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NORTHEAST

TRAINING NEWS

A Monthly Newspaper for the Training ProfessIonal

"Discovery Learning"
And Technical Material

Can The Two Be Matched?

FrederIC H. Margolis

TIus artIcle IS about a revoluuon. a revoluuon that IS gomg on nght now It's
Slrnllar to the one that started about 30 years ago when management tralmng
cumcula sWItched from an 1Ofonnauon-based (pedagogical) approach to a
"dlscovery-Iearmng" (or andragogIcal) approach TIus ttme, the revolution IS
takIng place 10 the trammg programs for people engaged In high technology and
professional areas computer SCIence. accountlng, Insurance. real estate law,
medIcal SClence, and so fonh

Tradmonally, the trammg programs In these areas have focused pnmarl1v on a
straightforward conveymg of Informatlon. The approach seemed lOgical because
the people working 111 high technology and the profeSSIOns have a very Simple
need, the need to stay current WIth their fields Thell' ablhtles depend on their
knowledge of thell' subjects Accountants can't lSSue reports on finanCIal
statements unless they know recentlY-ISsued pnnclples of accountmg Accurate tax
semces cannot be offered If new tax laws aren't understood Hence, both learners
and InstructOrs expect the tralmng to COnsist of a Simple process of acquIring
mformauon

But Simply teachmg the prescnbed knowledge IS not suffiCient Ifyou are Involved
m mformauon-based tratmng programs long enough, you begm to hear revealmg
comments from managers and partiCipants

'These people have learned the pnnoples. but they don't know how to apply
them"



• "TIns tramIng program doesn't reflect the real world"

• "Some of the Informatlon was useful, but most of the seSSIon was over my head .

• "I knew most of that stuff before I came to the course"

• 'Too many lectures and shdes After a whIle, it all seemed the same"

Many tramers have rea1I.zed that relYIng pnmanly on the process of conveYIng
informatIon IS not as effectIve as they want Even slIdes, mOVIes, and occasIonal
dISCUSSIOns are llOuted In what they can do

An Andragogical Revolution

The revolutlon started when some orgaruzatIons started usmg Job-related
"discovery learmng" approaches 10 theIr tralrung programs I was asked to be a
consultant to such a company which developed over 75 professional and hIgh
technology courses The subsequent SIX years of helping them develop theIr
courses taught me a lot about the andragogIcal approach

The first problem I encountered was explalrung the differences between
informatIon-based and "discovery learmng" approaches "DIscovery learrung" IS
the essence of andragogy and, whl1e most people by now understand what that
means, perhaps a reVIew of the defirutIon IS In order Andragogy has been called
"the art and SCIence of helpIng adults to leam." It stresses mutuahty and respect
between Instructor and leamer, as opposed to the authorItanan, formal chmate
cultivated by pedagogy-the SCIence of teachIng chl1dren

It IS not easy to explam all the dIfferences between andragogy and pedagogy and
there IS much room for 1ll1SmterpretatIon, so my Inmal Job was to develop a
checklIst for deterrrnrung the degree to which a program IS mformatlon-based or
andragogtcally based

1 Are panlclpants gIven presentatIons, films, or readIngs followed by a senes of
problems or cases to whIch they apply that Informauon?

2 Are partiCipants gIVen problems or sltuauons to analyze or solve followed bv
the mformatlon needed to analyze or solve the problems?
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6 Then the Instructor summanzes the guldelmes for accepung mortgage
appllcanons, relates some of hLSlher personal expenence, and answers quesuons

It's not really Important If the groups agree Wlth what your UlStltUtlOn decIded
What's unportant 15 their learrung the process of thoughtful analysIs

Wnter Great' The panlClpants wtll hke domg that, and It w111 help them in the
areas they need the most help Now that we decided that, what's the next step"

Consultant Well, It has to be wntten m much more detaIl The mstructlons to the
tr3.lrung must be exphClt and clear

Frede"c H MargolIS LS an mdependent consultant m trazntng deSIgn, traznutg
delIvery, organzzatlon development, and conflzct resoLutlon. He has spoken at over
thIrty natIonal conventIons, authoTt!d numerous artIcles, and LS a dzTt!etor of
Andragogy Press, a company spec:ahzzng zn andragogtcally-based, packaged
management tramzng programs

Repnnted WIth pertnlSSlOD from November, 1981 ISSue of Northeast Trauung News

C1981 WarreDlWeUlgarten. Inc
Northeast Tra.a.mng News
178 Federal Street
Boston. MA 02110 (617) 542-0146
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3 Are problems or cases desIgned pnmanly to help partICIpants understand the
concepts?

4 Are problems or cases designed pnmanly to help partIcIpants do theIr work
more effectIvely?

/

5 Is 50 percent or more of the trammg time used by partICipants to read, lIsten to

presentatlons, watch films or shdes?

6 Is 70 percent or more of the tralrung tIme used by partICIpants to actlvelv
engage 10 problem-soIVlng. analysIs, or deCIslon-makmg usually WIth the help of
other students?

7 Is the pnmary Job of the U1Stnlctor to present mformatlon, dIscuss questions, or
pose remforCIng questlons to the class?

8 Is the pnmarv Job of the Instructor to help. consult, adVlse. and pose problems
to be analyzed (both mdlvlduallv and 10 small groups) and then manage an
mteractlve dIscussion?

There could be more questIons, but by now you've gotten the pomt

An andragoglcal approach

• EmphasIzes the skllls of analysIs and declslon-makmg through a senes of
questIons

• EstablIshes a learrung approach rather than a teachIng approach by a senes of
planned structured actlVltleS enablIng the learner to acquire the appropnate
knowledge

• Is a practlcal Job-based approach which keeps the learners constantly aware of
the value of the traInIng program to them and their work

Applying Andragogy

If you want to use the checkbst on your own programs, the odd-numbered
questIons tend to get "yes" answers when the program IS mformatlon-based The
even-numbered questions tend to get "yes" answers when the program IS more
andragoglcal



Ifyour answers are rmxed, reVlew the quesllons agam. Perhaps you rmssed a
subtle lSSue If your answers are still nuxed, then you may have a lIttle of both In

your programs You are on the road to revolullon yourself

Once you have understood differences between Informauon-based programs and
"dIScovery learrung," the next step 15 to work WIth techmcally knowledgeable
people to wnte the courses. When I first started workmg WIth techmcal people,
my responsIbl1lty was to help them (1) select the conten~ (2) sequence the
conten~ (3) select methods whIch emphasIzed dIscovery learrung, and (4) wnte
the course so they or others could teach It
~

Here are some other Issues we confronted

Motivation We started WIth the Idea that most professlOnals are motivated to
work and motIvated to learn The motIvatIon to work 15 stImulated by haVlng
interestIng work to do, progressing In the profession, finanCial reward. and
appreCIatIOn and recogrutIon from supeI'VlSors and chents

The motlvatlon to learn IS closely tied to the motIvatIon to do better work
Tralmng courses must tap Into thiS aspiratIon Courses that are seen by learners as
closely tIed to work slol1s are considered relevant those which do not appear to
be related to work content or processes may be seen by tramees as penpheral of
"acadenuc "

Inappropnate. bonng, or seenungly penpheral trammg programs can actually
reduce or temporanly extinguIsh the motlvatIon that partICIpants bnng WIth them
to the course So competently deSigned traImng programs budd on the eXIsting
motlvatIon through careful selectIon of content and methods

Selecting the Content Different methods of carrYing out a need diagnOSIs can be
used. dependIng on the type of course, expenence of the learners, and how
frequently the course 15 to be offered

Regardless of the dIagnOSIs method, however, you must use the techrucal experts
In the process because they are the ones who know what the tramees have to
learn On the other hand, the need diagnOSIs method should only IdentIfy what
the learners need to know for theIr present Job or work they Will be dOing In the
near future AnythIng else IS gomg to undermIne motlvatIon
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You will find that most techrucal people have dIfficulty m hmmng the content at a
course They want to mclude "everyth.1ng" The best way to deal WIth thIS Impulse
15 to use challenging quesuons

• Why do the trainees have to know that?

• If they know thIS, how WIlla help them on thelT Jobs?

• If they don't know thIS, how Wlllit affect theIr work?

Selection or \1ethods The general labels that trainers use for Interacuve methods
don't always work for techrucal experts Merely usmg the words "case."
"dISCUSSIOn," or "questIon and answer sessIon" does not convey to the techrucal
people any picture of the learmng that WIll take place The challenge IS to create
speClfic actIVItIeS that WIll obVIously help partICIpants Improve the slol1s of analvsIs
and deClsIOn-malong they need

I tned to meet the challenge by developing a senes of speCIfic actIVItIeS or tasks
for each course usmg a standard format

1 A bnef introductIon and explanatIon,

2 DetaIled speCIfic instruCtIons for the partICIpants to follow I

3 The partICIpants' active engagement In these actIVItIeS - whether small group
dISCUSSIOn, question and answer sessIOns. or whatever. followed by

4 A shanng or synthesIs by the partICIpants. and

5 A summary of presentatIon by the Instructor based (not on prepared texts but)
on some of the comments produced In the aCtIVIty ThIS can also mcorporate
examples, presentatIon of pnnclples. or practical expenences

Each actlVlty selected should be checked ag:l1nst the follOWIng CrItena What IS

the degree the structured actIVlty

• AchIeves the Intended learrung goals

• Is Job-related

• ReqUIres mveStIgatlon, analySIS, creatiVIty. or deCISIon-makmg



• Is challengmg

• RequIres new thought or synthesIS and not sImple regurgltauon

• Is seen by partlCIpants as useful and wtll help them develop techrucally and
professionally

Resources Needed

In the process of dIscovery learmng, the central person 15 the course writer TIllS

person must have competence In the techOIcal aspectS of the course as well as
competence 10 andragogical methodology

The wnter's techOIcal competence 15 supplemented by a consultant who IS
techOIcally expert 10 the content area. The techOIcal expert asSISts In decIdmg on
the content and final approval of the techmcal aspects.

The wnter's methodologIcal competence IS supplemented by a consultant who IS

expenenced In andragoglcal methodology TIus person helps deterrrune the
sequences of methods to accomplIsh the learnIng goals. and IS responsIble for
checkIng the methodologIcal approach

Usually, mstructors for high content courses are techOIcally competent people
who lack expenence 10 teach10g an andragoglcal course The course. then. must
be wntten WIth great detaIl and attention given to managmg the dIscovery
learOIng process as well as outl1OIng the content that has to be learned And no
matter how explICIt the course deSign IS, there must be an 1Ostructor-traIOIng
course emphasIzmg the skIlls of presenting and manag10g the five-step actIVIty
format mentIoned above, as well as the skIlls of facIhtatlng group dIscussIon

Just because the content of a traIOIng program IS very techrucal or dense does not
mean you have to rule out the eXCItement and effectIveness of dIscovery learnIng
In our proJe~ we developed 75 courses, of whIch a few were

• Computer Modelmg

• MakIng Computer Hardware/Software ChOIce

• Advanced StatIstlcal Samphngs
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• Corporate Reorgamzatlons and BusIness ACqUISlt10ns

• AudItIng HospItals and MedIcal ServIces

• The Pnnoples of Escrow

When tbe tratrung dll'ector of thIS program was asked why hlS company sWItched
from an mformauon-based to an andtagogical approach. he answered. "It works
Knowledge Increases and 15 better retamed when Informauon IS apphed to
Job-related situauons We also found the sk1lls of analvsIs. problem-solvIng, and
deCISion-making were Improved when partIClpants actIvely engaged In Job-related
problems Most ImpOrtant, confidence and abIlIty Increased when panIClpants
successfully demonstrated profeSSIOnal competence In Job-related sltuatlons In the
traInIng course."

