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About This Resource

Why is this topic important?

Hours of lecturing and presentation slides don't lead to participant involvement, learn-
ing, and change. In order to learn something well, it helps not only to hear and see the
information but also to ask questions, discuss it with others, do something with it, and
perhaps even teach it to someone else. These are the activities that trainers need to design
and deliver.

What can you achieve with this book?

This book contains 101 concrete strategies to design and deliver active training for vir-
tually any topic. You will discover a tool kit overflowing with creative, challenging, and
fun ways to enliven learning. By browsing through this collection, you can identify those
strategies that hold the most promise for your situation and apply them to your topic
and learning objectives. To aid you in this process, each strategy is illustrated with a case
example.

This book also contains twenty how-to lists that any trainer will find indispensable
when facilitating active training. Using this advice, you will have a wide variety of options
for achieving such goals as setting up the classroom for active training, obtaining par-
ticipation at any time, utilizing props, making lectures active, and more.

How is this resource organized?

The 101 active learning strategies are organized into three major categories that corre-
late to three distinct phases of any effective training session or program. . . .the opening,
the main learning events, and the closing. Within these three categories, you will find
subcategories, such as team building, stimulating discussion, team learning, e-learning,
skill development, review, application planning, and so forth. This organization simplifies
your task of perusing this entire collection for the ideas you need immediately.
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INTRODUCTION:
GETTING THE MOST
FROM THIS RESOURCE

You can tell people what they need to know very fast.
But they will forget what you tell them even faster.

People are more likely to understand what they figure out
Jfor themselves than what you figure out for them.

Yes, there is a whole lot more to training than telling! Learning is not an auto-
matic consequence of pouring information into another person’s head. It
requires the learner’s own mental and physical involvement. Lecturing and
demonstrating, by themselves, will never lead to real, lasting learning. Only
training that is active will.

What makes training “active”? When training is active, the participants do
most of the work. They use their brains—studying ideas, solving problems, and
applying what they learn. Active training is fast-paced, fun, supportive, and per-
sonally engaging. Often, participants are out of their seats, moving about and
thinking aloud.

Why is it necessary to make training active? In order to learn something
well, it helps to hear it, see it, ask questions about it, and discuss it with others.
Above all else, we need to “do it.” That includes figuring out things by ourselves,
coming up with examples, rehearsing skills, and doing tasks that depend on the
knowledge we have.

While we know that people learn best by doing, how do we promote active
learning in training programs? This sourcebook contains specific, practical
strategies that can be used for almost any subject matter. They are designed to
enliven your training sessions. Some are a lot of fun and some are downright
serious, but they all are intended to deepen learning and retention.

This second edition of 101 Ways to Make Training Active brings together in
one source a rich, comprehensive collection of training strategies that is easy to
navigate and apply. It is for anyone, experienced or novice, who teaches techni-
cal or nontechnical information, concepts, and skills to adults in training set-
tings. The book includes ways to get participants active from the start through
activities that build teamwork and immediately start people thinking about the
subject matter. There are also strategies to conduct full-class learning and small-
group learning, to stimulate discussion and debate, to practice skills, to prompt
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questions, and even to get the participants to teach one another. Finally, there
are techniques to review what has been learned, assess how one has changed,
and consider the next steps to take so that the training sticks.

The strategies in this book are geared to classroom delivery of training.
Even though classroom delivery of training is no longer the only option, it is still
one of the best ways to engage people in learning. If it is well developed, the
learning environment in a live classroom has the ability to motivate learners in
special ways, including the personal engagement with a caring facilitator, the
social reinforcement of one’s peers, and the dramatic presentation of subject
matter. The design and facilitation of other forms of training delivery, however,
can be improved by adapting the techniques in this book. For example, virtually
every strategy in this collection can be used in both synchronous and non-syn-
chronous forms of e-learning. Special mention of those opportunities is given
throughout the book, and one of the sections is devoted to e-learning contexts.

How This Book Is Organized

The book begins with “The Nuts and Bolts of Active Training.” In this part, you
will find two hundred tips on how to organize and conduct active training.
Included are ways to form groups, obtain participation, create classroom layouts,
facilitate discussion, and many more suggestions for enhancing the effectiveness
of your training efforts. Additionally, these lists are included on the accompany-
ing CD for ease of reproduction.

The 101 special techniques described in this book are divided into three
sections:

How to Get Active Participation from the Start

This section contains icebreakers and other kinds of opening activities for any
kind of training program. The techniques are designed to do one or more of
the following:

® Team Building: helping participants to become acquainted with one
another or creating a spirit of cooperation and interdependence

8 On-the-Spot Assessment: learning about the attitudes, knowledge, and
experience of participants

u mmediate Learning Involvement: creating initial interest in the subject
matter

In addition, these techniques encourage participants to take an active role
right from the beginning.
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How to Teach Information, Skills,
and Attitudes Actively

This section contains instructional strategies that can be used when you are at
the heart of your training. The techniques are designed either to replace or to
reinforce lecture presentations. A wide range of alternatives is provided, all of
which gently push participants to think, feel, and apply. The following topics are
covered:

® Active Lecturing: trainer-led instruction that is “brain-friendly”

» Stimulating Discussion: dialogue and debate of key issues

" Prompting Questions: participant requests for clarification

® Team Learning: tasks done in small groups of participants

m Peer Teaching: instruction led by participants

® Active e-Learning: learning activities accessed by personal computer

® Emotional Intelligence: activities that help participants to examine their
feelings, values, and attitudes

® Skill Development: learning and practicing skills, both technical and
non-technical

How to Make Training Unforgettable

This section contains ways to conclude a training program so that the partici-
pant reflects on what he or she has learned and considers how it will be applied
in the future. The focus is not on what you have told the participants, but on
what they take away. The techniques are designed to address one or more of the
following:

B Reviewing Strategies: recalling and summarizing what has been learned
m Self-Assessment: evaluating changes in knowledge, skills, or attitudes

m Application Planning: determining how the learning will be applied by the
participant after the training program is over

m Closing Sentiments: communicating the thoughts, feelings, and concerns
participants have at the end

Each of the 101 strategies you are about to read is described and illustrated
in the following ways:

B OQuerview: a statement about the purpose of the strategy and the setting in
which it is appropriate
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" Procedure: step-by-step instructions on how to use the strategy

® Variations: suggestions for alternative ways to use the strategy

Each of the strategies serves as a template for your own content. Instructions
are given to easily apply the techniques to the learning material you are present-
ing. To help you with the application, each strategy is illustrated by a Case Exam-
ple. These examples are drawn from a wide range of subject matter and help you
to understand and visualize how the strategy can be used in a specific training
situation.

One final word—use these techniques “as-is” or adapt them to fit your
needs. And add your own creativity! As you do, bear in mind these suggestions:

® Don’t experiment wildly. Try out a new method no more than once a
week.

® When you introduce a method to participants, sell it as an alternative to
the usual way of doing things. Obtain their feedback.

® Don’t overload participants with too many activities. Less is often more.
Use just a few to enliven your training program.

® Make your instructions clear. Demonstrate or illustrate what participants
are expected to do so that there is no confusion that might distract them
from getting the most out of the technique.
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Two HUNDRED TIPS

In order to facilitate the 101 active training
strategies described in this book, you may
find it useful to read this section first. Many
of the 101 strategies utilize the tips listed
here. These tips form the “nuts and bolts”
of active training. In my book Active Training,
I described at length how to design and
conduct active, experientially based training
programs in private- and public-sector organi-
zations. On the pages that follow, you will find
twenty “top ten” lists, totaling two hundred
training tips. These lists summarize much of
my advice on how to build more quality, activity,
variety, and direction into training programs
from beginning to end. The lists help trainers
identify, at a glance, the top ten choices avail-
able to them at different points in the course
of doing active training; they will function as
useful “building blocks” for the strategies.
Many of the ideas are well-known. Having
an organized list of them will make your job of
being an active trainer easier. Think of these
lists as “training menus” from which you might
select the option you need at any given
moment to make training truly active.
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” 7 0 Layouts for Setting Up a Training Classroom

The physical environment in a classroom can make or break active training. No
setup is ideal, but there are many options to choose from. The “interior deco-
rating” of active training is fun and challenging (especially when the furniture is
less than ideal). In some cases, furniture can be easily rearranged to create dif-
ferent setups. If you choose to do so, ask participants to help move tables and
chairs. That gets them “active” too.

1. U shape. This is an all-purpose setup. The participants have a reading and
writing surface, they can see you and a visual medium easily, and they are in
face-to-face contact with one another. It is also easy to pair up participants,
especially when there are two seats per table. The arrangement is ideal for
distributing handouts quickly to participants because you can enter the U
and walk to different points with sets of materials.

You can set up oblong tables in a squared-off U:

Be sure there is enough perimeter space in the room so that subgroups of
three or more participants can pull back from the tables and face one another.

When there are more than twenty participants, a U can start to resemble a
bowling alley:

101 Ways to Make Training Active, 2nd Ed. Copyright © 2005 by John Wiley & Sons, Inc. Reproduced by permission of
Pfeiffer, an Imprint of Wiley. www.pfeiffer.com
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or a bridge:

It is much better, in this case, to bring all participants in closer contact by
seating some participants inside the U:

You can also arrange circular or oblong tables in a U that appears more like
a semicircle or a horseshoe:

2. Team style. Grouping circular or oblong tables around the room enables
you to promote team interaction. You can place seats fully around the tables
for the most intimate setting. If you do, some participants will have to turn
their chairs around to face the front of the room to see you, a flip
chart/blackboard, or a screen.

101 Ways to Make Training Active, 2nd Ed. Copyright © 2005 by John Wiley & Sons, Inc. Reproduced by permission of
Pfeiffer, an Imprint of Wiley. www.pfeiffer.com
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Or you can place seats halfway around the tables so that no participant has
his or her back to the front of the room.

3. Conference table. It is best if the table is circular or square. This arrange-
ment minimizes the importance of the leader and maximizes the impor-
tance of the group. A rectangular table often creates a sense of formality if
the facilitator is at the “head” of the table:

101 Ways to Make Training Active, 2nd Ed. Copyright © 2005 by John Wiley & Sons, Inc. Reproduced by permission of
Pfeiffer, an Imprint of Wiley. www.pfeiffer.com
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It is better if the facilitator sits in the middle of a wider side of a rectangular
table.

4. Circle. Simply seating participants in a circle without tables promotes the
most direct face-to-face interaction. A circle is ideal for full-group discus-
sion. Assuming there is enough perimeter space, you can ask participants to
quickly arrange their chairs into many subgroup arrangements.

5. Group on group. This arrangement allows you to conduct fishbowl discus-
sions (see “Ten Methods for Obtaining Participation,” page 19) and to set

up role plays, debates, or observations of group activity. The most typical
design is two concentric circles of chairs.

09 0
o O 00
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You can also create a group-on-group format without moving chairs into cir-
cles. Simply designate one subgroup of participants to interact while other
subgroups listen. For example, in a team style layout, one table can be
designated the “speaking group.” Or, in a u-shape or square table format,
participants along one side of the table can become the “speaking group.”
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6. Workstations. This arrangement is appropriate for an active, laboratory-type
environment in which each participant is seated at a station to perform a
procedure or task (for example, using a computer, operating a machine, or
drawing) right after it is demonstrated. A terrific way to encourage learning
partnerships is to place two participants at the same station. (See “Ten
Assignments to Give Learning Partners,” page 21.)

7. Breakout groupings. If the room is large enough or if nearby space is avail-
able, arrange (in advance when feasible) tables and/or chairs that sub-
groups can go to for team-based learning activities. Keep the breakout
settings as far from one another as they can be so that each team is not dis-
turbed by the others. However, avoid using breakout spaces that are so far
from the room that the connection to them is difficult to maintain.

8. Chevron. A traditional classroom setup (rows of desks) does not promote
active learning. However, when there are many participants (thirty or more)
and only oblong tables are available, it is sometimes necessary to arrange
participants “classroom style.” A repeated V or chevron arrangement, when
possible, creates less distance between people and better frontal visibility.
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It also provides participants with a greater opportunity to see one another
than in the traditional classroom setup. In this arrangement, it is best to
place aisles off-center.

9. Traditional classroom. If you have no choice but to use a series of straight
rows of desks/tables and chairs, all is not lost. Group chairs in pairs to allow
for the use of learning partners. Try to create an even number of rows and
enough space between them so that pairs of participants in the odd-number
rows can turn their chairs around and create a quartet with the pair seated
directly behind them.

10. Auditorium. Although an auditorium is a very limiting environment for
active training, there is still hope. If the seats are movable, place them in an

arc to create greater closeness and to allow participants to better see one
another.
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If the seats are fixed, ask participants to seat themselves as close to the cen-
ter as possible. Be assertive about this request; consider cordoning off sec-
tions of the auditorium. Remember: No matter how large the auditorium and
the size of the audience, you can still pair up participants and use active-
training activities that involve learning partners.
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%! My name ...
SALLY JONES

” 7 0 Techniques for Learning Names

In an active-training environment, the participants are as important as the
trainer. When participants are called by their names, they feel important. There
are a variety of ways to learn others’ names. Some (such as Name-Learning Assign-
ment and Alphabetical Sign-In) are relatively straightforward; others (such as Name
Bingo and Do You Know Your Neighbors?) make learning names into a game.

1. Name-learning assignment. Ask participants to learn as many names as pos-
sible, either by going up to others and introducing themselves or by reading
one another’s name tags. After several minutes, stop the group and ask the
participants to cover up or discard name tags, name lists, and the like. Now
challenge participants to look around and quiz themselves on the names of
others in the class. If desired, repeat the learning and self-quizzing activity as
many times as you like. Within ten minutes, it should be possible for partici-
pants to learn at least twenty names.

2. Name chain. Ask each participant in turn to share his or her name and the
names of the people who have already introduced themselves. For example,
the first person to introduce himself or herself need only say his or her name,
but the second person is required to give the first person’s name as well as his
or her own. As the chain becomes longer, there will be more names to
remember; however, the names will by then have been repeated several times.
You can make the name chain alliterative by inviting each person to use an
adjective before his or her name that begins with the same letter, as in “cre-
ative Carol” or “lucky Lee.” The alliterative adjectives help others to remem-
ber the participants’ names and often add humor to the activity. Or invite
participants to say their names and then accompany them with some physical
movement. The movement then becomes a mnemonic aid.

3. Alphabetical sign-in. Pre-mark sheets of flip-chart paper with the letters of
the alphabet. Tape the flip-chart paper to walls around the room. Direct par-
ticipants to sign the sheet containing the first initial of their names and to
find others with the same initial. Then instruct the participants to look over
the other sheets and attempt to identify as many names and faces as possible.
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4. Alphabetical lineup. Invite participants to arrange themselves in alphabeti-
cal order by their first names. This task forces participants to find out other
names in the group. Or do a “nonverbal name lineup” as a way to review
names after participants have introduced themselves in conventional fash-
ion. Ask participants to line up in alphabetical order by their first names
without talking to each other.

5. Name bingo. Ask participants to mill around the room and meet one
another. As they exchange names, have them write each name anywhere on
a blank bingo form you have made for them. Create a 3 x 3 format of squares
if the group has fewer than ten people, a 4 x 4 format if the group has sixteen
or fewer, and a 5 x 5 format if the group has twenty-five or fewer. Instruct par-
ticipants to place an “O” on any box not used up after meeting each partici-
pant. Then place a copy of everyone’s name in a hat. As the hat is passed
around the group, each participant picks a name out of the hat. Everyone
places an “X” on the box on their form containing the name picked. When-
ever any player obtains bingo (horizontally, vertically, or diagonally), he or
she yells “Bingo!” Eventually, everyone will get bingo several times.

6. Name tag mix-up. Give each participant the name tag of someone else in
the group and ask each person to find the owner of the name tag. Invite
participants to circulate until every person receives his or her name tag.

7. Do you know your neighbors? Form a circle and place one participant in
the middle. Ask that person to point to someone in the circle and challenge
him or her with the question, “Do you know your neighbors?” If the person
in the circle can successfully say the name of the people immediately to his
or her right and left, the person in the middle stays there and challenges
another person in the circle. When a participant fails the neighbor test, he
or she replaces the person in the middle. As the game is played, frequently
change the positions of the participants in the circle.

8. Personalized name tags. Provide materials so that each participant can
develop a name tag that uses any of the following:

® Interesting calligraphy

® A personal logo

® A zodiac sign

® An object or animal that symbolizes some personal quality
® A coat of arms

® A collage of magazine cutouts that contain favorite expressions or objects

Ask participants to meet one another and to learn names.
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9. Name toss. Have group members stand in a circle with one person holding
an object that can be easily thrown and caught, such as a ball or a beanbag.
The member holding the object says his or her name and tosses the object
to another group member. The person catching the object gives his or her
name and tosses the object to another group member. Continue the tossing
until all participants have introduced themselves. When the final member
has been introduced, ask that person to say the name of another group
member and then toss the object to that person. The receiver then repeats
the name of the person who tossed him or her the object and says the name
of another group member before tossing the object to that person.

10. What’s in a name? Have participants introduce themselves and then share
any of the following about their names:

® What I like or dislike about my name
® Who I was named after
® A nickname that I like or dislike

® The origin of my name

After these introductions, challenge participants to write down the names of
all the members of the group.
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” 7 0 Questions for Obtaining
Participant Expectations

There are a variety of questions you can ask to find out the needs, expectations,
and concerns of the participants so that you can gear instruction appropriately.
You can obtain answers through open discussion, a go-around, response cards,
fishbowls, polling, panels, games, and so on. (See “Ten Methods for Obtaining
Participation,” page 19.)

e B A o A A

10.

Why did you choose this class? Why did you come?

What questions about [subject matter of class] do you come with?
What advice, information, or skills do you want to get from this class?
What advice, information, or skills don’t you need or don’t you want?
What do you want to take away from this class? Name one thing.
What are your hopes for this class? What are your concerns?

Do the class objectives match your needs?

What knowledge or skills do you feel you “need” to have? What would be
“nice” to have?

What are your expectations about this class?

What have you learned from previous classes on this topic?
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” 7 0 Methods for Obtaining Participation

Active training cannot occur without the involvement of participants. There are
a variety of ways to structure discussion and to obtain responses from partici-
pants during a session. Some methods are especially suitable when time is lim-
ited or participation needs to be coaxed. You might also consider combining
these methods. For example, you might use subgroup discussion and then invite
a spokesperson from each subgroup to serve on a panel.

1.

Open discussion. Address an unstructured question to the entire group.
The straightforward quality of open discussion is appealing. If you are wor-
ried that the discussion might be too lengthy, say beforehand, “I’d like to
ask four or five participants to share. . . .” To encourage participants to raise
their hands, ask, “How many of you have a response to my question?” Then
call on one of the people who raised their hands.

. Response cards. Pass out index cards and request anonymous answers to

your questions. Use response cards to save time or to provide anonymity for
personally threatening self-disclosures. The need to state yourself concisely

on a card is another advantage of this method. (See “Ten Occasions to Use

Response Cards,” page 23.)

. Polling. Design a short survey that is filled out and tallied on the spot, or

verbally poll participants. Use polling to obtain data quickly and in a quan-
tifiable form. If you use a written survey, try to supply the results to partici-
pants as quickly as possible. If you use a verbal survey, ask for a show of
hands or invite participants to hold up answer cards. (See strategy 14,
“Instant Assessment,” page 83.)

Subgroup discussion. Form participants into subgroups of three or more to
share and record information. Use subgroup discussion when you have suffi-
cient time to process questions and issues. This is one of the key methods
for obtaining everyone’s participation. (See “Ten Strategies for Forming
Groups, page 33.)

. Partners. Form participants into pairs and instruct them to work on tasks or

discuss key questions. Use partners when you want to involve everybody but
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do not have enough time for small-group discussion. A pair is a good group
configuration for developing a supportive relationship and/or for working
on complex activities that would not lend themselves to large-group configu-
rations. (See “Ten Assignments to Give Learning Partners,” page 21.)

6. Go-arounds. Ask each participant for a short response to a key question.
Use go-arounds when you want to obtain something quickly from each par-
ticipant. Sentence stems (for example, “One thing that makes a manager
effective . . .”) are useful in conducting go-arounds. Invite participants to
pass when they wish. Avoid repetition, if you want, by asking each partici-
pant for a new contribution to the process. (See strategy 12, “Introductory

Go-Arounds,” page 79.)

7. Panels. Invite a small number of participants to present their views in front
of the entire class. An informal panel can be created by asking for the views
of a designated number of participants who remain in their seats. Use pan-
els when time permits to generate focused, serious responses to your ques-
tions. Rotate panelists to increase participation.

8. Fishbowl. Ask a portion of the group to form a discussion circle and have
the remaining participants form a listening circle around them. Rotate new
groups into the inner circle to continue the discussion. (See strategy 36,
“Three-Stage Fishbowl Discussion,” page 139.) Use fishbowl discussions to
help bring focus to large-group discussions. Although time-consuming, this
is the best method for combining the virtues of large- and small-group dis-
cussion. As a variation to concentric circles, participants can remain seated
at tables and you can invite different table groups or parts of a table group
to discuss the topic as the others listen.

9. Games. Use an enjoyable activity or a quiz game to elicit participants’ ideas,
knowledge, or skills. Use games to stimulate energy and involvement. Games
also help to make dramatic points that participants seldom forget. (See “Ten
Common Games Trainers Play,” page 29.)

10. Calling on the next speaker. Ask participants to raise their hands when they
want to share their views and request that the present speaker call on the
next speaker (rather than the instructor performing this role). Use this
method when you are sure there is a lot of interest in the discussion or activ-
ity and you wish to promote participant interaction. (See strategy 35, “Town
Meeting,” page 137.)
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” 7 0 Assignments to Give Learning Partners

One of the most effective and efficient ways to promote active training is to
divide a class into pairs and compose learning partnerships. It is hard to get left
out in a pair. It is also hard to hide in one. Learning partnerships can be short-
term or long-term. Learning partners can undertake a wide variety of quick tasks
or more time-consuming assignments, such as those in the list below.

1.

Share your reactions to an assigned reading, an exercise, or a video (for
example, “What were your reactions to the ways in which customers were
entertained in the Fish video?”).

Discuss a short written document with each other (for example, “Please dis-
cuss the strategic plan you read before class and identify anything you
thought was unclear”).

Practice a skill with each other (for example, “Please take a few minutes
with your partner and practice giving constructive performance feedback to
someone you supervise”).

Recap a lecture or demonstration together (for example, “With your part-
ner, review the key points of the presentation we just heard from our guest
speaker”).

. Develop questions together to ask the facilitator (for example, “I would like

each pair to create a question together about the software we just tried out”).

. Analyze a case problem or exercise together (for example, “Take the next

ten minutes and work together on the business ethics problem concerning
conflicts of interest”).

. Test each other (for example, “I would like each of you to take turns test-

ing your partner’s product knowledge of each of the four new loan pro-
grams we are introducing next month”).

. Respond to a question posed by the facilitator (for example, “Get together

with your partner and come up with a joint answer to the first question in
our discussion guide”).
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9. Compare how you completed a task, such as a survey (for example, “Show
your partner your scores on the EQ scale we just completed. See where you

differ”).

10. Read each other’s written work (for example, “Show your partner the func-
tional resume you prepared for this session and ask for feedback”).
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“ 7 0 Occasions to Use Response Cards

One of the simplest ways to engender thought and discussion is to ask partici-
pants to write a response on a blank index card. These cards, once written on,
can be kept by the writer to ponder and to stimulate contributions to class-wide
discussion. Or the cards can be collected, shuffled, and distributed to partici-
pants (each of whom then receives a card whose author is unknown). Finally,
the cards can be passed around a group so that each participant can read what
others have written. There are many things you can ask participants to write on
their response cards.

1. A question about the subject matter of the session.
What do you think the “platinum rule” is?

2. An answer to a test question posed by the trainer.
Process mapping is a process improvement tool.

3. An expectation or need each participant has about the session.
I want to learn how to get my boss to micro-manage less.

4. A solution to a case problem.

One way that Mr. Brown can reduce his tax burden s by purchasing tax-deferred
annuzties.

5. A definition for an important term.

Appreciative inquiry is an organization development approach in which the organi-
zation looks for what works well and devotes itself to doing more of it.

6. A belief or opinion held by the participant.
1 believe that a diverse workforce has more benefits than drawbacks.

7. A fact about the subject matter that the participant believes to be true.
The AIDS virus has a long latency period.
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8. A hypothesis about an experiment or research project.

Males over six feet tall are more likely to obtain advancement than those who are
under six feet tall.

9. A preference held by the participant.
I wish that our performance appraisals were more frequent.

10. A proverb, slogan, or title (book, movie, song, etc.) that the participant
favors.

If it ain’t broke, break it!
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” 7 0 Ways to Make Learning Visual

If learners “see” the point rather than just “hear” it, they are more likely to
remember it. There are a number of ways to add visuals to training sessions.
Some are commonly employed while others are less frequent.

1.

Presentation slides. Content presented by slides can be “bulleted” to anchor
verbal presentations. It can be enhanced with color, graphics, animation,
and audio/video streaming.

. Flip charts. Important issues, questions, or solutions can be recorded on

newsprint. Adding color and visual graphics enhances the display.

. Objects. You can utilize props (see “Ien Props That Dramatize Learning,”

page 46), job-related equipment, play gear, sculpture, machinery, or any
three-dimensional materials that directly or indirectly describe key elements
of your subject matter.

Documents. Use reports, diagrams, charts, maps, pictures, drawings, or
other similar images when they help to explain what you are presenting.
It’s usually better to have copies for each participant rather than one copy
that is displayed or passed around.

. Vivid stories. Tell stories that illustrate the points you are making. The

more visual details you include in the story, the more participants will be
engaged.

. Decorations. Place colorful items in the training room that are visually stim-

ulating, such as art, crafts, flowers/plants, furniture, banners, balloons, and
any other decorative things.

. Dramatic activity. By asking participants to watch and/or participate in

dramatizations of real work/life events, they can “see” how key actions
unfold.

Demonstration. Show participants how something is accomplished rather
than telling them verbally. Involve them, if possible, in the demonstration.
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9. Simulation. Let participants experience the nature of events, procedures,
and problems on a level that approximates or symbolizes the real thing. The
visual aspects of simulations are usually unforgettable.

10. Mental imagery. Invite participants to visualize situations, both probable
and improbable, by having them create mental images evoked by words.
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” 7 0 Suggestions for Activating a Lecture

Lecturing is one of the most time-honored yet ineffective ways to teach. By itself,
it will never lead to active learning. However, a lecture can spark active learning
if the presenter builds interest first, then maximizes understanding and reten-
tion, involves participants during the meat of the lecture, and reinforces what
has been presented. There are several ways to do just that. (Nofe: all the sugges-
tions below can be applied to an online “lecture” as well.)

Building Interest

1. Lead-off story or interesting visual. Provide a relevant anecdote, fictional
story, cartoon, quotation, or graphic that captures the audience’s attention.

2. Initial case problem. Presenta problem (before or during a learning session)
around which the lecture will be structured.

3. Test question. Ask participants a question (even if they have little prior
knowledge) so that they will be motivated to listen to your lecture for the
answer.

Maximizing Understanding and Retention

4. Headlines. Reduce the major points in the lecture to key words that act as
verbal subheadings, bullet points, or memory aids.

5. Examples and analogies. Provide real-life illustrations of the ideas in the
lecture and, if possible, create a comparison between your material and the
knowledge and experience that the participants already have.

6. Visual backup. Use flip charts, slides, brief handouts, and demonstrations
(real or virtual) that enable participants to see as well as hear what you are
saying.
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Involving Participants During the Lecture

7. Spot challenges. Interrupt the lecture periodically and challenge participants
to give examples of the concepts presented thus far or to answer spot-quiz
questions. Or poll them and ask for their opinions.

8. Illuminating activities. Throughout the presentation, intersperse brief activ-
ities that illuminate the points you are making.

Reinforcing the Lecture
9. Participant review. Ask participants to review the contents of the lecture
with one another or give them a self-scoring review test.

10. Application problem. Pose a problem or question for participants to solve
based on the information given in the lecture.
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There are myriad structured activities with fun, playful elements that resemble
games. Scores of books written by ingenious trainers contain such specialized
games. However, any number of common games can be utilized in training ses-
sions for use in illustrating ideas, obtaining information, practicing skills, and
reviewing what’s been taught. Here are ten examples:

“ 7 0 Common Games Trainers Play

1. Crossword puzzles. Construct a simple crossword puzzle. Create clues for
the horizontal and vertical items using definitions, categories, examples,
opposites, fill-in-the-blanks and so forth. (See strategy 83, “Crossword
Puzzle,” page 252.)

2. Cards. Use the format of any card game, such as Poker, Go Fish, Solitaire,
and Crazy Eights, to engage participants. Participants can obtain desirable
cards by giving correct answers, ideas, or solutions to problems. Card games
can also be used to classify things (lawful versus unlawful hiring practices)
or enumerate the order of things (the five steps of giving constructive feed-
back). (See Thiagi’s Design Your Own Games and Activities for several uses of
card games.)

3. Anagrams. Have participants form a word or phrase by rearranging the let-
ters of another word or phrase (for example, trenur no estinmvent to return on
investment) .

4. Baseball. Create questions that are worth “singles,” “doubles, “triples,” and
“home runs.” Have teams create a lineup of participants. Consider the possi-
bility of each team “pitching” its own questions to the opposing team.

5. Scrabble. Invite participants to form words relating to your subject matter.
You can have them select letters from an actual Scrabble® game or you can
provide a word or phrase in which they must use each of its letters to create
a new word or phrase. (See strategy 82, “Review Scrabble,” page 250.)

6. Pictionary. Create small groups and have one participant begin. The start-
ing “picturist” selects a word card from a deck of words (for example, key
software concepts or functions) and has five seconds to examine the word to
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be played. The timer is then turned and the picturist begins sketching pic-
ture clues for the team. The picturist may not use verbal or physical commu-
nication to teammates during the round. Sketching and guessing continue
until the word is identified or time is up.

7. Football. Create questions to obtain “first downs,” “field goals,” and “touch-
downs” (with “extra points”). The team on “defense” can select or devise the
questions that the team on “offense” must answer to make progress down
the field and score points.

8. Dice. Roll one die to determine questions to be answered (graded in diffi-
culty from 1 to 6) OR to specify the quantity of ideas or answers a team must
provide (six strategies to do web searches). Roll two dice to determine how
many spots a team can advance toward a goal after completing a task or
answering a question.

9. Darts. Create questions that have different point value. Invite participants
to throw darts to obtain the opportunity to answer these questions.

10. Bingo/Tic-Tac-Toe. Loads of possibilities here . . . from a name game in
which a participant’s name is selected from a hat to a quiz game in which
answers are provided on a game sheet and participants are given the oppor-
tunity to “cover” the answers by supplying the question they respond to.
(See strategy 30, “Lecture Bingo,” page 122.)
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” 7 0 Energizers to Wake Up or Relax a Group

There are many simple, short activities you can use to energize a tired group or
to help a tense group calm down. You can do any of the following at the begin-
ning of a training session, after a break, or right in the middle of the action.

1.

Singing in a round. Section off participants and invite them to sing a famil-
iar round such as “Row, Row, Row Your Boat.”

. Slow breathing. Invite participants to take ten slow, cleansing breaths . . .

inhaling deeply and then exhaling. Then invite them to reverse the process
.. . have them start by slowly exhaling and then inhaling. Even though
breathing is always a continuous cycle of inhaling and exhaling, consciously
trying to emphasize each part of the cycle can be quite exhilarating.

3. Yawning contest. See who can yawn the loudest or the longest.

4. Touch blue. Call out a color (such as blue) and have participants scurry to

touch any object of that color or person wearing it. Identify other things
besides color, such as “something glass” or “something round.” Or mention
specific objects such as a watch, a book, sneakers, and so forth. Call the next
item as soon as everyone has touched the current one.

Do the hokey, pokey. You know, “Put your right [foot, arm, hip, etc.] in,
put your right [foot, arm, hip, etc.] out, put your right [foot, arm, hip, etc.]
in and shake it all about. Do the hokey, pokey, and turn yourself around.
That’s what it’s all about.”

. Titles. Give participants one minute to shout out the titles of as many films

or books as they can. To make it more challenging, create more specifics,
such as Hitchcock films, books by John Grisham, war films, management
books, and so forth.

. Paper airplanes. Give out sheets of paper and challenge participants to

make a paper airplane that goes the farthest or successfully hits a bull’s-eye
you have drawn on a flip chart.

Mirroring. Pair up participants and have one of the pair (call that person
the “leader”) do hand or stretching motions while the other person (call
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that person the “follower”) simultaneously imitates or “mirrors” the part-
ner’s motions. Invite participants to switch roles and even switch partners.

9. Back rubs. Pair up participants and invite them to give each other back
rubs. Or have participants line up in a circle, turning in the same direction.
Have each person give a back rub to the person in front of him or her. Then
have them turn in the opposite direction and give back rubs to the people
in front of them.

10. Human knot. Ask participants to form a circle and clasp hands with two
other people opposite them. Then ask them to unravel the tangle of hands
and arms that has been created, without releasing their hands. The activity
ends when the original circle is intact.
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” 7 0 Strategies for Forming Groups

Small-group work is an important part of active training. It is important to form
groups quickly and efficiently and, at the same time, to vary the composition
and sometimes the size of the groups throughout the session. The following
options are interesting alternatives to letting participants choose their own
groups or counting off up to a designated number.

1. Grouping cards. Determine how many participants will be attending the
session and how many different groupings you want throughout the session.
For example, in a class of twenty, one activity may call for four groups of
five; another, five groups of four; still another, six groups of three with two
observers.

Code these groups using a colored dot (red, blue, green, and yellow for four
groups), decorative stickers (different stickers in a common theme for five
groups, such as lions, monkeys, tigers, giraffes, and elephants), and a num-
ber (1 through 6 for six groups). Randomly place a number, a colored dot,
and a sticker on a card for each participant and include the card in the par-
ticipant’s materials. When you are ready to form your groups, identify which
code you are using and direct the participants to join their groups in a des-
ignated place. Participants will be able to move quickly to their groups, sav-
ing time and eliminating confusion. You may want to post signs indicating
group meeting areas to make the process even more efficient.

2. Puzzles. Purchase six-piece children’s jigsaw puzzles or create your own by
cutting out pictures from magazines, pasting them on cardboard, and cut-
ting them into your desired shape, size, and number of pieces. Select the
number of puzzles according to the number of groups you want to create.
Separate the puzzles, mix up the pieces, and give each participant a puzzle
piece. When you are ready to form the participants into groups, instruct the
participants to locate others with the pieces to complete a puzzle.

3. Finding famous fictional friends and families. Create a list of famous fic-
tional family members or friends in groups of three or four. (Examples are
Peter Pan, Tinkerbell, Captain Hook, Wendy; Alice, Cheshire Cat, Queen of
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10.

Hearts, Mad Hatter; Superman, Lois Lane, Jimmy Olsen, Clark Kent.)
Choose the same number of fictional characters as there are participants.
Write one fictional name on each index card. Shuffle or mix up the cards
and give each participant a card. When you are ready to form groups, ask
the participants to find the other members of their “family.” Once the
famous group is complete, they are to find a spot to congregate.

Name tags. Use name tags of different shapes and/or colors to designate
different groupings.

