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Preface S

:W1th all the roles you play 1n a given day, you now. have .
nother hat to wear--that of nur51ng home tralnlng coordlnator.

"Perhaps this new t1tle is 51mply an exten51on of other roles 2

.you have- had as teacher, organlzer, or nurse.s Yet, 1t may

also 1nvolve new and, dlfferent skllls or the new and - dlfferent

use of old'skills.'

The purpose of this manual is to.present information regarding
both the art and sc1ence of 1nserv1ce educatlon that will
enable you to pré%ent effectlve or1entat10n and contlnulng

v

iﬁserﬁice programs."De51gned ina modlfled self 1nstruct1onal

' approach, it oresents an overview of toplcs concernlng 1nserv1ce

K
«

educatlon.- Sectlon I presents background 1nformat10n on a
, . 9 |
_— number of factors whlch 1nf1uence 1nserv1ce. Sectlon II is.a

L.

gulde to plann1ng programs. Section III dlscusses major teach-
ing methods. Section IV deals w1th 1ntegrat1ng 1nserv1ce into
“the facility.J An exten51ve resource list. is included at the

end as an/ald to locatlng add1t10na1 materlal.

"We hope that this manual will provide you,'the;inservice coordi-ﬂ

nator, with ahnumber of ideas for dynamic programs.
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What is the role of an inservice trainer?

'An inservice trainer is a teacher—manager. Sometimes”you may
be prlmarlly a teacher, at other timesg you may. be pr1mar11y

a manager—coordlnator. Whatever the\role is for the day, an-

< f

plnserV1ce tra1ner must be a jack-of-all—trades.

2
PR Y

vA basic: knowledge of the aspects of teachlng and learnlng
and_an understandlng of the human aspects of work are essent1a1"'
A tra1ner must be able to superv1se much of the technlcal
"operatlons of teachlng.

al

A teacher—manager is respons1ble for learner results and

'y &

personal relatlons with learmers and the nursing home ] patlents.
He must also be aware of profess1onal and cemmunity develop—

.ments within long term care.

-
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An 1nserv1ce tralner must be able to plan effectlvely--both

. present and long range p1ann1ng He must employ and malntarn‘
top quallty efﬁort and eff1c1ency, he can expect no more from‘
the 1earners than he expects from hlmself.

K'An inservice~trainer must haVe-deweloped the'important'sﬁilitiw;~
Qf 1eadersh1p.- He must be ab1e to delegate work and’ authorlty
in a way that w111 get the jOb done in the best poss1b1e way _"-

>-at the 1east cost In other words, he is expected to promote
max1mum eff1c1ency. He must know and understznd how to -~
se1ect manpower and how to deuelop manpower.’ He must be able’

. to coordinate'all-theToperations of the particular work area
do that his subordinates and students all work togethef; |

»effectlvely This includes hav1ng effectlve communlcatlon,

N -To) that all levels are aware of his act1v1t1es, p011C1es, etc.

Therefore, he must hdve a’ good knowledge of 1anguage and words.
“An 1nserv1ce trainer must be able to get the mest out of.what,

he reads and put the most 1nto what he wrltes., He must be

] 4

skillful in'imparting information in a manner that’ ls appro-,

R L4

_priate and 1earn‘ab1eo

Lastly; én.inserviée_¢rainer'must understand the organiZation "
'within which he operates. 'He must be "up on"xthe policies<'
of the 1nst1tutlonﬂﬂ He must be part of ‘and be supported by
the admlnlstratlon and superv1sory staff. He should be able

~te motlvate employees, work.with admlnlstratlon}zteach 1earn“\~

coordinate,'etc; .In order to.inspire, mot1vate and guide

6
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others, an inservice trainer must have t;ue,ﬁnderstanding* )
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‘The goal of Ehis‘manual,ig to provide a ;ésource~for you'so
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"Inservice education in nurs1ng homes is a
systematic and continuing process of prov1d1ng
" job-related learning experiences for all’ ;
pexsonnel’ reSpons1b1e for direct and indirect -
care and ‘services to patlent/res1dents "k '

When v1ewed as. a whole,rthe concept of 1nserv1ce educatlon A y

S

seems to be somethlng of a monollth—-a task blgger than llfe

¢

'that -can never be fully understood or. carried through. But,

o

as with all complex processes, thorough 1nserv1ce educatlon o

is qulte w1th1n the grasp of any health care faclllty. 'Thel

,secret 1s to be, w1111ng to work at 1t, and to break the broad

2 B
2 1

,conéept_into spec1f1cs one step'at a time.- ,

Q . a ’ v - 2

o

I'n the nurs1ng home, the ultlmate goal of 1nserv1ce educatlon

is to 1mprove the quallty of life for the res1dents. Thus,.

.. »

an inservice educatlon program should focus on 1ncreas1ng

p ¢

* A Concept of Inserv10e Education in Nursing'Homes, Nursing r"

" . Home Tragner. Program, NYM/RMP Project #20 61-70 A, United L

Hospltal Fund of New York, December, 1972. '
') i ‘ ‘.7 “ - . ) " . ) . .. .a. o

.
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‘o. ,
iﬁﬁé technical profﬁ?iency aﬁd“éociéi cémmup%ié%}oh_ékilis.ofl‘
-fhé nﬁrsing'hoﬁé.sféff, kégping.thg'étaff;up-éo”gate on ﬁew ,;

' techniqueé,.équiémént;_and éongept§ bfjcafé.j fheiprpgram rh

shouldabe meficuldusly plahned'fﬁther.than'throyn together 7 _ jf

in a haphazard fashion. - * - ~ '
- . hd . . N : '
' ) L '
| - S T . o
Basically, inservicé\edycaﬁion can encompass these four
< ol . vy 3 e

A . . T

o N L - \
major areas*: R e

e n °
¢

RN N P ..
RNy . . N o L

~

l}forientation—fto tﬁe_homé's,sEECifié-objectives,J
- organization;y personnel-policied, job: descrip=.

- tions, and to the physical-plant in which care *

~and services are provided to patient/resiﬁents:.

~ This includes. ongoing orientation®of all person-

nel to any changés in the nursing home.- - o

-2, Skill Training-+to develop competencies rélated

- to physical needs of patient/residents, .G,
nursing care, food - service, activities of daily
living, safety, application of written procedures .
for care of ‘persong with'acute or chronic ill- '
nesses,’includingnrehabilitative«and-restorativeu

technigques. .

" 3, Continuing Education--to. build additional com- AT
petencies and to integrate interpersonal skigls
into all aspects of interaction with patient/
residents;ffamilies,_other'visitbré to the home,
other personnel from various departments within

a , .

the home, _etc.

Continding education. provides new knowledge,
understanding, skills based on findings of
research in the physical and behavioral sciences,
‘e.g., -new techniques for serving physical-social-
emotional-spiritual needs of aging persons with
. illnesses or disabilities in institutional ° .
v settings. ' : - :

<

[
- o

* A Cdﬁcept of Inservice Education in Nﬁrsing Homes, NUrsihg
‘Home Trainer Program, NYM/RMP Project #20 61-70 A, United
Hospital Fund, of New York, December, '1972.
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‘4;-Leadersh1p and Management Development-—for
S - selected personhel who. show. potentlal for .
Ll learning and applylng new methods: of leader—-" .
- "ship and: management pos1tlons who . show evidence . -’

.. - of need for ass1stance in: th1s area ‘of on-the- . |
- . .job performance \ -
' - - i ‘ L
s’ s
. : v ,, . T -l '; . IS . -, .
‘Orxentatlon* . P To- , .-5 . T

"Orlentatlon glves employees basic 1nformatlon whlch allows
& 4 “
them to functlon efflclently and effectlvely W1th1n the'

o . . v

health care organlzatlon.‘ Each employée needs to know and

Y

understand organlzatlonal°pollc1es, procedures, structure,
serv1ces, and beneflts 3 The length and depth'* of each fac111ty s

.orlentatlon w1ll vary, dependlng on s1ze, spe01allzed serv1ces,
. i .
: number of employees, and the knowledge and skllfs of new',{ -

employees. . P

Essentlally, orlentatlon is both a welcome and an- 1ntroductlon

. of the new employee o the nurs1ng home, the work env1ronment 'T
r
superv1sory staff and department colleagues. The broad,

',general goals of an or1entat10n program 1nclude the follow1ng.

1. To 1ntroduce 1nd1v1duals to the fac111ty, its
pollc1es, procedures and personnel.

) 2 To acqualnt new employees with the home s ; *m -
' ; phys1cal facilities. : o _ )
3f To instlll in employees a pos15;ve att1tude of ' :
belonglng in the organlzatlon i » : L.

® 2]
* Mater1a1 adapted from Truelove, J.W. and L nton, C.B.,
Hospltal-Based Education, New York, NY: Arc publishing, -
-Inc. 1980 ~ : .




“Q.iTo prov1de new empleyees w1th adequate 1nstruc—":,,4/f*

;;f‘ *- _ tion' so they can begln t e jOb w1th conf1dence~~
. - ..f".and securlty.v o : ) 30y

7 -

5.~To famlllarlze employees W1th their department--

— ou

e its’ functlons, relatlonshlp with other: depart- -~
'ments, superv1sory staff and worklng colleagues.*

- -
- .
S . S

~

. 2 ) . P
. 1 . - T .
a i«

To achleve these goals, Lt 1s extremely 1mportant'that before

& the new employee s arrlval the department superV1Sor 1nform

. :,/' = —l

6'3. ey

" present employees that a new person has been hlred the’

P

7]

., ratlonale for hrrlng the new person, and hlS or her functlons

:wlthln the'department. Th1s sets the/stage for the new person,v

s _.. L. e __/\.

- and helps‘create a positlve working env1ronment.

v, - ®

. \
.. _
To ease the adjustment of ‘a new ‘employee:
". ‘ ’ L ' R .. e .o y
o 1. DeveLop an employee oflentatlon manual,,whlch ‘
. plists ,and explains personnel pollcyr.hospltal
.t _y serv1ces, beneflts and programs.

, 2. Announce names of new. employees on depart— oo S
- s . ' mental bulletin boards and 1n the fa01 1ty
o 9. Gnewspaper, if- there is one. o ,
) e . : \
- o 3 Organlze a departméht "buddy sySLemy"\ln whlch, L
- . " established staff members serve: as resource ) N
,agents for new:employees. = . - R S
; "4.'Develop_an 1nd1v1daal1zed department 1nforma- S :
/ : e tion packet, which contains. the: organlzatlonal T e
M chart for the department, new employee's job ' :
- description, departmental procedures,'regula-'
. ' tions and a lastlng of staff members with their
- t1tles. " - tE © e

LI
',).
/

' Before a staff member beglns an. 1nserv1ce educatlon program,.
- / , 3 R Q: Lo

'fhowever, he must be‘famlllar w1th the fac1llty, rout1ne,

/s

w )
regulatlons and. people with. whom he will Work - Orlentatlon,./

-t

— . - e o

.

(A

il




T

11ke 1nserv1ce-educatlon, should never be haphazard

-fw, ‘thorough .well—rounded drlentatlon program w1ll ellmlnate
- -

'countless problems:for new employees. o e

- h e - C - N e

. skill tralnlng ‘ 'VV!;l

'Sk111 tra1n1ng ensures that all employees have ba51c skllls..”'

.Some’ employees may come to the fac111ty w1th prev1ous exper—
s - ‘3 -] .
ience and; tra1n1ng, wh11e others need Sklll tralnlng Ther

»length,and depth of sk111 tra1n1ng depends ‘on the faC111ty,4li
the'%mployee,_and the/tralner. | . |
v . > 1, - v . ' . N .‘ E : (‘ AN .- Co-

.

Sklll tralnlng develops basmc competencles for patlent care

“and should be regarded ‘as a vltal component of new employee ~
3 : + g a :
orlentatlon as well as ong01ng ‘staff deve10pment The

u1t1mate ‘goal. of sk111 tra1n1ng 1s prov1d1ng excellent patlent ‘

care. As such, sk111 tra1n1ng should encompass all bas1c -

Y . . -

pat1ent care skills needed by an emp}pyee to perform effectlvel'

LTS

-

and eff1c1ent1y in’ hlS part1cu1ar ‘job role.

°
e . A . . . R
e . . PO . Yooe o " '
i 5 ‘ . ) o N ) . -
e A G X . e T '/'- . -

The ba51c steps in. developlng sk111 tra1n1ng are.

oo

l.'Ask Ask the adm1n1strator, ‘the superv1sor,_;{'j.
: : the - employee what skills are most needed. S L=
” - _' Check the Skills Checklist*. Determlne what Sy

the employee can and cannot do.- e T

- \

:
X

2. Check Performance. dzserve the _employee in . .
_an actual job role. sk the employee to’ e
' ) {Tdemonstrate in c1ass. T ' :
3.'Demonstrate.- Wherever’ whenever, demonstrate ..
. needed _skills. Have’ ongoing training in skllls
. where.there’ “are deficiencies. . Ask’ supervisors
'[ to demonstrate and chéck. .Be a good role model

(’I ' . . ) - ’ 4 ' ot . .’.

. a . ’" _._\‘ \




ﬁeView monitors.of performance.' Incident reports,'financial
;: statements,fsupervisory'reviews, patients' comments‘are all

‘lnformative. Never be satisfied’ w1th skillsa ‘Constantlz .

update.rreview, and demonstrate. Remember these are

 essential basic skllls.

- A .
/

Continuing Education ‘ - C

'Contlnulng educatlon helps employees develop new skills and

. \
1ncrease ]Ob competency. It prOV1des new knoyledge and skllls
\

.that enhance m1n1mum ]Ob performance and encourage optlmum

L3

.JOb performance. It 1s an essentlal component of staff
‘-development and should be an ong01ng, neverrend;ng goal of
" the facility. .. ¢ . o _ . 0
.The,broadJ genzral goals'df contlnuing education.should _
include: ’ .

1. An update of new or . chang1ng facets of the
fac111ty-—pollc1es, procedures, and personnel B

2:'Recent developments ‘within a. glven f1e1d of
work-—néw techniques, new medlcatlons.

3, Pos1t1ve attitude development of employeeS'//
' . toward the facidity, its employees,'lts .
patlents, and the communlty - '

4, Personal growth .and. development to. help
' employees reach fu11 job’ potentlal

To achieve these goals, the 1nserv1ce tra1ner shou1d have an_
bng01ng, 1nterest1ng program.” Employees should want to N
attend and have the att1tude that tralnlng is’ relevant nﬂd

‘Yewarding. The 1nserv1ce tralner can foster thls attlcude by:




l N - .A . . ) . ‘ ‘. 4 . ) : l’. “ "._

1. Before you engage an employee in’ any learnlng -
situation, be sure that:the experience is both
needed and relevant. Conduct a formal or '

. informal needs assessment to determlne spec1f1c
knowledgeaand skill 1evel .

2. Gain administrative and supervisory support.
When the management views inservice as V1tal
. so do the enployees. : -

o

3. Always recognlze and afflrm the past knowledge_

- and experiences.of the employee, even if they .
“are not directly related to the task or the ‘
- * learning act1v1ty.

