	TPS Level III – Section Three
PRESENTATION AND FACILITATION SKILLS
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TPS Program Section Goal:

Participants learn to adapt and deliver TPS professional development that give teachers the knowledge, skills and aspirations to use TPS content in the classroom.

Objectives for this section:

As a result of completing the Presentation Skills and Facilitation Section, the learner will be able to:

· Assess the TPS-related learning needs of an audience.
· Identify attitudes and behaviors of different types of participants and select strategies to address them.
· Utilize a variety of presentation skills and techniques to ensure a high level of participant engagement.
· Select and describe strategies for drawing upon participants’ current skills and TPS knowledge.
· Assess learning and adapt to the changing needs of an audience.
· Adapt and deliver an effective presentation using a Build and Deliver module.
· Identify personal strengths and weaknesses in delivering TPS presentations and professional development and create an action plan for improvement through practice and feedback.

Sample Agenda:  Day One

	Approximate Time
	Topic/Treatment

	
	

	15 Minutes
	3.1. Section Goals and Objectives
Staff reviews design, agenda and expectations for TPS Level III Adult Learning section.



	30 Minutes

	3.2 TPS Level I Presentation Preparation
Participants are given time to finish preparing for their TPS Level I presentations.

	120 Minutes
	3.3. TPS Level I Presentations and Improvement Planning
Participants make their individual presentations and receive feedback in small groups. Staff reconvenes participants in large group for sharing of presentation results concluding with individual improvement planning based upon small and large group discussions.

	15 Minutes
	Break



	30 Minutes
	3.4. TPS Level I Workshop Planning Template Review
Staff reviews basic Level I workshop template developed using the TPS TTT Block 2 B&D activities as the core content. Outlines other TPS Direct B&D activities and BEF enrichment activities/options included in template.
 

	60 Minutes
	3.5. Individual Level I TPS Workshop Planning
Each participant adapts template to begin development of a preliminary TPS workshop plan that they will implement back home.

	60 Minutes
	Lunch

	60 Minutes
	3.6. Workshop Plans Sharing and Feedback
Participants share their preliminary workshop plans with peers in small groups and get feedback to improve them.

	15 minutes
	3.7. Wrap-Up/Reflection/Exit Cards/Homework
Staff makes closing comments for day, asks for exit cards and distributes mentoring reading assignment.

	
	


Sample Agenda:  Day Two
	Approximate Time
	Topic/Treatment

	30 Minutes 
	Continental Breakfast & Socializing



	15 Minutes

	3.8. Day One Reflection/Day Two Agenda

Staff reviews exit cards input from day 1 and reviews day’s agenda.

	15 Minutes
	3.9. Group Dynamics Warm Up
Participants identify characteristics of good learning groups. As an option, they can draw cartoons of those groups.

	30 Minutes
	3.10. Learning Group Training and Facilitation Techniques
Staff leads a review and reflection on group facilitation techniques used in the TTT program has participants add others and generate list of effective/ineffective use of techniques.

	15 Minutes
	Break

	60 Minutes
	3.11. Managing Group Process &Group Dynamics
Staff provides input and breaks participants into groups for group- on-group decision-making activity. Staff leads discussion after activity focusing on group content and process issues.

	60 Minutes
	3.12. Managing Challenging Participants
Participants are introduced to a variety of difficult group member types and asked to generate strategies to address them.

	15 minutes
	3.13.TPS Level I Workshop Planning
Participants are given additional time to continue working on their Level I Workshops.

	15 Minutes

1.18 TPS Program Section Reflection 

Participants complete program evaluation.

	3.14. TPS Program Section Reflection 

Participants complete program evaluation.



NOTES TO FACILITATOR: 

Power Point Slides

· Slides are used in various activities throughout this and other sections of the Level III curriculum.  All of these slides are available via the TPS Teacher’s Network and can be downloaded.  These slides should be reviewed prior to implementation.
Professional Development Logistics

· Equipment/Material Requirements: The requirements for each activity are specified on the activity.  The general requirements are: LED projector, screen, flip chart, easels and power strips to accommodate 12-16 participants using their laptops throughout the program. Sample Room Set Up:
· Room Requirements: The participants will work in breakout groups at several points. Therefore, there should be sufficient space for movement during the session.  A room of 900 square feet or more is recommended to accommodate 16 participants and 2-4 facilitators.

· Room Layout: The ideal set-up for the room is a U-shape with a screen at the front of the U and two easel stands with flip chart paper on either side of the screen.
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	3.1. Section Goals and Objectives

	30 Minutes


Goal

To orient participants to nature and structure of the TPS Level III program and to get a commitment from participants to collaborate in sharing ownership for achieving program learning goals and objectives.

Objectives for this section
Participants will:

· Understand and be able to explain program intent and design;

· Review training objectives and agenda;

· Describe their expected learning objectives and outcomes;

· Share learning goals for reference and follow-up.

Core Competencies

Not applicable to this activity

Materials

· TPS Level III program slides

· Projector

· Flip chart easel

· Flip chart pad

· Felt tip markers/Masking tape

· Participant’s Workbook

Preparation

· Develop personal comments on importance of sharing personal knowledge, information, insights and experience as part of the adult learning process.

Procedure

1. Explain that this segment of agenda is intended to establish a common understanding of the framework and process for accomplishing program purpose.

2. Review the TPS Workshop Objectives.

3. Review the TPS Program Section Agenda. Describe each component of Day One of Agenda. 
Ask for any questions on the TPS Program Section objectives and agenda and respond to them.
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	3.2. Training Presentation Preparation

	30 Minutes


Goal

To give participants time to organize themselves for their practice training 

presentations.
Objectives for this section
Participants will:

· Review the key elements of effective presentations.
· Review responding to questions guidelines.
· Review group discussion guidelines.
· Prepare to present the Build and Deliver-related presentation that they developed in Section One
Core Competencies

Presentation Skills

· Describe and demonstrate key elements for presenting content to adults.
Group Facilitation 

· Identify and describe key elements for drawing upon participant’s current knowledge and skills.
· Employ group process techniques to facilitate group activities and maximize individual participation in groups.
Materials

· Participant presentations

· Presentation Skill Slides 
· Library of Congress Build & Deliver handouts for participants to use in their presentations in sufficient quantities for use in small groups of 4-5 participants each, as required

Preparation
The participants have reference material in the Participant’s Workbook on this information.  Study that material.  Develop talking points. 
Procedure

1. Review the three Professional Development Delivery Building Blocks. 

2. Review the Key Elements of Effective Presentations 
3. Review the Group Discussion Guidelines 
4. Review the Responding to Questions Guidelines

5. Ask the participants to review their presentations based upon this additional information and to make any final revisions that they want

6. Distribute the Build & Deliver handouts required for them to use in their presentations.

7. Call for a break

A/V Aids/Handouts/Reference Material
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Facilitating Group Discussion Guidelines 



ü  Prepare a list of questions in advance 
 
ü  Introduce and invite 
 
ü  Relate subject to specific individuals 
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Responding to Questions 



ü  Clarify ambiguous questions 
 
ü  Break down complex questions 
 
ü  Evaluate and answer questions in terms of training objectives 
 
ü  If you can’t answer something, say so! 
 
ü  Verify satisfaction 
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	3.3. Training Presentation and Improvement Planning

	2 Hours


Goal

To provide participants with the opportunity to practice delivering TPS Level I related material and to secure feedback that can be used to identify presentation strengths and weaknesses that can be used for presentation improvement planning.