Birthdays. Ask participants to line up by birthdays and then break into the
number of subgroups needed for a particular activity. In large groups, form
subgroups by birth months. For example, 150 participants can be divided
into three roughly equal-size groups by composing groups of those born in
January, February, March, and April; May, June, July, and August; and Sep-
tember, October, November, and December.

Playing cards. Use a deck of playing cards to designate groups. Shuffle the
cards and deal one to each participant. Then direct the participants to
locate others and form a group, using criteria such as cards of the same or
different rank, cards of similar or dissimilar suits, a “poker hand,” cards in a
numerical sequence, even or odd numbers, and red versus black suit cards.

Draw numbers. Determine the number and size of the groups you want to
create, put numbers on individual slips of paper, and place them in a box.
Participants then draw a number from the box indicating which group num-
ber they belong to. For example, if you want four groups of four, you would
have sixteen slips of paper with four each of the numbers 1 through 4.

Candy flavors. Give each participant a wrapped sugarless candy of a differ-
ent flavor to indicate groups. For example, your groups may be categorized
as lemon, butterscotch, cherry, and mint.

Choose like items. Select toys of a common theme to indicate groups. For
example, you might choose transportation and use cars, airplanes, boats,
and trains. Each participant would draw a toy from a box and locate others
with the same toy to form a group.

Participant materials. You can code participant materials using colored
paper clips, colored handouts, or stickers on folders or tent cards to pre-
determine groupings.
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” 7 0 Alternatives for Selecting Group Leaders
and Filling Other Jobs

One of the ways to facilitate active learning in small groups is to assign jobs such
as leader, facilitator, timekeeper, recorder, spokesperson, process observer, or
materials manager to some of the group members. Often, you can ask for volun-
teers to assume some of these responsibilities. Sometimes, it is fun and efficient
to use a creative selection strategy.

1.

Alphabetical assignment. Assign jobs in alphabetical order by first name. In
a long-term group, rotate jobs using this order.

. Birthday assignment. Make assignments in chronological order by partici-

pants’ birthdays. In a long-term group, rotate jobs using this order.

. Number lottery. Ask group members to count off. Place pieces of paper

with the numbers held by group members in a hat, draw a number, and
assign the person with that number to the job.

Color lottery. Select a color for each assignment. The person who is wear-
ing that color receives that assignment.

. Article of clothing. Assign responsibilities by selecting corresponding arti-

cles of clothing such as eyeglasses, silver jewelry, a sweater, or brown shoes.

. Voting. Ask group members to vote on the job recipient. One popular

method is to signal members to point to the person they are voting for. The
person with the most fingers pointing at him or her gets the job.

. Random assignment. Ask each member to reveal the sum of the last four

digits of his or her home phone number (for example, 9999 equals thirty-
six). Announce a number from one to thirty-six. Award the job to the per-
son in the group whose sum comes closest to that number.

Pet lovers. Assign a designated job to the person with the greatest number
of pets.

. Family size. Assign a designated job to the person with the most (or fewest)

siblings.
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10. Door prize. Prior to the session, place a sticker in such a way as to identify
one member per group. You might place a sticker on a name tag, on a seat
or desk, or on one of the instructional handouts. The person receiving the
sticker gets the prize of a specific group job. For awarding more than one
job, use stickers of different colors.

101 Ways to Make Training Active, 2nd Ed. Copyright © 2005 by John Wiley & Sons, Inc. Reproduced by permission of
Pfeiffer, an Imprint of Wiley. www.pfeiffer.com



The Nuts and Bolts of Active Training 37

“ 7 0 Tips When Facilitating Discussion

Your role during a group discussion is to facilitate the flow of comments from
participants. Although it is not necessary to interject your comments after

each participant speaks, periodically assisting the group with their contributions
can be helpful. Here is a ten-point facilitation menu to use as you lead group
discussions.

1. Paraphrase what a participant has said so that he or she feels understood
and so that the other participants can hear a concise summary of what has
been said.

So what youre saying is that you have to be very careful about asking applicants
where they live during an interview because it might suggest some type of racial or
ethnic affiliation.

2. Check your understanding of a participant’s statement or ask the partici-
pant to clarify what he or she is saying.

Are you saying that this plan is not realistic? I'm not sure that I understand exactly
what you meant. Could you please run it by us again?

3. Compliment an interesting or insightful comment.
That’s a good point. I'm glad that you brought that to our attention.

4. Elaborate on a participant’s contribution to the discussion with examples,
or suggest a new way to view the problem.

Your comments provide an interesting point from the employee’s perspective. It could
also be useful to consider how a manager would view the same situation.

5. Energize a discussion by quickening the pace, using humor, or, if necessary,
prodding the group for more contributions.

Here’s a challenge for you. For the next two minutes, let’s see how many ways you
can think of to increase cooperation within your department.
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6. Disagree (gently) with a participant’s comments to stimulate further
discussion.

I can see where you are coming from, but I'm not sure that what you are describing
is always the case. Has anyone else had an experience that is different from Jim’s?

7. Mediate differences of opinion between participants and relieve any tensions
that may be brewing.

I think that Susan and Mary are not really disagreeing with each other but are just
bringing out two different sides of this issue.

8. Pull together ideas, showing their relationship to each other.

As you can see from Dan’s and Jean’s comments, personal goal setting is very much
a part of time management. You need to be able to establish goals for yourself on a
daily basis in order to more effectively manage your time.

9. Change the group process by altering the method for obtaining participa-
tion or by having the group evaluate ideas that have been presented.

Let’s break into smaller groups and see whether you can come wp with some typical
customer objections to the products that were covered in the presentation this morning.

10. Summarize (and record, if desired) the major views of the group.

I have noted four major reasons that have come from our discussion as to why man-
agers do not delegate: (1) lack of confidence, (2) fear of failure, (3) comfort in doing
the task themselves, and (4) fear of being replaced.

101 Ways to Make Training Active, 2nd Ed. Copyright © 2005 by John Wiley & Sons, Inc. Reproduced by permission of
Pfeiffer, an Imprint of Wiley. www.pfeiffer.com



The Nuts and Bolts of Active Training 39

” 7 0 Options for Role Playing

Role playing is one of the most useful methods to explore attitudes and to prac-
tice skills. To be successful when conducting a role play, it helps to know differ-
ent ways to create the drama (scripting) and to format it (staging).

Scripting

1.

Improvisation. Give participants a general scenario and ask them to fill in
the details themselves.

. Prescribed roles. Give participants well-prepared instructions that state the

facts about the roles they are portraying and the scenario taking place.

. Participant-prepared skits. Give participants background information about

the situation and ask them to develop a role-playing vignette of their own.
(See strategy 76, “You Write the Script,” page 235.)

4. Dramatic reading. Give participants a previously prepared script to act out.

. Replay life. Ask participants to reenact an actual situation that they have

faced.

Staging

6. Simultaneous. Form all participants into subgroups of appropriate sizes (for

example, pairs for a two-person drama, trios for a three-person drama) and
have all groups simultaneously undertake their role plays.

. Stage front. Have one or more participants role play in front of the group.

Ask the rest of the participants to observe and provide feedback.

Rotational. Rotate the participants in front of the group by interrupting the
role play in progress and substituting a new participant for one or more of
the role players. (See strategy 75, “Rotating Roles, page 233.)

. Different actors. Recruit more than one participant to role play the same

situation in its entirety. This allows the group to observe more than one
style. (See strategy 74, “Triple Role Playing,” page 231.)

10. Repeated. Practice the role play a second time.
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” 7 0 Steps to Use When Facilitating
Experiential Activities

Experiential activities really help to engage participants. It is often far better for
participants to experience something rather than to hear it talked about. Such
activities typically involve role playing, games, simulations, visualization, and
problem-solving tasks. The following ten steps will help to make your experien-
tial activities a success.

1. Explain your objectives. Participants like to know what is going to happen
and why.

2. Sell the benefits. Explain why you are doing the activity and how the activity
connects with any preceding activities.

3. Speak slowly when giving directions. You might also provide a visual backup.
Make sure the instructions are understood.

4. Demonstrate the activity if the directions are complicated. Let the partici-
pants see the activity in action before they do it.

5. Divide participants into the subgroups before giving complex directions.
If you do not, participants may forget the instructions while the subgroups
are being formed.

6. Inform participants how much time they have. State the time you have
allotted for the entire activity and then periodically announce how much
time remains.

7. Keep the activity moving. Don’t slow things down by endlessly recording
participant contributions on flip charts or blackboards and don’t let a
discussion drag on for too long.

8. Challenge the participants. More energy is created when activities generate
a moderate level of tension. If tasks are a snap, participants will become
lethargic.
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9. Always discuss the activity. When an activity has concluded, invite partici-

pants to debrief the activity by processing their feelings and sharing their
insights and learnings.

10. Structure the first debriefing experience. Guide the discussion carefully
and ask questions that will lead to participant involvement and input. If par-

ticipants are in subgroups, ask each person to take a brief turn sharing his
or her responses.

101 Ways to Make Training Active, 2nd Ed. Copyright © 2005 by John Wiley & Sons, Inc. Reproduced by permission of
Pfeiffer, an Imprint of Wiley. www.pfeiffer.com



42

101 Ways to Make Training Active, 2nd Edition

” 7 0 Timesavers When Active
Training Takes Time

Active training takes time. Therefore, it is crucial that no time is wasted. The fol-
lowing are some ways to avoid wasting time.

1.

Start on time. This act sends a message to latecomers that you are serious.
If all of the participants are not yet in the room, begin the session, if you
wish, with a discussion or filler activity for which complete attendance is not
necessary.

Give clear instructions. Do not start an activity when participants are con-
fused about what to do. If the directions are complicated, put them in writing.

Prepare visual information ahead of time. Do not write lecture points on
flip charts or a blackboard while participants watch. Have the notes prere-
corded. Also, decide whether recording participant input is really necessary.
If so, don’t record the discussion verbatim. Use “headlines” to capture what
participants are saying.

Distribute handouts quickly. Prepare handouts in stapled packets prior to
the session. Distribute packets to key areas of the room so that several peo-
ple can assist with distribution.

Expedite subgroup reporting. Ask subgroups to list their ideas on flip-chart
paper and to post their lists on the walls of the room so that all the work can
be viewed and discussed at the same time. Or, going from group to group,
have each group report only one item at a time so that everyone can listen
for possible overlap. Subgroups should not repeat what has already been said.

Do not let discussions be too long. Express the need to move on, but be
sure in a later discussion to call on those who didn’t have a chance to con-
tribute previously. Or begin a discussion by stating a time limit and suggest-
ing how many contributions time will permit.

Obtain volunteers swiftly. Don’t wait endlessly for participants to volunteer.
You can recruit volunteers during breaks in the session. Continue to call on
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individual participants if there are no immediate volunteers. Or use any of
the methods in “Ten Alternatives for Selecting Group Leaders and Filling
Other Jobs,” page 35.

8. Be prepared for tired or lethargic groups. Provide a list of ideas, questions,
or even answers and ask participants to select ones they agree with; fre-
quently, your list will trigger thoughts and issues from participants.

9. Quicken the pace of activities from time to time. Often, setting time limits
for participants energizes them and makes them more productive.

10. Elicit prompt attention. Use a variety of cues or attention-getting devices to
inform the participants that you are ready to reconvene after a small-group
activity. (See “Ten Tricks for Calling Participants to Order,” page 44.)
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” 7 0 Tricks for Calling Participants to Order

When training is active, the room can become busy with activity and even noisy.
From time to time, you will need to get the attention of participants to indicate
that a time period is up and that you will be leading the group into a new phase.
There are several ways to accomplish this.

1.
2.

Flick a light switch. This isn’t offensive if you do it rapidly and briefly.

Make a dramatic announcement. Grab attention by saying something like
“Testing, 1, 2, 3. Testing,” “Now hear this, now hear this,” or “Earth to
group, earth to group.” Use a megaphone or microphone for large groups.

Create a verbal wave. Instruct the group to repeat after you whenever they
hear you say “time’s up.” In no time at all, the participants will be assisting
you in indicating that it is time to stop what they are doing.

Use clapping. Instruct the group members to clap their hands once if they
can hear you. Within a few seconds, the first participants to hear your
instructions will clap and, by doing so, will get the rest of the group’s atten-
tion. Or ask them to respond with the last two claps whenever they hear you
clap a rhythmic pattern (as in the rhythm created by the phrase: “shave and
a hair cut . . . two bits”).

Play prerecorded music. Select music that can quickly command attention.
You may elect to quiet participants gently, using meditative music, or with a
bang, using something like the opening bar of Beethoven’s Fifth.

Use a silent visual signal. Explain to participants that they should quiet
down whenever they see you using a visual signal (for example, holding up
your index and middle fingers). Or simply hold up or display on a projected
screen a visual symbol to stop talking.

Use a sound signal. A gavel, bell, whistle, or kazoo will do. Novelty stores
also have a variety of sound-making gag toys. Sounds from musical instru-
ments such as a tambourine or a flute will also work.
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8. Secret word or phrase. Inform the group that when you whisper something
loudly (for example, a funny or off-beat word or phrase such as “you’re
fired”), they should whisper it to their neighbors, then stop and listen.

9. Tell a joke. Inform participants that you have a storehouse of jokes or riddles
that will serve as a cue to quiet down.

10. Announce “break time!” This will surely get everyone’s attention.
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” 7 0 Props That Dramatize Learning

Props are an excellent way to create interest through visual impact and to pro-
mote learning retention. Use your imagination to select objects such as hats, pic-
tures, toys, or signs to illustrate your point and enhance your presentation.
(Good online sources for obtaining training props are orientaltrading.com or
trainerswarehouse.com.)

1. Train whistle. Use a train signal to alert participants to finish up a subgroup
activity or to start another. What could be a more appropriate way to let
them know that this “train”-ing is coming in on time?

2. Picture perfect. Peruse magazines and catalogs for pictures relating to your
topic and use them to test assumptions, illustrate a point, or spark a discus-
sion. For example, in a session on diversity, choose pictures of people of
different ages, genders, races, or ethnic backgrounds shown in a variety of
settings and ask participants to guess the occupation of each person and to
give the reasons for their answers. This is an interesting way to begin to
examine stereotypes and assumptions.

3. Abracadabra. Use a magic wand or a crystal ball to introduce the topic of
management skills by pointing out that many people are promoted to man-
agement positions with little or no training and “like magic” are expected to
know how to manage. In a session on career development, you can point
out that many people expect their careers to happen “like magic” and stress
how important it is to take control and to develop a plan instead.

4. Take one. Make or buy a film director’s clapboard to use in role plays when
you want to stop the action to coach the participants or to have the group
give feedback on the role play.

5. Toys “R” Us. Simple children’s toys can be used in a variety of ways. For
example, select a number of different toys based on the number of partici-
pants in your session. Possible choices include Silly Putty®, a yo-yo, a Slinky®,
a Koosh® ball, or a puzzle. Ask participants to choose one toy each and then
have them explain how this represents their organization, themselves, or the
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topic. You can also use toys in a sales training session by asking participants
to describe the features and benefits of the toy or to try to “sell” the toy to
the rest of the class. Toys can also be used to make a break more enjoyable.

6. Hat in hand. Use hats in role plays to help the participants “get into” their
roles. For example, have a manager-coach wear a baseball cap. In team
building, team hats with logos help create a sense of unity and team spirit.

7. Postit. Create posters with quotations from famous people that relate to
the topic of the session and display the posters around the room. Not only
do they help create a mood and generate interest, but you can also use
them to begin the session by asking participants to choose the quotation
that they like the best and to explain how they think it relates to the session.

8. Personification. Dress up in a costume relating to the subject of the session.
For example, in a nursing class on dealing with geriatric patients, you could
dress as an old woman or man who has to be helped into the room. To
introduce a session on the Americans with Disabilities Act, you can enter the
room in a wheelchair or on crutches and discuss with participants how they
react to people with disabilities. You could also have participants simulate
what it is like to be disabled by using ear plugs to approximate hearing loss,
putting petroleum jelly on a pair of glasses to simulate the loss of sight, or
tying a person’s arm down to represent the loss of a limb.

9. Good answer. Write on a card in large letters, “Good Answer.” Give the card
to a person in the front of the room. During the discussion, when a partici-
pant responds with a good answer to a question, point to the person who
has the card, who will then hold up the “Good Answer” card for all to see.

10. Team theme. Choose a theme for your session. It can relate to an upcoming
holiday, a metaphor for the topic, or an organization’s theme. Then deco-
rate the room and choose various props that illustrate the theme. For exam-
ple, a metaphor for team building could be a cruise. When participants
arrive, they are greeted with leis and given compasses to help them “stay on
course.” You could also give them a roll of LifeSaver® candies for that
needed “pick me up” in the afternoon.
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” 1 0 Interventions for Regaining Control
of the Group

Using active-training techniques tends to minimize the problems that often
plague trainers who rely too heavily on lecture and full-group discussion.
Nonetheless, difficulties such as monopolizing, distracting, and withdrawing still
may occur. Below are interventions you can use; some work well with individual
participants, while others work with the entire group.

1. Signal nonverbally. Make eye contact with or move closer to participants
when they hold private conversations, start to fall asleep, or hide from par-
ticipation. Press your fingers together to signal for a wordy participant to
finish what he or she is saying. Make a “T” sign with your fingers to stop
unwanted behavior.

2. Listen actively. When participants monopolize discussion, go off on a tan-
gent, or argue with you, interject with a summary of their views and then ask
others to speak. Or acknowledge the value of their viewpoints and invite
them to discuss their views with you during a break.

3. Encourage new volunteers. When a few participants repeatedly speak up in
class while others hold back, pose a question or problem and then ask how
many people have a response to it. You should see new hands go up. Call on
one of those people. The same technique might work when trying to obtain
volunteers for role playing.

4. Invoke participation rules. From time to time, tell participants that you
would like to use rules such as the following:

® No one may laugh during a role play.
® Only participants who have not yet spoken may participate.
® Fach new comment must build on a previous idea.

® Speak for yourself, not for others.
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5.

10.

Use good-natured humor. One way to deflect difficult behavior is to use
humor. Be careful, however, not to be sarcastic or patronizing. Gently protest
the inappropriate behavior (“Enough, enough for one day!”) or humorously
put yourself down instead of the participant (“I guess I'm being stubborn,

but...”).

. Connect on a personal level. Even if the problem participants are hostile

or withdrawn, make a point of getting to know them during breaks or lunch.
It is unlikely that people will continue to give you a hard time or remain dis-
tant if you have taken an interest in them.

. Change the method of participation. Sometimes, you can control the dam-

age done by difficult participants by inserting new formats, such as using
pairs or small groups rather than full-class activities.

Ignore mildly negative behaviors. Try to pay little or no attention to behav-
iors that are small nuisances. These behaviors may disappear if you simply
continue the session.

. Discuss very negative behaviors in private. You must call a stop to behaviors

that you find detrimental to the training session. Arrange a break and firmly
request, in private, a change in behavior of those participants who are dis-
ruptive. Or create small-group activities and call aside the problem partici-
pants. If the entire group is involved, stop the session and explain clearly
what you need from participants to conduct the training effectively.

Do not take personally the difficulties you encounter. Remember that many
problem behaviors have nothing to do with you. Instead, they are due to
personal fears and needs or displaced anger. Try to determine whether this
is the case and ask whether participants can put aside the conditions affect-
ing their positive involvement in the training session.
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“ 1 0 Tips for Online Active Learning*

Online courses do not have to be the electronic adaptation of the traditional
correspondence course in which participant activity and engagement have often
been nominal. When online courses are active, e-learners create valuable learn-
ing communities, build friendships, and share in online experiences that have
similar characteristics and results as those of the conventional classroom. The
following ten tips will help bring active learning to your online courses.

1.

Establish clear expectations for participation. The expectations for partici-
pation in a classroom course are typically recognizable through the course
agenda, syllabus, or timeline. For online courses, however, these norms for
participation are less frequently established or recognized by participants
and should therefore be clarified by the instructor.

Provide etiquette guidelines for online communications. Rules, policies,
and recommendations for how participants should interact during an active
online course are best communicated at the beginning of the course. For
example, avoid sarcasm, idioms, jargon, and slang.

Test-drive any and all technology. Prior to assigning activities that use
online technology (for example, chat room, discussion forum, streaming
video), the associated tools should be tested by both you and the course par-
ticipants. Identifying technical problems before course activities begin can
save you time as well as a variety of hassles.

Create an effective teaching environment. Just as a loud radio or television
would divert your attention while facilitating a classroom activity, online
technologies (e-mail, instant messenger, Web surfing) can distract you from
online engagement just as easily. As a result, it is best to avoid multitasking
while teaching online.

Don’t try to do it all the first time. Activities and games for creating engag-
ing online courses are as numerous as your imagination, although too much
of a good thing can often lead to problems for participants (for example,
technology overload, confusion, technical problems).

*Contributed by Ryan Watkins, author of 75 e-Learning Activities: Making Online Learning Interactive (Pfeiffer, 2004).
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6. Write comments and questions in advance. When teaching an online course,
you should prepare for discussions, especially “live” chat room discussion,
ahead of time using your word processing program (for example, Microsoft
Word®). By typing questions or comments beforehand, you can simply cut
and paste them into the chat room discussion at the appropriate time with-
out having to delay the conversation.

7. Require informative subject lines. Given the volume of online communica-
tions in most any e-learning course, using and requiring detailed subject
lines is essential to course organization and management.

8. Get participants involved. The most frequent complaint of online learners
is a feeling of isolation from the learning community. Using online groups,
engaging activities, frequent discussion topics, and other active learning
strategies can reduce the anxiety of participants by helping them establish
online relationships with their peers.

9. Review and reflect. Online courses provide you and the participants with
unprecedented documentation of what was taught, referenced, discussed,
and decided in an online course, all of which can be used effectively to
review and reflect on the course experiences.

10. Expect the unexpected. Any course that relies on technology will experi-
ence a variety of technical “melt downs” from time to time. Although tech-
nology contingency plans are vital, an online instructor must remain
flexible and patient.
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How to
Get Active
Participation
from the Start







TEAM-BUILDING
STRATEGIES

The strategies that follow are ways to help
participants to get acquainted (if they are
strangers to each other) and reacquainted
(if they are returning from a prior training
session) or to build team spirit with an intact
group. They also promote an active-learning
environment by getting participants to move
physically, to share openly their opinions and
feelings, and to accomplish something in which
they can take pride. Many of these strategies
are well known throughout the training pro-
fession. Some are my own original creations.
All of them get participants active from the
start.

When you use these team-building openers,
try to relate them to the subject matter of your
training session. Sometimes, task-oriented par-
ticipants consider it a waste of time to learn
trivial information about other participants,
such as their likes and dislikes or their hobbies
and interests. If you can gear the strategy to
the topic at hand at the same time as intro-
ducing participants to each other, you have
lessened this concern. Note how this is accom-
plished in the strategies that follow. Also,
experiment with strategies new to you and
your participants. In today’s world, training
participants are so accustomed to certain pop-
ular icebreakers that they may be turned off
by them rather than turned on. Participants
will welcome activities that are refreshingly
different.
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Stand Up and Be Counted

Overview
This a fast moving way to acquaint the participants with
each other . . . especially in a large class.
Procedure

1. Explain to participants that you would like to conduct a quick survey to help
everyone know “who’s here today?”

2. Ask participants to stand up and be counted if a statement you make applies to
them.

3. Develop statements that would be of interest from categories such as:
® Occupation (“Stand up if you are a first-line supervisor.”)
® Status (“Stand up if you are new to this company.”)
® Location (“Stand up if you have lived outside of the United States.”)
® Experience (“Stand up if you have recently met someone famous.”)
® Beliefs (“Stand up if you believe that the customer is always right.”)

® Opinions (“Stand up if you think that training programs have little effect
after they are over.”)

® Preferences (“Stand up if you prefer the telephone to e-mail.”)

® Priorities (“Stand up if you think it’s important to spend more time on
employee retention than on product development.”)

® Hobbies (“Stand up if you play a musical instrument.”)
® Talents (“Stand up if you are adept at using Excel.”)

4. Use anywhere from five to twenty-five statements. Remain within one of
the above categories or mix. Do whatever will be of human interest to your
participants. The activity works best if some of your statements will apply
to virtually everyone and some will apply to just a few. You might end with
something that all the audience will stand up for, such as, “Stand up if you
are alive!” or “Stand up if you had fun doing this exercise.”
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Case Example

In a program on the ROI (return of investment) of training, participants were
asked to stand up if:

® they had taken a course on research methods

they prefer interviewing people over observing them

they know who Donald Kirkpatrick is

they have evaluated a training program before

they were ever asked for evidence about the impact of a training initiative

they believe there is little correlation between course evaluation feedback
data and actual transfer of training

® they have designed a criterion-referenced test
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Human Scavenger Hunt

Overview

This is a popular icebreaker that can be designed in a
number of ways and for any size group. It fosters team
building and uses physical movement right at the begin-
ning of a training session.

Procedure

1. Devise six to ten descriptive statements to complete the phrase “Find some-
one who. . ..” Include statements that identify personal information and/or
training content. Use some of these beginnings:

Find someone who . . .

®m likes/enjoys

® knows what a 1s

® thinks that

® specializes in

® has already

® is motivated by

® believes that

® has recently read a book about

® has experience with
m dislikes

® has had previous training with

® has a great idea for

® owns a

B wants

® doesn’t want
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2. Distribute the statements to participants and give the following instructions:
“This activity is like a scavenger hunt, except that you are looking for people
instead of objects. When I say ‘begin,’ circulate around the room looking
for people who match these statements. You can use one person for only
one statement, even if he or she matches more than one. When you have
found a match, write down the person’s first name.”

3. When most participants have finished, call a stop to the hunt and reconvene
the full group.

4. You may want to offer a token prize to the person who finishes first. More
importantly, survey the full group about each of the items. Promote short dis-
cussions of some of the items that might stimulate interest in the course topic.

Variations

1. Avoid competition entirely by allowing enough time for everyone to com-
plete the hunt.

2. Ask participants to meet others and find out how many matches can be
made with each person.

Case Example

The following scavenger hunt is used for a session on “Active-Training
Techniques”:
Find someone who . . .

® has the same first initial as yours

® was born in the same month as you were

® lives in a different state (or country) from yours

m dislikes role playing

® has attended a workshop on training techniques before
® knows what “jigsaw learning” is

When the group is reconvened, go through the alphabet and invite each person
whose first initial you just called to stand up and introduce himself or herself.
Find out which participant has had the most recent birthday. Hold a brief discus-
sion about the participants’ reservations about role playing and what they learned
in previous workshops. Invite a participant to explain what “jigsaw learning” is.

If no one knows, ask participants to speculate what it means and, after several
guesses, explain it and promise to demonstrate it later on in the workshop.

101 Ways to Make Training Active, 2nd Ed. Copyright © 2005 by John Wiley & Sons, Inc. Reproduced by permission of
Pfeiffer, an Imprint of Wiley. www.pfeiffer.com



101 Ways to Make Training Active, 2nd Edition

60
Group Résume

Overview

Résumés typically describe an individual’s accomplish-
ments. A group résumé is a fun way to help participants
become acquainted or do some team building with a
group whose members already know one another. This
activity can be especially effective if the résumé is geared
to the subject matter of the training.

Procedure

1. Divide participants into subgroups of three to six members.

2. Tell the group members that they represent an incredible array of talents
and experiences!

3. Suggest that one way to identify and brag about the group’s resources is to
compose a group résumé. (You may want to suggest a job or contract the
group could be bidding for.)

4. Give the subgroups newsprint and markers to use in creating their résumés.
The résumés should include any information that promotes the subgroup as
a whole. The groups may choose to include any of the following information:

® educational background

® knowledge about the course content
® total years of professional experience
® positions held

® professional skills

® major accomplishments

® publications

® hobbies, talents, travel, family

5. Invite each subgroup to present its résumé and celebrate the total resources
contained within the entire group.
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Variations
1. To expedite the activity, give out a prepared résumé outline that specifies
the information to be gathered.

2. Instead of having participants compile a résumé, ask them to interview one
another about categories that you provide.

Case Example

The following group résumé might be composed by a group in a session on
business writing:
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n Predictions

Overview

This activity is a fascinating way to help participants become
acquainted with one another. It is also an interesting experi-
ence 1in first impressions.

Procedure

1. Form subgroups of three or four participants (who are relative strangers to
one another).

2. Tell the participants that their job is to predict how each person in their
subgroup will answer certain questions you have prepared for them. The
following are some all-purpose possibilities:

® Where did you grow up?

® What were you like as a child? As a student?

® Were your parents strict or lenient?

® What type of music do you enjoy?

® What are some of your favorite leisure activities?
® How may hours do you usually sleep nightly?

Note: Other questions can be added or substituted depending on the group
you are leading.

3. Have subgroups begin by selecting one person as the first “subject.” Urge
participants to be as specific as possible in their predictions about the chosen
person. Tell them not to be afraid of bold guesses! As the subgroup members
guess, request that the “subject” give no indication as to the accuracy of the
predictions. When the predictions about the “subject” are finished, the “sub-
ject” should then reveal the answer to each question about himself or herself.
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Variations

1. Create questions that require participants to make predictions about one
another’s views and beliefs (rather than factual details).

2. Eliminate the predictions. Instead, invite participants, one by one, to answer
the questions immediately. Then ask subgroup members to reveal what facts
about one another “surprised” them (based on their first impressions).

Case Example

An instructor in a leadership development course utilizes prediction questions
in an opening class. The class is broken into subgroups of four, with participants
predicting answers for the following questions:

= How long have you been a manager?
® Who would you nominate as a terrific leader?

® What is more important to you . . . being right or being liked?
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B Television Commercial

Overview

This is an excellent opener when group members already
know one another. It can produce rapid team building.

Procedure

1. Divide participants into teams of no more than six members.

Ask teams to create a thirty-second television commercial that advertises
their team, their profession, or their organization.

The commercial should contain a slogan (for example, “You are now free to
move around the country”) and visuals.

Explain that the general concept and an outline of the commercial are suffi-
cient. But if team members want to act out their commercial, that is fine too.

Before each team begins planning its commercial, discuss the characteristics
of currently well-known commercials to stimulate creativity (for example,
the use of a well-known personality, humor, a comparison to the competi-
tion, or sex appeal).

Ask each team to present its ideas. Praise everyone’s creativity.

Variations

1.

Case Example

Have teams create print advertisements instead of television commercials.
Or, if possible, have them actually create commercials on videotape.

Invite teams to advertise their interests, values, beliefs, or concerns. Ask the
teams to relate these topics to the subject matter of the course.

Employees of a hospital are asked to develop a television commercial that
advertises the advantages of being a patient at their hospital. They create an
advertisement that combines the slogans of several well-known commercials
that emphasize care and friendliness, such as “You’re in good hands with
Southwest Hospital” and “When you care enough to provide the very best.”
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n Me Too

Overview

This activity introduces physical movement right from the
start and helps participants to get acquainted by forming
groups rapidly in which participants have common charac-
teristics. It moves quickly and is a lot of fun.

Procedure

1. Make a list of categories you think might be appropriate in a getting-
acquainted activity for the session you are facilitating. Sample categories
include the following:

® birthday month

® negative or positive reaction to [identify a topic, such as poetry, role
playing, science, or web browsing]

® number of hours of nightly sleep

® favorite [identify any item, such as book, song, or fastfood restaurant]
® left-handed or right-handed writer

® shoe color

® agreement or disagreement with any statement of opinion on an issue
(for example, “Healthcare insurance should be universal”)

2. Clear some floor space so that participants can move around freely.

3. Call out a category. Direct participants to locate as quickly as possible all the
people whom they would “associate with” given the category. For example,
“right-handers” and “left-handers” would separate into two groups. Or those
who agree with a statement would separate from those who disagree. If the
category contains more than two choices (for example, the month of partici-
pants’ birthdays), ask participants to congregate with those like them,
thereby forming several groups.

4. When participants form the appropriate “Me Too” clusters, ask them to
shake hands. Invite all the participants to observe approximately how many
people there are in different groups.
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5. Proceed immediately to the next category. Keep the participants moving
from group to group as you announce new categories.

6. Reconvene the entire group. Discuss the diversity of participants revealed
by the activity.

Variations

1. Ask participants to locate someone who is different from them rather than
the same. For example, you might ask participants to find someone who has
eyes of a different color. (Whenever there are not equal numbers of partici-
pants in different categories, allow more than one person from one group
to cluster with someone from another group.)

2. Invite participants to suggest categories. Or simply invite one person to stand
up and say something that is true about him- or herself (for example, “I'm an
INTP [one of sixteen categories in the Myers-Briggs Type Indicator]). If that
is true for others in the group, they must stand up and say, “Me, too.”

Case Example

In a sales training course, a trainer designs a getting-acquainted activity using
the following categories:

® likes/dislikes making cold calls to potential customers
m thinks “hard sell”/“soft sell” is more effective

® has had no prior sales experience/one to five years of experience/five
or more years of experience

® prefers commercial to commercial
(provide a choice of two current ones)

® has sold mostly to men/to women/to both equally
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Really Getting Acquainted

Overview

Most getting-acquainted activities are limited opportunities
to meet others. An alternative is to arrange an in-depth
experience in which pairs of participants can become
really well acquainted.

Procedure
1. Form the participants into pairs in any manner you desire. Criteria for
forming pairs might include any of the following:
® two participants who have never met before
® two participants who work in different departments or organizations

® two participants who have different jobs, fields of study, or levels of
knowledge or experience

2. Ask the pairs to spend thirty to sixty minutes getting to know each other.
Suggest that they go for a walk, have coffee together, or, if relevant, visit
each other’s work site or office.

3. Supply some questions that the pairs can use to interview each other.

4. When the entire group reconvenes, give pairs a task to do together that
enables them to start learning about the subject matter of the session. (See
“Ten Assignments to Give Learning Partners,” page 21.)

5. Consider the appropriateness of forming the pairs into long-term learning
partnerships.

Variations

1. Have participants form trios or quartets instead of pairs.

2. Have participants introduce their partners to the entire group.
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Case Example

In the first meeting of a multi-session supervisory training program attended by
participants from different divisions and departments, the following ways were
established to pair people:

Level of Supervisory Experience
Possible questions: 'What has changed in this organization over the years?

What have been the most rewarding experiences you have had?
The most difficult?

How do you feel about recently becoming a supervisor?

Number of Employees to Supervise
Possible questions: 'When, if ever, do you meet as a group?
Does a small department have better morale?
How do you make sure you observe every employee?

Previous Work Experience with Another Company
Possible questions: How is your former company different from ours?
What did you like about it? Dislike about it?
How were supervisors trained at your previous company?
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n Team Getaway

Overview

Often, active training is enhanced by creating long-term
learning teams. When this is in your plans, it helps to
conduct some initial team-building activities to ensure a
solid start. While there are many team-building activities
to consider, the following is a favorite.

Procedure

1. Provide each team with a stack of index cards (different sizes in each stack
are best).

2. Challenge each team to be as effective a group as possible by constructing a
“getaway retreat” solely from the index cards. While folding and tearing the
cards are permitted, no other supplies can be used for the construction.
Encourage teams to plan their retreat before they begin to construct it.
Provide marking pens so that teams can draw on the cards and decorate the
getaway as they see fit.

3. Allow at least fifteen minutes for the construction. Do not rush or pressure
the teams. It is important for team members to have a successful experience.

4. When the constructions are finished, invite the entire group to take a tour
of the getaway retreats. Visit each construction and request that team mem-
bers show off their work and explain any intricacies of their retreat. Applaud
each team’s accomplishments. Do not encourage competitive comparisons among
the constructions.