\ﬁ. Be sensitive and respectful of employees‘ time.
. If you-are going to organize a session’ for them,
" start on time, prepare an agenda, and state the
specific objectivesnof the session at the onset. e

5. Help the employee see ‘the re1eVance and utlllty
of the session. Relate the experlences d1rectly
vto the employee's job. _

6. Reduce the fear of fallure and jOb securlty by
" stating the specific criteria that will be used
for measuring the attalnment of the objectives.

. 7. Try to present a variety of methods that the
employee can use to master the.objectives, such
as individual meetings with you, attending class
sessions, receiving peer tutoring, or read1ng
supplementary materials. . :

8. Des1gn learning s1tuatlons in whlch employees
assume an active rather than passive roles. .
Use demonstrations, d1scuss1on,'and role plays.
‘'Let employees be 1n control and learn from
'each other o : _ o . o

k1

Leadershlp and Management Development o f .

"Improved educatlon and development of superv1sory personnel

are becomlng crltlcal prlorltles 1n many-: health care. settlngs.
Wlth 1ncreas1ng external pressures (leglslatlon, labor market)
and with 1nterna1 pressures (grlevances, employee d1ssat1sfac-

tlon, and turnover), effectlve supervision angamanagement are

Aessent%al Addatlonallyymsuperv1sors are often promoted to

-
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their Jobs because they are good employees or. have been w1th

the facilityaforra time. They may or may not have management

- skills.

Although you as training coordlnator may not be asked to teach4
management- development, you may. be ‘asked o coord1nate or
recommend-out51de training. The following list prov1des a

basic overview of the.concept of training (orientation skills -

training and staff development) and leadership and .management ﬁf'm

"development®*. .

Purpose-

Selection

- Bvaluation

Identifica-
“tion of need present or antici-

Adapted. fro

Training

Supplles spe01flc
knowledge,. skills,
or attitudes for

.the performance of

o specific tasks.

R 4

 Deals with specific
_ tasks or subject
a . areas.

Partlclpants are
chosen because they
" lack skills, knowl-
edge, or attitudes
“required by Jjob
requirements (i.e.,
because of what
they don't have) .

Compares partlcl-
pant's, performance
to tralnlng criteria
or job-standards.

Needs are based on

. . pated performance
of tasks.

Management-Development

fSupplles individuals.

prepared to meet fa01llty s
goals in specific positions
or functions (i.e., peoplie
who have the ability to
perform whole-groups of——~——~
tasks) :

o

Deals w1th a complex of
tasks,, tralnrng 1nd1v1dual
for an area“of respon51— '
bility. g2

'Partlclpants are chosen

because past performance
has demonstrated their

~potent1al for new respon=-

cipilities (i.e., because
of what they do have) '

1

Evaluates the partlclpant s
performance continuously
in terms of fac111ty s
goals. : . _

. Needs are based on organl—:

zatlonal needs.

m Warren, M.W., Training for Results, Reading,

'Addison-Wesley, 1979.

&
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Training supplles spec1f1c knowledge, skllls, or. attitudes
needed by the faCility. It is oriented to tasks. Management
develor“ent prepares 1nd1v1duals to perform whole groups of

tasks and to prov1de leadership to others

- s

With this introductionfin mind "then, 1nserviCe training

1 B

des1gned to improve the quality of patient care in nurs1ng
homes—-in fact, all inservice training—-would be based on
these princ1pres from the American Hospital Assoc1ation *

. all personnel must be offered the opportunity
' for growth,” development and advancement of knowl-
edge, understanding and skills to help them im-
prove -their on-the~job performance,'1nServ1ce
.education prOVides such opportunities :

v

_;__i____;nseryice_education_enables personnel_to_prOVide

care and services which j» wote and maintain op-
timal 1evels of independe . functioning among
patient/res1dents - . i

« continued impro$Ement of the quality of inservice
" education serves the best interests of the nursing
-~ home, its personnel, and,patient/residents

. ¢ontinued 1mprovement of the quality of inservice
~education requires active partic1pation of repre--
sentatives of all levels of Personnel who are
responsible for direct and indirect nursing home
..care and services

inservice education is an integral part of the
~management process; the quality of inservice

education practice is determined by the climate

of acceptance; appreciation and support. éngendered

by ‘attitudes and actions of administrative and :
. supervisory personnel at all levels of" nurSing
. home* organization ' - ¢

e

©

* A Concept of InserVice Education in NurSing ‘Homes, NurSing
Home Trainer Program, NYM/RMP Project, #20 Gi ~70 A, United
Hospital Fund of New York, December, 1972 _

~

A .
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A well-conducted edueatlon program,

development, orlentatlon,

[N

.+« the climate of acceptance and appreC1at10n of the
values of inservice educatlon is established’

through such admlnlstratlve action

as: (a) allo-

- cating monies, time, human and other resources to.

the .inservice education program and
aging all personnel to communicate

., and information about 1nserv1ce edu

-and processes.

-
A

1nvaluab1e boon to a. health care fac1llty.

run

mis

(b) encour-
their ideas
catIon goals

-

encompassing Staif

and on-the-job tralnlng, is an

.

| In the long

, the program has the potentlal to. save money, redﬁée

haps, and 1ncrease employee satlsfactlo

n and productlon.




, S

Carl Rogers stated that it is probably 1mposs1b1e to teach

fanyone anythlng. Rather, - the role of the effectlve educator

:1s to create an env1ronment that stlmulates the des1re to

’

- learn... The respons1b111ty to learn the information must be

assumed by the 1earner. Teachlng 1s truly an 1nteract1ve
process w1th both teachers and’ 1earners glVlng and rece1v1ng
from one another. Teachﬂng__llke 1earn1na is nn+4eas¥T"L;"____

I
, 1s both an art and a sc1ence. The art- 1s a reflectlon of the

1nd1v1dua1 personallty of the teacher and how" he/she puts

" the different components together 1nto a worklng whole.'.The
sdlence of teachlng is reflected 1nothe dlfferent technlques
that teachers use to plan, present, and evaluate all 1nstruc-

-

tion..
Teaching is based on .effective decisionémakinge-decisions4 -
regarding‘self;:patients, learners, and the services provided.

17
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o ;Inservice trainers are constantly deciding.on the Who, Whatp
When, or How of instruction.,:They ask:':What am I -doing
hered- Who-are'my students? What are their 1earning'sty1es2

'.';_What content/sk111s will be taught° Howvwili the g =
1nformatlon be presented’I Where w111 the 1nstructlon take.

* place? When will the 1nstructlon occur° How . long Wlll the

.\--

'ow\wrl} the students be evaluated°

students have;to 1earn?
. N . \..

—il
—
——

—
In the context of your- role as . a tra1n1ng coordlnator\\many »
S \ -
\ T
of the cr1t1ca1 questlons may have a1ready been dec1ded '

S—

What w111 be taught has been deflned in the Sk111s Checkllstb

)

—“—-“and—the‘Ba51c Te‘“hlng Outllnes prepared by the Texa Depart—
ment_of_Health. Fac;llty_pollcy may dictate add;tlonal ‘ |
answers. - ..~ | B !

Let's:. take a careful look at your role as teacher.' It is

dlfflcult to llSt a11 the qua11t1es of a good teacher. If C

you assume that it is the 1nserv1ce trainer's role to he1p

employees learn and,to create effectlve 1earn1ng situations,
e : o e

then some of the qualltles are:

1. The ability to communlcate ideas. This encom-
passes the entire field of communicative skills
--reading, wr1t1ng, speaklng, and listening.

.~ -2, A sound phllosophy of education. ThlS, of
.course,. w111 stem from a broader phllosophy of
11fe.» : .

3. Sk111 in ;nstructlonal methods.’ ThlS 1nc1udes
- the ability o use the proper 1nstructlona1
- technigi 4% 1 the- rlght time. o

o o owk o 19 o
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4 An understandlng of how people’ learn. Without
this, all else is pointless.

5. Knowledge of subject matter. It is generally o e
conceded that one who instructs should know L
more than those who are learnlng from him/her.

6. A well- 1ntegrated personality. Just as you . -
would not knowingly expose students to an
infectious disease, you would not-deliberately
place them under an 1nstructor who was: emotion~
‘ally unstable.’

7. Creatlve imagination. , :Thls is a quallty of an

' outstandlng 1nstructor.

8. A real ;nterest in people(sflearning.

!

- These same qualltles can also be applled to the 1nserv1ce

‘trainer's role as manager. Perhaps, though the qualltles
~ )

should_be stated:
\

"1l. The abrllty to communlcate 1deas.'

2, A sound, phllosophy\o management. : = ‘,f ” m.

) a4 e :
3. Sklll in organlzatlon, recordlng, and\\gnitorlng

1 ——

4. An understandlng of people and how they 1nté§ZEET\>\\l

‘5. Knowledge of the work env1ronment
6. A well 1ntegrated personallty.
7. Creatlve 1mag1natlon.

o

8. A real 1nterest in the nursing home and the
people who work and llve w1th1n it. BT

=’fThe p01nt of all thlS is -not that teachers are %erfect
“Rather 1t ls that the teacher has_ a flrm knowledge of who"
is the. teacher, what s to be taught, and who 1s the ™ learner.
- Teachers are leaders,_and as such, must lead |

I -
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‘Leader behav1or can create a c11mate “for 1earn1ng.

a p081tlve 1earn1ng c11mate, a teacher cannot teach,

<

1earners will not 1earn.

The follow1ng list 111ustrates a

Without
pecause,
N

var1ety of pos1t1ve and negatlve contr1butlons of 1eader

behavior.*

BehaV1or that contrlbutes
to negat1ve climate,

a4
b

’ Behav1or that contrlbutes

to pos1t1ve climate -

uObjeCtheS obscure or not-well
communlcated :

Learners not glven an oppor-
tunity to influence the -

objectives, voice concerns B

"or anxieties.

Leader does not keep to
program and objectives

The procedure is not in .
keeping with objectlvés,
e.g., the group. is told of -
the importance of really
Listen&ng—to—one—anoth-r,

_responded to. -

PR

Objectlves c1ear and- clgar

: presented _~K’“\

Learners involved in plannrng

Anxieties and concer
and

ally.

elicited, listened to,*

Leader keeps to program and
objectlves, but -is open to

renegot1atlon if approprlate.

The procedure is- con51stent
with the objectlves.

--either formally or 1nform1§\ o
n

-

.

»,

“put the leader.does not
11sten to group members.

Leadership behav1or unpre-—
dictable. Learners never\
know what- 1s coming next.)

Leader relates.espec1ally
to one or two learners.
o
\\\pec1a11st or. jargon
language.

~» Group de 1s1ons are ‘acted
upon..

ok Adapted from' ‘J.W.

Workshops, Seminars,

oughary,

and: Hopson,

and. Short Courses,

Leadersh1p behav1or predlc- '

_tab1e.

<

diStributed.

, Language is appropr1ate ‘to’ the

level of the group. Spec1a1

* language 1is explalned when 1t
. is needed

: Actlon taken 1mmed1ate1y on

group dec1s1ons.'

iB;, Produc1ng 'f #

979

' .Publlshlng Company7,

..4 . Lo

[N . . . -

chicago, IL: Follett

Leader's relat{onships_evenly_
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Behavior that contributes
" to negatiVe climate

‘Behavior that contributes

to positive  climate

5] >

Leaders never mix with learn-
ers. Disappear 1nto exclu51ve
. staff groups. . .

Feellngs not checked out. The .
leader makes assumptions about\

- how learners feel.

Silence becomes‘threatening

and .creates awkwardness.’

‘Leader never available at
breaks or other times.

“

Co-leaders never .express
d1fferences in front of the
group and never dlscuss
de51gn changes openly

Leaders extend time of
sessions and run over.

e

-Lead er does not keep group
. to the p01nt. Irrelevan01es
pursued.

Ind1v1duals or small groups
allowed to domlnate

7‘
S
L // St

'Confliot/buried or'ignored.
. [ N .

Leader not alert to- the dy-
‘namics of the group or’

' kllled enoughs to. deal Wlth
1ssues,

Overly serlous or 1nappro-
Apr1ate humor., .

‘. \a'_ ¢

-

Leaders distribute themselves
at breaks. Staff sessions
arranged for other times.

Feelings are checked out
during and between sessions.

'Silence used positively for

thought and reflection.

Leader is avallable outs1de of -

@esS1ons if any group partlcl—

pant is experiencing spe01al
dlfflcultles.

, Co-leaders d1scuss d1fferences

openiy, thereby "act as valuable
role models. There has*to be

. a high lével of mutual trust

and  professional respect to do -

. this. When approprlate, design

Q

changes are d1scussed in front
of the group.

1Agreed upon tlme is" always-'“

adhered to. Any changes occur:
only after thorough negotlatlon..

’Group kept to the p01nt ‘unless.

they wish- strongly to do some- -
thing else, 'in which case the,

-.contract is renegotlated

-

B Partlcrpatlon is evenly d1s—

tributed by appropriate - .leader-
ship- behav1or and . by the use of
exercises that glve "a1r tlme".

~_to everyone”

\ .

' Confllct brought 1nto the open

and dealt w1th.3

o

Leader has necessary observa- -

. tion and group: management skllls.

‘Humor used to llghten the
se551on. :




e VIE o e

Behav1or that contributes = = Behavior that”contributes

to negative climate P "~ to posiﬁive climate
No self—dlsclosure, s6- part-_ _<Appr0prlate self-disclosure.
“icipants ‘neyer know the per-—, The léader is seen as_ g real

- son’ behind the role of leader. , person with concerns, jOyS,
: -and vu}nerabllltles like
everyone else.

N Low trust level. Learners’ ~ High trust/level The 1eader
},'feel the need to be defensive. . has used trust-bu11d1ng
oo o S ' e.g., appropriate self~di
: sure, "warmth, genuineness/- . :

accepting of differencegs not e
Hbelng defen51ve when c 1t1c1zed

.....

I

'Conpetitive-attitude. S /Cooperatlon and 301nt problem-ur
. I St ”/(/ solving approache ‘climate,

P set by 1eader S behav1or.
Overcr1t1ca1 or attacklng- Feedback glven constructlvely. :

’ type feedback. =, . o _ -

S

At th1s point, you may be asklng, "How can 1 be a11 these
th1ngs°" The answer is that you probably can' é . But you‘n

. ,_:” can use these lists as. guides fqr self-lmprovement and as ch

_— '

eva1uatlon questlons of your ab111t1es as a teacher, manager., . .

or.1eader.

LY
o

’It is essent1a1 when you’ ask others to 1earn that you learn
.~ also. Self—lmprovement cannot be demanded It is a personal
:functlon. By belng a role model, ‘you can encourage 1earn1ng _7

in others. L o : . C
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"Learning” is an activity not restricted to a classroom or

laboratory. The principles of ;earning'carry over into .the . .
' daily routine'éf each person's life._lln this‘chaéter,-we

will examine. how people learn, and we. w1ll_relate that 1nfor—

vmatlon to the particular s1tuat10n of the adult learner.
e o _ . : . :
“—‘\4%'4\___4 .
How do people learn°’ A person iearns;afgivenaactivity only

by d01ng the act1v1ty. fo ﬁlearn".we‘mean a‘change,in‘behav-

> jor. We "1earn" noth1ng frgm a lecture. To teé% the'succeSS'

of a tra1n1ng program, ask Can the students do somethlng

they'could'not.dbwbefore?

