hooked your trainees into the lesson, established your credibility,
begun building rapport, and elicited tasks and goals, you need to actually begin
teaching them the content of the lesson. The success of any lesson depends on
numerous factors, including the general process of how knowledge is acquired,
the abilities and learning preferences of your trainees, and the content of your
lesson. In this chapter you will learn about the stages of adult learning and the
learning styles that shape how well your trainees acquire the material you are
teaching.

Five Stages of Learning
There are five stages to the adult learning process.

Five Stages of Learning
1.
2.
3.
4.
5.
What is the difference between Stages 3 and 4?
Stage 3: Being able to do something in class with assistance means that the
trainee can accomplish an objective by following along with either the
trainer (during a lecture) or with steps in an activity.
Stage 4: Being able to do something without assistance means that the
trainee can accomplish the objective on her own, without the trainer
present and without any steps being provided to her.

By the end of a class, your trainees should be at least to Stage 3 – able to
complete steps in the system with assistance. While some people may be able to
work on some things in the system without assistance, do not expect this of your
class as a whole. Make sure to provide extra attention and resources to trainees
who are only at Stages 1 or 2 as training nears its end. It’s important that you set
the expectation that they need only get to Stage 3 and not to Stage 4, as many
trainees think. This way, they won’t judge you a poor trainer for not getting them
to do everything on their own before the end of class.
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How Adults Learn
In addition to the stages of learning explained above, adults process and
categorize new material in ways that are different from how children learn.
Keeping these in mind will help you provide the necessary context and
understanding when training adults.

What Is It Like To Be A Trainee?
Write about a time when you learned something. Describe what you
learned and what enabled you to learn it well.

Adults learn best when they can compare the new learning to prior experience.
They also need to know why they are learning something. You cannot expect an
adult trainee to be content learning something just for the sake of knowing it, like
a child might. Adults also learn through problem-solving, so provide hands-on
activities to give them opportunities to work through scenarios and solve realistic
problems. The last key thing to know about adult learning is that adults need to
see immediate value in what they are learning.

Adults learn best when:
1.
2.
3.
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4.
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The Four Learning Styles
There are four learning styles that individuals use to absorb new information.
Each trainer tends to be naturally good at learning AND teaching in 1 or 2 of
these styles. Thus, the goal of all good trainers is to learn to center oneself so that
the trainer can learn to teach to ALL styles of learning, even if the trainer isn’t
comfortable with that style.
Keep in mind that learning styles describe how people learn and not the
ways in which they are intelligent.

How Adults Learn: Learning Styles
Use this table to help you visualize the relationship between the learning styles.
Step Learner

Talk Learner

Research Learner

Create Learner

Activity: Teach the Learning Style to the Learner
Divide into four groups within your class. Each group will be assigned one of the
four learning styles:
•

Step Learner

•

Create Learner

•

Research Learner

•

Talk Learner

Your goal for this activity is to teach the class about the learning style assigned to
your group. However, you must do it as if you were teaching to a group of
students who all learn in the style in which you are teaching (for example, you are
teaching the Step Learner characteristics to a class full of Step Learners).
As a group, familiarize yourselves with the learning style you have been assigned
using the text in the body of this chapter. Brainstorm what you will say about the
learning style as well as how you will present the information.
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Use the note-taking box below each of your assigned styles to plan your group’s
presentation. Use the note-taking boxes following each of the other learning style
summaries to take notes as the other groups in your class present.

Step Learners
The Step Learners learn most effectively by:
•

Using a structured workbook companion with predefined flows that have
sections, subsections to capture key ‘take-aways’.

•

Having an agenda to know exactly where we are in the class and stay
organized.

•

Writing down the steps to accomplish each of the “how to’s” that are taught in
class.

•

Practicing what they have learned first with guidance, and then on their own.

•

Hearing compelling hooks that explain WHY the class, each lesson, and each
concept is useful to them as an adult learner.

Notes
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Create Learners
The Create Learners learn most effectively by:
•

Creating the answers to key concepts/steps/definitions in which they figure
out things on their own through trainer leading.

•

Writing down important “take-aways” that aren’t just copying down
information, but instead require synthesis (putting the information in their own
words) to take notes in class while listening to the trainer.

•

Answering leading questions that the trainees do not know the answer to up
front, but can figure it out with trainer “leading”. As long as the questions
aren’t too obvious, these learners get to create their own answer and use their
imagination, something they appreciate it in an otherwise structured
classroom.

•

Working on a project on their own where they create the outcome, but are
allowed to ask creative questions along the way, whenever the get stuck

Notes
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Research Learners
The Research Learners learn most effectively by:
•

Doing what you are doing right now: researching and investigating on your
own, using this companion.

•

Debating & discussing the information in small groups after they have read up
and built up some expertise on the subject.

•

Answering questions that spark ideas and thinking that requires the learner to
explore ideas and discuss them with others.

•

Participating in a follow-up with discussions with the entire class, so that
trainees can come to their own conclusions with the guidance of the trainer

•

Using visual aids throughout class to see and write about the big picture,
especially those that address multiple tasks or chapters at once to show the
relationship between them all.

Notes
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Talk Learners
The Talk Learners learn most effectively by:
•

Talking through ideas, experiences, and concepts in groups in order to process
information verbally with others.

•

Working with a buddy to talk about key teaching points throughout the lesson.

•

Answering questions that the trainer asks which are not obvious questions, but
instead require synthesis (putting the information in their own words).

•

Answering ‘active learning’ questions that allow the learner to have a ‘silent’
1 on 1 conversation with the trainer in their minds. (Think alouds). This acts
almost like a tutoring session for the talk learner in that they can answer
question after question and talk through the class rather than feel isolated by
lecture.

•

Asking questions of the trainer and other trainees to talk through the answer
on their own, where the trainer just listens and offers support when necessary.

Notes
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Know Your Own Learning Style
Did you know that trainers tend to teach in the same way that they learn? This is a
dangerous tendency, as you could miss up to 75% of your learners if they are not
of the same learning style. Understanding your own learning style will be
invaluable to you decide how to teach your curriculum, so that you are aware of
your preferences and can pay extra attention to meeting the needs of contrasting
learning styles. As an appendix to this companion, we have included a link to a
Learning Style Assessment for you complete to assess your own learning
preferences and styles.

Sample Learning Style Mapping
Below is a sample mapping of a trainer’s personal learning styles. This trainer is a
“Create & Talk” Learner.
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Understanding & Meeting the Needs of Different
Learners
!

Key Traits of Each Learning Style
Below are the key traits to the four learning styles. While no one is purely of one
learning style, keep these points in mind when training a class of adult trainees.
As a class, using what you have learned in this chapter, fill in each of the key
traits of the learning styles below.

Step Learner

Talk Learner

Research Learner

Create Learner
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!

Main Ways to Address Needs of Each Learning Style
If you are tutoring a trainee, there are many things you can do to address the
unique preferences and needs of the different learning styles. The table below
highlights the main things you can do to easily meet the basic needs of the
different learning styles. As a class, using what you have learned in this chapter,
fill in each of the key traits of the learning styles below.

Step Learner

Talk Learner

Research Learner

Create Learner
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Reviewing the Chapter
Review Questions
1.

Which stage of learning do all trainees need to be at by the end of
training?

2.

How do adults learn differently than children?
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Review Key
1.

Which stage of learning do all trainees need to be by the end of
training?

Stage 3 – I can do this with assistance
2.

How do adults learn differently than children?

Adults learn from prior experiences, they need to know why they are
learning something, and it needs to be of immediate value.

Study Checklist
•

Make sure you can define the following key terms:
" Learning styles
" Step learner
" Research learner
" Talk learner
" Create learner
" 5 stages of learning

•

Make sure you can perform the following tasks:
" Identify the key traits of each type of learner
" Identify the ways to meet the needs of each of the 4 types of learners
" Identify your own learning styles

•

Make sure you fully understand and can explain the following concepts:
" Describe the difference between how people learn and how they are
intelligent
" Explain why it is helpful to know your own learning style
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Reach Every Learner
By the End of This Lesson, You Will Be Able to…
•

Identify the different teaching tools you can use in the classroom

•

Explain when to use each type of teaching tool

•

Describe the effect of using each type of teaching tool

•

Execute each teaching tool effectively

•

Describe what happens when each tool is used incorrectly
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Basic Tools – Part 1
Does your lesson target all four types of learners? If not, you need to do
something to ensure all four styles are targeted. Teaching tools are small-scale
ways to supplement your lesson and make a big impact on your trainees,
especially if they are of a learning style that is not commonly addressed by the
strategy selected for the lesson.
It is not possible to target all learning styles all of the time, but it is possible to
target all learning styles in every lesson at some point. It is very important that
every learning style be addressed in every lesson. If you have chosen a primary
strategy that does not address all four learning styles, it is your responsibility to
find a supplementary strategy or tools that will address those remaining styles.
Some teaching tools are required in order for a particular teaching strategy to
function, but almost all can be used to round out a lesson so that it addresses all
four learning styles.

Written Review
This kind of review is done after a significant amount of new content has been
presented. The trainees receive a piece of paper with questions that review
important objectives or concepts that require thought and writing to cement
understanding. Trainees fill out the written review in class (typically 10-20
minutes), and then the trainer goes over the answers orally while the trainees take
notes or make corrections to their answers.
The written review is designed to help solidify objectives for trainees and, to
some degree, assess which stage of learning they are at. A written review is
typically done once a day in the morning, before you begin training the first topic.
Ask some obvious questions to build confidence along with others that will allow
for the trainees to solidify their learning. When going over this review, be sure to
use the software to demonstrate the answers.
A good written review is not as easy to create as you might think. If the written
review is too hard, the trainees can feel that they learned nothing in the prior
lessons, and trainer credibility and rapport can go down. However, if the written
review is too easy, then the activity feels like a waste of time, and the trainees can
feel patronized. See a good example of a written review for this class in Appendix
C – Day 2 Written Review

What is the purpose of a written review?
1.
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2.

Big Picture
A Big Picture gives the trainees the big picture of either the course, or a piece of
the course, before the presentation even occurs. It provides an overarching
definition or visual representation of either the course as a whole or several pieces
of the course. A Big Picture is generally placed in the very first part of the lesson
plan, before the presentation of any teaching strategy.
To effectively use the big picture, the trainees should reference it throughout
class. This allows them to see how each new topic they are learning fits into that
big picture and puts their learning into context.

Big Picture
Used correctly, it looks like…

Effect of using correctly…

Write it down boxes
A Write-it-down box is a note-taking feature of training materials for key ideas
and important details presented during a lesson. Instead of having trainees take
notes in the margins and whitespace of companion and workbook pages, Write-itdown boxes give them structure on which to take notes.
It’s important to recognize right away that it’s not for everyone. Even if some
people don’t like it, it’s just a little more work for them. It’s better for them to
have a little more work and be a little annoyed at that, than for the other trainees
not to learn the material well.
You should have Write-it-down boxes in every lesson. As a rule of thumb,
imagine dividing your lesson up into 5 parts. There should be a write it down box
available for them at each of those locations, or one big write it down box for
them to fill out throughout.
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Write it down boxes

Used correctly, it looks like…
1.
2.
3.
4.
5.
Effect of using correctly…

The format of a Write-it-down box is very flexible, including a set of lines with a
heading to indicate topic, a set of lines for a group to records notes on, fill-in-theblank screen shots, or a table or chart to complete. The key is that the training
materials are visually depicting what and where things should be written down
and how these notes relate to the accompanying information in the lesson, thereby
making the notes trainees take more valuable and useful after class.
You should note that whenever the Write-it-down box is used, it is important to
start it off with a directional statement so that your trainees are focused on where
they should be taking notes. Combining the use of a Write-it-down box with a
directional statement increases the likelihood that trainees will take notes and be
able to reference them later. If you tell your trainees to “write this down” and
there is a structured place in their training materials to do it, there is good chance
that they will take notes and better retain that knowledge.

Steps to use Write it down boxes effectively
When the content isn’t in companion…
1.
2.
3.
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4.

When the write-it down box is used merely to make the trainees copy down
reference text or PowerPoint text, it’s not being used effectively. In this case:
1.