Objectives for this section
Participants will:

· Deliver their Build & Deliver-related presentation to fellow participants.
· Receive feedback on their presentations.
· Provide feedback to other participants on their presentations.
· Identify their presentation strengths and weaknesses.
· Develop an action plan for improving presentation skills.
· Reflect on their learning regarding presentations.
Core Competencies

Adult Learning Theory

· Apply knowledge of adult learning theory in training.
Presentation Skills

· Describe and demonstrate key elements for presenting content to adults.
· Assess personal strengths and weaknesses in delivering training to adults.
· Develop an action plan for improving presentation skills.
Group Facilitation

· Employ group process techniques to facilitate group activities and maximize individual participation in groups.
Materials

· Participant presentation material

· Digital projectors (optional)

· Screens

· Flip chart easels and pads

· Overhead projectors (optional)

· Felt tip markers

· Breakout rooms

· Focus Feedback Form Packets (3 forms – General Presentation Skills,  Questions and Discussion Management Techniques, Use of Handouts and Adult Learning Theory, in sufficient quantities for four rounds of presentations 

· Presentation Improvement Planning Form – one copy for each participant in Participant’s Workbook

Preparation

· Ensure that breakout rooms are set up. 

· Ensure that the focus feedback packets are properly prepared.
· Review and familiarize yourself with the focus feedback forms.
Procedure

Large Group Set-Up Instructions

1. Introduce exercise by explaining that all participants will have the opportunity to deliver their presentations, receive feedback from the participants and the trainer in their small breakout groups, and do presentation improvement planning.

2. Divide the large group into the four small groups of the four participants each that were established at the end of Section Two.  Ensure that the groups are composed properly and that each member has a different assignment.

3. Tell the participants that further instructions will be given in the small groups (Note: Directions can be given to the large group as well).  Have one group remain in the main training room and the rest go to other three breakout rooms.

Small Group Instructions

1. Describe the logistics of the activity (Put steps on flip chart page.):

a. Each participant will give a 15 minute presentation

b. During the presentation, fellow participants and facilitator will complete focus group feedback forms on a particular aspect of the presenter’s delivery

c. At the end of the presentation, the participants will be given a few minutes to review and summarize their feedback

d. All presenters will present, then each will be given feedback in the order of the presentations.  There will be up to 10 minutes of feedback per presenter.   

                                                        Or
Option:  Each presenter will present and receive feedback and then the next presenter will present and receive feedback, etc.  FACILITATOR NOTE:  The determination of how to proceed should be made based upon the level of comfort and/or performance anxiety in the group.  Having all presenters present first and then receive feedback in turn tends to reduce performance pressure.

2. Distribute packets of Focus Feedback sheets to participants.  Review the feedback sheets.

3. Explain the benefits of feedback and characteristics of good feedback:  specific, directed at changeable behavior, non-judgmental, and presented in a constructive manner.  

4. Encourage the participants to be candid in providing feedback.

5. Ask for and answer any questions

6. [Videotape Option:  As an option, you can videotape the participants and provide a copy to the participants following the workshop so that they can review their presentations in conjunction with the feedback they receive from their “trainees” on-site in the workshop.  If you decide to videotape, provide a copy of the handout, Videotape Review; Self Assessment Sheet to the participants in conjunction with their videotapes.]
Conducting the Activity

1. Ask for a volunteer to go first and establish a “batting order” of presenters from 1 through 3.  List that order on a flip chart.

2. Give the presenter a few minutes to set up.

3. Ensure that each of the observers and participants has a different Focus Feedback sheet to complete.

4. Have the presenter make her/his presentation.

5. Monitor the time to ensure that presenter stays within 15 minutes.  Signal the presenter, if he or she is within 2 minutes of time limit.

6. At the end of presentation, give the observer/participants 2 minutes to review and summarize their observations.

7. Repeat steps 2 through 6 for each presenter.

8. After all presenters have completed, distribute the improvement planning form and provide feedback in the same order that the presentations were made.  Begin with the first presenter.

9. Have the observer/participants provide feedback first beginning with general presentation skills, then questioning and discussion techniques, conclude with use of handouts and adult learning theory.

10. Finally provide your own feedback.  Be sure to limit total feedback time to no more than 10 minutes.

11. Have group pass their filled-out Guides to the presenter.

12. Repeat steps 9 through 11 for each presenter.  

13. After all presenters have received feedback, give presenters 5 minutes to review feedback forms and to complete their Presentation Improvement Planning Forms

14.  Have the breakout group return to the main training room for large group processing and discussion of the exercise

Large Group Discussion
1. Ask the participants to take a few minutes to think about the most notable learning points for them from the experience.

2. Have the participants share some of their learning points.   Ask for volunteers.  It is not necessary to get feedback from each participant at this point.

3. If the group is hesitant to share, questions that can be used to generate discussion include:  Did you learn something about your strengths and weaknesses as a presenter that you didn’t know before today’s experience?  Did the feedback you received change or reinforce your opinion?  What was the easiest part of delivering the presentation?  What was the most difficult?  Would you do anything differently in preparing for the presentation based upon this experience?

4. After a brief discussion, offer appropriate summary and closing comments based upon the large group discussion.

5. [Special Note: Depending on the time spent in the small groups, the large group discussion can be conducted after lunch.]

A/V Aids/Handouts/Reference Materials
See forms following.
Focus on:  General Presentation Skills

Presenter: __________________________________________________

Evaluator: __________________________________________________  

Instructions:  During this presentation, your role will be to focus on the presenter’s general presentation skills.  Use the questions on this sheet to help you critique the presentation and as a guide for feedback when the presentation is over.

	Presentation Skill Questions
	Observations/Comments

	1. Was the presenter responsive to the body language/movement of the participants?

2. Was the presenter relaxed in body   and facial expression?

3.  Was there effective eye contact?

4. Was the pace of the presentation too fast or too slow?

5. What was the tone of the presentation?  Was it convincing?

6. Did the presenter demonstrate overall learner concern?

7. How could the delivery have been improved?  

8. What general comments do you have on the presentation?


	


(HO 3.5.a)
Focus on:  Questioning and Discussion Techniques

Presenter: __________________________________________________

Evaluator: __________________________________________________  

Instructions:  During this presentation, your role will be to focus on the presenter’s use of questions and discussion techniques.  Use the questions on this sheet to help you critique the presentation and as a guide for feedback when the presentation is over.

	Q&A/Discussion Questions
	Observations/Comments

	Q&A

1. Did the presenter use questions throughout the presentation?

2. Did the presenter answer questions satisfactorily? 

3. Did the presenter check for understanding?

Discussion

4.  Was the presenter able to guide the discussion, keeping it on the subject at hand?  Could anything have been done differently?

5. Did the discussion flow naturally?  If it didn’t, what could have been done differently?

General

6. Was there a clear beginning, middle and end to the presentation?
7. What general comments do you have on the Q&A/Discussion?

	



(HO 3.5.b)

Focus on:  Use of Handouts and Adult Learning Theory
Presenter: __________________________________________________

Evaluator: __________________________________________________  

Instructions:  During this presentation, your role will be to focus on the presenter’s use of handouts and application of adult learning theory.  Use the questions on this sheet to help you critique the presentation and as a guide for feedback when the presentation is over.

	Q&A/Discussion Questions
	Observations/Comments

	Handouts

1. Did the presenter explain the handouts satisfactorily?

2. Were there appropriate verbal transitions between any handouts used during the presentation?

Adult Learner

3. Did the presenter encourage and solicit active participation from the trainees?

4. Did the presenter acknowledge the experience and expertise of the trainees?

5. Did the presenter ask the participants to offer input regarding the topic?

General

6. What general comments do you have on the use of handouts/visuals?

7. What general comments do you have on concern for the adult learner?
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Presentation Performance Improvement Planning Form

Instructions:  Review all of the focus feedback forms that you received for your presentation and reflect on the oral feedback that the participants gave you. Then, based upon the feedback received, note your major learning points about you as a presenter and areas in which you would like to improve in the space provided below.

	Major Learning Points



	Delivery Skills Improvements



	Questioning and Discussion Techniques Improvements



	Use of Handouts and Adult Learning Theory Improvements




(HO 3.5.d)

VIDEOTAPE REVIEW
SELF ASSESSMENT SHEET

Presentation Topic: ________________________________________________

Instructions:  Use this sheet to record your impressions of your presentation based upon your review of the videotape of your presentation.

