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GLOSSARY . -

The words on this list are used in this booklet. Please review the terms and leam the definitions. The mleanings of the,
words as used in the text may not be the form of the word with which you are familigr.

N ~

Word/Terms - . ) .

1. Cue and cueing A signal or sign that indicates the nature of something.to occur; giving a cue. N

2. Daily Lesson Plan A plan which summarizes the instructional activities for a day’s lesson.

3. Establishing an Apperceptive Base Creating a readyness to learn by assoc:atmg new knowledge with information

previously mastered. .,

Instructional Aids  Tools for presemmg information that do not rely on your offering the information verbqlly
. Learpmg Environment The setting where you provide related instruction. o
" Motivation The stimulation of leamer behavior. .. .
Parapbrasing Stating in one’s Own words. . .

Plan for Instructhion A summary of the instructional program which presems con\nt areas, perfon'nance
objectives, sequence, types of m{tructxonal activities and evaluation times.

”
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- ., 1.Howto Use This Booklet

. What Is The Series About?

Related subjects instruction is an essential part of every
apprenticeship program. It is the program component
through which apprentices are taught the background
theory and range of application of associated technical
subjects such as mathematics, -science and safety. Related
instruction usually takes place in a classroom, ‘after the
regular work is over. Most frequently, related instruction is
taught by a skilled tradesperson or craftworker. For the
t(adesperson or craftworker to be an effective trainer, he or
she must not only know their trade Skl" but also must use

__teaching skills appropriate for conveying that information
to apprentices. This series of materials is written to train
related subjects instructors in the critical teaching skills
necessary to perform their jobs effectively. The titles ofthe
booklets in the series are:

1. Imtroduction to Related Subjects Instruction and
" Inservice Training Materials .
Planning the Apprentliceship Program
Planning Related Subjects Instruction -
Developing Instructional Malerials for Apprentices
Presenting Informanon to Apprentices
Directing Learning Activities for Instruction
Providing for Individual Learner Needs
8. Controlling Instructional Settinigs
9. Evaluating Apprentice Performance
10. Communicating with Apprennces

NawmbewN

. The first booklet introduces the series, describes the
-content of each booklet, and provides an overview of
apprenticeship and of adult leamers. The second booklet
describes howto plan an apprenuceshlp program and may

be used by 'related instructors, sponsors or service agen-
N cies. Each of the other eight booklets deals with a set.of
training skills judged by a panel of experts on appren-
. ticeship to be critical to working eﬂ'ectively as a related

subjects instructor. .

.
.

What Is This Booklet About?_ .

The information for the apprehtice instructor in this
booklet is about the methods and prgcedures of presenting
information to apprentices in related subjects instruction.
Presenting information is one of the major responsibilities

P .
) ’ 4
of the apprentice instructor, since it is the principal means
for conveying the technical information, auxiliary informa-
tion and other pertinent information required on the job by
the apprentice. Te present informationeffectively, you must
perform several very important skills associated with the
task of transmitting information to the-apprentices. This
booklet provides instruction for you in five of the most

important of those skills:

1. Plan to present information in the related subjects’
experience; '

2. Inwroduce lessons and provide clear expectations and
directions for apprentice activity and outcomes,

3. Vary the methods of presenting information (such as
lecture, discussion, individualized instruction, role
play and others);

4. Use instructional aids in the presentation of related
subjects information; and

5. Modify the instruction, based upon feedback from
apprentices. *©  °

-
2 . )
- - .

What Must I Do to Complete
My Work in This Booklet?

Working your. way through this booklet will require you

.to read.the text,-to answer -the questions;-te-perform-the--

exercises, and to complete the pre- and post-assessment
instruments. Expect to spend about five hours working
through the materials. The only resources you need to
complete your work in this booklet are: (1) a copy of the
booklet; (2) a pencil or pen; (3) about two hours of time;
and (4) recollection of past related irfltruction experiences.
The materials are written in a self-instructional, pro-
grammed format. You may work through the text, examples
and questions at your own pace and leisure; you need not
complete your work in the-booklet at one sitting.

Each chapter in the booklet is devoted to a single skill. )

The .general format of the chapters is similar, with the
following parts:

1. An introduction describing the skill And.the_instruc:
tional objectives for that skill.

2. Whatis, whenand whyto use the skill.

3. Step-by-step directions for how to perform thee skill.

4. An example of how the skill is used in related
instruction.

kb vt & rmp —
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2 Presenting Information

5. A self test exercise to apply the information about the
skill, .- '
6. Additional sources of information.

- This booklet concludes with an appendix that contains
the answers to the self-test exercises from each chapter and
the posttest.

Your activities in working throughi this booklet will
include, in order, the following things: -

« Complete the self-assessment;

¢ Read and cunsider in detail the introduction, and
objectives. for each skill;

+ Read and study the text, examples and illustrations
provided for each skill;

» Complete the self test exercise for chapter and com-
‘pare your answers with those provided in the
appendix; L

« If you ¢omplete the exercise as directed continue
your wurk in the booklet, if you fail to answer the
questions corectly, repeat your work in the chapter
under consideration; and Y

wo

2

.

« ' At the conclusion of the booklet, domplete the post-
test for the unit. Check your answers against those
provided. If you exceed the criteria, continue your
work in the next booklet; if you fail 1o demonstrate
mastery, repeat portions of this booklet as needed.

How Much Do I Know About The
Subject Before I Begin?

The self-assessment will assis£ you to focus on compe-”
tency areas associated with presenting information. Read
each competepicy statement listed_ in Figure 1 and assess
your level of knowledge about and your level of skill in
performing that task. Knowledge means what you know
about the subject while skill means yout experience in
successfully performing the task. Circle the number that
best describes your level of knowledge and skill. Compe-
tencies where your ratings are pooy or fair are those that
you should concentrate on. Pay particular attention to the
chapters which dealf with those competencies.

-
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Figure 1 _ Presenting Information to Apprentice

. Self Assessment ]
P . Rating,
Chapter in Booklet o Competencies Poor  Fair Good Excellent
2 Skill: Plan to present 1. Detemine appropriateness of knowledge 1 -2 3 4
information in the information * Skill 1 2 3 4
lated subjects . i
celaled subjec 2. Determine how much information Knowledge 1 2 3 4
experience . ,
to present skill 1 2 3 4
) 3. List i)rincipal poims to be taught Knowledge 1 2 3 4
Lo . Skill 1 27 3 4
" 4. Consider alternative instructional Knowledge 1: 2 3 4
procedures . Skill R | "2 3 4
« 3. Skill: Introduce 5. F.x;;lain objéct of lesson g Knowledge i 2 3 4
lesson and provide t ~Skill 2 3 4
P | t . <
cledr expeciations 6. Provide clear directions Knowledge 1 2 3 4
and directions | . .
‘ Skill. 1 2 3 4
7. Make certain directions are Knowledge 1 2 3. 4
understood Skill 1 2 3 4 .
4. Skill: \'/ary methods 8. Uitilize different methods of Knowledge 1 2 3 4
- \for presenting instruction . Skill - 1 2 3 4
f » 4 .
, " ormauor? 9. Show applications of information Knowledge 1 2 3 4
, Skill 1 2 3 4
10. Summarize key points . - Knowledge 1 2 3 4
- Skill 1 2 3 4
5. Skill: Use 11. Review insttuctional aids Knowledge 1 2 3 4
instructiondl aids in 7 Skill 1 2 3 4
?nr ?;rerg:[?g N » 12 Prepare instructional aids Knowledge 2 3 4
skill 2 3 4
13. Be familiar with uses of ‘Knowledge 1 2 3 4
. -y instructional aids ‘ Skill ) \l 2 3 4
6. skill: Modify " 14. Obuain information for use irf Knowledge 1 27 3 4
' i?struction basedon » * instructional modification ’ Skill 2 3 4
1 f k g :
eamer feedbac 15. Review feedback from Knowledge i\ 2 3 4
apprentices - . - Skill 1 2 3 4
. y \
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< 27 Skill: Plan"r To Préserit Information

In The Related Subjects Experience

@ B \

S \\_ y
- Introduction And Objectives

: In meeting the responsibility of providing related subjec;s.\

instrucion, you as a related subjects instactor must convey
informdtion in the instructional setting. In this regard, it is

important from the_beginning that you be aware of the °

particular needs of apprentices to acquire specific know-
ledge and skillsand that you have practical ileas about
how the knowledge and skills can be applied to on-the-job
experiences. This requires (1) that you be familiar with the
subject matter under consideration such as science, mathe-
matics, sketching and blueprint reading, ang (2) that you
be able to draw the relationships and implications of the
subject matter tthe work experiences, expectations and
requirements of the actual-job as a journeyman. You must
deal with both “thq know how” and the “know why” in
related subijects, while the apprentices’ on the job instrug
tion focuses on the “how to” in terms of specific job skills,

In order to maximize your éffectiveness in presenting

*information, you must plan for each instructional session.

This planning will help you to determine precisely the
information that is to be presented and the instructional
methods which will be used. The entire operation of

preparing to present information requires that you develop -
.and utilize several teaching skills addressed in this unit of
* matemals. When you have completed your work in this unit

you will demonstrate your abilities by being able to:

1. Outline the steps to be considered-in developing a
daily lesson.plan for instruction; :

2. Prepare.a daily lesson plan for your own related
subjects course. .

Why, What And When To Plan The
Presentation Of Information

" There are several critical tasks that you as an instructor of -

apprentices must perform before actually engagmg in the
presentauon of information to one or more learners. These
tasks are perfomed as the intermediate step between
developing a pldn for instruction (as described in Module
#3) and implementing instruction. The tasks require that

I

-

»:/

\

you determine: (1) the skills or knowledges the apprentices:
are o acquire as a result of the day’s instructional activities, -
(2) the procedures which you wish to use as instructional
activities, (3) the equipment and materials which will be
needed to conduct the instructional activities, and (4) how
you\will relate the instructional content to the apprentices’
on-the-job activities. This means that you must prepare for
nstruction in 4 systematic manner. The extenj to which the

“getung ready” phase of instruction is performed well can

determine the extent to which the instruction will be
received and understood by apprentices.