Have the trainees read the reference text.

2.

Tell them to highlight within the text or write down in the box the
relevant pieces of information.

3.

Go over the answers as a class.

Write-it-down boxes that are lists can also be used to segue into a new topic. In
this case the first few items in the box could be review and the remaining ones
could be from new material. You will have to help the trainees complete this type
of write-it-down box, because it involves new material. Take advantage of such a
box to launch into teaching your next point.
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Effective Questioning Techniques
Effective questioning techniques are different types of questions designed to
encourage dialogue and discussions from your trainees – as well as keep them
engaged – throughout an entire day of training.
Through the use of appropriate questions, you can turn a class of passive trainees
into an actively learning class. Questions not only actively engage your trainees
but can also be used to assess how much they are learning. There are a variety of
different kinds of questions that you can ask your trainees, but they all have one
common goal: to keep the trainees active and engaged.

Inviting Questions
As trainers, we like to ask the class for questions to make sure everyone is on the
same page and to encourage active participation. But if we aren’t careful, we can
set up trainees to feel foolish just in the way that we phrase our invitation for
questions. There are two basic ways to invite trainees to share their questions.
“Does anyone have any questions?”
If you ask for questions this way, you set trainees up to look foolish, because they
will feel like they are admitting that they don’t understand the material. This also
gives them the ability to simply respond with yes or no, which doesn’t really get
their questions out into the open.
“What questions do you have about ‘XYZ?”
Asking the trainees what questions they have assumes that they indeed have
some, establishes that it is okay to have questions, and even encourages questions.
Furthermore, phrasing the statement like this eliminates the possibility for trainees
to just say yes or no, but requires that they share their question.
Remember to allow your trainees enough time to process and share their
questions. Wait seven seconds from the time you open the floor for questions until
you decide that no one has anything to ask.

The 7/20 Rule & Effective Questioning
Remember that the 7/20 Rule states that every 7 minutes the trainer should change
what he is doing and that every 20 minutes the trainees should change what they
are doing. Apply this to your use of questioning techniques to keep the interest
and involvement up throughout class. Change your questioning technique every
seven minutes.
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How Often to Ask Questions?
Morning:
Afternoon:

Active-Learning Questions
Active-learning questions are typically yes/no questions that are used strictly to
keep the trainees actively listening and engaged to what you are teaching. The
answer to the question is not as significant as the fact that the trainees will be
paying attention because you asked a question.
For example, “Is it true that if I ask you a question, you are likely to be engaged in
the discussion?” You don’t necessary care about the answer to this, but the act of
asking a question can wake up trainees and get them engaged in the lesson again.
The best time to use active learning questions is before lunch or in the late
afternoon, when trainees are most likely to zone out. You should ask these types
of questions when you notice you're losing the class.

Leading Questions
Characteristics of a good leading question
1.
2.
A leading question is a question that trainees do not currently know the answer to,
but can figure it out with some thought. Use when you will lead trainees to
something you want them to understand, without actually telling them outright the
answer.
For example, if you were showing trainees a screen with a report and toolbar of
shortcut buttons and a large “+” button, you could ask, “How might you add a
report button to this screen?” You could even motion to the “+” button as you
asked the question to help lead them to the correct answer.
Be sure you only ask leading questions that you are certain that trainees will get
right. Otherwise, if they get it wrong you have to tell them that, and then they are
less likely to actively participate throughout the rest of the lesson or class.
For example, if at this point in the class you were asked “What do you think a
resenter is?” it is unlikely that you would be able to answer the question correctly
because you have not learned the information yet or even seen anything that
would lead you to know the answer.
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Bad leading questions are likely to be answered incorrectly by the trainee and can
cost you some of your credibility as a trainer. If you end up asking a bad leading
question, don’t tell a trainee that his answer is wrong. You should reword the
question to recover, stating something like, “I’m sorry that’s a bad question. Let
me rephrase…” The best way to avoid asking bad leading questions is to plan
them. Spontaneous leading questions rarely work out very well.

Best way to phrase a leading question?

Expert Questions
An expert question is one where trainees are able to answer it because of the
expertise and knowledge they have from their jobs, and not as a result of what you
have been teaching them in the classroom.
For example, you could ask nurses in a clinical training class, “What steps would
you take to insert a peripheral IV?” This is information that they would know
from doing their jobs and are likely eager to share with other trainees.
Ask expert questions to build trainee credibility, build and improve your rapport
by sharing control, keep trainees engaged and active, and relate topics to their
prior experiences and jobs.

Be sure that you know the answer before you ask the expert question.

When to Ask Expert Questions?
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Fill-In-The-Blank Statements/Questions
Fill-in-the-blank statements and questions are simple phrases or questions that
require the trainee to provide a missing word or two. These are often used to
review or reinforce terms while teaching other topics. Like active-learning
questions, these are used strictly to keep the trainees actively listening and
engaged.
For example, your trainer could ask you right now “All I am trying to do with this
questioning technique is keep you ________.” With the desired answer being:
active or engaged.
Use this technique when you feel like you’re losing your trainees’ attention, but
no more than every seven minutes. These questions are more effective in the
afternoon when attention fades, or with trainees who struggle to learn by listening.
Just like leading questions, unplanned fill-in-the-blanks can end poorly. You need
to use them with the right information, or trainees won’t be able to determine
what the desired answer is, which like a bad leading question could shut down
their participation in class.

Review & Assessment Questions
A review question is used to help trainees remember prior learning and/or to help
solidify it and sometimes to transition into a new topic. It also can help trainees
feel confident that they are learning the material, build their confidence, and build
some more credibility and rapport for you.
For example, imagine your trainer asked you “Which learning style prefers to
read, debate, and discuss?” You should be able to answer that, as you have
already learned that information by this point in the class, but since you are still in
class, your learning isn’t expected to be complete.
There are two ways to present review questions: in an oral review or a written
review. Refer to the Oral Review or Written Review topics in this lesson for more
details on presenting review questions in those formats.
Assessment questions, on the other hand, are to be used after the training and
learning has taken place, and you want to ascertain whether the trainees
understand what they were taught. This kind of question must be written to find
out if the trainees got it. At this point, learning should have already happened; if
your trainees don’t have it, monitor or adjust your instruction as needed.
For example, a test question for application certification might ask, “Document
the steps you need to schedule an appointment.” By this point it is assumed the
trainee has learned the material, and you need to see if they remember and
understand it.
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Both review and assessment questions are asked after new material has been
presented, but review questions are asked when the trainees are still learning, and
assessment questions are asked when the trainees should be done learning. These
different types of questions could be the exact same question, the distinction
being when in the learning process they are asked.

Best way to phrase a review question?

Effective Questioning Techniques
Used correctly, it looks like…

Effect of using correctly…

Oral Review
An oral review is a review of material recently presented in the class that the
trainer conducts out loud and rather informally. This kind of review addresses the
talk learners’ needs, helps the class review the information you have already
covered before you move on to new topics, and allows you to go at a pace that lets
you determine which stage your trainees are at.
You should offer an oral review of class material every four to six hours. That
means in a one-day class you should have one or two oral reviews. If you are
teaching for less than half a day, you should still have one oral review.
There are many benefits to an oral review. It helps the trainees know whether or
not they understand the material that they have been learning. If they do “get it,”
the oral review lets them feel successful at that learning. Oral reviews also let the
trainer know if the trainees are getting it, since it requires participation from the
class. Lastly, oral reviews wrap up and solidify learning on one topic so that the
trainer can move on to the next one.
Before asking an oral review question, you should know the answer and to which
part of the lesson your question refers. If trainees are unable to answer your
question, you can then go back and re-teach or review the topic. It is often useful
to have the review you will conduct orally for the class printed out for your own
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reference. That way you know you are asking the right questions and are able to
keep track of what needs re-teaching.
To prepare for an oral review, you can do the following:
1. Find critical topics (goals and objectives) to review.
2. Know what you want to ask – write it down for yourself if needed.
3. Let the trainees know you are going to do an oral review.
4. Tell them not to worry about writing down the answers; they just need to
participate in the review.
5. Give the trainees a written version of the review with answers, afterwards.
6. Always end an oral review by asking your trainees, “What are your
questions?” It assumes people have questions and lets them know it is
okay to ask.
See Appendix C – Oral and Written Reviews for a good example of an oral
review that could be given for this class.

Steps to a give an Oral Review
1.
2.
3.
4.
Effect of using correctly…
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Basic Tools – Part 2
Benchmark Checks
Benchmark checks are questions asked of the learners at various stages of an
exercise or activity to ensure that they are understanding the objectives of the
lesson. These questions may ask the learner to show the trainer that they have
done something correctly in the system, but they can also include conceptual and
conventional questions to make sure that they understand why they did what they
did. The trainer can then use the responses to these questions to assess whether
the learners need one-on-one help.
As a rule of thumb, perform a benchmark check:
1. When you are teaching a concept that is VERY important that they
understand for future lessons.
2. When you are teaching a concept that is VERY hard to understand
Used effectively, benchmark checks are probes to see if the trainees are
understanding what you are teaching them. Used ineffectively, they can be
patronizing for some trainees, and confusing to others.
The way to execute benchmark checks varies depending upon the strategy that
you plan to use. For now, you should know that benchmark checks can be used in
both Lecture and Non-Lecture strategies.

Independent Assessments
An independent assessment is a way to find out if trainees are able to perform
critical tasks that each trainee needs to be able to accomplish based on the job role
that they will be performing when they leave this class. Asking them to
demonstrate a task prior to leaving the classroom not only assures you, the trainer,
that they can do the real world tasks that they need in order to do their job well,
but it also reassures the trainees that they have learned something that has
immediate value in their job roles. This is a fundamental principle of adult
learning, and will encourage your trainees to look forward to future training. This
is ultimately the “follow through” on the original promise made in the Hook,
which told them that their needs would be met.
There are two key qualities of an independent assessment:
1. This is not the first time that trainees have performed the task on their
own. It is very important that any “falls” have already taken place been
corrected beforehand.
2. This is not the exact same scenario they were asked to accomplish
previously. It is very important that the trainee be able apply the task in
more than one situation.
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When to do an independent assessment?
1. When you want to see if the trainee can do the tasks that they need to do
for the role that they will be in.
2. Anytime you’d intuitively say “Let’s see if you can do this yourself…”
3. When the trainees have already had an opportunity to do the task
successfully (i.e. in a hands-on exercise)
Independent assessments are appropriate for:
•

Things that are Important AND:

•

Any trainee should be able to do by the end of class:

•

Tasks that commonplace in their job role

•

Tasks that require conceptual understanding in order to be able to apply to
new situations

•

Tasks that, if a trainee can see that they are able to do it, they will feel
good about themselves and the training

Buddy System
The buddy system is a tool to keep trainees following along in a classroom and
help manage pace. They have a partner to help them get caught up and back on
track. The buddy system can be used whenever the presentation involves multiple
key steps that will impact what you or your trainees do later in the lesson. As you
present the steps to a crucial workflow, ask everyone to check his screen for the
key feature, as determined by your lesson. Then have the trainees look at the
screen of the person next to them and make sure their screen and their neighbor’s
screen match. If they don’t, they can provide one another with tips to get back ontrack.
This informal partnering situation can help build a relationship between desk
mates, often times perpetuating the same kind of help during individual exercises.
It can also help to free you up from spending a lot of one-on-one time with
trainees who get behind on follow-along portions of a lecture, and thus allow you
to focus on the needs of the class as a whole and the direction of the lesson
material.
It’s important not to put too much emphasis on the buddy system or your trainees
might feel patronized or that they are being ‘baby-sat’ by a peer.

Directional Statements
A directional statement is a simple command to keep your learners focused on
what is going on in the classroom. This tool engages trainees in the lesson and
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keeps them active. Directional statements are especially effective when you are
trying to highlight important ideas or facilitating a review of important ideas. An
etch-a-sketch (refer to the etch-a-sketch section in this chapter for more
information) is often very effective when using directional statements. There are
three basic types of directional statement: read this, write this down, and look up
here.
While directional statements can be very successful in the classroom, if you use
them too much your trainees might find it annoying and even patronizing. A good
rule of thumb is to incorporate a directional statement no more than once every
seven minutes.
!