	Delivery Skills

1. Eye Contact

2. Tone

3. Pace

4. Body Language

5. Movement/Gestures



	Questioning and Discussion

1. Confidence in answering questions

2. Quality of responses to questions

3. Keeping discussion on track

4. Logical flow and structure to presentation/discussion process



	Handouts and Adult Learning Theory

1. Smoothness of use of handouts

2. Participant engagement/involvement

3. Participant acknowledgement

4. Overall learner concern
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	3.4. TPS Level I Workshop Planning Template Review

	90 Minutes


Goal
To provide the participants with information and a general template that they can use to develop their own workshop plans for delivering TPS Level I training back at their school.

Objectives for this section
Participants will:

· Review the design for Section Two of this TPS Level III program.
· Understand and discuss the design and delivery elements incorporated into Section Two.
· Review a 5 step-process for designing their in-school workshop.
· Review the TPS Workshop Planning Worksheet.
Competencies
Adult Learning Theory

· Apply knowledge of adult learning theory in training.
Presentation Skills

· Describe and demonstrate best practice strategies for presenting content to adults.
Group Facilitation

· Identify and describe best practice methods for drawing upon participants’ current knowledge and skills.
· Employ best practice group process techniques to facilitate group activities and maximize individual participation in groups.
Materials

· TPS Content Review Slides 

· Training Design Slides 

· Workshop Planning Sheet Slide 

· Level I Workshop Planning Worksheet 

· Participant Workbooks

Preparation

· Review the Section Two Lesson Plan Outline in Section I of the Facilitator’s Guide.
· Review the Section in the Participant’s Workbook on Lesson Planning

· Review the Section One Activities.
Procedure

Ask the participants to take a few minutes to think about what were the most notable learning points for them from the experience

1. Advise the participants that it’s time to start planning on how they will apply their learning regarding TPS content and training back at their school.

2. Tell them that the remainder of the day will be devoted to discussion and beginning to develop a plan that they can employ to develop a TPS Level I Workshop that they can deliver back home.

3. Show and quickly review the top-line workshop plan for Section Two of the Level III Program
4. Highlight the points at which the TPS Build & Deliver activities were built into this Level III program (Activity 2.3 – Connecting with Primary Sources; Activity 2.4. Leaving Evidence; Activity 2.6.  Analyzing Primary Sources – Analyzing Photos; Activity 2.8. Analyzing Maps;  Activity 2.12. Activity Inquiry Learning and Primary Sources.  These activities are in bold on the slide.)

5. Point out other activities that were included such as 2.7 Accessing, Saving and Citing Primary Sources and 2.15 Enriching Primary Source Analysis to “enhance and expand” the learning experience for this program.

6. Remind the participants that they also completed a fair amount of homework in Section One to prepare to come to this program.  Show them the slide summarizing the on-line Sections they completed and refer them to the questions in the section of the Workbook that they completed before coming to the workshop.

7. Tell the participants, that their opportunity/challenge, based upon the knowledge and skills they have gained, is to develop a workshop that is “right” for their school and teachers.

8. Recommend that they consider the TPS On-line Sections, the TPS Build & Deliver activities, and Section Two of this Level III program as primary reference material to be used in putting together that workshop.

9. Tell them though that applying the principles of adult learning, the workshop should be built around the needs of their school and teachers using a five step process:  

1. 
Assess Needs.  

2.  Set Objectives. 

3. 
Design the Workshop Training Plan/Outline.  

4.  Develop the Lesson Plans.  

5.  Select or Prepare the Required Materials.

10. Say that you know that the teacher-participants do lesson planning for students.  However, that as a refresher or variation on a theme it is probably useful to walk through and highlight a couple of key points as they relate to putting together a training workshop for adult learners.  

1. The workshop needs to be designed to meet the learners where they are to respond to their prior experience and exposure to TPS – that’s the purpose of the needs assessment.

2. The workshop must be designed to give them specific knowledge and skills that are usable in the classroom – the behavioral objectives.

11. After the needs are assessed and objectives are set, the next step is to put together the workshop training plan/outline (SL 4.6.e):

· Topics

· Method

· Sequence

· Time

12. Then put together the lesson plan for each topic of workshop training plan/outline.  The lesson plan contents cover (SL 4.6.f):
· Points

· Process

· Materials

13. State that the Build & Deliver activities are detailed lesson plans and that the participant now has a chance to be both a scientist and an artist by putting those Sections together along with other relevant material in a workshop that is “right” for their students.

14. Show slide on TPS Level I Workshop Planning Worksheet.  Hand out the Worksheet and/or refer the participant to the section of the Participant’s Workbook that includes this information.

         17. Solicit concluding questions, observations and comments from 

               participants
A/V Aids/Handouts/Reference Material
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LEVEL I WORKSHOP PLANNING WORKSHEET

Your assignment is to prepare a TPS Level I Workshop for delivery in your school to at least 4 and no more than 20 participants.  This Worksheet is designed to enable you to initiate the process of designing and developing the workshop that is “right” for your school and teachers.

You should consider Section Two of this program, the Library of Congress TPS Build & Deliver activities and the Library of Congress on-line sections as primary reference material in putting together that Level I workshop. Refer to the competencies, objectives and activities in Section Two as a primary reference in designing and developing your program. To use this worksheet as a planning and preparation tool for your workshop, answer each section of the worksheet in turn to complete the following steps:

1. Assess TPS Training Needs
2. Set TPS Workshop Training Objectives
3. Design TPS Workshop Training Plan to meet your  Objectives

4. Develop the Lesson Plan

5. Select or Prepare Required Material

(HO 3.6.a)

	Step 1:  Assess TPS Training Needs



	1. Who is the target audience for your workshop?

2. What is their background and level of experience in working or teaching with TPS?

3. What do you see as their top three needs in terms of TPS?

4. What are their needs as learners?

5. What time availability do they have for professional development?

6. Are there any special considerations that need to be considered and addressed in designing, developing and delivering the workshop?

7. What does your analysis suggest regarding the general nature, structure and delivery of your workshop?



	Step 2:  Set TPS Workshop Training Objectives



	1. Given the results of your needs assessment, what should your participants know as a result of your workshop? (State in behavioral terms – refer to Section Two objectives.)

2. What should your participants be able to do? (State in behavioral terms –refer to Section Two objectives.)

3. What do those objectives suggest regarding the design and delivery of the workshop?




	Step 3:   Design TPS Workshop Training Plan/Outline



	Input

The agendas for Sections Two and Four of this TPS Level III Program are examples of training plans/outlines.  There is at least one activity or part in the agendas to address each training objective established for the Sections.  

There are a variety of options for sequencing activities in designing a workshop training plan.  These include:

· Pyramiding:  beginning with activities that can be built upon or used later in a program.

· Deductive: going from general to specific – beginning with an overview of the big picture and then relating everything back to it.

· Inductive:  going from specific to general – do an activity and then related it back to the big picture.

Other tips for design of a “sound” training workshop include:

· Begin with a sharing of objectives and agenda to “break the ice” and allow participants to buy into the program.

· Avoid redundant activities, such as six buzz groups in two days.

· Allow sufficient processing time for each activity.

· Be sensitive to “low-energy” times. Try to avoid scheduling lectures first thing in the morning or right after lunch. Plan “energizing” activities for times like those.

· Avoid “packing”. Don’t cram too many activities into a limited time frame.  It impedes assimilation.

· Schedule sufficient time for breaks and lunch. Don’t just hope that natural pauses will occur.