3

e . .

‘ Training is not the same‘thing as,learning; Training is

merely the‘admlnlstratlve framework for learnlng.; Many-

a . e
<

tra1n1ng programs fa11 because
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<. 1. Doo often they are taught the way the person
N U conductfng the program was taught

¢ ¢ : ‘. -
26 ThHey " d® ot qlearyy deﬁlne a reallstlc
objectlve at the begln ing of the grogram

- /3 They do not take into. acc@unt the»learnlng
- needs of the studenta . BN . o P

. . I-s
W b ) . ’ Al '
.- T ] o
To repeat, a person cannot learn- “to do an act1v1ty unless he

!

. does the act1v1ty to bemlearned. For~examp1e, a. tra&ner can-

- . - »
[ -
L

not expect a nurse to sit in a classroom, Iisten to someone

describe a procedure, and then be able:to do it. ‘For.learn—'

ing'to take place, “the nurse must practlce the behav1or in R

a reallstlc s1tuatlon. i - _ .

B U U S . S Y : d

- P . . R

>, .
% s . . -

\ - JE

"For a person to leérn, he must_Want“to Yearn. The 1earﬂer's,

wants and needs must ‘be cons1dered in re1atlon to the objec—~"

_ /
tives of the program._ If the program does not- meet his needs,

‘he will not wanthto\iearn;f Technlques such as. role playlng,’.
. A . o
-small-groups{ and case studies are avallable to. 1nvolve=the o

student -in the lcarnlng process. These methods will "be
R P

.

—Me.\:dlscussed in 1ater chapters..

. - —— T : ) ' \
. .
» — o~
_—

-+ How much one 1earns‘depends upon’ hls ab111ty to re1ate what

he a1ready knows to a new s1tuatlon. In other w0rds, the

‘degree to Whlch a student can 1dent1fy elements‘ln a new:

,,..‘

- 4 .-

situation-to elements 1n a prev1ous experlence,w111 detefmlne
. his’ ablllty to learn.' ThlS pr1nc1p1e requlres 1nd1v1dua1
work- each person must ‘have " the opportunlty’to relate the .

v o

/ ~ "new" to be 1earned to what he has already 1earned




-

-
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o

The* follow1ng 1earn1ng pr1nc1plea work together to iﬁﬁfease'

motlvatlon, the rate and degxee of 1earn1ng, the transfer of '

- o

‘.earnfng to appllcatlon,lanu the retentlon qf 1nformatlon.

None oﬁathese pr1nc1ples e 1sts 1" 1solatlon, but contrlbutes

.

'to ‘the’ learnlng experlence as a whole.

1.

2.

rWhole VS.. part phe most efflc;ent way for a/,M‘

-

Order. . Things that occr 1n—a‘log1ca1 order are
ea51er to learn than if*no oxder exists.

s '
Length and Complex1~X> Smaller amounts of 1nfor—
mation arg easier to learn than large amounts. ’
Teach' segments flrst then put together to form
a whole. '

P

: : R
Meaning. ‘The more-meanlngful the task the easier
it is.to learn. - Trainers must help students see .

«meanlng 1n what they are 1earn1ng

student to - 1earn 1is to,work on.the smallest

t.segment of materlal that has meaning. '. o

'\

vividness. H1gh11ght1ng part1cu1ar facts will i

©draw aEtentlon to them. C e

1L,

' Feellng tones « If a student has "good vibes"

'7content to 1earn.

.Motlvatlon Poss1b1y the s1ng1e most 1mportant

F1ctor in 1earn1ng

Relnforcement Behav1ors that are relnforced
are more 11ke1y to be repeated than those that
are not. os

Ay

while learning, the 1earn1ng Wlll be more’
eff1c1ent. °
Actlve part1c1patlon The student must'be
actively involved with the 1nstructlona1

% S

Degree of guldance Careful gu1dance by the ' :
trainer will greatly improve ‘the eff1c1ency S

of tralnlngoand learning. . ‘Guidance should be

{w1thdrawn as the student ga1ns prof1c1ency.

Knowledge of results. A student must recelve
feedback -+f his performance is to 1mprove.

' The more spe01f1c and 1mmed1ate the feedback,_ Col
" the- better.’ A P _ T R o

e

T
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~12. Level of aspiration.' The amount of materlal a
e student elects to learn over a period of Elme
‘ w1ll vary’ from student to student .

- *

* 13. Schedule of practlce. Students should practlce»
‘ the smallest part that has . maximum meaning and
does not waste time. Emphas1ze performance,
not arbitrary time llm1+s. '

¢ . ) . b -, n -

L

Th;s‘ﬁs barely a gllmpse of l%arnlng theory. VolUmes‘havel-
‘been wr1tten ‘in each of these areas. All of the above ' ‘
| factors should be cons1dered when you pf'n. Ask yourself the
questlons that relate to each p01nt and evaluate ydur plQp

Replan if each pOlnt has not been cons1dered anq ealt W1tH;

Motlvatlon (factor #6 above) is one of the khy factors for '...
, '%learnlng. If the learner does not want the 1nformatlon, then

you cannot teach. Motlvatlon 1s also one of the blggest

problems for 1nserv1ce tralners in nurs1ng homes.; Nurses .

aides may not see any value in tralnlng. Superv1s s can
~ - L
resent the tlme spent ‘on tralnlng.‘ Admlnlstrators cannot
see staff 1mprovement Th;se ‘are . all motlvatlon problems.
'.¢ :

The ba31c questlon here ds: What motlvates people°"This

. 'questlon is: frequently asked and constantly-researched Itx—JA
L e & .
. is.a basic goncern for anyone who w1shes to. establlsh and

malntaln effectave re’ 1tlonsh1ps Wlth others! It is funda-

< : : -, -,

mental to management and to learnlng .

< : v . , - . ) 3
B N . - N »
- .. ce : e A
I ] .
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_ Experts agree that there are some basic principles to _motiva=- i

ting others. The‘folldwfhg list* may give you some ideas. -~

1. Use appropriate methods of reinforcement. -
~ Reinforcement is the key. to human* motivation. -
Rewards should always be contingent oni-per-
formance. Don't give too much reinforcement. .
'Reinforcement is personal. Dispense rein- - v
" forcers as socon as possible after the-desired
performance. . - : o
o

2. Eliminate unnecessary threats and punishments:
Threats and punishment have a negative affect
in the long run. ' o -

- KD - ) o ) o

3, Provide people with flexibility and ghoice. «
_Whenever possible, permit employees’ to make '
~ decisions. o o o .

°

4. provide support when it is needed. Employees
should be encouraged to ask for support and
assistance, Asking for help should never be
considered a sign of weakness;. it should be

.considered a 3ign of strength..

5, Provide employees with responsibility along
s ‘with their accountability. Appropriate
responsibility means responsibility that is.
neither too high nor tco low for the employee.
: . . Few'people will reject accountability. as long
° - - as the tasks in question.are within-their areas
’ of'réspohéibility,_ L . o
PO T .
6. Encourage employees to set their own goals.
.- People tend to know their own capabilities
ahd liniitations b tter than anyone else. In
* addition, personal-goal® setting results in a
.commitment to goal accomplishment.

7. Make sure -that employees are .aware of how their,
tasks relate to personal and organizational |, '
goals. Routine work can result-in passivity -

. and boredom unless employees are-aware of how

. these routine tasks contribute to their own
development and the success of the organization.
A few extra minutes of explanation can increase .
p;oductivity tremendously. ° ’

Lo s

*+ Material adapted from SpitZer, D.R., "Thirty Ways to"
- Motivdte Employees to Perform Better," Training/HRD, March,
~ 1980, 51-56. :

RS

<

~ . .
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‘8. clarify your expectations aﬁd\;;;;\;;;g\fhat

" employees understand them. ' Unclear expectatidns
S ., ‘can result in a decrease in motivation and, s ~ N\\\\g\
ultimately, frustration. Let them know what you
E -want them to do and how fhey are expected to do
it. - ' , : "

9. Design tasks and environments to be consistent
with employee needs. Although it is impossible
; to totally individualize working conditions, it
is possible to give employees the opportunity
to satisfy their own needs. Good common.sense -
. can result in effective work design. o ;
- 10. Individualize your suprr¥ision. - Motivation can
" be increased through fasilitative supervision,
providing the minimum amount of supervision
. that is required by tha individual for optimal
. performance., c ’ ' :

11. Provide immediate and relevant feedback that will.
help employeeS'imprqve_their'performance in the"
future. Feedback is most effective when it follows
performance.. ' Feedback should be relevant to o
the task and should provide employees with clues

on how they might improve their performance at
the task. T C : )

12. Rocognize and help eliminate barriers .to.indiv-
idual achievement. Many poor performeygs might
* have all the skills ‘and motivation needed to
accomplish a certain task, but they are held back’
by some barrier or obstacle. If this barrier
is not.recognized and removed, this individual
might remain an underachiever indefinitely.

.Many people who are labeled "failures" or "incom-
.petents” .are simple being hindered by.relatively
minor obstacles that supervisors haven't recog-

nized. The tragedy is that, after a while,
the’ employeé may begin to accept the "failure"
label. as a, fact.: s : -

" -’13, Exhibit confidence in employees.’ Confidence usually
‘results,in positive performance.: =~ = .

.14, Increase the likelihood that employees will
‘experience -accomplishment.. The old saw that
,"nothing succeeds like'successﬁ\definitely
appears to be true. No matter how small their
contribution might appear, all employees should o
be given credit for their. accomplishment.

& .

-

Q . ..o .._.-:J‘, ' 29
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15, EXhlblt 1nterest in and knowledge of each
individual under' your supervision. People

| need to feel important and personally signif-

| icant. .Personal knowledge of employees will

! provide clues as to what- reinforcers can be

\. used effectlvely Ln the future.

/

\

!
\
4

16_ Encourage 1nd1v1duals to partlclpate in making -
T~ decisions. that "affect them. Nothing tends to
'\ "inhibit motivation, like a feeling of "power-

\.lessness. Employees should be made to under-’
h\.stand that™ they have control over. the thlngs _
i that affect, them\\\\‘ \ S -

L e A
ot lZi'Establlsh a’ cllmate of trust-and- open communl-'
\catlon.. Motivation is highest 1n\organlzatlons
\that encourage openness and trust,
is. \Mlnlmlze the use of statutory powers. Rule of -
law is sometimes. needed, but-it-.does not en-
courage 1ncreased motivation. Attempts should
. be made to manage democratlcally, encouraglng
\g;'employee ‘input- and participation.—

o

"19.,Help individuals to see the 1ntegr1ty, s1g-
n1f1cance and relevance of their work in terms
.of\organlzatlonal output.

20.'Llsten to and deal effectively with employee
’ complalnts. Often task-irrelevant problems

- c n\greatly reduce product1v1ty when they are
n t\dealt with. .It is important to handle’
problems ‘and complaints before they get blown
up out of proportlon. : :

Tk

~ 21. Point out 1mprovements in performance, no _
;matte how small. This is particularly. o
‘im ortant when employees are beglnnlng work e
on| new tasks.‘ X - ‘
22. Demonstrate your own mot1vatlon tHrough :

" be av1or and attitude. Nothlngs turns people
of faster than a superv1sor who- preaches -
motivation . but doesn't practice what he
pr'ache$ ' Modellng approprlate behavior
and motivation is a very powerful tool o -
indeed. : . '

23. Cr'tlclze behav1or, not people. NegatiVe
feedback on performance should never focus
on_ the performer - as an, individual.

9 -

o .n. : e 1‘ | uy 3(1




.24, Make sure that effort-pays off in results. If 'LI
' effort does not pay off, there will be a 'y
tendency to stop trying. To a very great ex-— -
tent, motiyatiquis’the‘effective mandyement . L
of effort. " } - ‘ , L S
. . . '\\ . ///' . . ’ ) ) ; .
- 25, Encourage employees to engage in novel and °
) challenging activities. Supervisors can pro-—.
vide employeeS'with‘opportunitiés to try new
things and assign' tasks that are increasingly
more difficult. (but not too difficult). '

26. Anxiety is fundamental- to motivation,.so don't
- " eliminate it completely. .There is ‘a common” o
misconception that all anxiety is bad. But ' T
the truth.is that moderate levels of anxiety . IR
can increase motivation. The total elimina- o L
tion of task anxiety can result in lethargy, S
while high anxiety can result in disorienta- .- = ey

tion. . . .

. .27. Don't believe that "liking" is always corre-
lated with positive performance. Too often,
people believe that liking something is._a
prerequisite for performing it well. If-a
task results in reward and if the results are
‘satisfying, the task itself could be boring

and distasteful. = . -

28. Be concerned with short-term and long-term . °

. motivation.. Sometimes rewards and incentives.
are so remote in timé that their motivating =
impact is weakened. People should be given . -
short—term, as well as long-term reinforce-
ment. Conversely, people who receive. only
short-term reinforcement. and incentives tend .-
to. fall short of optimal motivation: they
lack a long-term perspective’on their jobs. B
Effective motivational programs utilize-a . -
complementary set of short-term and long-term
incentives and rewards. . : S

- . : . e

LR

Adult learning*

a -

"Malcolm Rnowles is one cf the foremost'leadgrs in the field

: Lo ' - . e Y - R ?
of adult education?.” ‘He provides us with a number of insights

into aduiﬁ_learhiﬁg; 'Adults have at least four charapteristicsmg

#. Knowles, M.; The Modern Practice of Adult Edubétion:

T ]

N -
SN

-Andragogy versus Pedagogy, New.York, NY: vA55001at19nwgress;'197Q

o
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- as learners that dlffer from ‘the character1st1cs of youth as

e ey

learners (espec1ally as typlcally assumed in traditional.

schoollng)

_:Difference in Self—concept.v Youth tend to see themselves as'

essenﬂaally dependent persons. They ‘enter an educational, ",“
‘act1v1ty w1th the concept that thelr role 1s the'more or A
less pass1ve one of rece1v1ng the 1nformatlon adults have

decided they should have.

'Adults, on the other hand, tend to see themselves as respon— '

s1ble, self—dlrectlng, 1ndependent personallties._ Adults

"4

have a deep psychologlcal need to be treated Wlth respect to
_;be percelved as hav1ng the ab111ty to run the1r own llves._hxw
iThey tend to avold res1st and resent be1ng placed in

'sgtuatlons in wh1ch they fee1 they are treated llke ch11dren, .@.

<

i. e., told what to do _.and what not ‘to do, talked down to,’

:embarrassed punished or judged. vKnowles suggests:_»"

1. Create a climate of mutual respect, of warmth
and informality, of freedom from thréat and’
judgment, of pos1t1ve regard for each person.

2. Use procedures that let: “the learner dlagnose
‘his owa needs for learnlng deeply and objec—
"tively, rather than haV1ng the trainer's:
.d1agnos1s of the student s needs imposed on_
h1m. : . .