Read This
Tell the trainees to read scenarios, guidelines, important information, or anything
else that will enhance a research learner’s experience in a handout or a
companion. You can use this at the beginning of a presentation to elicit answers
from class, during a presentation to drive home a point or get trainees to think
about what they are reading, or at the end of a presentation to review teaching at
the trainees’ pace.

!

Write This Down
Have trainees write something down or highlight something in a specific place in
their companion or notes. You can use this when something is critical for them to
know and refer back to later when they study, and likely, won’t remember on their
own. Also use this anytime you feel you’re starting to lose your trainees and you
want to keep your trainees actively involved and engaged in class

!

Look Up Here
Tell trainees to direct their attention to a specific task or area of the classroom, for
example the trainer’s screen. You can use this if you think you’re starting to lose
your trainees and you want to keep them actively involved and engaged in class.
It is especially good to use anytime it’s critical that trainees watch your screen
first before they do something on their own.
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Visual Aids
These are tools used to diagram objectives that are otherwise difficult to explain
or understand with discussion or text alone. A visual aid is used to capture the
important information presented to the trainees so that they can focus on the
learning and content, without having to worry about how or when to take notes, or
about missing much of what you have to say.
There are three visual organizers I recommend for training: a whiteboard, large
sticky notes, or a slideshow presentation. Using one of these visual aids can
positively impact the classroom experience you offer trainees, making the
learning visual.
Visual aids are effective because the majority of trainees need visual instruction;
by some estimates, only 15-20% of people can learn through an auditory mode
alone. Using visual aids immediately reaches out to the remaining 80-85% of
learners.
You have to be careful when you use visual aids. The most common misuse of
visual aids is overuse. For example, creating 40-80 slides in PowerPoint to
explain everything you want to say in training is going overboard (a presentation
is a different story). You want to make sure you use visual aids when they are
needed and will be most effective in aiding learning. They are needed anytime it’s
going to enhance the trainees’ learning process. If it will not enhance that process,
and it’s fine to just say it or reference the companion, then do that. If you overuse
visual aids, trainees will doubt the usefulness and meaning of even the good ones.

Four Main Options
!

Whiteboard
The whiteboard is used to reinforce something that is being done in class and
either make it visual or emphasize its importance. This is powerful because it
forces the trainer to go at the same pace as the class, because the trainer is writing
things down as the trainees say them. It also encourages the trainees to write
things down, because when the trainer writes things down it makes that
information seem especially important. Do not use this visual if you plan to refer
back to it later, since it will most likely be erased.

!

Large Sticky Notes
This is a very effective visual organizer, because it can remain visible for the
remainder of the class. This allows the trainer to refer back to it throughout
training and review sessions. It also allows the trainees to use the visual organizer
later while they are still learning. Finally, it avoids situations where the trainer
erases the board or turns off the power point, only to find that the trainees weren’t
finished copying things down.
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Slide Show
Slide show presentations are used to enhance the learning experience of the
trainees by showing concepts or images that help trainees visualize objectives of
the lesson that otherwise cannot be quickly or efficiently drawn on the board.
Slide show presentations should not be used to remind the trainer what to say.
Neither should they be used to draw attention to important details that could
otherwise be done with the companion and/or the whiteboard. It’s more powerful
for trainees to read the information in a companion or on a handout. These
mediums puts the information into context and enables trainees to read, highlight,
or write things down, which will keep them actively engaged.

!

Handouts as Visual Aids
Anytime you make learning visual for trainees, you have a visual aid. Often that’s
done up front by the trainer using the board, a slide show, or a sticky note. But,
you can also do it through a handout. For some teaching strategies, it makes sense
to have the handout correspond to one of those visual aid tools. In other words,
that handout would also be either on the board, the PowerPoint, or the sticky, so
the trainer and trainees can fill it out simultaneously, making sure everyone is on
the same page.

Choosing a Visual Aid
When choosing which visual aid to use during a lesson, you need to consider how
much information you need to convey and for how long it needs to be referenced.
The general rule is that if what you are saying is six words or less, just say it and
move on. Trainees can write down the information themselves if needed, because
it is short.
If the information you need to convey is more than six words, then you need to
determine whether or not it should be referenced later in the course. If the
information might be used during a review that transitions the class to a new
learning topic, then you should also use a visual aid. Topics reviewed just for the
sake of review do not warrant a visual aid. Review topics that transition to a new
learning topic (and that are more than six words) that you need to refer to later
should go on a sticky note. Otherwise one-time review topics within a transition
can be captured on the whiteboard or a slideshow.
If you have a choice between a slide show and the board - always pick the board.
Using the whiteboard forces you to write at the same speed of trainees and
therefore talk at correct speed as well. Additionally, writing on the whiteboard
subconsciously builds rapport with trainees, because they feel you are in the same
boat as them.
$
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Note that these guidelines apply to training only. When presenting at meeting, a
slideshow is almost always the tool of choice.
In other teaching strategies, it’s just fine for that handout to stand alone, and as
trainees interact with the handout, the trainer comes around and assists. In
situations where the handout is standing alone, it serves as the visual aid for the
trainees.
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Activity-Based Tools
If You Have Time Tasks
These are exercises given to trainees either during or after the main portion of the
lesson’s strategy-based activity. The significant feature of these types of exercises
is that they cover different objectives than the basic tasks of the activity. They are
not a review of the information just presented earlier in the same activity. Often
times they are objectives that are not critical to cover during class but would still
benefit the trainee.
If You Have Time tasks always go after the basic tasks and are essential for the
fast learners in the class. These exercises are typically completed by the faster
learners during class time and by the slower learners after class or between the
dates of the class and go-live.
If You Have Time tasks need to have the same key components that the basic
tasks have: story, conventions, algorithms, and concepts. All of these are done
through reading, writing, answering questions, filling in blanks, screenshots,
diagrams, and reflecting back with a documentation of their findings. Where basic
tasks can be done in small groups, If You Have Time tasks are best completed
individually.
If You Have Time tasks can also be at the end of supplementary exercises, as well
as strategy-based activities. (Refer to the following section on Supplementary
Exercises for more information.) However, in the case they are used in
supplementary exercises, these tasks should not review what was just presented
earlier in that same exercise. They will technically be review because this part of
the exercise, along with the rest of the exercise, is reviewing what was presented
in an earlier lecture or activity.
Be careful not to make If You Have Time tasks that simply rehash what was done
earlier in the same activity. These exercises are meant to be a reward (of new,
bonus information) for fast learners, not a busy-work penalty for working quickly.
If trainees start to see that If You Have Time tasks are review of what they just
did, they might stop doing them, causing you to lose valuable teaching moments
and engagement in the class.

Supplementary Exercises
Supplementary exercises are exercises which review information already
presented in another format earlier in the lesson. These exercises help trainees
solidify their learning through hands-on application of objectives learned via
lecture or other strategy presentation. There are two types of supplementary
exercise: guided practice and independent practice.
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A guided practice exercise gives trainees step-by-step instructions that allow them
to practice and master the same set of objectives that they learned in the lesson
itself. The key to these is that they be guided and very structured.
An independent practice exercise gives students a set of open-ended instructions
with no steps. These instructions allow students to practice and master the same
sets of objectives that they learned in the lesson itself. The key to independent
exercises is that they are unguided and very unstructured, usually just telling
trainees what they need to accomplish as a result and not the interim steps to get
there. These exercises are also a good way to assess competency.
Supplementary exercises are effective for some learning styles, particularly step
learners. However, research and create learners do not tend to learn well using
these exercises, particularly before they truly understand the big picture or the
concepts behind what they are doing. Make sure those learners understand those
concepts prior to assigning these supplementary exercises; otherwise the exercise
becomes ineffective.
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In-Class Exercises
Understanding Your Available Teaching Tools
For this activity you need work independently to find the answers to the exercises
by researching the various teaching tools presented in this chapter. Read the steps
of the exercise carefully before reading the material in the chapter. In some cases
you need to answer questions before having read the corresponding text section.
Remove this entire exercise from your companion to make it easier to record your
answers as you find information in the body of the chapter.
If you complete the Basic Tasks of the activity before time is up, start answering
the Document Your Findings section.
!

Getting Started
□ 1.

What do I know already?
1.

What are the four types of learners you might encounter in a
classroom?

___________________________________________________________
___________________________________________________________
2.

What can you use to make sure your curriculum is most effective for
the type of objectives and learners you have at a given moment?

___________________________________________________________
___________________________________________________________
□ 2.

What do I want to know now?
You have analyzed your curriculum and based on the objectives of the
lesson have selected the best teaching strategy for the topic. But you still
feel like you aren’t addressing the needs of the various types of learners
that might be in your classroom. You would like to supplement your
teaching strategy with something more.

©2010$All$rights$reserved.$–$Foundation$“The$Essentials$of$Adult$Education”$With$Jason$Teteak$

5•24
Reach Every Learner

!

Basic Tasks: Visual Aids
□ 1.

Read the entire section in your chapter entitled Visuals Aids.

□ 2.

Why do visual aids benefit trainees?

□ 3.

When is it most appropriate to use the visual aids below during training?
White Board:

Sticky Notes:

Slide Show Presentation:
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□ 4.

□ 5.

!

Circle the correct word or words in the statements below:
•

If information the trainer needs to convey is six words or less, then it
Is/Is Not necessary to capture it on a visual aid for the class.

•

If the information the trainer needs to convey is longer than six words,
will be referenced later, and is a review that transitions to a new topic,
then it should go on Sticky Note/Board/Slide Show.

•

If the information the trainer needs to convey is longer than six words
and is just a one-time review topic, it should go on Sticky
Note/Board/Slide Show.

Explain why one of the following is always the preferred visual aid in a
classroom.

Basic Tasks: Benchmark Checks vs. Independent
Assessments
□ 1.

Read these sections in your chapter about benchmark checks &
independent assessments

□ 2.

When are benchmark checks used: during a lecture, during activities and
exercises, or both?
_______ _______________________________________________

□ 3.

How are benchmark checks different from independent assessments?
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□ 4.
!

!

How often should you perform benchmark checks and independent
assessments?

Basic Tasks: Directional Statements
□ 1.

Don’t read the section on directional statements yet.

□ 2.

Based just on the term “directional statement,” identify the phrases below
that you think are directional statements.
•

What is…?

•

Read in your workbooks about…

•

A directional statement is _________.

•

Write this down…

•

Highlight the sentence about…

•

Why do you think…?

•

Look up here for a moment.

□ 3.

Now read the section on directional statements in your chapter.

□ 4.

Directional statements are used primarily to keep trainees
_____________ AND _________________ in a lesson.

□ 5.

Only use directional statements about once every __________ minutes,
otherwise trainees can become ____________ or feel _______________.

Basic Tasks: Buddy System
□ 1.

Do not read the section on the buddy system in your chapter yet.

□ 2.

Without knowing what the buddy system is, do you think it is something
you would enjoy during training? Why or why not?

□ 3.

Now read the description of the buddy system in your chapter.
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□ 4.

Is the buddy system what you thought it would be? Do you still think it is
something that you would or would not enjoy during training?

□ 5.

What types of trainees do you think would enjoy or benefit from the
buddy system?

If You Have Time: If You Have Time Tasks
If your group finishes with the basic tasks, continue with the following.
□ 1.

Do not read the section on If You Have Time tasks in your chapter yet.

□ 2.

Read the following scenario:
A very bright student is in high school algebra class. He is really good at
solving quadratic equations and that is what his class is working on today.
His teacher gave the class 15 equations – just the even-numbered
exercises – to solve in the remainder of the class hour. He completed the
problems, checked the answers in the back of the book, and still has 20
minutes to spare. He raised his hand and the teacher told him to go back
and do all the odd-numbered exercises, which don’t have the answers in
the back.

□ 3.

Does the teacher’s method of handling the fast student reward or punish
him for finishing early? Explain your thoughts.
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□ 4.

If you were the teacher, what, if anything, would you do differently with
the student?

□ 5.

Now read the description of If You Have Time tasks in your chapter.

□ 6.