.- - °
-~ "
a

How To Plan To Present Information
"I'here 1s a series Of steps that will help you organize and
conduct your planning in an orderly fashion. These steps
are described in the following discussion.

Step 1: Determine Appropriateness of Information

Determine the appropriateness, the timeliness, and the
extent to which new’information and/or skills can be
provided-to the apprentices. This means that you as an
jnstructor must (a) discuss with the apprentice(s) the
characteristics of the worK that they are doing on the job
and'(b) seek to instruct them on the technical aspects of
the occupation such that they can see clearly that the

_material is an advantage to the knowledges and skills

learned on the job. For example, if you are teaching surface .
“measurement to apprentice carpenters, you should try to
apply the instructional content to activities in which the
apprentices are currently involved on their jobs. Such
applications during various phases of construction mlght
include:

How much plywood is in the house's sabflooring?

How many sheets of paneling will be needed to
finish the family room?

Ho%v many feet of trim does the house require?

J
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Step 2. Determme Limits of New Information

In pmparmg for a day’s instructional activities, you will
need to determine the amount or limits of new information
that should be provided to the apprenuces. The extent to
which people can learn new information or acquire new
skills depends upon the extent to which they (a) have
been prepared to learn and (b) are guided i associating
the new, material with information they have previously
learned. Hence, 1t is incumbent upon you as the :1p{)ren
uceship instrucior to make ¢ertain that through interaction
with the apprentices you are aware of how quickly they can
learn the type of mformation being presented. You must
hmit the lesson (concepts, information afd skills and the
ume to apply them) to take this information into account.
Consider both the difficulty of the materials and the time
available for instruction. .

1

e

' Step 3. Note Prmapal Points to be Taught and Supporting

IIlustratxons/Matenals

Determine and st majot teaching points that you plan to

present and to stress, This 15 a most important aspect of
mnstruction The success that you later achieve in providing
the instruction may very well depend ypon the time and
aare that you put into organizing the content into, small,
manageable units. For each instructional unit, you should
list the majur or kq pomnts and illustrations of huw the
information or concept is applied within particular occupa-
tional areas.  In planning for the lesson and getting ready
for_its presentanon, try to, bé as practical as possible 1n
selectitg occupational applications which the apprentices
can relate to through their on-the-job experiences. The
applications should be kept current and familiar to the
apprentices. If a small group of different kinds of appren
nces is involved, then several examples, each of which
would dpply to the occupations of the several-respective
apprentices should 'be prepared. The closer you, as an
instructor, are’able to supply examples and illustratons of
the information, skills and concepts to the actual daily
working situation of the apprentice, the greater will be the
likelihood that learning will occur and be‘retained. Remeni:

- ber that effective learning occurs rapidly "md is retuned

longer when new ideas and concepts are reLued to those
that were dcqunred earlier

P

Step 4: Decide on Instructional Procedures

The information+which you want your apprentices to

»

leagn can be taught in a variety of ways. Given the specific

topics which you have selected for the focus of the day’s
activities, you should cohsider the alternative procedures

which could be used to provide the instruction. Lecturing is -~
* but une alternatn e, and in many situations it is not the most

.

P

Plan to Present fnformation 5
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efficient instructional procedure. Among the ¢ther methods
of instruction to consider are:

< Instructor supervised demonstration

* Audio and visual presentations o
« Discussion groups

 Indwiglual and group problem solving

*» Individualized instruction )

* Role playing

-These methods are described in Skill #4 of this unit.

Keep in mind that the use of different instructional
procedures will help ta keep the apprentices attentive and
myolved. It is dlso likely to expand their knowledge and
your knowledge of the topics.addressed.

Step 5: Seek Out and Arrange For Use of Appropriate

" Equipment and Instructional Materials

In order to complete this step you must.

+ dectde whatsaudio and visual materials/equipment
you will need; .
+ locate and secure the materials, equipment for use,
« famiharize yourself with huw to use the materials,
and- ) ' ‘
+ produce any supplementary’ material such as trans
parencies or handouts for use.
Skill #51n this booklet of matenalsis addressed s speifically
1o these concerns. :

Step 6. Consider Houw You Will Assess tbe Results of the
“Session

During each class session you as .l related subjects
instructor will want to gauge the, extent 1o which the
apprentices are learning the material being presentéd.
Some instructional procédures, such as group discussions
and problem solving sessions, will provide you with an
easy opportunity to assess the apprentices’ understanding
of the information. However for other activities, such as
lecture presentations, you will want to seek feedback from
the apprentices to determine whether they understand the
concepts and information being presented. In anticipation

“of this, during the planning of the session you should

vohsider how you wilt assess the results of the session.
Therefore, your lesson plan should include some sample

“questions or problems which you can present to the

apprenuces'to delermme if thcnr learmn;, is proceeding as
phnned

v

Example

James Harbin 15 a related subjects mmstructor in a union
spunsored apprenticeship and traning program fdr car
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6 Presenting Iniformation .

pentery. In that capacity, he has the advantage of having a
national curriculum prepared for his use so that he does
not have to develqp matenals. However, he suil has all the
uther responsibilities of any related subjects mnstructor,
including the need to plan his anstructional lesson before
each related subjects session

Over the three years that he hag served as a related
subjects instructor, Harbin has developed a standard pro-
cedure for planning his day-to-day instructional activities
that roughly corresponds to the steps outhined in this book-
let. When asked to describe his planning process on a daily
basts. Harbin had tlus 1o say: .

"My first activity is to decide if what is suggested in the
standard curgiculum is appropriate. This means that |
contact the emloyers and speak with the apprentices to find’
out what they are doing or will be doing on the job this
month 1 then find the portions of the prescribed materials
that generally correspond to the job activities. Usually this
means there may be three or four groups of apprentices

“working on different materals at any ume ] 'try to get as°
many people as possible working on the same thing,

After deciding what pars of the general curriculum
content are useful to apprentices at that ume, 1 decide how
much to present each week and make a list of the major
points or doncepts that [ expect each apprentice to learn
during the class session  *

Next I locate the materials I will use to teach the lesson.
Smce the international provides materials, [ read the infor-

~manon, work the exercises and decide which to use. Some-
umes | also draw pictures on flip‘charts or make handouts
to go along with the other mateaials Also, I 'decide how to
niroduce the informanon. If I am going to talk, I outline

- - === what lam going to say; if they are going to read, 1 ume the

reading to see howlong it will take and if all the words are
.understandable; if 1 need to use a projector, 1 get the
cq;upmcm and try it out; and if t's going to be a dis
Lu’ssmn I write out a set of questjons. Usually,\ write out a
couple of questions anyway, just in case, to be sure | am
prepared and to make them think. 1 ask questions to
apprenuces who Tknow are doing certain things at work to
get them into the lesson ™

Additional Information

] . .

In general, it is recommended that you derive additional
information about this skill by continuing your work in this
booklet, by checking references listed under other skills
included herein, and by reading applicable sections of
Module #3. In addition, you might tum to the appropriate
sections of texts such as:
D G. Armstrong,J. J DentonandT. V. Saunge, Instructional
Skills Handbook. Englewood Cliffs, NJ: Educational
Technolong Publications, Inc., 1978

A

- Sélf-Test Exercises .

Answer the following exercises in the space provided, =
Check your answers with those i the Appendix of this
booklet

Ay
.

1. Select an item of technical knouledge. Prepare to present .
information on the.technical subjext, by indicaung in
step-by step format a description of the steps and the
details of each step. : .

Technicdl Knowledge

’

Step 1

Step 2.
Step'3

Step 4

Slep 5 ’
Step 6.

a




3. Skill: Introduce Lesson And Provide -
Clear Expectations And Directions For

P

Apprentice Activity And Outcomes

Introduction And Objectives

-

i

Too often in work and learning situations you may heara
supervisor, foreman or instructor say something like “I
only my workers had understood what I meant They dld it
incorrectly, it will have t$ be done agan, And that lost time
means money " This and other similar statements are’ heard
over and over in the work place and the instructional
setting While some of the’ blame can be assigned to
worker leamner lack of attention, the problem canalso be a
result of poor directions There are some techniques vou
an use as an instructor t0 make the purpose, intentions
and expeetations of your directions absolutely clear. These
procedures require usmg several competencnes involved
with giving instructions and are the contents of the remain.
der of this chapter of materials When you have completed
your work in this unit you will demonstrate your under
standing of this skill by being able to.

1.

-

List and exblam suggested steps in presenting clear
directions,

Suggest procedures to use in offering directions n
the related subjects setting; and

Critque directions provided in a related sub;ects
instructional setting.

to

As you work through these materals, think about your
experiences 1n recewving and giving directions, instructions
and expectations. Do you remember instances where mus-
understandings arose? Would any of the suggestions found
1n this chapter have helped to ehminate those misunder-
standings? If so, make mental notes for future reference as

you read. / ¢

Whaf, Why And-When
To Use Tt_iis Skill

~ Youmust give directions, provide 1nstructions or explain
expectations many times throughout an instructional or
work actnaty. Certainly 1t 15 a necessary task at the beginning
of’mstruction. Inaddition, further clarification frequently is

-

..