3.'Involve the students in ‘the learnlng process.
' .Mutually formulate objectlves and des1gn learn-_
ing activities. :
"4} Share respons1b111ty with' the students for :
' 'actually conductlng the learnlng act1v1ty.

Qo ‘;;;.‘.’ . ) '1Y.-h: o l_;w lazap:{
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5. Use procedures that let learners evaluate the1r
.. own progress toward learning goals. Ca

6. Shlft the trainer's role from that of director
- and transmitter of learning .to that of/stlmu—
—_ lator and resource for self—lnqulry.,, - , <

o

'

leference in amount of exper1ence. A typicalﬂadult enters
Y .

V'1nto an- educatlonal act1v1ty with a greater volume cf

. _ experience, s1mply by hav1ng llved longer than a typ%cal

youth. - Therefore, adult learners are themselves a rlcher

resource for learnlng than youth usually are, they are less

dependent on- the v1¢arlous experlences of teachers, experQs,
's«

and textbooks, they have a broader foundatlon of 1nformat10n

on Wthh to connect new 1deas. On the other hand they may
[also have more’ flxed hab1ts of. thought. Regardlng eXperlence,
Knowles glves us the follow1ng pbints;

1. Emphas1ze experlentlal technlques, such as
" . discussion, case method and simulation. 4
Down-play such methods as lecture, ass1gned
. reading, quizzes and audio-visudl presenta=
s . _tlons. : ’

o

"Z.dExamlne the xelatlonshlp between new concepts
" and the life exper1ences of the" students.

'3.'Open up--habit patterns with prellmlnary
"unfreezing" act1v1t1es such as feedback e
.exercises. o

_Tblfference in read1ness to learn. Youth resist learn1ng thlngs
’that ‘are not related to- thelr developmental tasks at each |
stage Of”growth. Adults, too, are most ready to learn thosey
thlngs requlred by the developmental tasks of the1r currenth

stage of growth, be it. early adulthood m1ddle age, or»later

o 33
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matur1ty.. Knowles'writes:'f e ' ’ o -

1. The developmental tasks. of a part1cular group
of learners. provide a better guide for deter-
'mining the sequence of learning activities than - .
-the logical needs of an_ 1nst1tutlon or subject '
matter expert.. : . <
-2, Motivation will be increased if ways can-be
" found to  help adults beobme more aware of the1r -
developmental tasks. _ -

@ h ' L _Q.‘,‘
Developmcntal tasks evolve out of the. changlng requlrements
_of the soc1al roles.of adulthood For example, 1n the
role of worker, the first developmental task is to get a job,‘
at that polnt, he is ready to learn anythlng requlred to get
‘a jOb but not much else about the worker role. He 1s not
ready to learn much about superv1s1ng others in the job untll

'he has flrst mastered 1t h1mself and has entered the "gettlng'

~ahead" phase.

leference in tlmegperspectlve.; : . o o RS

V;onuth tend to perce1ve most of thelr learnlng as belng forwf-\y
'use later in llfe, their t1me perspectlve is one of postponed :
appllcatlon.” Therr or1entatlon to learn1ng 1s that of
accumulatlng subject-matter knowledge. Adults, on the other'”
hand engage in learn1ng largely in response to pressures they o

d_-feel from current life problems. They hope to get some help
in dealing ‘more adequately Wlth s1tuatlons they are’ exper1enc1ng
ynow. Thelr tlme perSpectlve 1s one of 1mmed1ate app11Catlon,

5

and their orientation .to learn1ng 1s that of problem solv1ng. d

’-."'- . N
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.Youth tend to bedsubject—centered‘in their approach to
‘learning; adults are problem—centered; Knowles statess

1. Units/ of. learn1ng that are organlzed around

.. the 1ife problems of the learners will be
percelved as being more: relevant than units - -~
,organlzed by subject matter.- :

e

12,rPrograms based on 1nformaL10n .from the ] _
students about the problems.-tHey want. help e aw
,with are more llkely to be effectlve than
‘other programs. :

3. Descrlptlons of. 1earn1ng unlts that are‘a
problem oriented will be pércelved as being
"more relevant than those that are subject—
or1ented '

.
P

In- order to aid you . 1n comparlng the’ famlllar chlld-centered

‘learn1ng (we have all been to elementary school) to adult—f S

Q

centered learn1ng, ‘a comparatlve chart is 1ncluded at the

"end of th1s chapter.

_The follow1ng are najor prohlems ‘in adult learnlng, and some .
| echnlques for’ overcomlng these problems'* h |

? x1etx Most adults experlence some anx1ety in the c1assroom.
;Thls is often expressed as hOStlllty, refusal to 1nteract or

'a demand for attentlon.' S "'_,'.. I B PR :

Begin tra1n1ng w1th a "gettlng to know you" inter-
~ change. .Introduce yourself. Mention personal
" facts about your background and gualifications’ o
- (adults react.more. positively to qualified teachers). ..
‘Create ‘cohesiveness by encouraging interchange.’ :
~ Physical arrangements should be comfortable and -
promote 1nteractlon.- .

o -

¥

* Adapted from Gerontology Practltioner’Training'Manualz

“r . Basic: Aging; Gerontology Center, tThe Pennsylvania State .

University. » T
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Assure the group any contribution or. question ‘is

- _welcomé. Encourage participation with positive

- “reinforcement; react to comments and. questions ~
"in a positive waj;"éIgL‘FThét is7a"good“queStiOn o

because...." Never ignore.a comment Cr question, -
no matter how trite or, negative it might be. b
. - o . | .. =
Put yourself in the place of the students in
your group. ~Understand_ they come from diverse.
_backgrounds. ~Don't Fforce a relyctant one to « ¥ "
... participate. :por! t- become "impatient if you A
must repeat directiohs. T Tt '

Do not read material. - "Learn facts and use a
comfortable style of delivery. Be at ease,’ e
so that those you are trying to reach will also
be at ease.’ o ' o7

a

.

Cue redundantly; make ﬁSe of oral -and written
presentations.. -Write on the chalkboard as you
are saying the words. Encourage note taking.

*\Request,definitiqps'frbm the grqup; Avb;d jar-
gon except where-it is a necessary part of the
instruction. . S T

Do nétﬁdo all the*falking. Encourage the group

to’ verbalize concepts. - _

N

B

~

LFosteréséLf—di3cove:y. Encdurage»individual"
thinking and participation in the learning
‘situation.. = . - : :
Illustrate1Coﬁdépts by‘sharihg pefsonal‘experience"
that can serve.as.an example of the idea you are

trying to teach. : ) : .

- ' \. . . ) ] . . ' )

‘ Encpﬁradé_students tg\relate their experience .
to classroom concepts. e o

‘Whole-Part Learning.

‘Present the whole of .the training before the.
‘parts. Summarize what' the training will cover.

Distribute an outline so that adults. can relate .

each session to the outline. .\ . T T

'Know the general objectives.of the training and

familiarize yourself with specific objectives for
. - each session. Incorporate these opjedtives;intO'
- your delivery. ' A : = ' ' Coe

I "

-, 4 . vll 19
L}

f"J"'<V : :,'fA £;6 ‘ .;.-

»*p
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S
Goal Orientation.

f . . S
. Try ko understand the individual goals 'and exper-
~ ience of the trainges. . Encourage them to relateg .
- T concepts to'theirvsituatibns;--If,the training .
- ~ lacks interest or/is not meeting the students' . .
goals, they will often withdraw from;the'learning :
situation,” either physically or mentally. e N

4

of Motivation. ' . .o T o

: Traifing must hold the stggints"interest‘if they
; : are to be motivated to learh. . Encourage‘-them to
take an active role,'and orient the training to
thkir needs. . - - :

i ) . g
; /

i v
A @ . .
A

7At this point, let's reﬁiéw. What does all this mean tb'ydb.

as inservice trainexr? What can you do to aid learning in

/ your nursing home? -

o

. 'In order to maximize your teaching experiencés, build upon
the positive variables that exist: e

1.-nConneétn’with‘your'studentS‘as:adults.»

5. Build upon the team spirit and.relate all the
instructional experiences back ‘to the patient/’
" -residents. . o ' : o

3. Allow ydurself'to learn from your students,
% | for they have skills -and know. .edge to share .
.- with you and their peers.. T e
. ; ) _ = EE | . L

‘4. Remember, that all of your- students have other /
responsibilities, so organize your presentation
‘carefﬁlly'and”efficieﬂtly. Use their time

~ ‘wisely.. = - A ' ' o

k]

Simultaneously, keep.the.follo&ing jdeas in mind when you are

working wiﬁh'adult learners:' - o ",“

37




:educatlon, Oor even learning new ideas. They

v
“ LY o -
~o

It has been a\long time since some of your
students have attended a class. 'Assume that
they feel some uneasiness and insecurity.

Their feelings could stop them from listening
and - 1earn1ng new skills., ° It : is’ critical that °
you state clearly from the onset of each class

* the spe01flc objectives for. the session and

exactly what. will be expected of, .them.. Durlng
orientation, you may.want to glve each new

employee a copy of the specific competen01es.~' .
as they appear in the Skills Checkllst e

Remember, some of your- students may: have a
negative "mind set” or ideas about classes,

.
R

may, associate your classes with past experiences

- that.may have been based on failure. Typical ,Z;

thoughts that these students may have are.'
"This is stupid. A Why do I have to. be. hereﬂ
"What does this have to do with my ]Ob’"""Wlll
I lose.my job if I don't do well in this class?"

-

‘Tune in to those unsaid statements. ' Rephrase

the statements .positively, e.g., "How do you .
think this could help employees on the ]Ob?" : =

Some of . your students may wWorry ‘about look1ng ‘
foolish in front cf their peers. Also,. they 'v_-$ ‘
may sense some competition with their peers. i
One technique to use if-you sense that some of |
your -students are fearful of competing-is.to
involve all learners in plannlng and instruc-
tlon.' S o _ S
ReCOgnlze and apprec1ate that each. part1c1pant
is unique and has his/her own learn1ng style.
For example, some students may prefer reading
information for themselves rather than att nd1ng
your sessions; they may be 1ndependent 1earners.
Some students may learn better by .discussing
information with co—workers,tthey may be col-
laborative 1earners. Some students may . ‘be-

[

- motivated to learn by sheer competltlon, you

may have to create a "rewards” system for .these - -
. students that has positive .consequences for all . °°

involved. In time you will be able to sense
what makes your_students "tick." You w1ll see

' . that there are general patterns of 1earn1ng ‘styles

and you 'will have an array ©of teach1ng ‘methods
to meet. the individual ‘needs’ and the needs of -
your fa0111ty. L. /‘ i -

/
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‘How do you -"m'anahge a group? ‘

The most well-prepared lesson w1ll never reach 1ts full poten~
tial unless the tralner .can effectlvely manage hlS group of
kstudents. Group control is not manlpulatlve or autocratic
dom1natlon.- Rather, it 1nvolves managlng a group of students
_to pr0v1de an efflclent atmosphere for learning. -
o | . d /
Effectlve management 1s Crltlcal to effectlve ins ructlon.
Studles suggest there is ‘a relatlonshlp between. ralners'

who are effectlve classroom.managers and studeq S who achleve

well and have. good att1tudes about learn1ng. / B .
' - o , / .

._' ) o o ’,1J .
No one “best“ approach to classroom management and group

control has been found. In this- chapter we w1ll look at a

few problems adult learners may have in the classroom, along

-

with several suggestlons for effectlve %roup control.
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. : 2 _
Each of us haspa fundamental need to Feel worthwhile and to

helong._.If a studenk‘iﬂ rustrated 1n fulfllllng his neeas
1n socially acceptable w8, he w111 behave 1nanpropr1ately"
by-seeklng attentlon, seeklng power, aeeklng hevenge& and/or
’shealng 1na6equacy or helplessness. tn adult’ 1earners,
ﬂthese behaviors show up in a varlety of ways, e. g.,'sleepingv‘

in c1ass, argulng p01nts1 not 11sten1ng, and asklng antagon~

istic questions. ' _' .f N

-_Probiems in: the classroom are’ also.related to group. inter-=
action.' Several p*oblems pertalnlng to adult 1earn1ng have
been 1dent1f1ed~ 1ahk of unlty, 1gnor1ng establlshed norms;
negatzve reactlons to 1nd1v1duals- dlstrdctlon or stopplng
wqur'resistance to trainer, resistance to change in worklng‘

“environmenﬁ;*;_ Examples'of these behav1qrs 1nclude taklng
sides, taikativejbehavio;, ridicule’of-a gf9ﬁp member, and

hostile and aggressive attitudes. .

In 11ght of these potenr ally dlsruptlve classroom 51tuat10ns,
.tralners need to have .a good understandlng\of a group control

’and how to use it. to make 1earn1ng more. effectlve.




The following methods of group cont¥ol* .are not the best:

1. Authoritarian. .Views classroom management as

- -~cgntrolling the 'student. -Trainer establishes
and maintains order in the classroom. while he
domlnates students.. An inhumane approach.

2 Perm1551ve A 1alssez-fa1re attltude prevails.
‘Trainer maximizes student freedom by letting
the students do what they want to do, when they.
‘want to do it. . An unrealistic approach.

,An effectlve tralner w1ll want to 1ncorporate varlousv;
.characterlstlcs of effectlve teachlng and learnlng 1nto an -

"overall plcture of classroom management The follow1ng sug-
gestlons w1ll help the ‘trainer 1ncrease the effectlveness of

'learnlng whlle controlllng the group in a reallstlc and adult
way. - S o L

1. Build 1nterpersonal relatlonshlps.'

. o ,
2. Be genulne, a real person with whom the stu—"
' dents can relate.

3. Accept the student as trustworthv. Show con-— '
- fidence in hlS ablllty. - o

-

4.,Understand the student from his polnt of view. \\
~. Be.aware.of his feellngs. A N

- ,

5. If a dlfflculty comes up, talk to the situation .
: " rather than to the student's personallty or )
v _chdracter.~ _— ¥ , , R

. ] 6. AVOld'sarcasm, preaching and nagging.
7. Use, apprec1at1Ve pralse.

8. Encourage .students: to express their 1deas'
and feelings. . :

9, Avoid demands and commands.

.10. Establlsh a democratlc classroom through regular,
- frank dlscu551ons that foster mutual trust.

* ‘Material adapted ‘from Cooper, ‘James et al, Clas sroom
ing Skills, Lexrngton, MA: D-C. Heath and Company,:

\)‘ | - - .. - | . . L '1.[’ - . ) ‘-f ;43 | ) \ L
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,The following have been identified as characferistics of

£

effective classroom management: - ' .o

.1, Expectations are individual predictions of how
.. Self and others will behave in a group setting.
They influence the relationship between’the
trainer and the student. - In an effective class~
room, expectations are/accurate,‘realistic, and

clearly ﬁnderstood.: ‘ _—

2."Leadershﬂp involves the behaviors that lead a
group to its objectives. In an effective class-’
room’ both students and trainer. show leadership

' behaviors& Leadership functions should be . well -
distributed, and all group members should feel

‘self-worth in working together. Students:who
share leadership responsibility with the trainer
are more likely to- be responsible for their own

- pehavior. | The effective trainer creates a climate
in which students can-be leaders. ' o :

-
<

3. Attraction refers to the friendship patterns in

! the classroom group. - The effective trainer
fosters interpersonal relationships among. group
members. . ' L S o

4. Norms are shared expectations of how group mem-=
- bers should think, feel and behave. They ‘provide

a frame of reference to.guide the students” '

-pehaviors. ‘The group regulates behgvior.by ex-"

erting pressure on members to adhere to-the norms.