Discovery Learning in Action

TIus transcnpt IS an excerpt of a consultatlon between a techrucal wnter and a
trainIng consultant. They are desigrung a course for mortgage analysts emploved
at a finanCial InstItuuon who make deCISIOns on home mortgage apphcatlons
Note how the consultant focuses on pr<lcttcal. Job-sk1ll exerCIses and tnes to C<lst
the matenal m the five-step format outhned In the accompanyIng artIcle

Wnter ThlS IS a very Important course The way to get ahead here IS to know how
to analyze mortgage requests

Consultant What does a good analySIS entad?

Wnter It Involves getting the approprIate informatIon. checkmg It. applymg a
debt/Income formula, then deCIding We have to tell the partICIpants to apply the
formula and how to deCIde what mortgages should be approved In the past we
have had our mortgage manager lecture for two hours usmg some excellent shdes
He explatned the whole procedure

Consultant Why aren't you contmumg to use that program?

Wnter Well. the partIClpants seemed to understand, but when they got back on
the Job they had trouble makIng the rIght deCISIOns



Consultant Let's see if we can figure out some other ways to help them learn
You scud that there are four steps 10 the mortgage process

1 Getting the appropnate mformatlon

2. Checkmg It

3 ApplYIng a debt/Income formula, and

4 Malang deCISIOns

Do they know what mformatlon to gather?

Wnter Yes All they have to do 1S fill out the form They don't have any problems
WIth thiS part

Consultant Good Then. we don't have to work on that Issue and we can
concentrate on the more 1mportant ones Do they have any problem 10 checkmg
the accuracy of the mformatlon?

Writer No The procedure manuallS clear, and there IS no problem follOWing It

Consultant What about applYIng the formula?

Wnter The actual applyIng 15 not a problem. but they need to be told how to do 1t

Consultant Tell me about the formula

Wnter It's SImple for new loans All they need to do IS detenmne all Income and
all debts Then. see that the annual debts are not more than 34 percent of the
annual loCOme

Consultant Do they have any problem applyIng the formula?

Writer Not 10 applYIng It But they often do not always 10clude alllOcome or all
debts We have to be sure they know what they must mclude

Consultant One way to do that IS to ask the participants to hst all the different
lands of 1Ocome and debts that usually appear on a mortgage applIcation That
IIUght be better than lectunng them

,\
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Wnter No, that's not qUite nght. It's not Just knoWlng about Income and debts
It's analyzIng the applIcations

Consultant I see So, we rmght gIve them some filled-out apphcatlons and ask
them to lIst all the mcome and all the debts mdlcated The first bemg
straIghtforward and another haVlng some hidden Income or debts

Wnter That's good. It's what they have to do as part of theIr Job

Consultant Let's be more speCIfic. How does thIS actlVlty sound"

1 Bnef mtroductlon explammg the problems and Importance of accurately
IdentifyIng mcome and debts

2 Hand out an applIcation WhICh IS SImple and straightforward

3 Ask panlclpants to lIst all 1Ocome and all debts on a form we Will provide
Groups of three rmght be best, gIVlng them the opponuruty to help each other

4 When they are through, one group can read theIf Income lIst and other groups
can agree or add to the 11st Then, another group reads Its lIsts of debts. etc When
the reporting IS complete, the Instructor can comment, add. or correct. If
necessary

5 Then hand out a more complIcated applIcation mvolVlng child support.
alImony, mcome from a partnershIp, gIfts from an estate, and a condorrumum fee

6 Ask the same groups to repeat the procedure of analySIS, lIstmg, and reportIng
In thiS situation, there Wlll probably be some disagreement as to the amount of
Income or debts The groups should be allowed to fully exarrune the Issues before
the mstructor comments What do you thmk"

Wnter I hke It It offers the partICIpants a chance to examIne the Issues and It

actUally gIves them practice 10 domg the analySIS

Consultant Now let's look at the Issue of decision-makmg Is It largely
mechamcal or IS there room for Judgment?

Wnter Nmety-five percent of the apphcanons are clear-cut and mechamcal It's
the five percent that cause the problems These are the cases that Just barely meet



the requlrements or In some cases don't meet them. but have IIl1ugaung Clrcumstances.
such as other non-Income producmg equity

Consultant What are the usual problems?

Writer Three thmgs

1. The mortgage analysts apply the formula too ngldly,

2 They don't take mto consIderation dlScreuonary Income, or

3 They don't consIder future problems For example. If an apphcant JUSt barely
has enough mcome to make the monthly payments and IS buymg a very old house.
we have to consider the probable extra expense of repairs

Consultant Are the cntena clear?

Wnter There are some guldelmes. but at our instItutIon It's sull a Judgment call
The manager used to Include several examples In hIS lecture

Consultant Here IS another Idea Perhaps you could Identify two or three real
apphcatIons that fell Into that five percent area We could use them to help the
partIcipants gam mSlght mto the problems

Writer Good Idea Usmg real situatIons WIll Increase their mterest

Consultant Perhaps thIS sequence rrught work

1 Introduction and explanatIon of the formula and how to apply It WIth an
explanatIon of the profeSSional Judgment that IS required In speCIal sItuatIons

2 Hand out two applIcatIons. both of which are dl Icult deCISIOns

3 Groups of three or four analyze them and deCIde whether to accept them for a
home mortgage or not, and then explam the reasons for their deCISIOns

4 Each group repeats theIr deCISIon-one case at a tIme-and the reasons for that
deCISIOn When all groups have reported, then

5 The Instructor shares what the InstItUtiOn had deClded and why



I
I
I
I
I
I
I
I
I
I
I
I
I
I

Section
II

Training Adults Effectively

EnVlronfnEOtal Pollution
p ~lintlon ProJlict

EP3 Tram-The-Tramer Workshop
WEFTEC'95

MIami Beach, Florida



I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

METHODS AND MEDIA

The number and vanety of teachmg methods and medIa that are aVaIlable today
can be overwhelmIng. You can SIgmficantly mcrease the motlvatlon, learmng and
mastery of skills by WISely choosmg appropnate methods and medIa.

The key IS to be able to choose those methods and mecha that will most effectIvely
help you to reach your goaL Ifyou try to teach or 1lIlprove skllls by USIng the
"lecture" format, very lIttle actuallearmng wdl occur

Below IS a sImple guIde that descnbes vanous methods and medIa that you should
take advantage of 10 your tralnlDg. It WIll help you to choose those methods that
will be most effectIve for your purposes

Lecture

The "lecture" format (standmg up In front of the class and tallang or readIng to It)
15 the most frequently used method of trammg

When used aloae, It 15 also one of the least effectIve ways to teach

However, used In conJunctlon WIth VISUal atds, and some structured 1Oteractlon
WIth the class. It IS a practIcal way to present "concepts", "knowledge", or
"Informatlon"

It IS generally not a good way to teach skl1ls

Dunng the lecture, don't hesItate to calion people to add to the knowledge you
are giVIng out Never say somethm~ In a lecture that you could draw from the
lUouP Itself. For example, don't~ the group that the two most common types of
aCCIdents In the Jatchen are burns and cuts, when you can ask your tramees to tell
the class what they are

Encouraging as much partIclpatlOn as possIble 10 defimng the problem, and
findIng the solutIons. wtli start your traInees thInkmg, and Improve theIr
attentiveness

I
\'j



Be sure to make your lectures simple, clear and concISe as possible Lumt your
matenal to 5 (or 7 maxImum) POlOts Draw on examples that are fanuhar and
relevant to your employees m order to Illustrate your POlOts

Demonstration

A presentatIon that shows how to use a procedure or perform an act. It IS often
followed by a praet1ce session m wh1ch traInee does aet1VIty under supervISion of
tramer

A demonstration IS often the most praet1cal and straIghtforward way to teach a
partIcular task, procedure or skill.

TraInees are highly actIve and have a hJgh mterest level. PrOVIdes praet1ce, gIves
InStant feedback. Uses aetualltem and shows steps m lOgIcal sequence

To be effectIve, It IS unportant to break each task, slall or procedure lOtO clear,
conCISe, lOgIcal steps Tlus reqwres some thought and organIZatIon ahead or tIme

Good for manual sJalls trammg. Is expensIVe and tIme consummg

Don't find yourself lIke the InStructor who SaId. "Ch, I forgot to tell you yesterday
that you must turn the red lever to the nght no, I mean to the left, every t1IIle
you want to shut off the machme well, not every time, but whenever the
machme IS hot "

Buzz Groups

BU2Z groups are dISCUSSIOns m WhICh the tramer does not partiCipate The larger
audience IS diVIded mto groups of 5 to 7 members for a lulllted tIme -5 to 10
IIUnutes - each group IS gIven a task, or senes of tasks, and each member
contnbutes hlslher Ideas
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The advantages of buzz groups are

• It promotes nearly total partiCIpation on everyone's part

• Good for developmg questIons for a spea.1cer or panel to generate mformatIon

• It promotes team buildIng

Steps

1 Prepare the task.

Choose a tOpiC that IS relevant and somewhat controversIal It 15 Important to
lumt the subject matter and make It speofic.

The task should relate to obJeetlves of the class.

It could be a case study whIch descnbes a dlfficult sltuanon The case study
should be wntten down and passed out to the group.

2 Stale the rules

Give carefulmstructlons and be cenam the group understands what IS
expected of It, and what Its obJecuves are,

3 AppoUlt a secretary or spokesperson.

Instruct the groups to appomt someone who WIll record what the group
deCIdes, and present It to the larger group

4 Set a tune lznut

Lumt the buzz groups to 5-10 nunutes The dlSCIplIne of problem solvmg wIth
an allotted ume forces the group to focus on the task.

5 DLSCUSS the results

DISCUSS the results of all the groups, why one group came up WIth dIfferent
solutIons, how they feel about each other's solutIons



Role Play

Several mdIVlduals or a small group act out a real-hIe SItuatIon 10 front of a larger
group The mdlVlduals make up theIr pans as they act - there are no scnpts Role
play helps understand human behaVIor and to unprove atutudes. It allows players
to explore solutIons WIthout dangers of on-the-Job tnal and error

The "Problem Solver" role play IS one of the most effectIve formats for tratmng In
thIs format, one or more people are told to act out a character whIch creates a
problem for the other person. who IS playmg the role of "Problem Solver"

In role play, your funcoon IS to set the stage.