-
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and explanations structure the learning environment and

. fidence that they are exactly the tasks you wang to use to

x

important throughout the instructional period as progress
is made and/or as new insights or difficulties-are incurred.
The reminder may be either to the entire group or to
selected individual apprenuces ‘
Cléar expectations are important because they set the
stage for learnin ) You must indicate exactly what will be
done; by whom; in what time period; with what materials;
and to what end product, outcome or result. Your directions

»

the task, in doing so, the structure permits apprentices to
create individual internal learning strategles for addressing
and mastering the matenals

-

b

How To Use The Skl

You can give directions and instructions that are virtually
unmistakable if you will follow several steps as suggested
in the materials that follow. Note that none of the steps is
complicated or time consuming. However, studies of effec-
tive teachers have indicated that ‘eath of the steps is
qmportam

-
3

Step 1. Decz'de Exactly What You Want Apprentices-To Do

Surpnsm;,ly, instructors often make assignments or give
directions to learners without a clear, exact idea in the
mnstructor’s own mund about what he or she wants ‘the
learher to do. Instead, the task is clarified over subsequent
class meetings or as the first several completed products or
assignments are turned in. Subsequent clarification always
means that some apprentices have wasted valuable time >~
and energy and must restructure their activities. To avoid
this situation, it is recommended’that you as an instructor
make sure you know exactly what you want the apprentices .
to do. If necessary, read all assignments before making
them; prepare model answers/outputs for work examples,
assignments and tests; and perform or thoroughly review '
all tasks before requiring apprentices to undertake them. In
this manner, you will be able t5.agsign tasks with con

convey and reinforce information.
x
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Step 2. Wait Until Everyone Is Listening Before Giving
Drrections

Itis adwsable to demand the attention of all apprentices”
in your chadge before giving directions or instructions.
Apprentices must come to realize -that related- subjects
instruction is an important and necessary extension of their
work and deserves equal attention. If one or more of the
apprentices appear not o be l;stemng, get their, attention
by either waiting silendy until they observe the silence or
by asking for their atention by name. -

Step 3: Speak Cléarly, Loudly And
In Appropriate Language

+

v

Speak clearly and loudly enough for everyone to hear "

you. Establish eye contact with your audience, and tum
your head so that you face each apprentice at some point
during your presentation. Remember that most of the
apprentices will have worked a full day, (as you did) before
you see them; they may be a bit ured, and, depending on
their job-and physical characteristics and background, will
listen and hear with varying degrees of accuracy. Perhaps
most important, be sure that you use language that is
appropriate to the audience Use language familiar to the
apprentices, and explain or define aty new or unusual
terms Use relauvely short-and direct sentences Stress the
actions in which the apprentices will engage Express
complete thoughts in as few words as possible and give an
example or illustration. If the directions or instructions are
especially long or complicated, break them into manageable

" pants or units that serve aSdiscrete sets of directions.

. Step 4: Explain Object ofiLesson

_Using the performance objectives you will have created
before igstruction begafi, explain the object of the lesson.
Be centain to indicate ‘éxactly .what ptoduct or level of
outcome is expected and considered as acceptable evidence

“that the task has been completed. Also mention how the

task, activity or lesson is related to the overall,set of skills
and knowledge that must be mastered by the apprentice in
the trade or craft. It also'is appropriate t0 indicate the time
limitations or requirements as well as material and equip-
ment needs that will be necessary to complete the task or
lesson. Emphasize those portions of the lesson that have
long term effects for the ;oumeyman
g # .
Step 5: Make Certain That Apprentices

- Understand Dtrecnoyg and Instructions

After completng the set of directions or instruetions, you

should check for the level of understanding among the
apprentices in your charge, Two techniques are especially
, .

. time to increase learner motivation.

" with some of the same

«

useful in this regard. paraphrasing and inviting questions.
In using paraphrasing you ask selected apprentices to
explain the difgctions of instructions that you have de-
livered to them in their own words. They should be able to

list each imponant point although not necessarily exactly in

your words. Occasionally you also might have them write
out the instructions in their own words and check a couple
of the written statements.

In inviting questions you should establish as a regular

occurrence the practice of asking questions befcre wovk is -

begun. The questions and answers should be focused on
clarification of the task. Do not. tolerate stalling or diver-
sionary tactics. Answer the questions quickly and precisely
and get on with the tasks under consideration. If you wish,
'you can use the.questions and answers as a way to cue
leamers, as a time to provide examples, illystrations,.or asa

.

Step 6. Provide a W vitten Copy of Difficult Dzrections

In order to clarify complicated or difficult dlrectxons, you
should consider listing the directions or instructions as a
schedule. The schedule can be handed out orpisted in a

permanent or designated spot so that the apprentices can,

referto it as needed. This is especxally useful if your related
subjects apprentices comprise several groups of trainees,
éither by year or trade, and therefore are performing
different activities. By creating a list, you can order in
chronological fashion the tasks of the apprentices. More
importantly, you can break down the instructions into small,
manageable units. In this way you decrease both the level

~of difficulty of the task and the problem of keeping up with
a large set of difficult directions.

Example

Joseph Scentilla, a related subjects instructor in a graphic
arts apprenticeship and training program, had taught related

subjects_for two years. From time to time he noticed that

some apprentice printers, particularly first year trainees, had
difficulty with the directions that Scentilla gave for certain
segments of mstruction. He always had auributed the
difficulty to the apprentices not paying attention. However,
as he reviewed his Plans For Instruction from the past two

~ years he noticed that even the first year apprentices that he

had considered to be especially capable and attentive had
had some difficulty with particular segments of instructions.
At first Scentilla decided to change the instructional

«materials. However, another tradesman in the print shop

where Scentilla worked, upon hearing about Joseph' s com
ments during lunch, indicated that he too had had difficulty

-]

materials during his own appren

.
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" Figure 2. Directions for Scentilla’s Class

A

Week of February 1-7 ’ “
" Topics ' Instructions ‘ Expected Time Use
* #] Positionihg of press guage pins a) Read text #1, pages 80-93 ' . 7:00 1 8:00
and quads ’ . *b) Use learning station #3, (model of T
: : 2 guages for printing press) ) :

—_—t

8:00 - 8,15 Break

#2 Maintenance of machine a) Read text #2, pages 110-125- 815 - 9:30
composition letterpress b) Watch demonstration -
¢) Complete handout on pracedures

~ -

ticeship. The friend went on to say that he eventually had

decided that his difficulties had arisen because he simply .

had not understood what was expected of him or how Tl

perform the tasks. This comment caused Scentilla to.try an

experiment. Hedecided to keep the anstructional materials

and learning actities as they had been while changing the . T

directions and instructions. Specifically, he decided to

combine oral and written directions After typing and

reproducing copies of step-by-step directions for the entire

unit of materials, he posted a copy of the directions for all

apprentices to see, along with an expected time schedule

and an example of the required output of the learning

activities. Next Scentilla discussed the directions with the

first vear apprentices, answering question$ and making ,
. certain that each trainee knew exactly what was expected

and why the activity was being included in the course of

study. A segment of the directions written up by Scentilla is

depicted in Figure 2. Note that Scentilla included instruc-

tions, major topics, and expected time frames for actiyities.
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Self-Test Exercises ’

Answer the follouing questions in the space provided or
ot-separate work paper Compare your answers unth those

_in the Appendix of this booklet.

1 Assume that you must explam to a group.of related
subjects instructors the process of providing clear direc-
uons for apprentice activities. List the points you would
make and indicate briefly why each point 1s imporant.

2 Read each of the followmg stituations and suggest poten-

tial remedies for any problems that you note.

a  Directions. instructions for each evening's related

subjects activity were written out and posted on the
_back of the door to the instructional area. Each
apprentice was to read the directions upon entering
the lab and then begin the evening’s work Still, the
nstructor found himself answering many individual
questions about the diregtions throughout the 1n?
structional pertod

-

’ i
b. The related subjects instructor alays began each
session with roll cgll.and presentation of directions
for the evening’s activities. He read the directions
once and, only once two minutes after class began.

Too often hefound apprentices: had’not understood
or taken in the entire set of directions.

.

3 Select some units of materials in your related subjects

= instructional responsibilities and create a set of directions

and instructions to provide Yor apprentices. Check your

" directions against the requirements listed in the Appendlx
of this booklet.

.




Introduction And Objectives

There are a variety of ways through which you caxi
present information that will yield the desired level of
apprentice leaming The particular presentation nYethod
you select and use will be determined by the.type of

. infarmatipn to be presented and the leaming styles of the
" apprentices 1n your charge Remember that regardless of
the methods you select, vou must set the stage for instruc-
uon by organizing the leaming dctivity; by indicating
. a. precisely what is expected of the learners. durmg and after

completion of the learning exercise, and by expldining the

‘meaningfulness of the re lated subjects contents in terms of

on the job needs. ' .

In order for vou to perform the skill of varying presenta-
uon methods and techniques you must develop and use
the several skills and knowledges discussed in this unit of
matenals. More specifically, when you have completed

2,

., your work 1n this section of materials, you should be able °

to:
* |

1 Identify, describe and distinguish among several
methods for presenting information in related sub-
jects settings; )

Critique situations in which various information pre-

o

sentation techniques are used.in related subjects

instruction; and
3 Determme the techmques or methods that you will
use in vour instruction.

As you read the materials, consider the methods you
have used and those you have seen used in related subjects
instruction. What other techniques might be available in
order to increase the variety of methods and the interest of

apprentices? .
Why And When To Use The Skill

Instructors need to vary their strategies- for presenting
nformation 10 order to stimulate leaming by matching
conteat with method, by matching leamer characteristic

_wath method and by matching teacher and leamer need for

- vaniety with method. Too often instructors will find one
method with which they feel comfortable and use only that
method. The result 1s that, affer a while, both the instructor

/A FuiToxt Provided by ERIC e

and the leamer become less attentive to the information in *
that learning situation, and learning rapidly declines. This is
parucularly critical for related subjects instruction because
you have such a relatively short time period for instruction -
compared to other learning settings. By varying the methods

of presentation and by attending to the several other steps -
outlmed in this unit, you will be able to maintain interest
and leaming efficiency. Remember, varying the method of
presentation is something that you must consider before, -
during-and after each lesson you present in related sub;ects
mstrucuon . - .