The effective trainer helps the group set up '

_productive dorms. . !

5. Communication means the receiver, correctly. inter—
prets the message the sender inténds to deliver.
The effective trainer opens Chanﬂgls of commun-
jcation so all students express - their thoughts
and feelings:freely. S _i\.\_

6.'Cohesiveness;émphasizes the individual's rela-
Tionship to the group as a whole. -The effective
trainer encourages cohesivéness through promoting
the previously discussed properties, thus making

group membership both att;act1Verandisdtisfying,

; | | o -
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Understanding why people ‘behave the way theyedd can help'

" make a so-so‘training.session‘an"effective one. Consider
athese“cbmmon group management problems‘and the suggestions
-for the1r ellmlnatlon. _— .

1. Av01dance of ‘the task. Frequently -when a group

//// - .- dodges the main issue, somethlng is keeplng the
members from real work. They may fear the size.

and consequences of the main problem; feel inad-
. equate -to deal with the°issue; lack the desire to

- . work hard; feel hostility toward the leader; or

43

o fear the consequences of making a decision. The - .:

trainer might suggest that members cease their
flight from the major issues and discuss instead
why they are avoiding the task. Members begin
to take respon51b111ty for their own behavior.

“2. Members' 1mpat1ence with eaéh other. When a '
group is on edge, members speak more vehemently,
and subtle personal attacks creegp in. Possible
causes include the group's dlssatlsfactlon with
itself and resentment toward-the leader.- The
group should be urged to tackle the basic 1ssue
troubllng it.

3. Ideas attacked before fully expressed State="
‘ments frequently are attacked before the speaker .-
has finished. Every suggestion is viewed as
impractical. ' No one listens- fully tp others.
Cliques :are formed. If emotions'are high, the
ledder may sudggest . that at least a speaker
-should be asked if he is finished and if he feels
he has been heard. The leader may also suggest -
that each member, before responding to the
previous member, paraphrase what the prev1ous -
member sald :

4. Inactlve llstenlng. Body language gives lots of
clues. Members may be yawning with boredom or
leaning" forward intently, waiting to break in
with their own contributions. Facial expressions
may. signal danger. Trainers may find out that
when they are actively listening, other. members
of the group will follow suit.. .

- .



’

'Thorough pLannlng is no guarantee that a- ho—hum tra1n1ng

'sess1on Wlll metamorphose 1nto a stlmulatlng one, but it W111

:glve the tra1ner a d1rectlon and an’ outllne ‘that' could spell
' the dlfference between being borlng or be1ng benef1c1al

_Plannlng is, in short, the essent1al Sklll in. tralnlng because

1t 1ncorporates all areas——from developlng behav1oral objectlves,h
‘to assess1ng students needs, to evaluatlng course materlal

Some tra1ners look upon plannlng as drudgery, Others view it

. as a teach1ng ‘aid and an 1nValuable organizationai boon. In ‘i

the next’ few chapters, we W111’1ook at the:advantages of-plan;

ning and the ways it can be used'tovimprove the effectiveness |
o . e ® : . .

of a trainer's presentation of a lesson..

Teachlng is llke a glant crossword puzzle. ‘With time, trial

and error, and. patlence, the major pieces f1t together to form v¥4f

45
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a whole{ There are many trainlng,models,_;Most-og them have
the same essential elements. We like to,miew'these-steps of

_plannlng and tralnlng as c1rcular and. never endlng..

needs.
analysis

instructio.al
content

revision

goals,
objectives

evaluation

delivery
system

N

[} :

Needs analys1s is the process which enables the trainer. to

determlne where performance d1screpan01es ex1st .The prooess .
of needs analys1s is detailed 1n Chapter 7.- Bas1cally, thls
process can be represented by the formula:

.

N : - Desired level‘p o Actual '.= Trainingj
o - of performance performance . needed

The next step 1s determlnlng anstructlonal content. Theh
tra1ner must dec1de what knowledge, Skllls, ‘and attltudes

employees must acqulre in. order to perform the1r jObS accordlng




to minimum standards.,'This'process can best be accompllshed

Dl

in one of the follow1ng ways.*

.

1. Rev1ew1ng job descrlptlons. ' f‘ ;d

2. Discussing the problem with appropriate
' -department head (s) and employees.

. 3.-Read1ng pertinent llterature related to'
: the problem

4. Observing employees4-when%feasible4tho
have the. training need : .

-

..’5. Having employees——when feas1ble—-keep a?
diary of their job actlvrﬁles.' s

o >

-

'The next step in the pipcess ‘1s to wrlte the goals ‘and objec-

t1ves,for the tra1n1ng. ThlS process is essent1al.' Chapter

q

'8 details how to write objectives.

©

. -

The next step is to dec1de on the 1nstructlonal dellvery sys-—
-tem. There are-many methods for conveylng content to learners.

Chapters 9-15 descrlbe-many,of‘these methods._

i . . - .
(\\ .. : °

: - . . - .
\ ; ) . . L

“

- Next, ‘trainer must evaluate h1s program. EvaluatiOn of
vlearn1ng is an, essent1al key to plannlng (Chapter 16):;. It

tells you 1f~you have 1ndeed ach1eved your goals.. At th1s

p01nt the 1nserv1ce tra1ner w1ll want to elther contlnue the
programs as they are, d1scont1nue the program and start over, )

’or revise the program by keeplng wha+ works and red01ng what

doesn t work

.

* Truelove, J. W and Llnton; C ‘B., Hospltal—Based Edutatlon,
'New York NY Arco Publlshlng, Inc.,’ 1980..e,' R A B

TR - ./v
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lPlanning for teachlng is a flexible process. There.isfan'

. . : .o oo T ‘
interdependence among the'parts;' DeCisions'relating“tofone
hpart can and w1ll affect the others.flldeally you“should'
.start w1th the needs analysis (Chapter 7) but 1n reallty .
you may not be able to.. Start w1th whatever element.you can'
'and move backwards and forwards untll you have cons1dered
gall the’elements._ Then rework, revise. Plannlng for teach1ng
is a constant process. -

i
N

‘The rema1nder of this chapter conta1ns several areas of con-

N

s1deratlon in plannlng._ They are. not necessarlly in order

but they are cons1deratlons and concerns Wthh must be thought

~ through during themplanning phase. Flrst let's look at plans.*

, 'Plans are- not made to be broken-—just rev1sed 'One argument
that Some teachers glve for not wr1t1ng lesson plans 1s that

they want to feel free to react spontaneously aswlnstructlonal

N

‘opportunltles come up. The results of ‘a Callfornla study show,
however, that few teachers actually made drastlc changes in.
-thelr planned lessons once they were underway, regardless of
whether the orlglnal plans were written out in- detall or
.mental notes.z Teachers d1d make adjustments 1n the1r plans——

- mostly small procedural-reflnements. A :-"'_ | .

9
| — ‘ - . . : -

.+ * Material adapted from Cooper, J. M., et al Classroom _
.Peaching Skills: * A Handbook, Lex1ngton, MA:  D.C. Heath and

~ Company, 1977. -
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‘makes the tra1ner and students slaves to a s1ngle frame of~

referencez o P S : o

\\'
Good plans are often shared. Many plans are avallable in

,currlculum guldellnes and prepared materlals.; (The resource,

-:llst at. the end of this manual- prOV1des several sources. ) T.“*

There is value in looklng ‘back at good plans used prev1ouslyb -

- Teachers, say good plans could and should be reused but that

doesn' t mean a lesson should be repeated in 1ts or1g1nal

form. -

Do planners make better teachers° ~The california study

mentloned earller looked for relatlonshlps between the kinds

°

| of plannlng teachers d1d and the average amount of learnlng

o

their studentS'achleved in ‘special twofweek unlts. No 51mple

.relatlonships were found. We do'not know what a bettervplan,:'
‘is, in terms of student learnlng, except for the fact that S

-teachers whose - students learned more made fewer general state-.

ments in thelr’lesson plans. That is, the1r statements tended

i >
. . i < . \ ’ X .
to be specific. S . S , _ L R -

' The process of plannlng'beglns when a teacher or. tralner”deter—'

m1nes what major ‘ideas or dlmenslons he w1shes to emphaslze<

-oVer a selected perlod of tlme..- All avallable 1nstructlonal

' materlals should be gathered and rev1ewed at th1s tlme. Re-

lylng on a 51ngle text or reference is not a good 1dea, it

°

.. a

\ * L

’ * Materlal adapted from Hoover, K.H., College Teachlng Todax.,

A Handbook for Postsecondary. Instructlon, Boston- “Allyn & - o
Bacon, Inc., 1980. . _ . _ o
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Once the tra1ner comes up W1th several broad 1deas or concepts-

for the tra1n1ng sess1on, he should g1ve students a chance to

.0

rev1ew those concepts and offer suggestlons. Involving the

l .
’ students in th1s phase of plann1ng\can motivate them to learn. o

¢

From these general concépts evolves a teachrng unlt——a cpec1f1c
plan of action for the learn1ng sess1ons. A content~out11ne

‘is he1pfu1 here, it should be detalled enough to 1nd1cate

|
p01nts of empha51s. The tralner can, use th1s out11ne as the

_ bas1s for developlng 1earn1ng objectlves.

e . -
- . . : Y

The plan should be wrltten down. The best plan is one that

/ : o

everyone can se€ and follow. Two lesson plans are 1ncluded

at the end of th1s chapter to. help you develop a system of

wrftrng your plans. '
\ . - : . v - - .
\ - . : o

' : : : . - . ,(

.. . . o o ' o

-Advantages-. \ : o . ‘ iy
\ | _ L ' ) i o
Plannlng can help 1n these ways.~ ‘ o L
A . ) ‘ . . 'L“A/' i
’ LN
1. Prov1des a. bas1c course structure around wh1ch
spec1f1c class’ act1V1t1es can be organlzed

v K [
- 2. Tralner can 1ntegrate the bas1c course concepts
into* various teach1ng experlences.

o

3, Lets the tralner take a long range - look at the
- learning sess1ons ‘and. develop prlorltles An

advance.

4. Best technlque for breaklng teachers away from o
ltradltJ.onal‘ textbook teachlng. . L _ / S

5, Learnlng will be more effectlve when behav1ora1
outqomes are emphas1zed. '

/
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' leltatlons ': R . ’

The results of too much plannlng can be that:

1. A teacher may ‘become a slave to. hlS plans.

e - 0]

_ 2./Excess1ve plannlng may promote an authorltarlan FE
I classroom s1tuatlon.. . o S

“©

3. It may ignore the changlng needs of students.

_4,“It'may become a mere outllne of textbook materlals. "e
5. It takes time and is usually 1mpract1cal to plan
‘more than a few days in advance of the lesson.

« . . (N N
— . - = o . E 0

In summary, planning decisions will be both simple and _T,jﬁ
complex; both~long—range and shdrt—term; But the basic/pointsyi

kY

-,remaln the same.

‘e

| | | | »W. I
‘1. Make the learner an active part1c1pant in the
teachlng—learnlng experiences.: . '
e ot /
2 Prov1de expllc1t d1rectlons for all learnlng
- . A experlences.- : :

3V Proceed from s1mple to complex act1v1t1es.

2054, Assess the " learner s prlor knowledge (pretest
) when appllcable) : A a

e »

_ [ .

3. Show relevancy,of”learnlng to the jOb s1tuatlon.

6. Incorpofate frequent practlce sess1ons ‘as’ part
of the learnlng act1v1t1es. -

r
v

'7._Utlllze a varlety of the/1nd1V1dual s senses in
learning. activities (seelng, dolng, hearlng,/
speaklng, wrltlng, etc ) S [ .%\

» . ) .
8, Start from where the learner 1s——eduJatlonally 3 :
and experlentlally——and proceed accordlngly.\:x ; '

9, Monitor the learner's progress and prov1de hlm :
ox her w1th 1mmed1ate feedback : o

10. Utlllze approprlate teachlng methods and media -
for max1mum 1nstructlonal effectlveness.-f :
.I,

3

oot
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+ COURSE: MwmnmnmPumMCne'Cm% Mhmemmes Mmrlmﬁhf‘

SR ,FACILITY Inservrce classroom MEDIA Large thermometer chart, 1nserv1ce dummy o

' EQUIPMENT Thermometers (oral/rectal), cotton, alcohol pencrls, paper
» OBJ'ECTIVES“‘""‘*‘“*“““‘*'*'couTEuT““'*""“' o LEARNING Acurvrrras | ""EVALUATION‘

' 9, gq\?”,. PRI o h S ‘ . o
Students will be able Importance of = - State.objectives; - 5-jtem paper test,
tto choose correct temperature: when,  short lecture and v S

~ type of thermometer . where, why, how. . dempnstration SR L

",‘ ',(oral/rectdl) . i
Students will be - *_procedure for ._Demdnstration. - Student demonstra-
. - .ableto demonstrate care: storage,” L - tion
/, proper care of . handling, cleaning I,," | L |
o ‘-,thermometer o ‘,nt, LT
| Students il be . Procedure for . 'Demonstratron . - Student demonstra- I\
- able to take oral . oral temperature i (student volunteer‘ o ~ tion, using’ another r,¢g§
| temperature, using . T . R 'student I o
o correct procedures | L o : Lo
. R R PR
e Students will be . Procedure for- Demonstration - \U - Student demonstra--
~ ‘able to take rectal rectal tempera- (dummy)< \\ ' tlony using dupmy
| temperature, using. -ture , o Vool
- gorrect procedures. .0 o -

;':‘Students will be © . Procedure for. E,T Lecture . 10-iten paper test - :
wi . dble to record B recordrng o (thermometer chart) L v;;f“”h:f’ufjﬁs-lup?f
53 | ‘temperature correctly | \ ' - . LT

, | L -
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- How de you do a needs assessment?

Needs analys1s is a process of deflnlng the des1red outcomes‘
of altralnlng program » It 1s a loglcal problem solv1ng tool
used to spechy what the content of tralnlng should be and

T what uralnees ‘should be able to do.

The basic quéstlon of a needs analysrs 1s- Does the employee

know how to meet. the performance standards for the job he'is

I

' to pertorm?; If the answer to the questlon is_ yes, then no

!

traininb is needed. However HE the answer is no, then t1a1n-

ing is needed. . Y

. : . : \ : .
Sometlmes the answer to :the questlon rs yes, but the employee,
' . 1~for a: varlety of reasons, dpes not perform h1s job. . Thls is

¢

not a training problem; it'J“’a management Problem. Inserv1ce{;
.,may help to. allev1ate these kinds ,0of pfﬁblems w1th PrOgram////

dealing w1th feellngs and management/employee relatlons, but
: |

1nserv1ce alone cannot solve it. L o \

A

! ’ ] 1
' . ’ . AR Rh . 53 . "~ e T s ! .
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Training needs were def1ned in the chapter on plannlng as:

ki

.desmred _ actual "f'= tralnlng I
performance ~ performance | need
Th1s ‘is a ba51c d1screpanc§/model The firSt'step is to )

, Ldentlfy the des1red levels of employee performance. This

!