If you had to give the teacher advice, based on what you now know about
If You Have Time tasks, on what he could have done better to handle the
bright algebra student, what would you advise him?

□ 7.

The key thing to remember about If You Have Time tasks is that they
should never be ______________________.

If You Have Time: Supplementary Exercises
If your group finishes with the basic tasks, continue with the following.
□ 1.

Read the following scenario.
You need to teach a child how to make a peanut butter and jelly sandwich.
You already demonstrated for them, but now you need to write them some
reminders on how to do it. You think it would be best to give them the
reminders like an activity, to make it more fun and therefore easier to
remember.

□ 2.

Read the section in your chapter about supplementary exercises.

□ 3.

What are your two options for formatting this reminder exercise, if you
follow the model of supplementary exercises?
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□ 4.

!

Using the type of supplementary exercise you would prefer to follow,
write out the peanut butter and jelly sandwich assembly activity for the
child in the scenario of Step 1.

Document Your Findings
Visual Aids
Used correctly, it looks like…

Effect of using correctly…

Benchmark Checks
Used correctly, it looks like…

Effect of using correctly…
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Independent Assessment
Used correctly, it looks like…

Effect of using correctly…

Directional Statements
Used correctly, it looks like…

Effect of using correctly…

Buddy System
Used correctly, it looks like…

Effect of using correctly…

If You Have Time Tasks
Used correctly, it looks like…

Effect of using correctly…

Supplementary Exercises
Used correctly, it looks like…

Effect of using correctly…
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Reviewing the Chapter
Take a look at the In-Class Exercises Complete a Written Review and Complete
an Oral Review to review the information covered in this chapter.

Study Checklist
•

Make sure you can define the following key terms:
" Teaching tool
" Written review
" Big picture
" Effective questioning techniques
" Visual aids
" Benchmark checks
" Independent Assessments
" Directional statements
" Buddy System
" If You Have Time tasks
" Supplementary exercises
" Write-it-down boxes
" Oral review

•

Make sure you fully understand and can explain the following concepts:
" Why to use the different questioning techniques during a lesson.
" Implications of improperly using any of the teaching tools presented in
this chapter.
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Create Amazing Training Materials
By the End of This Lesson, You Will Be Able to…
•

Define teaching objectives

•

Explain when to use each teaching objectives

•

Explain how to create the materials for each teaching objectives

•

Explain how to teach each teaching objective in a classroom

•

Define each teaching strategy

•

Explain when to use each teaching strategy

•

Identify what will need to be created for each teaching strategy

•

Explain how to create the materials for each teaching strategy

•

Explain how to teach each teaching strategy in the classroom
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Teaching Objectives Introduction
Activity: Understanding Objectives
!

Step 1: Review What You Already Know

Difference Between a Task & an Objective:
Task:

Objective:

Below is a list of tasks and objectives from this class, in no particular order. Label
each either task or objective.
Define credibility
Identify the steps to building initial rapport
Explain why commendation can cause higher brain disconnection
Build Credibility
Describe the effect of mastering content for 90/10
Describe the difference between teaching strategies and teaching
tools
Teach all learners
Identify the four ways in which adults learn
Define leading question
Select the correct teaching strategy for each teaching topic
Describe where challenging trainees attitudes come from
Explain when you would use a written review
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Identify how often to ask a question
Hook trainees
Explain why enthusiasm needs to be sincere
Overcome nervousness
Identify how to build trainee credibility
Explain when to build rapport
Distinguish between objectives and tasks
Handle challenging trainees

!

Step 2: Examples
Below is a list of only the objectives that you saw in the previous step (I.e. the
tasks have been removed).
Make any corrections to your labels in Step 1 based on the list of objectives
below…
•

Define credibility

•

Identify the steps to building initial rapport

•

Explain why commendation can cause higher brain disconnection

•

Describe the effect of mastering content for 90/10

•

Describe the difference between teaching strategies and teaching tools

•

Identify the four ways in which adult learn

•

Define a leading question

•

Select the correct teaching strategy for each teaching topic

•

Describe where challenging trainees attitudes come from

•

Explain when you would use a written review

•

Identify how often to ask a question

•

Explain why enthusiasm needs to be sincere

•

Identify how to build trainee credibility

•

Explain when to build rapport

•

Distinguish between objectives and tasks
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Step 3: Identify Attributes
There are three kinds of objectives: conventions, algorithms, and concepts.
Eventually, in Step 4, our goal will be to correctly label each type of objective.
To determine what type of objective each of these are, let’s first analyze the
critical attributes of each one you just looked at. For each row in the table below,
place an X in the appropriate column. When you are finished, check your answers
with your buddy.

Objective
(Label: Definition, Step, or Explanation)

Answers
“why?”

Fits in a
glossary

Fits in a
Quick
Steps
Guide?

Define credibility
Label:
Identify the steps to building initial rapport
Label:
Explain why commendation can cause higher
brain disconnection
Label:
Describe the effect of mastering content for
90/10
Label:
Describe the difference between teaching
strategies and teaching tools
Label:
Identify the four ways in which adults learn
Label:
Define a leading question
Label:
Select the correct teaching strategy for each
teaching topic
Label:
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Objective
(Label: Definition, Step, or Explanation)

Answers
“why?”

Fits in a
glossary

Fits in a
Quick
Steps
Guide?

Describe where challenging trainees attitudes
come from
Label:
Explain when you would use a written
review
Label:
Identify how often to ask a question
Label:
Explain why enthusiasm needs to be sincere
Label:
Identify how to build trainee credibility
Label:
Explain when to build rapport
Label:
Distinguish between objectives and tasks
Label:

Objectives Beginning With “Identify”
If the person who needs to identify something is the
•

Trainee – it’s a step

•

Trainer – it’s a definition
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Step 4: What Are The Concepts?
□ 1.

Below the first nine objectives have been labeled for you.

Define credibility
Label: Convention
Identify the steps to building initial rapport
Label: Algorithm
Explain why commendation can cause higher brain disconnection
Label: Concept
Describe the effect of mastering content for 90/10
Label: Concept
Describe the difference between teaching strategies and teaching
tools
Label: Convention & Concept
Identify the four ways in which adults learn
Label: Convention
Define a leading question
Label: Convention
Select the correct teaching strategy for each teaching topic
Label: Algorithm
Describe where challenging trainees attitudes come from
Label: Concept

□ 2.

Using the objectives identified above, write your own definitions of the
three types of objectives:
•

Write your definition of a convention below:

•

Write your definition of an algorithm below:
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•

Write your definition of a concept below:

□ 3.

Why do you think it is sometimes better to have the trainees “attain the
concepts themselves” (as you did in this exercise) rather than the trainer
simply telling the trainees the concepts up front?

□ 4.

Check the labels you gave the remaining objectives from the table in Step
3, and change any that you think differently about after seeing the
answers to the first nine. Be prepared to explain why you chose the label
you did.
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Step 5: Wrapping Up

How do You Teach Conventions Effectively?

1.
2.
3.
4.

How do You Teach Algorithms Effectively?
1.
2.
3.
4.

How do You Teach Concepts Effectively?
1.
2.
3.
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Teaching Objectives Summary
Remember that tasks are what the trainees really want or need to know to be able
to perform their role, whereas objectives are what the trainer wants to teach them
so that they can perform their roles. Trainers need to know the objectives they are
going to teach well before they are standing in front of the classroom.
Beyond just knowing the objectives, a well-prepared trainer should be able to
label the different types of objectives, identify which conventions have concepts
associated with them, and identify whether concepts should be taught before or
after conventions and algorithms. Knowing this level of detail about training
objectives is essential to successful training of an already-written lesson.

3 Types of Objectives
All objectives fall into three categories: conventions, concepts, and algorithms.
Below are detailed descriptions of the different types of objectives.
!

Convention
Conventions tend to answer the question, “what?” To teach a convention
effectively, have trainees make note of the term or idea with a definition or
example. Make sure to cover new conventions in any reviews you lead or offer.
Often there is no “why” to accompany a convention, and if this is the case the
trainees just need to memorize the new terminology. In some cases there is a
“why;” to address these, refer to the section on concepts.

!

Concept
Concepts tell the trainees “why.” The key to teaching concepts effectively is to
have the main point, the thesis, come at the end. Having the trainees attain the
concept themselves is better than just telling them what it is up front, because
often they will remember it better. They will see why they have to learn it.
Sometimes when teaching concepts, trainees think they have the concept, but they
don’t. But if you don’t present the concept up front and make them get to it, the
concept will click for them and they are more likely to remember it.
Trainees may challenge the fact that they need to be trained on concepts because
they think the training is unnecessary. Often it is not until the test or go-live that
trainees see what they learned and why it was important to have learned it.

!

Algorithm
Algorithms are the “how’s” of training. They tell the trainees exactly how to
complete a flow or task in the system. They are the steps to follow. Effective
teaching of algorithms should include a visual aid that clearly outlines the steps
they need to complete in the system.
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Relationships Between the Three
There are some key points to keep in mind to compare and contrast the different
types. Algorithms and conventions tell the trainees up front what they need to
know or do, whereas concepts allow them to come to the conclusion and
understanding on their own. Teach concepts before conventions and algorithms,
except in cases where the objective is "describe the effect of…” Often there is no
concept to accompany the algorithm, which can be frustrating for trainees.
Additionally, the algorithm is easy for trainees to forget.
Identifying and classifying your objectives as concepts, conventions, or
algorithms helps you to pick the right strategy for teaching them.

©2010$All$rights$reserved.$–$Foundation$“The$Essentials$of$Adult$Education”$With$Jason$Teteak$

6•13
Create Amazing Training Materials

Teaching Strategies
The method that the trainer uses to deliver NEW information to trainees is called a
teaching strategy. There are many different teaching strategies that a trainer can
choose from in order to deliver new content to trainees. Which teaching strategy
you choose should depend on multiple factors, including the learning styles and
the abilities of your trainees, as well as the content to be taught. Of all the possible
strategies, there are three that work particularly well for adult training.
A teaching tool is used to SUPPLMENT any given strategy to help target other
learning styles which that strategy does not address by itself. By combining
teaching strategies and tools you are often better able to address all the trainees in
your class.

Teaching Strategies vs. Teaching Tools:
Teaching Strategy:
Teaching Tool:

You will learn more about Teaching Tools in the next chapter.

The goal of all good training is to use multiple teaching strategies to reach
multiple learning styles. Your teaching strategies should be varied enough to
accommodate all four learning styles. You can vary your teaching strategies every
20-60 minutes or use supplemental techniques (such as teaching tools) to target
learners that the main strategy doesn’t address when used exclusively.

7/20 Rule:
Every 7 minutes…
Every 20 minutes…
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Teaching Tip: The 7/20 Rule & Effective Questioning
Don’t over- or under-use questioning techniques on your trainees. You can
apply the 7/20 Rule to effective questioning by changing your questioning
technique every 7 minutes.

The 7/20 rule varies depending upon what time of the day it is. If it is in the
morning, adults can learn more information over a longer period of time. In that
case, you very well may be able to teach for 60 minutes before switching
strategies and 15 minutes before switching tools. However, in the afternoon,
when attention spans change, the strategies need to change every 15-20 minutes,
and the tools every 2 minutes sometimes, depending upon the content and time of
day.
Before you can teach a lesson with a particular teaching strategy or write the
curriculum for that lesson using a certain strategy, you need to understand the
differences between them and why they work well. At this point, it is not
important that you learn how to write curriculum for a strategy or even how to
choose the right strategy for a lesson.
I have spent a lot of time research all sorts of different kinds of teaching
strategies, and it turns out there are 3 that really make or break a classroom of
learners for any set of learners. If you master these three strategies, you will be
able to master any class from a curriculum standpoint. Here they are:
1. Lecture
2. Brainstorm & Discuss
3. Structured Synthesis

Lecture
What Is This Strategy?
Lecture is a teaching strategy that has been used for a long time. However,
traditional lecture, where the trainer actively shares information and the trainees
passively listen, is an easy trap to fall into as a trainer because it’s easy to prepare.
The trainer knows the material and can share the information to the class quickly,
but only about 25-50% of your trainees will pick it up. Lecture, by itself, only
targets Step & Research learners at best. Given that, the type of lecture described
below takes that traditional strategy and incorporates other tools/techniques to
ensure all learning styles are equally addressed.
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Three Components of a Good Lecture:
1.
2.
3.