Action

1. Keep these hints in mind.  

2. Refer back to the training objectives for your workshop.

3. Review them against the objectives and activities for Section Two of this TPS Level III program.

4. Then, complete the TPS Workshop Training Plan form on the following page.




	Step 3.  TPS Workshop Training Plan/Outline Form



This form is designed to enable you to develop a training plan/outline for delivering your Level I TPS Workshop.  To complete and use the form:

1. Identify all of the major topics/areas to be addressed in the training program.

2. Number the topics and list them in sequential order in the column titled “Topic”.

3. Decide how you want to cover that topic (presentation, demonstration, exercise, simulation, discussion, etc.) in delivery of your training program.  Enter that information in the column titled “Method.”

4. Estimate the amount of time that will be required to address the topic employing the method(s) that you have chosen.  Enter that time estimate in the column titled “Time.”  (If you are using the Section Two for this Workshop or TPS Build & Deliver activities, consider those time allotments.)
5. Use this training plan/outline as the “design guide” for your training program.  Develop a lesson plan for each major topic that you have listed.

	No.
	Time
	Topic
	Method

	
	
	
	


	
Step  4:  Develop the Lesson Plans




	Input

The TPS Build & Deliver activities provide detailed lesson plans for the areas they address. If you are going to use those Sections, as part of your workshop, all you need to do is to modify them, as required, to fit within your time frames.

Also, remember there are sample lesson plans in the Teachers section of the Library of Congress website. If you decide to need to develop your own lesson plan for an activity, you can use the format on the next page to describe the specific points to be made, the process to be followed, and the materials to be employed in that lesson. 
Hints

Keep the following model building block process from Section Three in your Participant’s Workbook in mind in preparing a lesson plan:

· Set learning and behavioral expectations

· Activate background knowledge

· Explore content

· Integrate information

· Summarize learning




	Step 4.  TPS Workshop Lesson Plan Format




This form is designed to provide a format to put together a lesson plan for your training program. To complete and use this form:

1. Enter the name of the Lesson Plan Training Section in the designated space.

2. Describe what the trainee will know and be able to do as a result of the training in the space labeled “Training/Learning Objectives.”

3. In the section labeled “Training Content/Process” list and describe, in order, the training approach and steps that you will take to do the training; the main facts/key learning points that you will communicate during training; and, any learning activities or exercises that you will use as part of the skill-building and knowledge development process in this area. 

4. Enter the estimated time for each major component in your “Training/Content Process” outline in the space titled “Time.”

Training Section
________________________________________________________________
Training/Learning Objectives

(What the trainee will know and be able to do because of training)

________________________________________________________________

________________________________________________________________

Training Content/Process Outline

	Time
	Training Approach/Main Facts/Key Learning Points/Activities and Exercises
	Media/Materials

	
	
	


	Step 5:  Select or Prepare Required Material



	If you are using TPS Build and Deliver activities, or Section Two activities from this TPS Level III program, all you will have to do is duplicate the materials included with the program.  If you decide that you need to develop materials for a new lesson plan, the TPS staff stands ready to be a technical resource and consultant to you in putting those materials needed.  Use the space to below to identify assistance that you might need in your material development process.

Potential Material Development Assistance Needs




	Other TPS Workshop Planning Consideration



	Other factors that you should consider as you develop your workshop include:

· Your own training ability.  Make sure that you are comfortable and confident in implementing your overall training plan design and the lessons within it.

· Environmental issues.  Don’t leave anything to chance. Check out your training site and address the factors necessary to ensure a quality learning environment.

· Evaluation.  Give your participants the opportunity to evaluate your workshop – both during the process of delivery and its conclusion. This will enable you to adjust your workshop as it is being delivered and improve it for future deliveries.




	3.5. Individual TPS Level I Workshop Planning

	90 Minutes


Goal

To allow the participants time to begin the process of developing a Level I TPS Workshop plan for implementation at their school.

Objectives for this section
Participants will:

· Review the Library of Congress TPS Build and Deliver activities, Section Two activities of this Level III program, and other resources as input for consideration in designing their back-home workshop.
· Review the Section Three training reference material (pages 6-9 behind Tab 4 in the Participant’s Workbook).
· Use the Workshop Planning Worksheet to begin developing their in-school TPS level I workshop.
Core Competencies

Adult Learning Theory

· Apply knowledge of adult learning theory in training.
Presentation Skills

· Describe and demonstrate best practice strategies for presenting content to adults.
Group Facilitation

· Identify and describe best practice methods for drawing upon participants’ current knowledge and skills

· Employ best practice group process techniques to facilitate group activities and maximize individual participation in the group.
Preparation

· Ensure that the full range of reference resources are available in sufficient quantities for use and review by participants as they begin their workshop planning.
· Ensure that all participants have internet access and lap tops to use in this phase.
Procedure

1. Refer the participants to the Workshop Planning Worksheet that has been handed out and that is also in Participant’s Workbook.  This worksheet includes directions to prepare a workshop for at least 4 participants and no more than 20 participants.

2. Advise them they have 1½ hours to begin the process of planning the TPS Level I Workshop for their school.

3. Say that the trainers will be circulating and checking on progress as they do the participants do their individual work.

4. Tell the participants that after the hour and one half, they will get a chance to share their plans with peers and to compare notes on progress and implementation ideas.

5. Divide up participants among the trainers and ensure that at least one contact is made with each participant during the course of their independent work.

6. Circulate and consult as planned.  Note similarities and differences in terms of ideas being generated, issues being confronted and of progress made in planning for workshop implementation so that they can be discussed later in the program as part of the learning process.

7. Note:  If participants from the same school or district are collaborating to put together a Level I TPS Workshop that they will team-teach, ensure that there is a shared distribution of responsibility and ownership both for the design and delivery of the workshop itself.

A/V Aids/Handouts/Reference Materials

Have complete Facilitator’s Guide with activity descriptions for Section Two and all TPS Build and Deliver activities on disk or laptop.  Ensure Internet access to go to Library of Congress website.
	3.6. Workshop Plans Sharing and Feedback

	1 Hour


Goal

To allow participants to share initial thoughts on TPS Level I workshop plans and to get feedback and input from peers.
Objectives for this section
Participants will:

· Share their draft in-school workshop plans.
· Receive feedback and input from peers on their plans.
· Provide feedback and input to peers on their plans.
Core Competencies

Adult Learning Theory

· Apply knowledge of adult learning theory in training.
Presentation Skills

· Describe and demonstrate best practice strategies for presenting content to adults.
Group Facilitation

· Identify and describe best practice methods for drawing upon participants’ current knowledge and skills.
· Employ best practice group process techniques to facilitate group activities and maximize individual participation in the group.
Materials

· Workshop Plan Worksheets

· Participant Workbooks

· Flip chart pages

Preparation

· Develop appropriate comments based upon observations and technical assistance provided during activity 3.7.
Procedure
1. Convene the participants in a large group and make comments regarding nature of workshop planning that you observed.

2. Break participants into peer groups (e.g., similar grade levels, size of schools, locations, etc.) and instruct them to share where they are in the process focusing on who they see teaching in their workshop, the general nature of the workshop (length and topics to be covered), and approach (materials to be employed).

3. Give the participants 45 minutes to do small group sharing and to provide feedback and input to one another on their initial plans.  Ask them to note the similarities and differences in their plans.  Suggest, based upon the size of each group 10 to 15 minutes per participant’s plan.

4. Reconvene the participants and ask them to comment on the similarities and differences in their plans

A/V Aids/Handouts/Reference Materials
None

	3.7. Wrap-up & Reflection/Exit Cards/Homework

	15 Minutes


Goal

To review, summarize and evaluate the day’s activity and set the stage for day two of the session.

Objectives for this section
Participants will:

· Provide feedback on the first day of this workshop.
· Identify questions and issues to be addressed at beginning of day two of workshop.
· Receive homework assignment to be completed before day two of workshop.
Materials
· Professional Development and Mentoring Agenda 
· Exit cards (enough for all participants)

· Participant’s Workbook Section Four Section

Preparation

· Take notes during the course of day of key developments.
· Review agenda for day two and be prepared to discuss.
Procedure

1. Commend the participants for a good day’s work with specific observations on their collaboration, group work and bringing personal experience and expertise to bear.