. | .
can be accompllshed 7n a varlety of ways._ The secs.l step is
to. measure actual performance. If there is a d1fference be- ;

g tween the des1red level and the actual 1eve1 then adjustments
’ /
in performance must/be made.

S

; 3
i

J

l

Once 1t is agreed that there is a d1screpancy between existing'

performance and des1red performance, there are several ways o

"‘*-—\_
- —~

of reduc1ng the dlscrepancy These are¥: ' : j;“
l Tralnlng people. Those involved learn new’
Hehaviors, skills, and attltudes, and change
ones that ex1st . f :

2. Changlng env1ronmenta1 condltlons. "Rearrange:‘
Mmaterials or equlpment, Telocate, acquire
dlfferent systems, change personnel

\ I o

—— - - ’ ) ‘\\.
'3, Redefining values.- Change expectatlons, goals, ke
policies, or prlor1t1es, so that existing e
cond#tlons fa11 w1th1n tolerances. i Y

e

i _ .
z ‘ SN

AN

Tralnlng is not always the best solutlon._ It must be,

'e,determlned tPat Fralnlng can solve the problem: before the

I

inservice tralnFr continues through the plannlng steps. '\\

S ) |‘\ / o . . \
Let®s look at an example.‘.}/' . - R \\§
| ‘;//f . " ) “. ‘ "
*. Loughary,/; W. rand Hopson, B#, Producing Workshops, Seminars
Short Courses:. A Trainer's. Handbook, Chicago. Follett Pub-

‘1ishing Co., 1979.
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The Dlrector of Nurses has been able to persuade the
.-Admlnlstrator of a nurs1ng home that the ratlo of: a1des to’
pat1ents on the afternoon sh1ft needs to be 1ncreased ThlS
will. enabHe the schedule of pat1ent care. act1v1tres'(e g.,
baths) to be more flex1ble.~ That is, 1t will no longer be
‘necessary fox the 7-3 shift to complete all the rout1ne
V_patient care now requlred. This has worked well for the’
morning shift, ,since they were contlnually overloaded and ;
unable to complete asslgned duties. It also fits: well w1th
the Social Act1v1t1es D1rector s schedule, since some of the;
‘mornlng hours could not be utlllzed for- patlent act1v1t1es.
There have ‘been many complalnts from the enlarged afternoon
Shlft however, that patients’ naps and favorlte telev1s1on
‘programs, plus regular bedtlme routines, still prohlblt ’
'absorb1ng the extra duties ass1gned (The afternoon aides
percelve these extra duties as unnecessarlly tlmehconsumlng”
and burdensome. )’_Relatlves, too, have been oojectlng to |

\
‘flndlnq pat1ents 1nvolved in care procedures at hours when

they prefer to visit.

v

The solutions to this problemhmay be:.

1. Tralnlng people. The afternoon aides may _need

- ~ to review_ certain patient care activities that

S _they have not been prev1ously respons1ble for.,

\ C 2. Changlng env1ronmental condltlon : Some re—\f\\\\\

: : scheduling of staff has occurred and the ' _
. greatér flex1blllty in patient care act1v1t1es \\\\
N has resulted in more:effective use of the= : <

' facilities, i.e., fewer ‘residents belng bathed

in one time span. Therefore, ‘bathing is more
elaxed and can be a pleasurable act1v1ty.
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3. Redeflnlnq values. Training will include - ,
attitudinal material aimed at emphasizing o o
that excellent patient care is the gocal ’
of the facility and should be flexible
to meet the needs of pat1ents,‘not those
of staff and famlly

14
3

‘This problem, then, can be solved throuoh training. The
tra1n1ng d1rector can schedule a program Wthh may lnclude.
(a) rev1ew .and practlce of patient care act1v1t1es, and/or

(b) a simulation of'patlent care activities ;n_whlch emphasis _
is placed on the patients'’ social-and'psychological'needs.

e

Once it has been de01ded that a tralnlng need does ex1st,
~the trainer should look at the level of need There.are
_ varlous levels of tralnlng needs. Mlcro needs 1nvolve o
one person. Macro needs are organlzatlon-w1de training needs.
oMacro'training needs are hloh prlorlty needs that demand
continuous priority. They can be establlshed within an.on-
golng, continuous system and 1n many ways, ‘run themselves.'
Micro needs are 1nd1v1dual\needs. They are ones that may

be dealt w1th in-one se551on on a one-to—one bas1s. o

i

- L . '

.For example, a nurse on W1ng "two may notlce one of the a1des
. lifting and transferrlng pat1ents 1ncorrectly. -As 1nserv1ce'

tralner, you would demonstrate th@ correct procedure to

L= e

ythat aide and follow through with rev1ew and practlce untll

- the a1de could perform the procedures correctly This would o

be a micro tra1n1ng. Orlentatlon is ‘a macro tralnlng need
R ,

because all employees need to be acqualnted ‘'with the pollclest:

"“ ‘:}-‘ ;:j; B . ) | 58
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and procedures of -the fac111ty -Orientation can beAstructured

to’ 1nstruct all new employees w1th1n a glven t1me perlod

,(perhaps every two weeks)—about the p011c1es.

aMeasurement 1s curc1al in the needs analys1s process.

Measurement can be used to determlne both des1red level of

employee performance and current 1evel of performance. All - | "l_

|
’
H i

measurement is gatherlng data. Baqlcally, measurement is

'the observation of behav1or on a formal or an 1nformal bas1s.

Data concerning training needs can come . from a variety of-

sources."Some of these sources are:

’

-promotlons o ; new equipment
transfers - new-: procedures ‘ \ i P
appraisals - changes in regulatlons, standards ]
accidents ' .~ new policies
quality control . . key requests, reports
grievances : supervisors -
new positions : employees
special as51gnments_ residents ]
job descriptions families
. cross-qualification new trends in the nurs1ng home .

\ of employees = - field . 3 i

e

The trainer can also use a varlety of methods for measur1ng.

_Some of thse methods are 1nterv1ews, questlonnalres, jOb

A

analysis, records and reports, tests, and group analys1s

procedures. The chart on the follow1ng .page ‘lists some of

-+

the advantages and dAsadvantages of these methods.




VETHODS OF DETERMINING NEEDS -

© “METHOD , - ADVANTAGES - LIMITATIONS . DO'S AND DONT'S
Interview ., Reveals feelings, - - Is timé-consuming, = . Pretesf and revise inter-
| “causes and possible - 50 can reach rela-. view qdestions as needed.
S .'solutions of problems - tivelyrfew people.
! et as well as facts. a Be sure‘rnterV1ewer can
! . S Results may be and does listen, doesn't
| ~ Afford maximum oppor- . difficult to quantrfy judge responses. .,

tunity for free | L -
'expre551on of opinion, Can-make subject feel Do not use to interpret,:
giving of suggestions, he is "on the spot." sell, or educate.-

Questionnaire Can reach many people  Little proviSien for - Pretest’ and revise ques-

in short time, = free expression of tions and form as needed
. o . unanticipated respon-
Is relatively. inexpen- ses. - Offer and safeguard
~ sive. o R anonymrty S
T + May'be difficult to . - ' o
Gives opportunity of construct- N - Us only 1f prepared to ‘_jﬂ,f
expression without * report findings (both

- fear or embarrassment. - Has llmlted effective- fayorable and unfavorable)
L | " ness in getting at*  -and do something about”
Yields data easily causes of problems and them. )

| summarlzed and reported, possible solutlons |

o - - I., R (continued); L -

: 611}
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- METHOD

Job Analysis

and

. Performance

Review

Records and

~ Reports Stady

. Provide excellent

~ ADVANTAGES

Produces specific and

‘precise information
- about Jjobs, performance.

Is directly tied to
actual jobs and to
on-the~job performance,

Breaks job into seg~ -
ments manageable both
for training and for:
appraisal purposes,

Time—consuming,

 LIMITATIONS

|

D1ff1cult for people

not spe01f1cally
trained in job . -
analysls\technlques.

L

SuperV1sors often

‘dislike reviewing
employees, inadequa-~"

~DO'S AND DONT'S .
- / U

. ¢ Brush up on job anaiysis*'

techniques; arrange spe-~

" cial training for those
‘vho are to do it,

Be' sure analysis is of
current job and current
performance.

Rev1ew with employees“

* cles with|them,
.personally;,mh\

hoth analysis of job, and
aappraisal of performance.

Reveals tra1n1ng needs
of 1nd1V1duals but not

. those based on needs

clues to trouble spofs.

‘Provide best objeotive

evidence of results of

. problems.

officials.

" Are usually of concern

to and easily under-
stood by operatlng

of organization.

R Do not shoy causes of Use as s checks and clues,
problens, or\pos31ble in combination with other

solutlons "{ ' o methods

May not prov1de

enough cases’ (e g,

qrievances) to be S
meanlngful f o S

May not.refleof -

current situation,
recent changes,

(continued) 0
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* METHOD AVAVTAGES . . LINTTATIONS - DO'S AND DONTIS |

Tegts . Are-useful as diag-  Tests validated for  Know what test.measures.
~ hostic tools to " ° many specific situa- Be sure it is yorth mea-
.1dent1fy specrflc tions often not . suring. here.. Apply ;.'~.‘
areas. of deflclencles. available, Tests  'results only to factors’
) validated elsewhere for Wthh test s good.
Helpful in selectlng _may prove invalid in'
from ampng potentral ~Tew srtuatlons.  Don't use tests to take .
trainees those who ~+ blame for difficult or
can most profrtably | Results give'cluesf unpgpular decrslons which -
. he tralned e are not conclusive, management should make. -
\ .~ Tests are second-best S T
: Results are. easy to  evidence in relation -
compare and report. =« to job performance. |
Group Problem Same as for interview, Is trme—consumrng and Do not promlse or expect
aalysis -~ plus: S S 1n1t1ally expensrve qurck results. .
Permits synthesis of - f.Stperv1sors and . Start with problem known

| dlfferent.vrewpornts. - executives may feel to be of concern to group
- too. busy to partici- |
o ,Promotes general under— pate, want work done " Identify all problems of -

- standing and agreement. - for them, = . slgnrflcant concern to -
o A . group. -
Builds support for . -‘Results may be dlffl- ¥
 needed training. = cult to quantlfy. . Let group make own anal~
: N | R ys1s, set own prlorrtres.'
© Is in 1tself good | . | | o
tra1n1ng ‘

Aruitoxt provided by Eic: . .
. . + |
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: Let's look. at an example of a needs analysls questlonnalre'
— ) ] 7
.Directions;- Please rate each.of you a;des on the :
: ' follow1ng tasks.. // oy
, "'- I —?erforms | L
S N - very B ° . Performs
Task | Cwell - - - poorly
| L - 1 2 3 .44 5
| 1. Choose correct type of ./ o T Y
. thermometer  (rectal/oral)’. / T SR A 8
" T - L T
2, Observe proper care of AR A : ' -
thermometer. . \ ‘ T
3. Take an oral temperaturé, . b ‘ .
. " using correct procedures. ;;,'__' -
4. Take a rectal temperature, ‘ T
-\ using correct procedures.; // S
, o -
5. Record temperature\correctly; / ;;,;; o
o . . ) -/ ' ) - .
.

The "head nurse on one of the w%ngs Fated gwzue of her aides’

in the following manner: \ o \ J ' )
. : , /]

e : \

- /

<. .“/.‘ x_" ~‘I' ! ’ . - K
Tasks - | /L“"f“‘ Number of responses
s .1 2.3 4 5

| |
1. Choose correcfffype of , to o
: thermometer (rectal/oral) -[_ o 10 . 2 'MO\ "0 0 .
2. Observe proper care-of V'vi{ -
-<thermometer. . A \1
s | o
\ 3, Take an oral temperature, ||
" 'using correct procedures. %
E
\
|

4, Take a rectal temperature,
R u51ng correct procedures.

"SW Record temperature correctlxﬁ" 4 3, 2 3 0
: - |° ,
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'Now, what does thls mean for the inserv1ce tralner? QbVLously,‘
tasks 1, 2, anﬁ 3 are belng performed well Task 4 cduld useg -
some review during the’ next ”nserv1ce.; Task 5 is a high | ;
prlorlty. Tralnlng on recoﬁ21ng temperatures correctly needsl
to be impLemented,1mmed1ate}y.\- - t'u 'd .' - f

. ~ ; o /A : o
In summary, needs analys}s 1swan essentlal part of the ptannlng

~ process. Througb needs analy51s, the tralner can determlne

" who needs tralnlnq, what level of- tralnlng is needed, and wh

|
[ SRR AP S o
. the content of the tralnlng should 1nclude. R -
o | " . .
i R N ' o o h
. o ' f\‘ ’ i . - - ;
o L j L
. " ' . ! ’ ‘\.' 'l l‘ . . "
o /,/" ' c/.am
\ s “ "‘ '
\ - ‘ o y s " i
\ ' ' . P .
N S . g
\‘ R ] 1 i .[_ t E
. ‘\\ . l -
\ sooorn | ’
N |
I P o
b / -
.o o -
f . l\ w\‘ ’ 67 it K
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What is the 1mportance of .
e R wrltmg obgec:twes‘7

v

: -0
v M .
. 5.

A teachlng plan that does not focus/on one or more 1nstruc—‘

“tional objectives 1s,,at best, dlrectlonless. Wlthout a '/

1, ;
s, -/

"spec*flc goal or objectlve in’ m1nd artralner w1ll flnd'hlmf

a

" del’f leadlng students up one educatlonal road and down the

/ ’ B !
ne%t, accompllshlng llttle and educatlng few. - A .
. . ] . R . P ~ ‘ . ! /'/ . 1

. . . N f
. Accordlng to Robert F. Mager, an objectlve is "an 1ntent
. /
communlcated by a statement descrlb%ng a proposed change in
’ -~v ! l
a learner, it is a statement of what the learner 1s to- be

A
|

‘“ llke when he has successfully completed a/learnlnb experlence..

o

i

The follow1ng are examples of acceptable learnlng objectlves.-°

By the end of the tralnlng peélod the learner will
be able-to wr1te three examples of how to communi- L

‘cate with restdents who need realltv orlentatlon e TR
therapy e T ) K »mﬁ////f
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" After hearing the lecture on changes in visuai-
processes and aging, the learner will be able
to list the changes that occur. IR

Thé student will be able to complete a client R
intake assessment from a taped interview. The : Y
lower limit of acceptable performance will be ) s

38 items answered correctly within an examina- -
tion period of 90 minutes. ' : -

.~ The student will be_ab19 to write a description
SR of the'stepS'involved in taking vital signs. B \

The student must be able to correctly name each
department within the facility and state the
basic function of .each. _ o '

— _—j“___
vajegtives,:therefore,-shoﬁldfreflect what thetstﬁdeht wilL_;
" do rather than what%the,teachef will do. '

Although deciding and wfiting.behavioral objectives can be
] R B - .\\‘ ) _ . B PR '_,_.-—/ -

a chore, the benefits are many:" v -.

