





PREPARING TO CONDUCT A COURSE


		


		Much of the success of any training course depends on the preparation by the instructor long before the course begins. How smoothly the course runs depends on how well you organize the class materials, schedule and check facilities, and plan out the learning activities.  The less confusion there is in the classroom, the more confident you and the trainees will be.  The results will be better attitudes and more learning.





		You have already looked at the set of checklists (or job aids) provided in the workbook.  These lists are intended to give you an organized, systematic way of dealing with the many tasks instructors must perform.  They are designed to be your reminders of "mind-joggers" for the activities that must be performed before, during, and after conducting a course.  Used properly, they can:





save you embarrassment with the class (or your supervisor);





save you time trying to remember what exactly should be done and why;





provide you standards for course preparation activities;





provide you a record of commitments by others and evidence of what you had planned or had done;





free your mind to concentrate on the course content.








		The checklists in the back of your workbook are to be used with your own course.  These job aids should be reproduced at your training centre, or new ones can be ordered through your training headquarters.  When looking through these job aids earlier, your probably recognized that there are, basically, 2 kinds:





Administrative:  Checklists used to help you manage the necessary facilities, equipment and material for conducting the course.  This includes applying the administrative procedures and operations in your local centre when conducting the course.





Teaching related:  Checklists to help you manage the learning materials and activities, and adjust schedules, methods and media to your particular class and environment.





		But with both types, the intention is not to tell you exactly how to perform the tasks:  the purpose is to remind you of what activities need to be done and when.  The training materials and activities in this course will care for how to perform the tasks.





		The term job aid may seem strange to you, but if it is, you may use them every day but call them by different names.  We have provided you checklists (a very common type of job aid), but there are also:  schedules, maps, grocery lists, and many other forms of job aids.





		Loosely defined, a job aid can be any source (outside of ourselves) that helps us store information and retrieve it when necessary.  For example:  it's easier to store a lot of names and telephone numbers in a small directory than have to memorize them all.  Of course, if you use some of the numbers often enough, you will remember them and not have to use the aid. But when you need it, it's there.  In general, job aids are used in several different situations:





When safety is important:  We all fly feeling more secure knowing that the pilot uses a set of checklists to be sure that certain tasks are done when getting us off the ground and back down again with the wheels down.  Signs reminding us of "No Smoking" or "Hard Hats Required" or "Wear Safety Glasses" are common in dangerous areas.





When providing long and complicated information:  Maps are usually a lot easier to follow when going from point A to point B than following a long written explanation.  Flow- chart diagrammes are another form of useful maps.





When written tasks are done infrequently and can be forgotten:  Our handy telephone directory is an example of this.  So can be instructions written on the side of a piece of equipment for infrequently performed maintenance.





		There are other situations, sometimes a combination of the ones given above.  But this is not intended to be a lesson on job aids -- it's to point out the usefulness of these tools, and encourage you to use them.  Within your own training centre, you will probably find many job aids in use already, but there could probably be even more use made of these aids.





		Job aids can be just as helpful to your trainees.  Starting a new course in a strange location gives them enough to worry about.  They probably are more comfortable having a map of the centre rather than always asking directions.  A list of their classmates names and stations is less of a burden than having to remember the names early in class.  A printed schedule of transportation, list of dress codes, rules of conduct, etc. can save both you and the trainees a lot of time and confusion.





		This is the end of part 1.  Feel free to review the material if you wish, and then close your workbook to let the instructor know you are ready to go on to the discussion.





�
Part 2:





		The first hour or two of class is important to both you and the trainees.  This a natural time of tension when the trainees are forming opinions of you as an instructor and developing an attitude toward the course.  You, on the other hand, are getting impressions of the trainees and are concerned about how you will perform or appear to them as an instructor and help them to master the subject matter.  The class is a disorganized group of individuals that you, as their designated leader, must bring together in a common interest to learn the material.





		There are a number of things you can do to help start the class out in a good atmosphere.  Again, we have provided you each with checklist #4 to give you a systematic method for reducing the tension of these first hours, and set an atmosphere for learning.  Some of the primary things you should be concerned about and have planned in advance are:








OPENING REMARKS:





		Plan your introductory statements carefully.  It is important that you appear friendly and relaxed.  Humour is sometimes a good tool but must be dealt with carefully.  Unless you know the backgrounds, prides and prejudices of your trainees, beware.  Your actions and gestures should be normal, not exaggerated, and you should establish and maintain eye contact with every trainee.  You want to give the impression you are earnest and interested in both the subject matter and each class member.





		Since you will probably be in the classroom early pre- paring for the course, you will come in contact with most of the trainees individually as they come in.  You should plan for these short informal contacts.  Be friendly and engage in small talk, but remember you are being evaluated.