€
-

How To Use The Skill Y

There are several steps involved with the skill of varying,
the .mode of information presentation as outlined in this
section. The steps are: (1) present information; (2) com-
pare, abstract and apply information; and (3) summarize *
information for later use as well as provide follow-up
activities as needed. Each step will be discussed in order.
Note that the actual process of varying the method of
presentation is contaned within Step #1; five different
methods or procedures are outlined for your consideration.

N

Step 1: Present Information

During the actual presentation of information, you will
find that the efforts you expended in planning for the
presentation will pay off. Keep in mind that you must:

.a. emphasize the major points of the lesson; |
b. set realistic limits on the amount of new information
to be undertaken at any one time;
c. convey accurate, complete expectations to leamers
concerning activities and outcomes; and
d. present examples that illustrate and apply the points
_ to be made.

Pay particular atention to breaking up the material into
concepts and skills of suitable complexity that they can be
mastered in the allowed time. You will find that experience
is the most useful factor in making the decision about how
much new knowledge can be learned by apprentices in a
given time period. If you are uncertain about how much to
include, remember it is better to include too little and be

-
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certain of mastery than to include too much and overwhelm
the leamer Discussion and demonstration of information
dges take time In addition, if you plan two weeks in
advance as suggested, you will have addinonal materials
ready’1f needed. s
As you intrigduce matenal tny to presen[ infurmation that
1 associated ¥ connedted directly to concepts and skills
already held, leamed by apprentices. This process 1s called
“establishing an apperceptive base”, it means that the skills
and knowledges already held by apprentices provide them
with a springboard ta move nto new skills and information

*1n the related subject field. If the new skills and know-

ledges tobe bresemed are of sufficient quantity and directly

"related to the apperceptive base, then the likelihood of

learming 15 going to be high. 4t 1s 1n your interest as 'well as.
that of the’ apprentices ‘that the known skills and know-
ledges held by the apprentices he the base upon which'the
new skilfs and new knowledges are developed so that they
can be mastered in the alldwed time

Your behavioras an instructor also is imporant to-the
success of the lesson, regardless of the method of informa-
non presentauon that vou use. Instructor effectiveness 100
often is judged by mannensms—and particularly the use of
one’s voice—in the instructional setting.. Remember that
your voice should be modulated carefully so that you
present an expréssion of personal enthusiasm and convic-
tion throughout the lesson. Speak loudly and clearly Aind do
not hesitate to repeat or emphasize sumething. Pace your
rate to the understanding level of the leamers and
ask frequéntlanfying questions to determne if the infor
matvn being presented 1s being absorbed If needed,
repeat and. ug explain w4 different fashion the matenal
under considetanon.

The actual methud or prucedure for presenting informa
uon that you choose should be based on the type of
material under onsideration, the characterisucs of the
leamners, your own preferences, and the time and place of
mstructivn. The chowe, is entirely up to you, you should
expect tu use severa] techniques during a ten hour segment

of related subjects nstructuonal ume. Five different modes

of presentation are offered for your consideration 1n con
junction with this skill. Audio visual procedures dxe pre
sented 1n Chapter S in this booklet.

%

Demonstration

This procedure is a process where one person (you as
1AStrUCtor Of an apprentice) does some[hmg inthe presence
of uthers 1n order 1o illustrate a point’or show everyone
how to perform an activity. The method is especially useful
beiause learners can see what happens, it holds learners’
attenuon, 1t depicts perforfance standards and procedures,

it reduces the potential time for later trial-and-error leam-

(

ing, and 1t illusirates abstract points. While the technique is
time consuming to plan and use and can 1mply simph

fication of the information under consideration, it can

provide a form for immediate applicanon and discussion of
information under consideration/in use by.apprentices. It
not only can stimulate interest in the topic, but as other
leamers try their turns at demonstration, 1t can provide for a
real sense of accomplishment. The rulgs for using demon
strations are simple yet critical. They are,

** 1 Take the plan and rehearse the demonstration in
advance and in its entirety in order to makKe sure that
it works and that you have all necessary materials.

Set the stage for the demonstration by introducing

key concepts and explaining desired learner out-

¥ 2

1 .

comes N \ :
3 Make certain that all leafners can see and hear the
activity.

4. Ask questions, provide feedback and rngsler 1mpor-
tant points throughoutthe demonstratiqn.

5. Récap the major steps and points at the end in way of

summary. Also consider repeating parts of the process
showing correct and incorrect ways to do things.
6 If possible, have several leamners replicate the activity.

«

Discussion .

This procedure 1s a process whereby a group of pevple
under the direcnon of a moderator (you, as instructor,
usually) share informauon about a topie or concem. At
varying times it can be a debate, a question session or a
forum. Its advantages include that 1t actively involves the
leamers in processing and considering the information and
increases motivation, 1t provides a controlled setting for
giving and takmg instructions, it requires one to consider
examples and applications of the information being dis
cussed, and it offers an opportunity to develop questioning
and responding skills. The technique has several disadvan
tages that you must uvercome, The disadvantages are the
amount of.time it takes to present information, the occa
sional lags in conyersation, the possibility that some leamers
will'not participate in the discussion and may not learn

from the process; and the situation that some leamers will,

not have the prerequisite knowledge to paticipate. The
rules for holding a discussion type of learning activity are as
follows: ' . ve
1. You ad the instructor must be thuroughly familiar
with the content under consideration . . . and prepared
to answer all kinds of questions. - ‘

You must be willing to have the instructivnal penod
take the extra time that is required to present and

work through the information.

-~

ro

"M, ‘ : .,
- 4
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3 Present the question and topics under consideration
n a clear, condise manner. Define terms, establish
the relevance of the-topic to current job activities and
provide examiples whenever possible Use learner
on-the’job language whenever possible.’

+ Moderate the "discussion by <alling un speakers,
danfying concepts, answering questions, making

summaries and conclusions and insuring that the

i discussion stays on the intended course. Encourage

learner participaton, but discourage dominance by

any single individual or group
5 bumm‘m/en the main points and conclusions when
“the discussion 15 over. If possible plan follow-up.
acrivitnes . ) Q’
ndividualized Instruction

_ This procedure is a process whereby you, as the in-
structor, plan and execute plans for lessons onaone-io-one
basis with apprentices, tsased upon personal needs and
capabilities of each apprentice as revealed throughrassess-
ment The indrvidual leammg activity may involve group
study, independept study, projécts and a vadety of other

- teaching strategies Indmduahze;d instructional procedures

» require great skills on the part of the appren(lceshlp
insteuctor, because ivmeans you may be faced with meeung’
", the needs of ten 0t mofe apprentices, each on a different
“level of undersmndmg or in a different level of their
appremme lmiomg program A’lesson must be prepared for
each of the apprémices This is time consuming, but
motivatingto- each of the apprentices, since each will be
imobed 1n instrgetion that has meanmg and possibilities
 for hum, ‘her within the range of hjs or her understandings
Individualized NSLEYCHOA has a very evident advantage in
that, it allows each apprenme 5¢ instructed to move ahead
a ‘his/her own rate of undgrstanding and pace, and to
maszer as much informétion gnd sklls as each is capable of
mystenng Other advantages mclude the fact that learners

-must assume more réspounsibility for their own learning,

learners can see their own progress more easily and
retention of material 15 improved. The major disadvantages
for this form of instruction include the time it requires of
yow, as the instructor to prepare, evaluate and record
individual progress and the fact that some of the mstruc-
tional materials that you need may not be available. Rules
and directions for using individualized -instruction have
been discussed in Module #7 of this instructor training
series. Stated briefly, they include: '

1. Determine the strengths and limitations of each
learner and prepare instructional.goals and objectives
that bridge the gap between overall instructional
gaals and individuals abilities.

2. Colleut and organize materials necessary for provid

Vary Methods of Presentation 13

ing instrwction to each learner. Prepare a set of
instructional directions, together with objectuves and
matenals for each apprentice.

3. Keep careful recordggf individual achievements,
progress and needs. g)

4+ Momtor acuvity, offer assistance if needed and provide

»  for addiuonal and supplemental activiues as needed.

5. Adjust factors such as time and level of difficulty to

make leaming efficient for each apprentice.

Lecture

This procedure is the ‘traditionql teaching process
whereby you as an instructor present the concept of
informauon by direct verbal communication. When usedto
its best advantage, you also will use aids such as the
chalkboard, models or overhead projection to add to the
nformation being presented. Further, you prgvide an
opportunity for questions and comments. Advankmges of
the technique include the opportunity 1t offers to control
the presentauon of information and to emphasne certain
peints; 1t can ntroduce information that is not available in
wiitten materials; and it is a comforable way for most
instructors to present informauon The disadvantages of the
technique include the fact that during a lecture the leamer
15 passively rather than actively involved, too frequently
learner attention is distracted or can be beset by boredom;
and it 15 somettmes difficult to associate hearing about .
skills and knowledge and actually performing the sklls.
The rules for using lectures to present information are:

1 Carefully organize what you will say, beginning with
goals and, objectives, ntoting main points and ex
amples, and. concluding with a summary statement
Be certain to make the logic of your a}gumem,’
information explicit.

2 * Deliver the informa'tior; in a carefully modulated,
clear voice using the language of the leamer Avoid
monotonous and boring styles of speaking by chang
ing mntensity, being enthusiastic and including fre-
quent examples, and using models and audiovisual
materials when possible.

3. Avoid simply presenting information. Ask questions,
encoyrage discussion and seck feedback. Always
allow and encourage questions from learners,

4, Watch the audience for signs of effectiveness and
adjust information and style as needed.

