TBAHOPH

You may be new to the training crew, but your trainees want no excuses—
they expect expert instruction. To help you deliver training at its best, here

are tips and techniques from the pros.. .

Get a Good Group Response

By JEAME MARSHALL

Jennie Marshall is president of Marshall

Arrange your room for
L e .

mteraction.

Round tables take the emphasis off the trainer and
promote participant interaction. Tables set up to form
a square or chairs set in a circle establish equality be-
tween participants and trainer and promote group

discussion. U shapes, too, promote interaction, but
establish the trainer as authority.

Use flipcharts,

Orl a ﬂ1pchart, write questions to be answered or
s sentences to be completed. They can pertmn to at-
< titude; lcammg goals, content or even trivia: As pat-
ticipants enter the training room, ask them to respond

~ directly on the flipchart. This activity is an ideal ice

breaker. Itcan also be used. durmg the trainingto em-~

"phaswe the importance of active involvement.

Allow timefor getting
acquainted.

This helps build a climate of trust and makes it easier
for participants to relax and respond.

House, Inc., liallston Lake, NY.

Prepare a program book or

! handouts.

Design your handouts in ways that promote note-
taking and distribute them before you begin speaking.
Writing involves the learners. You do them no favors
by saying, "You don't need to take notes; I'll give you
handouts on everything later."

| Start with a self-scoring
I assessment.

Phrase the questions simply enough to involve all
your participants: If possible,-also design the assess-
ment to give you useful informarion about the learners.

=¥ Ask a question everyone can

arrswer.

Early in the program, ask each participant to respond
to a question or comment. It may be a get-acquainted
question such as, "What is the most important learn-
ing goal you have for this workshop?" or one related to
the specific content area, such as, "How do you expect
your subordinates to react to this new procedure?.

Silence is far from golden in a workshop designed for response. Keep
your trainees tuned in and talkative with these simple, successful

techniques.

Training and Development Journal, April 1985



. Ask Quegtionsthat can be

answered by a show of hands.

A simple, nonthreatenlng method for
response is to ask questions of the whole group. Each
series of questions should! enable everyone to answer

at least once. Ask, for e‘{am[)'nc, ‘How. many-of you have
been managers or supnrwsom for fewer than six

months? More than six months? More than two years?”

Count toten.

When posing a question to the group, count silently
to ten before restating the question, answering it, ask-
ing a second question or moving on. When you demand

speedy responses, some learners will feel inadequate
and discouraged about participating. By allowing more

time, you show that you value al types of
involvement—silent and thoughtful as well as vocal and
immediate.

Allow thinking time.

ing an opportunity to go through the thinking process,
even if they don't actually speak. It also allows deeper
thinking, leading to less obvious responses.

getting

When stating aproblem or asking a question, ask the
participants to jot down a few nates before anyone
responds. This gives those who are slower in respond-

E

Ask what, not if.

The automatic "Any questions?" is best replaced by
"What questions do you have?' Better till, state, "Please
take afew moments to think about what | said and see
what questions you have."

Use buzz groups.

Divide the participants into groups of four or five and
ask a provocative question. While you personally will
not hear from everyone, each participant will have the
chance to speak. When you regroup, try to call on a
member of each buzz group so that each participant
feels represented.

Listen.

Your body language, facial expressions and words
reveal how much you are listening. Show you are in-
terested in every answer,

Don't get stuck.

Stay too long on one activity and participants will lose
enthusiasm. They'll do the same with a too-long lec-
ture. Spice-up and vary your training techniques; you'll
keep your group's attention and you'll get abigger, bet-
ter response.
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Captured, simplified, and delivered
in a new videocassette program from
MTI Teleprograms and author
Michael LeBoeuf, Ph.D.

Not just a principle. Not just a
buzzword. GMP isa program of
action-ready techniques to stimulate
productivity, nurture creativity, achieve
worker loyalty and dedication, and
simplify problems.

It will change forever the
way America works.

. .cuts right to the heart of the people
motivation issue. . "
William Moore
Chairman and CEO
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.. really works. Those who practice
GMP will simply outperform those who
do not."

Harold Gershowitz
Senior Vice President
Waste Management, Inc.
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"(LeBoeuf) has gotten to the heart of

what makes good management sense."
Sanford Buchsbaum
Executive VP, Advertising
Revlon Inc.

Get the maximum possible from
employees—and from yourself. Call
Toll-Free 800/255-0208 for complete
purchase and rental information. In
Illinois, Alaska and Hawaii, call collect
312/940-1260.
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PRINCIPLE IN THE WORLD, by Michael
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Publishing Group, 200 Madison Avenue. New
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