Objectives form the frameworkjfor'any instruc-
tional program built-on a competency‘base,,i;g.,‘
where mastery of learning is -the desired outcome. .
Objectives inform learhers of wha%-Will be “re~
gquired®of them. . . .~ o ’
Objectives help ‘the plhnﬁér'tq think in spaiific
terms, and to organize and sequénce the . subject
matter. L o ‘ "
', Objectives indicate the type and exteat of L
““activities \that are required for successfully <
carrying out the learning. .. /. . . .
Objective§ pfovide a basis for evaluating both :
the learning and the effectiveness of the program.
, Objectives provide the best meané fpr- communica- :
_ting to others what is to be taught and learned. s
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: w4
“In other words, a wr1tten objectlve descrlbes a«pattern ofﬂ

/ L v-

change in behav1or—-that the learner. w111 achleve by part1->.'

\ behav1or--1t can be knowledge, degree of competence,,or a

-~

olpatlngyln the program. An objectlve motlvates the sthent

to learn. 1 . , I o /

. ¥
| ‘
““ . .

Learnlng requlres ‘active effort by the 1earner.” Thds Tall

objectlves must be stated in terms of act1V1t1es that w*ll\
. | b
best promote learnlng. They must also be stated 1n measur—

A’ . i
/ e

Caple terms. . [ -
/
, . . /
Objectives are not course descrlptlons, rather, they deflne

7z desired outoome;of a courst; Objectlves deflne goals, not

p : - ‘l’ 0 . e v
* - processes.. COns1der these ﬁ,o examples:

1, To be able to perfo the technique’ of
cardlo~pu1monary requCltatlon by the
end of the course._V

; 1nderstand the pr1nc1p1es of cardlo— j
A pllmonary resuscitation and to know -when
- to administer it. - /
: N ' J
e T ' . - A ‘ _ /
.The -first example is an objeot ve. It deﬁinFs a measurable
.y A |/
ablllfy the séudent should achleve. <The gecond example is .
o . ! . ‘]" ~ . -
too vague to be an objectlve, While many ﬂPudents may under-

\
1
: ;stand the pr1nc1p1es of cardlo-pd%monary resusc1tatlon, not.

)
. every student Ws guaranteed the aqillty to perform it unless

the traJner speflflcally states that result 1n an objectlve.
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) ~;:\ég\s\iést the trainér in developing learning objegtivea,

-~ or .in

rg

valuating objectives prepared by others, the follow-
ing key points have been aQaptéd_from Mager's book, Preparing

. . N . ‘*‘.
-—— Instructional Objectives.

&,

- INSTRUCTIONAL OBJECTIVES =~ . ——

.. ~7An instructional objective is a statement that
idescribes an. intended outcome® of instruciicn
' rather than a description or summary of content.

One characteristic of a usefully stated objective
is that it is stated in behavioral, or performance, .
terms -that describe what the learner will be doing
;when he demonstrates his achievement of the objec—
tive. o ' ' /

v C
An objective is meaningful to the extent that it
communicates an instructional intent to its ’
reader, and does so to the degree that it describes
or defines the terminal behavior expected of the
learner. ' B - R
L ‘ s s o
Terminal behavior is defined by: (a) identifying
and naming the observable act that will be accept-

. ed as evidence that the learner has achieved the
—— objective; (b) describing the conditions (givens,

- restrictions) necessary to exclude acts that will

. not be accepted as evidence that the lezrner has

‘achieved the objective. '

- The statement of objéctives.for'an entire program
of instruction will consist of several specific.
statements—--not one brox:, encompastinyg statement. -

The objective. that is most usefully stated is one .
that best communicates the instructional intent of
the person selecting thewobjectivef;d' :

L3

. ' * Mager, R.F.‘Prgpariggulnstrucfional Objectives (2nd ed.).
" 'palo Alto, CA: Fearon-Pitman Publishers, Inc., 1975.

7
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A statement of 1nstructlonal ob]ectlves is a collectlon of

\

words or symhuls descrlblng one of your educatlonal goalS\or

v

intents. Educatlonal 1ntents are outllned in the lesson

N

plan developed 1n the precedlng sectlon.

-

An objectlve will communicate your 1ntent to the degree you

‘ Ly

have descrlbed what the learner. w1ll be- d01ng when demonstrat-

'1ng an ach1evement and how you w1ll know when' he is d01ng it.

After wr1t1ng objectlves,6 _ways check: to see that it reflects o

4

what .the student w1ll be d01ng,_rather tnan what the cralner

w1ll_do., .

‘Po describe terminal behavior (what the learner will be doing) :
Identify and name the overall behavior act.

Define the important conditions under‘which'the behavior
is to occur (e.g., time llmlt) o '

Deflne the criterion of acceptable performance (e g..,
student must solve 16 of 20 problems correctly)

Write a separate statement. for each objective; the more state—

[t

ments you_have, the better_chance youew1ll_have of mak}ng your
intent clear. . | |

The next step is to .give each learner a copy of the objectlves.u
- Once you acqualnt the learner Wlth the objectlves, he/she can
partlclpate in the learnlng in. a responslble fashlon.‘ Know1ng
what is exéected:in the learning situaticn,‘learners can
mcnltdr their own progress ané reqdest;clarificatiqn,'repe— R

El

s
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<

2 : —_—

tltlon, or rev1W £, raterlal in 11ne with stated oojectlves.
In thlS mannery the 1earner becomes respons1ble for his/her

own;learning.

/"‘__ﬁ

Now that we have a brref descrlptlon of'instructional objece

?

tives, let's look at how you—-as a nurs1ng home tralnlng

coordinator--can use them in planning your programs.'

. Suppose you are deve10p1ng an 1nserV1ce for. nurse aldes in.

approprlate methods for taklng patlents 'v1tal s1gns. Remem-

_ber, your 1nstructlonal objettlves should descrlbe your edu— ;f
catlonal 1ntents (goals) . In thls case, you 1ntent is to
teach aldes technlques for taklng Vital signs, includrng,orait'
.temperature, rectal temperature,‘pulse, resplratlon,_and
'blook-pressure.v Slnce objectlves should descrlbe what the
'learner w1ll be doing.when demonstratlng hls/hen»achlevement
of thlS goal, you w1ll need to descrlbe such behaV1or. As
prev1ously mentloned, the descrlptlon w1ll need to be rn

terms of (l) the behavlor itself, (2) “the conditions under

3
which the behav1or is +o occur, and (3) the criterion of

0

acceptance of the behavxor. In the follow1ng examples of
“ob]ectlves, each of these three parts is 1dent1f1ed.

By the end of this inservice tralnlng (#2—-cond1tlon),
aides will be able to demonstrate the correct method
- (#3-~criterion of acceptance) of tak;ng oral tempera-
- ture (#l-—termlnal behav1or) :

By the end of this 1nserv1ce tralnlng (#2), a1des{ﬁ
will be able to-write three valid reasons (#3) for
using ‘a «rectal thermometer instead of an oral ther-
mometer (#1) . N :

- . NE AN

o ‘_.' v 'f;f S | ‘ f?SL”
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After watchlng a demonstratlon on how to take the

“ g'pulse rate. (#2), aides will be able to write instruc-

tions (#3) for this procedure (#1)

After watchlng a demonstration on how to take respi-
ration rate (#2), aides will be able to 1dent1fy the
resplratlon rate (#1) of three persons ‘(#3). s

After three ‘trials (#2), ‘the aide will be able to
demonstrate taking another person's blood. pressure
(#1), correctly describing the process involved (#3).

Given a sample of vital signs (#2), ‘the aide w111
be able to record the information (#1) in proper
_form in the TPR notebook (#3).

{

-

These examples are s1mp1y suggestlons designed for purposes ~

of 111ustrat1ng how to construct educatlonal objectlves, they

_ may not be approprlate for your part1cu1ar 1nserv1ce.' However,

the behav1or of a1des completlng the tra1n1ng has been de- -

scr1bed (all #1 phrases), the condltlons under which it w111
occur have been st1pu1ated (a11 #2 phrases),'and the accept-
ab1e levels of performance have been 1dent1f1ed (all #3 phras—

es). Evaluatlon of the1r achlevgment of these objectlves w111

indicate how well you reached your goal of teach1ng technlques

Y

for obtalnlng vrtal signs.
' [

'Brlefly, then, an 1nstructlona1 objectlve is a clear statement

" deszcribing a proposed change in a 1earner.- Objectlves provide

the tra1ner w1th a sound bas1s for plannlng 1nstruct10na1 and

. b

~

evaluation procedureux ijectlves proV1de the leainer w1th the
‘knowledge of What is to be learned. Ob]ectheS are the road-'

maps of learning.

74
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Now take a few minutes to.write some'objectivés for.YOur~owﬁ
training.ﬂﬁThe‘following checklist willfhélp evaluate your

objectives.-'Each of the‘quéstions_should pe carefully con-

sidered.
_ : A Yes - No
1 Does each objectivé.specify a single key
result to be accomplished?
‘2 .Does'each objective'specifi igarher'changé,
not teacher process? ' ’
*3 Is each objective stated soO that it is
independent of -other objectives? -
L. t, ¢ .
4 1Is the objective stated in Lerms of the -
desired outcome rather than the process?
5 poes the objective include only the who,. .
what, and when, omitting the why-and how? o
6 Is the 6bjeé£ivewépé¢ific and quantita—
) tive--measur*able and verifiable? . }
7  TIs the objective readily understood and )
communicable? = =~ - .
o : . . N . . - . ) § "‘ N . .
.8 Is the objective realistic and attainable? -
9. Does the dbjective's Outcbme représent a C 1 -

_ *\reasonable challenge ﬂorvthe_learner?

10 Is there-clarity aé;té.theitygé’gﬁ outcome .
_ the objective is stating, e.g.., knowledge,
'utilization; skill, attitude?

11 Does. the -objective correspornd to the over-
. all intent or. goals of the training? -

\,
\

12 Is\the?pbjective clear encugh that activ-
ities can be designed to meet it? '

13 Is the objective clear enough that the
trainer and -trainee will know when and to
what‘degreé\it is_attained? ’ -

' N;. -\\ _ .;f" , ':‘.757.




- ' _ . - Yes No

14 Are the tralnees 1nfo g of the :
' objectives? -

15 Are there-sufficient objectives to
‘  adequately fulfill the goal? .

When you can answer yes"~to each‘Of the above questions,'you-

. are ready to move on to the next phase of plannlng and pre—“

. senting your tralnlng programs. You,'as tralner, must now

déecide the most efflclent and effectlve methods of fulfllllng

your goals and ObjectheS. - . N S



Are lecture and demonstratlon
the best methods"

] .
Of all- the- teachlng methods avallable to tralners, lecture

:‘and demonstratlon are two of ‘the most successful and

.. frequently used. They can also be the two least successful
. [ \ - . .

1

‘and.abused methods.

/
{ . ©

——————————

/ Lecture and’demonstrationharejeconomical methods.of training
jbecause they allow'the trainerfto'present information'or:
demonstrate skllls to many people at once. This issue of .
'economy is 1mportant A one-tlme lecture or demonstratlon to

< a group of students 1n one room 1s less expensive and more

'efficient.than avmethod that 1nvolves many groups in

? 9

‘several rooms at different times.

The tralner should cons1der the method serlously, however,

.before adoptlng lecture or demonstratlon. Each teachlng
_ .

"method has llmltatlons as well as advantages. Aﬁtrainer

o
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should make certain his.goal for a particular session is
well su1ted to a lecture ‘or demonstratlon rather than to

 another method of 1nstruct10n before dec1d1ng to use these

o

technlques._ Too often tralners use 1ecture and demonstratlon
_because they have ot explored other poss1b1e methods of

'presentatlon,_because they have a1ways presented the mater1a1
‘using these approaches, or because they themselves were ',f
: .tralned through 1ecture and demonstratlon.
- !

} -

The follow1ng guldes are 1nc1uded in order that you as a

- - - ’

.tralner can make an informed dec1s1on to accompllsh your
4

tra1n1ng objectlves through 1ecture and demonstratlon._

v

LECTURE * . .

The trainer who chooses'to'lecture will get his message -

.

across to his audience by: - o .

Prov1d1ng a frame of reference, an overview of
the materlal to be covered. .

Transmlttlng 1nformatlon 1n an organlzed and
conc1se manner.

- ' 'Prov1d1ng a 1arge amount of infoermation 1n -a
: " short perlod of time to a 1arge aud1ence

Prov1d1ng 1nformatlon in'a 11sten1ng format

0 ._", . " - .

-

Advantages'

.‘ . . . . . N
v

-Some of the advantages of using the 1ecture technlque are‘\

1. . Oplnlons and 1nformatlon can be presented to
lTarge numbers of people in short periods of
time,. w1th m1n1mum -cost or. delay.

. ' . . X . s
/ C. ~ . . . . ? )
/- R o > N
. - + o

e e B
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2 \Informatlon can be.transmltted to people
\who cannot read s
; 3. Educatlonal aids, such.as films and -charts, o -
! EE can be eas11y 1ncorporated into the lecture. LN

4. Speakers can present up-to-date 1nformatlon
i : not otherwise- available--such as works in - BRI
recent research. R . e

‘L1m1tatlons

However,vas w%th anﬁthing, therevare'some limitations to
y SN : : ; SN S
lecturlng. These are: ' - : R \ )
B ) ; ) [ . . . h R . . ‘, °
1. Only cne perscn 's ideas are presented,
S often resu1t1ng 1n a rather limited scope.

2. The lecture’ prov1des only a ‘low 1evel of
' stimulation for the learners; the audience:
- - has no opportunlty for verbal part1c1patlon.
. ‘

3. Facts’ may be inaccurate or distorted by a
care1ess or poorly prepared speaker.,

4. The speaker w111 have dlfflculty maklng - o
provisions-for’ differences in his audience’ s R
backgrounds and learning .styles. Speakers " ' SR
generally present mater1aL to- only—one level a o /

~of audlence.,

E S.fSpeakers may be more concerned about the1r
own performance than the audlence s grasp of ... .
"~ the materlal : '

. 6. Learners can become t1red or bored if the.
. . speaker goes on too long, talks on ‘an_inap=-_
e propriate level, or does not have a pleasant
'manner of speaking. -

e

j : . N |
Preparing for the 1ecture R R -

F“;Once you have dec1ded ‘to use the 1ecture method you should"f'

T

carefully prepare.' A 1ecture can add up to noth1ng more .

“than ‘wasted tlme 1f it is not thoroughly researched and ‘
. } \‘I °




'-f.; 8 ‘Schedule the fac1llty and\equlpment in/ advance,

,h1s objectlves. /The 1@ct"rer

75 v L L /\ N

plaﬂned *  Remember ! to- check the. following points to ensure
L | . : ] : o oo °

o /
an effectlve lecture-/ N

)

l List the objectlves and mahe clear dec1510ns
as ‘to- the purpose of Ehe chture.

