


COURSE INTRODUCTION





		          This course is intended to help you become an effective instructor of validated training materials.  It is important that you learn and practice these skills because, as an instructor, you have enormous responsibilities to the trainees, the subject matter and to the organization you serve.





		In the role of an instructor you will be able to:





share your expertise of a subject matter with the trainees;





help individual trainees overcome learning problems with the materials;





serve as a model for a positive attitude towards their job and provide      	enthousiasm;





share your values and personality with the trainees;





improve your teaching skills with each class.








		So an instructor plays an important role for every trainee in the class.  If you remember your own educational experience, you will recall some particular teacher or instructor who had a positive effect on your learning.  Try to have the same effect on your trainees.





		We used the term validated training material and this, probably, means little to you.  This term is important, however, and must be clarified in order to show how this type of material changes the instructor job.  There are generally 2 types of instructor roles:  the traditional instructor (as you probably had in school) and the instructor of validated course materials.  The roles can be broadly described as follows:








The Traditional Instructor:�


determines what parts of the subject matter will be taught;�


decides when each topic will be taught;�


selects what teaching methods will be used and when;�


determines how the tests will be scored to see what the trainees have learned;�


prepares a course outline and schedule;�


gathers reference sources and develops audiovisual aids;�


prepares daily lesson plans, lecture notes, practice exercises and handouts.








		The traditional instructor is responsible for these and many other activities, not to mention developing his own teaching skills.








(b)  With the Instructor of Validated Materials, however, most of these activities have already been done, allowing the instructor more freedom to:





make minor adjustments in a prescribed schedule and course content to accommodate class and individual  trainees progress or local conditions;





manage learning resources;





provide individual tutoring for trainees having problems (or to encourage exceptional trainees to expand their skills and knowledge);





take "objective measurements of each class progress;





practice sharpening your own skills as an instructor.





		There are many differences between the roles of a traditional instructor and your role as an instructor of validated training.  Because most of the preparation required of traditional instructors was done for you by a development group -- you are part of a team.  Long before you received the course material, a group of developers working with subject-matter experts from different countries:





determined what average trainees needed to learn to be able to do the job;





how these skills could be best tested;





designed lesson materials using test subjects from different locations; revising the materials each time until the development team was sure the lesson material produced learning; �


experimented with different teaching methods and media choosing the means that were the most effective;





established a teaching schedule suitable to most conditions and trainees.








		So your efforts, as a key person in this team, must be to try your best to:





conduct the training as it is described in the Instructor Guide;





make as few adjustments in the material and schedule as possible.  (Only those that are necessary due to local conditions with your particular class or Training Centre.);





record any changes you must make as well as the results of each training module to prepare a "feedback" report to the development members of the team.  They will use this information, with other instructors' reports, to make revisions of the course material.








GROUP-PACED AND SELF-PACED INSTRUCTION





		As an instructor of validated materials, you will probably be required to conduct 2 forms of instruction:  group- paced and self-paced.  This course is an example of a combination of these methods, but you will frequently work with either one kind or another.  A broad description of these 2 methods of teaching would be:





Group-Paced Instruction:





All trainees are presented the material in the same way and at the same time.  All proceed through the lesson material at the same speed.  This method is often called "lock-step" training because everyone marches together at the same pace. �


All trainees take the same material whether they need it or not.  There is no "screening" of students to find those who may already know the subject.





The instructor is frequently required to lecture to the class and conducts class discussions.  He has less time to work with individuals on their specific problems.








Self-Paced Instruction:





Trainees study by themselves, most of the time, learning at their own rate of speed.  As a result, some trainees finish the course much earlier than others.





Tests are usually given before a module of training so that trainees who know the subject matter can proceed to other material.





Other learning resources are available for the instructor to prescribe to individual trainees having difficulty or who wish to pursue the subject in more depth.





The instructor spends little, if any, time lecturing.  His role is that of an administrator or tutor, giving out lesson materials, tests and discussing specific parts of the instruction with individual trainees.





		We have covered a lot of material so far, so it is time to stop and have some discussions to let you participants, clarify points and see how this material relates to your job as an instructor.  Feel free to review any of the material you have read this far.  , 





�






WORKBOOK MATERIALS





		These materials will be used throughout the course and, when completed, taken back to your work station for you to arrange your own reference materials.  The book is organized in the following sequence:








Introduction:





		This section contains the materials that help explain what your role as an instructor of validated training will be and what the course is about.  In addition, there are a set of standard forms listing module content, schedules and materials required for this course.  These are included because they are the same type of forms you will receive in the Instructor Guide for your own course.  When you review the forms, you will note there are various codes used by the developer to provide information.  Don't worry about memorizing these codes and their meanings because clear instructions are included on the back of each form.





		This is probably a good time to become familiar with these forms, so take a little time now to study each one and note any questions you may have about their use.  There will be discussion of these forms and their use at the end of this material section.  When you feel comfortable about the forms, or have noted all your questions, continue to the next item.








Checklists:





		This is a very important part of the workbook.  They are intended for you to take back to your own station for duplicating or ordering more copies from your training headquarters.  A set of these checklists will be used for each course you conduct.  The course, in fact, designed around these lists and as stated earlier, copies of appropriate checklists for each module are included in the course material.  Again, there is no need to study the content of these lists for now for you will be working with them regularly during the course.  You should take a few minutes now to look through these lists to become familiar with their design and intent. 








Resources:





		This section contains some fictitious examples of training centres and fictitious trainee information you will be using as references during the course.  There is no need to study this material now because you will be referring to it as a resource several times during the course.  You may, however, want to scan the material now just to see what it contains before going on.





�



Modules Tab:





		These are a set of tabs for the learning materials for each of the 11 modules.  If the material is not in the tabs, the instructor will give you the materials for each module as the course progresses.  Each section will contain some reading infor- mation, the relevant checklist or forms for the module, and any case studies or exercises to be done in class.  All tests and answer sheets will be handed out by the instructor when the module is finished.





		When possible, the modules are designed to take you through your instructor activities as you will do them with your own course.  You may want to review the list of modules in this section again before continuing.  There will be opportunity to discuss any questions you have with the course instructor at the end of the instructor section.  When you have finished, please close your workbook to signal to the course instructor that you are ready to continue with the discussions. 
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