5. At conclusion, recap major points for emphasis and
provide follow-on activities. - .

s

Role-Playing

This procedure is a process where you as the instructor
describe a hypothetical situation and the learners assume

T
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specified character roles to act vut in that situation.
Tvpually, role playing is perfurmed within'a group setting
where some of the learners act out the roles which others
ubserve, a group discussion usually follows the role playing
episude Rule playing is particularly well suited for increas
ing the leamers’ interpersunal skills and their understanding
of souial behaviors, It dalluws the participants to do or say
things the character might say in the situation but which the
person would be reluctant to say or do. It also allow
particpants tu view a problem situation from another
person’s perspective Examples of two person role playing
suuathns are as follows,

+ A dissausfied uustomer who doesn’t want to pay the.
tradesperson who performed the job '

* A supenvisor confronting a worker who 15 habitually
late arriving for work

» » Two joumneymen disagreeing about ownership of a

hand tool, but neither 15 absolutely sure the tol
belongsto them ~ o

» A supervisor telling a craftworker he or she must
change his mcanon schedule

.Potenuial dxsadvamages of role playing are that it rehes
heavily on the willingness and ability of the pdrticipants to
perform their roles realstically and sometimes leamners

- may focus the attention on the “acting” rather than the

critical points, of the situation. The rules for using the
method are

1 Design the situation and the roles in detail. Work
through a vanety. of possible outcomes and actibns
(and vour remedial strategies) before using role play
in an instructional setting,

™~

the situauon and permut leamers to organize' their
thoughts about their roles before ‘beginning the
attion.

3. Take notes on mponant activity (and/or have appren

tices not involved as actors in the situation doso)and

discuss these with the group at the conclusion of the
role play Actively encourage questions and reempha-
size major points at that time. If necessary re-enact
portions of the activity with the same actors or with
other apprentices.

4. If emotions get out of h1nd reverse roles of
participants.

5. Always’ discuss resolutions of problems and how
specific knowledge and skills were used in the
resolution.

Step 2! Compare, Abstract and Apply Information

The second step jn the presentation process is to com
pare, abstract and apply the information. The use of illus

-
-y

e

e

- .
K

When 'nitroducing the role play, give speciﬁcs’on'

A

trative examples‘is the suggested method for c6mpleting
this step. Applications and examples help to set firmly 1n
the apprentice’s mind the uses -of the cyncept, general
tnformanon or skill in the occupation of employment In
addition to serving the purpose indicated here, the applica-
nons and illustrations serve an impurtant role in assunng
the apprentice of the validity of the instruction in terms of
the manipulative skills he, 'she may be acquiring on the job.
You will find that using frequent examples and illustrations
will reinforce the concept learned and stimulatg the appren
tice t0 note the wide number of opportunities for the
concept.ta be applied in his/her skilled occupation. Some.
difficulty 1n constrycting appropriate examples may be
predictably encountéred by any instructor who has appren-
tices from many trades in a single related subjects class.'In
such situations, you should s@ek out the advice of individ-
uals employed in-each of the subject trades,/crafts for ideas
and suggesuons Many skilled craftworkers are delighted to
provxde examples of apphcauons of exquisite skills and
knowledges for their own trades/crafts as well as suggesting *
ways to discuss and present the information to apprentices.
Remember that skilled crafrworkers also have a stake in

- preparmg\hnghly skilled apprentices

Y

Step 3: Make A Summary Statement and Provide Follow-
On Activities as Neéded

The final step that ybu must take in presenting informa-
tion is summarizing aU the kéy points that were made as
well as providing follow-on agtivities as needed: A summary
should contain each of the several segments of the presen-
tation that were stressetly the illustrations-and applications
that were presented; and particularly the extent to which
the disclosure of the skxllp concepts, and information was
relevant to the apprenuces accupations. One effective way
to do this i5 to engage the apprentices in small group
discussion and to raise questions about those items that
were discussed first, second, third and so on. At the same
time, using a chalkboard as 4 visual, begin the preparation
of the summary. After the chalkboard material is in place,
you should seek to summarize in your own words what has
transpired in the lesson and 10 stress the imporance and
significance of the concepts, skills and information.

Your presentation is not completed with the summary
statement. It is your responsibility to build the bridge
between the lesson just being completed and the next to
be undertaken as well asto continue to reinforce the major
points in the lesson just completed. Consider assignments
that provide continued use of the information in settings
such as on-the-job and in the library if additional readirig
would be helpful. Then indicate where and when the
leamners must, carry out the further assignment. Where
pussible, make an on the job assignment that demonstrates

.
,
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both the maor ponts from the lesson bemng completed

und their relanonship o the next lesson tu be undenaken.

Examp]e

Ann Seppa taught rélated subjects instrucuon in lathing
for an apprenuceship program spoasored by, a mctropohmn
area bullders association Each of the apprentices in her
charge was a final year apprentice who worked on a dif-
ferent jobsite, however all were engaged in home construc-
tien. The related subjects mstrucuon class was held on
Thursday nights from 6.30 p.m. t0 9:30 p.m , after full work
davs. Seppa recognized that her major concerns were the

need w sumulate learner interest attenton and the need to°

. adpust content to the different work circumstances of the
apprenuces n her charge In her third year of teaching
related subjedts, Seppd deaided to address these 1ssues by
varying the mformation presentauon modes for the stibject
she vould'(each Her solution was to begin a program of

" using lecture, incividualized instruction, demonstration and
discussiont 1n almost every meeting. She organized the
content into three leaming centers—one for rock lath bases,
one’ for plaster ‘bases and one for metal bases. At the
beginning of each month, each apprentce brought Seppa a

- card from his-her foreman on which was checked the
things that the 1ndividual apprentice would most likely be
doing on the job that month. A portion of the card 15
illustrated 1n Figure 3. Based on those data, the apprentice

as assigned to”one of the three learning groups. Within
each learning group, Seppa prepared similar lessons. Fot
example. she would.prepare a lesson on application of on
fasteners for each of the types of lathing for use on the
same evening The learners in each group used the materials

. prepared for them each evening Seppa oOrganized each
learnjng group session i a way that permitted her to spend
one of the three hours of each related sublects;nmng with

ucach group. During that hour, she triéd to present a brief
~ lecture, conduct a brief demonstration and hold a group

.-

L

Figure 3. Qn—"[he-)ob'Assignments

' Apprentce Name: Month:

Please check each lathing activity in which the above
named apprentice 1s likely to engage this month:

l —Rock lath work 25.

—Staples
2. __Plaster lath work 26. — Ceiling/floor
3. ——Metal lath work ' runners
4, —Screws 27. ._Trusted studs
5. ——Adhesives 28. — Runner tracks
’ 6. —Nails . . ¥ 29. __Metal studs

o B TR
ERIC
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L
discusston about application of informauon to the work

situaton, The demonstrations always came on the half hour
and were observed by all learners. During the two hours
when Seppa was working with one of the other groups, the
apprentices with whom she was not working would read
their text and instructional materials, do their worksheets,
and usually attempt to replicate the demonstration per-
formed by Seppa. This process of presenting information
did increase Seppa’s preparauon time from 1 to 4 hours of
time per week. . . .

\

-

Additional Information

A number of good general texts are available that deal with

the presentation of information. Among the better ones to

‘which you might turn is: ¢ «

R. T. Hyman. Ways of Teacbmg Philadelphia. Lippencott,
. 1974;

'

21} ,
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Self-Test Exerc1ses .

Answer the following questions i the space provided or
on a separate work paper. Compare. your . answers with .

those in the Appendix of this booklet.”

1. Each of the five suggested methods of presenting in-
formaton have certain advantages and thus help to
determine when you might use them. Suggest the advan-
tages you note for-each method in the space provided.

demonstration-

b dicussion-
¢.  role play-
d. lecture-

e mdmdualized instruction-

N

2. Given what you know about methods of presentation,
what technique ‘would you prefer to use in each of the
following situations?

' a. Apresentation of an intricate skill i in the field of sheet
metal mechanics trammg?

v
"

b. A presentation of a very genergl nature, concerned
with shop safety’

‘.
g

‘ S -
¢. Apresentation of technical iffarmation to a number
of 3rd year carpentry apprentices?

»

d. Apresentation in the area of Blueprint reading for the
+ machine trades, where among the apprentices present
only one was a machine shop apprentice.

-

.




5. Skill: Use Instructional Aicls ‘
in Presenting Information

®

-
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Introduction And Objectives

Any time that you present information you should con-
sider using, in addition to verbal information, other ways
of attracting learners™ attention to principal points of con-
cern These other methods of highlighting and presenting/ %
supplementing information are called instructional aids.

The purp0se of this chapter of materials is to provide you,
with information and sharpen your skills in using instruc-
tional aids such as the chalkboard, overhiead projector,
handouts and audiovisual materials. At the conclus:on of%
your work in this unit you should be able to: + ~ ©

@

l d)escnbe the process andadvantages of adoptmg and,
usmg various instructional aids;

Suggest specific instructional aids for certain instruc-
tion situations and indicate why the materials would
be appropriate and;

Indicate why and how mstructlonal aids are valuable
asa related subjects mstrucuonal tool.

2

Do you routmely use instructional aids in your related
subjects instructional setting and/or were they used in the
training program in which you were an apprentice? Ifyso,
recall how:. If not, consider as you read the ways you might
use such materials in your instructional effort.