Steps

1. Choose a typICal problem whICh mIght occur zn yOUT department

The problem should be f31rly SImple and gIVe the student a good deal of
latitude In solVIng the problem.

2 Erpkun carefully to the person playzng the problem what the role entQlIs

Do not tell them what to say, but rather, tell them the mood they are In, and
the problems they have been through. You may WISh to send the problem
solver out of the room whtle you are explauung the problem to the problem
role player and the rest of the group

3 Do not grve the problem solver ertensrve znstruCtlOns

In most mstances, they are gomg to play themselves

4 Instruct the group to be quzet and observe the role play carefully

5 After the role play IS completed, ask the problem solver how It went

Then ask the group Fmally, gIVe your own comments.

6 Repeat the role play uszng dlfferent actors if time pemllts

7 GlVe the rules for behaVIor orsuggestIons as to how the sItuation could be handled.

•-
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You may even take the role of the problem solver as an example

8. Vanaaon

The role play Just descnbed will tend to gIve people praetlce m the nght way of
handhng a sltuauon. Some people also~ role play to show how IlQ.t to handle
a SltuaUOn. In thIs case, you would gIve extensIve lDStnletlOns to both
partICIpants, telhng the problem solver to make as many mJStakes as pOSSible
Followmg thIs role play, you can ask the group to llst all the mJStakes that were
made by the problem solver.

Additional Methods And Techniques For Adult
Learning

Correspondence Course

A type of mchVlduallearmng where the commumcauon between the learner and
source of mstrucnon takes place by mall The learner proceeds through a
sequence of assignments, each of wtuch concludes Wlth an examtnauon. The
exanunatlon IS returned to the school where It IS evaluated and returned to the
student. The learner proceeds through tt.e course at hlS/her own rate.

On-the-Job

One mdJ.Vldual who possesses a skill teaches It to another On-the-Job traInIng, as
the name unpLIes, takes place m the workplace Sample operatlons are taught first
As the learner acqwres these skIlls, more advanced operations are taught Four
steps are followed

• Prepare the learner for mstruetlon.

• Present the operauon to the learner

• Have the learner perform each part of the operation as It IS taught

• Follow up on the traInIng, make corrections and remforce.



Brainstorming

PartIClpants spontaneously present Ideas on a gIven tOpIC. No Idea IS dlsrmssed or
c:ntlazed -everythIng offered IS wntten down. Quantity, not qUalIty, IS sought.
After the l1stlng, the group clanfies, categonzes. and/or dIScusses each Item. Gives
everyone an opponumty to panIClpate.

Case Study

A detaIled account of a real or hypothetical occurrence that traInees ought
encounter on the Job Followmg dIScussIon of the case, tramees are often asked to
produce a plan of aetlon to solve the problem..

Field Tnps or Tour

A group VISits a place of educational Interest for dIrect observation and study
PrOVIdes first-hand knowledge, stimulates mterest, Illustrates results, and relates
theoretical study to practIcal problems

Panel DISCUSSion

A small group of resource persons Wlth speCIal knowledge of a subject haVIng an
orderly conversation on an assigned tOPiC m front ot an audIence Estabhshes
mfonnal contact WIth the audIence and stimulates audIence Interest and
dISCUSSIOns through frequent changes of speaker and VIewpoInt. A skilled
moderator 15 needed to keep dISCUSSIOns gomg

Programmed InstructIon

Involves a self-mstruCtlonal format, USIng pont and/or other medIa. Progresses
from SImple to more complex levels of InstructIon ReqUIres aCtIon Involvement
of learners PrOVIdes lnUnedIate feedback. Learner works at own pace

Simulation (Gamang)

A structured expenence In the form of a game that has the charactenstIcs of a
real-hfe SItuatIOn. May make a task Simpler to understand Allows tramees to
make deCISIOns or take actIon In a "safe" enVIronment

J
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Workshop

Pemuts extensive study of a specific tOpiC. PanIClpants must be WIllmg to work
mdependently and In groups In wtuch they may Improve theIr profiCIency, develop
new operatmg procedures, or solve problems

ConCerence

A close-kmt group who work together In a formal manner They give senous
coI1S1derauon to problems and thClI' speCIfic soluuons

Seminar

A recogmzed expert leads a dlScussion among a group of tramees who are
engaged m a specabzed course of study A semmar may be for one day or longer

Symposium

A senes of prepared lectures given by two to five resource people WIth each
speaker presenung one aspect of the tOpIC In usually less than 25 mInutes

Committee

A small group of tramees selected to fulfill a functIon or perform a task that
cannot be done by either the entire group or one indiVIdual The comnuttee may
plan an aetlVlty, adVISe the group, study a partIcular proble~ promote an event,
or evaluate a partIcular actIVIty



Training Methods Usage Matrix

Method Manual SJulls Job Function SupIMgmt Attltudel
Knowledge SJulls Behav. Chg

Lecture X

DelllOastratlon X X X X

Buzz Groups X X X

Role Play X X X

Correspoadeace Course X X X

On-The-Job X

Bramstormmg X X X

Case Study X X X

Field Tnp or TOlU X X X

Panel DlSCUSSloa X X

Programmed Instruet10a X X

SlIDulatlon (Gammg) X X

Workshop X X X X

Coafereace X X X

•Semmar X X

SymposlWD X X X -
\

Comnuttee X X X •
I
I
I
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Case Study
The ca~e stud\ I~ d detatled account of an e\en! or a ,ene~ of related e\ent,

that ma\ be pre~ented 10 an audience oral!\ m \Hlllen form on him or In \ (om

bmallon of these form~

I
I
I
I
I
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The Case Study May Be Used

Some Advantages

Some Llmltatlons

PhySical Requirements

Procedure

Similar "iethods and Techniques

ro present In detail to 1 group d problem .... Ith \\ hll h
the 'troup IS com erned

~ To pre~ent and stud\ the ,olullon o[ I pmhlrm
"mllar to one ronfronllnl( the group

, To teach the problem ,ol\lnw; prolr"

(,I\es a detailed alcountmg of the ("e under 'Iud\
2 Helps the learner to see \anou, dllerndtl\e ,oIUllon,

to the problem
3 Helps people de\e1op ana" II< al and probh:'m '01\ mg

skills

'iome mdl\lduals may not ,ee the rele\anre of the
case bem~ studIed to their o .... n ,ItUatlon or the
~roup S problem

2 \ considerable amoum of lime ,tod thought I' otten
reqUired 10 de\elop the stud\

, "orne I(roup members are stimulated lO ()\ erpMt \( I

pat Ion" hlle other~ rna.,. assume d non part I( 'pd\On
role

Ph\slcal reqUirements \ar\ "lth the t\lle of prr't"ntd
lion If Ihe ca~e I~ presemed throui(h ordm 1I1( II ling
a sta~e area IS requIred If \ ',ual aid, <1ft" reqUlf( d
10 a presematlOn the room ,hould be "ult Ihle for thl'
klOd of pre'iemallon If Ihe (a~e 'ilud\ I' d "rIlten
one a lar~e table and (hdlrs ma\ be all th II .,
neceSSdr'w

\1aterlal, are PUI mlO the h,no, of thl fllrtu Ip 10"

10 ad\anle If Ihe td~e ~tud\ I" m "nlll n form dnd
to be redd before Ihe meellng

2 \ppropnate tel hmque, lO u"r ollnn\! ,hI pn '( lit I
lion and dl'lu"lOn dre ,elel led tntl p Ht, rl hI sr-I tI
•f neces~a r\

, The chalrmdn or moderdlOr Int rlletu< (- I hI t Opll
explaan~ "hal the ld"e ,tuO\ h tnO tht rl 'J!tlll'lllIl
It\ of each mdl\ldual He then l!ulOe, tht Ct.'III"'lon
and Olher dC II\It \

\\ntten materld!. him the drlmHlI _ku Ind 'I"" h
ma\ he u,ed to pre"enl the td~e 10 Ih(' group (,rullP

dlscu"lon IS u~ed to (arn out I he ,( I ond p Irt 01

the ld..e ,tudy

ar'tAVAILABLE COpy



Role Playing
In role playmg some members act out a real life situation In front of the group

There IS no scnpt no set dialogue and the" make up their parts as they go along
The group then discusses the Impllcatlons of the performance to the sltuatlon or
problem under consideration

I
I
I
I
I
I
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Role PlaYing May Be Used

Some Advantages

Some Limitations

PhYSical ReqUirements

Procedures

Simalar Methods and Technaques

~fsr ~VlHLABLECOP'!

\ To examme a dehcate problem In human relations
2 To explore possible saiullons to an emotion laden

problem
3 To provide mSlght mto attitudes differing sharpl\

from those of the partlclpants

A dramatlc way of presentmg a problem and stlmu
laung diSCUSSion

2 It can provIde clues to poSSible solutions and explore
them without the dangers mherent In a real hfe trial
and error approach

3 It gIVes the players a chance to assume the person­
allty of another human bemg-to thmk and act like
him

Some people ma\ be too self-conSCIous or too self
centered to act successfully In role plavmg Others
may be shy and fear being made ridiculous before
the group

2 Role playmg before large audIences IS less effective
because of the psychologIcal effect of the large group
upon the players

l\ room large enough to prOVide seaung so that all
members of the group may see the acuon ~o stage
or platform 11 necessary with groups of 30 or less
Costumes or elaborate props are not necessar\

The problem or situation IS clearh defined b" the
group before role plavmg beginS and the ~cene l~ set
by the group leader with the aSSistance of the ~roup

2 Plavers should be selected ,ust before role pla\ Jn~
beginS and not .... arned m ad\ance althoulI;h a brief
warm-up perIod rna.. be necessan to lhro\\ otT ,elf
conscIousness and !Jet 10 the spIrit

3 The leader should allow the actlon to proceed onh '0

long as It IS contrlbutln~ to understandln~ (U'UdU,
five to ten minutes)

4 "fter diSCUSSion a second set of actors md\ be l hmen
and the scene repla.. ed

Role pia.. In! IS staged In about the ~ame m.mner ao;
the dramauc skit The prlman difference I' that In

the skit parts are assll~ned In ad\anC'e and II IS

rehearsed before presentation bdore the ((roup In
role play,"~ there IS no ad\ance prepdratlOn and all
IS spontaneous Role pla\ln~ d(,dltn~ .... lth problems
of a SOCial nature IS sometime, called a soclodrama



Brainstorming
Brainstorming IS a technique where creative thmkmg takes precedence over the

practical The Idea IS to get out before the group all Ideas possible with no thou~ht

to how practlcal the Idus mIght be The partIcIpants are urged to be as free
wheellOg and unmhlblted as possIble

-
I
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Braanstormlns May be Used

SolDe AdvantaSe5

SolDe LalD1tataoal

Physacal aequaremeatl

Samalar Meth"'''' Technaques

To get as many new and novel Ideas as possible
befo~ the group for evaluatlve dISCUSSIon

2 To encourage practlcal-mmded Indl\lduals to thmk
beyond theIr day to day problems and to thmk
quantltallvely Instead of quahtauvely

3 To move out on a problem when the more conven
tlonal techOlques have faIled to come up with a
solullon

4 To develop creallve thlOAtlng

\1any people are thrllled at the freedom of expres­
sIon mherent lo bralnstormlOg

2 Solutions to prevIously IOsoluable problems can be
dIscovered

3 All members of the group can be encouraged to
particIpate

\1any mdlvlduals have difficulty getting away from
pracllcahues

2 \bny of the suggestions made may not be worth any­
thm!