Variations

1. Ask the teams to build a team “monument” instead of a getaway retreat. Urge
them to make the team monument sturdy, high, and aesthetically pleasing.

2. Reconvene the entire group and ask participants to reflect on the experi-
ence by responding to this question: “What were some helpful and not so
helpful actions we did as a team and individually when working together?”
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Case Example

This activity is, of course, an excellent way to begin a training session on the topic
of team building. To enhance the learning value, an observer was assigned to
each team as it built its getaway. The observer gave feedback about the following:

® goals that evolved (besides getting the job done)
® ways in which members tried to contribute to or block the team effort
® norms that developed about acceptable or unacceptable behavior

® Jeadership: who had it, who took it, and to whom it was given
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n Reconnecting

Overview

In a multi-session course, it is sometimes helpful to spend
a few minutes “reconnecting” with participants after some
absence. This activity considers some ways to do this.

Procedure

1. Welcome participants back to the course. Explain that you think it might be
valuable to spend a few minutes becoming “reconnected” before proceed-
ing with today’s session.

2. Pose one or more of the following questions to the participants:
® What do you remember about our last session? What stands out for you?

® Have you read/thought out/done something that was stimulated by our
last session?

® What interesting experiences have you had between sessions?

® What’s on your mind right now that might interfere with your ability to
give full attention to today’s session?

® How do you feel today? (A fun answer is to use a metaphor, such as “a
bruised banana.”)

3. Obtain responses by using any one of several formats, such as subgroup
discussions or calling on the next speaker. (See “Ten Methods for Obtaining
Participation,” page 19.)

4. Segue to the topic of the current session.

Variations

1. Conduct a review of the last session instead of posing questions.

2. Present two questions, concepts, or pieces of information covered in the
previous session. Ask participants to vote for the one they would most like
you to review.
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Case Example

A group in a multi-session customer-service course is asked the following ques-

tions as it reconvenes:
® What examples of good or poor customer service have you observed

since we last met?
® What kinds of customers are the most difficult?
® What feelings do you have now about the value of good customer service?
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Setting Ground Rules

Overview

This is a polling method that enables participants to set
their own rules for behavior. When participants are part of
this team-building process, they are more likely to support
the norms that are established.

Procedure

1. Obtain a small number of volunteers (relative to the size of the group) to
serve as “interviewers.”

2. Have the interviewers circulate throughout the group for a period of ten to
fifteen minutes, making contact with as large a sample of people as time per-
mits. Instruct the interviewers to ask group members the following question:
“What behaviors do you think would be helpful or not helpful during this
session?” (First provide the group with some sample answers to guide
responses.)

3. At the end of the allotted time, ask the interviewers to report their findings
back to the group. (If desired, list the findings on a flip chart or blackboard.)

4. Usually, it is sufficient to simply hear the collected expressions of the partici-
pants to establish a sense of the behavioral ground rules desired by the
group. However, it is also possible to analyze the findings, look for overlap,
and then consolidate the list.

Variations

1. Provide a list of several possible ground rules. Ask participants to select
three from the list. Tabulate the results. The following items might be suit-
able for your list:

® respect confidentiality
® everyone participates when working in small groups or teams
® observe the starting time of the class

® get to know others different from yourself
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® et others finish what they are saying without interrupting
® no “put-downs” or “cheap shots”

® speak for yourself

® be brief and to the point when speaking

® use gender-sensitive language

® be prepared for class

® do not sit in the same seat for every session

® agree to disagree

® give everyone a chance to speak

® build on one another’s ideas before criticizing them

2. Have the group brainstorm ground rules for participation. Then use a pro-
cedure called “multi-voting” to arrive at a final list. Multi-voting is a method
for reducing a list of items by one-half. Each participant votes on as many
items as he or she wants; the half of the items with the highest number of
votes remains on the list. (The procedure can be repeated as often as
desired; each vote reduces the list by one-half.)

Case Example

In a several-week-long training program for project teams, the facilitator asks the
teams to develop ground rules. The project teams determine that the following
rules create an effective working environment:

® Team members must attend all sessions and outside team-project meetings.

® Participants who miss more than two outside meetings will be dropped
from the project team.

® The project teams will provide the facilitator with bi-weekly progress
reports.

® Teams will provide feedback to one another in review sessions.

® Written summaries of each team’s project will be provided to the facilita-
tor and other group members one week prior to the final presentations.
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On-THE-SroT
ASSESSMENT STRATEGIES

The strategies that follow can be used in con-
junction with team-building strategies or by
themselves. They are designed to help you
learn about the participants while at the same
time involving participants right at the begin-
ning of a training session. The information
gleaned from these strategies is not only useful
to you but also of interest to the participants
themselves.

Some of the strategies allow you to assess
specific things about the participants, while
others are versatile enough to give you an
overall picture. On-the-spot assessment strate-
gies are especially valuable when you have not
had the opportunity to assess the training
group prior to the first session. These strategies
can also be used to corroborate assessments
you have done prior to the training.
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First-Class Survey

Overview

A survey can be used at the beginning of a multi-session
training program to gather useful assessment information
for the remaining sessions. Often, the data that is collected
from a survey can be fed back to the participants (in a sum-
mary form) in advance of or at the beginning of the next
session. This way, everyone is informed of the information
obtained. The survey information may also be helpful in
planning or finalizing the agenda and training plan.

Procedure
1. Determine what information would be useful to obtain from participants.
Consider some of the following categories:
® participant demographics (How many years have you been working here?)
® job descriptions (What are your supervisory duties?)

® prior experience (Have you served on a process improvement team
before?)

® expectation about the training (Do you want a lot of practice time?)

® attitudes toward the training (Do you feel that this training class is going
to be valuable to your career?)

® opinions about a training issue (Do you think we need a new way to . . . ?)
® resources available (Do you have access to the company intranet?)

® suggestions (What do you want to see on the agenda for this training
program?)

2. Develop the actual survey. Use a variety of survey techniques that make the
completion of the survey quick and easy and allow for some tabulation of
results:
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Rating Scales

I think we need a new way to confirm customer orders.
strongly agree  agree  notsure disagree strongly disagree
Ranking or Prioritizing Items
Rank the importance of each item to you. Use number 1 as the highest priority.
____establishing clear expectations for associates
___resolving conflicts with associates
____building team spirit among associates

____obtaining associate buy-in to company initiatives

Checklist
How do you feel about this training program?

(Circle all the words/phrase that apply.)
wait and see pessimistic ambitious excited too long

overdue not needed not sure on target not specific

Sentence Stem
Complete this sentence:

One thing that concerns me about the trainingis. . ..

Short Answer
Describe your prior experience with call centers:

3. Show the survey to a colleague and obtain feedback about its content, clarity,
and user-friendliness. Make any modifications.

4. Introduce the survey to participants by acknowledging that they bring expe-
rience with and opinions about the training program to class and, that to
make the training best meet their needs, you want to find out some things
from them.

Variation

If the group is small, interview each participant individually.
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Case Example

At the first day of a week-long new employee training program at a pharmaceuti-
cal company, participants are given the following survey:

1. How familiar are you with the process of animal testing in new drug
research and development?

1 = no knowledge
2 = little knowledge
3 = know the basics
4 = very familiar
2. What prior experiences have you had in animal labs? (check all that apply)
a. feeding and grooming
b.injections
c. observation
3. What questions do you have about laboratory animal science?
a.
b.
4. Complete this sentence:

By the end of the week, I hope that. . ..
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Introductory Go-Arounds

Overview

As a warm-up to any training program, go-arounds are a
way to capture briefly the thoughts and feelings that partic-
ipants are bringing to the session. This process helps to
open communication channels and bring participants’
hopes and concerns to the surface. Go-arounds are also a
participation equalizer that may set the tone for inclusion
of every person attending the training.

Procedure

1. Explain to participants that you would like to learn about their thoughts
and feelings about attending the training session by “going around” the
group and hearing from everyone. Indicate that a sentence stem is useful in
conducting go-arounds because each person can be brief and to the point.

2. Start at one end of the room or allow participants to share their endings
whenever each one feels like doing so. Invite participants to “pass” when it’s
their turn by saying, “I would prefer to pass” or “I pass with dignity.” Also invite
participants to repeat what someone else has said previously if it expresses
their sentiments well. If the group is large, create a smaller go-around group
by obtaining short responses from one side of the room, from people who are
wearing glasses, or by some other sampling technique.

3. To surface thoughts and feelings about the training agenda, use one of the
following:

I hope this training session. . . .

By the end of this class, . . .

It’s important to me that we. . . .

Briefly, my opinion about [insert topic] is. . . .

I'm coming to this training. . . .
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4. To elicit comments on a more personal level, use one of the following:

Something that happened to me recently (or since the last time we met) is that. . . .
Some recent good/bad news I've had. . . .

Today I feel like. . . .

I'm thankful that. . . .

I'm looking forward to. . . .

To obtain feelings about the group or organization to which participants
belong, use one of these:

One thing I'm frustrated by is. . . .
I just wish. . . .

I want to tell you. . . .

I would prefer. . . .

I am pleased that. . . .

Variation

Ask participants to go around or call out words or phrases when they think about

“today’s class.” Here are some examples: “been there, done that,” exciting, tense, fun,
or long overdue. Record these free associations. Allow for moments of silence and
go for as much quantity as time permits. Then process the list by asking: What
does it tell us about what’s on our minds about the prospects of this training program?

Case Example

At the beginning of a training program on conducting performance reviews,

participants were asked to share their responses to three go-around stems:

1. My experience when receiving performance reviews has been. . . .

2. I think we are going to be taught to. . ..

3. By the end of this training, I hope that. . ..
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| R¥ Assessment Search*

Overview

This activity is an interesting way to assess your training
group on the spot and, at the same time, involve participants
right from the beginning in getting to know one another
and working cooperatively.

Procedure
1. Devise three or four questions to help you learn about the participants.

You may include questions about the following:
® their knowledge of the subject matter
® their attitudes about the subject matter
® their experiences relevant to the subject matter
® their skills
® the nature of their jobs
® their backgrounds
® the needs or expectations they bring to this training program

Frame the questions so that concrete answers are attainable. Avoid open-
ended questions.

2. Divide participants into trios or quartets (depending on the number of
questions you have created). Give each participant one of the assessment
questions. Ask each trio or quartet member to interview the other members
and obtain (and record) answers to his or her assigned question.

3. Convene in subgroups all the participants who have been assigned the same
question. For example, if there are eighteen participants arranged in trios,
six of them will have been assigned the same question.

4. Ask each subgroup to pool its data and summarize it. Then ask subgroup
members to report to the entire group what they have learned about one
another.

*This strategy was created by Sivasailam Thiagarajan (“Thiagi”).
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Variations

1. Invite the participants to devise their own questions.

2. Pair up participants, give each pair a list of all the assessment questions, and
have pair members interview each other. Poll the full group afterward to
obtain results. (This variation is appropriate when dealing with a large group.)

Case Example

Using the above instructions, a trainer conducting a workshop on performance
management poses the following three questions:

® What are some common “problem behaviors” you might confront as a
supervisor?

= How do you feel when you have to confront a problem employee?

® What actions have you taken in the past to discipline employees?
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| Instant Assessment

Overview

This is an enjoyable, nonthreatening technique to get to
know participants. You can use it to “instantly” assess par-
ticipants’ backgrounds, experiences, attitudes, expectations,
and concerns.

Procedure

1. Create a set of “responder” cards for each participant. These cards could
contain the letters A, B, or C for multiple-choice questions, T or F for
true/false questions, or numerical ratings such as 1 to 5. (Soliciting partici-
pant input is easy to do with inexpensive dry-erase handheld whiteboards
[6-inch by 8-inch] on a stick that you can obtain from trainerswarehouse.com.)

2. Develop a set of statements that participants can respond to with one of
their cards. The following are some sample statements:

® | am taking this course because
a. I have been sent by my manager
b.I am really interested in the topic
c. It’s a day off from my job
® | am concerned that this course will be difficult for me. True or False?
m | believe that this course will be useful to me in the future.
1 2 3 4 5
strongly disagree strongly agree

3. Read the first statement and ask participants to respond by holding up the
card of their choice.

4. Quickly assess the response. Invite a few participants to share the reasons for
their choices.

5. Continue with the remaining statements.
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Variations
1. Instead of using cards, ask participants to stand when their choices are
announced.

2. Use a conventional show of hands, but add interest by encouraging partici-
pants to raise both hands when they strongly agree with a response.

Case Example
In a workshop on delegation skills, the following types of statements can be used:

® [ rarely delegate.
1 2 3 4 5
strongly disagree strongly agree

® Delegation is the process of granting the authority, responsibility, and
accountability to an employee to get a job done. True or False?

® [ would like to delegate more, but
a. I am not sure my employees are competent enough.
b.I am not sure my employees want the added responsibility.

c. I often convince myself that I can do the task better.

101 Ways to Make Training Active, 2nd Ed. Copyright © 2005 by John Wiley & Sons, Inc. Reproduced by permission of
Pfeiffer, an Imprint of Wiley. www.pfeiffer.com



On-the-Spot Assessment Strategies 85

A Representative Sample

Overview

Sometimes a training group is very large and it is impossi-
ble to quickly get a sense of who is in it. This procedure
allows you to draw a representative sampling of the entire
group and to get to know these participants by interview-
ing them publicly.

Procedure

1. Explain that you would like to get to know everyone in the group, but the
task would consume too much time.

2. Note that a quicker way to do this would be to create a small sample of par-
ticipants who represent some of the diversity in the group.

3. Mention some ways in which the participants might be diverse. Ask for a
volunteer to be the first member of the “class representative sample.” When
that person raises his or her hand, ask a few questions to get to know the
participant and learn about his or her expectations, skills, job experience,
background, opinions, and the like.

4. Having heard the responses of the first volunteer, ask for a second volunteer
who is different in some respects from the first volunteer.

5. Continue drawing new volunteers (you decide how many) who are different
from those who have previously been interviewed.

Variations

1. Arrange a table and chairs suitably for a panel discussion. Invite each mem-
ber of the sample to join the panel after he or she has been initially inter-
viewed. When the panel is complete, invite the remaining participants to
ask additional questions of the panel.

2. In a multi-session course, invite some participants to meet with you at an
off-site location and at a later date so that you can become acquainted. If
possible, rotate meetings so that you meet everyone.

101 Ways to Make Training Active, 2nd Ed. Copyright © 2005 by John Wiley & Sons, Inc. Reproduced by permission of
Pfeiffer, an Imprint of Wiley. www.pfeiffer.com



86 101 Ways to Make Training Active, 2nd Edition

Case Example

A representative from the human resource department is about to explain a new
benefits plan to a large group of employees. In order to get to know her audi-
ence, she begins the session by asking four employees who fit certain criteria to
respond to the following questions:

® What is your biggest concern about replacing the old plan?
® What did you like or not like about our previous plan?
® What part of a benefits plan is most important to you?

The first employee is to be a female with more than five years on the job. The
second employee is to be a male with a large family. The third employee is to be
anyone with less than one year on the job. The fourth employee is to be anyone
who thinks he or she is different in viewpoint from any of the previous three.
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| [} Class Concerns

Overview

Participants usually have some concerns about a course
they are attending for the first time, especially if it features
active training. This activity allows these concerns to be
expressed and discussed openly, yet in a safe manner.

Procedure

1. Tell the participants that you expect they may have concerns about the
course. These concerns might include the following:

® how difficult or time-consuming the work may be

® how to participate freely and comfortably

® how participants will function in small learning groups
® how available the trainer will be

® what access there will be to reading materials

® what the time schedule for the course will be

2. List these areas of concern on a board or flip chart. Obtain other concerns
from the group.

3. Choose any voting procedure that enables the group to select the top three
or four concerns.

4. Form the participants into three or four subgroups. Invite each subgroup
to elaborate on one of the concerns. Ask the participants to be specific
about the concern.

5. Ask each subgroup to summarize its discussion for the entire group. Obtain
reactions.

Variations

1. Ask each subgroup to think of some solutions that either the participants or
the trainer can undertake to ease the concern.

2. Rather than end the activity with subgroup reports, create a panel or fish-
bowl discussion. (See “Ten Methods for Obtaining Participation,” page 19.)
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Case Example

A trainer for a process-improvement course wants to gauge the concerns of the
teams that are attending by requesting their input. After the teams have voted,
the following are selected as the top concerns:

® Will management implement the team’s decisions?
® What is expected of each team member?

® How will the team resolve issues on which there is considerable
disagreement?

® How often will the team meet?
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IMMEDIATE LEARNING
INVOLVEMENT STRATEGIES

Yet another way to get participants active from
the start is to utilize the strategies that follow.
They are designed to plunge participants
immediately into the subject matter to build
interest, arouse curiosity, and stimulate think-
ing. After all, what good are participants if
their brains or, if you will, their “computers”
are not ON! Many trainers make the mistake
of teaching “too early,” before participants are
engaged and mentally ready. Using any of
these strategies will correct that tendency.
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Active Knowledge Sharing

Overview

This strategy is a great way to draw participants immediately
into the subject matter of the training. You can also use it
to assess the knowledge level of participants and to assist in
team building. It will work with any group and with any
subject matter.

Procedure

1. Provide a list of questions pertaining to the subject matter of the course. The
questions should arouse curiosity. Don’t use questions that no one cares to
answer. You should also vary the questions in terms of their difficulty. (Don’t
be afraid to use questions that participants might need to take wild guesses at
the answers.) You could include some or all of the following categories:

® terms to define (for example, “What does ‘six sigma’ mean?”)

® people to identify (for example, “Who is the author of the book
Good to Great?”)

B questions concerning actions one should take in certain situations (for
example, “How do you file a complaint about sexual harassment in this
organization?”)

® multiple-choice questions concerning facts, concepts, procedures, or poli-
cies (for example, “Being a team player does NOT involve: (a) patience;
(b) collaboration; (c) sharing the credit; and (d) constant fun”)

® fill-in-the-blank sentences (for example, “The most important new initia-
tive in this company is. . . .”)

2. Ask participants to answer the questions as well as they can.

3. Now invite the participants to mill around the room, finding others who
have answers that they themselves do not have. Encourage participants to
help one another. (Or ask participants to share their answers with others in
a small group.)
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4. Reconvene the full group and review the answers. Supply the answers that
none of the participants knew.

Variations

1. Hand out an index card to each participant. Ask the participants to write down
one piece of information that they are sure is accurate concerning the subject
matter of the course. Invite them to mill around, sharing what they wrote on
their cards. Encourage them to write down new information garnered from
other participants. As a full group, review the information collected.

2. Use opinion questions rather than factual ones. Or mix factual questions
with opinion questions.

Case Example
A time-management trainer begins with the following items:

1. Which person is not a time-management guru?
® Alan Lakein
® Alec Mackenzie
= W. Edwards Deming
2. What is the biggest time waster reported by managers today?
® phone interruptions
® unproductive meetings
® doing things that could be delegated to others
3. Give an example of a time-management tip contained in self-help books.
4. Whatis the “Pareto principle”?

5. A study of one thousand business people reported that . . . percent take
work home.

6. Why is the “Swiss cheese” method a way to avoid procrastination?

7. One of the most frequently mentioned pieces of time-management advice is
to handle incoming memos. . . .
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Rotating Trio Exchange

Overview

This is an in-depth way for participants to discuss issues
with some (but usually not all) of their fellow participants.
The exchanges can be easily geared to the subject matter
of the training.

Procedure

1.

Compose a variety of questions that help participants begin discussion of
the course content.

Divide participants into trios. Position the trios in the room so that each trio
can clearly see other trios to its right and to its left. (The best configuration
of trios is a circle or square.)

Give each trio an opening question (the same question for each trio) to dis-
cuss. Select the least threatening question you have devised to begin the trio
exchange. Suggest that each person in the trio take a turn answering the
question.

After a suitable period of discussion, ask the trios to assign a 0, 1, or 2 to
each of their members. Direct the participants with the number 1 to rotate
one trio clockwise and the participants with the number 2 to rotate two trios
clockwise. Ask the participants with the number 0 to remain seated. They
will be permanent members of a trio site. Have them raise their hands high
so that rotating participants can find them. The result of each rotation will
be entirely new trios.

Start each new exchange with a new question. Increase the difficulty or sen-
sitivity of the questions as you proceed.

You can rotate trios as many times as you have questions to pose and the dis-
cussion time to allot. Use the same rotation procedure each time. For exam-
ple, in a trio exchange of three rotations, each participant will get to meet
six other participants in depth.
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Variations

1. After each round of questions, quickly poll the participants about their
responses before rotating individuals to new trios.

2. Use pairs or quartets instead of trios.

Case Example

In a management training program, a trainer conducts a trio exchange with the
following questions:

Round One: ~ How have you been coached by managers in your career?
What were effective and ineffective approaches?

Round Two:  Give an example of when you have served in a coaching role.

Round Three: 'What do you want to learn from this workshop?
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| A Go to Your Post

Overview

This is a well-known way to incorporate physical movement
at the beginning of a course. This technique is flexible
enough to use for a variety of activities that are designed
to stimulate initial interest in the training topic.

Procedure
1. Post signs around the room. You can use two to create a dichotomous
choice or several to provide more options.
2. These signs can indicate a variety of preferences:
® topics of interest to the participants
® questions about course content
® solutions to the same problem

® values

personal characteristics or styles
® authors or well-known people in a field
B quotations, proverbs, or verses

3. Ask participants to “sign up” for their preference by moving to the place in
the room where their choice is posted.

4. Have the subgroups that have been created discuss among themselves why
they have chosen to be in that category. Ask a representative of each group
to summarize the reasons.

Variations

1. Pair up participants with different preferences and ask them to compare
their views. Or create a discussion panel with representatives from each pref-
erence group.

2. Ask each preference group to make a presentation, create an advertisement,
or prepare a skit that advocates their preference.
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Case Example

A trainer uses this activity at the beginning of a session on coaching.

1.

The trainer provides a handout that gives a definition and characteristics of
auditory, visual, and kinesthetic learning styles.

2. He posts signs around the room indicating each of the three learning styles.

3. He asks participants to “sign up” under one of the three styles, urging them

to select the style that most accurately describes themselves.

He then invites the subgroup members to discuss with one another why they
see themselves as possessing that style. If one or more of the subgroups is
very large, he asks those subgroups to subdivide themselves.

Next, he asks subgroups to discuss what a coach can do to maximize the
learning of individuals with their style. (The discussion will be more effec-
tive if you pick a specific learning topic as a case in point, such as learning
how to use a computer.)

The trainer creates a panel discussion with a representative from each style
category discussing his or her learning needs.

He concludes the activity with a discussion about the implications of learn-
ing styles for coaching effectiveness.
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m Lightening the Learning Climate

Overview

A training session can quickly achieve an informal, non-
threatening learning climate by inviting participants to use
creative humor about the subject matter. This strategy does
just that and, at the same time, gets the participants thinking.

Procedure
1. Explain to participants that you want to do an enjoyable opening activity
with them before getting serious about the subject matter.

2. Divide the participants into subgroups. Give them an assignment that asks
them to deliberately make fun of an important topic, concept, or issue of
the training.

3. Examples might be the following:

® Organizational Design: Outline the most oppressive or unworkable
organization imaginable.

m Presentation Skills: Develop a list of the most ineffective ways to do a
business presentation.

® Team Building: Create a skit showing a group or team that is unproductive.

m Corporate Grammar: Write a sentence containing as many grammatical
errors as possible.

4. Invite subgroups to present their “creations.” Applaud the results.

5. Ask “What did you learn about our subject matter from this activity?”

Variations

1. The trainer can spoof the subject matter with a creation of his or her own
making.

2. Create a multiple-choice pretest on the subject of the training. Add humor
to the choices given for each item. Ask participants to select the answer for
each question that they think could not possibly be right.

101 Ways to Make Training Active, 2nd Ed. Copyright © 2005 by John Wiley & Sons, Inc. Reproduced by permission of
Pfeiffer, an Imprint of Wiley. www.pfeiffer.com



Immediate Learning Involvement Strategies 97

Case Example

In a workshop on creative problem solving, participants are asked to brainstorm
ways to squelch brainstorming. Among the suggestions that emerge are the
following:

m (Criticize every idea that does not make sense to you.

® Argue with a person who suggests an idea with which you disagree.

® Ask a question abut someone’s idea in a tone that implies your disdain.
® Respond with “We’ve tried that before.”

= Complain about the practicality of an idea.

® Make a joke about the idea.
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Exchanging Viewpoints

Overview

This activity can be utilized to stimulate immediate involve-
ment in the subject matter of your training. It also encour-
ages participants to be careful listeners and to consider
diverse viewpoints.

Procedure

1.

Give each participant a name tag. Instruct the participants to write their
names on the tags and wear them.

Ask the participants to introduce themselves to someone else and form pairs.
Then ask the pairs to exchange responses to a provocative question or state-
ment that solicits an opinion about an issue concerning the subject matter
of the training.

An example of a question is “What limits should there be to accommoda-
tions made for disabled workers?”

An example of a statement is “The customer is always right.”

After an allotted period of time, direct participants to exchange name tags
with their partners and then to meet another participant. Instead of intro-
ducing themselves, ask participants to share the views of the person who was
their previous partner (the person whose name tag they are now wearing).

Next, ask participants to switch name tags again and to find another partici-
pant to talk to, sharing only the views of the people whose name tags they
are wearing.

Continue the process until most of the participants have met. Then tell each
participant to retrieve his or her own name tag.

Variations

1.

Use this name tag exchange process as a social icebreaker by instructing
participants to share background information about themselves rather than
viewpoints about a provocative question or statement.
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2. Eliminate the exchange of name tags. Instead, ask participants to continue
to meet new people, each time hearing their opinions about the question or
statement given by you.

Case Example

For a training session on selection interviewing, participants are asked to
exchange views on any of the following:

® Do you think it is important to find out if a female candidate has children?

® How can you find out whether a candidate is being honest about himself
or herself?

® Is it hard to avoid the questions you are not allowed to ask by law?

® Should an interviewer take notes during the interview?
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p¥A True or False?

Overview

This collaborative activity stimulates instant involvement in
the subject matter of your session. It also promotes team
building, knowledge sharing, and immediate learning.

Procedure

1. Compose a list of statements relating to your subject matter, half of which
are true and half of which are false. Write each statement on a separate
index card. Make sure that there are as many cards as there are participants.

2. Distribute one card to each participant. Tell the participants that their “mis-
sion” is to determine, as a group, which statements are true and which are
false. Explain that they are free to use any method to accomplish the task.

3. When the group is finished, have each card read and obtain the group’s
opinion about whether the statement is true or false. Allow for minority views!

4. Give feedback about each card and note the ways in which the group
worked together on the assignment.

5. Indicate that the positive team skills shown will be necessary throughout this
training course because active learning will be featured.

Variations

1. If the full group is large, create multiple sets of true/false cards and give
them to small groups to sort.

2. Before the activity begins, recruit some participants as “observers.” Ask them
to give feedback about the quality of teamwork that emerges.

3. Instead of factual statements, create a list of opinions and place each opin-
ion on an index card. Distribute the cards and ask participants to attempt to
reach a consensus about their reactions to each opinion. Ask them to
respect minority viewpoints.
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Case Example

For a session on “Substance Abuse in the Workplace,” the trainer wants to identify
what the participants know about the topic. She creates the following statements.
True Statements

® About 50 percent of dysfunctional behavior in the workplace can be
attributed to substance abuse.

® Alcohol and drug abuse can be considered disabilities.

® One of the effects of prolonged cocaine use is a sense of fearlessness in
the user.

® Regular marijuana use can slow down eye-hand coordination.

® A person who has never used alcohol or drugs can still exhibit behaviors
consistent with substance abuse.

False Statements
® Alcohol is not a drug.
® Alcohol is a stimulant.

® [t is important that a supervisor be able to diagnose the extent of an
employee’s alcohol or drug use.

® A corporation has no legal responsibility to assist an employee with sub-
stance-abuse problems.

® Drug use in the workplace is a diminishing problem.
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Hangman*

Overview

Hangman is a fun and interactive way to introduce a train-
ing session that will include a lot of information. It will
greatly reduce any lecture time needed to fill in details
after the game, and it generates discussion and high inter-
est. Don’t be concerned that the participants won’t know
all of the answers. The competitive level of the game will
increase their interest in learning the answers.

Procedure

1. Devise a list of game questions for the topic you are introducing.
2. Divide the class into two teams.

3. Draw an empty hangman frame for each team. If you have two flip charts,
draw one on each; otherwise, draw both hangman frames next to each other
on one chart. The frames should look like this:

| |
U

4. Then draw a completed hangman (stick figure) on the flip chart to show
the figure that you want to avoid obtaining (the team that loses is the team
that has a complete figure first). It normally works best to have a stick figure
with a head, body, two arms, two legs, two eyes, a mouth, and two ears so
that it takes 11 points (or parts) to lose the game.

*This technique was created by Doris Sims.
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5. Explain the rules of the game to the group:

® One player from each team will come up to the front of the class for each
question. Each player will receive a bell or other kind of signaling device.
The players will each choose a friend from the audience, before the ques-
tion is read, who may be called on for help with the answer to the question.
(Note: Make sure the participants choose different friends each time, so
everyone gets a chance to answer a question or to be a friend to help answer
a question.) The rest of the team cannot help to answer the question.

m Tell the class that you will read the question until you hear a bell ring;
you will stop reading the question when the bell rings.

® The player who rings the bell first can choose to answer the question, call
on the friend for help, or pass the question to the other team.

m If the team answers incorrectly, the facilitator draws a “body part” on the
team’s frame. The object of the game is to have a complete person drawn
on the other team’s frame first.

6. After giving the instructions to the class, call up the first two players. Give
them equal access and opportunity to ring the bell. Read a question, and
wait for the bell to ring.

7. Itis very important to have a brief discussion regarding the answer after
each question.

Variation

Use a different game format than “Hangman” such as “Jeopardy” or “Who Wants
to Be a Millionaire.” Or create one of your own from ideas contained in “Ten
Common Games Trainers Play,” page 29.

Case Example

A training session on employment law uses questions such as those below for an
introductory hangman game:

1. Should an interviewer ask an applicant if he or she is authorized to work in
the United States? (Yes)

2. If ajury awards the plaintiff in an employment law discrimination case pay-
ment for wages lost after the employee was wrongfully terminated, is that an
example of compensatory relief or punitive damages? (Compensatory relief)
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3. Is it legally advisable to have weight and height requirements for jobs that
require good physical condition, such as police officers, emergency person-
nel, and others? (No)

4. If an employee reports a sexual harassment complaint to you, but asks you
not to do anything about it, should you still report it to your human
resource representative? (Yes)

After the correct answer to each question is given, the trainer discusses the
answer with just enough information to whet the participants’ appetite for more
information.
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m Buying into the Course

Overview

This design provides a way for participants to think about
and acknowledge their responsibility for active learning.

Procedure

1.

Create copies of the following contract:

I understand that in this course I will be learning about

(course subject matter). The objectives of
this course are

I am committed to these objectives and will strive to do the following:

® use my time in this course to support these objectives through
active participation

® take responsibility for my own learning and not wait for someone
else to motivate me

® help others make the most of their learning by listening to what
they have to say and offering constructive responses

® think about, review, and apply what I have learned in this course

Signed Date

Share with participants your pledge to do everything within your power to
make the course an effective learning experience. Provide them with the
objectives you intend to help them attain.
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3. Distribute copies of the contract to the participants and ask them to read it.
Explain that you cannot guarantee the attainment of the objectives without
the group’s effort and commitment to active learning. Ask the participants
to consider the seriousness of this collaboration by agreeing to sign such a
written contract with themselves.

4. Provide time for discussion and reflection. Explain that participants will
keep their contracts. Leave it up to the participants whether or not to sign
the contracts.

Variations
1. Provide a written statement of your responsibilities in this session. Consider
some of the following:
®m listen actively to what participants have to say
® be supportive of participants’ attempts to take learning risks

® vary teaching methods

start and end sessions on time

® supply easy-to-read handouts or other instructional materials
B be open to participants’ suggestions

® provide visual aids

2. Ask participants to state their expectations of your behavior as the trainer.

Case Example

In a course on stress management, the participant contract includes the following
commitments:

® to exercise for twenty minutes three times a week
® to set aside at least ten minutes of quiet time each day
B to practice relaxation techniques daily

® to follow a healthy eating plan
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ACTIVE

LECTURING

The strategies in this section are designed to
enhance full-class instruction, when you are
lecturing or presenting concepts and informa-
tion to a group of participants. (Many of the
ideas here can be used to enhance an online
learning experience with similar goals.) As
you will read, lecture presentations can be
made active by utilizing a variety of novel ways
to teach difficult concepts and ideas so that
the participants’ understanding is maximized.

The key to making any lecture presenta-
tion active is for you to be “brain-friendly.”
The major downside of lectures is that it puts
participants into a “listening” mode rather
than a “learning” mode. Unless you take steps
to get their minds engaged, participants will
merely digest rather than process the informa-
tion you are presenting. Note how the strategies
that follow accomplish the latter.
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m Gaining Attention

Overview

At the beginning of a lecture presentation, it is imperative
that you build interest in the topic before plunging in. By
doing so, you help participants to clear their minds of
other thoughts and become mentally alert and oriented to
what you have to present to them. There are several tech-
niques to accomplish this purpose.

Procedure

1. Announce to participants what your topic will be. Give few, if any details.
2. Use one of the ideas below to introduce the topic in a dramatic fashion:

® Show a provocative picture, cartoon, chart, or quotation that relates to
your presentation (for example, to introduce a presentation on influenc-
ing skills, participants were shown the following Korean proverb: “Power
lasts ten years. Influence lasts no more than one hundred”). Invite partic-
ipants to react to the stimulus.

® Use a brief game or exercise that immediately pulls the audience into the
topic (for example, participants are asked to fold their arms and then
reverse the way they automatically do so. The discomfort they feel with
the change is dramatically compared to the phenomenon of resisting
organizational change).

m Tell a story, real or fictional, that dramatically introduces your presenta-
tion (for example, a brief synopsis of the Hans Christian Andersen story,
The Emperor’s New Clothes, is told to illustrate why useful feedback is often
withheld from leaders).

® Relate a short, but engaging problem that participants can only solve if
they listen to your presentation (for example, participants are asked
whether an employee is covered for a car accident she has on her way
home from work as a way to introduce information on Workmen’s
Compensation insurance).

3. Segue from the dramatic introduction to the heart of your presentation.
Refer back to the dramatic device you used while you are lecturing.
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Case Example

A trainer is about to give a presentation about the ways in which people in
organizations feel stuck because they believe they lack the resources to obtain
the results expected of them. Before the presentation, the trainer gives partici-
pants six toothpicks each and challenges them to create four triangles with the
toothpicks. After several frustrating minutes, participants complain that the
result cannot be obtained because there aren’t enough toothpicks. The trainer
then shows participants that they do indeed have “enough resources.” The solu-
tion lies in making a three dimensional pyramid with the six toothpicks, thereby
creating three standing triangles and one base triangle. After the exercise, the
trainer began her presentation about the importance of creative problem solv-
Ing in organizations.
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m Inquiring Minds Want to Know

Overview

This simple technique stimulates the curiosity of participants
by encouraging speculation about a topic or question you
are presenting. Participants are more likely to retain knowl-
edge about previously uncovered subject matter if they are
involved from the onset in a full-class learning experience.