. N

\that "When And Why Use The Skill

most any time during the presentatlon of information
that yot wish to call attentjon to, it Is appropriate to use an
instructional aid. The only criteria for determining whether
Or not 10 use ane are the cost and the degree to which the
aid reinforces and supplements information under con
sideration rather than disrupting the flow of the lesson.
There are three major reasons for using such materials,
two of which are associated with motivating leamers, First,
use of instructional materials attracts the attention of the
learner because such materials offer a change of pace and
frequently use other leamner senses such as seeing, smelling,
feeling or doing in addition to simply listening. Second,
use of instructive materials highlights important or critical
elements of the information being presented, in calling

»

—
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attention to those parts of the infoymation they are more
dikely to ‘be remembered by the leamer. Third, often
instructional aids offer a second way of processing the
mforn%tnon under ¢onsideration and thereby aids offer the
learner another opportunity to grasp information which
they might have missed the first time through the, material.
Inthis regard instructional aids frequently present examples,
illustrations or applications pf the major concepts under
consideration. In each instance, the aid is a valuable, almost
ind:spens:ble instructional tool.

-~

. Ht)w To Use The Skill s

In using mstructlonal*alds in thé related subjects teaching
setting you should follow a'three-step procedure. The steps
to follow are: (1) preparing to use the materials; (2) using
the aid; and (3) noting/discussing the key points. Each is
discussed in turn in the following section.

Step 1: Prepanng to Use the Materials/Alds , \/

In usmg any instructional aid, you must always prepare
and practice with the aid in advance of its use in the
instructional setting. Such preparation is important in order -
to insure that the aid will work as you desire and in order to
ingure a smooth transition to and fiom use of the aid. For
example, in order to make effective use of projected visuals,
you "must preview them. The previewing of materials will
provide you with knowledge about content, the level of
understanding, ‘knowledge required to process the infor
mation in the visual, the breadth and depth-of coverage

*with regard to information and occupations, and the use

fulness to apprentices. The previewing process will enable
you to integrate the materials effectlvely in the overall
lesson presentation.

In previewing materials, you should make notes con-
cerning the major points or keéy points contained in the
materials. Youalso should seek to determine controversial
points, or additional key points that might require emphasis- |
and further discussion in the group, or with the individual |
apprentice viewer. Never lose sight of the fact that audio- |
visual matéfrials provide important illustrations and applica
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tions of a conceept or skill. At nu ume 15 the audiovisual
material the entire lesson Rather, audiovisual materials
constitute addiions or augmentauans to a lesson, and as
such must be mtegrated in the overall lesson planning
procedure regarding the presentation of informauon.

Step 2: Using the Aid

Several hinds of aids are suggested for your considerauon.
Each 15 discussed 1n terms of what the aid permts you to
do, s advantages and disadvantages, and points to bear in
mipd in using the aid. The aids discussed are the chalk:
board. bulleun board and displays, flip chart, handouts,
audio tapes, overhead projectors,- models/mock-ups and
cutawgys, and motion picture and slide presentations. Note
that the presentation included in this unit of materials has
been kept brief and highlights only the most critical infor-

mation However, 1f you combine this infesmauon wath that
induded on the actual equipment you should be able to

Lse hw{j In any mslruumn.ll setung.
N .

780 Chalkbogrd v ' ’

Regardless é«;f the method of information presentation
voughosse. theyhalkboard or blackboard is a useful piece
of visual equipment to help focus apprentice attention on
the key information points.s The uses of the chalkboard
include (a) displdy of information on the chalkboard prior
tothe beginning (} apresentation, or (b) subsequent item-
byitem dev elopm(enl on the chalkboard dunng a presen-
taton. The advantages of the aid include its relative avail-
ahifity and ease of use, its flexibility and lack of expense;
and the opportunity either to prepare it before the lesson
and-or to use t as the lesson progresses. For example,
apphcatons such as sketches that show extensive develop
ment of construcion lines and dimension' lines often can
be prepared 1n advance of some.kinds of lesson presenta
tions 1 order to conserve ume, In other situations, when
the dew clopmcnl of asketchon the blackboard is in fact the
lesson underway;, lh%re is no need for prior preparation,
but nstead, continue use in the instructional setting. Some

rules for using the blackboard or chalkboard are:

I Plan your use of the medium by deciding what you
will write or draw, in what area, and in conjunction
- » o .
with what instructional activity. Be sure that you Have
chalk and eraser before beginning lesson.

2 Write/draw legibly and large enough to be scen by:

students, in the back of the room. Practice writing in

straight lines and work from left to right on the board.
3. Try to be brief in your work at the board; carefully

interspace its use with vther information presentation

10 redike distraction. Be sure to continue adding
+ verhal emphasis, .

ELS

4 Try nottoblock the learners’ view of the information
on the chalkboard.

Bulletin Board gnd Displays C-

These aids are ponable or stationary'aids upon which
you can attach displays, notices and illustrations. They can
be used to stimulate interest and dtess up otherwise austere
settings You alsu can refer t items on the board during the
presentation of information. The rules for using a bulletin
board are:

1. Plan before creating the display so the material you
present clearly displays an obvious theme.

2. Remove old materials from the display on a regular
basis.

3. Be sure to refer 1o the product during the lesson

Handbooks, trade |uumals, news magazines and other
sourees of good and relevant materrals will provide the
innovative instructor with valuable resource materials for

. bulletin board display. These materials, in addition to being

an intdgral part of the lesson, also convey 1o the apprentice
leamej'ﬁ the extent to which the concept, the: information
or the skill under discussion or demonstration is an
acCepted (or a least “reported”) practice in the world of
industry and business. Thus, bulletin board materials may
function as part of the presentation of new concepts and
skills, and also as evidence of their application.

v

Hip Chart : .

This aid is a large paper ablet positioned on an easél or
on the wall. You use it in much the same manner as the
chalkboard, displaying information on the flip chart using
felttipped markers. The advantages of flip chants over
chalkboards include: (1) the opporunity to prepare the
material beforehand outside ofthe instructional setungand
(2) the opportunity to save this information for later
reference and use. The chan is easily movable and can he
expanded by tearing off and taping up multiple sheets of
the paper. Some rules for using the aid are: .

1. Due to space restraints, plan in advance what you will
display. Use only key words and drawings and be
certain to write in large letters.

2. Do not block the view of thW\ence

3. When you complete a page, tear it out and post u e}

asto cut down on future distraction.

.

Handouts .

Handouts are aids usudlly on sheets ofpaper that are
provided to leamers. They frequently are vuthnes, drawings,
summaries or listings of key points which call the attention

¥




of the leamers o a restricted amount of nformaton

Handouts can be used to ofganize informanon and to

. stmulate additional thought They are easy to see. can be

. used with any group. and provide a lasung cue to the

. carner for remembering the' presented matenals. S’mce

they can be distracung and do break up the conunuity of a

. presentation. you must plan carefully where and how 10
mtroduce themr Some rules for using a handow 4re

I Use them only at appropriate umes when the) sfxp
plement ‘ur reinforce information rather than distract
from the presentation Pass them out unly when ready
for their use. .

2 Explan the purpose of the handout and refer to it
immediately after you have handed 1t out.

3 Always have extra copies to replace thoSe that will be
lost. . - ,

v
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Thn aid 1y 4 cassette tape or reel to reel tape that cn be
pl.u‘td to Conv: ey information, set upa situation, or demon

g strate an example of the application of the, information
beingcovered in the lesson Audio tapes have the advantage

- of being easy to make, use and store. They can be used in
most settings and are inexpensive. However, use of audio

. tpes does require the learner to have, develop and use
listening skills. Further, the type of materials that can be
Lun\CVLd 15 limited Rules for using audio tapes and
recordmgs are:

1. Use them only if they supplement other presentations
v and ad 10 meetng perf(n‘mance objectives.

2 Remember to preview the materials and plan exactly

¢ when and how to introduce them into the lesson.

3. Follow up their use by discussing the information on
" the ape and emphasizing the key points that were
« made . .

' Otlerbead Projectors

This asd uses d transparendy to project lists and drawings
to a scale big enough for groups to see. It is muchlikea flip
chart or ¢chalkboard except that you write with a
pencil or felt tip pen and do not have to turn away fr
learners to write. These projectors also enable you t

+ overlays of information” or additional parts asthe le
progresses Transparencies are easy to make and store, ¢
be reused and can be prepared either in advance or durin
the lesson. THe projector alsv 1s easy to use. Rules for using

overhead projectors are:

1. Prepare transparencies before presentation whenpos
' sible-and plan their introduction to reduce disruption.
2. If you intend tu use the transparency again in the

ERIC
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e

future, prepare 1t using a permanent ink felt up pen.
3 As you discuss the transparencies, point to the parts
of it you are using at any one time.

‘Models/Mock-ups/Cutaways

Models, mock-ups and cutaways are examples of real
objects that often are reduced or ingreased In size when
compared to the real object and that can be brought into
the instructional setting. Cutaways pfovide a view of internal
construction not visible from outside. In some instances,
parts can be removed and manipulated. The 1dea 1s to show
the parts of the real object as well as the relationship of the

parts to eich othey Frequently they permuit you as an,

wnstructor to show how something werks or 1s operated
.and provide a simulated &xperience to lhe learher. The
rules for using these aids are:

1. Make sure the object illustrates the points you want to

make. .

Integrate it into the overall presentation to reinforce

information. .

3. Try to provide learners an opportunity to use the
materials or study them in more detail on an in
dividual basis.

v

Motion Pictures and Slides

Motion pictures and slide presentations enable you as
the instructor 1o provide learners with an opportunity to
examine processes, activities and products that cannot
otherwise be brought to the instructional setting, These
aids add reatism to the instructional setting, draw attention
to important points, and can portray in-a matter of minutes
a sequence of activities that in actual practice takes hours,
days or even months to accomplish. You will probably
need to rely on commercially produced motion pictures;

.however, good slide presentations can’ be produced by

instructor$ who are amateur photographers. Commercially
produced slide-tape presentations are also widely available.
Before using any motion picture or slide presentation you
will need to preview it. Other rules for using these aids are.