3 In the evaluation session It IS necessary to critIcIze
the Ideas of fellow members

A meeung room with a chalkboard or other surface
on whICh the Ideas produced can be written hurnedAy
and preserved for the follow-up diSCUSSion period

2 A conference table or semICIrcle arrangement to ex­
pedite dtscusslon follOWing the bramstormmg

The chaIrman explams the procedure to be used and
a recorder IS selected to list the suggestions

2 As Ideas are thrown out they are recorded 10 pubhc
View

3 The Ideas are discussed to determme If any have
practIcal apphcatlon to the problem at hand

Bramstormlng IS different from any other group
technique although prinCiples of group dISCUSSIon
and buzz sessions are much lo eVIdence

I
I
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Leading Group Discussions

Some techruques for condUetlng successful dISCUSSIOns follow

• • Set ground rules

Try to adhere to the amount of time allotted for each dIscussIon

I Encourage everyone to partiCIpate

I
OlSCOuraae mterrupuons to the speaker

Morotor the dISCUSSion and the speakers

I End the diSCUSSion when the allotted tlIDe has passed.

I • EstablIsh a nonthreatemng enVIronment

Encourage open, relaxed commumcatton Keep the dISCUSSIon on

I a posltlve, constructtve note There are no wrong responses If a
response IS not the answer you are seelong, ask the group for
additIOnal answers When the correct answer 15 offered, substan-

I tlate and support that answer

I
• Ask for volunteers to respond to questIOns

Don't demand - InVIte and encourage participatIon If necessary,

I
callan IndiVIduals who WIll not be Inurntdated by beIng smgled out
You may be able to encourage partlClpaoon from shy or qUIet
IndiVIduals by engagmg them In conversation dunng a break.

I • Encourage participants to be conCIse and speCIfic

I
Ask them to proVIde support for their answers

• Encourage responses from personal expenences

I The partiCIpants' personal expenences are lJI1portant elements of
the learnmg process Actual expenences help to relate the

I
matenal to on-the-Job apphcatlons

• Keep the dISCUSSion on tOpiC

I If a partiCIpant's response 15 clearly off the subject under
diSCUSSIOn, redirect the dlscusslon by asking a quesoon that ties It

I back to the subject. Or acknowledge the pomt and recommend
that It be brought up agam at another more pertinent ttme In the
dISCUSSIOn.I, • 5nmmanze what has been S31d

I When It 15 time to move on to another tOPiC or quesuon,
summanze what has been wd. Th1s prOVIdes a valuable remforce-
ment of key pomts and smoothes the transluon between tOpiCS 1IC;>
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Improving Your Facilitation Skills
(No Matter How Good They Are)

by Mary Fillmore, Director
Changing Work. Chestnut Hill. Mass

Even the very best facilitator can improve It is important to keep trying
different styles and techniques not only to maintain one's effectiveness in
groups, but also to avoid becoming bored with the way "I've always done it It

Here are some ideas to keep you moving toward excellence

Pay close attention to written evaJuatioDS.
If all you are getting back is euphoric praise, change your evaluation so that
you receive specific input about points you can improve Look for patterns in
what people are saying, and pay close attention to the one or two people
who were dissatisfied in some way They probably represent a broader range
of people than you would like to think

Invite a peer to critique you.
Ask someone you respect as a facilitator to drop in for an hour or to and
watch you Clue the person in about areas where you feel you may be weak,
or parts of your curriculum which you think may be fuzzy or unsuccessful If
you are facilitating with someone else. ask them for the same services

Develop alternative examples and anecdotes.
For all of your major points, develop new stories to tell or examples you can
use for illustration Polish them carefully, and try them with different
audiences See which ones work best An observer can help you to decide.
and/or you can ask the audience speclflcally whether the point was clear

Watch yOUlSe1f for signs of boredom..
If you are bored, the audience probably is, too Try changing the order of
your material. the room arrangement, or the techniques you are using (try
role play instead of debate. for example) Ask the group for more mput and
examples from their experience Move around the room more

Use an autUotape for an hour.
Virtually everyone has charactertsUc speech patterns which become
monotonous after a relatively short time Usten to an hour of your own
talkIng and try to hear the patterns You may. for example usually raise your
vOIce toward the end of a sentence or use a particular kind of opening
( Now, to take the next point ..) Once you can hear the patterns. you can
break them. and you will be much easier to listen to UkeWlse, find the
verbal tics (habitually used words or phrases) and purge them systematically

Make it your goal to reach every single participant.
No matter how quiet or shy someone Is. make it your goal to engage them
and make it possible for them to partiCipate comfortably and actively The
dIfference between outstanding and good facilitators Is often their abUity to

v1



capture the attention and contributions of the people who too often stay
mum Ask yourself what you did to draw out every person present, and what
other steps you could take to involve them

Watch a videotape ofyourself.
The first time you see it. tum the sound off. and watch your body language
Do you look calm or frenetic? Composed, or ready to flyaway? Do you seem
rooted to the ground. or tentative and unsteady? Make sure you are
conveying the impression you want to If you are not, practice and re-tape
When you listen to sound as well as watching yourself, pay attention to the
substance of what you said. the pattern of your voice. and verbal tics (see
above)

Redo your visual aids.
Almost all visual aids can do with simpl1ftcation Reduce the number of
words on your slides. overheads or fl1pcharts. and add illustrations wherever
you can

Interview participants who may be honest with you.
While it is never easy to find someone who will give real feedback, call
several people who have been in groups you have facilitated, and ask if they
would spend half an hour with you discussing the session Explain that your
purpose is to improve your performance. which you can only do if you know
how you are coming across as a fac1lltator Ask specifically about the most
boring parts of the day, the tone. the time allotment to different topics.
what was missing, other ways you could have handled different people or
SItuations which arose, and so on

Set your own criteria, and evaluate yourself.
You probably know better than anyone where your weak points lie Set some
criteria for improvement. and look at yourself in that mirror at the end of
each session You'd be surprised how much better you can do

(c) Mary Dingee F1llmore. 1993 For permission to reproduce outside EPA
Risk Assessment Forum. please call 617 969 4974
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Preventing Audience Boredom

Everyone has been in classes where they were bored -- because of
the subject. because of the everlasting rhythm of the instructor's
VOIce. because of lack of sleep the night before. While there is no way
to keep every single person fully engaged at every moment. one of
the facilitator's main jobs is to see to it that the particIpants are
engaged most of the time How?

TaDored iDfonnatlon that you know Is relevant
By careful advance work, you can ensure that the material you are presenting
IS relevant to the audience's situation Use examples which are drawn on
their experiences, and which apply directly to the dilemmas they have
discussed with you Throw out any material which would be off track before
you start, so they don't tune out

A reason to Usten
If you've done your homework, your audience will see immediately why they
should listen and tune in They will know how the course is going to solve
problems they face. or at least tell them how to approach difficult situations
People can be very patient with a training situation if they are convinced it
Wlll be helpful to them. but until they reach that point. their attitude Is
"show me" You need to win them over as early as possible

Examples and anecdotes
Nothing engages most people as much as a good story It must be to the
point and say exactly what you want it to (which real life often does not)
PolIsh your examples and anecdotes so that your timing is as good as a
comedian's Don't be afraid to talk about times when things went wrong. or
when you tried to do things the way you are recommending. and it didn't
work out People often remember anecdotes and tell them to others long
after they have forgotten whatever was on the overhead Beware. however.
confidentiality issues. "Oh yes. that must have been when Joe was chief He
did a ternble job." is not the reaction you want

Think about every major point you want to make. and come up with at least
one cogent example or anecdote for each one

Participatory ez:erclses
With a few brilliant exceptions among the world population. most people
cannot lecture well enough to prevent bOring an audience at times -- even if
the subject is fascinating Adults don't respond well to being talked at Any
participatory exercise will perk things up In addition to designing
participation in from the first, be flexible enough to respond if you see

(c) Mary Dingee Fillmore. 1993 For permission to reproduce. please call
617 969 4974



people nodding off Break them into pairs to discuss some aspect of what
you are saying. and get them to report back. or ask them to to come up with
as many reasons as they can why what you are saying is dead wrong
Controversy always picks things up

Varied activities through the training period
Look at your training design from the standpoint of varied activities. not just
substance and how to cover it. If you have a 15 minute presentation followed
by a small group exercise, then another presentation and another small
group exercise, people may tire of it. Try to introduce different methods, or
different angles on the same questions. If people have been interacting in
twos and threes, try putting them in groups of seven, or letting them work
individually in writing for a wh1le

Physical movement: yours and theirs
The first thing to do if you see people's eyes wandering away is to move
closer to them, and use more vigorous gestures Most people become much
more alert if someone approaches them physically Try moving around
more, not only in the front of the room, but into the center of the U if you
are using one, or around the edges of the room A team can make good use
of the physical space with one person at the front whtle the other circulates

Diverse voices and opinions
Simply hearing different vocal tones prevents boredom, which is one of the
great advantages of team facilitation In addition, asking for input from the
partiCipants has the benefit of varying what others are hearing and looking
at Dlfferent opinions (voices in the metaphorical sense) also stimulate
people and make them want to listen more closely, especially if everyone
feels that the field is open and they wt1l be allowed to contribute

Humor
Humor can make an enonnous difference in maintaining interest -- as long
as it is tasteful (i e avoids slurs) and in some way relates to your subject

Breaks
When you've tried everything else and people are still yawning, take a break.
and see if you can get a clue by talking with someone about what's wrong

Physical arrangement of the room
Classic classroom arrangement is a killer Try anything else Many
facilitators prefer the open U, which allows you a lot of contact with people.
so you can keep track of how they are feeling

Maintain your own interest. Ifyou are bored. they wiD. be, too.