Procedure

1. Ask an intriguing question to the group to stimulate curiosity about a sub-
ject you want to discuss. The question posed should be one for which you
expect that no participant will know the answer. Your question might cover
one of the following topics:

® jobrelated information (for example, “What are the telltale signs of
counterfeit currency that a bank teller might notice?”)

m expert theory and research (for example, “According to experts, how
long does it take for teams to become high performing?”)

® terms and definitions (for example, “What does PERT stand for?”)

® specific or technical expertise (for example, “Why would a borrower
choose a 7/23 mortgage?”)

2. Encourage speculation and guessing. Use terms such as “take a wild guess”
or “take a stab.”

3. Do not give feedback immediately. Accept all guesses. Build curiosity about
the “real answer.”

4. Give a lecture in which you present the answer to your question. You should
find that participants are more attentive than usual.

Variations
1. Pair up students and ask them to collectively make a guess.

2. Instead of a question, tell students what you are about to teach them and
why they should find it interesting. Try to spice up this introduction in
somewhat the same fashion as “coming attractions” to a movie.

101 Ways to Make Training Active, 2nd Ed. Copyright © 2005 by John Wiley & Sons, Inc. Reproduced by permission of
Pfeiffer, an Imprint of Wiley. www.pfeiffer.com



Active Lecturing 113

Case Example

In a management session, the trainer states that the Malcolm Baldrige Award

is awarded each year by a committee of experts in recognition of outstanding
quality systems. In the past, it has been given to companies such as Xerox, Ames
Rubber, and Eastman Chemical. The trainer asks, “What do you think are the
categories used in the selection process for the Malcolm Baldrige Award?” The
group’s guesses are recorded and, when complete, are compared with the actual
list of categories*:

® Leadership: examines senior executives’ personal leadership and involve-
ment in creating and sustaining a customer focus and clear and visible
quality values

® Information and Analysis: examines the scope, validity, management, and
use of data and information to drive quality excellence and improve com-
petitive performance

m Strategic Quality Planning: examines the company’s planning process and
how all key quality requirements are integrated into overall business
planning

® Human Resource Development and Management: examines the key elements
of how the company develops and realizes the full potential of the work-
force to pursue the company’s quality and performance objectives

® Management of Process Quality: examines the systematic processes the com-
pany uses to pursue ever-higher quality and company performance, espe-
cially the key elements of process management, including design and
management of process quality

" Quality and Operational Results: examines the company’s quality levels and
improvement trends in quality, company operational performance, and
supplier quality

® Customer Focus and Satisfaction: examines the company’s relationships with
customers and its knowledge of customer requirements and of the key
quality factors that determine marketplace competitiveness

*List obtained from the Malcolm Baldrige National Quality Award Office, A537 Administration Building, National
Institute of Standards and Technology, Gaithersburg, MD 20899-001.
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Teaching by Analogy

Overview

One of the ways to help participants understand new
material or challenging concepts is to provide them with
one or more analogies that help them make the connec-
tion between something with which they are familiar to
something with which they are unfamiliar. Here are some
guidelines for teaching by analogy.

Procedure

1. Identify material you wish to present that may be difficult for participants to
understand. Or it may simply be points you want to make that will not be
easily forgotten.

2. Think of a comparison to something familiar to participants that might
serve as a bridge for understanding and retention. Consider kinds of com-
parisons such as these:

® A familiar object (for example, Effective managers are like thermostats.
They are always monitoring the temperature of their people and making
adjustments when necessary.)

® A popular term (for example, To understand the idea of “redundancy,”
think of the expression “been there, done that.”)

® A common experience (for example, Communication in large teams is
like an interpersonal traffic jam—too many people trying to get somewhere
quickly and all stuck on the same route.)

® A routine action (for example, Asking people to recap the major points
of a training class is like a save request on a computer program. If they
don’t do it, the learning will be gone forever.)

® A physical activity (for example, To understand the concept of “marginal
cost” in macro-economics, think what happens if you reach a point of
exhaustion after doing more pushups then you are capable of doing.)

® A well-known person (for example, Martin Luther King, Jr, had a “trans-
formational” leadership style.)
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® A song, book, or movie title (for example, A critical path analysis is a

process not unlike what happens in the book The Da Vinci Code. You have

to find the key steps to your goal.)

® An animal (for example, Sometimes, there are costs to achieving “organi-

zational alignment.” You wind up with everyone looking like identical
penguins and no one is encouraged to be a peacock.)

® An institution (for example, The best way to understand “chaos theory” is
to look at the stock market. Some experts think they can figure it out, but

its complexity eludes everyone.)

Case Example

Computer learning is fraught with technical jargon that often goes over the

heads of anyone who is not already a “techie.” A computer trainer might employ

these analogies (suggested by Susan Boyd):

1. Hardware vs. Software. Computer hardware is like the pieces of a board game

that you can see and touch. Software is like the instructions for the game.

. Memory vs. Storage. Computer memory is just like our memory. It is a tempo-
rary working space and can be compared to memorizing a few phone num-
bers. You can only handle a limited amount of information at one time.
Storage, on the other hand, is permanent, and something stored can be
retrieved into memory, if you can figure out where you put it.

. Improper Shutdown. Turning off a computer without closing each program
and going through the proper shutdown procedure is like taking away the
ladder when the painter up on the third floor is still standing on it. The
painter will crash to the ground and have difficulty getting back up, just as
the computer will have a crash of programs and memory issues when it tries
to restart.

. Menus. Menus in computer programs are just like menus in a restaurant.
Pulling down a menu is like opening to a specific page in a restaurant
menu. We only see the choices that pertain to that function. If options on a
menu in a software program are grayed out, they are like items on a restau-
rant menu that are not available that evening, but may be available later.
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m Listening Teams*

Overview

This activity is a way to help participants stay focused and
alert during a lecture. Listening teams are small groups
responsible for clarifying the lecture material.

Procedure
1. Divide the participants into four teams and give the teams these assignments:

Team Role Assignment

1 Questioners After the lecture, ask at least two questions
about the lecture material.

2 Agreers After the lecture, tell which points your
team agreed with (or found helpful) and
explain why.

3 Nay-Sayers After the lecture, comment on which
points your team disagreed with (or found
unhelpful) and explain why.

4 Example Givers After the lecture, explain specific examples
or applications of the lecture material.

2. After the lecture, give the teams a few moments to complete their assignments.

3. Call on each team to question, agree, and so forth.

Variations

1. Simplify this technique by eliminating the creation of listening “teams.”
Instead, inform participants IN ADVANCE that you want their questions and
feedback at the end of your presentation. When you are finished, ask for
questions, points of agreement/disagreement, and so forth.

*This technique was created by Rebecca Birch and Cynthia Denton-Ade.
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2. Create different roles than the four described above. For example, ask a
team to summarize the lecture or to create quiz questions that test partici-
pants’ understanding of the lecture.

3. Give out questions in advance that will be answered in the lecture. Chal-
lenge participants to listen for the answers. The team that can answer the
most questions after the lecture wins.

Case Example

In a lecture on sexual harassment, the instructor includes basic legal informa-
tion, including the following guidelines:

" Quid Pro Quo Harassment. Requiring sexual favors in return for job consid-
eration is clearly illegal.

® Unwelcome Behavior. It is important to show that the behavior was “unwel-
come.” There are differences between invited, uninvited-but-welcome,
offensive-but-tolerated, and flatly rejected sexual advances.

m [solated Occurrences. Unless the conduct is quite extreme, a single instance
or isolated incidents of offensive sexual conduct or remarks generally are
not considered to be harassment. As a general rule, the more severe the
harassment, the less the need to show that the behavior is repetitive.

® Hostile Environment. Touching is not required to meet the definition of
sexual harassment. Catcalls, leers, suggestive comments, explicit graffiti,
or sexually explicit photographs could be forms of harassment if they
contribute to a hostile or offensive work environment.

® Prior Romantic Involvement. The fact that two co-workers have, or had at
one time, a romantic relationship does not preclude a finding that one
has harassed the other.

® Ordinary Reasonable Woman. When trying to determine a reasonable stan-
dard of offensiveness, women'’s sensibilities and not men’s sensibilities are
more appropriate to consider. Courts are beginning to recognize that
what is offense to women may not be disturbing to men. A guideline is
beginning to emerge that says that conduct offensive to the “ordinary
reasonable woman” should be the standard.
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The following are possible team questions or comments:
Questioners “What does quid pro quo literally mean?”

Agreers “We agree that lewd pictures and off-color jokes are forms
of sexual harassment. It is very uncomfortable to have to
look at those pictures every day and it is difficult not to
be embarrassed by some of the jokes.”

Nay-Sayers “We don’t think that the standard should be set by
women. After all, if they want equality they should be
able to ‘take it.””

Example Givers “We have an example of prior romantic involvement. Two
people had been seeing each other. When they broke up,
the man continued to pursue the woman to the point of
harassment. We think she would have a claim.”
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m Guided Note Taking

Overview

A popular technique when lecturing is to provide a prepared
form that prompts participants to take notes. Even a mini-
mal gesture such as this engages participants more than if
already completed handouts are viewed. At the very least,
participants are doing something beyond listening. There
are a variety of methods to guide note taking. The simplest
one involves filling in the blanks.

Procedure

1. Prepare a handout that summarizes the major points of your lecture.

2. Instead of providing a complete text, however, leave portions blank. Some
of the ways to do this include the following:

® Provide a series of terms and their definitions, leaving either the terms or
their definitions blank

A legal standard that states that sexual harassment does not have to be
physical:

Hostile Environment:

® Leave one or more of a series of points blank

The Roles of a Team Facilitator

® Omit key words from a short paragraph

Today, managers often face problems such a low , high

, and quality of service. Traditional
management solutions often tend, like the , to
generate new problems for every one that is solved.
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3. Distribute the handout to the participants. Explain that you have created the
blanks to help the group listen actively to your presentation and suggest that
the participants use their active-listening skills to complete the handout.

Variations

1. Provide a worksheet that lists the major subtopics of your presentation.
Leave plenty of space for note taking. The result will look something like
the following:

Four Types of Leadership Styles

® Directing:

® Coaching:

® Supporting:

® Delegating:

(Optional) After the presentation, distribute a second copy of the handout
with blanks. Challenge the participants to fill in the blanks without looking
at their notes.
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2. Before beginning your lecture, tell participants to take out blank pieces of
paper and divide them into four columns. At the top of each column, partic-
ipants can draw (1) a book (for important facts); (2) a light bulb (for the
“ahas” or “new ideas”); (3) a question mark (for any questions they have);
and (4) a running stick figure (for their “action plans”). While delivering
your talk, stop at different times and tell participants to write one word or
phrase in one of the columns.*

Case Example

In a session on how to detect counterfeit money on older U.S. bills (that do not
utilize the current high-tech security devices), participants were given the follow-
ing handout:

The Four Telltale Signs of an Old Counterfeit Bill

1. Whiteness in the . (portrait)

2. spacing between the serial numbers. (Uneven)

3. Broken sawtooth points . (between the seals)
4. scrollwork around the . (Blurry; numerals)

*Suggested by Sharon Bowman in her book, Preventing Death by Lecture!

101 Ways to Make Training Active, 2nd Ed. Copyright © 2005 by John Wiley & Sons, Inc. Reproduced by permission of
Pfeiffer, an Imprint of Wiley. www.pfeiffer.com



122 101 Ways to Make Training Active, 2nd Edition

Lecture Bingo

Overview

A lecture can be less boring and participants will be
more mentally alert if you make the lecture into a game.
Key points are discussed while participants play bingo.

Procedure

1. Create a lecture with up to nine key points.

2. Develop a bingo card that contains these key points on a 3 by 3 grid. Place
a different point in each of the boxes. If you have fewer than nine key
points, leave some boxes empty.

3. Create additional bingo cards with the same key points, but place the points
in different boxes. The result should be that none of the bingo cards are
alike in terms of where the points are located. (You can customize bingo
cards on your PC with a program called “Zingo 2” that is available from
trainerswarehouse.com.)

4. Distribute the bingo cards to the participants. Also provide participants
with strips of nine self-sticking colored dots. Instruct the participants that,
as your lecture proceeds from point to point, they should place one dot on
their cards for each point that you discuss. (Note: Empty boxes cannot be
covered with a dot.)

5. As participants collect three vertical, horizontal, or diagonal dots in a row,

they yell “bingo!”

6. Complete the lecture. Allow participants to obtain bingo as many times as
they can.

Variations

1. Use key terms or names mentioned in your lecture (rather than key points)
as the basis for the bingo cards. When the term or name is first mentioned,
participants can place a sticker in the appropriate box.
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2. Create a 2 by 2 bingo grid. Continue to discuss several key points, terms, or
names in your lecture. Indicate only four of these on any one bingo card.
Try to make no cards alike by including different information on each card.

3. Devise a set of questions that were answered in the lecture. Create bingo
cards with the answers to those questions. Pause at different intervals in
your lecture and ask only the questions that match the information you
have already presented. Have participants apply stickers on the answers
they choose. State the correct answer. If any participants are incorrect, they
must remove their sticker before going on with the bingo game.

Case Example

In a lecture on time-management tips, the trainer includes the following main points:
® Carry 3 by 5 cards or a small spiral notebook to jot down notes and ideas.

® Skim books and articles quickly, looking for ideas. Tear out or photocopy
articles of interest and file them appropriately for future reference.

® Carry a hand-held tape recorder with you to record ideas and reminders.
This is particularly useful when you are driving a car.

m Create a “To Read” file and carry it with you when you travel or know you
may be kept waiting for an appointment.

® Make an appointment with yourself to complete a task and block off the
time on your calendar.

® Save up trivial matters for a three-hour session once a month.

® Group phone calls. Set aside a particular time of the day to make all
your calls.

® List what you want to say before placing a phone call. You will then not
forget important points and will avoid being lured into idle chit-chat.

® Try to find a new technique every day that will help you gain time.
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SAMPLE BINGO CARD

Schedule

Carry “To three-hour t/ 'Il‘leatr
Read” file session for out/paotocopy
trivial tasks articles
Carry 3 by 5 Make LlS't points
cards appointment to discuss on
with self telephone
Carr Find a new
Group han. d—hzl d time-saving
phone calls recorder technique
every day
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Guided Teaching

Overview

In this technique, the trainer asks one or more questions to
tap the knowledge of the participants or to obtain their
hypotheses or conclusions and then sorts the responses into
categories. The guided-teaching method is a nice break
from straight lecturing and allows the trainer to learn what
participants already know and understand before making
instructional points. This method is especially useful when
teaching abstract concepts.

Procedure

1. Pose a question or a series of questions that taps into the thinking and exist-
ing knowledge of participants. Utilize questions that have several possible
answers, such as “How can you tell how intelligent someone is?”

2. Give the participants some time in pairs or subgroups to consider their
responses.

3. Reconvene the entire group and record the participants’ ideas. If possible,
sort their responses into separate lists that correspond to different categories
or concepts you are trying to teach. In the sample question above, you might
list an idea such as “the ability to rebuild an engine” under the category
motoric intelligence.

4. Present the major concepts of the course. Have participants figure out how
their responses relate to these points. Note any of the participants’ ideas
that add to the course content.

Variations

1. Do not sort participants’ responses into separate lists. Instead, create one
continuous list and ask the participants to categorize their own ideas before
you compare the ideas to the concepts you will present.

2. Begin the lesson without predetermined categories. Ask the participants to
work with you to sort ideas into useful categories.
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Case Example

In a session on effective meetings, the trainer posts a piece of flip-chart paper
entitled “Bad Meetings.”

The participants are asked to recall their own experiences in bad meetings
and to discuss these experiences in pairs.

The participants then share their experiences with the entire group while the
trainer records their responses on the flip-chart paper. Responses are as follows:
Bad Meetings

® no one was prepared

® started late

® had no scheduled ending

® digressed from the subject

® did not have an agenda

® one person dominated

® few participated

® no one talked

® no assignments were given

The trainer then points out that bad meetings are the result of failures at
three points in time:

® before the meeting
® during the meeting
® after the meeting

The points made by the participants are then placed under the most appro-
priate category. For example, “no one was prepared” is a “before meeting”
breakdown. The trainer then discusses how the effectiveness of meetings is a
result of careful attention to all three time periods.

101 Ways to Make Training Active, 2nd Ed. Copyright © 2005 by John Wiley & Sons, Inc. Reproduced by permission of
Pfeiffer, an Imprint of Wiley. www.pfeiffer.com



Active Lecturing 127

Acting It Out

Overview

Sometimes, no matter how clear a lecture is or how
descriptive visual aids are, certain concepts and procedures
are not understood. One way to help clarify the material is
to ask some participants to act out the concepts or walk
through the procedures you are trying to explain.

Procedure
1. Choose a concept (or a set of related concepts) or a procedure that can be
illustrated by acting it out. Some examples include the following:
® an order entry system

® 2 projectmanagement planning tool

a feedback loop

a spreadsheet

a manufacturing process

® a sales or communication process

product features and benefits
2. Use any of the following methods to act something out:

® Have some participants come to the front of the room and ask each of
them to physically simulate an aspect of the concept or procedure.

m Create large cards that name the parts of a procedure or concept.
Distribute the cards to some participants. Ask the participants with cards
to arrange themselves so that the steps of the procedure are correctly
sequenced.

® Develop a role play in which participants dramatize the concept or
procedure.

® Ask participants to volunteer to demonstrate a procedure that involves
several people.
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® Build a model of a process or procedure.
® Have participants physically manipulate components of a process or system.

® See Dave Meier’s The Accelerated Learning Handbook for additional ideas
and illustrations.

3. Discuss the learning drama that participants have created.

Variations

1. Videotape a group of people illustrating the concept or procedure and show
it to the participants.

2. Ask participants to create a way to act out a concept or procedure without
your guidance.

Case Example

A team-building trainer utilizes the following activity, “The Team Machine,” to
help participants understand several points about teamwork.

The Team Machine*
Say the following to participants:

® Lift your right hand and move it as if you are clapping. Listen to the
sound of one hand clapping.

® Raise your left hand and clap with both hands. If your task is to clap,
wouldn’t you want to use all of your available resources?

® This is an example of how the human system operates on an individual
level. Each person has several parts and the parts work together to
accomplish a task.

® There are other types of systems. Imagine a six-cylinder car—a well-
timed, synchronized machine. Each cylinder fires in sequence so that the
system can function.

® Imagine this automobile running on only five cylinders. What would hap-
pen to the power? Or what if you put the plug wires on haphazardly?

® Organizational teams are just like individuals and automobiles. The
teams work best when they use all of their resources, when there is a
plan, and when they have a coordinated system for accomplishing tasks.

*This exercise was developed by Jeffrey D. Kindler.
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® Let’s experiment. Watch me as I stand here making a motion and a
sound with my voice. Let’s pretend we’re making a human machine, a
well-timed machine. [Choose the first participant. ]

® Please come up here. [Point to a large, empty place in the room.]

® Now I would like you to make a unique sound with your voice, place one
hand out in front of you, and make a motion with your body. Good. [Ask
the remaining participants to come up one at a time and arrange them-
selves in a circle.]

To each member say the following:

® Make a different sound, a different motion, and use one hand to connect
yourself to the person in front of you.

After the circle is complete, say the following:

® Continue making your interesting sounds and motions. Notice how you
take turns, how you bob and weave or wax and wane.

® Here are some things to think about.

® Have we somehow woven ourselves into a pattern in which we all
contribute our vocal and motor skills?

= Is the sum more than the parts?
= Are we synchronized?

= Is there a group system here, something bigger, more complex than
each individual?

® Now we have a system for working together. This is the hallmark of an
effective team.
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RR W Team Quiz

Overview

This technique is an enjoyable and non-threatening way to
increase the participants’ accountability for what they are
learning from a lecture or presentation.

Procedure

1. Choose a topic that can be presented in three segments.
2. Divide the participants into three teams.

3. Explain the format of the session and start the presentation. Limit it to ten
minutes or less.

4. Have Team A prepare a short-answer quiz based on the first segment of the
lecture. The quiz should take no more than five minutes to prepare. Teams
B and C use this time to review their notes.

5. Team A quizzes a member of Team B. If Team B cannot answer the question,
Team C is given an opportunity to answer the same question.

6. Team A directs its next question to a member of Team C and repeats the
process. Team A continues asking questions until the quiz is complete.

7. When the quiz is over, continue with the second segment of your lesson, and
appoint Team B as quizmaster.

8. After Team B completes its quiz, continue with the third segment of your
lesson, and appoint Team C as quizmaster.

Variations
1. Give teams prepared quiz questions from which they select when it is their
turn to be the quizmaster.

2. Conduct one continuous lesson. Divide participants into two teams. At the
end of the lesson, have the two teams quiz each other.
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Case Example

In a communication skills workshop, the trainer divides the group into two
teams to prepare questions on two different sections of the lesson as follows:

Team A develops the following questions about sending communication:
® What is an example of an “I” message?

® How much impact does nonverbal communication have in the messages
we send?

® How could you say, “You have to complete this assignment” in a more
tactful manner?

Team B develops the following questions about receiving communication:

® What else can you say to confirm what you heard other than “What I hear
you saying is. . .”?

® How many times faster can a person listen than talk?

® What is “perception checking”?
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STIMULATING
DISCUSSION

All too often, a trainer tries to stimulate dis-
cussion but is met with uncomfortable silence
as participants wonder who will dare to speak
up first. Starting a discussion is no different
from beginning a lecture. You first have to
build interest!

There are other things to consider, as well.
How clearly is the discussion topic or ques-
tion(s) stated? Do you want to provide time for
participants to prepare for the discussion by
reading something first or by “pre-discussing”
the topic with one other person before a
whole-group discussion? What participation
formats do you want to utilize? (See “Ten
Methods for Obtaining Participation,”
page 19.)

The strategies that follow are certain to
stimulate discussion. Some will even create
heated, but manageable, exchanges between
participants. All of them are designed so that
every participant is involved.
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RY:W Active Debate

Overview

A debate can be a valuable method for promoting think-
ing and reflection, especially if participants are expected
to take a position that may be contrary to their own. This
design actively involves every participant, not just the
debaters.

Procedure

1. Develop a statement that takes a position with regard to a controversial issue
relating to your subject matter. For example, “There is too much new drug
development today.”

2. Divide the group into two debating teams. Assign (arbitrarily) the “pro”
position to one team and the “con” position to the other.

3. Next, create two to four subgroups within each debating team. In a group of
twenty-four participants, for example, you might create three pro subgroups
and three con subgroups, each containing four members. Ask each sub-
group to develop arguments for its assigned position. At the end of its dis-
cussion, have each subgroup select a spokesperson.

4. Set up two facing rows of two to four chairs each (depending on the num-
ber of subgroups created for each position) for the spokespersons of each
team. Place the remaining participants behind their spokespersons. For the
example above, the arrangement will look like this:

X X
X X
X X
X pro con X
X Pro con X
X pro con X
X X
X X
X X
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Begin the debate by having the spokespersons present their views. Refer to
this process as “opening arguments.”

5. After everyone has heard the opening arguments, stop the debate and
reconvene the original subgroups. Ask the subgroups to strategize how to
counter the opening arguments of the opposing side. Again, have each sub-
group select a spokesperson, preferably a new person.

6. Resume the debate. Have the spokespersons give “counterarguments.” As
the debate continues (be sure to alternate between sides), encourage other
participants to pass notes to their debaters with suggested arguments or
rebuttals. Also urge them to cheer or applaud the arguments of their
debate-team representatives.

7. When you think it appropriate, end the debate. Instead of declaring a win-
ner, reconvene the entire group in a circle. Be sure to integrate the group
by having participants sit next to people who were on opposing teams. Hold
a full-group discussion on what participants learned about the issue from
the debate experience. Also ask participants to identify what they thought
were the best arguments raised on both sides.

Variations
1. Add one or more empty chairs to the spokespersons’ rows. Allow partici-
pants to occupy these empty chairs whenever they want to join the debate.

2. Start the activity immediately with the opening arguments of the debate.
Proceed with a conventional debate, but frequently rotate the debaters.

3. Create three groups instead of two—a pro, a con, a neutral. Have the pro
group debate the con group. Ask the neutrals to add to the points of the
pros and cons.

Case Example

In a course on business ethics, the trainer writes on a flip chart, “Making per-
sonal calls on company time using a company telephone is unethical.”

The group is then divided into two teams with one team taking the pro posi-
tion and the other the con. Each team is divided into subgroups to discuss open-
ing arguments. The spokesperson for each subgroup has an opportunity to
make brief opening remarks.
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Opening remarks for the pro side include the following:
® Everyone does it.

® Because people are at work all day, they have to have some way to con-
duct personal business.

® It doesn’t cost the company much money in comparison to the big picture.
Arguments for the con side are as follows:

® Businesses lose money paying for employees’ personal calls.

® Productivity is reduced when employees spend time on personal calls.

m If the practice weren’t unethical, companies wouldn’t establish policies
regarding personal calls.

After the opening remarks, the subgroups reconvene to discuss counterar-
guments. The debate then resumes with new debaters.
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Town Meeting

Overview

This discussion format is well suited for large groups.
By creating an atmosphere akin to a “town meeting,” the
entire group can become involved in the discussion.

Procedure

1. Select an interesting topic or case problem concerning your subject matter.
Briefly present the topic or problem as objectively as possible, giving back-
ground information and an overview of different viewpoints. If you wish,
provide documents that illuminate the topic or problem.

2. Point out that you would like to obtain the participants’ views on the matter.
Instead of your calling on each participant, explain that you will be following
a format entitled “call on the next speaker.” Whenever someone is finished
speaking, that person should look around the room and call on someone
else who also wishes to speak (as indicated by a raised hand).

3. Urge participants to keep their remarks brief so that as many others as possi-
ble can participate in the town meeting. Establish a time limit, if you wish,
for the length of a speaker’s turn. Direct participants to call on someone
who has not previously participated before choosing someone who has
already spoken.

4. Continue the discussion as long as it seems of value.

Variations

1. Organize the meeting into a debate. Invite participants to sit on one side
of the room or the other, depending on their positions on the controversy.
Follow the call-on-the-next-speaker format with the instruction that the next
speaker must have an opposing point of view. Encourage participants to
move to the other side of the room if their views are swayed by the debate.

2. Begin the town meeting with a panel discussion. Have the panelists present
their own views and then call on speakers from the audience.
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Case Example

In a training session for first-level supervisors, the trainer presents a brief lecture
about three different approaches to employee motivation. The trainer uses
props to illustrate and represent each approach.

The first approach is represented by a whip; the second by a carrot dangling
on a string from a big stick; the third by a live flowering plant.

The trainer asks for volunteers to explain what is meant by each of the three
methods represented. Participants suggest the following explanations:

® The whip represents threat and fear of punishment.
® The carrot on a stick represents promises and incentive.

® The flowering plant suggests an environment in which employees are
encouraged to grow and develop.

The trainer asks for someone to begin the discussion by commenting on the
message and the metaphor of each method and giving examples of and opinions
concerning the effectiveness of each method.

Others who wish to comment raise their hands, and the speaker calls on
someone else. That speaker in turn calls on the next speaker. This continues
until all three viewpoints have been adequately addressed.
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Three-Stage Fishbowl Discussion

Overview

A fishbowl is a discussion format in which a portion of the
group forms a discussion circle and the remaining partici-
pants form a listening circle around the discussion group.
(See “Ten Methods for Obtaining Participation,” page 19.)
Below is one of the more interesting ways to set up a
fishbowl discussion.

Procedure

1. Devise three questions for discussion relevant to your subject matter. Ideally,
the questions should be interrelated, but that is not required. Decide in
what order you would like the questions to be discussed.

2. Arrange chairs in a fishbowl configuration (two concentric circles). Have
the participants count off by 1’s, 2’s, and 3’s (or use another method for
creating three groups, as suggested in “Ten Strategies for Forming Groups,”
page 33). Ask the members of Group 1 to occupy the discussion-circle seats
and ask the members of groups 2 and 3 to sit in the outer-circle seats. Pose
your first question for discussion. Allow up to ten minutes for discussion. If
you wish, invite a participant to facilitate the discussion.

3. Next, invite the members of Group 2 to sit in the inner circle, replacing
Group 1 members, who now move to the outer circle. Ask the members of
Group 2 if they would like to make any brief comments about the first dis-
cussion and then segue into the second discussion topic.

4. Follow the same procedure with members of the third discussion group.

5. When all three questions have been discussed, reconvene the entire group.
Ask the participants for their reflections about the entire discussion.

Variations

1. If it is not possible to have circles of chairs, have a rotating panel discussion
instead. One third of the group become panelists for each discussion ques-
tion. The panelists can sit in front of the room facing the remainder of the
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participants. If you are using a U-shaped classroom arrangement or a con-
ference table (see “Ten Layouts for Setting Up a Training Classroom,” page
8), designate a side of the table for the panel group.

2. Use only one discussion question rather than three. Invite each subsequent
group to respond to the discussion of the preceding group.

Case Example

A session on customer service addresses the following three questions:
1. What have been your best experiences as a customer?
2. What do our customers want and expect?

3. What are some specific strategies and behaviors the customer-service
representative should use to meet and exceed the customers’ needs and
expectations?

The participants count off by 1’s, 2’s, and 3’s, and the members of Group 1
occupy the chairs in the inner circle with the other participants sitting in the
outer circle.

Members of Group 1 share their own personal experiences as customers.
The examples they give that contributed to their positive experiences include
the following:

® friendly service

® extraordinary effort

® satisfactory recovery from errors
® immediate attention

After Group 1 completes its discussion, members of Group 2 replace mem-
bers of Group 1 in the inner circle. They discuss customer expectations and
conclude that the company’s customers want the following:

n I’CSpOI'lSiVCI'lCSS

reliability

® accuracy

friendliness

a pleasant environment

empathy

® competency

fairness
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Group 3 replaces Group 2 and suggests the following behaviors for meeting
or exceeding customers’ expectations:

® using each customer’s name

® returning calls promptly

sending error-free correspondence

smiling

asking how to be of help

The entire group reconvenes to discuss how well the participants feel they
are doing in meeting the customers’ expectations through the desired behaviors.
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Expanding Panel

Overview

This activity is an excellent way to stimulate discussion and
active participation while giving participants an opportu-
nity to identify, explain, and clarify issues.

Procedure

1.

Select an issue that will engage the participants’ interest. Present the issue
so that participants will be stimulated to discuss their viewpoints. Identify up
to five questions for discussion.

Choose four to six people to serve as a panel-discussion group. Ask them to
sit in a semicircle at the front of the room.

Ask the remaining participants to position themselves on three sides of the
discussion group in a horseshoe arrangement.

Begin with a provocative opening question. Moderate a panel discussion
with the core group while the observers take notes in preparation for their
own discussions.

At the end of the designated discussion period, separate the entire group
into subgroups to continue the discussion of the remaining questions.

Variations

1.

2.

Case Example

Reverse the sequence; begin with small-group discussion and follow with a
panel discussion.

Invite the participants to generate the questions for discussion.

In a session on managing change, the trainer introduces the subject by explain-
ing that people naturally resist change, but that change is inevitable. To deal
with change, we have to understand it. The trainer asks for five volunteers to
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serve as panelists and directs them to sit in a semicircle with the rest of the par-
ticipants seated around them in a horseshoe configuration. The trainer then
poses the following question to the panelists:

® What types of changes are you and/or your employees experiencing?

After fifteen minutes of listening to the panelists discuss the question, the
trainer divides the participants into subgroups and asks them to discuss the
following questions:

® What are the effects of change on you and other employees?
® Why do people resist change?

® What are the positive aspects of change?

® What are the negative aspects of change?

The entire group is then reconvened to obtain highlights of the subgroup
discussions.
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Point-Counterpoint

Overview

This activity is an excellent technique to stimulate discus-
sion and gain a deeper understanding of complex issues.
The format is similar to a debate but is less formal and
moves more quickly.

Procedure

1. Select an issue that has two or more sides.

2. Divide the participants into subgroups according to the number of positions
you have stated and ask each subgroup to come up with arguments to sup-
port its position. Encourage subgroup members to work with a partner or in
small cluster groups.

3. Reconvene the entire group, but ask members of each subgroup to sit
together with space between the subgroups.

4. Explain that any participant can begin the debate. After that participant has
had an opportunity to present one argument in favor of his or her assigned
position, allow a different argument or counterargument from a member of
another subgroup. Continue the discussion, making sure that all positions
are presented.

5. Conclude the activity by offering comparisons of the different positions.
Allow for follow-up reaction and discussion.

Variations

1. Instead of a full-group debate, pair up individual participants from different
subgroups and have them argue with each other. This can be done simulta-
neously, so that every participant is engaged in the debate at the same time.

2. Line up two opposing subgroups so that they are facing each other. As one
person concludes his or her argument, have that participant then toss an
object (such as a ball or a beanbag) to a member of the opposing side. The
person catching the object must rebut the previous person’s argument.
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Case Example

In a session on team development, the trainer divides the participants into two
subgroups. Group A is given the “pro” position, and Group B is given the “con”
position. Each subgroup is asked to think of points to support its assigned posi-
tion for the following statement:

® “We are overdoing the use of teams in our organization.”
The exchange is as follows:

Group A Point: “We’re wasting too much time in team meetings.”

Group B Counterpoint: “It’s going to take a while to learn how to run
meetings more effectively.”

Group A Point: “This is an excellent opportunity to empower employees.”

Group B Counterpoint: “We’re doing tasks and making decisions that
managers are paid to do.”
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Reading Aloud

Overview

Surprisingly, reading a text aloud can help participants to
focus mentally, raise questions, and stimulate discussion.
This strategy is much like a Bible-study session. It has the
effect of focusing attention and creating a cohesive group.

Procedure

1.

Choose a text that is sufficiently interesting to read aloud. Limit yourself to
a selection that is less than five hundred words.

Introduce the text to the participants, highlighting key points or issues to be
raised.

Section off the text by paragraphs or some other means. Invite volunteers to
read aloud different sections.

As the reading progresses, stop when appropriate to emphasize certain points,
raise or entertain questions, or give examples. Allow brief discussions if partic-
ipants show an interest in certain portions. Then proceed with the reading.

Variations

1.

Case Example

Do the reading yourself if you feel it will enhance the presentation of the
text or if you have concerns about the reading skills of participants.

Form participants into pairs. Have the members of each pair read to each
other, stopping for clarification and discussion as they see fit.

In a class on organizational communication, the instructor distributes copies of
the handout below. As different participants take a turn reading a passage, the
instructor comments on its key points and probes the class for its reactions and
examples from their personal experience.
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A CLIMATE OF DIALOGUE

We use the expression “everyone is entitled to his or her
own opinion” when we want to support freedom of speech.
However, there are social limits to this right in team and or-
ganizational situations.

Too often, discussion becomes a debate of my idea versus
your idea. People advocate for the causes dear to their hearts,
hoping to gain support from others. The climate becomes very
politicized.

By contrast, when a climate of dialogue exists, team
members listen to each other, react to and build upon each
other’s ideas, and look for and acknowledge real differences
of opinion.

The purpose of dialogue is to enlarge ideas, not dimin-
ish them. Here are ways you can help to build a climate of
dialogue:

® Ask questions to clarify what others are saying. Invite
others to seek clarification of your ideas.

® Share what’s behind your ideas. Reveal your assumptions
and goals. Invite others to do the same.

m Ask others to give you feedback about your ideas.

® Give constructive feedback about the ideas of others.
® Make suggestions that build on the ideas of others.