The Hook
The Hook portion grabs all of the learning styles by addressing two fundamental
components of adult learning:
•

Adults need to know why: the topic has value to the trainee

•

Adults learn based on prior experience

Every topic that you teach needs to have some kind of hook - something to grab
the trainees. The hook can’t just be an initial hook. Throughout the lecture, the
trainer needs to constantly “remind” the trainees why they should be paying
attention by referring back to that hook to show them that what you are about to
say or show is really important to them. Trainees will truly feel that they know
why they are learning something when the trainer refers back to their tasks, the
things they do every day in their job. Every time you reference trainees’ tasks,
you are hooking them back into the lesson.
Before you can reference the trainees’ tasks, you have to know what they are. The
steps to start Lecture are as follows:
□ 5.

Research the tasks of the trainees so that you know them before you
create your lesson plans and before class even starts. Your lesson plans
will incorporate the anticipated tasks of your trainees.

□ 6.

At the beginning of class, ask the trainees what their tasks are. Many
times, you’ll need to ask probing questions. Make a list of these on a postit or the whiteboard.
•

□ 7.

Before you train a new topic, reference the relevant tasks.
•

□ 8.

“When a patient is admitted, what are some of the things that you do?”
“Recall that you wanted to know how to access the patient’s chart
quickly and how to find patient information quickly once you’re in the
chart. Let’s take a look at how to do that…”

Offer choices on when things are covered. This builds rapport with your
trainees, a crucial aspect to a successful Lecture-based class.
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□ 9.

When you cover something in class, check off that task on the post-it or
whiteboard. By doing this, you continue to build rapport by referencing
what trainees wanted to know.

Visual Aids
The visual aid is the second critical piece to a successful Lecture-based lesson.
Like the hook, the visual aid is something that all learning styles need to
maximize their learning. Every adult needs a visual context to store information –
a way to organize all of his or her thoughts as they are bombarded with new
information. This can take the forms of many things, but to be most effective it
should be seen and used by both the trainer and the trainee.

Do You Remember The 4 Types of Visual
Aids:
1.
2.
3.
4.

Engagement Techniques
Questions
When a trainer lectures but never uses an effective questioning technique or
statement, the trainer becomes the most active participant in the class. When the
trainer asks lots of questions the trainees become more active. Questioning
techniques and Directional Statements engage your trainees throughout the lesson.

Do You Remember The 4 Types of Questions:
1.
2.
3.
4.

Directional Statements
A tool used to engage learners, keep them active, and address multiple learning
styles. Instead of a true question, a directional statement is often a simple
command to keep your learners focused on what is going on in the classroom
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and/or allow them to learn in a mode suitable to their style. Directional Statements
ensure everyone is listening and on board with a difficult objective.

Do You Remember The 3 Types of
Directionals:
1.
2.
3.
In addition to those 3 major components, a number of teaching tools can be used
during lecture to make it even more successful and easier for all trainees to
understand.

Do You Remember The Other Teaching Tools:
Take 2 minutes to write down as many teaching tools from the last chapter
that you can remember that would help with lecture…
1.
2.
3.
4.
5.
6.
7.

When Do I Use This Lecture Strategy?
•

When it’s the very first topic of the class - Lecture builds credibility and
rapport with your trainees

•

When it has been preceded or will be followed by a topic presented with a
different strategy

•

When it’s a topic that contains all 3 types objectives (conventions, algorithms,
and concepts)

•

When it’s a topic that would be difficult for the trainees to do or understand
on their own
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•

When you only need to get trainees to level two of learning (they can see what
the trainer is doing), and it’s not necessary to get them to level three (they can
do it themselves)

•

When you don’t have much time to teach this topic

•

When it’s a topic that is 10 - 40 minutes long
•

Never lecture for more than 40 minutes at a time (20 minutes is ideal);
try to supplement it with another strategy or tool.

•

Before lunch - Lecture topics can be longer (25 – 40 min)

•

After lunch - Lecture topics need to be shorter (10 – 20 min)

•

When it’s the morning of class - trainees respond much better to lecture in the
morning than the afternoon

•

When it’s a role that likes to have the trainer show them things while they
learn for the first time, as opposed to doing them on their own

What Will I Need To Create For The Lecture
Strategy?
•

•

Companion/Workbook Chapter
•

Reference Text

•

Screen shots (if applicable)

•

Write-It-Down-Boxes

Visual Aids

How Do I Create These Materials?
How do I write the production materials needed for this strategy?
The materials needed for use during a lecture include anything that will benefit
the trainees both during and after the lecture is finished.
Reference Text
Reference text can be used during lecture in class and outside of class after the
lesson is finished. During class, it is useful to refer to the text through directional
statements – asking the trainees to highlight, circle, or read something that will
aid them in learning the lesson content. Outside of class, your reference text gives
trainees a chance to review everything they learned in class, in the order in which
they learned it. It also gives the people who couldn’t make it to class a way to
learn the material by reading chapter itself. Your reference text should include
context, a story, a big picture concept, an explanation of functionality and/or
teaching objectives, and, when possible, a comparison between the new teaching
and an “old” method of doing something.
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Each of the above things should be woven together in an order that is exactly the
same as that of the lecture. That way, as trainees follow along with the lecture,
they can also follow along in the chapter. This gives structure to the lesson for
those learners that need it (for example: things to read, places to write, anticipated
steps, etc.).
Screen Shots
Use these to give a visual context to the topic or subtopic being discussed, or to
illustrate a particularly challenging piece of set-up or workflow. Be sure to
include the path and a useful caption.
Write-It-Down Boxes (tool)
This keeps the trainee active, following along, remembering, synthesizing, and
understanding through structured writing. Throughout the chapter, there should be
prebuilt places for them to take notes, write down answers to questions, and fill in
blanks, steps, and label screenshots, buttons, and definitions. See the Write-itdown box section of Tools chapter in this guide for more information.
Visual Aids (tool)
A visual aid is anything that trainer would like to refer to while teaching the class
to enhance the learning experience of the trainees. This includes things that are
just too hard to draw on the board or a sticky, but are important for the trainees to
see. Often they are paired with a Write-it-Down box, so that the trainees can stay
active by filling things. This will help to deepen their learning and understanding.
Use a visual aid to capture the big picture of the lesson or the tasks of your
trainees. A slideshow is an especially effective method of capturing the trainees’
tasks at the start of class. Have the tasks already filled out in a structured way for
the trainees, and next to each task indicate where it can be met. One idea is to give
a blank copy of this to the trainees, so that they are active and referencing prior
learning as you work through the slideshow.

How Do I Teach With This Lecture Strategy?
□ 1.

Ask a focus question (Hook) to elicit the class’s tasks, the things they do
every day in their job.
•

□ 2.

This question should get at the heart of what it is they want to know.
As they tell you the answers, be sure to capture them on a visual aid,
since you will refer to these later.

The hook has grabbed the learners, now start your lecture on one of two
types of topics.
•

If it is imperative that the trainees follow along and do something in
the system with you, make sure everyone is logged in and then
introduce the Buddy System.
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•

□ 3.

□ 4.

If it is fine that the trainees follow along with you, but they don’t have
to, make sure everyone is logged in and then introduce The Pact.

You should now be in the system with your trainees. They are hooked,
logged in, have agreed to the buddy system or the pact, and ready to go.
Now it is time to start the lesson.
•

Utilize varied questioning techniques and directional statements to
keep the class active and engaged.

•

Reference the trainees’ tasks as you address them.

•

As you present the material of the lesson, point out things the trainees
should write down. Use the whiteboard if you want stress importance
of something, ensure the pace is appropriate, but it is something you
won’t refer to later. Use a large sticky note if you want stress
importance of something, ensure the pace is appropriate, and it is
something you will refer to later.

•

Have your trainees write their notes in a Write-It-Down Box if you
need provide them with some structure, otherwise make sure you refer
them to a designated note-taking place adjacent to the topic you are
discussing.

•

Tell your trainees when to read or highlight important information in
their workbooks/companions.

Do an oral or written review with your trainees on the core concepts from
topic or lesson for 8-10 minutes. See the Oral Reviews or Written
Reviews sections of the Tools chapter in this guide for more information.

Brainstorm & Discuss
What Is This Strategy?
Stimulate discussion with your trainees. If you have a class that is very quiet and
simply won’t participate or answer questions that you pose to them, then
Brainstorm & Discuss can help ‘wake them up’ and get them active and stimulate
learning and discussion.
The Brainstorm & Discuss teaching strategy has three phases:
•

A Task Question – to hook the trainees, provide context, and provide
catalyst for their thoughts/discussion.

•

Visual Aid – to capture answers to task question.

•

Class Discussion – with trainer to go over focus question and draw
conclusions.
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Task Question
This is the key to the Brainstorm & Discuss. If this task question is well written,
the activity will generally go well. This task question is often times the hook, but
may just be a task or set of tasks. It is should always be something the trainees
want to know, so that they have the desire to participate in this activity.
•

Solo - Ask the task question to the entire class, and ask each individual to
write down their response quietly on their own.

•

Groups - Form small groups and have them think about and document
their response to the task question. Arrange groups of four and assign each
person in the group one of the following roles:
Facilitator – keeps all group members involved and generates
discussion.
Writer – documents the important points from discussion.
Timekeeper – keeps the discussion from exceeding the allotted
time.
Relayer – share the group’s information with the class.

Assigning roles gives structure to a group activity that is important for the step
learners (who are not initially targeted by the Brainstorm & Discuss) to feel more
comfortable. This structure holds each individual accountable for something and
ensures things get done in the group.
Visual Aid
This is the place where the trainees will document what they come up with in
response to the task question, whether individually or in small groups. This can
include anything from a large piece of paper for taking notes to a well-thought out
diagram or chart. The visual aid helps the Step Learners (who are not initially
targeted by the Brainstorm & Discuss) to feel more comfortable during the
activity.
Class Discussion
This is where you can target all four learning styles in part by keeping all learners
active, following along, synthesizing, and understanding. The learners run the
show based on what they came up with in response to the task question and
dictate the discussion phase. In reality, the trainer is getting them to say what the
trainer wanted to teach or say anyway, assuming the task question is well written.
When you do this discussion phase, be sure to give the trainees a structured
document where they can record all of the responses to the task question (not just
their own or their group’s responses).
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If you divided the class into small groups for the task question phase, this is where
the role of the Relayer comes into play. The Relayer simply shares the answers
that his group came up with. The Relayer is speaking for the group not for
themselves, so they’re much more willing to share the findings, because they
aren’t laying themselves on the line. This helps to ease the fear of looking foolish
in front of one’s peers and keep discussions alive in large groups.
During this discussion phase, the trainer still maintains the role of the facilitator
and can still do a lot of new teaching, but discussions are stimulated by and
originate from the learners now. This makes the learners feel more empowered in
the classroom. By sharing control like this, you improve rapport as well as
maintain good discipline in a classroom when dealing with experts, hecklers, and
resenters. In addition, you discuss points and ideas that the trainees came up with,
enhancing the learning process in their minds.

When Do I Use This Strategy?
•

When you want to stimulate discussion with your trainees.

•

When you have a really complex topic that you need to teach, and you
want your trainees to think about a complex question, which requires a
good deal of thought and/or discussion before you teach a particular topic.

•

When it’s the middle of the afternoon, and the whole class is dozing off.
You’re using questioning techniques, and nobody is responding.

What Will I Need to Create?
1. Task Question
a. Introduction – why are we doing this
b. Story
c. Task Question
2. Visual Aids
a. Blank Power Point/Sticky/Board for trainer
b. Answer key for trainer
c. Handouts for trainees
i. For when they are brainstorming responses to the focus
question individually or in small groups.
ii. For when they participate in the class discussion and need to
capture what the trainer and rest of the class says.
3. Discussion questions to keep the discussion and sharing active

How Do I Create These Materials?
□ 1.