(c) Mary Dingee Fillmore, 1993 For pennission to reproduce, please call
617 969 4974 -
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Section
III

Making Coursework Interesting

EnvJ onmEtltal Pollution
Pr.-vGntlon pN)Jeet

EP3 Tram-The-Tramer Workshop
WEFTEC'95

MIami Beach, Florida
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MAKING THE COURSE RELEVANT
AND INTERESTING

Before

Survey participants
Plan for student needs

Consider what they alrady know
Assess their work situations

After

Ask for feedback
Find ways to work-in other's ideas

Incorporate ideas from group
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TRAINING FACf SHEET: "PREPARING FOR

TRAINING"

Preparing Your Materials

When you prepare handouts, eIther to mclude In advance matenals, or to gIve
people after your course 15 fimshe~ dunk first about your purpose

• Do you want to remmd people of what you saId?

• Do you want to tanta1.lze them Wlth what you are about to say?

• Do you want to give them clear U1StruCtlOns about an exercse or case study?

• Do you want them to read the matenallater as an amphficatlon of what they
learned?

• Do you want them to find more det3.11 about what they already know, or Just
reInforce It?

• Will the matenals be used for reference?

• Would you 1.Lke partICIpants to dlStnbute the matenals to others?

There wtll nearly always be some people m a course who want to pursue the
subject funher, and you may want to prOVide them Wlth a blbhography or hst of
groups and people they IIl1ght consult In desigrung the matenals, try to put
yourself m the posItion of the tramee What would you want to know? How much
would you already be lIkely to know? How much background would you need? If
pOSSIble, talk to some people 1.Lke those who Wlll be partlCIpatmg, and get their
°PIIDOns

Once you have drafted the matenals, get other people's comments about
them - particularly those who know lIttle or nothmg about the subject They are
most 1.Lkely to pick up on anythmg obscure or Inconsistent, unless you are deahng
Wlth a highly techrucal area. Expect that you wIll need to reVISe your draft at least
once



In consldenng audIOVIsual 31ds, be sure that they are merely aids, rather than ends
m themselves An overhead proJector, shoWIng the outhne of what you are domg,
can be usefulm an extremely large group But It means a darker room where
people are much more Wcely to nod off. If your purpose IS to m.aIntaln a good
conneetton WIth the group, any VISUal 31d IS hkely to dIlute your contact WIth them.
On the other hand., a VIdeo or film can be most helpful In changmg pace,
espeCIally In a course that lasts several days Ifyou deCIde to use any audioVISUal
31ds, know the eqwpment backwards and forwards, or who the technICIan WIll be,
and have phone numbers you can call Jf somethmg goes wrong - despIte the fact
that you will have run the whole operauon through at least once on the eqUIpment
you will use.

Preparing Your Space

You will probably be more comfortable and effecnve Ifyou can select the room
and arrange the seaung to SUit the group Be sure that you see the space 10

advance and have a clear picture In rnmd of how you will use It. Know who has the
key to the room., If It will not be open, and specfy the equipment you will need

• Fhpchart

• Fresh markers

• Paper for fllpchart

• Paper/pens for partiCIpants

• AV equipment

• Tables or not

• Podium or table for notes

• Water

• Name tags

I
I
I
I
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• Access to Xerox machme

• Pomters

• Tape or subsutute

You may have you own pecu1lanues, but thIs IS a good begInnIng I1s1. Consider

• Space

Do you have a comfortable fit between space and the number of partIClpants?
The mteraeuoD will be very dlfferent Ii a few people are swallowed up In a
cavernous space, or If they are crammed together Ifyou feel that the space IS too
big, use room dIVIders, If avallable, or keep the hghts out m one end of the room
See If there are VISual tncks you can play to make It seem smaller On the other
hand, If the room IS uny, clear everythmg out of It except the fhpchart, a table for
notes, and the chall'S If possIble, leave the door open. Plan 1J1 advance for
breakout space, Ifyou need It.

• ChaIrs

Ifyou have a chOIce, be sure the chaIrs are the most comfonable aVaIlable, no
matter how they look. The chaIrs Wlli have more to do WIth how well people hsten
than almost anythmg else you do Arrange them m a way that sUIts your purpose
well Ifyou want the partlClpants to talk WIth each other and connect well, gIVe
them an arrangement l1ke a CU'cle that wlll help them see and talk WIth each other
If you want all thell' attenOOD on you and the fhpchart, try a more conventional
configuraoon. You may also want to vary the seatmg, espeCially If you are workmg
WIth them more than a day

• Tables

If partlClpants have to take extensIve notes, tables can make them less phySIcally
ured and enable them to spread out comfortably The pnce IS that tables dIVIde
people from each other, and can get In the way If you want the group to break
down Into smaller uruts other than palfS

• Oocks

Try to set up the room so you can see the clock, but the partICIpants can't If there
IS no clock, bnng some timepiece of your own WIth an analog dIal You can't
glance at a dIgItal dISplay as qUickly as you can an analog display



• Onentauon

If the room has a gorgeous VIew out the WIndow, set up the room so you look at It,
rather than the partICIpants They WIll have naturall1ght cormng m over their
shoulders, and will be focused on you and one another, rather than the beautIes of
the great outdoors. Ifyou have a choIce between a blank wall and one that IS

cluttered up WIth doors or eqwpment, choose the less cluttered one. The less
people have to be dJstracted by accoutrements, the better

• AV Eqwpment

Ifyou are usmg AV equipment, be sure that It IS Installed and In workIng order
Run through what you will have to do WIth It, 1f there IS no technICIan. and double
check the phone numbers for people who can repau It, If somethmg does go
wrong.

• F1J.pchart

Be sure that there IS enough paper to meet your reqUIrements, and then double
that amount Markers are usually old, so be sure you get some fresh ones Prepare
all the fhpcharts you want to have ready In advance. Ifsome of them will follow
group dtsCUSSIOns, when you expect to use up blank pages, consider putung the
prepared fupchans at the back of the pad, and tabbmg them Wlth paper and tape
so a number or word mdIcates where each one 1S, or usmg paper clIps for the
same purpose. The fupchart should be used not only to keep the group clear
about what will come next, but also to clanfy and order theIr dIScussIon so they
can see how they are related to the course tOpiCS

Be m the traInmg room at least an hour before your sessIOn begins Try to make
the final arrangements and head problems off at the pass A few partiCIpants will
be there IS mmutes early, and you want to be ready when they come

•
I
I
I
I
I
I



-
I
I
I
I
I
I
I
I
I~

I
I
I
I
I
I
I
I

Preparing Yourself

1 Recogruze and buzld on your strengths as a tramer

Ask others what you do welL and use your own good Judgment. Ifyou have a
strong VOice, be aware of how you use It. U you know the subject backwards and
forwards, use that as a confidence bwlder Wnte down some of the thIngs you
know and do well on mdex cards as remmders for the tlmes when amaety IS
bwldmg. FIgure out how you can strengthen your strong swts stl1l
further - through praeuce or amphficatIon. usmg them m new settmgs, or
whatever

2 Identify and erode yourfean and an.rzetu!S.

Be very exact about what 15 bothenng you. When you fantasIZe a dISastrous
scene m the trauung room. what 15 It? Is It yourself dryIng up, or gettIng no
response from the grouP? Is It being attacked by a hostIle partiCIpant? Be as
speCIfic as possIble, and work WIth others on what you would aetlvely do to
change the situatIon Ii It arose Role play If you need to, m order to gIve
yourself more confidence

3 Duzgnose and practICe zmprovuzg (reas In whu:h you art! weak.

Ask fnends and observers whether you have verbal or non-verbal mannensms
which could dIStract an audIence Most of us say "Um" or "Uh," put questlons at
the end of our sentences when they are not appropnate, and have Imtaung
fidgety or other non-verbal tIcs Watchmg yourself In a nurror, or lIStemng to
yourself on a tape, you Will soon find them Just as Imtatlng as others do, and
will be more conscous of them. Thmk about what you Will do Instead In the
case of verbal mannensms, reIIllndmg yourself before you begm to speak that
you do have somethmg lffiportant to say, and can say It clearly, may help
Non-verbal mannensms usually have to be extlrpated by replacmg them With
somethmg else U you play With a penCIl, be aware of arrangmg your hands
dIfferently and perhaps keepmg penCIls away from the trammg room altogether



4 Rehearse zn front ofa muror, wuh fnends, and especzally with peers who are trytng
to leam the same sla1ls.

Ask an ally to attend your trauung seSSIOn, SO you can get feedback from a
supporuve peer Tape what you say and 1Jsten to yourself See If It makes sense,
and how you sound. Get as many 0P1D1ons of your performance as possIble

5 Clear away false obstacles.

Don't wreck your composure by havmg any concerns that are unnecessary Try
your clothes on a few days before the event and make sure you didn't spot that
blouse or those trousers. Thmk about transportatIon In advance What tIme
will you have to leave home, and how, to get to where you're gomg In good
ume? Prepanng your matenal well In advance, and knowmg It thoroughly, can
alleVIate some (although probably not all') of the aDXlety every nOVIce feels

6 Make senszble final PrqJaralZOns

Get enough sleep the mght before the sessIon. Prepare fupchans and other
matenals 10 advance, so you don't have to worry about them. ReVIew your
notes only as much as necessary; don't obsess By the ume the day Itself comes,
you know what you are gOlDg to know, and the rest bas to walt Rermnd
yourself of your strengths and what you are trymg to do Remember why you
wanted to teach the course 1D the first place Fmally, put It m proportion none
of the paruClpants will che If the day doesn't go perfectly, and neIther w1l1 you

Training Fact Sheet: "Prepanng For Tramlng" was prepared by·

Mary Dingee Fillmore (611) 969-4974
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Visual Aids

Tlus IS a VISual world There 15 much eVIdence that people of all ages not only
understan~ but also retaIn what they g,£ slgmficantly longer than what they
merely hear

Everyone 15 aware of the power of pictures, words, sounds, and aet10n when they
are skillfully combmed.

VlSualaId matenals have useful powers In commurucatlon they compel
attentIon, help an audlence to understand Ideas and Items wmch are too complex
for verbal explanatIon alone, and they can help overcome lumtauons of tune, Size,
and dlstance

Some examples of VISual aIds that you can use to make your lectures more
effective are

• Paper FUpcharts, Chalkboards and MagnetIc Boards

Use to llst major pOlOts, to lISt Ideas generated from the class, and to summanze
If diagrams or words are applied before startmg your presentauon, tape sheets of
blank paper over them and remove them 3t the appropnate times :iunng your
presentatIon

• GraphlcTechmques

Apphcatlon of certaln graphiC techruques are Important for prepanng graphiC
matenals to dramatize, explalO problems, or demonstrate

• PrOjected Matenals

Overhead transparencIes are particularly useful for addressmg large groups The
screen becomes a large fupchart You operate an overhead projector 10 the front
of the room as you stand or Sit beSide It, facmg the audience You can pomt to
det3Jls, wnte or draw symbols on the transparencies while they are prOjected on
the screen

35 rom shdes can be handled and stored easIly and are an adoptable medIUm for
nearly all types of presentations Shdes are arranged 10 trays and WIth a
remote-control attachment you can operate the projector from the front of the
room To use slides effect!velYt room Illummatlon must be markedly reduced



• Recorded Matenals

AudIO recQrdtn~ Use a tape recorder to Judge the "audIO" part of your speech
Your mfleeuon, the number of pause~ the "abs," and other speech mannensms
become unmechately evIdent.