2. Show the agenda for Section Four and quickly review the ground that was covered on day 1 highlighting key issues or points covered during the day 

3. Explain that the emphasis today was on presentations and that tomorrow’s focus will shift to group facilitation and communications and coaching.

4. Distribute exit cards and ask the participants to take a few minutes to complete and pass them in.

5. After all cards have been received, ask for any general feedback on comments on the day.

6. Close the session by thanking the participants for their good efforts and remind them of starting time for day two.

A/V Aids/Handouts/Reference Material
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(HO 3.9.a)


	3.8. Day One Reflection/Day Two Agenda

	15 Minutes


Goal

To close the loop on day 1 of the program and to provide the bridge to day 2.
Objectives for this section
Participants will:

· Review and reflect on day one of the workshop.
· Receive answers to open questions or issues.
· Review the agenda for day 2 of the workshop.
Materials

· Flip chart or slides summarizing exit card responses 
· Section Four, day 2 agenda 
· Flip chart easels
· Flip charts
· Slide projector
Preparation

· Review, summarize and analyze exit card responses to identify major themes for day 1 in each category:  
· Plus

· Minus
· Interesting
· Questions
· Prepare appropriate comments for opening of day 2 based upon responses.
Procedure
1. Welcome participants back to day 2 and ask if there are any outstanding issues to address before beginning today’s session.

2. Break them into pairs or triads and have them write down the one thing they remember most from day one’s training.

3. Have a few groups report out their responses.  Use that as lead in to review of exit card responses.

4.  Review the exit card responses highlighting major themes (See example slides.)
5. Ask for participants to elaborate or comment on any of the responses.
6. Address open questions.
7. Review the agenda for day two stressing the fact that the day includes group facilitation skills and communications skill development. 

8. Ask for any questions, comments or points that the participants are particularly interested in having covered during the day

9. Record any input on this on flip chart pages and post to go back to at the end of the day

A/V Aids/Handouts/Reference Material

	3.9. Group Dynamics Warm-up

	15 Minutes


Goal

To focus the participants’ attention on the issue of group dynamics and the role they play in good learning groups.
Objectives for this section
Participants will:

· Identify the characteristics of “good learning groups”

· Understand and explain the role the facilitator plays in creating “good learning groups”

Core Competencies

Group Facilitation

· Identify and describe best practice methods for drawing upon participants’ current knowledge and skills

· Employ best practice group process techniques to facilitate group activities and maximize individual participation in groups

Material

· Flip chart easels
· Flip chart pads
· Markers
· Slide projector
Preparation
· Review group dynamics section in Participant’s Workbook
Procedure 1
1. Break participants into pairs and ask them to identify each pair to identify two characteristics of “good learning groups”.
2. Give them three minutes on task, then have each group report out one characteristic.
3. Record characteristics on “Good Learning Group” Characteristics flip chart.
4. Go around room until all characteristics are listed.
5. Comment on the characteristics and make the bridge to the role of the facilitator is to foster a climate and employ facilitation techniques to bring out those characteristics.
Procedure 2

This is an alternate process for this activity that gets participants up and moving and drawing.  (It does take a bit more time than the exercise above but can be a lot of fun!)
1. Break participants into small groups give them markers and a piece of chart paper and ask them to think about and identify two characteristics of “good learning groups”. 

2. Ask the groups to draw a cartoon on the chart paper demonstrating the “good learning groups” characteristics that they identified. Tell them not to write the words that they identified, but explain there can be text in the cartoon.

3. Give the groups five minutes on task.

4. Go around the room and have the other groups try and identify the characteristics in the cartoons. Once they are identified, write them on the cartoon.

5. Comment on the cartoons and characteristics and make the bridge to the role of the facilitator is to foster a climate and employ facilitation techniques to bring out those characteristics.
A/V Aids/Handouts/Reference Materials
None
	3.10. Learning Group Facilitation Techniques

	45 Minutes


Goal

To outline the trainer’s roles and responsibilities as a facilitator of learning and to identify techniques that can be employed to facilitate learning in groups

Objectives for this section
Participants will:

· Identify a range of training and facilitation techniques.
· Review and discuss the roles and responsibilities of the trainer as facilitator.
· Review and discuss the key steps in the process for leading a training activity.
· Review and discuss the requirements for implementing each of those steps.
Competencies

Adult Learning Theory

· Apply knowledge of adult learning theory in training.
Presentation Skills

· Describe and demonstrate best practice strategies for presenting content to adults.
Group Facilitation

· Identify and describe best practice methods for drawing upon participants’ current knowledge and skills.
· Employ best practice group process techniques to facilitate group activities and maximize individual participation in the group.
Materials

· Presentation Slides 
· Materials  

· Flip chart pages

Preparation

· Reflect on what the group dynamics have been during the classroom portions of this TPS Level III program

· Review all of the facilitation techniques that have been employed during the course of the classroom blocks of the program

· Review the reference material on group dynamics and group member roles

Procedure

Discussion

1. State that while yesterday we focused on “stand up” presentation skills in training, this morning we will be focusing on “facilitation” as part of PD delivery.

2. Ask the participants to rate their level of experience as training facilitators from high to low.

3. Ask the participants whether they think it is more difficult to be a stand up trainer or a facilitator and why?

4. Lead brief discussion concluding that most of us are more comfortable “talking”, “training”, or “teaching” because that’s been our primary experience set.  We’ve taken speech classes and not facilitation classes.  

5. Explain that this morning’s part of the Level III program is designed to remedy that partially by looking at training and facilitation skills 101. 

6. Explain that the trainer as facilitator has to have three distinct capabilities:

· Employ a range of training and facilitation techniques

· Set up and run a training activity

· Manage group process or dynamics

Group Discussion and Brainstorming

1. State that we’ve employed a number of different techniques throughout the classroom component of this Level III course and that you are certain that the participants know others.  

2. Break the participants into “buzz groups” of four and have them generate a list of training techniques that can be employed to heighten participant and group involvement in training.

3. Lead a round robin report of one technique at a time from each group.  Record the techniques on the flip chart.  

4. After you have all the techniques listed add any others that are not on the list. Show the Participant Involvement Training Techniques Continuum Flip chart (below) that you have prepared before this activity.  Have participants add additional techniques generated in groups that are not on the continuum.
     Low
                                                                                                                High

     Involvement                                                                                                                                Involvement        

/___________/__________/__________/__________/_________________/

        Lecture   Lecture/Discussion     Buzz Groups     Demonstration      Role Play     Structured Experience
5. Depending on time availability, lead a group discussion to identify which techniques the participants think will work best as part of their TPS workshops and which they are most comfortable using.  Check mark the ones that will both work best and those, which the participants in general have a high comfort level.

Presentation

1. Make the bridge to the presentation by pointing out that the high involvement activities require the trainer to operate in the facilitator mode.
2. The role of the trainer changes when he or she is a facilitator from: 

· Controller to influencer

· Teacher to guide

· Director to partner

3.  Facilitating an activity requires the facilitator to do the right work before and outside the classroom and inside the classroom during training:

           Outside the Classroom:  Preparation

· Handouts, equipment, supplies

· Familiarization

· Anticipation

· Rehearsal

Inside the Classroom:  Leading Training Activity

· Introducing the Activity

· Conducting the Activity

· Concluding the Activity

4. To introduce an activity, the facilitator must be able to set it up properly, this involves answering the What, Why and How questions: 

· What:  Preview and Set the Stage

· Why:   Relate Activity to the Objectives

· How:   Give Activity Instructions

5. In conducting the activity, the facilitator must keep her/his eyes out and be willing and able to intervene if necessary:

· Monitor process/progress

· Intervene

· Clarify 

· Correct

· Start over

6. To conclude the activity, the facilitator should be able to “process” using a structured format:
· What happened?                Report outs

· How did it happen?             Discussion of activity

                                                  -  Experiences

                                                  -  Successes

                                                  -  Problems/Issues

· What does it mean?            Application to the job

                                                  -   Problems

                                                  -   Perceived obstacles

· What’s still unclear?            General Q/A

· What’s important?               Summary of key learning points

6. Explain that we will look at the third capability area for the facilitator, “Managing Group Process and Group Dynamics” after the break.