® Incorporate the ideas of others into your proposals.

® Find common ground among the ideas expressed in
the group.

® Encourage others to give additional ideas than those
already expressed.
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m Card Exchange*

Overview

This is a clever strategy to help a medium to large group of
people share ideas and opinions about issues you want
them to discuss.

Procedure

1.

Before the process starts, prepare several index cards on which you have
written some statements about an important issue or job-related problem
relevant to the participants. Examples might include: handling irate cus-
tomers, the value of performance appraisals, a process that needs improve-
ment, the best software, building commitment in virtual teams, or reducing
costs. Prepare about as many cards as there are participants, and hold them
in reserve.

Hand out two blank cards to each participant on which they are asked to
write a brief statement about the issue you have chosen. Encourage them to
be honest. Explain that the statements will be anonymous.

Collect the cards and shuffle them well with your prepared cards. Then
randomly distribute to each participant three cards. Tell them to examine
the cards and ask them to arrange them in order of preference. Then in-
struct them to mill around the room exchanging cards in order to obtain

a set of three they are happy with. Call time after five minutes. (If some par-
ticipants complain about the cards they presently hold, tell them “relief is
on the way.”)

Arrange people in trios and have them select the three cards they prefer as a
group. Ask them to discard cards they don’t want and place them in a spot
accessible to every trio. Any trio can rummage through the discarded cards
to find any they prefer over the ones they have. Call time after ten minutes.

Invite each group to give a short report on the statements they have chosen.
(Consider giving each trio a sheet of newsprint to display their chosen
statements. )

*Based on a strategy developed by Sivasailam “Thiagi” Thiagarajan.
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6.

Have the entire group reflect on the commonalties and diversity of view-
points among the subgroups.

Variations

1.

Case Example

Do away with cards. Have participants meet in several small groups (either
pairs or trios) and ask them to discuss their feelings about the issue. Recon-
vene the entire group and ask participants how their views were clarified,
affirmed, or challenged by these exchanges.

Divide participants into small groups. Ask them to create a list of suggestions
for dealing with a job-related problem or issue. Ask each group to nominate
a spokesperson and invite all the spokespersons to become part of a panel
discussion (in front of the entire group) that shares suggestions to deal with
the issue or problem.

In a training session on “Using Measurement to Drive and Track Business
Results,” six participants are given two cards on which to express their views of
how measurement activities are designed and carried out in their company.
After their cards are collected, they are merged with these six additional cards:

SEEEAN- B L b

Used to find fault.

People are not asked for their input on what data to gather.

The process is objective.

The measures currently used are highly relevant to business results.
Surveys are worded poorly.

Confidentiality is respected.

From the deck of eighteen cards, each participant receives three cards and

goes through the exchange process outlined above. At the end of this process, a
lively discussion ensues. Several improvements are developed for using measure-
ment in the company.
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PromrriNG
QUESTIONS

Asking questions is something trainers do a
lot. That’s all to the good because good ques-
tions asked of participants keep them engaged.
Prompting questions from participants is some-
thing trainers don’t do enough of. That’s not
good because questioning is the starting point
of active learning.

To prompt questions from participants,
however, don’t rely on asking, “Are there any
questions?” All too often what follows will be
silence. From the absence of questions, you
may think the participants aren’t interested
or you may conclude that everything must be
clear. Unfortunately, the truth is often that
participants aren’t ready to ask questions. Or,
if they have some, they are worried that mak-
ing them public might convey their stupidity
rather than their curiosity.

The strategies that follow will help you to
change these dynamics. Participants will be
more prepared to compose questions because
they have had a chance to think over the
material and feel safe to raise what’s unclear
for them or what more they want to know.
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Learning Starts with a Question

Overview

The process of learning something new is more effective if
the learner is in an active, searching mode rather than a
passive mode. One way to create the active-learning mode
is to stimulate participants to delve into subject matter on
their own without prior explanation from you. This simple
strategy stimulates question asking, the key to learning.

Procedure

1.

Distribute to participants an instructional handout of your own choosing.
Key to your choice of handouts is the need to stimulate questions from the
participants. A handout that provides broad information but lacks details or
explanatory backup material is ideal. An interesting chart or diagram that
illustrates some knowledge is a good choice. A text that is open to interpre-
tation is another good choice. The goal is to evoke curiosity.

2. Ask participants to study the handout with a partner. Request that the part-

ners make as much sense of the handout as possible and that they place
question marks next to information they do not understand. Encourage par-
ticipants to insert as many question marks as they wish. If time permits, form
the pairs into quartets and allow time for each pair to help the other.

Reconvene the group and answer participants’ questions. In essence, your
session will be directed by the group’s questions rather than by a pre-set
plan. Or if you wish, listen to all the questions first and then proceed with a
pre-set plan, making a special effort to respond to the questions posed by
participants.

Variations

1.

If you feel that participants will be lost trying to study the material entirely
on their own, provide some additional information to help guide them in
their inquiries. Then proceed with the study groups.

Begin the procedure with individual study rather than partner study.
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Case Example

A trainer distributes a chart that depicts the events in new drug development.
The trainer asks the participants to study the chart with learning partners and to
place question marks at any point in the chart that is not clear to them.

Pre-Clinical

Research and Clinical Research NDA Post-Marketing
Development and Development Review Surveillance
Initial Synthesis Adverse
Phase 1 Reaction
Reporting
Phase 2
Phase 3
Surveys/
Sampling
Testing
Animal Testing
Short Term
>
Long Term Inspections
Range: 1-3 Years Range: 2-10 Years Range: 2 Months—7 Years
Average: 18 Months Average: 5 Years Average: 24 Months
FDA Time:
30-Day Safety Review

FDA Time

Industry Time

NDA NDA
Submitted  Approved

In the ensuing discussion, the participants ask the following questions:

® What is an NDA?

® What are the differences among the three phases of clinical research?

® Why is there a space for “industry time” during the NDA review?

® Who is responsible for reporting adverse reactions after the drug is avail-

able to patients?
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Question Cards

Overview

This is a non-threatening way to encourage question ask-
ing among participants. It utilizes the response card tech-
nique. (See “Ten Occasions to Use Response Cards,” page
23.) You can use this at the beginning, middle, or end of a
training session that covers a specific topic.

Procedure

1. Hand out a blank index card to each participant.

2. Ask the participants to write on the cards any questions they have about the
subject matter of the training session (names should be withheld).

3. Request that the cards be passed around the group in a clockwise direction.
As each card is passed on to the next person, he or she should read it and
place a check mark on the card if it contains a question of concern for the
reader as well.

4. When a participant’s card comes back to him or her, each person will have
reviewed all of the group’s questions. At this point, identify the questions that
received the most votes (checks). Respond to those questions by (a) giving
an immediate, but brief answer; (b) postponing the question to a later, more
appropriate time in the session; or (c) noting that the session will not be
able to address the question (promise a personal response, if possible).

5. Invite some participants to share their questions, even if they did not receive
the most votes.

6. Collect the cards for future reference.

Variations

1. If the group is too large to take the time to pass the cards to all participants,
break the group into subgroups and follow the same instructions. Or simply
collect the cards without having them passed around and respond to a sam-
pling of them.

101 Ways to Make Training Active, 2nd Ed. Copyright © 2005 by John Wiley & Sons, Inc. Reproduced by permission of
Pfeiffer, an Imprint of Wiley. www.pfeiffer.com



Prompting Questions 155

2. Collect the cards, shuffle them, and pass around the cards, asking each par-
ticipant to take one (unless that person is the owner of the card received).
Invite participants to read the cards they received and do one of two things:
(a) supply their own answers or (b) request your response.

3. Instead of questions on the index cards, ask participants to post their ques-
tions anonymously on a question board on the wall or on a flip chart. (This
suggestion is among many creative ones suggested by Dave Meier in The
Accelerated Learning Handbook, pp. 141-145.)

Case Example

The following questions are asked in a workshop on HIV/AIDS education:
® About how many people in the world are HIV positive?
® What is the most prevalent way in which HIV is transmitted?
® Are certain ethnic groups more prone to HIV?
® How do children contract HIV since they are not sexually active?
® What is the best medical treatment for AIDS?

® How effective are condoms in preventing HIV transmission?
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Planted Questions

Overview

This technique enables you to present information in
response to questions that have been “planted” with
selected participants. Although you are, in effect, giving a
well-prepared lesson, it appears to other participants that
you are merely conducting a question-and-answer session.

Procedure

1.

5.

Choose three to six questions that will guide your lesson and sequence
them logically.

Write each of the questions on an index card, along with the cue you will
use to signal a participant to ask that question. Cues you might use include
the following:

® scratching your nose

® taking off your eyeglasses
® snapping your fingers

® yawning

Prior to the session, select the participants who will ask the questions. Give
each an index card and explain the cue. Make sure the participants do not
reveal to anyone else that they are “plants.”

Open the question-and-answer session by announcing the topic and giving
your first cue. Call on the first “plant,” answer the question, and then con-
tinue with the rest of the cues and questions.

Now open the floor to new questions. You should see several hands go up.

Variations

1.

Have the answers to the questions already prepared on flip charts, overhead
transparencies, or instructional handouts. Dramatically reveal the answer to
each question.

Give the planted questions to your most disinterested or hostile participants.
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Case Example

In a leadership training session, the trainer briefly discusses the characteristics
of an effective leader and then opens the floor for questions. During a previous
break, the trainer had given each of four participants one of the following ques-
tions on an instruction card:

® What is the difference between a leader and a manager?

® Why is this leadership “stuff” such a big deal?

® How can you teach someone to be a leader?

® Does someone have to have all those characteristics in order to be effective?

The following is a sample of one of the instruction cards:

DO NOT SHOW THIS CARD TO ANYONE.

When our break is over, I'm going to be discussing
characteristics of an effective leader and ask if there
are any questions. When | scratch my nose, raise
your hand and ask the following question:

What is the difference between a leader and a manager?

Do not read the question directly from the card.
Memorize it or say it in your own words.
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m Role Reversal Questions

Overview

Even if you ask participants to be thinking of questions
throughout a session, not just at the end, you may still get a
lukewarm response when you ask, “Are there any questions?”
With this technique, you reverse roles: you ask questions
and the participants try to respond.

Procedure

1. Compose questions you would raise about some learning material if you were
a participant. Create questions that do the following:

® seek to clarify difficult or complex material (for example, “Would you
explain again the process for creating a customer refund?”)

® compare the material to other information (for example, “How is this
method different from the process followed by Division B?”)

® challenge specific points of view in the lecture material (for example,
“Why is it necessary to revise the process? Wouldn’t that lead to a lot of
confusion?”)

® request examples of the ideas being discussed (for example, “Could you
give me an example of how to write a disciplinary letter?”)

m test the applicability of the material (for example, “How could I use this
idea in this organization?”)

2. At the beginning of a question period, announce to the participants that
you are going to “be” them, and they collectively are going to “be” you.
Proceed to ask your questions.

3. Be argumentative, humorous, and whatever else it takes to get the partici-
pants to overcome their hesitation and bombard you with answers.

4. Reversing roles a few times will keep your participants alert and prompt
them to ask questions on their own.
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Variations

1. Instead of employing this technique at the start of a question-and-answer
session, use it when participants have become complacent about asking
questions.

2. Turn the event into a “media conference.” You become the media, introduc-
ing yourself as “Chris from CNN” or the like, and press the class with ques-
tions that probe, attack, or mock the learning material.

Case Example

In a course for managers on conducting effective meetings, the instructor
assumes the role of a participant and asks the following questions of the group:

® Why should I have an agenda? Doesn’t an agenda make a meeting formal
and stuffy?

® How can I start a meeting on time when key people aren’t there?
® How can I encourage more participation?
® What do I do about the person who wants to monopolize the discussion?

® Would you explain what “gatekeeping” means?
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Team

LEARNING

One of the best ways to promote active learn-
ing is to give learning assignments to be car-
ried out in small teams. Often, participants
can learn as much if not more in this mode
than when you are teaching in front of the
class. The peer support and diversity of view-
points, knowledge, and skills also help make
team learning a valuable part of active training.
However, team learning often has many
glitches. There may be unequal participation,
poor communication, and confusion instead
of real learning. Or participants are so used to
“the sage on the stage” that they don’t have
the skills and motivation to learn through
their own peer efforts. The strategies that fol-
low are designed to maximize the benefits of
team learning and to minimize the pitfalls.
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m Information Search

Overview

This method can be likened to an open-book test. Teams
search for information (normally covered in a lecture)
that answers questions posed to them. This method is
especially helpful in livening up dry material.

Procedure

1. Create a group of questions for which the answers can be found in resource
material you have made available for participants. The resource material
can include the following:

® handouts
® documents
® textbooks
® reference guides
® computer-accessed information
® artifacts
® “hard” equipment
2. Hand out the questions about the topic.

3. Form participants into small teams and have them search for the answers.
A friendly competition can be set up to encourage participation.

4. Reconvene the group and review answers. Expand on the answers to enlarge
the scope of learning.

Variations

1. Word your questions so that participants must :nfer answers from the
resource materials rather than obtain the answers directly from the material.

2. Instead of asking participants to hunt for answers to questions, assign a dif-
ferent task such as a case problem to solve, an exercise in which participants
have to match items, or a set of scrambled words which, if unscrambled,
denote important terms contained in the resource information.
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Case Example

Participants training to be claims adjusters are given the following report from a
medical doctor:

Mr. Smith sustained fractures of 1.4 and L5 vertebral bodies on
1/20 when he was involved in a motor vehicle accident while wear-
ing a seat belt. There was no loss of consciousness. He complained
of severe back pain and was seen in orthopedic consultation on 1,/20
at the request of his physician, Dr. Christopher White.

On examination at that time he had tenderness in the lumbar
region with moderately severe paraspinal spasm in the lumbar region.
There was full range of motion of both hips, no lower extremity neu-
rological deficits. Straight leg raise was equivocal at 45 degrees bilat-
erally. X-rays disclosed 10 to 15 percent anterior compression
fractures 1.4 and L5 vertebrae without retro or spondylolisthesis. He
was advised bed rest, traction, warm soaks, and progressive ambula-
tion and physiotherapy. We followed him closely until his discharge.

He returned to the office on 2/12. Range of motion was 0 to 45
degrees, slightly crouching antalgic gait, straight leg raise was equiv-
ocal at 60 degrees bilaterally with hamstring tightness. There were
no lower extremity neurological deficits.

Lumbosacral spine films, including flexion extension films,
revealed no spondyloretrolisthesis or instability at the fracture level.

I recommended he return to full duty 3/1, anticipate gradual
healing of the fractures over the next several months, and return
here in three weeks for follow-up.

Accompanying the letter are the following instructions:

Using the resource materials available to your team, answer the following
questions about the attached physician’s report. Be as specific as possible in
answering.

1. Where is the injury located? What are the findings of the examination?
2. What type of fractures were sustained? Describe.
3. What is spondylolisthesis? Spondyloretrolisthesis?

4. Why does the report mention neurological deficits?
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m The Study Group

Overview

This method gives participants the responsibility to study
learning material and to clarify its content as a group with-
out the trainer’s presence. The assignment needs to be
specific enough so that the resulting study session will be
effective and the group will be able to be self-managing.

Procedure

1.

Give participants a short, well-formatted handout covering lecture material,
a brief text, or an interesting chart or diagram. Ask them to review it
silently. The study group will work best when the material is moderately
challenging or open to widespread interpretation.

Form subgroups and give them a quiet space to conduct their study sessions.

Provide clear instructions that guide participants to study and explicate the
material carefully. Include directions such as the following:

® (Clarify the content.

® (Create examples, illustrations, or applications of the information or ideas.
® [dentify points that are confusing or with which you disagree.

® Argue with the text; develop an opposing point of view.

m Assess how well you understand the material.

Assign jobs such as facilitator, timekeeper, recorder, or spokesperson to sub-
group members. (See “Ten Alternatives for Selecting Group Leaders and
Filling Other Jobs,” page 35.)

Reconvene the entire group and do one or more of the following:
® Review the material together.

® Quiz participants.

® Obtain questions.

® Ask participants to assess how well they understand the material.

® Provide an application exercise for participants to solve.
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Variations

1. Do not form subgroups. Create a full-class study group. Read the material
aloud. Stop the reading to answer participants’ questions, to pose questions
of your own, or to expound on the text.

2. If the group is large enough, create four or six study groups. Then combine
pairs of study groups and ask them to compare notes and help one another.

Case Example

In a course on project management, the trainer addresses the question “What
makes project management successful?”

The trainer provides the following handout and asks participants to form
subgroups to study the material. The subgroups are asked to discuss each con-
cept to clarify the content, create an example, and assess how well they under-
stand the material. They are also asked to identify the points that they find
confusing.

WHAT MAKES PROJECT MANAGEMENT SUCCESSFUL?

1. Successful project management is the result of establishing and communi-
cating clear goals and schedules. Goals must meet the following SMART
criteria:

m Specific: Write the goals so that they express exactly what you are going to
accomplish.

8 Measurable: Identify the deliverables.

m Agreed-On: Use a consensus-seeking process to ensure agreement by all
those involved in the project.

® Realistic: Make sure that you have the appropriate resources to success-
fully complete the project.

® Time-Bound: Set deadlines and target completion dates.

Discuss this item.

Give an example.

How well do you understand this idea? 1 2 3 4 5

not well very well
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2. Winning project managers are proactive. They are constantly evaluating:
What is likely to go wrong? How and when will I know? What will I do about
it? How will I do it?

Discuss this item.
Give an example.
How well do you understand this idea? 1 2 3 4 5

not well very well

3. Successful projects are the result of successful project teams. Some charac-
teristics of a successful team are that roles are clearly defined; conflicts are
resolved openly and quickly; each team member’s contribution is valued;
communication is frequent and open; and there is a high level of interde-
pendency among team members.

Discuss this item.
Give an example.
How well do you understand this idea? 1 2 3 4 5

not well very well
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YAl Card Sort

Overview

This is an active team-based strategy that can be used to
teach concepts, classification characteristics, or product
knowledge or to review information. The physical move-
ment featured can help to energize a tired group.

Procedure

1. Give each participant an index card that contains information or an example
that fits into one or more categories. The following are some sample
categories:

® team “task” behaviors versus team “maintenance” behaviors

® functions of various departments in an organization

® behaviors that illustrate the needs for achievement, affiliation, and power
® symptoms of different illnesses

® information that fits into varied parts of a job résumé

2. Ask participants to mill around the room and find others whose cards fit the
same category. (You may announce the categories beforehand or allow the
participants to discover them.)

3. Have participants with same-category cards present themselves to the rest of
the group.

4. As each category is presented, make any teaching points you think are
important.

Variations

1. Ask each group to make a teaching presentation about its category.

2. At the beginning of the activity, form teams. Give each team a complete set
of cards. Be sure the cards are shuffled so that the categories they are to be
sorted into are not obvious. Ask each team to sort the cards. Each team can
obtain a score for the number of cards sorted correctly.
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Case Example

Participants in a training program on team development are divided into four
teams. Each team is given four “header” cards labeled: Forming, Storming, Norm-
ing, and Performing and a shuffled deck of sixteen cards containing events that
occur in teams. Each team’s job is to sort the sixteen cards into four even piles,
one for each stage of team development. The following is the correct sorting:
Forming

® Members are concerned with acceptance.

® Goals are not clear and clarity is not sought.

® Members communicate in a tentative manner.

® The team leader is seen as benevolent and competent.

Storming
® Clarification of goals begins.
® Participation increases.
® Conflicts about values surface.

® Subgroups and coalitions form.

Norming
® Conflict continues to occur.
® Cohesion and trust increase.
® Member satisfaction increases.

® The leader’s role becomes more consultative.

Performing
® The leader provides maximum empowerment.
® The team has an open communication structure.
® The team encourages innovation.

® Subgroups work on important tasks.
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m Learning Tournament*

Overview

This technique combines a study group with team compe-
tition. It can be used to promote the learning of a wide
variety of facts, concepts, and even skills.

Procedure

1. Divide participants into teams with two to eight members. Make sure the
teams have an equal number of members. (If this cannot be done, you will
have to average each team’s score.)

2. Provide the teams with material to study together, such as lecture notes, a
brief text, or an interesting chart or diagram.

3. Develop several questions that test comprehension of the learning material.
Use formats that make self-scoring easy, such as multiple choice, fill in the
blanks, true/false, or terms to define.

4. Give a portion of the questions to participants. Refer to this as Round 1 of
the learning tournament. Each participant must answer the questions
individually.

5. After the participants have completed the questions, provide the answers
and ask participants to count the number of questions they answered cor-
rectly. Then have them pool their scores with every other member of their
team to obtain a team score. Announce the scores of each team.

6. Ask the teams to study again for the second round of the tournament. Then
ask more questions as part of Round 2. Have teams once again pool their
scores and add them to their Round 1 scores.

7. You can have as many rounds as you like, but be sure to allow the teams a
study session between rounds.

*This strategy was created by Sivasailam “Thiagi” Thiagarajan.

101 Ways to Make Training Active, 2nd Ed. Copyright © 2005 by John Wiley & Sons, Inc. Reproduced by permission of
Pfeiffer, an Imprint of Wiley. www.pfeiffer.com



170 101 Ways to Make Training Active, 2nd Edition

Variations

1. Penalize participants for wrong answers by assigning a score of =2 or -3.
If a question is left unanswered, the blank should be scored as 0.

2. Make the performance of a series of skills the basis of the tournament.

Case Example

In a course on human-resource management, the trainer distributes informa-
tion about the Americans with Disabilities Act and asks teams to study it. In the
first round of the learning tournament, every participant takes a true/false test.
The following five statements are given:

1. Any new building over two stories high must have an elevator.

2. Organizations with fewer than seventy-five employees are exempt from
compliance.

3. Physical requirements for a job may be listed in the job description.

4. The cost of retraining a newly disabled employee is completely assumed by
the employer.

5. The term “reasonable accommodation” is clearly defined by government
regulations.

After the answers are reviewed by the trainer, the participants total their indi-
vidual scores to obtain a team score. Round 1 is now over and each team returns
to study the information further to prepare for Round 2 of the tournament.
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m The Power of Two

Overview

This activity is used to promote cooperative learning and
to reinforce the importance and benefits of synergy, that
is, that two heads are indeed better than one.

Procedure
1. List topic-related questions on a flip chart, transparency, or chalkboard or in
participant workbooks.
2. Ask participants to answer the questions individually.

3. After all participants have completed their answers, ask the participants to
form pairs. Members of each pair share their answers with each other.

4. Ask the pairs to create a new answer to each question, improving on each
individual’s response.

5. When all pairs have written new answers, compare the answers of each pair
to the others in the group.

Variations

1. Invite the entire group to select the best answer for each question.

2. To save time, assign specific questions to each pair rather than having all
pairs answer all of the questions.

Case Example

In a session for retail store managers, the trainer writes the following questions
on the flip chart:

® What can you do to help customers find things they are looking for in
your store?
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® What can you do to provide more product information for your customers
beyond what is contained in the packaging of the product?

® What can you do to make the experience of shopping in your store more
fun for the customer?

Participants each write responses to the questions and then compare
answers with their partners. New answers are then developed collaboratively.
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m Team Investigation

Overview

There are many ways to mobilize small groups to gather
information, obtain ideas, and solve problems as a team.
This is an excellent strategy to build active learning into
any training program.

Procedure

1. Organize participants into teams of two to six members.
2. Utilize one or more of the following team investigation approaches:

m Create a scavenger hunt by giving teams information to find in a specified
environment.

® Give teams a list of people to interview to obtain answers to a set of ques-
tions you provide.

® Provide opportunities for participants to watch and observe others.

® Pose a set of problems for teams to solve and provide them with refer-
ence materials.

® Give teams one or more learning activities or games they can undertake
on their own.

3. Ask teams to present their experiences and findings. Consider a panel dis-
cussion or mixing members of different teams into small discussion groups.

Case Example*

In a customer-service program, participants are transported to a location with sev-
eral businesses. Participants are asked to visit, in pairs, at least five businesses and
observe customer service (or lack thereof) in each business. Participants are asked
to discuss their reactions with their partners continuously during their visits and to
brainstorm what they would do to improve the customer service where it was lack-
ing. On their return, participants are asked to develop their own principles of
good customer care and print them for distribution. As a total group, they discuss
specific ways of applying these principles in their work with their own customers.

*Reported in Dave Meier’s The Accelerated Learning Handbook, p. 88.
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PEER

TEACHING

Aristotle said, “Teaching is the highest form of
understanding.” Recent experts agree. They
believe that a subject is truly mastered when a
learner is able to teach it to someone else.
Peer teaching gives participants the opportu-
nity to learn something well and at the same
time to become resources for one another.

The strategies that follow are practical
ways to involve peer teaching in a training
context. They also allow the trainer to supple-
ment, when necessary, the teaching done by
participants.
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Group-to-Group Exchange

Overview

In this strategy, different assignments are given to different
subgroups of participants. Each subgroup then “teaches”
what it has learned to the rest of the group. This activity
promotes a spirited exchange of views about any topic for
which there are differing ideas, positions, concepts, or
approaches.

Procedure

1.

Select a topic that promotes an exchange of views (as opposed to a debate).
Examples of topics include the following:

® two approaches to closing a sale

m different ways to improve employee performance
® project-management methods

® the ideas of two or more writers

Divide the participants into as many subgroups as there are positions for the
topic. In most cases, two to four subgroups are appropriate for this activity.
Provide each subgroup with appropriate background information on the
selected topic. Give each subgroup up to thirty minutes to create a presenta-
tion for the assigned topic viewpoint. For example, if the topic is e-learning,
one subgroup might present strategies for synchronous e-learning and the
other subgroup would present strategies for asynchronous e-learning.

When the preparation phase is completed, ask each subgroup to select a
spokesperson. Invite each spokesperson to address the other subgroup(s).

After a brief presentation, encourage participants to ask questions of the
presenter or to offer their own views. Allow other members of the spokes-
person’s subgroup to respond.

Continue the remaining presentations until each subgroup has expressed
its views and has responded to audience questions and comments. Then
compare and contrast the views that were exchanged.
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Variations
1. Allow a considerably longer period of preparation. Ask subgroups to do
extensive research before their presentations.

2. Use a panel or fishbowl discussion format for each of the subgroups’
presentations.

Case Example

The trainer for a session on dealing with conflict divides the participants into
thee subgroups to address the following three conflict-management styles:

® Cooperative: Seeks a win/win solution; approaches the problem as a collab-
orative effort

m Competitive: Sees conflict as a win/lose situation; tends to attack the other
position and seeks to win at all costs

® Avoidance: Pretends that conflict does not exist or that, if ignored, it will
eventually go away; uncomfortable with any kind of confrontation

Each subgroup is asked to study the characteristics of its assigned style and
to make a presentation to the rest of the group. Following this, the entire group
discusses the three styles.
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Jigsaw Learning

Overview

Jigsaw learning is similar to Group-to-Group Exchange
(page 176), with one important difference: Every single
participant teaches something. It is an exciting alternative
whenever there is material to be learned that can be seg-
mented or “chunked” and where no one segment must be
taught before the others. Each participant learns some-
thing that, when combined with the material learned by
others, forms a coherent body of knowledge.

Procedure

1. Choose learning material that can be broken into segments. A segment can
be as short as one sentence or as long as several pages. (If the material is
lengthy, ask participants to read their assignments before the session.)
Examples of appropriate material include the following:

® a multi-point handout (for example, “Ten Strategies for Forming
Groups,” page 33)

® a text that has different sections or subheadings
® a list of definitions

® a group of magazine-length articles or other kinds of short reading
material

2. Count the number of learning segments and the number of participants. In
an equitable manner, give out different assignments to different subgroups.
For example, imagine a class of twelve participants. Assume that you can
divide learning materials into three segments or “chunks.” You might then
be able to form quartets, assigning each group segment 1, 2, or 3. Then
ask each quartet or “study group” to read, discuss, and learn the material
assigned to them. (If you wish, you can form pairs or “study buddies” first and
then combine the pairs into quartets.)
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3. After the study period, form “cooperative learning” subgroups. Such sub-
groups contain a representative of every study group in the class. In the
example just given, the members of each quartet could count off 1, 2, 3,
and 4. Form cooperative learning subgroups of participants with the same
number. The result will be four trios. In each trio will be one person who
has studied segment 1, one who has studied segment 2, and one who has
studied segment 3. The following diagram displays this sequence.*

Total Group Explanation

Study Group

Cooperative Learning Groups

1 1

4. Ask the members of the cooperative learning subgroups to teach one
another what they have learned.

5. Reconvene the full group for review and to answer remaining questions to
ensure accurate understanding.

*Diagram reproduced from 20 Active Training Programs, Vol. II, by M. Silberman, S. Jullierat, K. Lawson, & N.C.
Lewine. Copyright © 1994 by Pfeiffer, San Francisco, CA.
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Variations

1. In many instances, the number of participants cannot be divided evenly into
the number of learning segments. If this is the case, you can adjust by using
learning partners instead of subgroups. Divide the learning material into
only two segments, assigning one segment to one member of a pair and the
other segment to his or her partner. For example, in a seven-point handout,
one person can be assigned points 1 through 4 and the partner can be
assigned points 5 through 7. Create “study buddies” of pair members with
the same assignment. Then have the original pairs meet again to teach one
another what they have studied.

2. Assign to different participants the responsibility for learning a skill rather
than cognitive information. Have participants teach one another the skills
they have learned.

Case Example

A class on business development deals with the types of legal structures for a busi-
ness. The instructor creates handouts describing each of the following entities:

® S Corporation

® C Corporation

® Partnership

® Sole Proprietorship
® Limited Partnership

Five study groups are formed and each group is given one of the entities to
study and be able to explain to someone else.

Groups are then reconfigured to include one member from each of the
study groups. Each person then teaches the others about the business entity that
he or she studied, pointing out key features as well as benefits and drawbacks.
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Everyone Is a Teacher Here

Overview

This is an easy strategy for obtaining class-wide participa-
tion and individual accountability. It gives every participant
the opportunity to act as a “teacher” for other participants.

Procedure

1.

Hand out an index card to each participant. Ask each participant to write
down a question he or she has about the learning material being studied in
the training or a specific topic he or she would like to discuss.

Collect the cards, shuffle them, and distribute one of them to each partici-
pant. Ask the participants to read silently the questions or topics on their
cards and think of responses.

Invite volunteers to read aloud the cards they received and to give their
responses.

After a response is given, ask the others in the group to add to what the
volunteer has contributed.

Continue as long as there are volunteers.

Variations

1.

Hold on to the cards you collect. Create a panel of respondents. Read each
card and ask for discussion from the panelists. Rotate the members of the
panel frequently.

2. Ask participants to write down on cards opinions or observations they have

about the learning material. Ask for volunteers to share their comments,
and have other participants agree or disagree with the opinions or observa-
tions offered.
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Case Example

In a session on retirement planning, participants have read material on retire-
ment-planning options. Some of the questions raised by the participants follow:

® How soon should a person begin to plan for retirement?

® What is the difference between an IRA and a SEP?

® How much should someone save per month for retirement?
® What are annuities?

® What kind of investment mix should a retired person have?

The instructor follows the procedure given above, allowing participants to
respond to one another’s questions.
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m Peer Lessons

Overview

This is a strategy to promote peer teaching that places the
entire responsibility for teaching fellow participants on the
group members.

Procedure

1.

Divide the participants into subgroups. Create as many subgroups as you
have topics to be taught.

Give each subgroup some information, a concept, or a skill to teach others.
The following are some sample topics:

® how to make telecommuting work

® splicing cable wires

® conducting performance appraisals of employees
® how to negotiate a win-win agreement

Ask each subgroup to design a way to present or teach its topic to the rest of
the participants. Advise the subgroups to avoid a lecture presentation and to
try to make the learning experience as active as possible for participants.

Suggest that subgroups consider any of the following methods:
® visual aids

® a3 demonstration skit

® examples and/or analogies

® involvement through discussion, quiz games, writing tasks, role playing,
mental imagery, or case study

® questions and answers

You might also suggest some methods from 101 Ways to Make Training Active
as teaching strategies.

Allow sufficient time for planning and preparation (either during or outside
of the session). Then have each subgroup present its lesson. Applaud the
effort of each subgroup.
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Variations
1. Instead of subgroup teaching, have participants teach others individually or

Case Example

in small groups.

Allow subgroups to ask participants to complete a reading assignment
before the presentations.

In a course on career planning, the trainer divides the group into five subgroups
and assigns each subgroup one of the following topics:

® assessing your skills and accomplishments

® networking skills

® preparing a résumé

® job-hunting resources

® polishing your interview skills

The subgroups present their topics as follows:

® The subgroup assigned to the topic of skills assessment prepares a self-
assessment questionnaire and asks participants to complete it during the
session.

® The networking-skills subgroup presents its content points through a
panel discussion during which panel members share personal experiences
and techniques they have used in developing networking skills.

® The subgroup presenting the résumé collects examples of good and poor
résumeés for the group to analyze.

® To convey the wide array of job-hunting resources available, the subgroup
assigned this topic prepares a crossword puzzle for the group to complete.

® The interview-skills subgroup presents a skit demonstrating the do’s and
don’ts of interviewing.

101 Ways to Make Training Active, 2nd Ed. Copyright © 2005 by John Wiley & Sons, Inc. Reproduced by permission of
Pfeiffer, an Imprint of Wiley. www.pfeiffer.com



Peer Teaching 185

m Participant-Created Case Studies

Overview

Case study is widely heralded as one of the best learning
methods. A typical case discussion focuses on the issues
involved in a concrete situation or example, the action
that should be taken and the lessons that can be learned,
and the ways of handling or avoiding such situations in the
future. The technique that follows allows participants to
create their own case studies.

Procedure

1. Divide the participants into pairs or trios. Invite each pair to develop a case
study that the remainder of the group can analyze and discuss.

2. Indicate that the purpose of a case study is to learn about a topic by exam-
ining a concrete situation or example that reflects that topic. Provide some
of the following examples:

® A transcript of a performance review can be analyzed to study how to
appraise employees effectively.

® An account of how a company set up a succession-planning program can
be used to study promotion policies.

® A dialogue between a manager and an employee can be examined to
learn how to provide positive reinforcement.

® The steps taken by management in a company undergoing a merger can
be studied to learn about organizational change.

3. Provide adequate time for the pairs or trios to develop a short case situation
(100 to 200 words long) that poses an issue to be discussed or a problem to
be solved that is relevant to the subject matter of the session. Give the partic-
ipants the following guidelines:

® The case study can be a real example or an invented one.

® Make the material subtle and challenging; do not be obvious about what
is right or wrong.

m Allow for different points of view.
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4. When the case studies are complete, have the subgroups present them to the
participants. Allow a member of the subgroup to lead the case discussion.

Variations

1. Obtain a small number of volunteers who prepare case studies in advance
for the rest of the participants. (The preparation of a case study is an excel-
lent learning assignment.)

2. Create an even number of subgroups. Pair up subgroups and have them
exchange case studies.

3. Provide your own case studies. (See Jean Barbazette’s Instant Case Studies for
seventy-one case studies that can be used as is or modified to meet your own
objectives.)

Case Example

In a session on sexual harassment, four subgroups develop the following case
studies:

1. Lois worked in a shipyard as a welder. Pictures of nude and partially nude
women were posted throughout the building. There was graffiti on the walls
with suggestive messages for various people. Male employees and supervisors
made off-color remarks to Lois and also said to her, “There’s nothing worse
than having to work around women.”