,YWcotapes. carefully chosen for relevance to your subject matter, are often a
grapluc and mterestmg way to stImulate thmlang about a problem, to unpart
knowledge, or to change attItudes. To be cffeeuve It must be followed by a group
d1scusslon dunng whIch you analyze the partIcular situation.

Videotapes can also be very effeeuvely used to see and hear yourself as you gIve a
speech, to be able to study your body movements, faCtal expreSSIOns, and the
manner m whIcli you use your VISUal matenals can be a constructive revelatlon.

I
I
I
I
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Every trainer eventually runs mto an audience deternuned to resIst Here's how to
recogruze volaule situations, cope WIth theIr challenge and reassert control

Participant Hostility:
Why It Comes With The Territory

by Carl E. Plckhardt

A trainer IS always a target. Even when trauung Wlthm the orgaru.zauon to wmch
you belong, your leadersmp posluon temporanly separates you from the group
WIth whIch you are workIng Every group makes a partlClpantlleader dlStmcuon
the partlClpants are we and the tramer or tramers are they As an outsIder tramer
thlS dlSuneuon IS even more strongly felt. '"{ou are a stranger, you are not one of
us."

PartIClpants do, however, asSIgn you two roles as a tramer You are an authonty
commg m to exert trammg control. and you are an expert commg In to enable the
development of skills and understandIng partICIpants do not already possess, or
possess in lesser degree than yourself. Havmg glven you these two roles,
panlCIpants have now Idenufied you as a targe~ and some WIll feel Impelled to
move to destroy your effectiveness and legltunacy In each area.

Why? Because 10 all orgamzauons there IS always a certam amount of
free-floatmg dLssansfaeuon, aIlXlety, frustrauon and anger whIch accrues from the
dally pressures of orgamzauonalMe - people feellng pushed, blocked and let
down in theIr work relauonshlps. There IS a deSIre to express these negatIve
feelmgs, but m a "safe" settmg whIch WIll not JeopardIZe standmg at work. The
trauung sltuauon can prOVIde thIS outlet. The rules of soaal conduct whIch
ordmanly govern work relauonshlps are temporanly relaxed The tramer becomes
a safe authonty target upon whom panlClpants may dlsplace frustratIons Wlth theu
supenors, someone they can Wlth relatlve unpumty challenge, cntlcze and purush
They may 10 addmon compete WIth the tramer, elevatmg thetr own self-esteem by
putung the "expert" down. Some may feel bul1t-m resentment toward the trainer
as well. It's easy for you to talk about our problems SInce you don't have to hve
WIth them." That the trainer IS free from the lulls of the partICIpants' problems can
selVe as an Imtant Itself



Trainers are 10 a real sense paid to be scapegoats - to proVIde opporturuty and
target for thIS pressure release We must accept thiS reahty and learn (and thIS
does take expenence) not to take panlClpant hostlhty personally Any tlme you
are gOlOg to work WIth a group which you know 10 advance IS operaung under
undue pressure, you can expect basiC attacks on your two roles They will attack
your expertISe ("You don't know so much." , knew all tlus before," "I know more
than you") And they will attack your authonty ("You can't control me," "I'll do
what I please," "I have more power than you")

Hostility Expressed

They WIll come at you lD. a vanety of ways

There IS hostlle WIthdrawal - partlClpants who refuse you both verbal and
nonverbal response "If you can't reach us you wtll fall to teach us," they seem to
say

There IS hostlle dIversIon - partICIpants who InItiate theIr own sOClallIlteraet1on
mdependent of that whIch you are orchestraung for the larger group "Ifwe can
secede from your control, we can encourage others to do hkeWlSe," they seem to
say

There 15 hostIle attack-panlClpants who directly challenge your authonty,
oppose your dIreet10ns or cnuclZe your message "If we refuse to go along WIth
you, that reJecuon WIll undenmne your confidence and destroy your pOISe as a
leader," they seem to say

Panlclpants pamcuIarly resourceful WIth their hostilIty can use all of these 1Il

combmauon. For example, they first set up a diversion to inVIte your response
Then. as you move to recontrol that situauon, they attack you from out of thell'
suppon group And finally, when you try to deal dlfeetly WIth thell' obJeetlon, they
WIthdraw mto stubborn stlence and WIll not respond

) ~
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What Does It Mean?

When partiCIpant anger 15 expressed 10 any of these three ways, It 15 always a
statement of protest. The partICIpant, beneath the overlay of hosnhty, IS mdJIectly
saymg- "I don't Wee bemg placed under your leadershIp I don't lIke what you
represent. I don't Wee what you are saymg. I do not Wee what you are askmg me
to do"

Further, partICIpants do not COmmlt themselves to publtc protest unless they are
tryIng to ellCIt a partIcular tralDer response to thetr challenge. They may want to
pumsh you, and mdJIeetly those respoDSlble for the tramlDg, untll you defend or
apologIZe for your presence They may want to push you untll you give up your
agenda and gIve way to theU'S They may want to provoke you mto a fight to allow
them to vent frustrauons httherto suppressed and usually forbIdden.

The chOlces of a tramer WIShing to honor protest are to reflect back the concern
you thmk that protest may be maskmg ("Would you Wee to talk about your
dlSSausfaeuon at bemg ber today?"), to apologIZe, change the agenda or absorb
the ventllauon of gnevances. The major problem m honormg partICIpant hosuhty
m these ways IS that It does delay and chvert you from fulfilling the tratmng
assIgnment. There IS, however, one case where some diversIon may have SUl"Vlval
value for you as a tratner

When Hostility Triggers Fear

In all relauonshIps anger IS the great mtunJdator For thIs reason one cannot
adequately talk about the management of anger WIthOut mcludmg some
dISCUSSion about the management of fear It IS an unpleasant reahty of the
tramer's 1lfe that on some OCcasiOns the expression of partICIpant hOStlltty WIll
tngger WItlun you some fear ThIS IS normal And although begmmng tramers are
most vulnerable to thIS response due to mexpenence, even the most seasoned
traIners are not enmely Immune to thIs anxtety



When, In response to partlCIpant hostIhty, you expenence suffiCIent fear to
distract you from your tmmng focus, your first pnonty must be to accept that fear
and move to reduce It as qUickly as possible Why? Because fear undercuts the
three major self-supports upon which your leadership as a tramer depends. your
confidence, concentranon and momentum. You suddenly question If you can do
the Job, your rmnd wanders away from your tr3UUng purpose Into worry, and you
lose the assertive and responsive momentum upon which the illUSion of your
trammg authonty depends

Uke all teachers, tramers have three major needs when worJang WIth a group to
be hked, to be m control, to be effecnve. When these needs are frustrated the
tramer can become afrald. The partIopant who attacks you can tngger your fear
of reJection. ('They do not Wee me.") The partIC1pant who creates a diversIOn can
tngger your fear of autbonty loss. ("I cannot control them.") The participant who
WIthdraws beyond your reach can tngger your fear of faIlure ("I am not bemg an
effective tramer ") Trammg 15 nsky Potenual anxIeties are bullt~ and under
pressure from partlC1pant hosuhty they may become actualIzed.

Coping With Fear

The most effiCIent way to reduce traIner fear IS to close the dIStance WIth the
hostile partiCIpant Although our InstInct at these urnes IS usually to move away
(to flee) or to defensively attack (to fight), both of these responses only Increase
our own 3I1Xlety and commumcate It to our attacker BehaVlorally, clOSIng the
dIStance means

1) phySIcally mOVIng closer to the hostIle partlC1pant,

2) maJang duect eye contact;

3) courteously sohotlng mformatlon about the nature of theIr protest,

4) Dlalogumg 10 a posItive and Supportlve way about their concerns
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Even If the participant Will not respond to these last two overtures, go1Og through
these aetlve motions can sull serve as an 3.IlX1ety reducmg funetlon for you The
purpose of these four moves 15 to reduce your fear of the hostlle partiCIpant by
reassertmg your 1D1tIatlve 10 the relauonshlp, by gaunng more 1Oformatlon about
them, by establIshmg through dialogue a workIng conneetlon WIth them that you
can mampulate Havmg moved to regam self-control, you are then ready to
consider your OptIons for gaImDg control of parncpant hostility m a group

Responding To Participant Hostility

One way to conceptuahze partiCIpant hosnhty 15 as a resIStance to the trammg
progressIOn through wi11cb you are leadIng a group In your chOice of responses It

15 always well to consider that the harder you press agamst that partICIpant
resIStance the more Wcebhood there 1$ that the resIStance wtl1lOcrease. ThIS IS an
lSometnc pnnCIple. (Isometncs 1$ the conc:huonmg procedure where, by pushmg
hard agamst a fixed reSIStance, you mcrease the tensIOn In the relanonshlp ) TIus
appl1es to managmg mterpersonal resIStance The harder you push agaInst the
resIStant parnCIpants, tbe harder their resIStance IS Wcely to become, the more
energy you are gomg to have to spend m mamtauung that relatlonshlp, and the
more fatIgumg It will become to you over tune. Tramers need to conserve their
energIes and should follow the path of least resIStance whenever pOSSible,
particularly m response to partiCIpant hostility The follOWIng five categones of
traIner response begm WIth the lowest and move to the highest amount of tramer
resIStance apphed to manage the situatIon.

OptIon 1 AVOidance There are three major strategIes to be considered here The
first 1$ to I1terally Ignore the hosule acnon or remark and proceed WIth your
program as though nothIng untoward had occurred. Someumes Simply denymg
protestIng parnClpants the reinforcement of your response IS suffiCIent to shut
them down. A second set of strategIes has to do WIth aVOldmg direct contact WIth
the hosttle parnClpants whlle attendmg to therr dlsruptlon. Here you sohet peer
Influence to shut them down. For example, you delIberately lapse mto sl1ence
after the hostlle outburst. If the maJonty of the partlClpants want you to contInue,
they will move to quell their dISruptive peer A third set of strategIes has to do
WIth proVldmg an mdtreet response to the partlCIpant. You appear to Le aVOIdIng
the protest, but actually you are 10terpretmg Its mtent and then responamg to
meet the underlyIng concern expressed For example, a diversion bUilds 10 a group
to your left. but you aVOId lookmg at them



However, because you mterpret theIr protest as a restless desue for an
mtenmsslOn, you go on a few nunutes and then, apparently mdependent of the
protest, announce a break. Notice that WIth none of these strategxes do you
aetlvely engage the resIStance.