7. Refer the participants to the material on this activity in the Workbooks or distribute the Training Techniques and Running a Workshop/Experiential Exercise handouts.
8. Give the group a break.
A/V Aids/Handouts/Reference Material
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Training/Facilitation Techniques:  The Involvement Continuum

There are some important types of training techniques you will want to consider when designing your program.  Since involvement is an important characteristic, the following chart lists these techniques in their rank order according to degree of participant involvement.
Low                                   





      High

/                       /                      /                    /                            /                 /                        

Lecture     Lecture/Discussion    Buzz Groups    Demonstration     Role Play   Structured

                                                                                                                            Experience

Lecture & Lecture Discussion
     Below we have noted advantages and disadvantages of Lecture/Discussion techniques.
Advantages

1. You need few resources to prepare and deliver a lecture.

2. Relatively little time is required to deliver a lecture.  In fact, it pays to keep it short.  (Depending upon the complexity of the subject, however, preparation time may be substantial.)

Disadvantages

1. The levels of retention and involvement are quite low.

2. Trainees have very little sense of “ownership” of this type of learning activity.  Rather, it’s the trainer holding forth from the mountaintop.

When to Use
1. In presenting theory or concepts that have no behavioral application.

2. In presenting background knowledge necessary to enable participants to engage in an experiential exercise.
3. As a vehicle for “conceptualizing” after processing an experiential exercise.
4. When you have little time or few resources.
5. When skill building is not an objective.
6. With a very large group.                                                       

                                                                                                    (HO 3.12.a )
              Buzz Groups
 “O. K., let’s go back into our small groups.  Take 15 minutes to generate as many problems as you can associate with the role of a TPS Coach in a training situation.  One person from each group should record all the problem statements for report-out to the large group.”  That is a typical set of instructions a facilitator might use to introduce a buzz group activity.  Buzz groups are small groups (say 3 to 6) charged with generating, through discussion, uncensored data about a relatively non-technical subject.  That data may then be used in a number of ways, from simply building awareness around an issue to generating an authoritative list of items for problem solution.
Buzz group participants have the opportunity to generate ideas rather than merely react, as in a lecture/discussion.  Therefore, involvement is higher, though still on the low side due to the “soft” nature of the activity.
Advantages
1. Participants experience greater involvement than in a lecture.
2. It generates many ideas quickly.
3. Each buzz group is of manageable size.
4. Participants are all able to get feedback on their learning.
5. Working toward a common goal creates cross-fertilization among participants.
6. You (the facilitator) can take a breather!
7.  Few resources are required.

Disadvantages
1. A buzz group can’t deal adequately with technical concepts.

2. It can be more time-consuming than a straight lecture.

3. Output is repetitious.

4. Generally, group output tends to be superficial.

5. You (the facilitator) can face heavy demands in making sense out of groups’ collective data output.

6. If some groups don’t “buy in” to the activity, the experience can go flat.

7. You have only limited control over the activity’s outcome.
When to Use
1. To promote participation in groups that have remained silent in regular discussions.

2. To increase participant involvement and input.

3. To gauge how much learning has taken place.

4. To change the pace of the program.

5. When focusing upon simpler concepts.

6. When you wish to observe which participants exhibit leadership or other types of behavior.

7. As a warm-up to begin a day or wake up after lunch
            Demonstration
 You may wonder why demonstration appears relatively high on the involvement continuum.  After all, “showing” someone how to do something is about as one-way as communication can get, isn’t it?
 Absolutely!  But demonstration as a training technique goes beyond “showing”.  An effective demonstration sequence features these elements in some combination:

· Demonstrate the skill

· Allow participants to try

· Give feedback to improve performance

· Allow participants to repeat trials until they reach performance criterion
Advantages

1. Participants can become highly involved.

2. East participant has a personal learning experience.

3. Immediate feedback is available.

Disadvantages

1. Demonstration activities take more time for preparation and, especially, for delivery.

2. More resources are often required, especially if participants must manipulate equipment.

3. Demonstration does not apply to theory or concept training.
When to Use
1. To transmit hands-on skills.

2. When you need to see results immediately.

3. If high concern with direct application exists.
                  Role-Play
If facilitators or other “actors” participate in a role-play strictly to demonstrate effective or ineffective behavior to the participants, the activity is not as involving as indicated on the continuum. For the most part, each participant is highly involved to the extent he or she has the opportunity to play a critical role in a relevant scenario.
Keep the above distinction in mind when you build learning activities around the role-play technique.
Advantages
1.  This kind of activity creates a personal learning experience, different for each participant.  (Accurate, non-evaluative feedback is critical for such personal learning.)

2. Role-play is highly involving.

3. The experience is “hot”, in that intellectual learning is reinforced with emotional learning.

4. Through role-playing, participants can experience the reality behind theory.

Disadvantages
1. Depending upon the scenario, this technique can pose risks for participants.  Examples: “getting into” the situation too emotionally; offending or being offended; inability to handle frank feedback about behavior.

2. Role-play exercises can take a lot of time in developing the scenario and roles, as well as extended delivery time.

3. These exercises can be difficult to design.

When to Use
1. To build skills in unstructured tasks.
2. When there is high concern for direct application.
            Structured Experience 
This category covers a broad spectrum of activity types, all of which are highly involving, for two reasons:
· Participants aren’t just reacting or “doing something.”  They are working at meaningful task.
· Typically, structured experiences build in a significant degree of on-the-job reality (simulation)

Within the range of structured experience types, another continuum operates from lowest to highest degree of simulation.  Three important types with which you will want to become familiar (from lowest to highest degree of simulation) are:
1. Case Study.  
  Individuals or groups study a set of data and recommend a                         plan of action or solution to a problem.
2. Incident Process.   Similar to the case study, but only part of the data is   summarized on paper.  The participants, frequently through interaction with a facilitator/role player, must gather other important data.  The skill with which the participant gathers and analyzes the additional data can affect the quality of the solution of the problem.
3. Simulation.
  As much reality as possible is built into a working situation --- even props, like a desk, phone, and conference room.  The facilitator gives the participant a general task (such as “try to prioritize and then complete the high-priority tasks you will be given in the next two hours”).  Participants may have to interact with one another and/or with trainer/role players in working through a workday “slice of life.”  Frequently, the design may include unexpected contingency situations that the participant must deal with on the spot.
Advantages
1.  The participant’s experience highly involving, personal learning.

2. The learning is easier to retain since it occurs around “happenings” rather than bits of information

3. .Learning possibilities increase through built-in synergy.

4. The learning can be applied more directly.
Disadvantages

1. This technique can take more preparation and delivery time than any other.
2. Some participants face the risk of failure.
3. Most structured experiences require materials; some require very complex materials.
4. Activities must be custom designed for the group’s situation.
When to Use

1. For problem –solving.
2. In applying theory to real world situations.
3. To increase awareness of participant’s personal style.
4. When there is high concern for on-the-job application.

Running Workshops and Leading Experiential Training Activities

Good workshops and Professional Development exercises have a flow and rhythm.  This handout sets out a process for ensuring that you as a facilitator can follow to establish that flow in a workshop in general and in a experiential activity specifically.