2. John was head of a military EEO office. He frequently said things to one of
his female staff members like “Okay, babe” and “Listen here, woman.” He
would yell at her for leaving the office and even try to prevent her from leav-
ing by blocking the doorway. John once complained to a fellow manager
that he had “dumb females” working for him who “couldn’t read or write.”

3. Margaret wanted a promotion that was given to Donna. Everyone in the
office knew that Donna had an affair with the male supervisor who granted
the promotion. The supervisor would call female subordinates while they
were at work and brag about sexual experiences he had had with several
female workers. He even mentioned to Margaret that Donna would get the
promotion because she was “very good at making him feel good.”

4. Susan had been having an affair with her boss for approximately two years.
She had always been interested in him and had jumped at the opportunity
to become his secretary when the position became available. She initiated
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the relationship by making suggestive comments and inviting him to dinner.
When Susan tried to end the relationship, her boss became quite upset and
begged her not to end it. She broke it off anyway. She then began to get
negative performance appraisals and was written up for minor infractions.
She finally quit because of the continuous criticism of her performance.

A spokesperson from each subgroup conducts a discussion of each case.
The questions fall into the following categories:

® Discussion starters: “Is this sexual harassment? Why or why not?”

" Probing and challenging questions: “What sexual harassment guidelines
apply in this case?”

m Application questions: “How does this impact the workplace?”

® Predictive and hypothetical questions: “If you were the ‘victim’ what would
you do?”

® Analytical and evaluative questions: “Which part of the case scenario was
most damaging?”

® Summary questions: “How does this relate to your role as a manager?”
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188
m Poster Session

Overview

This alternative presentation method is an excellent way to
capture the imagination, invite an exchange of ideas, and
briefly inform participants. This technique is also a novel
and graphic way of enabling participants to express their
perceptions and feelings about the topic in a nonthreaten-
ing environment.

Procedure

1. Each participant selects a topic related to the general topic of the training.

2. Each participant prepares a visual display of his or her concept on poster
board or a flip chart. (You will determine the size.) The poster display
should be self-explanatory, that is, observers should easily understand the
idea without any further written or oral explanation. However, participants
may choose to accompany the poster with a one-page handout offering
more detail and serving as further reference material.

3. During the designated session, participants post their visual presentations
and freely circulate around the room viewing and discussing one another’s
posters.

4. Fifteen minutes prior to the end of the session, convene all the participants
and discuss what they found valuable about the activity.

Variation
1. Form teams of two or three participants instead of making individual assign-
ments, particularly if the topic is limited in scope.

2. Follow up a poster session with a panel discussion, using some displayers as
panelists.
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Case Example

In a training program on stress management, subtopics that are assigned
include the following:

® causes of stress

® symptoms of stress

m effects of stress on self and others
® stress reducers

One of the participants illustrates the symptoms of stress by creating a
poster display that shows the following pictures:

® an overweight person on a scale

® someone drinking an alcoholic drink
® two people arguing

® a person with a headache

Below each picture is a short paragraph explaining how and why a stressed
person might be exhibiting the symptom portrayed.
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ACTIVE
E-LEARNING

e-Learning provides a robust set of opportuni-
ties for active learning. In both synchronous
and asynchronous delivery, it is possible to
adapt many strategies in this book to virtual
classrooms. For example, you can create jigsaw
learning activities online, using e-mail and
chat rooms. It’s also possible to use technology
tools that are unique in their ability to engage
learners. Two examples are computer-based
simulations and application sharing exercises.

Most people assume that e-learning is
something people do independently. They
view it as the ultimate form of self-paced, self-
directed activity. With the advent of support
platforms that allow for videoconferencing,
chat rooms, and electronic breakout groups,
however, there are many opportunities for
collaborative, interdependent learning using
technology.

What follows are a few interesting strategies
to promote interactive e-learning, both during
live, online sessions and in asynchronous mode.
Even a tool as simple as e-mail can be used.
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e-Mail Exchanges

Overview

There are a variety of ways to use e-mail to stimulate
exchanges among virtual participants in a training
program. Most of these exchanges occur over a period
of days or weeks.

Procedure
1. Communicate to participants a topic on which you would like their contri-
butions. Below are some possibilities:
® views on unethical business practices
® facts about new products
® ideas for improving processes in an organization
® answers to questions on a test

2. Ask participants to e-mail you their responses. Place a limit on how many
responses you want so that you will not be overloaded with data. Also give
them a deadline by which they must respond.

3. Summarize the results and report them back to the participants.

4. Ask participants to react to the summary and publish those comments as well.

Variations

1. Make a game out of the exchanges by organizing players into two groups
and have the members of each group independently judge the responses of
the members of the other group. Or create a panel of expert judges. Recog-
nize the best contributions.

2. Create a “chain letter” exchange for small groups. Designate the order in
which participants are to post their remarks and to whom to send them.
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Case Example

Fifty participants in a large retail company, with stores across the United States
and Canada, are asked to “think outside the box” and contribute one idea to
enhance the guest’s experience in their stores. Any ideas that are already in
place are eliminated. The ideas are clustered by the facilitator and reported
back to the participants. The participants are then asked to select the top three
ideas. The top vote-getters are published. Initial contributors of the top ideas
are recognized.
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m Dear Addie Letters*

Overview

Online courses can use this format for seeking advice to
engage participants in class discussions on most any topic.
By asking participants to respond to Dear Addie letters
that you develop, you can assist them in exploring a variety
of topics, issues, or themes.

Procedure

1. Form collaborative groups of three to five participants.
2. Create a forum on an asynchronous discussion board for each group.

3. Create an additional forum for groups to post their responses to the letter
you develop.

4. Develop a “Dear Addie” letter that seeks advice from the groups to a real-
world situation that requires the application of course content to resolve. A
letter should include four elements: introduction, background and context,
problem to be solved or decision to be made, and request for advice.

5. Post the letter to each group.

6. Have the participants in each group work together in developing a response
to the letter, using a variety of resources in providing useful advice to resolve
the problem described in the letter.

7. Require each group to post a response to the letter to the designated discus-
sion forum.

8. Encourage participants to review the response letters from the other groups.

Variations

1. Assign a letter to individual participants or to the total class as an alternative
to the small-group format suggested above.

2. Provide a response of your own and seek reactions.

*Adapted from 75 e-Learning Activities: Making Online Learning Interactive, pp. 181-184, by Ryan Watkins.
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Case Example

Below is a sample Dear Addie letter:

Dear Addie,

I am writing for advice on how to implement
performance improvement measures at my
company. A few weeks ago, I became an
overwhelmed new hire at a corporate training
vendor. Hired just five weeks ago, I now lead the
customized training development team.

My new employer is a small company that
develops and delivers customized technology
training to corporate customers. We also deliver a
variety of standard computer-skills training classes
from our extensive catalog. All of the training is
classroom-based and I lead the training design
and development team.

There are a growing number of customer
complaints about staff turnover. A project starts
with one rep and closes with another who is not
adequately informed. Clients no longer feel
secure when a different representative approaches
them each time without knowing the background

of the firm’s relationship.
What should I do?

Sincerely,

Dazed in Dallas
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m Application Questions*

Overview

This is a strategy for synchronous e-learning. Participants
prepare for the activity by reading information on a topic
they are studying. The instructor poses a series of applica-
tion questions that participants are asked to answer.
Answers are posted and reviewed.

Procedure

1. Give participants a reading assignment prior to the synchronous session.

2. Create a series of application questions for participants to respond to based
on the content read before the session.

3. Using your synchronous platform, create a whiteboard with a header related
to the subject matter.

4. Begin the session by asking participants to open the word-processing
document.

5. Explain that you will be posting a series of questions in the chat area, one
every minute or so. The participants’ job is to answer all the questions.

6. When the participants are done, give them time to review their peers’
responses. Give them an opportunity to comment on others’ responses or
question their peers.

7. Select the responses from one participant, copy the text, and paste it on the
whiteboard. (Select responses that you feel will elicit good discussion.) As a
large group (using audio), host a discussion of his or her responses.

Variation

The questions can be typed into the chat area and responses typed onto the
whiteboard instead of copied or pasted. Do this if your chat doesn’t support
copying and pasting text.

*Adapted from Live and Online, pp. 76-77, by Jennifer Hofmann.
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Case Example

In a module on giving effective recognition, an article is read, and participants
are asked the following application questions:

® In your experience, when is a good opportunity to give recognition?

® Give an example of a behavior you feel deserves recognition. How would
you recognize that behavior?

® What are some of the drawbacks of employee recognition programs and
how can they be avoided?
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m Web-Based Scavenger Hunt*

Overview

This strategy encourages learners to explore various online
resources and engage in fact-finding exercises in each web-
site they visit. By your challenging learners to locate specific
information, learners are guided to essential resources while
at the same time engaging in an entertaining exercise.

Procedure

1. Select websites that will be useful to learners throughout the training program
(for example, technical support, online articles, professional associations, and
so forth).

2. Identify at least one specific fact within each website and construct a question
related to that fact (for example, On which web page will you find the login
screen to access the online database of articles published in XYZ magazine?).

3. E-mail learners the scavenger hunt questions you have compiled.
4. Request that learners e-mail you back the answers to the questions.

5. Provide learners with feedback on their performance.

Variations

1. Ask participants to create scavenger hunt questions for others in the class.

2. Provide clues or starting places for learners to begin their search.

*Adapted from 75 e-Learning Activities: Making Online Learning Interactive, pp. 147-149, by Ryan Watkins.
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Case Example

In a course on business insurance, accountants are learning about “loss expo-
sures” and their business assets and income/capital. Participants are given four
online articles to search for answers to each of these questions:

® What type of loss exposure is categorized as “external”? Give two examples.
® What type of loss exposure is categorized as “legal”? Give two examples.
® What type of loss exposure is categorized as “internal”? Give two examples.

® What type of loss exposure is categorized as “governmental”? Give two
examples.
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Y B Real-Time Feedback*

Overview

This is a synchronous e-learning activity in which partici-
pants are given a pre-session assignment to complete inde-
pendently. This is followed by a live, online session in which
one participant is selected at random to explain his or her
response to the assignment while all participants provide
feedback about the effectiveness of the proposed ideas.

Procedure

1. Prior to the live event, give participants an assignment to be sent to the
instructor. It can be a case problem, a problem-solving task, or any other
activity that requires participants to think critically and create a proposal or
solution.

2. Expect participants to send their solution/proposal to you prior to the session.

3. During the live event, select a participant at random and ask that he or she
explain his or her proposal/solution.

4. Invite all the other participants to provide feedback, using the chat area.

5. Save the text chat with the participant’s name and move on to another ran-
domly selected participant. (Select as many participants as you wish.)

Variations

1. Use electronic breakout rooms instead of a large group chat.

2. Take the first turn to provide a model for the participants.

*Adapted from Live and Online, pp. 69-71, by Jennifer Hofmann.
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Case Example

In a course on research methods, participants are given an assignment to design
quasi-experimental research that tests whether an active-learning approach is
superior to instructor-led teaching in the learning of software-development prin-
ciples. Participants are challenged to develop a proposal that specifies how key
variables will be defined and measured. Since there is no one correct research
design, the process leads to a deeper understanding of the factors involved in
such research.
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e-Learning Journals

Overview

When e-learning participants are asked to reflect in writing
about the learning experiences they have undergone, they
are encouraged to become conscious, through language,
of what is happening to them. A widely used technique in
this regard is a learning journal, a reflective log or diary
participants keep over time.

Procedure

1. Explain to participants that experience is not necessarily “the best teacher”
and that it is important for individuals to reflect on experiences to become
conscious of what the experiences have taught them.

2. Invite the participants (or require them, if appropriate) to keep a journal of
their reflections and learnings.

3. Suggest that participants write, twice a week, some of their thoughts and feel-
ings about what they are learning. Tell them to record these comments as an
electronic diary (without worry about spelling, grammar, and punctuation).

4. Ask participants to focus on some or all of the following categories:
® what’s been unclear to them
® what they disagree with
® how the learning experiences connect with their personal lives

® how the learning experiences are reflected in other things they read, see,
or do

® what they have observed about themselves or others since the learning
experiences

® what they concluded from the learning experiences

® what they would like to do as a result of the learning experiences
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5. Read the e-dairies sent to you and comment on the journals periodically so
that participants are held accountable for keeping the journals and so that
you can receive feedback about the participants’ learnings.

Variations
1. Instead of an open-ended format, provide a structured form on which par-
ticipants can organize their journal entries.

2. Ask participants to make notes during online sessions rather than create
their journals from scratch after the sessions.

Case Example

In a multi-session online program for supervisors, the trainer thinks that the
participants would benefit from keeping a learning journal throughout the pro-
gram. The trainer identifies the topics that will be covered in the program and
provides the participants with the following questions:

® What do you still need to know or understand about the topic?

® Based on the learnings in the program, what did you identify that you
want to work on in dealing with those who report to you?

® Write a brief description of how you applied those learnings in your work
environment.

® What worked? What didn’t work?
® What changes did you notice in yourself?

® What changes did you experience in your relationships with your
subordinates?

® What observations or conclusions do you have about the applicability of
the training to your work situation?

The trainer suggests that each participant respond between sessions to some
or all of the questions. The trainer collects the responses on an ongoing basis. At
the end of the sessions, the trainer solicits input from the participants as to the
value of keeping a journal.
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EMOTIONAL
INTELLIGENCE

Emotional intelligence activities help partici-
pants to examine their feelings, values, and
attitudes about issues such as customer service,
teamwork, change, diversity, and communica-
tion. Even the most technical training topics
involve emotional issues. For example, what
good is safety training if participants are antag-
onistic about job safety requirements? What
good is computer training if participants are
anxious and unsure of themselves? What good
is a process-mapping session if participants are
resistant to changing current processes?

Some trainers make the mistake of using
these activities to prove a point or to preach to
the converted. The active part of emotional
intelligence activities is not just the exercise
but the conversation that flows from it. To
open participants to examining their own emo-
tions and beliefs requires reflection and discus-
sion in a safe, nonjudgmental environment.

The strategies that follow are designed to
raise awareness of the feelings, values, and atti-
tudes that accompany many of today’s training
topics. These strategies gently push participants
into examining their beliefs and asking them-
selves whether they are committed to new ways
of doing things.
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Jolts

Overview

Jolts are quick, dramatic exercises that surprise participants
about something they normally take for granted or for which
they hold untested assumptions. They are great segues into
serious conversations. (See Chapter 32 in Thiagi’s Design
Your Own Games and Activities for several examples.)

Procedure
1. Pick a hot topic for which you want to elicit strong emotions. Arenas
include:
Safety Teamwork Process Improvement
Diversity Change Self-Responsibility
Communication Customer Service Strategic Planning

2. Consider three ways to “jolt” participants. One is to confront them with
information that surprises them. (For example, 90 percent of all employees
who are fired are terminated because of poor interpersonal skills.) A second
way is to ask participants to do something and observe the result and discuss
its implications. (For example, asking a participant to cross his arms and
then re-cross them the opposite way will seem uncomfortable even though
about half the audience will find the “re-cross” to be perfectly comfortable.)
A third way is to ask participants to watch you say, show, or do something for
which the result is unexpected. (For example, demonstrating that a simple
word like RUN can be used to mean over ten different actions.)

3. Invite participants to react to the “jolt.” Be careful not to act as if you are
leading participants to a pre-determined insight or conclusion. Even if you
feel that the jolt has a clear lesson or message, see what your participants
think first. They may “jolt” you.
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Case Example

In a workshop on communication, the instructor wants to demonstrate, in a
dramatic fashion, that “nothing is so simple that it cannot be misunderstood.”
The instructor displays a paper “butterfly,” made by folding and tearing an

8% by 11-inch piece of paper. He then puts the butterfly in his pocket and gives
participants a blank sheet of paper and says, “I’d like you to make a butterfly
of your own by folding and tearing your paper correctly. Pay attention to me,
because I'm only going to give these instructions once, without taking any
questions.” Participants are then given the following directions:

1. Fold your paper in half.

Tear off the upperright-hand corner.
Fold your paper in half again.

Tear off the upper-left-hand corner.
Fold your paper in half again.

SR N

Tear off the lowerright-hand corner.

The participants are then asked to hold up their “butterflies.” Because every
single direction is open to interpretation (Which way do you fold the paper?),
the results vary widely, with few, if any, butterflies. The exercise is then debriefed
and conversations begin about the pitfalls of human communication.
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m Seeing How It Is

Overview

Often, a training program promotes understanding of and
sensitivity to people or situations that are unfamiliar to
participants. One of the best ways to accomplish this goal
is to create an activity that simulates that unfamiliar person
or situation.

Procedure

1. Choose a type of person or situation that you want participants to learn
about. You may elect to have participants experience what it is like to be any
of the following:
® in the “minority”
® in a different role or job function
® from a different culture

® a person with special problems or challenges

2. Create a way to simulate that person or situation. Among the ways to do this
are the following:

® Have participants dress in the attire of that person or situation. Or have
them handle the equipment, props, accessories, or other belongings of
that person or situation or engage in a typical activity.

® Place participants in situations in which they are required to respond in
the role or character they have been given.

® Impersonate an individual and ask the participants to interview you and
find out about your experiences, views, and feelings.

® Use an analogy to build a simulation: Create a scenario that participants
may be familiar with that sheds light on the unfamiliar situation. For
example, you might ask all participants who are left-handed to portray
people who are culturally different from the rest of the participants.
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3. Ask participants how the simulation felt. Discuss the experience of being
in someone else’s shoes. Invite participants to identify the challenges that
unfamiliar persons and situations present to them.

Variations
1. If possible, arrange for real encounters with the unfamiliar situation or
person.

2. Conduct a mental-imagery experience in which participants visualize the
person or situation with which they are unfamiliar.

Case Example

A simulation called “Instant Aging” is designed to sensitize participants to sensory
deprivation and the normal process of aging. Participants are given eyeglasses
smeared with Vaseline®, dried peas to put in their shoes, cotton for their ears,
and latex gloves for their hands. Each participant is then asked to take out a
pencil and paper and write down his or her name, address, telephone number,
any medication currently being taken, and any known allergies. Next, the partic-
ipants are told to take a walk outside the training room, opening the door and
finding their way around. The simulation involves further directions concerning
the specific details of the tasks participants are asked to perform and the man-
ner in which they are to take turns assisting one another.
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m Billboard Ranking

Overview

Many learning situations contain no right or wrong answers.
When values, opinions, ideas, and preferences exist about
a topic you are teaching, this activity can be used to
stimulate reflection and discussion.

Procedure

1. Divide participants into subgroups of four to six participants.
2. Give participants a numbered list of any of the following:
® values (for example, 1. success, etc.)

® opinions (for example, 1. “The federal deficit should be our major
national concern,” etc.)

® actions to be taken in a specific situation (for example, 1. “The steps to
take in resuscitating someone who has stopped breathing are (1) give
three or four rapid mouth-to-mouth artificial respirations,” etc.)

® solutions to a problem (for example, 1. “Improve customer service in the
hospital by (1) providing better signs so that customers can find their way
around,” etc.)

® decision choices (for example, 1. cut the budget by 10 percent, etc.)
m attributes (for example, 1. charismatic, etc.)

3. Give each subgroup a Post-it® pad. Ask the subgroups to write the number of
each item on their list on a separate sheet.

4. Next ask the subgroups to sort the sheets so that the number corresponding
to the value, opinion, action, solution, decision, or attribute they most prefer
is on top and the remaining items are placed consecutively in rank order.

5. Create a “billboard” on which subgroups can display their preferences. (The
Post-it papers can be attached to a blackboard, a flip chart, or a large sheet
of paper.)

6. Compare and contrast the rankings that are now visually displayed.
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Variations

1. Attempt to achieve a full-group consensus.

2. Ask participants to interview members of subgroups whose rankings differ
from theirs.

Case Example

A trainer for a session on performance management presents the group with a
list of actions a manager might consider to drive higher performance and asks
the group to prioritize the items according to their immediate impact:

® increase recognition of employees for their contributions

® convey clearer, more consistent expectations

® spend more time connecting with employees on a personal level
® give more frequent performance feedback

® inspire more collaboration and teamwork

® provide more training and coaching

After the billboard is created, the group discusses their differences of opinion
and how these varying areas of emphasis can influence the performance-
management priorities.
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m What? So What? Now What?

Overview

The value of any experiential learning activity is enhanced
by asking participants to reflect on the experience they
just had and to explore its implications. This reflection
period is often referred to as “debriefing” or “processing.”
Some experiential trainers now use the term “harvesting.”
Here is a three-stage sequence for harvesting a rich learning
experience.

Procedure

1. Take the group through an experience that is appropriate to your topic.
These experiences might include any of the following:

® 3 game or simulation

a field trip

a video

an action-learning project

a debate

a role play
® a mental-imagery activity
2. Ask participants to share what happened to them during the experience:
® What did they do?
® What did they observe? Think about?
® What feelings did they have during the experience?

Use any of the options listed in “Ten Methods for Obtaining Participation”
(see page 19) to generate responses.

3. Next ask participants to ask themselves “so what?”
® What benefits did they get from the experience?
® What did they learn? Relearn?
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® What are the implications of the activity?

® How does the experience (if it is a simulation or role play) relate to the
real world?

4. Finally, ask participants to consider “now what?”
® How do they want to do things differently in the future?
® How can they extend the learning?

® What steps can they take to apply what they learned?

Variations

1. Limit the discussion to “what?” and “so what?”

2. Use a more elaborate debriefing model developed by Harold Stolovitch and
Erica Keeps, involving six phases: decompression (give participants time to
unwind); facts (ask questions to recall events that occurred during the activ-
ity); inferences (question participants on what they thought or imagined was
occurring); transfer (draw parallels between the activity and the real work
situations of the participants); generalizations (create some principles to
improve or better understand the real world); and applications (establish
specific action steps in the future).

Case Example

In a session on conflict resolution, participants are asked to form pairs. The
trainer tells them that, at the sound of the whistle, the pairs are to engage in
thumb wrestling for two minutes. At the end of the time period, the trainer
blows the whistle again to stop the action. The trainer processes the activity by
asking the following questions:

What?
® How did you behave during the thumb wrestling?

® What feelings did you have as you were thumb wrestling?

So What?
® What did you learn about your own approach to conflict?

® How do you deal with conflict in real life?

Now What?

® How do you want to deal with conflict on the job or in your personal life
in the future?
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YAl Active Self-Assessment

Overview

This activity provides an opportunity for the participants to
share their attitudes about a subject through self-assessment.
The activity allows the trainer to gauge feelings and beliefs
of the participants and serves as a springboard for group
discussion.

Procedure

1.

Create a list of statements to be read to the participants that will assess their
attitudes and feelings about a given subject. The following are some examples:

® | believe in “six sigma.”
® Performance appraisals should be abolished.
m | feel comfortable speaking in public.

Ask the participants to stand in the back of the room, clearing the chairs or
desks to one side.

Create a rating scale of numbers 1 through 5 in the front of the room by
using the whiteboard or posting numbers on the wall.

Explain that statements will be read to the group and, after hearing each one,
the participants should stand in front of the rating number that best matches
their attitude about or knowledge of the subject. Depending on the subject
matter, number “1” could be “strongly agree” or “fully understand,” with the
range extending to “5” for “strongly disagree” or “do not understand.”

As each statement is read, each participant should move to stand near the
number that best matches his or her knowledge or opinion. After lines form
in front of the various positions, invite some participants to share why they
have chosen that position.

After hearing the opinions of others, invite anyone who wishes to alter his or
her position on the scale to do so.
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7. Continue reading the individual statements or facts, requesting that each

participant move to the number that best matches his or her opinion or
knowledge.

8. When you have finished reading all of the statements, break participants into

subgroups. Give each subgroup a written copy of the statements to discuss.

Now ask participants to privately reconsider their choices on each item.
Have them assign a number to each statement that reflects their final level
of agreement or disagreement.

Variations

1.

Case Example

In a larger setting, have the participants first choose a response privately to
the statements and then move to the numbered posts to reveal their positions.

Begin with small-group discussion and then proceed with individual (private)
assessment.

During a career-development workshop, participants are asked to assess their
career values three times: (1) publicly, (2) in small groups, and (3) in private.
The group uses the following scale:

1 = Strongly Agree
2 = Agree
3 = Neither Agree nor Disagree
4 = Disagree
5 = Strongly Disagree
The trainer reads the following statements:
® | want a job that allows me to work with other people.
® ] want a job that pays me the most I can get given my skills.
® | want a job that is secure and free from worry about constant evaluation.
® [ want a job that I do not have to take home at night.
® [ want a job that does not involve a lot of commuting and travel.
® [ want a job that has value to the community.

® | want a job that constantly challenges my abilities.
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m Stop, Start, Continue

Overview

This activity is designed to allow participants to examine
current and desired behaviors and to decide which
behaviors to stop, start, or continue.

Procedure

1. Ask participants to write down the names of at least four people with whom
they have a close working relationship. You can limit them to one relation-
ship category (for example, “the people I supervise”) or extend to two or
more categories (for example, “my teammates” or “my customers”).

2. Ask them to review their current interactions with each person. It works best
to provide specific questions or criteria for this process that relate to the
topic you are addressing in your training program. Examples include:

® connect with on a personal level
B express appreciation or praise

® solicit his or her input

® follow up

B gjve suggestions

® seek clarification

® surface a concern or conflict

® provide clear direction

3. Next, ask participants to review their lists using a procedure called “stop,
start, continue.” “Stop” behaviors are those that the person wants to decrease
or eliminate; “start” behaviors are those that the person wants to begin or
increase; “continue” behaviors are those that the person wants to keep doing.

101 Ways to Make Training Active, 2nd Ed. Copyright © 2005 by John Wiley & Sons, Inc. Reproduced by permission of
Pfeiffer, an Imprint of Wiley. www.pfeiffer.com



Emotional Intelligence 217

Variation

The “stop, start, continue” model can apply to any arena of selfimprovement.
For example, participants could be asked to list work habits, ways of dealing with
stress, and so forth.

Case Example

Participants are given a list of actions that promote wellness and asked to check
which ones they are currently doing but wish to stop, which behaviors they want
to start or restart, and which ones they are already doing and wish to continue in
order to achieve personal well-being.

Actions Stop Start Continue
managing my anger 0 0 0]
eating fruits and vegetables 0 0 0
getting sufficient sleep 0 0 0]
doing good deeds 0 0 0
watching TV 0 0 0]
meditational /spiritual activity 0 0 0
gossiping 0 0 0
physical exercise 0 0 0
drinking alcoholic beverages 0 0 0
driving a car 0 0 0

They are then asked to share their results with partners.
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m Storytelling

Overview

Storytelling provides a safe environment to explore feelings,
beliefs, and attitudes. Participants can usually express
themselves more openly if they react to a story, whether
true or fictional, that indirectly links to their own “story.”

Procedure
1. Locate (and possibly modify) a brief story that contains compelling charac-
ters and/or events. Consider sources such as:
® fairy tales and other children’s stories
® Bible stories
® magazine short stories
® popular collections such as the “Chicken Soup” books

® training resources such as Stories Trainers Tell by Wacker and Silverman
and Tales for Trainers by Parkin.

2. Read the story to the group or invite one of the participants to do so.

3. Encourage participants to share their analysis of the story, perhaps first with
a partner and then with the entire group.

4. Debrief the activity by asking:

® What are your reactions to the story’s characters or events? Who or what
do they represent in your own experience? Which characters/events do
you identify with?

® How do you see the “moral” of the story? What lessons can be learned
from it?

® How does the story apply to your workplace?
= How would you change the story? Its ending?
® How do your reactions differ from those of other participants?

® What can you do to increase (or decrease) the reoccurrence of the story?
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Variations

1. With some stories, you can engage the audience by stopping before the
story ends and asking participants to predict the ending. Or you might
invite some participants to act out the story.

2. Invite the group to improvise a story. Use a “story spine” suggested by
Kat Koppett in her book Training to Imagine:

® Once upon a time. . . .

® Every day. . ..

® But one day. . . .

® Because of that. . ..

® Because of that. . . . (repeat as needed)
® Until finally. . ..

m Ever since then. . ..

Case Example
A trainer (Michelle Donovan) tells the following story:

Once upon a time, in a land far, far away, a dedicated and caring manager
wanted to promote a positive work climate within his workplace by eliminating
negative stereotypes. He decided to create a policy that stated, “Each employee
will be required to drive a nail in the lunchroom wall for every spoken or written
negative stereotype.” Each employee was given a small bag of nails. The hammer
was kept in the lunchroom near the wall.

On the first day, twenty-five nails were driven into the lunchroom wall for
all to see. The employees were quite shocked to see this at the end of the day.

Over the next few weeks, as the employees learned to appreciate their differences
and slowly eliminate negative stereotypes, the number of nails hammered daily
gradually dwindled down. The employees discovered that they were beginning to
enjoy this new climate that they had created for their workplace.

Finally, the day came when no nails were put into the wall at all. They told
the manager of this great news. The manager now suggested that for each day
that went by without negative stereotypes, they were to pull out one nail.

Weeks passed and, finally, the employees were able to tell their manager that
all the nails were gone, but that now the lunchroom wall was full of holes. Later
that day, the manager called a meeting for all employees. The meeting was held
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in the lunchroom. As they stood in front of the wall, the manager said, “You
have done well, but look at the holes in the wall. This wall will never be the same.
Negative stereotypes leave a scar just like the nails did to this wall. It doesn’t
matter how many times you apologize, the damage has already been done.

A verbal wound is just as bad as a physical one. The positive climate that we
now have is very valuable and will make a great impact on our organization.

I encourage us to work hard to keep it that way.”

Participants are then asked:

® What does the wall represent?

= Why do people express negative stereotypes?

® How can we relate this story to our work environments?
® What does a negative work climate produce?

® How would a positive work climate impact . . . the employees?
the customers? the manager?
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SKILL
DEVELOPMENT

The bottom line in most training programs is
the acquisition of skills. When participants are
struggling to learn new skills, whether techni-
cal or nontechnical, they need to practice them
effectively and to obtain useful performance
feedback.

When facilitating skill development activi-
ties, a trainer needs to create a climate of safety
and challenge. This dual objective is not easy
to achieve. The strategies that follow represent
different ways to develop skills. Some are
intense, and some are fun. In particular, differ-
ent role-playing designs are featured. Note
how some approaches make participants feel
comfortable and at ease, while others push
them to go beyond their current performance
levels.
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Show, But NOT Tell

Overview

The classic way to teach a skill is to do a “show and tell”
demonstration before asking people to try it themselves.
A more “active” approach is to demonstrate a skill . . . with
little or no explanation. Instead of telling learners what
you are doing, ask them to observe the demonstration
carefully and tell you what you did. This strategy is partic-
ularly useful when you are doing any kind of procedural
training. By demonstrating a procedure as silently as
possible, you encourage participants to be mentally alert.

Procedure

1. Decide on a multi-step procedure you want participants to learn. You might
choose any of the following:

® using a computer application

® filling out an office requisition form

® operating machinery

® taking applications from customers

® performing any work-related action that involves physical effort

2. Ask the participants to watch you perform the entire procedure. Just do it,
with little or no explanation or commentary about what and why you are
doing what you do. (Telling the participants what you are doing will lessen
their mental alertness.) Give the participants a visual glimpse of the “big
picture” or the entire job. Do not expect retention. At this point, you are
merely establishing readiness for learning.

3. Form the participants into pairs. Demonstrate the first part of the procedure
again, with little or no explanation or commentary. Ask pairs to discuss with
each other what they observed you doing. Obtain a volunteer to explain what you
did. If the participants have difficulty following the procedure, demonstrate
again. Acknowledge correct observations.
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4. Have the pairs practice the first part of the procedure with each other.
When it is mastered, proceed with a silent demonstration of the remaining
parts of the procedure, following each part with paired practice.

Variations

1. If possible, ask participants to attempt the procedure before any demonstra-
tion. Encourage guesses and an openness to making mistakes. By doing this,
you will immediately involve participants mentally. Then have them watch
you demonstrate.

2. If some participants master the procedure sooner than others, recruit them
as “silent demonstrators.”

Case Example

The trainer in a hospital setting is showing a group of five employees how to do a
pulmonary function test. She asks one participant to play the role of the patient
being tested. She then tells the other four people to watch how she orients the
patient and then starts the testing. Since the patient must perform specific
breathing tasks correctly in order to assess pulmonary function, it is imperative
for the tester to gain the patient’s cooperation. Participants are paired and asked
to listen carefully and observe every action that the trainer/tester undertakes so
that they can recap them with their partners before trying it themselves.
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The Firing Line

Overview

This is a lively, fastmoving format that can be used for a
variety of purposes, such as testing or role playing. It features
continually rotating pairs. Participants have the opportunity
to respond to rapidly fired questions or other types of
challenges.

Procedure

1. Decide on the purpose for which you would like to use “the firing line.” For
example, if your goal is skill development, you can have the participants use
this activity to do any of the following:

® to test or drill one another
® to role play a situation assigned to them
® to teach one another
You can also have participants use this strategy for other purposes:
® to interview others to obtain their views and opinions
® to discuss a short text or quotation
2. Arrange chairs in two facing rows. Have enough chairs for all the participants.

3. Separate the chairs into clusters of three to five on each side or row. The
arrangement might look like the following:
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4. Distribute to each “X” participant a card containing a task or assignment
that he or she will instruct the “Y” person opposite him or her to respond to.
Use one of the following:

B a test question (for example, ask the person opposite you to tell you the
correct safety procedure for fire evacuation)

® a character to role play (for example, ask the person opposite you to
portray a supervisor telling a subordinate to redo a report)

® a teaching assignment (for example, ask the person opposite you to teach
you the Heimlich maneuver)

® an interview topic (for example, ask the person opposite you this question:
“How do you feel about the changes we’ve recently made in our ordering
process?”)

® a short text or quotation (for example, ask the person opposite you his or
her opinion about the statement “The customer is always right.”)

« . »

You should give a different card to each “x” member of a cluster. For example, there
will be four different role-playing situations in a cluster of four.

5. Begin the first assignment. After a brief period of time, announce that it is
time for all the “Ys” to rotate one chair to the left (or right) within the clus-
ter. Do not rotate the “Xs.” Have the “X” person “fire” his or her assignment
or task to the “Y” person opposite him or her. Continue for as many rounds
as you have different tasks.

Variations

1. Reverse roles so that the “X” participants become the “Y” participants and
vice versa.

2. In some situations, it may be interesting and appropriate to give the same
assignment to each cluster member. In this instance, the “Y” participant will
be asked to respond to the same instructions as each member of his or her
cluster. For example, a participant could be asked to role play the same situ-
ation a number of times.
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Case Example

In a presentation skills session, the instructor is training participants to maintain
good eye contact and to speak fluently. The instructor gives to the “X” members
of each cluster one of the following cards:

® Ask the person opposite you to give his or her views about the country’s
current president.

® Ask the person opposite you to tell you about his or her childhood.

® Ask the person opposite you to explain the features and benefits of the
toothpaste he or she uses.

® Ask the person opposite you to tell you about his or her hobbies and
interests.
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y#A Active Observation and Feedback

Overview

The usual procedure when utilizing observers in role-
playing activities or skill-practice sessions is to wait until
the performance is over before inviting feedback. Instead,
the procedure in this activity gives performers immediate
feedback. It also keeps observers on their toes during the
performance.

Procedure
1. Develop a role-playing activity in which some participants practice a skill
while others observe.