1. Based on your preview of the material, prepare a
listing of questions or.points that you want to raise
before, during or after showing the film or slide
preseniation. *

_ 2. Familiarize yourself with the opemuon of the pro-

jector; pay particularattention to how motion picture .

projectors are threaded and how to rewind the film.
3. Try 1o have an extra projector lamp bulb available at
the time of the viewing, test the projector before the

\ instructional session begins.

4 If youare preparing your own slide presentation, pay
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- . 2
as much attention to develuping your narration as he took some pictures on vanous jub sttes, and explained
you do to the taking and selection of slides. to him ‘the use he intended to make of the shides. Once
) ", 5 For commercially produced slide tape presentations, permission was granted, he made it a puint to keep-a
feel free to stop the presentation and provide your camed@in his car whenever he went tu a job site, and to
X ! own elaboration at any point. . take some pictures on a regular basis during lunch breaks -
' { . and after work. Over the next several months he was able
Step 3: Noting/Discussing Key Points ~ + ) to takewpictures of two houses under constructidn from the

start of framing until they were completely finished. The
pictures he' took were primarily related to job safety and -
applied mathematics, two of the related subjects which he
taught. He reviewed his slides in relation to the content
matter outlined in his plan for instruction, and categorized
the slides by content applicaons He then developed a
sefies of short slide presentations to use at different times
during the year. Laurence found that his slide presentations
enabled him to give real visual examples of the points he

After using instructional aids in 2 presentation, you
should plan to raise pertinent questions and discuss with
- apprentices some of the points that were observed earlier
in previewing the materials. Many of these questions orthe
subsequent discussions should be planned for as part of
the regular presentation. Make certain that the impression
upon the apprentices 1s not that_the aid provides all they
need to know. Instructional aid materials integrated in a-
full lesson plan will help you to choose the questions 10

) was trying to make in class. He immediately noticed that .
raise and the discussions for which you must plan. Theaid | rying o ety .
. the apprentices in his classes seemed more nterested in
15 only that, a supplemental aid.

. . the subject matter when slides were used to provide . ;-
) "examples. In a short time, he concluded that the use of his .
own shdes was an excellent aid, in his related subjects
: instruction, and he continuedto take pxctures toaddto his
John Laurence was a carpenter who had been a related collection.
subjects instructor for two years. During those two years T o
he felt_that there were many occasions where his pre- .
sentation Of information to apprentites could be enhanced ‘ -
by pictures showing the application of the prmuples and .
pomnts he. was addressing. He prepared some flip chart Additional Information :
diagrams forusé in this regard, but didn't feel the appren-
tices viewed them as regl examples. Laurence tried to
locate some audiovisual presentations which would show
the points he wanted to emphasize, but upon previewing a
number of these he did not-believe they were suttable for
his needs As #n amatéur photographer, Laurence decided
he would try to develop his own slide ptesentations for use C
in his classes. He asked his forem'm if it would be alt right if

v -~
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. Example ‘

Most aids include direction for use Discussion of advan-
tages, disadvantagés, and '1ppl|amons are available ip texts
such as: s
A. S Jones, L L Bragford, and E. A Waller. Strategies For

Teaching. Metuchen, NJ: Scarecrow Press, Inc.,:1979.
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. Self-Test Exercises . - Stepl.
Answer the following questions in thé space provided or
on a separate work paper. Compare your a;u*u-ers_ with *
those in the Appendix of this booklet. = ] .
1. What characteristic is shared by dll instructional aids? ) o
) | . <
' i e o -
Step 2. N
* ” . K . . .
- 2. For what specific purposes should an instructor preview .
a motion pictute or a film strip before projecting either .
for apprentices? - ;
N .
. . ' / Step 3.
3. What is an overhead projector, artd for what purposes D
. may it be'used in presenting information or skills? :
4. Select « lesson to be taught, us\ing an instructional
method that appears appropriate. Now, describe in detail o~
the steps you would take to utilize a sound-slide film in ‘
the presentation of the technical information plknnedfor
¢ . in the lesson. S . ’ . -
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6. Sklll Modify Instruetion Based
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’

aspects of the*occupation. This makes it critical for you as
an dpprenticeship instructor to discuss with each apprentice
the characteristics of the actual on-the-job skills in which
the apprentice is engaged. Régular conference discussions,

counseling sessions and information exchange sessions-

provide an instructor of apprentices with current, useful
information. Through such devices and others such as the
use of tests, short quizzes, and visits to job sites, you may
gather sufficient information to regularly modify and update
the instructional materials used in apprenticeship training.
. ‘The objectives of this section of Module #5 are to provide
you, the apprenticeship instructor, with useful suggestions
conceming how to obtain information from apprentice-
learners and other sources that may be helpful in main-
taining the instructional materials at a high level of currency.
At the conclusion of your work in this unit of material you
sho,uld be able to: J

1 Move_with—confidence into discussions with “the
apprenuces to obtain from them information useful
in the process of  modifying instruction material.

2. Suggest procedures that may be useful to obtain
current information with regard to manufacturing

proces®s, new materials and products, from which

subsequent modifications of the instructional materi-
als may be made.

When And Why To Use The Skill

]
-.You must attend to the updating of instructional informa-

.tion, materials and examples throughout the related sub-

jects process, paricularly in trades in which rapid advances
in technology are taking place. It is appropriate to schedule
discussions with on-the.job supervisors, employers, spon-
sors and. apprentices at regular intervals throughout the
instructional period to collect information. Further, it always

rd "

On Learner Feedback -

is a good 1dea to review thoroughly all instructional activi-
ties and matérials before their use to insure that:.they. are
current and appropriate to the task. Remember that an
apprentices’ commitment to related subjects instruction
lies in their perception of the relevance and usefulness of
the information to theirghosen craft or trade. >

"“ ‘ How To Use The Skill

There are several procedures or techniques that you
should find useful in gathering information to modify
instruction. These are noted in the following discussions as

a series of steps. However, any one procedure can be, and

often is, used independent of the other techniques.

Step I: Review Learner Responses to Applications and
Examples ¥

Some of the best clues that an instructor may have to the
usability and practicality of the skills, information and
concepts presented in the lessons often come from the
apprentices. Their responses to the example applicgtions
provided by the instructor can indicate whether they feel
the examples currently apply to their trade. Furthermore,

when you ask your apprentices to indicate how they would
apply a concept or information on their jobs, the applica- - '

tions which they ¢ describe can give you new ideas about the
appropriaténess of your examples.

With the modification of the instructional program in

mind, you as the apprenticeship Instructor should have
each apprentice search through the many operations and/or
practices of their skilled'trade or craft and supply to you a
détailed description’ of how thie concept, skill or informa-
tion is in fact being used on the job. The type of work being
done by individual apprentices probably will provide each
of them with applications different from those submitted
by other apprentices. By having each apptentice suggest
illustrative applications of the skills and knowledges under
discussion, you will collect valuable information about how
to modify instruction. Further, if you will record or note
the information, illustrations and examples Suggested by
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apprentices, in subsequent presentations you will have

additional éxamples of illustrative applications of the related -

instruction concepts and information.

As you review apprentice suggestions of specific current
——"applications and éxamples of information and skill use in

the trade, you should analyze each response 1n order to
determine whether the leamning of the key points hasbeen
achieved by the apprentice(s). ‘You may find that the
apprentices’ responses indicate that they have learned
something not intended in the lesson, or have learned
extraneous and unimportant elements rather than the major
points and concepts When this happens, you will have an
active lead to follow for possible modification of the
‘method of instruction or instructional materials.

Step 2: Visit Job Sites’

Periodic visits to job sites should provide youwith much
valid and current information on processes and products
which are changing in the craft or trade. Using such
information often will influence you to consider modifi-
cations of the curriculum, the adjustment of content in a
lesson, and even a change in the method of presenting key
ponts, skills and information. To the extent that time and
effort can be put into job site visitations, the currency of the
curriculum may be maintined with considerable confi-
dence. Also, the practicality of the method of instruction
may be noted on-site and the modification to the overall
curricylum may be effected.

1

Step 3: Apprentice Discussion

,

Instruction must serve the needs of apprentices while
providing the supervisor with the assurance thatthe appren-
tices in employment are in fact gaining basic information
and skills pertinent to theirspecific éccupations. Since each
apprentice is a unique individual, you always bear a respon-

_sibility for conducting frequent discussions, counseling
sessions and exchanges of information with each appren-
tice During the course of those discussions you should
inquire about the skills the apprentice is leammg or
performing on the job and how-théy have beén able to
apply their related instruction to those skills.<You may find

it necessary to ask about specific applications which relate

to the apprentice’s job activities. For example,.you might
ask the apprentice, “Have you found'the information we

.. went over on (topic of related instructiony) helpful to you in
" (skill performed on the job)?" Such questions and sub-

sequent discussions will help you to determine which of
the following condmons exist:

1 The apprentice is Ieammg and applymg the related
"+ instructional contentas you had planned;
2. The apprentice either does not understand the con-

Q
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tent matter or how to apply it to job activities,

3. The apprentice is using another procedure which
may be either more efficient or less efficient than
what was taught in related instruction.

Regardless of which of the above situations actually exists,
it is extremely impontant that you find out so that you can
modify the related instruction accordingly.