OptIon 2 Acceptance ThIS strategy 15 a very dIrect one. When hostIle
partICIpants push agaInSt you, move to find out the purpose of the protest and
then gIve them thelt way- accept thelt resIStance Some people feel that a tramer
sacnfices authonty by "gIvmg m" th1s way However, allowmg some latItude for
partiCIpants to alter the content or conduct of the sessIon to swt thelt needs can
actually Increase therr sense of ownershIp Involvement m the traInIng For
example, a partICIpant who 15 chssansfied WIth a tralmng agenda wluch puts hIs
concern last may well be brought back mto cooperatIon by altenng the order of
Items to be addressed. Of course, acceptance of resIStance IS counterprodueuve
when the partiCIpant's only mtent 15 to dISrupt the proceedIngs

OptIon 3 Adapt. The strategy here IS a mampulatIve one What you want to do 15

to engage WIth the partIapants In such a way that you ultImately use the force of
thelt resIStance agamst them or for yourself. Thus when they protest and strongly
dIsagree WIth what you are saymg, you unmedlately SWItch SIdes and say, "You're
nght, that's a good pOlnt."lben you take theIr argument away from them, you
begIn argul11g for them agaInSt the po~ltlon you had preVIously taken. HaVIng thus
champIOned theIr argument you have defused theIr resIStance Sometunes thIS IS
suffiaent for your purpose At other tImes you may, now that you control the
thrust of therr argument, want to tum It back Into the dlreeuon you were
ongInally headmg

OptIon 4 Stand fast ThIS strategy IS at once a very SImple, but a very
energy-expenslve response to make What you are domg IS standing fast In your
lOtent to do what the partIapant 15 protestmg You WIll not gIve way You WIll not
chscuss You WIll not negotIate. Perhaps the tr3.1mng was deSIgned to mclude an
evemng seSSIOn, and several partiCIpants are voaferously compl3.1mng You
sunply stand there and let theIr resIStance wash over you and wear Itself out Then
you proceed WIth the program as contracted WithstandIng thIS onslaught of
negatIve emotIons can be abUSIve to the tr3.1ner, whIch 15 why proVldmg a firm
reSIStance agaInst whIch the hostIle partiCIpants can level theIr protest 15 an
energy-costly Option.

~1
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Opnon 5 Push back. TIus IS the most energy-costly response to participant
protest. They push ag31nst you You push back. When two resIStances push agamst
each other, of course, you have created the SOCIal formula for confuet. What you
hope to gam by resISUDg IS to overcome the partIClpants' reSIStance, persuadmg
them to back off. The problem WIth pushmg back, however, IS that J.f the
partIClpant doesn't back off you have Just created a fight. In almost all cases, that
IS a no-wm sltuaUon for the tramer IT you "WIn" the fight, partIClpants tend to
array agamst you out of sympathy for thell' defeated peer. IT you "lose," then
partIClpants tend to have reduced respect for your trammg authonty

PushIng back 15 always a gamble. As a bluff It can payoff J.f the protest subsIdes
and there IS no confhet. Someumes the stakes are even great enough where
fighnng back WIth a hostlIe partIClp.utt can be worthwlule for the tramer For
example, you may have a partIClpant so forcefully hosule that others are both
mtumdated from cooperanng WIth you and afraid to stand up to and stop thell'
peer At thIS pomt, 1f the program IS to be salvaged, you are the only person there
to beat thLs opposluon down, restore order and reestabhsh the tralIUng
framework. ObVIously, pushmg back IS the option of last resort when dealmg WIth
a hostlIe partIClpant.

Suniving Hostility

When encountenng partIClpant protest, the most cnncal concern for a tramer IS to
mamtaIn your "cool" -the capaClty to calculate and choose WISely under pressure
Fear provoke unpulslve responses, not reasoned chOice The five management
opuons Just descnbed are aV31lable to us only so long as we retam our power of
reason. Thus the key to tr31ner control of a hostile sltuauon IS keepmg fear down
and all management alternatives open.

As traIDers we need to accept the meVltabl.hty of partlClpant hostilIty We need to
learn to deal WIth our fear when upon occasion It becomes aroused m a hostde
sltuauon. We need to keep our coolm order to preserve our power of
management cholce We need to know and use the full repertOlre of these
chOlces And we must not take partICIpant hostlhty personally It comes WIth the
Job



How To Make Participants Angry

ADd how to cool them down and tum their energy to your own objectives

PartICIpant hostility tnlly comes WIth the temtory There are ways, however, 10

winch a trainer can create hostlhty over and above that winch IS already bullt In

You can dISCount what partIopants say, or laugh at or make hght of a remark
made 10 senousness. You can not lIsten to what partIopants say or Ignore the
unphcatlons of what they have saJd after they have wd IL You can mterrupt them
and press on WIth your remarks or chreet1ons. You can put them down, usmg
humor - partIcularly sarcasm- to make them look foolIsh In front of theIr peers
You can even sIde WIth one partICIpant agaInSt another, thus pubhcly endorsIng a
"wmner" and, more unponantly, a "loser" In an argumenL

Value Offending

Here you advance Ideas wtuch you know to be counter to the dormnant values of
the group You can duectly argue WIth or crltloze values whJch are WIdely shared
You can offend partICIpant taste by the way you dress, address people (tItle
aVOidance, dIScourtesy). or by the language you use (slang, peZ')oratlves,
expletives) Many urnes you can be set up madvance to offend, as when you are
trammg on a set of value senslUve lSSues such as affirmative aeuon. seXISm or
raClSnL

Violation Of Expectations

PartICIpants expect to be meetIng WItlun a specfied tune frame. start late and
keep them overtIme They expect coffee and there IS none They expect a certaIn
tOPiC or agenda and you present a SIgDJficantly dLfferent program. (Someumes you
can be set up for tlus by a contractIng agent who asks you to deal WIth one set of
Issues, but tells the partICIpants somethIng else "m order to get them there ") You
can begm a program by SOhCItIng partICIpant Input and then proceed to Ignore the
ISsues they expected you to address
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Sometimes you can be trapped by a "Don't you agree ?" questlon -asked by
the people you are ostensIbly workmg for WIth the clear expectation that you w1l1
endorse the statement enclosed In their questton. IT you dISagree, you VIolate that
expee:tauon, and they can become very angry mdeed.

Reduction Of Freedom

By restne:tmg freedoms for chOice winch they have already or are expeeung to
exercse you also arouse parttcpant anger. You can prolnblt smokmg You can
force them to group separately from thell' mends after they have already seated
themselves by socal preference. You can force them to talk when they want to be
silent, be suent when they want to talk, share when they want to be pnvate, work
on task exereses they dtsWce. Often you can be set up for thts anger by a manager
who schedules tramlng SessiOns over lunch, after hours or on weekends.

Prevention Of Participant Hostility

In all of these ways, you can by your own ChOIce - and sometunes by the chOIce of
others - be a contnbutlng factor to the very hosttltty you seek to avOId. If, through
no chOice of your own, you have reason to anttC1pant a hosttle group, there are
some preventatlve strategIes through winch you as a tramer can move to reduce
the level of that hostility

1. Personahze the sessIon. One way to reduce partiCIpant hostility IS to gIve up
some ownershIp In the session Itself. People tend to be supportive of what they
help create Therefore, eIther pnor to or at the outset of the sesslOn, gIve them an
opporturnty for mput IDto the agenda. Then be sure you act on therr Input You
can powerfully reduce hostility 1£ you can actually InVolve some of the partiCipants,
provuhng they are WIlling, ID traInIng leadership roles, servmg as group leaders,
gIVIng dU'eeuons, makmg short presentations PartlClpants are normally reluctant
to attack peers volunteenng for such leadershIp duty You can also personahze
the meetmg space For example, have partICIpants create some personal
statements on newspnnt and then post their produetton on the surroundmg walls



2 Personalize your presence For partlC1pants. the safety of a traIner as a target
for hostilIty 15 largely based on a "stranger" Identity Smce they do not know you
personally, smce they bave no canng connection With yo~ they have httle
reservation m attacJcmg tlus unknown expen and authonty Conversely, the more
parnClpants come to posItively know you as a person, the less comfonable they
tend to feel attaclang you. Therefore, help the people you are workmg With get to
know you for your own proteet1on.

It IS always useful to self-share, to present to the group mformatIon about yourself
that cbaraetenzes your mdlVlduahty In addItIon, you can prospect relationshIps m
advance of the seSSIOn. Prospeet1Dg 15 the act of mformally meetIng and
socahzmg With as many parnapants as possIble before the sessIon begms. Tln.s
not only gIves you mformanon about the needs and expectatIons they bnng to the
seSSlo1\ It mtroduces you to them so that when you first stand up m front of the
group you are a kno~ not an unknown, person. Fmally. you can use ally
relatlonsfups Here you get to know three to five partiCIpants well enough through
prospeCtIng so that throughout the course of your tramIng mteraCt10n With the
group you make pubhc references to your reianonship With them-what they
earher S3J~ what you and they dlSCUSSed Hostile partiCIpants are usually
relue:tant to attack a tr31ner who 15 sOCIally all1ed to their peers In what apparently
15 a pOSItive and familiar way.

3 Purge anger There are three kmds of mltlattves you can take to ehClt the early
expressIon of hostlhty in order to get It out and over With. You can make a
sympathetIc statement "I feel tbat many of you are upset at bemg here today, and
If 1were you 1would be too" You can make a humorous statement. "Anyone
want to testIfy about how happy they are to be here today?" You can make an
attack statement rryou're all here today because you've been domg thmgs wrong
and I'm here to get you to do thIngs correctly Right?"