2. Provide the observers with a checklist of positive and negative behaviors to
watch for. Instruct the observers to give a signal to the role players when a
desired behavior occurs and a different signal when an undesired behavior
takes place. Some examples of signals that can be used are the following:

® raising hands

® whistling

® snapping fingers
® clapping

3. Explain that the purpose of the signals is to provide immediate feedback to the
role players concerning their performance.

4. After the role play is finished, discuss the experience with the role players.
Find out whether the immediate feedback helped or hindered them.

Variations

1. Allow observers to use a signal (for example, blowing a whistle) to freeze the
action of the role play and to ask questions or give more detailed feedback
to the role players.
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2. Videotape the role plays. Do not permit any active forms of feedback during
the taping. Have participants watch the tapes and use the established signals
during the replay.

Case Example

In a selling skills session, the trainer gives to observers the following checklist of
positive and negative behaviors:
Desired Behaviors

B using customer’s name

® maintaining eye contact

® asking open-ended questions

® clarifying and confirming

® smiling

® pacing and mirroring the customer’s style

Undesired Behaviors
® trying to sell too early
® speaking too fast
® using jargon
® using distracting gestures and mannerisms
® using verbal pauses (“ums” and “uhs”)
The signal for a desired behavior is a bell; for an undesired behavior, a kazoo.

When the observers signal, the action stops and each observer holds up a card
with a number from 1 to 4 indicating an instant rating (4 = highest; 1 = lowest).
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Non-Threatening Role Playing

Overview

This technique reduces the threat of role playing by placing
the trainer in the lead role and involving the group in pro-
viding the responses and setting the scenario’s direction.

Procedure

1. Create a role play in which you will demonstrate desired behaviors for a
task, such as handling an irate customer complaining to a customer-service
representative.

2. Inform the group that you will do the role play. The participants’ job is to
help you deal with the situation.

3. Start the role play but stop at frequent intervals and ask the group to give
you feedback and direction. Do not hesitate to ask participants to provide
specific “lines” for you to utilize. For example, at a specific point, say, “What
should I say next?” Listen to the suggestions and try one of them out.

4. Continue the role play so that participants increasingly coach you in handling
the situation. This gives them skill practice while you do the actual role
playing for them.

Variations
1. Using the same procedure, have the group coach a fellow participant
(instead of the trainer).

2. Videotape the entire role play. Play it back and discuss with participants
other ways to respond at specific points in the situation.
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Case Example

Social workers are learning how to conduct an intake interview with first-time
clients. The trainer assumes the role of the social worker, with a group member
playing the client. After the initial interaction between the social worker and the
client, the role play is stopped and group members are asked by the trainer to
suggest additional questions for the social worker to ask the client, such as “What
services do you think you most need?” or “When did this problem first occur?”

The role play continues and is stopped intermittently for the group to pro-
vide additional questions for the social worker to ask. The trainer discusses with
the group potential responses to their questions. The group also provides feed-
back on the style of interaction, such as “The client seems very intimidated by
the social worker. Try to make him feel more comfortable.”
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Triple Role Playing

Overview

This technique expands traditional role playing by utilizing
three different participants in the same role play. It shows the
effect of individual style variation on a situation’s outcome.

Procedure

1. With the assistance of a willing participant, demonstrate the basic technique
of role playing (if needed) with a situation such as an employee protesting a
performance review with his or her supervisor.

2. Create the scenario and describe it to the participants.

3. Ask for four participants to assume the character roles in the role play.
Assign one person to be the primary character (the supervisor) and instruct
the remaining three individuals that they will all play the remaining role
(the employee) on a rotating basis.

4. Ask the three rotating participants to leave the room and decide the order
in which they will engage in the role play. When ready, the first participant
re-enters the room and begins the role play.

5. After three minutes, call time and ask for the second rotating participant
to enter the room and repeat the same situation. The first participant may
now remain in the room. After three minutes with the second participant,
continue with the third participant repeating the scenario.

6. At the conclusion, ask the group to compare and contrast the styles of the
three employee role players by identifying which techniques were effective
and noting areas for improvement.

Variations

1. Instead of holding a full-group discussion, divide the participants into three
subgroups. Assign one of the three rotating role players to each subgroup.
Ask the members of each subgroup to give the person assigned to them sup-
portive feedback. Use this procedure when you want to reduce the potential
embarrassment of publicly comparing the role players.
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2.

Case Example

For a larger group, divide the participants into three sections and follow the
rotation of triple role playing, with the volunteers rotating among the three
groups. Assign one member of each section to play the role of supervisor.
The group can then reconvene to compare and contrast the three styles.

In a session on managing diversity, the trainer is helping participants learn how
to confront offensive behavior in the workplace.

® The trainer sets the scene by describing the following situation:

You are at lunch with George Smith, a colleague from another department.

He relates the following: “I'll sure hate to lose my secretary. She’s such a bright,
capable girl. She hasn’t said anything yet, but I know her husband just finished
school, so she’ll probably quit. I'll have her a few months or maybe a year and
then she’ll quit to stay home and have a baby. 1t’s too bad. She likes her job and
she makes good money for a woman.”

® The trainer asks for someone to play the role of George Smith and for
three volunteers to play the other manager.

® The three volunteers leave the room and decide among themselves the
order in which they will role play the situation.

® The first volunteer enters the room and responds to the person playing
George Smith.

® The same scenario is repeated two more times, with the same amount of
time allowed for each role play.

m At the end of the last role play, the trainer leads a discussion comparing
the three different styles displayed. The group notes which techniques
were the most appropriate and effective in dealing with offensive behavior.
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Rotating Roles

Overview

This activity is an excellent way of giving each participant
an opportunity to practice skills through role playing
real-life situations.

Procedure

1.

Divide the participants into subgroups of three and position them
throughout the room with as much space between subgroups as possible.

Ask each trio to create three real-life scenarios dealing with the topic you
have been discussing. Stipulate that each scenario contain a primary and a
secondary role. The third member of each trio will act as observer.

After each trio has written its three scenarios on three separate sheets of
paper, one member from each trio delivers the scenarios to the next trio
and is available to clarify or provide additional information if necessary.
The participant then returns to his or her original trio.

On a rotating basis, each member of the trio will have an opportunity to
practice a different role in the three different scenarios.

Each round should consist of at least ten minutes of role playing with five
to ten minutes of feedback from the observer. Determine the length of
each round based on time constraints, the topic, and the skill level of the
participants.

In each round, the observer should concentrate on identifying what the
primary player did well in using the concepts and skills learned in the session
and what he or she can do to improve.

After all three rounds have been completed, reconvene the entire group for
a general discussion of the key learning points and the value of the activity.
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Variations

1. You can prepare scenarios instead of having each subgroup write them.

2. Prepare an observer feedback sheet identifying specific skills and techniques
that the observer should look for.

Case Example

Participants in a communication skills session are asked to break into trios and
develop three work-related scenarios in which people are required to practice
active-listening skills.

The following are some general situations on which the trios build their
scenarios:

® receiving directions on how to get from one place to another
® receiving negative feedback about a performance problem

® receiving instructions on how to do something

® receiving information about a new policy or procedure

® receiving a complaint from an employee about a co-worker

The trios determine specifics as to who the communicators are, where they
are, what their states of mind are, and why this conversation is taking place.

The scenarios are exchanged among trios and practiced. In each round of
role playing, the observer concentrates on how well the listener uses active-
listening techniques such as confirming and clarifying with statements like “What
I hear you saying. . .,” “As I understand it. . .,” “Let me make sure I understand
what you are saying. . .,” and so forth.

In debriefing, the observer points out specific examples of when the listener
used these techniques and offers suggestions of when it would have been appro-
priate to use the techniques.
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You Write the Script

Overview

This technique gives participants an opportunity to practice,
through their own skits, specific skills taught in the course.
Skits are often an appropriate alternative to role playing
because participants have the opportunity to practice before
performing.

Procedure
1. Following learning activities on a given topic, identify several general situa-
tions where the participants might be required to use the skills just discussed.

2. Divide the participants into subgroups according to the number of people
necessary to demonstrate a given scenario. In most cases, two or three peo-
ple will be required.

3. Give the subgroups ten to fifteen minutes to create their scenarios.

4. The subgroups will also determine how they are going to demonstrate the
skill to the group. Give them five to seven minutes to practice.

5. Each subgroup will take turns delivering its demonstration to the rest of the
group. Allow the opportunity for feedback after each demonstration.

Variations

1. You can create subgroups of more people than are necessary for the demon-
stration, with those not performing serving as creators of the scenarios,
directors, and advisors.

2. You can create the scenarios and assign them to specific subgroups.
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Case Example

In an assertiveness training course, a trainer identifies the following general
situations in which a person might want to be assertive as well as the number of
people necessary to demonstrate the skill:

® saying “no” (two people)

® breaking into a conversation (three or four people)

® preventing someone from interrupting (three or four people)

® giving negative feedback (two people)

® disagreeing (two or three people)

B receiving criticism (two people)

Subgroups are given seven to ten minutes to create their own specific
scenarios and to decide how they are going to demonstrate being assertive in
the particular situation.

Members from each subgroup take turns demonstrating their ability to be
assertive to the rest of the group.

At the completion of each demonstration, the entire group comments on
what the subgroup did well and offers suggestions for improvement.
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y&/ Ml Practice-Rehearsal Pairs

Overview

This is a simple strategy for practicing and rehearsing
any skill or procedure with a learning partner. The goal
is to ensure that both partners can perform the skill or
procedure.

Procedure

1. Select a set of skills or procedures you want participants to master. Form
the participants into pairs. Within each pair, assign two roles: (1) explainer
or demonstrator and (2) checker.

2. The explainer or demonstrator explains and/or demonstrates how to
perform any specified skill or procedure. The checker verifies that the
explanation and/or demonstration is correct, encourages his or her
partner, and provides coaching, if needed.

3. The partners reverse roles. The new explainer/demonstrator is given
another skill or procedure to perform.

4. The process continues until all the skills are rehearsed.

Variations

1. Use a multi-step skill or procedure instead of a set of several distinct ones.
Have one partner perform the first step and have the other partner perform
the next step until the sequence of steps is completed.

2. When the pairs have completed their work, arrange a demonstration before
the group.
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Case Example

In a course on communication, the instructor has demonstrated effective and
ineffective words to use when attempting to persuade others. Participants are
divided into pairs. The demonstrator’s job is to show his or her partner how to
discuss the status of a project that has been assigned to an employee. The
checker’s job is to use the following chart to verify that the demonstration
“offers options” rather than “cuts off options.” The pair then reverses roles and
repeats the exercise.

Offers Options Cuts Off Options
Willyou . ..? You have to. . ..
I am unable to because. . . . You can’t. . ..
However. . . . It’s not our policy. . . .
What have you considered? Why don’tyou. . .?
It works well when. . . . You’'re required. . . .
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y£. ¥ I Am the. ...

Overview

In this strategy, participants assume the role of a person
whose job they are learning about. Participants are given
realistic on-the-job assignments with little prior instruction
and learn “by doing.”

Procedure
1. Choose the role you want participants to perform. The following are some
examples:
I am the. ..

® help desk consultant

claims adjuster

performance reviewer

B service representative

team leader

® receptionist

sales manager

warehouse supervisor

benefits coordinator

2. Prepare written instructions explaining one or several tasks that might be
assigned to that role. For example, a service representative might be asked
to explain to a customer how a product works.

3. Pair up participants and distribute the assignments to each pair. Set a time
limit for the activity. Provide reference materials to help the participants
complete the assignments.

4. Reconvene the full group and discuss the assignments.
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Variations

1. Allow participants to leave the room and obtain coaching from fellow
employees who can serve as resources.

2. Have participants do the tasks alone, without the support of a partner.

Case Example

In a train-the-trainer program, participants are paired up and given the follow-
ing assignment. An extensive training library is available to them:

You are being considered for a position as a course designer for a well-known
company. The company is seeking people who are versatile and creative. Above
all else, it wants designers whose designs “deliver” on the objectives promised.
To assess your design skills, the company has given you the following task:

Put together a twenty-minulte design that achieves each of the following four
objectives. Assume that the design occurs during the middle of a longer training
sequence and that requisite knowledge for the design has already been
accomplished. Keep your design limited to the objectives specified.

1. Participants are to obtain feedback from others about their nonverbal commu-
nication.

2. Participants will get in touch with their feelings about confronting other adults
(for example, problem employees).

3. Participants will be informed about techniques for increasing the effectiveness
of a meeting.

4. Participants will practice skills for facilitating discussions.
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yA'AB Curveballs

Overview

This is a dramatic way to practice skills associated with
one’s job. It places participants in difficult situations that
they must figure out how to escape or resolve.

Procedure
1. Select a situation that is common to the job performed by participants.

Examples include the following:
® leading a meeting
® giving an assignment to an employee
B getting an assignment from a manager
® making a presentation
® giving a report to a manager
® talking to a customer

2. Recruit a volunteer to role play a specific situation. Be sure to explain the
situation in detail.

3. Hand out instructions to other participants that direct them to “throw
curveballs” at the volunteer. Specify some actions that can be taken to give
the volunteer a difficult time handling the situation. Do not let the volun-
teer see the “curveball” instructions.

4. Allow the volunteer to cope with the situation. Applaud his or her efforts.
Discuss with the entire group ways to deal with the unanticipated events.

5. Recruit new volunteers and present different challenges to them.
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Variations
1. Invite the participants to select their own “curveballs” to throw at the
volunteers.

2. Instead of using volunteers, demonstrate yourself how to handle the
“curveballs” thrown by participants.

Case Example

In a session on facilitation skills for team leaders, the trainer asks for a volunteer
participant to lead a meeting during which team members are to establish group
norms or codes of conduct for their team meetings. The volunteer facilitator is
asked to step out of the room while the rest of the group decides on one person
to act the part of a negative or hostile participant and another to try to engage
the person next to him or her in a side conversation. The volunteer facilitator
then comes back into the room and is challenged to cope with these two difficult
people while leading the meeting.
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REVIEWING
STRATEGIES

One of the surest ways to make training
“stick” is to allow time for participants to
review material that has been presented.

In fact, material that has been reviewed

by participants is five times as likely to be
retained as material that has not. Reviewing
allows participants to “save” the information
in their brains. What follows is an array of
strategies that promote review. In addition
to being active, these strategies all make
reviewing fun.
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m Index Card Match

Overview

This is an active, enjoyable way to review course material.
It allows participants to pair up and quiz the rest of the

group.

Procedure

1. Write down on separate index cards the names of techniques and/or concepts
examined in the training session (for example, “fishbowl discussion” and
“reengineering”). Create enough cards to equal one-half the number of
participants.

2. On separate cards, write clear definitions of each of the techniques or con-
cepts you have chosen or give a clear example of the technique or concept.
For example, a fishbowl discussion is “a way to have a small-group discussion
in a large-group setting.”

3. Combine the two sets of cards and shuffle them several times so that they
are well mixed.

4. Give out one card to each participant. Explain that this is a matching activity.
Some participants have the names of techniques or concepts examined in
the training session and others have definitions or examples.

5. Direct participants to find their matching cards. When a match is formed,
ask each pair of participants to find seats together. (Tell them not to reveal
to other participants what is contained on their cards.)

6. When all the matching pairs have been seated, have pair members quiz
the rest of the group on their technique or concept by reading aloud its
definition or example.

Variations

1. Develop cards containing a sentence with a missing word to be matched to
cards containing the missing word. For example, one card might say “Many
salespeople fail to . . . after a sale” and its matching card would say “follow up.”
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2. Develop cards containing questions with several possible answers. For exam-
ple, one question might be “What are ways to defuse a conflict?” Match each
card to a corresponding card that contains an assortment of answers. When
pair members quiz the group, have them obtain several answers from the
participants.

Case Example

In a session on total quality management, the trainer develops the following list
of analytical tools and their definitions:

m Affinity Diagram—Organizes ideas into natural groupings; categories and
new ideas are generated by team members working silently.

8 Cause-and-Effect Diagram—Used to identify root causes of the effect being
analyzed.

® Pareto Diagram—Organizes causes by frequency; also known as 80/20 rule.

m Histogram—Shows frequency of occurrence of different measurements
for a given quality attribute; used to depict variation in an observed
measurement.

® Scatter Diagram—Depicts the relationship between variables, thereby
helping to substantiate whether root cause is related to effect.

® Control Diagram—Used to determine whether or not variation is due to
common or special causes.

® Flow Diagram—Used to understand a process by depicting its various activ-
ities and decision points.

" Relations Diagram—Display of the cause-and-effect relationship between
factors in a complex situation.

® Tree Diagram—Displays range of subtasks needed to achieve an objective.

To create an index-card matching activity, the trainer writes each tool on a
card and the definition on a separate card. The cards are combined and shuffled.
Each participant receives a card (either a term or a definition) and then finds its
match.
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Flip Chart/Slide Review

Overview

This strategy challenges participants to comment on the
flip-chart/slide content you have used during a training
session. It is an excellent way to help participants revisit
the content you have covered.

Procedure
1. At the end of a training session, flip back to the beginning of your flip chart
or display the first of your presentation slides.

2. Ask participants to recall what the flip-chart sheet or slide is about.
Ask questions such as the following:

® What does this refer to? (Nofe: This is especially fun when a sheet is
scribbled or a slide is ambiguous.)

® Why is it important?
® Who can give me an example of this?
® What value does this have for you?

3. Continue until you have reviewed all the course material (or as much as
there is time and audience interest for).

4. Asyou proceed through the content, make any final remarks.

Variations

1. Have partners or subgroups discuss each sheet or slide instead of using a
full-group process.

2. If there are ten or fewer participants, invite them to gather around the flip
chart or projector and conduct their own review of the material. To give
them the sense that the review is not a test, consider leaving the room while
the process is going on. This will empower the participants to use the time
as they see fit.
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Case Example

Near the end of a session on basic cash management concepts in commercial

banking, the trainer asks participants to review and react to four slides that were
shown during the training program:

In Services
® night depository
® deposit tickets
® Jockbox

= ACH origination

.

\

Hold Services
® business savings
® CDs
® “sweep” accounts

® brokerage services

/

Out Services
® checks
® direct deposit
® debit

® wire transfer

.

\

Information Services
= monthly statement
® internet banking

® automated telephone
banking

m call center
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YA Review Scrabble

Overview

This is a technique that enables participants to join
together at the end of a training program and identify
what they have learned as a group. This is achieved by
creating a giant Scrabble® board.

Procedure

1. Create a large display of the title of the course or training program. Merge
the words in the title if there is more than one. For example, “managing
change” becomes managingchange.

2. Give participants marking pens. Explain, if necessary, how words can be
created using the displayed title as a base. Review the ways in which words
can be listed:

® horizontally or vertically
® beginning with, ending with, and incorporating any available letters

Remind participants, however, that two words cannot be merged with each
other—there must be a space between them. Permit proper names as words.

3. Set a time limit and invite participants to create as many key words as they
can that are associated with the content, activities, or participanis in the program.

4. Suggest that group members divide up the labor so that some participants
are recording while others are searching for new words.

5. Call time and have the participants count up the words and applaud the
stunning visual record of their experience with one another!

Variations

1. If the group size is unwieldy for this activity, divide the participants into
subgroups and ask each subgroup to create a Scrabble board. Display all
the subgroups’ results and ascertain the total number of words so that the
session does not end on a competitive note.
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2. Simplify the activity by writing the course title vertically and asking partici-
pants to write horizontally a verb, adjective, or noun that they associate with
the course that begins with each letter in the title.

3. Instead of using the course title, provide a word that describes a broad skill
(for example, LISTENING) and invite participants to make specific recom-
mendations on how to apply that skill back on the job (for example, L-look
at the speaker; I-Inquire to clarify; and so forth).

Case Example

An instructor for a course on delegation skills writes the word D-E-L-E-G-A-T-E
vertically on a flip chart and asks participants to write words or phrases they
associate with delegate that begin with the appropriate letter. The participants
respond as follows:

® D—do, directions, deadline

® E —explain

m L —listen to concerns, let go

® E —encourage

® G—grooms successor, gives opportunities, gives overview
® A —authority, accountability, agreement

® T —train (if necessary)

® E —expect the best
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R M Crossword Puzzle

Overview

Designing a review test as a crossword puzzle invites
immediate engagement and participation. A crossword
puzzle can be completed individually or in teams.

Procedure

1. Brainstorm several key terms or names related to the training session you
have completed. Construct a simple crossword puzzle, including as many
of these items as you can. Darken spaces you do not need. If it is too difficult
to create a crossword puzzle with these items, include items not related to
the training session as fillers. (Crossword construction kits, allowing you
to design and print crossword puzzles with your own words and clues, are
available from trainerswarehouse.com.)

2. Create clues for your crossword items. Use any of the following kinds of clues:
® a short definition (“a test used to establish reliability”)
® a category in which the item fits (“a kind of fixed asset”)
® an example (“a Gantt chart is an example of this”)
® an opposite (“the opposite of groupthink”)

3. Distribute the puzzle to participants and ask them to complete it, either
individually or in teams.

4. Set a time limit. Award a prize to the individual or team that has the most
correct items.

Variations

1. Have the entire group work cooperatively to complete the crossword puzzle.

2. Pair up participants. Designate one partner A and the other B. Give A a list
of key terms from your training session and give B a list that is different from
A’s. Ask each partner to devise a clue for each term. Let each participant
take a turn providing a clue to his or her partner and challenging the other
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Case Example

to guess the key term. Be sure that the number of letters in the term is
disclosed (for example, clue for a four-letter word: a desired pattern of
behavior in a group [norm]).

Simplify the puzzle by deciding on one word that has been key to the entire
training session. Write it in horizontal crossword squares. Choose words that
summarize other points in the training session and fit them vertically
through the key word.

For a wide variety of puzzle ideas, consult pages 137-156 in Thiagi’s book,
Design Your Own Games and Activities.

In a training session for customer-service representatives at a bank, the trainer
creates a crossword puzzle to review the information presented. He uses the
following clues:

Across

1.

S A

If you don’t have money to buy services, you have to it

Another word for cash
A type of loan used for one-time borrowing needs
No collateral pledged

An installment loan is a end loan

Another word for money owed

Down

© N N

10.

The date the loan will be paid in full
A loan that has collateral

worthy

Home loan

A type of collateral

Releasing a lien on the books in a court house
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m Jeopardy Review*

Overview

This strategy is designed like the popular television game
show—answers are given and the challenge is to come up
with the correct questions. The format can easily be used
as a review of course material. (See trainerswarehouse.com
for a complete game package to use with Jeopardy entitled
“Whaddaya Know?”)

Procedure

1. Create three to six categories of review questions. Use any of the following
generic categories:

® concepts or ideas
® facts

® skills

® names

Or create categories by topic. For example, a course on meeting manage-
ment might involve topics such as “Before Meetings,” “During Meetings,”
and “After Meetings.”

2. Develop at least three answers (and their corresponding questions) per
category. For example, the answer “This should always be circulated before
meetings” can be matched to the question “What is an agenda?” You don’t
need to have the same number of questions and answers in each category.
However, you should develop questions and answers of increasing difficulty.

3. Show a Jeopardy game board on an overhead transparency or flip chart.
Announce the categories and the point values for each answer. The following
is a sample game board:

*This technique was created by Rebecca Birch and Cynthia Denton-Ade.
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Before Meetings During Meetings After Meetings
10 points 10 points 10 points
20 points 20 points 20 points
30 points 30 points 30 points

4. Form teams of three to six participants and provide a responder card for
each team. If possible, create teams comprised of individuals who represent
a range of skill levels, experience, and functional areas in the organization.

5. Ask each team to choose a team captain and a team scorekeeper.

® Team captains represent the team. They are the only ones who can hold
up the responder card and give an answer. Team captains must confer with
team members before giving an answer.

® Scorekeepers are responsible for adding and subtracting points for their team.

Note: As the game moderator, you are responsible for keeping track of which
questions have been asked. As each question is used, cross it off the game
board. Put a check mark next to any questions participants have difficulty
answering. You can come back to these questions when the game is over.

6. Review the following rules of the game:

® The team captain who holds up the responder card first has the opportu-
nity to answer.

® All answers must be given in the form of a question.

m If the correct response is given, the point value for that category is
awarded. If the response is incorrect, the point value is deducted from
the team’s score, and the other teams have an opportunity to answer.

® The team that gives the last correct response controls the board.
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Variations

1. Instead of using team captains, have each member of the team take a turn
playing the game. He or she cannot consult with team members before
answering.

2. Have participants create the game questions.

Case Example

In a business-writing course, the instructor creates the following three categories
with answers and questions:
Letters and Memos
1. This letter format has four parts in the body.
® What is a “bad news” letter?
2. This closing is preferred in business letters.

® What is “sincerely”?

Grammar
1. A grammatical construction in which the subject is doing the action.
® What is active voice?

2. This type of sentence is constructed by two independent clauses joined by
“and,” “but,” Or “Or‘”

® What is a compound sentence?

Punctuation
1. This punctuation mark should always follow the salutation in a business letter.
® What is a colon?

2. This punctuation mark can take the place of a conjunction in a compound
sentence.

® What is a semicolon?
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m Who Wants to Be a Millionaire?

Overview

This strategy utilizes the framework of this quiz show . . . a
series of multiple-choice questions, graduated in difficulty.
It allows the trainer to evaluate the extent to which partici-
pants have mastered the material and serves to reinforce,
clarify, and summarize key points.

Procedure

1. Prepare a set of multiple-choice questions on your material that ranges from
easy to very difficult. You can use any number of questions, as long as the
most difficult one is awarded $1 million, if answered correctly. For example,
you might have thirteen questions, designated as $100, $200, $500, $1,000,
$2,000, $4,000, $8,000, $16,000, $32,000, $64,000, $250,000, $500,000, and
$1,000,000 in value.

2. Divide the participants into teams of three or four members and have each
team select a captain.

3. Give teams a number, beginning with 1.
4. Explain the following rules:

® Team 1 will be asked the easiest question. The team is allowed only ten
seconds to answer. The “final answer” must be stated by the team captain.
If he or she is correct, his team is awarded the designated amount (for
example, $100). The next team in numerical order will then be asked the
next question in order of difficulty and will be awarded its designated
amount (for example, $200), if correct. When every team has had a turn
to answer a question, the game returns to Team 1.

® Jf a team, at any time, answers incorrectly, the captain from any of the
remaining teams who stands up first can win bonus points for his or her
team by providing the correct answer.

® For the most difficult questions (the facilitator can decide how many to
select), a team will be given up to one minute to present its “final answer.”
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® For the $1,000,000 question, each team will submit its answer on a card.
Every team that answers correctly will receive the ultimate reward.

5. Conduct the review game. After each question is successfully answered,
elaborate on the question’s significance to the group’s learning goals.

6. Request each team to report its total winnings.

Variations

1. Use “lifelines” such as the ability to have half of the choices removed from
any multiple-choice question.

2. Give each team a written copy of all the multiple-choice questions before
the beginning of the game. This gives them an opportunity to preview the
questions and select potential answers.

Case Example

In a training program on interpersonal intelligence, participants are formed
into three teams. The teams decide to call themselves Tigers, Panthers, and
Bulldogs. The trainer uses the following questions:

$100: The First Skill We Discussed
® avoiding trouble
® exchanging feedback
® understanding people

® letting it all hang out

$200: Besides Giving Feedback to Others, It’s Important
® to ask them for money
® to let them know they are helpless
B to leave as soon as possible

® to ask them for feedback about yourself

$500: A Good Way to Understand Others Is
® to give them psychological tests
® to look at how you compare to them
® to give them feedback

® to trust your gut
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$1,000: Resolving Conflict Effectively Involves
® win/lose solutions
® Jose/lose solutions
® win/win solutions

® arguing

$2,000: The Best Way to Assert Yourself Is to
® be loud
® remain calm and confident
® apologize first

® justify your actions

$4,000: Being a Team Player Does Not Involve
® patience
® collaboration
® sharing the credit

® constant fun

$8,000: To Shift Gears, It May Be Helpful to
® assess how entangled your relationship is
® examine who started you off in the wrong direction
® use trial and error

® take a vacation

$16,000: The Point of the “Alligator River” Story Is That
® we often fail to ask questions in an argument
® we don’t listen well
® we stereotype

® we discredit others too quickly

$32,000: The Seven Intelligences Do Not Include
® introspection
® visual acuity
® Jogical reasoning

® people smarts
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$64,000: The Best Thing to Do If You Have a Strong Need to Give Advice Is to
® slow yourself down
® drop your agenda for a while
® manage your emotions

® make your points more compelling

$250,000: The Correct Order of the Four Steps to Change Are
® learn it, want it, try it, and live it
B try it, want it, learn it, and live it
® want it, learn it, try it, and live it

® live it, learn it, want it, and try it

$500,000: The Characters in the Video Did NOT Include
® Steve
= Alan
® Paige
® Cynthia

$1,000,000: Who Was Not Quoted in This Course?
® Marion Anderson
® Patricia Jakubowski
® Yogi Berra

m Steven Forbes
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m Participant Recap

Overview

This strategy gives participants the opportunity to summa-
rize what they have learned and to present their summaries
to others. It is a good way to get participants to recap the
training on their own.

Procedure
1. Explain to participants that your providing a session summary would be
contrary to the principle of active learning.
2. Divide participants into subgroups of two to four members.

3. Ask each subgroup to create its own summary of the training session.
Encourage the subgroups to create an outline, a mind map, or any other
device that will enable them to communicate the summary to others.

4. Use any of the following questions to guide the participants:
® What were the major topics we examined?
® What have been some of the key points raised in today’s session?
® What experiences have you had today? What did you get out of them?
® What ideas and suggestions are you taking away from this training?

5. Invite the subgroups to share their summaries. Applaud their efforts.

Variations
1. Provide a topical outline of the day and ask participants to fill in the details
of what was covered.

2. Create teams. Challenge teams to state [insert any number] key points from
the training.
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Case Example

In a training program on productive-group skills, members of a group summarize
in their own words the following key points that contribute to group effectiveness:

® people listen and respond to one another

® the group is clear about its goals

B everyone participates

® Jeadership emerges from the group and is shared by all group members

® no important decision is made without making sure that everyone
consents to it

® dissenting opinions are encouraged

® the well-being of the members is not ignored in favor of accomplishing
the task

® the group discusses how it is doing and members give feedback to one
another
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SELF—ASSESSMENT

The end of a training session or program is a
time for reflection. What have I learned? What
do I now believe? What are my skills? What do
I need to improve?

Allowing time for self-assessment gives
participants the opportunity to examine what
the training has meant to them. The strategies
that follow are structured ways to promote this
kind of self-assessment. They also provide a
meaningful closure to the training session or
program.
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Reconsidering

Overview

One of the most effective ways to design a training session
is to ask participants to state their views about the training
topic right at the beginning and then to reassess these
views at the end. There are several ways to accomplish this
reconsideration.

Procedure
1. At the beginning of a training session, ask participants to express their views
about the training topic. For example, you might ask about the following:
® traits of an effective manager (salesperson, leader, etc.)
® the best ways to handle employee discipline (run a meeting, etc.)

® advice participants would give themselves to decrease stress (be more
productive, be more positive, etc.)

® solutions participants could devise for dealing with a specific problem
Use any one of the following formats:

® a group discussion

B a questionnaire

® an opening debate

® a written statement

2. At the end of the training session, ask participants to express their views
once again.

3. Ask participants whether or not their views have remained the same.
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Variations

1. Discuss the reasons why participants may have changed their viewpoints.

2. Begin the session with an activity in which participants write down recent
times when they were not as effective as they would have liked to be. End
the session with an activity in which participants ask themselves how they
would handle these events more effectively in the future.

Case Example

At the beginning of a customer-service training program, the trainer asks the
participants to form subgroups and charges them with developing lists of guide-
lines for new customer-service representatives. The initial list includes items
such as the following:

® Provide prompt service.

® Do not eat or chew gum in front of customers.

® Do not talk on the telephone while helping a customer.
® Smile.

m Refer irate customers to the manager.

® Adhere to company policy.

At the end of the training session, the trainer displays the initial list and asks
participants to produce a new, improved list. The following list is generated:

® Tell the customer what you can do, not what you cannot do.
® Whenever possible, give the customer a choice.

® Put yourself in the customer’s shoes.

® Go the extra mile.

® Use the customer’s name.

® Try to solve the problem yourself.

® Acknowledge the customer immediately.
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'eto M Return on Your Investment

Overview

This approach asks participants to assess whether they have
profited from the training session.

Procedure

1. At the beginning of a training session, ask participants to write down how they
hope to be able to use the training in their own jobs or lives. The following
are some ways to structure this activity:

® Ask participants to list their own learning goals for the session.
® Ask participants to list recent successes and failures.
® Ask participants to list ongoing problems, assignments, or issues at work.

2. Periodically set aside some time during the session to allow participants to
read their initial statements and consider what value the training has had
for them thus far.

3. At the end of the session, ask participants to assess whether their investment
of time and effort in the training has been worthwhile in light of their initial
comments.

4. Obtain feedback on the value of your training session from the participants.

Variations

1. Create a visual display of participants’ goals so that participants can refer to
them easily throughout the session.

2. Ask participants to assign a percentage to the return on their investment
(ROI) in the training. For example, a participant who felt the training was
helpful might indicate that she received a 75 percent return on her invest-
ment. (Sounds pretty good!)
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Case Example

In a training program on presentation skills, participants are asked to list ways
they could improve their presentations. A combined list is displayed:

allay nerves at the beginning

use presentation media more effectively
maintain better eye contact with audience
rely less on notes

improve pacing

begin with a “bang”

avoid speaking in a monotone

stimulate discussion and questions

end with a strong conclusion

At the end of the program, participants are asked to assess the improve-
ments they have made to determine the return on their investment.
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m What We Are Taking Away

Overview

This activity is a way to assess (and celebrate) what partici-
pants have learned in a training session.

Procedure

1. Divide participants into subgroups of two to four members.

2. Ask each subgroup to discuss what members are taking away from the training
session. The discussion can cover both personal and professional outcomes.
Then ask the subgroups to list the “learnings” on flip-chart paper. Request
that they title their lists “What We Are Taking Away.”

3. Paper the walls with these lists.

4. Ask participants to walk by each list and to place a check next to learnings
on lists other than their own that they are taking away as well. (Instead of
using check marks, supply self-adhering colored dots that participants can
use to express agreement.)

5. Survey the results, noting the most popular learnings. Also mention some
that are unusual and unexpected.

Variations

1. If the size of the group allows, ask each participant to make his or her
own list.

2. Instead of listing learnings, ask participants to list “keepers.” Keepers are
ideas or suggestions given in the training session that participants think are
worth keeping or retaining for future use in their jobs.
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Case Example

At the end of a session on motivating employees, the trainer asks each subgroup
to list on flip-chart paper what the members are taking away from the session.
Lists include the following items:

® You cannot motivate anyone; you can only create an environment in
which people are motivated from within.

® People are motivated by unmet needs.

® Rewards must be valued by the employee.

® Catch people doing something right.

= Employees will meet your expectations—either positive or negative.

® Choice and the personal commitment that results are essential to
motivation.

® Reinforcement is personal. What motivates one person may not motivate
another.

® Demonstrate your own motivation through behavior and attitude.

® Productivity is highest in organizations that encourage openness and trust.
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m Physical Self-Assessment

Overview

This activity is similar to strategy 67, “Active Self-Assessment.”
Using it at the end of a training program allows participants
to assess how much they have learned or to modify previ-

ously held beliefs.
Procedure

1. Create one or more statements that assess participant change. Examples
might include the following:
® | have changed my views about because of this

training session.
® | have improved my skill(s) in
® | have learned new information and concepts.