Running Professional Development Workshops
There are five basic steps in designing and managing the delivery of a professional development workshop:

· Activate background knowledge

· Introduce the content

· Explore the content

· Integrate information

· Closure
Activate Background Knowledge
This step builds participant buy-in and engagement in the learning process.  The purpose is:

· Share learning goals or expectation

· Raise questions about the workshop

· Relate knowledge and experience to the course

· Explore opinions and attitudes about the content

Introduce the Content
In this step, the key is to secure the participants’ attention and interest and to lead into the content.  You can accomplish this through a variety of means including:

· Questions

· Quotes

· Cartoons

· Storytelling

· Scenarios

(HO 3.12.b )

Explore the Content
After the content is properly introduced, the next step is to explore it.  Again, this can be accomplished through a variety of means such as lecture, discussion, demonstration, role-play and case study. Refer to the facilitation techniques handouts for more information on each of these approaches and the advantages and disadvantages of each an when to use them.

Integrate Information
As part of the exploration, it is helpful to give the participant the chance to integrate the knowledge and skills into her or his personal portfolio.  This enables the participant to:

· Gain confidence and competence by reinforcing learning

· Extend understanding

· Practice with content

· Get feedback facilitator and participant)

Closure
The final workshop step is to bring it to a proper close.  You can accomplish this by paying attention to the Five R’s in your wrap-up and having the participants

· Recall

· Reminisce

· Rehearse

· Reconsider

· Recognize

Another part of wrapping up the workshop properly is to ask for feedback, address any open issues, extend appreciation and farewells, and give any homework assignments.

Leading Experiential Training Activities
When experiential training techniques are used, the participants learn by doing something, rather than by listening to a lecture.  Conducting an activity is obviously very different from delivering a lecture.  And the specific functions you must perform will vary according to the activity itself.  However, most training activities have the following phases and facilitator functions in common.
Introducing the Activity

This phase is “facilitator-oriented,” because all the responsibility lies with you to answer What, Why, and How.
1. Review briefly what’s going to happen and set the stage.

2. Explain the activity’s relevance to one or more learning objectives.

3. Give instructions

4. Distribute any necessary handouts or other materials
Conducting the Activity

The second phase is much more “learner-oriented” because the participants must do something.  But you (the facilitator) are very much involved.

1. Observe the various groups’ and/or individuals’ progress.

2. Observe the processes that participants are going through, noting any phenomena worth discussing later.
3. Be alert to the possible need to intervene in order to clarify, correct a procedure, or start the activity over.
4. In general, take whatever steps are necessary to prevent the entire group from “failing” (even though individual mistakes are expected and, indeed, help the learning process).

Processing the Activity
To assure an effective activity, you must conclude it with a reasonably structured sequence aimed at giving the participants a sense of “what it’s all about.”  Specifically:
1. If small groups produce “products,” each should have the opportunity to report out their efforts to the entire group. 
2. Conduct a discussion about how the activity went: individual experiences, frustrations, problems, successes.
3. Help the participants focus upon which aspects of the activity have direct applicability on the job, which parts are less applicable, and why.
4. Answer any lingering questions about what may still be unclear.
5. Conduct a discussion and/or summarize the key learning points from the activity.
	3.11. Managing Group Process and Group Dynamics

	1 hour


Goal

To introduce the participants to basic concepts of group dynamics and to give them an opportunity to watch group dynamics at work in a decision-making exercise.
Objectives for this section
Participants will:

· Understand the basic concepts of group dynamics.
· Review the roles that trainees may assume in a training group.
· Engage in an exercise to observe and study those roles.
· Examine the impact that group dynamics has on the group’s decisions and output.
Competencies
Group Facilitation

· Identify and describe best practice methods for drawing upon participants’ current knowledge and skills.
· Employ best practice group process techniques to facilitate group activities and maximize individual participation in the group.
· Identify different types of participants and describe strategies to address them.
Materials
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	3.12. Managing Challenging Participants

	30 Minutes


Goal

To identify various types of challenging participants in training groups and to generate strategies for responding to and handling them.

Objectives for this section
Participants will:

· Examine various types of “challenging participants” in training groups.
· Identify strategies for responding to them.
Core Competencies

Group Facilitation

· Identify different types of participants and describe strategies to address them.
Materials

· Challenging Participants - Top Ten List 
· Challenging Participants Flip Chart Pages 
· Tempering the Top Ten Advice to Facilitators Handout 
· Participant’s Workbook

Preparation

· Prepare flip chart pages with types of challenging participants listed on them

· Review strategies and ideas for handling them in “Tempering the Top Ten”

Procedures

1. Remind the participants that we talked briefly about three general “non-group” roles:  dominator, blocker and avoider before we did the group decision-making exercise.
2. State we are now going to look in a little more detail at “challenging” participants and what can be done to handle them.

3. Ask each participant to think of the one type of participant that bothers her/him the most as a facilitator and to take a minute and share that with a neighbor.

4. Give the pairs two minutes.  Then show the “Top 10 List of Challenging Participants” below that you have listed on flip chart before this activity.  Review the list and ask if the group wants to add to the list:

· Clashing Personalities

· The Silent Person

· The Know-It-All

· The Talkative Individual

· The Griper

· The Rescuer

· The Wanderer

· The Joker

· The Side Conversationalist

· Negative Body Language

5. Break participants into groups of three and have them go to five prepared flip charts that have 2 challenging participants along with columns labeled Why and What to Do.  Give each group five minutes to fill in the why and what columns.

6. Have each group report out taking no more than 1 minute per type.  Go around the room from flip chart to flip chart until all 10 types have been discussed.

7. Ask the group for any other ideas on what might be done for any of the types.  Add those ideas to the list for the type.

8. Close the discussion by saying that these are good ideas and that there are other suggestions in the Tempering the Top Ten Handout in their Workbook or that you are passing around for them to include in their Participant’s Workbook.  Advise them, however, that the general rule of thumb for the facilitator regardless of the participant type should be to act sooner rather than later in confronting challenging participants or behaviors.  The longer challenging behavior goes unchallenged the greater the potential for losing control of the group and creating a bad training experience for the entire group.

A/V Aids/Handouts/Reference Material
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Tempering the Top 10:

Advice to Facilitators for

Managing Challenging Participants

1. Clashing Personalities

When two or more participants disagree vocally or engage in argument or heated debate, you may need to play the role of a referee.  Establishing a group norm that disagreement is okay can sometimes help to prevent a confrontation.  Suggesting that each opinion may be accurate or emphasizing the points of agreement may be appropriate.  Acknowledge that opposing viewpoints are healthy and can even be constructive, but divorce the comments from the individuals.  A quick intervention may be important if tempers are flaring.  Maintain your neutral stance and avoid criticizing either individual.  If conflict persists, call a break and talk to the participants directly, asking participants to focus on the task and deal with disagreements outside of class time.

2. The Silent Person

Some participants in groups can be characterized as the silent type who rarely if ever says anything.  They may appear bored, indifferent, or insecure.  People who are sensitive or silent may simply need reassurance.  They may be fearful of the rest of the group or afraid that the other participants may not accept their comments or ideas.  These people are generally more comfortable making comments in a small group than in the large group, so a positive intervention is to allow for processing information with partners or small groups periodically.  Providing moral support and honoring them for their comments can be helpful. Paraphrasing and reframing their comments may also help.  As a facilitator, it’s important to maintain a safe environment for all participants.  Too often the verbal person will squelch any possible comments that might have been forthcoming from the sensitive individual.

3. The Know-It-All

This type of individual is a self-styled expert on any and all questions.  He or she seemingly has an opinion about everything and may confront, correct, or even contradict what you say.  As a facilitator it’s important not to respond in kind; that is, don’t embarrass the person or be sarcastic.  If group norms have been established, sometimes the group will handle this type of behavior with verbal and nonverbal responses without prompting.  Your position can be to “disagree agreeably.”  If negative behavior continues, the group typically becomes more vocal for you.   If the debate continues, privately and tactfully suggest that the offender give others a chance to participate.  Often this person needs recognition; assigning him/her a specific role (e.g., recorder) may keep him/her focused, engaged, and more appropriate.