List tasks
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a. Research these to make absolute sure you are correct not only in
what these tasks are, but the order in which they flow, what you
recommend, and how trainees might do it, and why we’ve chosen
to do it and teach it this way.
b. Identify the task or tasks to be addressed by the task question
c. Write the task question
□ 2.

Write a story & introduction
a. Give the topic context
b. Provide trainees with a reason why we are going into this

□ 3.

Create the visual aids needed to gather responses during brainstorming
and class discussion time.

How Do I Teach With This Strategy?
□ 1.

Explain why we are going to have them brainstorm first – before you
jump in and teach them how to do this. (Essentially, this allows them to
share with us their world, thereby allowing us to bring that world into
play and use it when we show them, so we can relate what they learn to
what they already do or know how to do.) – Gives them a reason to learn
it.

□ 2.

Explain how this lesson fits into the main flow, which was established
when you elicited tasks.

□ 3.

Introduce this lesson with an actual scenario/story and use that story to
establish a need for doing this activity in the first place. For example,
“You are a supervisor in admission office, and your admission clerks
have been registering and pre-admitting clients for 2 weeks now.”

□ 4.

Introduce Activity:
a. Ask them the task question, “What kinds of things would you want
to know as that admission clerk?”
b. Explain activity: they are the experts, telling us how they do their
job, and writing them down on a piece of paper so that they can see
where those tasks get done or correspond with activities. “You’re
going to write down (on your own, with a partner, with a group)
your thoughts on what you think, and then we’ll discuss those
together. Then, I’ll show you how to do those things.”
c. Explain their roles: facilitator, timekeeper, writer, relayer, and
what each needs to do. Explain how much time they have.
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□ 5.

Give them a set amount of time to generate responses to the question.

□ 6.

Walk around the room and make sure everyone understands the directions
and is participating in their assigned role.
a. You can also ask the timekeeper midway how much time is left.
b. Help groups that are having a hard time coming up with
appropriate responses (not necessarily correct, but appropriate).

□ 7.

After the allotted amount of time has passed, regroup as a class and start
the big-group discussion. The class will give you different responses
every time you lead a session.
a. To start the discussion, ask the groups (the relayers) what they
came up with. Get their responses and write them down on the
visual aid up front for everyone to see.
b. If there are precise (right and wrong) answers to the task question
that the class should know, only accept and write those down.
c. More commonly, there are no precise right and wrong answers. In
this case, write down everything they say. You may paraphrase if
you like, but you need to be sure to write down what everyone
says. If you don’t recognize all answers, trainees will stop
participating because they will have felt “set up.” It’s like asking a
really bad leading question and then saying a trainee’s answer is
wrong, and not acknowledging that the question was bad.

□ 8.

You will likely need to use questioning techniques to expand upon what
people say here. Think of this like good empathetic listening. You need to
listen and then question some more to get them to open up, and then
record what they have to say. This is important because it helps the
trainees feel like what they have to say matters and that you are listening
to them, and it gives you the context and the jumpstart needed for the rest
of the lesson.
a. The only thing you really will need to do is to continue to ask,
“Relayers, what else did you come up with.”

□ 9.

Also, be sure to as the trainer, expand upon what they say.
a. If you are using the Brainstorm & Discuss to lead into a bigger
topic you need to take this opportunity to expand upon what they
say, and ultimately teach what it is you want them to know.
b. If it’s just to stimulate a discussion, and get them active, you’ve
done so by getting them working and talking in groups, writing
things down and relaying back to class.
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Structured Synthesis
What Is This Strategy?
Through guided steps and leading questions, structured synthesis walks the
trainees through new functionality and new teaching objectives, which allows
them to perform the task(s) of this lesson on their own. Because of these
characteristics, it effectively meets the needs of both Step and Research learners.
With target synthesis directionals and Write-it-Down boxes, Structured Synthesis
also meets the needs of Talk and Create Learners as well.
Required Components
• Introduction paragraph (if necessary for your subtopic exercise), that acts as a
kind of “hook,” and can include login information, tasks to be covered,
general direction, and possibly part of the scenario to which you’ve been
referring.
•

Step-by-step instructions to perform in the training objectives with KEY
concepts and conventions removed and made into Write-it-Down Boxes that
require synthesis to answer and benchmarking throughout. Within these
instructions, include:
a. Conventions (definitions) that help trainees perform the steps; these
are embedded within the algorithms.
b. Concepts (contextual information) that give trainees insight into the
objectives by talking about what should appear, why it appears, and
how it fits into the workflows of the users, etc. This is an important
part of structured synthesis, because the exercise itself is the lesson.
c. Leading Questions and Directional Statements that help lead/guide
trainees to the correct end points that will enable mastery of the
content. In a Structured Synthesis, these questions may have answers,
but often times do not. A good leading question is one in which the
trainees may not know the answer right away, but with a little leading,
they can figure it out.
d. Scenario/Story that gives the exercise context. Normally, this story
would be given to the trainees in the lecture or teaching strategy itself
where the new content was delivered. However, since structured
synthesis is delivering the new content, it’s given here.
e. Paragraphs of reading explaining content in general (similar to what
a chapter might look like), but simplified to fit the exercises.
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f. Write-it-Down Boxes requiring trainees to synthesize what they read
in three ways.
a. Write down what they think the answer is to a conceptual
objective in their own words
b. Think about what they think the answer is to a conceptual
objective in their own words
c. Debate with a buddy about what they think the answer is to a
conceptual objective in their own words
g. Benchmarks to find out if the trainee has answered the write-it-down
boxes correctly, and thus, if they understand the concepts or not. This
can help the trainee find out whom to tutor.
h. Independent Assessments requiring trainees to do critical tasks
within the Structured Synthesis on their own without any guided steps.
These assessments are usually given at the end of the Structured
Synthesis activity itself so that the trainer can find out who can do the
task and who cannot, thereby, find out who to tutor.
While the trainees are working on the Structured synthesis, it’s imperative that the
facilitator walk around with benchmark checks in hand (or memorized), ensuring
understanding of the lesson. For more information on benchmark checks, see the
Teaching Tools chapter.
Note: A Structured synthesis activity is different from a practice exercise. Practice
exercises can look very similar to Structured synthesis, but practice exercises are
there only to reinforce material that has already been taught either through lecture
or another facilitator led teaching strategy or via an e-learning module. The key
difference is that the structured synthesis teaches something new, thereby
replacing another strategy.

When do I use this strategy?
•

When you’ve been lecturing a lot, and would like to break it up with an
activity or different strategy

•

When it seems like the only appropriate strategy is Lecture

•

When you’ve got a lesson that contains conventions, algorithms, and concepts

•

When the lesson is about 20-30 minutes long

•

When the topic that you want to teach is new, but is based off of something
that the trainees already know

•

When you need one strategy that targets all four learning styles without
supplemental strategies

•

When you need to use a facilitator instead of a trainer
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What Will I Need To Create?
•

Structured synthesis exercise (equivalent to an in-class exercise in a chapter)
a. Introduction, including
•

Basic tasks or subtopics

b. Algorithmic steps, including:
•

Conventions

•

Concepts

•

Questions and directional statements

•

Scenario or story to give context

•

Paragraphs of reading

•

Write-it-down boxes

•

Benchmarks

•

Independent Assessments

•

If You Have Times

How Do I Create These Materials?
□ 1.

□ 2.

□ 3.

List tasks & objectives
•

Decide what is core vs. “If you have time”

•

Establish questions - use tasks to create questions that correspond to
the established learning/knowledge

Plan lesson
•

Organize tasks/objectives/workflows/story, just like you would for
lecture

•

Define the activity from which to create the steps

•

Define notes you would want them to take

•

Define questions would you ask

•

Define stories/scenarios/context they will need to know

•

Define text you would like them to read

•

Determine what you want them to understand by the end of the activity

•

Determine what you want them to be able to do on their own with no
guided steps by the end of the activity

Write exercise
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•

Introduce lesson, tasks, and scenario/story (if necessary) – give context
to the content you are about to present

•

Write algorithmic steps - write these like you were teaching them
(step-by-step instructions and descriptions of what will happen when
that step is completed)

•

Remove key steps that require synthesis and replace with Write-itDown boxes.

•

Write questions – incorporate the story within the questions; give them
places to answer the questions or take notes

•

Insert or write the stories/scenarios/context they will need to know

•

Insert Benchmarks throughout for every concept that is hard to
understand and critical that they understand

•

Insert an Independent Assessment at the end of the activity that asks
them to do something based on their task.

How Do I Teach With This Strategy?
□ 1.

□ 2.

Introduce the Activity
•

Explain what they are about to learn (tasks)

•

Explain Structured synthesis and why we are doing it this way: “In
fact, (topic X) is actually is easier to understand if you do it on your
own first. Don’t worry, I will walk around and answer any questions
you may have.”

•

Explain trainees’ role for the next 20 minutes: they are working by
themselves using the buddy system on structured synthesis to complete
the basic tasks and then the independent exercises.

•

Explain what happens after 20 minutes: the class will do a brief oral
review to see how you are doing.

Facilitate the Activity
•

For this exercise, you want to be a true facilitator. This means you
need to be there before they raise their hand, scout the room, look for
problem spots, folks struggling, and proactively approach them
(remember, adults often won’t raise their hand in front of partners).
Use the benchmark checks built into the Structured Synthesis
facilitator guides; also, take advantage of small-group session and
tutoring opportunities.

•

As soon as you hand out the exercise, look for individuals that aren’t
able to begin for some reason; make sure they know how to log in, and
then help them get started on the first exercise.
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□ 3.

•

Once everyone is started, use your facilitator’s guide to answer
questions, perform benchmark checks (scan their papers, watch their
screens, ask questions) and to see if they understand the
instructions/lesson. If they do not understand, take this opportunity to
do some one-on-one teaching.

•

Reminder your trainees that if they finish the Basic Tasks, they should
move on the Independent Practice(s) and then the “If you have time”
exercise(s).

Do an Oral Review with Trainees on the Basic Tasks
•

Assure your trainees that they don’t need to scramble to write down
the answers to these oral review questions, because you will be giving
them written answers after the review. Make it clear to them that they
are still learning, and that this is not an assessment.

•

Use a slide show (or simply a piece of paper), to review questions. Use
the system to show answers, if necessary, or to encourage them to tell
you the answers.

•

Hand out the answers when you are finished with the oral review.
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Facilitating Note-Taking with Write-it-Down
Boxes
Recall that write-it-down box is a teaching tool, not a teaching strategy. It is a
note-taking device for key ideas and important details, giving trainees a structured
“template” on which to take notes throughout the course of the lesson. The form
of a write-it-down box can vary among the forms listed below:
•

Group Notes – Useful when trainees are doing group work, such as Circle of
Knowledge, and need structure.

•

Fill-in-the-blank screenshots – Effective with screenshots that are complicated
or that contain lots of information. Trainees can profit from writing down
information or labeling parts of the screen as you talk about it.

•

Blank/partially blank diagrams – Same as fill-in-the-blank screenshots.

•

Questions with lines for precise answers or steps – Anytime you ask your
trainees a question, and the answer is critical or long and involved, give them
a designated place to write it down. This can also be used for jotting down
involved, step-based processes or workflows.

Facilitating a Write-it-down box
Depending on the level of complexity of your write-it-down box or your own
personal taste, you can facilitate the activity using the whiteboard, a sticky note,
or a slide show presentation.
If using the whiteboard or a sticky, draw or write exactly what the write-it-down
box depicts. Consider doing this ahead of time, so that all of you can fill it out
together. Use different colors to distinguish what they see originally from what
you fill out during the activity.
If you choose to use a slide show, be sure to make use of the remote mouse and
walk around as you train. Use animation to fill in the write-it-down box, but be
sure to monitor the pace of your trainees so that you don’t go to fast, since they
are writing and you are only clicking.
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Two Ways to Use a Write It Down Box
Write-it-Down Box Method #1

Write-it-Down Box Method #2
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Reviewing the Chapter
Review Questions
1.

Describe the difference between a convention, algorithm, and a
concept.

2.

List 2 of your favorite teaching strategies and how you would teach in
that strategy.

3.

