



Module 13.1



Lecturing:  Present Materials -- Discussion





		During this module, you will have the opportunity to learn more about (and practice) the skills of lecture and discussion.  You will be given some rules and guidelines to follow in helping you prepare and conduct an effective lecture.  Years of research have shown us that a few principles apply to all methods of teaching, if the trainees are going to learn effectively and efficiently.  These principles are:



1.	Present Information:



This can be done in many forms:  lecture, reading, etc.  Whatever method is used, the information should be presented:



(a)	simply and in a logical order;



(b)	in small amounts.  Don't "overload" the trainees with a lot of complex infor-mation before you are sure they understand it;



(c)	Interestingly:  trainees should not be bored so that they can't pay attention.





2.	Clarify Information:



This requires periodic discussion or short exercises to be sure the new information is communicated to all trainees.





3.	Practice



The more involved and active the trainees are, the quicker and better they learn.  There should be at least as much practice included in the instruction as there is lecture or other "one way" information.





4.	Perform:



	Trainees must be able to demonstrate that they can do what the training requires, that they will be able to perform the tasks later on the job.





		These principles apply to any form of training, whether it be group-paced, self-paced or something in between.  So whenever you are evaluating your own training, or attempting to modify any other training; always apply these 4 principles.  Your trainees will be more alert and content, and your course will be more successful.







Lecturing



		One common method of presenting information is through lecturing.  But since the acceptance of the 4 principles of good teaching methods; the days of the long, dull lecture are at an end -- or should be!  



		There will be times when your Instructor Guide will require you to present lecture materials or conduct discussions.  In the Lesson/Module Plan the instructions are usually brief, oftentimes requiring the instructor to prepare his own notes for discussion.



		All lectures depend on the instructor's ability to:



1.	Plan the lecture.  (Gather sufficient, but not too much, information).



2.	Organize the presentation:



(a)	Break the information into manageable pieces for the trainees.



(b)	Sequence the information into manageable pieces for the trainees.



3.	Present the material in an interesting manner:



(a)	Maintain a friendly appearance and attitude.



(b)	Use proper lecture and demonstration methods.



4.	Practice and refine presenting the materials.





	Like all presentation methods, effective lectures require 3 distinct parts:



--	Opening:  In the case of instruction; usually a statement of the objective;



--	Body:  The organized presentation of the information;



--	Closing:  A summary of what was covered in the presentation.





		he following page is a brief checklist of the items that should be included, or standards to follow, when giving a lecture.  This will be used by you and fellow classmates to evaluate the short lectures you will be giving in this module.  Take a few minutes to read over the checklist so that you will be familiar with it.  Use this checklist to plan your own mini-lecture and to pencil notes on when evaluating other colleagues' presentations.





�

LECTURING SKILLS CHECKLIST





	Place a penciled check mark for each of the qualities demonstrated:





	  1.	Was the content organized?



			  A.	Information in small logical units?



			  B.	Given in logical sequence?





	  2.	Did the lecture have an:



			  A.  	Opening, body and a closing?





	  3.	Did the lecturer use good platform skills?



			  A.  	Appear friendly?



			  B.  	Speak clearly and loudly enough for audience to hear?



			  C.  	Maintain eye contact with the audience?  (everyone!?)



			  D.  	Use normal gestures (not appear still or afraid)?



			  E.  	Avoid distracting speech or other habits (chew gum, pace, jingle 			        	coins in a pocket, etc.)





	  4.	Did the lecturer use classroom AV facilities properly?



			  A. 	Face the audience while using board or OHP; turn projectors off 				when not in use, etc.?



			  B.	Have relevant visual materials, not unnecessary or illegible 					ones?



			TOTAL





			Score 0 - 10 for each lettered item, depending if skill was performed consistently and well (for 10) and 0 for not at all.  Enter the total points along side the number for the category.



Maximum score:	100%

Acceptable score	  80%











Questions and Answers





		Now that you have practiced on the first step in the teaching/learning process, it is time to practice the second step:  clarifying, through discussion.  During this step you are determining:



  -	How much of the information was communicated to the trainees 



  -	If the lesson content was received accurately;



  -	Trainees' attitude towards the subject and their training.



		During the discussion periods, it is critical that you remain in control of the class and the situation.  In order to do this, you must prepare for the situation and be aware of how you appear as the leader or focal point of activities.  You must demonstrate that you know the material and show enthousiasm.  



		Most discussion periods are initiated and controlled through the use of questions and answers.  So it is important that you develop adequate skills in using these techniques to your advantage.  How questions are phrazed and responded to can be a critical tool for any instructor, both in formal classroom discussions and in "one to one" informal situations.  You can either draw information out of trainees during these periods or you shut them off.  It is not only what you ask them, it's how you ask the questions.



		Basically, there are 2 types of questions:  closed- or open-ended.  They both serve a purpose, but you must decide what it is (or how much) you want to know.





CLOSED QUESTIONS:

	

		This type of question can usually be answered in one word, either yes or no.  It is similar to the True-False testing procedure you studied in an earlier module.  Some examples might be:



  -	Do you like your new job?

  -	Were you late this morning?



		In some cases the answer might not be yes or no, but a single word or short phrase, e.g.:



  -	How high is the building?

  -	What form number is used to report accidents?







		These types of questions will usually get you a short, simple response (except for the odd trainee who cannot resist expanding on his answers).





OPEN-ENDED QUESTIONS:



		This type is more like the essay form of test and requires the trainee to give more detailed information.  These questions are usually started with the words:  "what", "why", "when", "how", "where", "who".  Some examples might be:



  -	What do you like about your new job?

  -	Why were you late this morning?

  -	When do you use Form 22?



		You should be cautious when planning your open-ended question because, unless properly constructed, you can get a "closed question" response, e.g.:



  -	What time do you get up?

  -	Who invented the telephone?



		It's true you won't get a simple yes or no response (so guessing can be reduced), but you won't get much other information.  



		The best way to acquire the skills of using open and closed questions is to practice.  So you should take time now to review this section to become familiar with these new techniques.



		Now that you have been able to sharpen your skills in constructing questions, it is time to learn and practice controlling (or directing) questions with your class.  There are 4 basic ways of handling your questions:  either closed- or open-ended.



1.	Overhead questions:



These are questions you direct at the whole group and which can be answered by anyone.  This method has advantages of:



	(a)	Avoiding embarrassing anyone;



	(b)	Encouraging discussion;



	(c)	Soliciting group agreement.



2.	Direct questions:



These are asked of a particular member of the class.  They have the advantages of:



	(a)	"Drawing out" the quiet trainee;



	(b)	Confirming a specific trainee understands;



	(c)	Controlling trainees who tend to "over participate";



	(d)	Break up conversations between trainees.



3.	Relay questions:



These are questions asked by trainees of the Instructor who redirects them to the group.  This method has advantages of:  

	(a)	Keeping the group involved;



	(b)	Draws answers from other trainees if the Instructor is unsure;



	(c)	Gives the instructor time to think.  



4.	Reverse questions:



This technique is to rephraze and refer the question back to the trainee who asked for it.  Though infrequently used, these have the advantages of:



	(a)	Making the trainee think out things for himself;



	(b)	Helping to clarify the question.





		Regardless of what method you use, questions used in class should always follow the same rules as applied to test questions, and be:  concise; short and clear sentences; thought-provoking; and not obvious.  









Implementation and Lecturing



�PAGE  �





�PAGE  �6�

IMPLEM~2.doc