Step ;. Quizzes and Tests

The utilization of written quizzes and tests is always a
valuable source of information for the apprenticeship
instructor in estimating and in assessing the level of under-
standing and the acquisition of skills and knowledges by
the apprenuces Unfortunately, some instructors view quiz-
zes and tests solely as a means to fate or grade apprentices.
In contrast to this,.the most effective instructors see that
quizzes and tests provide them with a method for monitor-
ing and improving the effectiveness of instruction, From
such quizzes and tests, you can determine the successes
and limitations being achieved by the apprentices and the

“extent to” which the knowledge and skills have been

learned. Where extensive successesare noted as the results

" of the quizzes and tests, no changes may be needed in the

lesson plan,.the method of presentation or the actual
curriculum content of the lesson. However, where lack of
success is evident by certain of the apprentices (as revealed
by the quizzes and tests), you should take immediate steps
to consult with the respective apprentices 'nceming the
difficulty. Should the consultation reveal that the method
used in the presentation did not effectively present the
information in a manner which the.apprentice could under-
stand and apply, you should take the necessary _Steps to
modify the curriculum content of the lesson and probably
the method of presentation of the skills and information. As
the instructor, you should seek more complete and detailed
information and direction from Module #9 “Evaluating
Apprentice Learning.” That module will provide you with a
wide variety of procedures and skills in the assessmerit of
desirable apprentlce knowledges and skxlls ‘

¢ ' Example ‘ !

Fred Whitney, a related subjects instructor in auto re-
finishing, was concemed that the illustrative examples he
used in his ipstruction were not adequately arousing the
apprentices’ interest. In discussion with the apprentices, he-
found that they viewed the illustrations as not being real.
After giving this matter some thought he devek?ped the

" following strategy. Whenever he assigned problems to the

apprentices, they were to solve each problem and also
write a similar problem which was based on their own
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on-the-job experience. This served two purposes. First, it
enabled Whitney to see if the apprentices ynderstood the
principle or procedure well enough to generalize its appli=
caton to another appropriate situation. Secondly, it pro-
vided Whitney with a selection of sample problems. to use
in sessions. When using these problems, Whitney made it a
point to tell his apprenuce.vho presented the problem to
him. By doing so he was able to emphasize that the
problem was a real one. He also found that the apprentices
liked to know whose problem it was |ust to see if they
kpew the person.

§cH-Test Exercises

Answer the following questions in the space provided or
on separate work paper. Compare your answers with those
in the Appendix of tbzs booklet.

1. Listthe procedures and, or devices which you might use

* diring the presentauon of a lesson to reassure yourself
‘that apprentxce leammg is taking place.

2. Assume that you are conducting an instructor-supervised
demonstration of the use of a milling machine to cut
gear teeth. Describe the steps you womld take with a
group of three apprentices to obtain verbal feedback
from each of them.

Step 1.

Step 2.

Step 3.

2y




) Ansvi'ers To Self-Test Exercises

2. SKILL: Plan To Present Information In The Related
Subfects Experience

1. Regardless of exact content of your outline, you should
have attended to at least 5 or 6 of the following steps:

Determine appropfiateness of information
Determine limits of new information

Note principal points to be taught as well as support-
ing tllustrations/materials .

Seek out and arrange for use of appropriate equip-
mentand instructional materials »
Decide on methods for presenting information
Consider how you will assess the results of the session

o oe

o

¢ ™o

@

3. SKILL: Introduce Lessor: And Provide Clear
Expectations And Directions For Apprentice

Activity And Outcomes

o~

1. Points for giving directions are: .

a. decide exactly what you want apprentices to do
b. command attention before explaining
c. speak clearly, loudly and'in appropnate language
~ d. explain object of lesson
e. be sure that leamers understand directions
f. provide written copy of difficult directions, if necessary
/

2.a. The, directions should bé discussed before activity
- began to be sure that learners understand them and
the object of the lesson
b. .The directions should have been dlscussed and
posted for easy reference &

3. Be cenam that you attended to each of the considerations
listed in question #1 of this skill

4. SKILL: Vary Methods For Presenting Information

1. a. Demonstration - shows how to operafte/perform acti-
vity; -experience; holds attention; reduces trial and
error; illustrates application

b. Discussion - share information and instructions; in-
volve leamers; consider examples/applications
c. Role Play : activity involves learner in simulated situa-

tion; helps learners understand a problem from some-
one else’s perspective.
- d. Lecture - controlled presentation of information;
" introduce information not in print;
e. Individualized Instruction - assume individual respon
sibility; self-paced; assist individual needs; motivasifg;
see progress; increase attention )

2. a. ‘demonstration
b. ‘lecture

" ¢. lecture or discussion

d. individualized mstmcuon

I3

5. SKILL: Use Instructional Aids In R)menﬂng Informlation

1. Characteristic - they must attract and focus attention

2. To detémine the content of the material, the required
level of understanding of apprentices, the usefulness of
the materials, and 0 decide how to use them as related
subjects instruction. ™

3. A projector that permits showing of images that have
been prepared on transparencies. Advantages are that it
is flexible; easy to use; materials can be prepared in
advance or as you talk. It can be used 1o stress or hote
major points.

4. Step 1: Secure equipment; tex‘t*ﬁ'ewew material for use;
decide how to use in inftruction; rehearse use in
,  class .
Step 2: Introduce and use in m‘f’structxonal settmg
" Step 3: Provide- for questions and discussion of major

points; repeat parts as necessary

6. SKILL: Modify Instructior Based On Learner Feedback

1. Question apprentices about examples or illustrations; '
ask apprentices to provide examples; quizzes; ’

2. Among the-things you should consider are

a. Asking learner to paraphrase the informauon you
presented

b. Asking leamers to offer applications and examples or
illustrations from their employment that utilize the
skills being taught : '

c._Ask learners to demonstrate and describe the skxll ®

d.” Give a quiz or test e
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26 Presenting Information

Aruitoxt provided by Eic:

= : Posttest o ‘ ‘
' - , / A
i . -
Directions. Read the following questions and write your answers in the spaces provided. Check your answers with the |
. suggested answers that follvu the questons. If you answer at least 70 percent of the questions correctly, move on to Module o
#G. If not, repeat the sections of this module with which you bad the most difficulty. %
1 What are the major steps in planning an instructional lesson?
”
) " 2 wstat léast five ﬁeasons why directions are misunderstood. . ‘
’
»+ -3 When should written directions be provided in addition to oral directions?
4
[
™
4. List five different methods or procedures for providing instruction.
L}
. 5. For whatiype of learning or skills development is role playing best suited? ot .
¥ . ~ .
¢ s
6. What is the recommended final step following the presentation of information?
- . ' T s
' $ - , .-
N ! ) [ 4 -
, : . 37 .
o . 4 .
[ S \ ' o - ) - . '
ERIC e ~ S . ,
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— . .
7. List at least four reasons for previewing audiovisual materials : .
- o
“ —
~ A .
»
‘-
8. What are two advantages of flip charts over chalkboards?
.. - ] LM
o N ‘
- [ 4 .
* ° K}
9 List three methods for obuining information for use in'modifying instruction. ' - .
: . ¢
| ]
r . '
. / o
. . . -3
1 -
Qi.r, . :2‘
N §




28 Presenting Information

Answers To Posttest . N
1.a. Determining the appropriateness of information. ' . . \ h
b. Determining the limits of information. ' ) A \ .
¢. Noting the points to be zught and supporting : s ’ N
illustrations. - ' "
d. Deciding on instructional procedyres. . . ' \

e. Amanging for equipment and materials.
f Considering how to assess results of the session.

2. Your reasons should have included five of the following:

Directions not clearly thought out before being given. . ‘
Direcgions not heard or not heard clearly. . :
Person receiving the directions was not listening or not paying attention.
Directions included terms or languages not understood. #

No opportunity to get clarification of directions.

Directions too complex 1o be remembered. ' .
g Written directions not provided or available.

meo o0 o

3. Wntten directians should be provided when the directions are éomplicated, difficult to follow or cover a series of
actmges . ' '

v -

4. Your answefshould hive included five of the following:

Demonstration ‘ . ) ’ \
Discussion '
Individualized mstructlon
Lecture .

Rele playing- :
Audio and visual presentations -

g Individual or group problem solving . '

mp o0 o

' 's. Role playing ts best suited for developing 1nterpersonal skills and increasing beoples' ur\iderstanding of social behaviors.
6. The recommended final siep is to summarize the key points and provide'foliow—on activities.

7. Your answer should have inlcuded four of the following reasons for previewing audlov:sual materials:
a. To determine the content.
b. To determine the level of understanding/knowledge requ:red to benefit from the material.

* ¢. To integrate the material into the overall lesson.
d. To make sure it isin good condition. , .
e. To note key points for further discussion. ~ , : ’ .
f. To determine its usefulness. -

8. Your answer should have included two of the following:
a. Opportunity to prepare material beforehind outside of the instructional area
b. Opportunity to save the information for subsequent reference or use
¢, Mobility ) .

9. Your answer should have included three of the following: . .- .
a. Reviewing learners’ responses to illustrative applications . )
b. Visits to job sites '
c. Discussions with apprentices v .
d. Quizzes and tests o s ‘ ‘

Al
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. . ) ‘ Answers To Posttest : ‘ .
. o . h -
1 b . , R
2. work processes. , .
. N ’ .
3. a. T . ¢ ' ' e
. 4 - They are not directly observable and hence do not qualify as descriptors of work activities. ) ’
. ) . . . | N
5.1 Data, Things, People. : ‘ . Lo ) . .
6. c ' N — _ e
7. desjred outcomes and designated target groups. A T . - )
8} a,¢, b ) b - . . . - .
’ 9 On the jub instruction best suited in job situations where knowledges and skills can (a) be leamned from direct
. L - N . o
ubsenationrof jub performance, (b) be learned from trial and error experience and (¢) where learner errors are not ;
overly costly. ’ ‘ . L
10. Credit for previous experience may bé assigned by . ' - R
a. Performance ratings. . ) N ) ) P
b. Credit for prior supervised work experience. o . . - o
¢. Results of competency tests. . . v '
11. asLocate one or more technologies likely to change in near future, C . ) . .o <o
. b. Determine skills implications for present apprenticeship program. ’ '
¢. Revise work processes to account for changing skills requirements. - ’
7 , .
4
N .
. | \ \ ,
¢ N ¢
- . . Y
. t ‘ .
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