GETTING ACQUAINTED:





		Once the class has opened, it is time to satisfy the needs of the trainees to get acquainted and start to become part of a single group.  They, no doubt, are curious about you and each other.  There are several things you can do to remove this tension.





Introduce yourself:  Plan out ahead of time what you feel the trainees would want to know about you, your background and experience.  Note what you want to tell them, and practice how you will tell them.





Have class members introduce themselves:  Establish what information you want each trainee to tell the class about himself or herself, and explain to them just what information they should give.  Your introduction of yourself might serve as a model.  But remember, this is a time when you are establishing yourself as their leader.  This may require you to help "draw out" information from some of the shy members and possibly, "cut off" a trainee who wants to show off or takes up the class's time.  If these steps are necessary, you must still be polite and friendly to maintain your image as their leader.





Explain housekeeping items:  This means the daily small items that are not covered in the trainee job aids or handouts.  For example:  location of nearest washrooms, any rules you have in the classroom about opening windows etc., explanations about breaks, where to get refreshments, etc.  A clear simple explanation of these classroom items helps the trainees become more comfortable with their daily environment.








DISTRIBUTE AND EXPLAIN TRAINING CENTRE HANDOUTS:





		As discussed in part 1, there can be many uses for job aids for trainees.  You have already gathered a number of aids prepared by your Centre (or by you) for distribution to the class.  This may include such items as:  maps of the Training Centre layout, list of dress codes or rules of conduct, schedules or information about the local transportation or recreational facilities.  These should be given out individually, and explained to the class.  Answer any questions in a friendly relaxed manner. Remember, some of the class may come from very different environments and the information you are giving them is completely new.








INTRODUCE THE COURSE:





		Tell the trainees in non-technical words what the course is about.  Explain simply and general terms, what they will be doing during the training, what will be expected of them, and what they can expect to be able to do when the course is ended.  A simplified explanation of course or module objectives may be helpful in preparing this.  Remember, you don't want to scare them, or let them exaggerate their assumed inadequacies in their own minds.  Again answer any questions and explain course items in a friendly manner.








GROUP-PACED AND SELF-PACED LEARNING:





		As an instructor of validated training materials, you may be called upon to conduct 2 different forms of training courses.  You may, in fact, be required to manage both forms of training in the same course.  To better manage these learning styles, you should have a clear understanding of the differences between these 2 methods:








Group-paced instruction simply means that:





trainees all start the learning at the same time;





the same lesson material is presented to each trainee at the same time;





tests are given to the trainees at the same time;





discussions of materials or activities are conducted with the group of trainees together;





trainees all finish their learning modules, and therefore the course, at the same time.





		This type of training (frequently called "lock-step") is probably the most common type of training experience your trainees will bring with them to class.  Most simply put:  the trainees learn at the same rate of speed, and begin and finish at the same time.  Unfortunately, this type of training doesn't take into account the trainee who brings some knowledge of the subject matter with to class and who therefore becomes very bored.





Self-paced training simply means that:





trainees may start at different times or at different points in the training course, depending on the skills each trainee brings to the course;





trainees are usually "screened" by pre-module tests to see if they need to take all of the lesson material;





lesson materials are given out based on individual trainees needs, not because everyone has to do it;





trainees learn at their own rate of speed;





the instructor spends more time managing available learning resources and working as a tutor to individual trainees;





each trainee finishes the course at different times.





		As an instructor working with both of these types of training in the same course, you must plan schedules and activities carefully.  You will be required to arrange facilities, time and equipment so that the class can be together, when necessary, and yet the trainees can proceed through their self-paced materials at their own speed.  We will come back to this topic in a later module and will allow you to practice some of these skills. But, for now, it is important that you know the differences between these 2 forms of training so that you can properly introduce a course to your trainees during the opening day.





		With the group-paced course there should be little problem talking about schedules and activities as everyone is together.  But when introducing a self-paced course (or one which Instructor/Administrator is partially self-paced) you must be careful to:





explain that your role will be that of a tutor and manager of the materials;





explain that each trainee is expected to progress at his own speed;





assure the class that there is no competition to finish early;





describe the methods to be used for testing, both before and after each unit or module;





establish any scheduled dates for the class to be together, and be sure the trainees note the time and location.





		So once you have completed the items on checklist #4 and practiced the introduction materials, you can feel more confident you will be starting your class off in the right direction.  The trainees will be more relaxed and the classroom environment will be more friendly.  The atmosphere you will have to work in will be one that will make your job, and the trainees' learning, easier.





		This is the end of part 2.  You may want to review some of the material in this module.  When you are finished, please close your workbook to notify the instructor that you are ready to go on to the discussion of this unit and the test.
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