List five of your favorite teaching tools and how you would teach using
that tool.
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Review Key
1.

Describe the difference between a convention, algorithm, and a
concept.

A convention answers the question “what” and is typically refers to
vocabulary terms. An algorithm shows the steps to do something, the
“how.” A concept often explains the “why” or the cause and effect for
other objectives or for a deeper understanding of the material.
2.

List 2 of your favorite teaching strategies how you would teach in that
strategy.

Answers will vary.
3.

List five of your favorite teaching tools and how you would teach using
that tool.

Answers will vary.

Study Checklist
•

Make sure you can define the following key terms:
" Concept
" Convention
" Algorithm
" Teaching Strategy
" Teaching Tool

•

Make sure you can perform the following tasks:
" Teach a convention effectively
" Teach an algorithm effectively
" Teach a concept effectively
" Teach using Lecture
" Teach using Brainstorm & Discuss
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" Teach using Structured Synthesis
•

Make sure you fully understand and can explain the following concepts:
" Explain when to teach algorithms, conventions, and concepts.
" Describe the effect of using different teaching strategies
" Explain why teaching tools are a necessary supplement to teaching
strategies
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Handle Challenging Trainees
By the End of This Lesson, You Will Be Able to…
•

Identify the different types of challenging trainees that might be present in a
classroom

•

Identify the steps to take when handling each type of challenging trainee
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Difficult Attitudes and Personalities
There are a number of reasons why trainees might present themselves with
challenging attitudes in class. Some trainees may experience:
•

Frustration – Trainees may feel frustrated at having to undergo
training, or they may become frustrated if they don’t understand new
information immediately.

•

Resistance – Few people like change. If people are unhappy about
being forced to accept a change, they may try to find fault with new
systems and processes and have a negative attitude during training.

•

Fear – Many of your trainees are worried about how their ability to
learn and adapt will affect their jobs. Are they going to be able to learn
this new, seemingly complex system? If they have trouble learning it,
how will that affect their job standing? This fear can hinder the
learning process.

Regardless of the reason why trainees present challenging attitudes, the fact is that
challenging attitudes will always exist in a classroom. Part of the job of the trainer
is to understand where these are coming from and address them. Emphasizing the
benefits of the new system, showing empathy for their situation, and
communicating well with trainees will help some of them overcome these
feelings. However, depending upon the situation and the type of trainee you are
dealing with, there is often more that you can do. This chapter delves into
concrete approaches you can take when working with challenging trainees of a
variety of types.
Remember the 90/10 rule? This says that during a given class, 90% of
your mental energy should be focused on the trainees, and only 10% of
your mental energy should be focused on the content. This is never more
true than with challenging trainees.
This is all the more reason to know your content that well, so that you can
focus the majority of your mental energy on things such as handling the
different types of challenging trainees.

Placate Resenters
Resenters feel like prisoners in the classroom and their emotions can prevent
constructive learning for themselves and others. They may be rude or insulting as
an outlet for their emotions, but don’t hurt them in return. You need to reestablish the relationship with someone behaving as a resenter – build rapport
with them. If they behave inappropriately, you need to use logical consequences
for their actions. Absolutely do not use the neutral statement and try to side-step
power struggles whenever you can.
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Hog-Tie Talk Hogs
Talk hogs often interrupt presentations with questions and comments at
inappropriate times. They like to be heard and can derail the progress of a class if
not managed appropriately. Do not give them eye contact or verbally
acknowledge their interruptions. Approach the trainee individually to address the
issue and find ways, other than paying attention to their interruptions, to make
talk hogs feel cared about in the classroom.

Shut Down Hecklers
Hecklers can seem like a combination of a talk hog and a resenter. They often sit
in the back of the room and can be maliciously vocal with their commentary on
the lesson. Just like with talk hogs, do not give them eye contact or verbally
acknowledge their interruptions. And like resenters, you should avoid power
struggles whenever possible. Things you can do to handle hecklers include giving
them legitimate choices (not orders), giving them ways to feel in control in the
classroom, and using the neutral statement to gauge how best to interact with
them in conversation.

Handle Gripers & Complainers
Gripers are just what the name indicates – they like to complain, gripe and find
fault with everything in the classroom. You might find them constantly expressing
concerns, often phrased like, “Yeah, but…” Do not coax or show pity for their
complaints, as it will just encourage the behavior. Additionally, avoid doing
things for them during training. Use a parking lot to list their concerns and turn
the issues back to them – ask how they would handle whatever issue they are
complaining about. Also establish ground rules for behavior if you see someone
starting to behave like a griper, and do what you can to arrange small successes
for them during training, which should give them less to gripe about.

Allow Experts to Shine
You will almost always find experts in your class. These trainees like to make
their knowledge known to the entire class, and will often challenge your
knowledge and authority. Use expert questions to draw on their knowledge in a
productive manner during class. Doing this will help you to turn them into allies.
You won’t be in competition for credibility but will instead build your own with
them, because you are letting them be experts for a moment. You can also give
them a sense of influence during class by involving them as group leaders when
activities allow.

Simmer Down Know-it-Alls
Know-it-alls are different from experts. Experts are legitimate experts in the
CURRENT TOPIC of discussion. Know-It-Alls may have an expertise in some
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areas, but NOT the CURRENT TOPIC of discussion. Know-it-alls THINK they
have an expertise in the CURRENT TOPIC of discussion. Some Know-it-alls
even think they have an expertise in ALL areas/topics of discussion.
Know-It-Alls often care what everybody thinks, want to be the best, and struggle
with perfectionism. Challenging Know-It-Alls have a skewed vision of what their
strengths are. This can manifest itself in one of two ways. Some Know-It-Alls
look like they are searching for POWER. They actually care what others think
and want to be the best so much, that it LOOKS like they are searching for power.
They want power and they want to control that power. If they are not given that
control, they will take it. They like to make their “knowledge” known to the
entire class, and will often challenge your knowledge and authority. Other
Know-it-Alls are searching for ATTENTION. They want attention from people
because of how much they THINK they know and how great they THINK they
are. If they are not given attention, they will take it. They like to make their
“knowledge” known to the entire class, and will often challenge your knowledge
and authority.
Challenging Know-it-Alls like to make known their “superior knowledge” for not
only times when they in fact have superior knowledge, but also when their
knowledge isn’t superior at all. If they aren’t allowed to do this, especially during
those legitimate times, they will attempt to challenge the trainer’s knowledge and
authority. The solution, then, is to avoid challenging situations with Know-it-Alls
in the first place by giving them ways to have this power, attention, control and
knowledge sharing during legitimate times in a productive manner during class,
and to circumvent all other times.

Engage Quiet Types
In a classroom full of experts, gripers, hecklers, and resenters, the quiet types are
easy to overlook because they are so quiet. Even when you pay attention to their
needs and attempt to interact with them, their unresponsiveness can make it
difficult to assess progress. To engage a quiet type in your lesson, you need to ask
them direct questions and give them specific roles in group activities. Humor may
work well for you to establish a connection with these trainees. The neutral
statement is key to interactions with them, as otherwise it can be very challenging
to determine what they need out of you as a trainer.
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Ways to Handle Challenging Trainees - Quick
sheet
Fill in the table with strategies to use for each type of challenging trainee.
Trainee
Placate
Resenters

Characteristics
Feels like a “prisoner”
in the classroom; their
emotions prevent
constructive learning.
Driven by fear,
resistance, frustrations,
and vengeance.

Correctional Strategies
1.
2.
3.
4.
5.
6.
7.

Hog-Tie
Talk Hogs

Shut Down
Hecklers

Interrupts presentations
by jumping in with
questions and
comments at
inappropriate times.
Driven by need for
attention or talking to
learn.

1.

Seem like a
combination of a talk
hog and a resenter.
Sometimes sits in the
back of the classroom;
can be maliciously
vocal. Driven by need
for power, attention,
and vengeance.

1.

2.
3.
4.
5.

2.
3.
4.
5.
6.
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Handle
Gripers &
Complainers

Learned helplessness –
discouraged over and
over in their lives.
Feels unable to do
things on their own.
Fault Finder - Tend to
find fault and often
expresses concerns.

Allow
Experts to
Shine

Simmer
Down
Know-It-Alls

Engage
Quiet Types

1.
2.
3. AVOID DOING THISNGS FOR THE TRAINEE
1.
2.

Both - starts his or her
sentences with, “Yeah,
but…”

3.

Secretly want to share
expertise with you. If
their knowledge is not
tapped, will share it
anyway. Looking for
influence, control,
power, attention.

1.

Think they are experts,
but actually are not in
the current topic. They
care what everybody
thinks, want to be the
best, and struggle with
perfectionism. Driven
by need for power and
attention.
His or her
unresponsiveness
makes it difficult for
the trainer to assess
how the trainee is
doing, as well as how
the trainer is doing.
Driven need to learn
along or feeling of
shyness.

1.

4.

2.
3.

2.
3.

1.
2.
3.
4.
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Learning Speeds
Two other types of trainees may be present in your classroom and can add to
difficult training environment dynamics. The other challenging trainees you
learned about earlier have personalities and attitudes that can make training
taxing. The two additional types of trainees discussed below are challenging in
that their pace of learning may be in conflict with your plans for the lesson and
they are in conflict with one another.
Below are some brief descriptions of these types of trainees and some basic ways
you can accommodate them. Each of these trainees is discussed in more detail in
the Maverick Program.

Slow Learners
These trainees either ask a lot of questions or none at all. Slow learners often have
a hard time keeping up with exercises but may not share this with you – these are
the quiet slow learners. Once you have an idea of who your slow learners might
be, stay close to them to keep an eye on their progress and struggling points. If
you are able to have a co-trainer or floater in the classroom, position him near
your slow learners to help you keep an eye on their progress.
Make sure to give your entire class adequate time to complete the basic tasks of
any exercise, and base this amount of time on how long it will take for your slow
learners to complete them. You can also offer extra help outside of class time to
these trainees. For lecture lessons, you can do your part to follow through on the
pact and remind them of this if they are getting behind during hands-on portions
of lectures. (For information about the pact, check out the Maverick program.)

Fast Learners
Fast learners will progress through your activities and training materials rather
quickly. They are often technically experienced and may ask complex questions
that are beyond the scope of your training. If your fast learners are consistently
completing activities early and have nothing to do, they can become a distraction
to the other trainees in class, either by trying to help or by taking on the behaviors
of other challenging trainees, such as sharing “expert” knowledge or griping about
how slow or easy the class is.
The key to handling fast learners is that you need to reward their fast learning
with interesting bonus learning. Don’t penalize it with review and busywork
activities that rehash what they already completed quickly. To do this you should
make sure that your curriculum has advanced exercises (If You Have Time tasks)
and supplementary exercises (independent practice). Create exploration activities
or tasks that are challenging enough to keep them busy and lead to a feeling of
accomplishment for them. You can also give them teaching opportunities to share
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the knowledge that they have acquired because of their fast learning pace; things
like group work and buddy system work well for this.
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Reviewing the Chapter
Review Questions
1.

Why might trainees present themselves with challenging attitudes in
class?

2.

If you know your content according to the 90/10 Rule, what effect can
this have on your ability to handle challenging trainees?

3.

What are the different types of challenging trainees you might
encounter in a classroom?
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Review Key
1.

Why might trainees present themselves with challenging attitudes in
class?

They might be feeling frustrated with the training in general, resistant to
the idea of change, or worried about their ability to learn new material
and how it might affect their jobs.
2.

If you know your content according to the 90/10 Rule, what effect can
this have on your ability to handle challenging trainees?

This allows you to focus your mental energy, proactively, on those
challenging trainees. Specifically, you will be able to think about the right
things to say and the way to respond to the problems that can arise,
sometimes, even before they happen, because you are focused on them
and not the content.
3.

What are the different types of challenging trainees you might
encounter in a classroom?

Talk Hogs, Gripers, Experts, Resenters, Hecklers, Quiet Types, Slow
Learners, Fast Learners.