2. Ask the participants to stand in the back of the room, clearing away the
chairs or desks to one side.

3. Create a rating scale of numbers 1 through 5 in the front of the room by
using the whiteboard or by posting numbers on the wall.

4. Explain that a series of statements will be read aloud and that, after hearing
each one, each participant should stand in front of the rating number that
best matches his or her self-assessment. Use the following scale:

1 = strongly disagree
2 = disagree
3 = not sure
4 = agree
5 = strongly agree
5. As each statement is read, each participant should move to stand near the

number that best matches his or her self-assessment. Encourage participants
to assess themselves realistically. Point out that several factors might lead to
little or no change. They include previous knowledge or skills or the need
for more practice or time.
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6. After lines form in front of the various positions, invite some participants to
share why they have chosen that rating. Underscore their honesty.

7. After hearing the opinions of others, invite anyone who wishes to alter his or
her position on the scale to do so.

Variations

1. Utilize a private paper-and-pencil self-assessment instead of creating a public
activity.

2. Ask participants to line up in order of how much they agree with each state-
ment. This technique, called a “physical continuum,” forces participants to
discuss with one another what they have learned or how they have changed
as they jockey for their preferred positions on the continuum.

Case Example

At the end of a session on telephone skills, the trainer prepares the following
statements and shows them one at a time to the group:

® | have learned new information about how to deal with irate customers.

® [ have changed my views about the importance of how I answer the tele-
phone.

® | have improved my listening skills.
® | have learned better ways of phrasing negative statements.

® [ understand that the telephone is not an interruption but an important
part of my job.

® [ know the appropriate procedure for transferring a call.

Participants are asked to assess themselves according to the directions in this
activity.
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APPLICATION
PLANNING

At the conclusion of any training program,
participants will naturally ask “Now what?”
The success of any active training is measured
by how that question is answered, that is, how
what has been learned in the course is trans-
ferred back on the job.

The strategies that follow are designed to
promote application planning. Some are fairly
quick techniques you can use when time is
limited. Others require more time and com-
mitment but lead to even better results.
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Self-Monitoring

Overview

This strategy enables participants to develop a concrete
plan to monitor themselves back on the job.

Procedure

1. Point out that a well-known technique in behavior modification is to request
that the client monitor his or her own behavior. For example, in a weight-loss
program, a client might be asked to write down everything he or she eats on
the assumption that increased awareness will bring greater self-control.

2. Suggest to participants that they closely monitor their own behavior when
they return to work as a way to make training benefits last.

3. Indicate that one way to do this is for each participant to design action plans
that apply what he or she has learned.

4. Have participants brainstorm “reminders” for use back on the job. Use the
sentence stem “Remember to. . ..”

5. Then ask each participant to select reminders from the brainstormed list
that he or she feels are suitable for his or her job.

Variations

1. Prepare, in advance, a list of reminders for the participants. Ask them to
check those they feel would be suitable.

2. Have participants make personalized “reminder” cards that they can place
on their desks or hang in their work sites. Provide blank index cards and
marking pens to help make the cards attractive.
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Case Example

In a session on time management, the trainer asks the participants to brainstorm
reminders to help them manage their time more effectively while at work. Using
the sentence stem “Remember to. . .,” the participants come up with the follow-
ing reminders:

Remember to . . .

® make a “To Do” list every day

® make an appointment with myself to complete a specific task
® jot down notes and ideas on index cards

® set priorities based on importance, not urgency

m create a “To Read” file and carry it with me when I travel

skim books and articles quickly, looking for ideas

® answer most letters and memos right on the item itself

delegate everything I possibly can
® consult my list of lifetime goals once a month and revise it if necessary
® save up trivial matters for a three-hour session once a month

Each participant is asked to select three reminders that he or she feels have
the most relevance and to place them on a card to be posted in his or her
workspace.
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YA Peer Consultation

Overview

This strategy enables participants to help one another with
on-the-job problems and, at the same time, to review and
apply what they have learned in the training program.

Procedure
1. Form participants into subgroups for the purpose of discussing a specific
“back-on-the-job” issue for each participant.

2. Request that one person in each subgroup volunteer a problem he or she
faces that is related to the training topic. Problems might include the
following:

® a difficult project

® a performance review with a troubled employee
® a time-management problem

® 3 critical sales presentation

3. Ask the other members of the subgroup to help the volunteer with his or
her problem. Urge participants to apply the knowledge and skills they have
gained in the training program when helping the volunteer.

4. Invite each subgroup to work on as many problems as time allows.

Variations

1. Invite a participant to present a problem to the entire group. Facilitate a
discussion so that several participants apply the knowledge and skills they
have obtained and are able to try out their new expertise.

2. Arrange follow-up support and consultation for participants who are
seeking help.
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Case Example

Near the end of a session on meeting management, the trainer forms participants
into subgroups of four and asks them to discuss upcoming meetings that they
would like to manage more effectively. Each person takes a turn describing a
particular aspect of the meetings that he or she would like to handle better,
while the other subgroup members offer input and suggestions based on learn-
ings from the session.

One member describes a meeting in which a person tends to dominate the
group. His peers suggest the following strategies:

® Tell the dominating person, in private, that he or she has a lot of good
ideas but that you are concerned about the participation level of other
members.

® Give the dominating person the task of recording the group’s ideas.

® Use round-robin brainstorming techniques to equalize participation.
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YR ¥ Obstacle Assessment

Overview

Application planning should include an assessment of
those factors that might interfere with one’s ability to carry
out action ideas. This strategy enables participants to think
about the obstacles they might face in applying what they
have learned in a training program.

Procedure

1.

2.

Explain to participants your hope that they will apply the skills they have
learned. Note that the best of intentions to act differently in the future can
be abandoned as easily as New Year’s resolutions. Indicate that this activity is
designed to deal with this reality.

Ask participants to predict the obstacles they will have to overcome in
applying what they have learned. Have them think about the circumstances
that could lead to their first moment of faltering, a moment when they will
revert to previously effective ways of handling a situation or fail to follow
through on their resolve to undertake a plan of action. Encourage participants
to visualize the scene in detail.

Then guide participants in developing positive images of coping with the
obstacles they may face.

Express confidence that participants will be able to access these positive
images if the predicted negative scenarios actually unfold.

Variations

1.

Instead of using mental imagery, simply ask participants to make a list of
obstacles they might face. Suggest that they separate their lists into two
headings: “internal” and “external.” Internal obstacles refer to attitudes and
actions for which participants are personally responsible. External obstacles
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refer to attitudes and actions created by other people and events that inter-
fere with one’s own resolve. Ask participants to brainstorm ways to overcome
these internal and external obstacles.

2. If you are familiar with it, use force-field analysis* to help participants assess
and overcome obstacles.

Case Example

In a session on interpersonal communication, the trainer asks participants to
apply what they have learned in the session back on the job. As part of action
planning, the participants are asked to imagine what obstacles they might face
in trying to implement their plans. One participant is planning how to give
feedback to her boss about the way in which the boss criticizes her in front of
co-workers. The participant visualizes approaching the boss with the following
script in mind:

I think that I can understand that my work does not always meet your high
expectations, but when you correct me in front of others, I feel embarrassed and
angry. I would prefer that you talk to me privately about my performance. If you
do, I will be much more receptive to your suggestions. I am concerned because I
enjoy my job and want to do well and meet your expectations.

The participant explains that she is afraid she will lose her nerve and will
not speak up as she just imagined. The trainer asks her to visualize her success
and her manager’s positive reaction to the feedback. As an alternative, the
trainer suggests that the participant write a letter instead of confronting her boss
face-to-face.

*Force-field analysis is discussed on pages 166-169 in my book, Active Training.
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m Job Reminders

Overview

This strategy enables participants to create their own job
aids and workplace reminders. These may be signs or

lists that are placed in or near the work area (such as at
personal computers, on bulletin boards, at coffee stations,
above clocks, and on or near snack machines) to remind
participants of specific actions to take.

Procedure

1.

Invite participants to create signs or banners that state any of the following:

® one thing they have learned in the training session (“Every displeased
customer is a lost customer.”)

® a key thought or piece of advice they will keep in mind to guide them in
the future (“Manage your emotions.”)

® an action step they will take in the future (“Ask questions when you are
faced with a conflict.”)

® a question to ponder (“What is my goal?”)

Urge participants to express themselves as concisely as possible. Have them
brainstorm possibilities before making their selections. Encourage them to
obtain reactions to their ideas from others.

Provide materials and supplies so that the participants can make their
“reminders” as attractive as possible. (There are a wide variety of novel Post-
it® Note pads that can be used as well.)

Make a gallery display of the reminders. Make sure participants take them
with them to display in their work areas.

101 Ways to Make Training Active, 2nd Ed. Copyright © 2005 by John Wiley & Sons, Inc. Reproduced by permission of
Pfeiffer, an Imprint of Wiley. www.pfeiffer.com



Application Planning 281

Variations

1. Provide participants with job reminders made by you to take with them.

2. Have participants come up with reminder ideas on index cards. Gather the
cards and pass them around the group. Have each participant select three
ideas from other members of the group that will serve him or her well.

Case Example

At the end of a stress-management session, the trainer asks participants to create
imaginary bumper stickers that capture key learning points. The participants
develop the following phrases:
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m I Hereby Resolve

Overview

This is a widely practiced strategy for gaining commitment
to applying what has been learned in the training program.
It is also an excellent way to help participants remember
the training program long after it is over.

Procedure

1. Ask participants to tell you what they are taking away from the training
program. Record their thoughts and display a composite list.

2. Provide participants with a blank sheet of paper and an envelope.

3. Invite the participants to write letters to themselves indicating what they
(personally) are taking away from the training and what steps they intend
to take to apply what they have learned. Suggest that they could begin the
letter with the words “I hereby resolve. . . .”

4. Inform the participants that the letters are confidential. Ask each participant
to place his or her letter in an envelope containing his or her e-mail address
on the front and to seal the envelope.

5. Ask each participant to place a Post-it® Note on the envelope with the date
on which he or she wants you to e-mail the letter. Promise to send the letters
to the participants on the dates specified.

Variations

1. Collect the envelopes, shuffle them, and distribute one to each participant.
Request that the participant e-mail back one month after the course the “I
Hereby Resolve” statement to the person who wrote it.

2. Instead of having the participants write to themselves, suggest that they write
to someone else, indicating their resolve and asking for support.
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3. One month after the last session, send a letter to participants with a summary
of the main points of the training program. Encourage them to apply what
they have learned. Offer yourself as a resource in dealing with application
problems.

Case Example

At the end of a facilitation-skills workshop, the trainer asks participants to write
letters to themselves indicating what they have learned about facilitating team
meetings and how they are going to apply their learnings. The following is one
participant’s letter.
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m Follow-Up Questionnaire

Overview

This is a clever strategy for raising participants’ conscious-
ness about the training program long after it is over. It also
serves as a way to stay in touch with participants.

Procedure

1. Explain to participants that you would like to send them a follow-up ques-
tionnaire one month from now. The questionnaire is intended (1) to help
them assess what they have learned and how well they are doing in applying
the training and (2) to give you feedback.

2. Urge the participants to fill out the questionnaire for their own benefit. Ask
them to return the questionnaire only if they so desire, although you would
like to receive feedback.

3. When you develop the questionnaire, consider the following suggestions:
m Keep the tone informal and friendly.

® Arrange the questions so that the easiest to fill out come first. Use formats
such as checklists, rating scales, incomplete sentences, and short essays.

® Ask about what participants remember the most, what skills they are
currently using, and what success they have had.

m Offer participants the opportunity to call you with questions and
application problems.

Variations

1. Send follow-up handouts that might be of interest to participants.

2. Instead of sending a questionnaire, interview participants by phone or in
person. Use a small sample if the training group is large.
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Case Example

After participating in a training program on assertive communication, partici-
pants are sent the following questionnaire:

Hello! How are things going? I hope you have had the opportunity to work
on your assertive-communication skills. As I promised, I'm sending you this
questionnaire to help you review and assess your ability to assert yourself to
obtain the goals you are seeking. By sending this questionnaire back to me,
you will also help me to evaluate the impact of the training program. Thanks!

1. Please rank the situations below in order of difficulty. Use a scale from 1 to 5,
with 1 being the least difficult and 5 being the most difficult.

___saying “no” without apologizing
____ Initiating a conversation

___ stating your feelings honestly
____ being persuasive

handling very difficult people

2. Indicate the degree of difficulty you have in the following situations:

No Some Much
Difficulty = Difficulty  Difficulty

talking with the opposite sex
disciplining children

talking on the telephone
asking for a raise

talking in a group

resisting salespeople

returning food in a restaurant
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3. Briefly describe a recent situation in which you acted assertively:

4. Describe a recent situation in which you did not act assertively and regretted it:

5. Please circle the techniques below that you have found useful:

fogging the broken record technique
free information empathic assertion
“I” messages negative inquiry

6. Check one of the following statements:

Please call me. I'm having difficulty with

Everything is going well. There is no need to contact me.
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Sticking to It

Overview

This is a procedure in which participants make a serious
commitment to apply what they have learned. The key is
to combine participant action planning and supervisory

feedback.

Procedure

1. At the end of the program, ask participants to fill out a follow-up form con-
taining statements as to how they plan to implement the training. A sample
form is provided on the next page.

2. When the forms are completed, tell the participants that their work state-
ments will be sent to them in three to four weeks. At that time, also send to
the participants these follow-up instructions:

Please review your work statement follow-up form. Place the letter A next to

those plans you have been able to apply successfully. Place the letter B next to those
plans you are still working on applying. Place the letter C next to those plans you
have not been able to apply. Explain what obstacles you have encountered that
have prevented you from accomplishing your plans.

3. At each participant’s discretion, you may send the work statement to his or
her supervisor for feedback. The following is an example of what you might
send to a supervisor:

SUPERVISOR’S FOLLOW-UP NOTE

[Name] was a participant in a training program dealing with [subject].
During the last three to four weeks, he or she has attempted to imple-
ment the ideas or skills he or she learned in the program. Please review
what he or she has written. Did you observe any change? Were you able
to offer your support to this person as he or she attempted to implement
actions?
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WORK STATEMENT FOLLOW-UP FORM

Describe situations in which you plan to apply material learned in this course
and tell when and how you plan to apply it. Be specific.

1. Situation:

My plan:

2. Situation:

My plan:

3. Situation:

My plan:

4. Situation:

My plan:

Variations

1. Have participants share their work statements immediately with their super-
visors. Suggest that the participants and their supervisors work together on a
plan to help the participant “stick to it.”

2. Enlist the supervisors’ support of this application plan before the training
program begins.
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Case Example

A participant in a conflict-management course offers the following action plan:

1. Situation: Two employees don’t get along and often have conflicts.

My plan: Call both employees into my office and apply Fisher’s suggestion to
focus on “interests” rather than “positions.”

2. Situation: My department and another department are competing for the
same administrative support resources.

My plan:  Sit down with the manager of the other department and ask him
how we can share resources in order to service the customer better.
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CLOSING
SENTIMENTS

In many training programs, participants
develop feelings of closeness toward other
group members during the sessions. This is
especially true if the participants have met
for a long period of time and have taken part
in extensive group work. They need to say
“goodbye” to one another and to express
their appreciation for the support and
encouragement given during the training
program. There are many ways to help
facilitate these final sentiments. The
strategies that follow are some good ones.
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292
m High Fives

Overview

This is a highly energetic way to conclude any training pro-
gram. It is fun and challenges participants to be creative.

Procedure

1.

Ask participants to stand up and form a straight line, facing forward, in an
open area.

Stand facing the line-up of participants. Be sure there is at least a distance of
fifteen feet between you and the line.

Express your appreciation for the active involvement of each participant.

4. Invite the first person at the right end of the line to approach you to receive

a “high five” as a form of congratulations. (Substitute any other physical
gesture appropriate for the group and the occasion, including a simple
handshake.) Invite that person to return to the extreme left end of the line.

Before inviting the next person in line to come forward for the “high five,”
explain that he or she must reach you in a different manner from the
preceding person. (For example, the person could hop on one leg to reach
you.) When the person arrives, extend a “high five.”

As each person in turn approaches you, challenge the person to reach you
in a different manner from any of the techniques used by prior participants.
This rule challenges everyone’s creativity and generates lots of laughs and
applause.

Variations

1.
2.

Have each person take a bow after he or she receives a “high five.”

After each person has reached you alone, ask participants to pair up with
someone else and find a creative way to reach you together. If the group is
large enough, you can continue this process utilizing threes, fours, and
even fives

Invite each participant to pass along the line and obtain “high fives” from
fellow participants.
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Case Example

At the end of a team-building program in which participants have worked
together to achieve a wide variety of group goals, participants are lined up

for “high fives.” Besides obtaining “high fives” from the trainer and from one
another as individuals, they also make a list of team accomplishments and create
a way to simultaneously give each other congratulations for their success.
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294
m Connections

Overview

This is an activity that symbolically draws a training program
to a close. It is especially appropriate when participants have
formed close connections with one another.

Procedure

1. Use a skein of yarn to literally and symbolically connect participants.

2. Ask everyone to stand and form a circle. Start the process by stating briefly
what you have experienced as a result of facilitating the training program.

3. Holding on to the end of the yarn, toss the skein to a participant on the
other side of the circle. Ask that person to state briefly what he or she has
experienced as a result of participating in the training program. Then ask
that person to hold onto the yarn and toss the skein to another participant.

4. Have each participant take a turn at receiving the skein, sharing reflections,
and tossing the yarn on, continuing to hold onto his or her segment of the
yarn. The resulting visual is a web of yarn connecting every member of the

group.
5. Complete the activity by stating that the program began with a collection of
individuals willing to connect and learn from one another.

6. Cut the yarn with scissors so that each person, although departing as an
individual, takes a piece of the other participants with him or her. Thank
participants for their interest, ideas, time, and effort.

Variations
1. Ask each participant to express appreciation to the person who tossed the
yarn to him or her.

2. Instead of using yarn, toss a ball or a similar object. As each person receives
the ball, he or she can express final sentiments.
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Case Example

As each participant in a program on staff cooperation receives the yarn, the fol-
lowing comments are made:

® | learned how important it is to work together as a team.
® | realize that we all have different personalities and communication styles.

m | appreciate being given the opportunity to get to know people on a
personal level.

m | feel that I can be open and honest with everyone here.

® | now know how to deal more effectively with conflict.

® | had fun while we were learning.

® I’'m going to think of ideas to streamline how we handle registration.

® You all have been a great group!
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Group Photo

Overview

This is an activity that acknowledges the contributions of
every participant while at the same time celebrating the
total group.

Procedure

1. Assemble participants for a group digital photograph. It is best to create at
least three rows of participants: one row sitting on the floor, one row sitting
in chairs, and one row standing behind the chairs. As you are about to take
the picture, express your own final sentiments. Stress how much active train-
ing depends on the support and involvement of participants. Thank partici-
pants for playing such a large part in the success of the program.

2. Then invite one participant at a time to leave the group and to be the
photographer. (Optional: Have each participant merely come up and view
what a final picture of the group would look like.)

3. If the group is not too large, ask each participant to share his or her final
thoughts with the group. Ask the group to applaud each participant for his
or her contributions to the group.

4. E-mail each participant his or her own photograph of the group.

Variations
1. Use the photography session as an opportunity to review some of the
highlights of the program.

2. Instead of a public disclosure of sentiments, ask participants to write final
thoughts on sheets of paper taped to the walls.
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Case Example

A training program on cross-functional teams is about to end. Participants have
spent many hours examining opportunities for cross-functional collaboration in
their organization and have developed specific action plans for implementation.
As a final activity, the trainer assembles the participants for a group photo. As
each participant serves as photographer, final sentiments are expressed. Among
them are the following:

® | thought this was going to be a waste of time because different units
would only be interested in protecting their “turf.” Was I wrong! I'm
really excited about the work we’ve done together.

® I’'m really impressed by the talent in this group. We can’t miss.

® In the beginning, I wasn’t sure we would ever get to the point of listening
to one another. By the end, I really trusted everyone.

® Although I'm not as optimistic as many others are, I think it’s worth a
shot. You can count on me to be there.
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The Final Exam

Overview

This is an enjoyable way to reminisce about activities that
have taken place in a training program of at least one day’s
length.

Procedure

1.

Give participants blank sheets of paper and tell them that it is time for their
“final exam.” Keep them in suspense about the exam.

Tell the participants that their task is to write down, in order, the many activ-
ities they have experienced in the training program. (At this point, reveal
that this is a challenge that will not be graded.)

After each participant has finished (or given up!), have the full group gen-
erate a list. Make adjustments until a complete list is obtained.

With the list in view, ask participants to reminisce about these experiences,
recalling moments of fun, cooperation, and insight.

Facilitate the discussion so that the exchange of memories brings a strong
emotional closure to the training program.

Variations

1.
2.

Provide the list of activities. Start the reminiscing immediately.

Rather than focusing on activities, focus on “moments to remember.” Leave
this phrase open to interpretation. This may create a laughter-filled and per-
haps nostalgic review of the training program.
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Case Example

Participants in a training program on creativity have experienced a day filled
with activities that promote novel thinking. The participants are given newsprint
and asked to recall the activities using a “mind mapping” process (one of the
techniques they have learned). The result looks like the following:

When the participants finish, the trainer asks them to reminisce about these
activities, recalling moments of fun, cooperation, and insight.
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Pfeiffer Publications Guide

This guide is designed to familiarize you with the various types of Pfeiffer publications. The formats sec-
tion describes the various types of products that we publish; the methodologies section describes the many
different ways that content might be provided within a product. We also provide a list of the topic areas in
which we publish.

FORMATS

In addition to its extensive book-publishing program, Pfeiffer offers content in an array of formats, from
fieldbooks for the practitioner to complete, ready-to-use training packages that support group learning.

FIELDBOOK Designed to provide information and guidance to practitioners in the midst of action. Most
fieldbooks are companions to another, sometimes earlier, work, from which its ideas are derived; the fieldbook
makes practical what was theoretical in the original text. Fieldbooks can certainly be read from cover to cover.
More likely, though, you'll find yourself bouncing around following a particular theme, or dipping in as the
mood, and the situation, dictate.

HANDBOOK A contributed volume of work on a single topic, comprising an eclectic mix of ideas, case
studies, and best practices sourced by practitioners and experts in the field.

An editor or team of editors usually is appointed to seek out contributors and to evaluate content for
relevance to the topic. Think of a handbook not as a ready-to-eat meal, but as a cookbook of ingredients
that enables you to create the most fitting experience for the occasion.

RESOURCE Materials designed to support group learning. They come in many forms: a complete, ready-
to-use exercise (such as a game); a comprehensive resource on one topic (such as conflict management) con-
taining a variety of methods and approaches; or a collection of like-minded activities (such as icebreakers)
on multiple subjects and situations.

TRAINING PACKAGE An entire, ready-to-use learning program that focuses on a particular topic or
skill. All packages comprise a guide for the facilitator/trainer and a workbook for the participants. Some
packages are supported with additional media—such as video—or learning aids, instruments, or other devices
to help participants understand concepts or practice and develop skills.

e Facilitator/trainer's guide Contains an introduction to the program, advice on how to organize and
facilitate the learning event, and step-by-step instructor notes. The guide also contains copies of pre-
sentation materials—handouts, presentations, and overhead designs, for example—used in the program.

® Participant's workbook Contains exercises and reading materials that support the learning goal and
serves as a valuable reference and support guide for participants in the weeks and months that follow
the learning event. Typically, each participant will require his or her own workbook.

ELECTRONIC CD-ROMs and web-based products transform static Pfeiffer content into dynamic, inter-
active experiences. Designed to take advantage of the searchability, automation, and ease-of-use that
technology provides, our e-products bring convenience and immediate accessibility to your workspace.



METHODOLOGIES

CASE STUDY A presentation, in narrative form, of an actual event that has occurred inside an organi-
zation. Case studies are not prescriptive, nor are they used to prove a point; they are designed to develop
critical analysis and decision-making skills. A case study has a specific time frame, specifies a sequence of
events, is narrative in structure, and contains a plot structure—an issue (what should be/have been done?).
Use case studies when the goal is to enable participants to apply previously learned theories to the circum-
stances in the case, decide what is pertinent, identify the real issues, decide what should have been done,
and develop a plan of action.

ENERGIZER A short activity that develops readiness for the next session or learning event. Energizers are
most commonly used after a break or lunch to stimulate or refocus the group. Many involve some form of
physical activity, so they are a useful way to counter post-lunch lethargy. Other uses include transitioning
from one topic to another, where "mental” distancing is important.

EXPERIENTIAL LEARNING ACTIVITY (ELA) A facilitator-led intervention that moves participants
through the learning cycle from experience to application (also known as a Structured Experience). ELAs are
carefully thought-out designs in which there is a definite learning purpose and intended outcome. Each
step—everything that participants do during the activity—facilitates the accomplishment of the stated goal.
Each ELA includes complete instructions for facilitating the intervention and a clear statement of goals,
suggested group size and timing, materials required, an explanation of the process, and, where appropriate,
possible variations to the activity. (For more detail on Experiential Learning Activities, see the Introduction
to the Reference Guide to Handbooks and Annuals, 1999 edition, Pfeiffer, San Francisco.)

GAME A group activity that has the purpose of fostering team spirit and togetherness in addition to the
achievement of a pre-stated goal. Usually contrived—undertaking a desert expedition, for example—this type
of learning method offers an engaging means for participants to demonstrate and practice business and
interpersonal skills. Games are effective for team building and personal development mainly because the
goal is subordinate to the process—the means through which participants reach decisions, collaborate,
communicate, and generate trust and understanding. Games often engage teams in “friendly” competition.

ICEBREAKER A (usually) short activity designed to help participants overcome initial anxiety in a training
session and/or to acquaint the participants with one another. An icebreaker can be a fun activity or can be
tied to specific topics or training goals. While a useful tool in itself, the icebreaker comes into its own in
situations where tension or resistance exists within a group.

INSTRUMENT A device used to assess, appraise, evaluate, describe, classify, and summarize various
aspects of human behavior. The term used to describe an instrument depends primarily on its format and
purpose. These terms include survey, questionnaire, inventory, diagnostic, survey, and poll. Some uses of
instruments include providing instrumental feedback to group members, studying here-and-now processes
or functioning within a group, manipulating group composition, and evaluating outcomes of training and
other interventions.

Instruments are popular in the training and HR field because, in general, more growth can occur if an
individual is provided with a method for focusing specifically on his or her own behavior. Instruments also are
used to obtain information that will serve as a basis for change and to assist in workforce planning efforts.



Paper-and-pencil tests still dominate the instrument landscape with a typical package comprising a facili-
tator's guide, which offers advice on administering the instrument and interpreting the collected data, and an
initial set of instruments. Additional instruments are available separately. Pfeiffer, though, is investing heavily
in e-instruments. Electronic instrumentation provides effortless distribution and, for larger groups particu-
larly, offers advantages over paper-and-pencil tests in the time it takes to analyze data and provide feedback.

LECTURETTE A short talk that provides an explanation of a principle, model, or process that is pertinent
to the participants' current learning needs. A lecturette is intended to establish a common language bond
between the trainer and the participants by providing a mutual frame of reference. Use a lecturette as an
introduction to a group activity or event, as an interjection during an event, or as a handout.

MODEL A graphic depiction of a system or process and the relationship among its elements. Models
provide a frame of reference and something more tangible, and more easily remembered, than a verbal
explanation. They also give participants something to “go on," enabling them to track their own progress as
they experience the dynamics, processes, and relationships being depicted in the model.

ROLE PLAY A technique in which people assume a role in a situation/scenario: a customer service rep in
an angry-customer exchange, for example. The way in which the role is approached is then discussed and
feedback is offered. The role play is often repeated using a different approach and/or incorporating changes
made based on feedback received. In other words, role playing is a spontaneous interaction involving realis-
tic behavior under artificial (and safe) conditions.

SIMULATION A methodology for understanding the interrelationships among components of a system
or process. Simulations differ from games in that they test or use a model that depicts or mirrors some aspect
of reality in form, if not necessarily in content. Learning occurs by studying the effects of change on one or
more factors of the model. Simulations are commonly used to test hypotheses about what happens in a
system—often referred to as "what if?" analysis—or to examine best-case/worst-case scenarios.

THEORY A presentation of an idea from a conjectural perspective. Theories are useful because they
encourage us to examine behavior and phenomena through a different lens.

TOPICS

The twin goals of providing effective and practical solutions for workforce training and organization devel-
opment and meeting the educational needs of training and human resource professionals shape Pfeiffer's
publishing program. Core topics include the following:

Leadership & Management
Communication & Presentation
Coaching & Mentoring
Training & Development
E-Learning

Teams & Collaboration

OD ¢t Strategic Planning
Human Resources

Consulting
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BOOKS of INTEREST

ACTIVE
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ACTIVE TRAINING

ZND EDITION

A Handbook of Techniques, Designs, Case Examples,

and Tips

MEL SILBERMAN

PAPERBACK e ISBN 0-7879-3989-7 ¢ www.pfeiffer.com

SILBERMAN IS SYNONYMOUS WITH
active training. Thousands upon thou-
sands of trainers look to Silberman for
sage advice on teaching adults the way
they learn best: by doing.

Silberman’s best-selling handbook,
Active Training, Second Editon, shows
you how to design and conduct experi-
ential programs in private and public
sector organizations from beginning to
end. Included is a wealth of training
exercises and case studies, along with
information on emerging training tech-
nologies and ways to substantiate the
ROI of training. Plus, a section entitled
Introducing Active Training explores in
greater depth the reasons why adults
learn best when they are actively
engaged in the learning process.

You'll learn how to:

o Assess training needs and participants

e Develop active training objectives

e Create practical opening exercises

e Prepare effective lectures

e Design active training exercises

e Provide for back-on-the-job applica-
tion . . . and much more!

GET THE SILBERMAN'S BEST-SELLING BOOK ON ACTIVE TRAINING!

You get over 200 real-life designs and
case examples distributed over 35 sub-
ject areas including:

e coaching

e communication skills

e team building

e performance appraisals

e customer service

e problem solving

® time management

e leadership . . . and much more!

The index to the case studies enables
you to find a training example that suits
your current need. Checklists and
assessments reinforce training topics
and enable you to plan for action.

Within the covers of this book is all the
material you need to make a course or
seminar a success. Silberman’s guide-
book is loaded with practical, original
training tips and a whole host of ways to
incorporate these ideas into your train-
ing. Experience the second edition of
this training classic and you'll never face
an audience the same way again. Active
training starts here!

“T'm ‘Gung Ho!” about Active Training. All trainers should find it a valu-
able reading experience. It is loaded with sound concepts and practical

ideas.”

—XKen Blanchard, co-author, The One Minute Manager and Gung Ho!

To order call 800-274-4434 or visit us online at www.pfeiffer.com




One-Day Workshops Guaranteed to
Promote Involvement, Learning, and Change!

he Best of Active Training

— Mel Silberman is a proven collection of

S 25 ready-to-use one-day work-
Best o
shops hand-selected by Mel

ACTIVE

l,.alnlng guaranteed to engage partici-

pants, accelerate learning, and

Silberman as the best training

25 One-Day Workshops
Guaranteed to Promote Involvement,
Learning, and Change

promote change. With this

resource, you'll have—at your

fingertips/—proven workshops based on the

renowned Active Training method.

Each program is presented in four sections:

1. Program Overview: An introduction and statement of training

FREE CD-ROM
with all 25 designs 2

objectives.

Program Outline: A summary of the entire design, including
activity titles, time allocations, and methods employed.

for effortless

customization 3
L]

Program Directions: Step-by-step instructions for each activity.

and easy

4, Program Forms: Essential handouts for participants.

reproduction!

You’ll get all the information you need to understand the objectives, key
points, and instructions for each activity. Plus, you can easily customize
and reproduce the program handouts on the accompanying CD-ROM.

To order, call 800.274.4434 or
order online at www.pfeiffer.com.




Find training designs for the

following topics:

Train-the-Trainer
Succession Planning
360° Feedback

Process
Improvement

Communication
Coaching
Listening

Learning to Learn
Team Development

Organizational
Change

Customer Service
Sexual Harassment

Personal
Effectiveness

New Employee
Orientation

Consultative
Selling

Group Skills
Conflict Resolution
Stress Management
Project Management
Diversity Awareness
Career Planning
Time Management

Meeting
Management

Performance Review

Delegation

This resource is an ideal
companion to Silberman’s
best-selling Active Training.
Many of the interactive
techniques discussed in
Active Training are illus-
trated in The Best of Active
Training including the
following:

==l Mel Silberman

ISBN: 0-7879-3989-7
® Opening activities designed to promote
group building, on-the-spot assessment, and
immediate learning involvement.

® Participatory methods such as the use of
seat partners, inter-group exchange, anonymous
cards, fishbowl, and panel discussion.

® Lecture tips such as initial case problems, test
questions, key terms, analogies, guided note
taking, synergetic learning, and participant
review.

m Alternatives to lecturing such as demonstra-
tions, case studies, guided teaching, group
inquiry, read-and-discuss groups, and informa-
tion search.

m Experiential learning approaches such as
games, simulation, role play, mental imagery,
observation, and writing tasks.

m Application strategies such as peer consul-
tation, self—monitoring, contracting, and action
planning.

® Closing activities such as reviewing program
content, obtaining final questions and concerns,
promoting self-assessment, focusing back on the
job, and expressing final sentiments.

Furthermore, every program in the source-
book exemplifies the eight design features of
the Active Training method:

1. The content level is moderate.

2. There is a balance among affective, behavioral,
and cognitive learning.

3. A variety of learning approaches are employed.
4. Opportunities for group participation abound.
5.The participants’ expertise is utilized.

6. Earlierlearned concepts and skills are recycled.
7. Reallife problem-solving is featured.

8. There is an allowance for future planning.






TRAINING SOLUTIONS
are just a lunch hour away!

Mel Silberman is synonymous with Active Training. Thousands upon thousands of trainers look
to him for sage advice on teaching adults the way they learn best—by doing.

Now you can have the most effective, to-the-point, immediate training solutions for some of the
most common training topics, all based on the successful Active Training method: proven to
enhance learning and retention. The 60-Minute Active Training Series is ideal for experienced
practitioners as well as team leaders and the occasional trainer—anyone who needs to provide
on-the-job group training or lunch and learn sessions.

oW TO BRING
(OUT THE

MEL BILSE
FREa T4l

Leader’s Guide Leader’s Guide Leader’s Guide Leader’s Guide Leader’s Guide
ISBN 0-7879-7354-8 ISBN 0-7879-7353-X ISBN 0-7879-7350-5 ISBN 0-7879-7351-3 ISBN 0-7879-7355-6

Each title in The 60-Minute Active Training Series has a Leader’s Guide and
Participant’s Workbook. There are no other materials to buy. With The 6o-Minute
Active Training Series, solutions to your training problems are just a lunch-hour away!

Participant’s Workbook Participant’s Workbook ~ Participant’s Workbook  Participant’s Workbook
ISBN 0-7879-7358-0 ISBN 0-7879-7357-2 ISBN 0-7879-7352-1 ISBN 0-7879-7356-4 ISBN 0-7879-7359-9

To order these, or any Pfeiffer title, visit www.pfeiffer.com
or call toll-free 800-245-6217
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