(TR 3.14.a)
4. The Talkative Individual

Some participants tend to be extremely vocal on any issue or point raised.  They may or may not be talking from experience and they may want to dominate the discussion about the pertinent topic, as well as other things that are on their minds. While it is important to encourage all participants to take part in the session, allowing one or two people to monopolize the entire conversation is usually detrimental.  Setting initial norms about “equal air time” or some form of this expectation may help to address the issue.  In order to be fair to the rest of the participants, you may need to deal directly with these talkative participants.  If they insist on “blowing steam,” make them give reasons for their thinking.  Consequently ask them to back up their opinions or comments.  Instead of your commenting on their remarks, again direct them to the rest of the group and ask for the group’s opinions on what is being said.  While we are treating “talkers” as a problem area, it is well to recognize that they may have significant contributions to make to the discussion.

5. The Griper

Gripers usually find fault with all aspects of the program.  They may be dissatisfied with the classroom, the location, the materials being used, the equipment, the methods, or the content of the course.  Be prepared for comments like, “I hate role play.”  “This equipment doesn’t work very well;” etc.  Sometimes these individuals tend to make criticisms under their breath and not directly to you as the facilitator.  Determining the basis of the complaints may be worthwhile.  Checking out the possibility that one vocal comment really represents the opinion of many other participants who feel the same way but did not say so may also be worthwhile.  If the complaints are justified, then taking prompt, corrective action is important.  If their criticism concerns a policy or item that cannot be changed, point this out.  Sometimes, a minor change or adaptation may rectify the situation.  Sometimes empowering the objector to suggest a solution and getting the group’s reaction works. Channeling the negative into a positive whenever possible is a strategy worth pursuing, and if all else fails, privately discuss the problem with the individual.  As a last resort, allow or ask the person to withdraw from the group if the disruptive behavior persists and sabotages others’ efforts.  Ignoring the comments as a facilitator is usually not appropriate.  Put the gripes “on the table” and then make sure you deal with the underlying issues.

6. The Rescuer

The rescuer often means well and is motivated to protect others.  By finding excuses for others who make mistakes, he/she is attempting to excuse mistakes in general.  The rescuer apologizes, defends, explains and interprets for others when those others have been corrected or when they are obviously wrong.  The rescuer may say things like, “What Joe was trying to say was…”  The appropriate intervention for the facilitator is to say, “I know you are speaking for Joe, but, to avoid misunderstanding, let’s let Joe speak for himself,” or you might say, “ I know you mean well, but, it would be more helpful to Sally if we let her clarify her own thoughts.”

7. The Wanderer

The wanderer continually seems to ramble farther and farther away from the question being discussed.  Glancing at your watch, politely interrupting, and thanking the person for the thought may work to bring the person back on track.  If you have defined and reviewed the outcomes for your session up front, it’s usually effective to bring the wanderer back to the fold simply by referring to the outcomes and checking the relevance of the person’s comments.  Suggest that time is short and the group needs to return to the main issues.  Letting the wanderer carry on too long may impact the attention of the entire group.  Be courteous but firm. 

8. The Joker

The joker always has something funny, sarcastic, or humorous to say.  This person may want to be noticed or to be in the spotlight. Sometimes this person is just naturally funny.  Occasionally, this person may want to take the focus away from the trainer or to relieve any exciting tension. Counteracting with humor may be effective.  Avoiding sarcasm is almost always a good idea.  It may be necessary to communicate the serious times by asking for complete attention.  Be sure you have set norms about how to treat each other to avoid the humor or sarcasm becoming personal attacks.   Not laughing or responding might work too, but it also may make the joker work harder.  Speaking privately with the joker may be a consideration.

9. The Side Conversationalist

The side conversationalist is the person who often says something behind a cupped hand.  The person usually sits next to someone who willingly listens to or engages in conversation with him or her.  Because we don’t know the content of the comment, as facilitators we suspect the worst.  A subtle approach often works in handling the side conversationalist.  Providing frequent structured opportunities for participants to process information with partners or small groups is often the most effective strategy.  Beginning your session by discussing norms regarding side conversations is often the best defense against side conversationalists who tend to disturb others in the group. Sometimes the side conversationalist is aware of information that could be helpful to you as the facilitator, so becoming aware of the content of the comments to determine their relevance could be important.  Moving closer to the person as an intervention is often an effective strategy. A private conversation between you and the person, setting clear standards, or giving the person a specific task may also help.
10.  Negative Body Language

This behavior can range from folded arms to facial expressions that are negative.  It may also include lack of eye contact, eye rolling, and never speaking directly to the facilitator.  These behaviors may cause the facilitator to feel defensive, angry, or insecure.  Since it is unclear what the person is feeling and thinking, this is the first thing the facilitator needs to find out.

It is best to ask the person during a break rather than in front of the group. Using “I” messages and non-confrontational language is important.  Sometimes the person is not actually unhappy or dissatisfied, even if he/she appears to be.  If the person doesn’t actually feel negative, he/she may change his behavior in the session.  If he/she does feel negative, your questioning will give him/her the opportunity to voice concerns.

	3.13. TPS Level I Workshop Planning

	45 Minutes


Goal

To give the participants additional time to continue developing the Level I TPS workshop plan for implementation in their school or district.

Objectives for this section
Participants will

· Use their Workshop Planning Worksheet to continue to develop their in-school Level I workshops.
· Review their initial work taking into account the additional learning regarding training and facilitation techniques, adult learners, and group dynamics from earlier in this Section.

Core Competencies

Adult Learning Theory
· Apply knowledge of adult learning theory in training.
Presentation Skills
· Describe and demonstrate best practice strategies for presenting content to adults.
Group Facilitation
· Identify and describe best practice methods for drawing upon participants’ current knowledge and skills.
· Employ best practices group process techniques to facilitate group activities and maximize individual participation in groups.
Preparation

· Ensure that the full range of reference resources are available in sufficient quantities for use and review by participants as they continue their workshop planning.
· Ensure that all participants have internet access and devices to use in their planning.
· Reflect on the participants’ work on day one and prepare observations and feedback as appropriate.
Procedure
1. Advise the participants that they will have 45 minutes to continue working on their in-school workshop plans.

2. Refer them back to the Workshop Planning Worksheets that they started answering on day one.

3. Ask them to review their work and add any new ideas on thoughts based upon the material covered on the morning of this day.

4. Say that, as on day one, the facilitators will be circulating and checking on progress.

5. Circulate and answer questions and provide input on workshop content and design as requested by participants.

6. After 45 minutes (or at the appropriate time), call time and break for lunch.

A/V Aids/Handouts/Reference Materials

Nothing specific for this activity – ensure Internet access to go to Library’s website and have all TPS Build and Deliver Sections on disk or laptop.

	3.14.  TPS Program Section Reflection

	15 minutes


· ”Takeaway” from TPS Program Section
· Receive feedback on the evaluation results for TPS Program Section 

· Ask any open questions remaining from Block Two

Materials

· Summarizing TPS Program Section evaluation results. 
· Sufficient copies of handouts to be inserted in each Participant’s Workbook.

· Flip chart easels
· Flip chart pads

· Slide projector

· Flip charts from TPS Program Section (Experience, Resources, Guide Lines, etc.)

Preparation

· Review, summarize and analyze the responses to the TPS Program Section evaluation questionnaire

· Prepare summary slides to present evaluation results to the group

Procedures

1. Welcome the participants back to classroom work. 

2. Ask each participant to write down their one major “learning’ or takeaway from the TPS Program Section.

3. Have participants report out “Major learning/takeaways” and record answers on flip chart.

4. After all have reported out, comment on similarities/differences in participant responses.

5. Ask for reactions and comments from the participants.

6. Put the Major Learning/Takeways flip chart up on wall with other flip chart pages.
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