Study Checklist
•

Make sure you can define the following key terms:
! Talk Hog
! Griper
! Expert
! Resenter
! Heckler
! Quiet Type

•

Make sure you can perform the following tasks:
! Identify the steps to handle a Talk Hog
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! Identify the steps to handle a Griper
! Identify the steps to handle an Expert
! Identify the steps to handle a Resenter
! Identify the steps to handle a Heckler
! Identify the steps to handle a Quite Type
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Pre-Training Checklist
So you’ve attended class, and learned all this material …now what? How do you
put into practice what you have learned? Here are some concise steps to
becoming an effective trainer.
! Learn your content really well; don’t just learn it to pass your test, learn it
to use the 90/10 rule.
! Find out where you will be training
o Create a seating chart template for that location
! Prep your humor for each class – what and when in the lesson
! In your lesson plan, prepare the:
○ Hook
○ Effective questions and their answers
○ Objectives for the lesson, the goals they fit into
○ Activities
! Prepare an assessment tool that will allow you to determine if your
trainees “got it” or not.
! Practice and time your lesson plan, with or without an audience, as much
as needed to achieve the 90/10 rule
! Provide yourself ample time to revise your lesson plan as needed
! The day before training (or no later than 30 minutes before class starts):
○ Test the projector and all trainee computer stations
○ Handouts/companions at each worksheet
○ Sign in sheet ready to be used
○ Write a welcome note, your name and smiley face on the board
○ Make sure you have 5 large sticky notes for every day of class
○ Make sure you have adequate whiteboard space and markers
○ Make sure you know where the restrooms are located
○ Make sure you know the lunch/break schedule
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Day-Of Training Checklist
So you’ve attended class, and learned all this material …now what? How do you
put into practice what you have learned? Here are some concise steps to
becoming an effective trainer.
! Be in class at least 30 minutes before start time; this time should be set
aside for greeting and talking with trainees as they enter your classroom.
! Turn all computers on.
! Have readily accessible your:
○ Seating chart
○ Syllabus
○ Handouts
○ Lesson plan script
! Fill out seating chart after you greet each trainee.
! Introduce yourself (name and credentials) to establish credibility
! Begin with an icebreaker (write these on the seating chart as you go):
○ Name & Role
○ Personal goals (not related to workflows)
○ Sharing (ex: what is your favorite childhood toy?)
! Start building rapport immediately by:
○ Using humor
○ Memorizing names (attempt to do so by noon)
○ Offering your trainees choices
○ Asking expert questions
! Elicit workflow tasks from the class as a whole; write these on sticky note.
! As you address objectives, connect them to the workflow goals and check
those goals off.
! Take out the lesson plan script and begin to teach. It is okay for trainees to
see you use this, as long as you are teaching effectively.
! Offer breaks every 60-75 minutes; never exceed 75 minutes without a
break.
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Post-Training Checklist
So you’ve attended class, and learned all this material …now what? You used the
pre-training and training checklists, but how do you know if all your efforts paid
off? Here are some questions to help you reflect on and evaluate the course.
1. To what extent were the students productively engaged?

2. Did the students learn what I intended?

3. Were my personal instructional objectives met?
a. How do I know?

b. If not yet, how and when will I know?

4. Did I alter my lesson plan as I taught the class? If so, why?

5. If I had the opportunity to re-train the same group of students, what would
I do differently?

Incorporate the above reflections in a rewrite of your lesson plan. Relearn
and practice the updated lesson plans and strategies before your next class.
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Oral and Written Reviews
Introduction to the Oral and Written Reviews

2$

Oral Review

3$

Written Review for Foundations

5$
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Introduction to the Oral and
Written Reviews
The oral review that follows gives an example of questions that you could ask
during The Foundations Module.
If this class were two days long, the written review that proceeds it is an example
of the type of written review that your trainer could give you. Pay attention to the
types of questions asked and their level of difficulty.
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Oral Review
□ 1.

What is the difference between a written review and an oral review?

□ 2.

When would you use a written review vs. an oral review?

□ 3.

What is the effect of using the big picture?

□ 4.

When should you use the big picture?

□ 5.

Which type of question would you use when you want to see if the
trainees “got it”?

□ 6.

What types of questions build rapport?

□ 7.

What type of questioning techniques do you need to be especially careful
of misusing?

□ 8.

How is the buddy system different from partner work?

□ 9.

Give an example of a directional statement.

□ 10.

Are If You Have Time tasks rewards or punishments? Why?

□ 11.

What is a Write-it-Down Box?

□ 12.

How often should you use a Write-it-Down Box?

□ 13.

Which learners benefit from a Write-it-Down Box?

□ 14.

What is the difference between supplementary exercises and teaching
strategies?
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□ 15.

When should you do written reviews?

□ 16.

How often should you do oral reviews?
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Written Review for Foundations
Take 20 minutes to answer the following questions by yourself. Feel free to check
your answers with a partner if you get stuck. When you’re finished, we’ll go over
the answers as a class.
1. Describe the difference between tasks and objectives.

2. Identify the 4 types of learners and how each one learns.

3. What is one way to handle Resenters?

4. How do you build trainer credibility?

5. Identify ways to be enthusiastic about topics you are training.

6. Describe the effect of mastering the 90/10 rule.

7. What are the 4 things that should be done within the first 15 minutes of
training?
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8. How do you build trainee credibility?

9. How do you build rapport?

10. What is the difference between encouragement & praise?

11. Identify ways to get past nervousness in the classroom.

12. What makes a good hook?

13. How do you know when to praise or encourage?

14. Explain when to build credibility.

15. What is the difference between a teaching strategy and a teaching tool?
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16. Describe your favorite teaching strategy and which learning styles it
addresses.

17. Describe how to teach a concept effectively.

18. What is one way to handle gripers?
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Assessment
Which type of Learner are you?
In the boxes below are groups of words printed horizontally in rows. Read the four
groups of words in each row. Decide which of the groups of words is most like you
when you learn. Next to the letter at the bottom of the groups of words, rank order the
groups in that row from 4 to 1. Score each group of words giving yourself:

4 = For the group of words MOST like you when you learn something new
3 = For the next most like you when you learn something new
2 = For the next most like you when you learn something new
1 = For the group of words the LEAST like you when you learn something new

Use the same process for each row. Be sure to assign a different weighted number to
each group of the descriptors in each set; do not make ties. Please answer every item and
keep in mind there are no right or wrong answers.

Remember: work across each row, comparing the descriptors in each set.

©2010$All$rights$reserved.$–$Foundation$“The$Essentials$of$Adult$Education”$With$Jason$Teteak$

C •2

1

2

3

4

5

Arrange

Recipe

Articulate

Judicious

Blend

Logical

Huddle

Diagnostic

Develop

Structure

Role-Play

Investigative

A=

B=

C=

D=

Hypothesis

Vent

Standardize

Reconstruct

Explanatory

GroupThink

Practical

Integrate

Determining

Dialogue

Tabulate

Synthesize

E=

F=

G=

H=

Regulate

Thorough

Invent

Conversation

Methodize

Validate

Actualize

Interview

Consecutive

Philosophical

Author

PowWow

I=

J=

K=

L=

Continuous

Establish

Verbalize

Technical

Follow

Build

Consult

Opinionated

Regular

Formulate

Exchange

Testing

M=

N=

O=

P=

Pondering

Get Together

Spawn

Informative

Deduction

Mentoring

Devise

Fine Points

Dispute

Supportive

Contrive

Expectations

Q=

R=

S=

T=

Score your results
Total the score for these word groups: A, H, K, N, S = _________ Create
Total the score for these word groups: B, G, I, M, T = _________ Step
Total the score for these word groups: C, F, L, O, R = _________ Talk
Total the score for these word groups: D, E, J, P, Q = __________ Research
Once you have your scores, plot them in the diagonals on the graph below to get a
visual depiction of how you learn best.
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Interpret your results
Remember, everyone is capable of learning in all 4 styles. However, There are 1
or 2 that represent your main style of learning. As a trainer, teacher, professor,
presenter, or facilitator, you will tend to teach in the way that you learn.
You goal, then, is to harness the ability to teach well not just in your predominant
style, but also in the other 3 styles. Only then, will you become a centered
trainer.
Using the totals you just calculated, refer to the table below to evaluate which
learning preferences you have.
Strengths of Your Learning Styles
16 – 20

Very high learning occurs for you in this style

12 - 15

High learning occurs for you in this style

8 - 11

Moderate learning occurs for you in this style

25-49

Low learning occurs for you in this style

0-24

Very low learning occurs for you in this style
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Analyze Your Learning Style…
I’m A Step Learner
I like to learn by first watching someone else show me the steps, and then trying it
on my own but only if I have guidance first from that teacher. Then, I like to
practice it again and again until I have it. I also like things to be practical. I don’t
want to learn a bunch of theory, only to never apply it to anything. Finally, I wan
structured expectations of exactly what is expected of me when I learn something
so that I know what it is I need to accomplish.
As an Step Learner, I learn best by:
•

Using a structured workbook companion with predefined flows that have
sections, subsections to capture key ‘take-aways’.

•

Having an agenda to know exactly where we are in the class and stay
organized.

•

Writing down the steps to accomplish each of the “how to’s” that are taught in
class.

•

Practicing what I have learned first with guidance, and then on my own.

•

Hearing compelling hooks that explain WHY the class, each lesson, and each
concept is useful to me as an adult learner.

I’m A Research Learner
I want to figure things out on my own. I want to first become an expert at
something, and THEN I’ll discuss it with someone else, but not until I have had a
chance to really understand the big picture, read what I need to read, investigate
things, and then I really like to challenge everything I’ve learned to make absolute
sure it’s right. Only then am I willing to really make it a part of me.
As a Research Learner, I learn best by:
•

Doing what I’m doing right now: researching and investigating on my own,
using this companion.

•

Debating & discussing the information in small groups after I have read up
and built up some expertise on the subject.

•

Answering questions that spark ideas and thinking that requires me to explore
ideas and discuss them with others.

•

Participating in a follow-up with discussions with the entire class, so that I can
come to my own conclusions with the guidance of the trainer
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•

Using visual aids throughout class to see and write about the big picture,
especially those that address multiple tasks or chapters at once to show the
relationship between them all.

I’m A Talk Learner
I just want to talk out loud and bounce my thoughts off another person so that I
can get my intellectual neurons firing. I talk to myself, my dog, my coworkers,
other students, anybody who will join me and talk about things as I learn them.
That way, I can learn by processing my thoughts out loud. I’m fine listening to
what others have to say, but I need to be able to give my thoughts to them
eventually out loud so that I can really process the information.
As a Talk Learner, I learn best by:
•

Talking through ideas, experiences, and concepts in groups in order to process
information verbally with others.

•

Working with a buddy to talk about key teaching points throughout the lesson.

•

Answering questions that the trainer asks which are not obvious questions, but
instead require synthesis (putting the information in my own words).

•

Answering ‘active learning’ questions that allow me to have a ‘silent’ 1 on 1
conversation with the trainer in my mind. (Think alouds). This acts almost
like a tutoring session for me in that I can answer question after question and
talk through the class rather than feel isolated by lecture.

•

Asking questions of the trainer and other trainees to talk through the answer
on my own, where the trainer just listens and offers support when necessary.

I’m A Create Learner
I literally have to create something in order to learn it. When I go to lecture or
class, I take notes, and write down everything they say, but I really don’t
understand it until I rewrite all those notes so that it makes sense to me. People
think I’m unique this way, but it’s the only way I can really learn things. I have to
be able to do it myself, and not just do the steps, but actually create the steps and
create the entire learning process. When I make stuff up, I learn it. It forces me
to get in there, synthesize information by creating it, and many times, I can come
up with new ideas along the way!
As a Create Learner, I learn best by:
•

Creating the answers to key concepts/steps/definitions in which I figure out
things on my own through trainer leading.
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•

Writing down important “take aways” that aren’t just copying down
information, but instead require synthesis (putting the information in my own
words) to take notes in class while listening to the trainer.

•

Answering leading questions that I do not know the answer to up front, but
can figure it out with trainer “leading”. As long as the questions aren’t too
obvious, I get to create my own answer and use my imagination, something I
appreciate in an otherwise structured classroom.

•

Working on a project on my own where I create the outcome.

•

Ask creative questions along the way, whenever I get stuck
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