Lancmg and bleedmg off the anger early can make for easier progress later on If,
havmg lD.V1ted the protest, you are wdhng to conumt suffiCIent ume and energy to
hsten to, legltlouze and accept It. The chOIce of mVltatIon - sympathetIc,
humorous, attack -15 a matter of wmch approach best fits your style as a traIner

S\
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4 Bndge building. If you sense the hosuhty bUildmg after the sessIOn gets
undetway, ptnpotnt the partiCIpants leading the protest. At a break (WhICh you
may want to take early) InItIate some pOSItiVe SOClal Interactlon WIth these
inchVlduals to gam mformatlOn about theU' obJeettons and, more Importantly, give
them an opponumty to poslUvely know and connect WIth you. Another deVice, If
you don't want to stop and deal Wlth a hosuIe obJeetton at that moment, but do
want to allay funher protest, IS to table the complamt for later consideratIon, even
emphaslZ1I1g your cooumtment to do so by noung It down on your chalkboard or
easelpad. In that case, be sure you do address the iSSUe later

5 Rewards Two rewards, second m potency only to money (stIpends pald to
paruClpants for attendmg) are ume (early release) and food (refreshments)
Greeung people upon amval WIth donuts and coffee and then announClng your
lDtentIon to amend the schedule so they WIll get out half an hour early are
enormously effecnve deVices lD Influencmg a posItIve dlspos1Uon to a tralmng
session wluch partICIpants do not want but are dU'ected to attend For many
partlClpants, handouts ofwntten matenals and tokens of attendance (special
folders, pens, etc.) are also effeCtIve - C P

Carl pzckhardt IS a consulnng psychologzst for the Regzon 13 Educnon ServIce Center
ofthe Texas Department ofEducanon lit AustuL He IS also a pnvate consultant m
the areas oforganz:zalWnai llfe management and the psychology ofhelpIng
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LEADER'S GUIDE FOR CONDUCTING AN INTERACTIVE
POLLUTION PREVENTION ORIENTATION WORKSHOP

by Deborah Hanlon and Jeuh Bartensteln US EPA

General Information
pyrpose

The purpose of a Pollution Prevention Onentatlon Workshop IS to help people
understand the concept and philosophy of pollution prevention and to adopt a
prevention approach to environmental decIsion making Therefore, the fundamental
goal of this type of training IS Simply to help people begin to thmk pollution prevention

The attached cUrriculum outlines one example of a framework for a course to
Introduce thiS concept uSing the participatory methodology as taught by the EPA
Institute Although there IS a lot to learn and know about pollution prevention, Keep It
Simple when designing a workshop Try to Introduce no more than four or five key
tOPiCS that you feel comfortable In teaching

The goal of a pollution prevention Orientation training program IS to Introduce the
concept and to help people begin to think pollution prevention Conducting creative
and interesting workshops IS one way to accomplish thiS goal

Duration and timing

Because the needs of the audience may vary enormously, enough matenal has
been prOVided to allow the Instructor to select and tailor the information to the level of
the group A three hour session IS suffiCient A room large enough to hold the
partiCipants In a U format With tables and additional break-out space IS the best setting

Aydlence

Small workshops of 15-25 are better for diSCUSSion and discovery learnrng
techniques It IS always Important to know the audience and their level of knowledge
Gather as much mformatlon as pOSSible about the audience prior to the workshop and
determine their level of knOWledge In introductions and through diSCUSSion dunng the
workshop

Materials

There are a vanety of pollution prevention matenals that can be used for a creatIve
and interesting Orientation workshop Most people Will not read a lot after leaVing the
workshop so It IS best (In the Interest of pollution prevention) to show what IS available
and how to obtain matenals Once the partiCipants are Interested In the pollution
prevention tOpiC, they Will search out additional information that may be of particular
Interest to them

Be prepared and make sure your have the workshop essentIals
*Overhead projector With extra bulbs * Name plates
*35 mm projector With extra bulbs * Masking tape * Flip charts With paper

Prepare essentIal flipcharts prior to the sessIon.



Pollution Prevention Orientation Workshop

Instructor's Guide

1. Instructors greeting and Introduction:

Welcome people to the course and make them feel comfortable
as they come In to the room Introduce yourself and set a tone
of openness so that others will follow m the" mtroductlons

2. Purpose of Workshop:

Have a prepared fllpchart with course objectives

The purpose of this course IS
a To Introduce pollution prevention concepts, philosophy and
programs,
b To explore problems and potential Solutlonsllncentlves for
Implementing pollution prevention activities, and
c To provide tools and resources to Implement pollution
prevention In programs and activities where appropnate,

Have a prepared fllpchart with onentatlon agenda

The follOWing Issues Will be discussed and discovered In this
interactive onentatlon workshop

* What IS Pollution Prevention?
* Why It IS Important?
* What are some of the incentives and barners to

Implementing prevention?
* How do we Implement Pollution Prevention

Programs?
* Resources and information

Ask for additions to or clanflcatlons of agenda
Confirm group expectations on what Will happen m workshop

3. Participant Introductions:

Conduct an Ice breaker For example, have small groups
descnbe somethmg that they do which contnbutes to the
generation of pollution, and name one or two thmgs that they
can do to prevent pollution

Examples * I dnve to work alone I could
Carpool, metro *1 could change purchasing habits 1could

buy environmentally fnendly products with less packaging

Instructor Notes
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4. What IS pollution prevention? (clean
production?)

Training objectives

a To ensure participants understand what pollution prevention
IS and IS not and,

b To ensure that participants understand the difference
between prevention activities and pollution control and
management activities. End this session with a diScussion
on the benefits of preventing pollution as compared to
managing or regulating pollution after It IS generated or
released Into the environment

Make sure that you, as the Instructor, have a clear grasp of the
concept and definition as used by EPA and/or your own
agency Use definitions from the Pollution Prevention Act and
Agency memos etc

Trammg activity to help participants understand and
identify with the concept of pollution prevention

Flip Chart
(define each word separately In own words)

Ask participants to define prevention. Chart responses
Ask "What other thmgs are associated With prevention? health,
fife, crime etc (concept IS Important)
Show defimtlon of prevention,

"activity that keeps something from happening
anticipation of outcome" source: Webster's Dictionary

Ask participants to contnbute words that might be used to defme
pollution Ie waste, smog, contamination,
degradation, wastewater etc Show overhead With defimtlon of
pollution as defined by EPA's SCience AdVISOry Board

" Pollution Is the undesirable change in the phySical,
chemical or biological characteristics of air, water or
land that mayor will harmfully effect human life or
that of other desirable speCies, our industrial
processes, liVing conditions or cultural assets, or that
mayor will waste or deteriorate raw material
resources"

Ask partiCipants to define pollution prevention m plam English
(what It means to them)

Instructor Notes



Fmally show EPA's formal defmltlon of pollution prevention *

"Pollution Prevention IS considered by EPA to mean
source reduction Source reduction, as defmed in
the Pollution Prevention Act of 1990 states that
"source reduction is any practice that reduces the
amount of any hazardous substance, pollutant or
contammant entermg a waste stream or released into
the environment prior to recycling, treatment or
disposaL" Pollution Prevention applies to all forms of
pollutants; air pollution, water pollution as well as
hazardous and non-hazardous solid wastes and
applies to all sectors of society Includmg industry,
government, agriculture, energy, transportation and
consumers source: EPA Pollution Prevention Policy
Statement, 1990 Pollution Prevention Act 1990·

Capture words or phrases from class contnbutlons and Circle
those appropnate words that can be used m the EPA defimtlon

Make sure partiCipants understand the environmental protection
hierarchy that emphasizes prevention as first choice but also
conSiders recycling, treatment, inCineration and disposal of
wastes and pollutants as Important components In the overall
strategy for environmental protection Prevention Simply Will
reduce the burden of costly treatment, recycling and disposal
options In many cases This Will be Illustrated In the EPA
Pollution Prevention slide show

Show EPA's or your own Pollution Prevention slid.
with prepared scnpt of examples of pollution prevention
techmques ,technologies and programs Take questions as they
anse

Question audience What are some of the reasons we are
now turnmg our attention to pollution prevention?

5. Barriers and Incentives Discovery Exercise:

Training Objective: To help partiCipants think about the
challenges of Implementing pollution prevention options and to
find some creative solutions to these problems Students Will
discover the barners to Implementing pollution prevention In
Industry, as consumers and as EPA employees Students then
try to find solutions or incentives to the barners they've
Identified

Instructor Notes
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Identify potential programs, solutions and incentIVes that will
help to resolve/overcome these problems Report Out on
solutIOns Allow discussion Ask partiCipants for additional
Ideas on how each group could Implement pollution prevention
programs and what actiVities EPA could do to promote
Pollution Prevention

Examples

Programsllncentlves for IOdustry

Improve public relations
Save money 10 long run
Protect worker and community health
Give tax IOcentlves to upgrade
Recognition programs
Technical assistance and IOfo dlssemlOatlon

Incentives for consumers

PrOVide education
Make It easy
Make It lOexpenslve etc

Incentives for EPA employees

Employee award program
Get top and middle management support
PrOVide tralOlOg on what to do etc

6. How to do Pollution Prevention.

(Hands on exercise demonstratmg that you don't
need to be a Rocket SCientist to Implement pollution
prevention)

Dependmg on audience you may want to diSCUSS speCific
examples of pollution prevention accomplishments and a
conduct a deSCriptive short lecture on how to establish a
pollution prevention program *

DISCUSS the essential components as IdentifIed In EPA's FaCIlity
PollutIon Prevention GUIde EPA# 600-R-92-088

I e top management commItment, goals, periodiC assessments,
accounting practices, technology transfer and evaluation
These elements are applicable to all sectors and programs

Instructor Notes



Discovery Traming Activity.

DIvide class mto groups of 3 or 4 to work on problems and
present to class the" solutions Examples of exercises and
problems are mcluded m the gUidebook, CREA TIVE
APPROACHES TO POLLUTION PREVENTION TRAINING
(Examples mclude the Play Dough Fun Factory or Blttzfn
exercises) The purpose of the case studies IS to make the
partiCipants feel that they can Implement a pollution prevention
and that they have an Important role to play m Implementmg
the program

Report Out from each group

DISCUSSion among groups on lessons learned

7. Pollution Prevention Resources

End workshop by provldmg the participants With resources so
that they may be able to fmd specific pollution prevention
mformatlon pertammg to them

Resources, where to go for more information

Start by dlscussmg the Pollution Prevention Clearmghouse, It

ORD and OPTS Studies on Pollution Prevention, State actiVities
and resources

The Pollution Prevention Information Clearinghouse,
developed by EPA's Office of Research and
Development and the Office of Pollution Prevention
and Toxlcs is a multi-media clearmghouse of
technical policy legislative and fananclal anformatlon
dedicated to promotmg pollution prevention through
effiCient information transfer The Clearmghouse is
made up of three elements • A Hard copy repository
in EPA Libraries
A computerized conduit to data bases and document
ordermg and A hotlme (hand out brochures and
fact sheets)

Refer to the Pollution Prevention Resources and Trammg
Opportunities Manual which IJst State resources, education and
trammg opportUnities, case studies, Videos and calendar of
events

DIscuss further needs

Instructor Notes
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8. Closing and Evaluation:

Close workshop by askmg each participant to Identify
somethmg that they learned from the workshop that they will be
able to use m their own Jobs or personal lives to further promote
the concept of prevention Open discussion, questions,
evaluation of class

(*) Astensk denotes that there are informational fact sheet
summanes on thiS tOPiC to use as handouts and for your own
information Available from the EPA and the EP3
Cleannghouse at (703) 351-4004

Instructor Notes



Recommended Readmg List for PollutIon Prevention Instructors

1 A Whack On the Slde of the Head, Von Oech, 1985

2 Hazardous Waste M1nnmzahon, Harry Freeman (ed ) 1990 McGraw
Hill

3 Senous Reduchon of Hazardous Waste, US Congress Offlce of
Technology Assessment, 1986

4 The Age of Dlffilffished Expectahons, Paul Krugman, MIT Press 1987

5 Conceptual Blockbustmg, Adams, 1986

6 EPA Pollution Prevenhon Fac1hty Glide, 1992

7 Prospenty W1thout Polluhon, Oldenberg, Hrrschom, 1990

8 Quahty 1S Free, Philip Crosby, 1987

9 Instructor Trammg Workshop Manual, EPA instItute, 1988

10 UNEP Aud1t Manual