2 Th1nk of the lecture in th context of what
1nformatlon has .come before and what will
follow. /Become. famlllar with the. material to

: be_presented in relation to|what’ the 'students

-~””’lready know. ) i.'~»l~m¢“\ v; - '

- 3, Car fully research “the 1nformatlon to be
presented Make notes of any new information
to Pbe included;’ as well\as any spec1f1c facts
or flgures ; | ¥ 1 , .

4 Research the aud1ence. Flnd‘out their educa—

//, ‘tional level, backgrounds,and 1nterests. Choose

- a vocabulary compatlble w1th the1rs.

ki N

k :
‘5. Coordlnate the scope and\sequence of the lecture.

i ; . L

6. Prepare brief notes and - become famlllar ‘with o
them. Also, prepare media, such as tapes ‘and = /L.
filmstrips, well in’ advance. ‘A variety of medla '
makes for a- d1verse and mprellnterestlng lecFure.

7 Remember any time llmltatlon, and ‘plan the f';tyﬁﬂd

“J“f\ . lecture to fit' the allotted time. Be sure/tp S

allow t1me for a questlon\perlod

sre,

and learn to operate ‘the equlpment yourself
Be sure all students can. see and hear the

* u
\ lectuﬁer. L \\ '
- o L . \l P

o & . ’ \‘

"Presentlng the. lecture" { n/ L A }

——e -*-—»/—,’g

1 . / '.. !

. i o
Along w1th careful “1ann1ng, an effectlve lecturer w1ll con— i

/ l

/ I '
51der a\sucdlnct and smooth pjesentatlon essentlal to Leachlng
o I

S \ |

to h1s aud1ence, but also motivate hlg lis%eners to further 5\

B Y ST D e

mUstinoé only transmlt 1nforméllon

)
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! . lJ-Grab the attentlmn of the audlen e by using "
L Ehumor, illustratiocns and person l/anmples.
: o Clarify. ¢ he objecti~es for the audience.
| Students i will.listen more atten 1vely’1f they
know the%goal the ‘trainer is- /;mlng for.j
2. Offer an’ outllne £for 'the agdlence to follow.
Place the lecture topic in ‘the/context of ‘what
“the*audlence already knows.; G1ve)the'students“
a Focus fbr their attentlon. / T

L B
/ s

: 3. Pace the presentatlon to suity both the objec-
‘ . tives of the lecture and comprehens1ve ‘ J,
\. o - ability o the/students Be/sure to aLlow*‘

- S plenty of ‘time for note-taking. : !

- Invite questlons--students learn better when'
| ') © " they are actlvely 1nvolved i

omee ° J{\ )
5. Review the main p01nts at the end. Summari#ej_

the lectur% br1efly. / L

’/ . ST ; Ve . 4 .
. " : ," ; . .
l / . . -

, v, |
\, -4, AVOld mono%onous and pompous presentatlonSv‘

/

f You should be able to make r asonable assumptlons abou what

{s relevant\to the1r 1nteres's and to provide motlva i nal
; |

cues. Your 1ntrbduct1 n should also expose es;entlal-fontent:'

s

in’ a prellmlnary way, us1ng adVance organlzers and revlndlng :
l

learners of related 1deas they already know.' It:should also = |

- ! A

! g1Vt the learners your objectlves for the presentatlon. L: -'W.

'usfng a loglcal organlzatlon. You should make the organ;zatlon

—

clear and exp11c1t by us1ng patterns

' markers of 1mportance/ and perhaps some structural supports.d.‘

’- eXpla1n1ng blnks, verbal‘
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‘fstlmu i '‘and change communlcatlon channals. . Physical‘activityf—'
i . SR
lettlng learners move around the room—-also helps hold

jattentlon. Your entﬁus1asm in; all 1ts many forms is almost

: /7
su erto help your learners learn more. ser11ng questlons .
! ! ’
/ . / //
nnto'tne/l cture also has’been shown to nnve good effects. '
) ' J ! ) './ . . . . : ° . b -:. ‘
: . : o . ‘ b -
| , ‘ _”, , C ) . AR
1 - i : : : | , :

Finally, the conc‘uslon of vour lecture should summarlze what

i

jyour learners should now kncw an/ ‘be able to do. The tra1ner s.

1o 7
express1ng tbunk lor the and nice! 'S attentlon has been

|/

found to be related to great learnlng. Asklng questlons

\I w1ll glve you a final- opportun;ty to'clarlfy certaln p01nts7

[’ You can f1n1sh by rev1ew1ng how thls lecture is- related to’

Y » L

\prev1ous'and subsequent learnlng and how thé materlal
\ I [ U
’-\ presented can be used within the learners“ jobj roles. ,,-@_5%

N AT . ‘ . o A o
| '/'\DéMONSTRATION FE S O R L P ,;
\ Do . v :' ‘ v'l’.\ ., _’ ! . .

Demonstratlons help to translate knowledge or theoryiintc'

teachlng practlce. The carefully prepared/demonstratlon,

\ oo % . ,
L .accompanled by oral and v1suaﬁ explanatlon, 1s an efflclent
i \ £ -
f? way to teach a procedure or technlque to a. group of
| I‘ ._ [ ; } l - P e b !
- partlclpants. ' T \ e . @ I ]

: ' C ! - )
‘ } ) o . it 3 o e, Lt 4
P M . R ' ' ’ s ¢ s _.' ? e ' , o ;
1 " . ' /

[y

\\ .
épMost demonstratlons allow time for the part1c1pants t
\

— ‘e ’

xpractlce the new procedure under expert’guldance of the

‘ ; |

tralner.» Learnlng wlll 1ncrease, because the students are .

' . ‘v v

.‘1 y , : .
i able to\llsten as- wel% ‘as do/and see.'{ L -
' Lo w“ | r'l .7..' . ‘v.' . L n
AN /’_"1 y \ \\' N4 82 .
ERETe | A RS VE R SIS TS
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édvantages

Someﬁof the advantages of éiving a demonstratiom areL

1. A procedure or skill can be clarified more !
7 . easily with this method than can be done K
- verbally. ; ‘ -
- Z:TLearnlng is. enhanced through clear, VlVl@
demonstration of a procedure s steps and“”“
key p01nts. b / :
3. ‘The. student ‘has practlce opportunltles undei
' the guidance of the trainer. Errors can be
corrected immediately.

i .
/ . _CF /

/

' Limitations = - g - A s

/

/ )
The llmltatlons of demonstratlons are.

. The group may be too large for all to practlce
e ‘what they - ‘hdve seen demonstrated.
2 Cnly practlcal-—not abstract--areas of teachlng
'~ can be demonstrated
‘ 3 It may be difficult for all stLdents to- see and
hear the demonstratlon. :

-, 4. A poorly performed demonstratlon may bring
about unfavorable reactions from the audlence.

— - —— T pu—

Preparing for the d. monstration

As With~the4ie6tﬁre,'an_informzziye,demonstration is
inefficient. without proper plan#ing and research. The dsmon-
— ———e— L T - - - © .

e —— T . . ..
- TS e . . o T —

stration is moSt'effeotive when "every detail is planned,

prec1se, ‘and- smooth. nTrainers should incorporate the steps

prev1ously outllned in. "Preparlng a.- lectureﬂ,together thh

these: . j'“-

< 1. Concentrate on a specific. goal or purpose for
; " the demonstration. Focus on the skill the —~ .. =~
; students should be’ able to perform after- the N

. - demonstration. ~ 5




to pay close‘attention. _—
-Relatlng the lesson: to the context of ‘the prevreus and

, \
"Stating the objectives of the lesson lets students know what

80

a 5, e . i .
’ o ;

.

~

/,

2% Gather tools .and equlpment before\the demon-
' stratlon. _ Check to be sure they are working
properly Determine the best arrangement of
the mqulpment within. the La'lllty so that
stud nts\can see, the demonstratlon.\ ;’ » : '

\
.3. Rehearse the demon( -2iion; get familiar w1th
. the equlpment and a:.ange for back—up equlp—”
~ment in case somethlng fails. ! \ o o
' . \ - - B . 1
4. Plan for student pract1ce.}5 i S\ . .
i f C
7 3,5. Cons1der u51ng assistants, mlrrors, or ele- i
A vision to increase the v1s1b111ty and effectlve— }
' /,_» -—-ness of the demonstratlon. Lo \
’ - . . \ A
' 6. Produce handoutS‘or assignments well in advance. }
E - : : \ |1
I
i
!
i
|

§
\

PresenC ng th aemonstratlon ‘ ;"f' - \3

The—tralner s flrst cons1derat1qn when presentlng a demon—
~ ;
stration is to let the students know exactly what he w1ll be
_ \ L. i

—
e N

|

demonstrating._ Th1s 1ntroductlon to6 the demonstratlon N }
I

|

prepares'the students, sets a mood and motlvates the!learners
. ' , ‘ -
_— L . R b

. . i
— e s .

s a S

future knowledge of the students sets a base of understandlng.-
1./ 5

they will ‘have to™ perform after the demonstratlon. Tr»lners j

—— l i ; .
should 1ncorporate the steps prev1ously outllned in “Bresentlng

4 L4 i
a lecture“ .along w1th-these. S ' o

. 1. State general health and safety rules at the a ‘ 'i.
: " beginning of the demonstratlon, repeat B )
needed ‘ ff : o

.

<

o-2. Tell exactly what" you ‘are going to do befoww
- each steps’ Fxplaln what you are doing and wny‘
the technlquexls used o -

® ’ ¢ : N
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©

3 At the end of each major step, check to be -
sure the students understand the technique.

*
i

4. Position yourselt so that the students can -
see and hear clearly :

5. Alert ‘the students beforehand to a part1cu—
larly difficult step.

6. Summarize the steps at the completlon of - :
the demonstration. - :

7."If the students are to practlce the newly
.learned. information, supervise their demon- .
.stration and correct errors- 1mmed1ately

Nt

T~

Demonstratlons should follow the same format as lectures"
lntroductlon, body, and qummar . They should also include
practlce, re1nformcement, and’ learner evaluatlon., Oftentlmes;‘
a good demonstration followed by adequate learner pract1ce'

-

can be more effective than several lectures.

fAsHa trainer, you should con51der the lecture and demon stration -
carefully. . If teachlng w1thout objectlves is d1rectlonless,

then using an inefficient presentation mode is functionless.

Once you have de01ded to use lecture or demonstratlon, the
next step is to prcpare the content. Regardless of whether
you choose to lecture (to s1mply present 1nformatlon verbally
to group of students) or to demonstrate some new Sklll or

technlque, the f1rst prlorlty is to be both well informed

and carefully prepared about the topic.
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Preparing for lecturing andfdemonstrating“calls for your
making some'decisions about audiovisual media in advance.

. One nf the follow1ng chapters conta1ns some p01nters concern-

v

1ng media. Tt also reoulres taking a look at your own

mot1vatlon and how much time you can devote to preparatlon.

Q

It may be more- eff1c1ent to utlllze a more informed person

on the fac111ty S staff than to research a new top1c.‘ For
example, the d1et1c1an mlght give a lecture on nutrlflon, ‘or
the act1v1ty director mlght glve a demonstratlon on reallty'
'orlentatlon methods. As training coordlnator, you can h;lp

L

the lecturer plan the nbjectlves, ass1st ‘in locatlng media,

3

resources, equlpment, and "ensure that sthe presentatlon fits
w1th1n tﬁe overall tralnlng goals.' The follow1ng checklist
is proylded to. ensure that adequate planning has been

accomplished.

Yes

C va
s
C

1 Have I formulated concise objectlves'> i

"2 Am I thoroughly famlllar w1th the
- subject. matter'> :

3 Can I present the\lnformatlon in
an organized way? ne

4 AmI inSpiring interestvin the COntent?-r

5 Am I relating the 1nformatlon to a.
context of Lnowledge°

\

6 . Does my introduction contain the
' outllne and. objectlves°.
Sihtahbuted A
,,;~»JJ’Does the body of the lecture follow N
the out11ne'> :

o .

8 = Have I. paced the content well and
varledﬂthe pac1ng°§ : -

e ‘-4 ]
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. .'Xes ~ No

9 Do I summarize?

' 10 Have I researched the audiente?

11 Have I determinedhthe-scope of the ™
topic? S ’

12 Have'I prepared brief notes?

13 Have I prepared films and tapes to
' accompany the topic? ' T

14 Have I allotted tlme for questlons
' and student. practlce° .

15 Have I stheduled the fa0111ty and
equipment in advance°-'

16 Have T rehearsed_the demonstration? -

17 Have I produced handouts .or assignments?

18 Am I sure all students can hear and see?
If you can answer "yes'" to a11’thesevquestions, then your next
lecture'or_demonstration should produce -xellent learner *'
results. . o : -

Finally, w hat about your aud1ence° An unoomfortable.or '
-unlnformed audlence will not be receptlve to a speaker S

3

message oOr deﬁongtration. If possible, the tralner should

.prepare“the loarners by handing out approprlate materlalsj
beforehand. ThlS allows them to- be famlllar with the
;._lecture or demonstratlon tOplC pefore the program beglns.

'~ Make sure all in the audlence can see and hear the sPeaker.

Keep the room temperature at a comfortable level, Choose a

2

“room approprlate to the number of people and the character of

- the lecture or demonstratlon.

do S .“87’ eo.r ., . ;%

. - ) ) . . - . e




Small group dlscussmns - wh at do they
accomphsh‘?

StatlSthS te11 us more people lose thelr jobs because of an;d
1nab111ty ‘to get along W1th people than because of a lack of
'Sklll or knowledge.
: A
One solution to that problem is found in the sma11 group

discussion--a’ training technlque that helps peop become,

aware of each other.

Trainers.who emp Loy this method are not oniy ﬁelping'

students leafn information,’but are also he1p1ng students

get along W1th ‘each other and 1earn¢to.work”together. These
Skllls w111 pay off 1mmeasurab1y in their futures., As soc1etj
'demands more people with human relatlons sk111s, tralners.
must take on the respons1b111ty of helplng students 1ncorpor-

'ate those sk111s 1nto thelr worklng routlnes.

%
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A small group d1scuss1on has the pofcntlal of belng the

most exc1t1ng teach1ng technlque avallable., Students
part1c1pate, share, -and- braJnstorm tos for\\dec1s1ons and
opinions. The studenL becomes actlvely 1nvolved in the
learning process, and the teacher moves from a posltlon as
dispensex ofitaCts to. facilitator of learning. ~ \\\ |
Central to the small group is the concept of discussion,_or
group de11beratlon focused on f1nd1ng a coOperatlve solutlon_
to a problem or 1ssue.- Part1c1pants must be good 11steners\\'
as well ‘as speakers, fo no. d1scuss1on is a one~way under— \\
taking. The purpose of a small group d1scuss1on is to help ' \\\
the student clarlfy h1s p01nt of view while he flnds out what

//

n others thlnk and re-cvaluates hJS oplnlons.

_ The teacher in th1s 51tuat10n c1eates an atmosphere for
self directed learning. He rel? anIQJLS h1s role as the

'center of attentlon and becomes an assoc1ate 4n the learning

pro'ceSS .
o ’ . . ' . C ’

A good dlscusS1on tOplC 1nterests the participants and'
suggests dlfferent points of v1ew.: The small group d1scuss1on
- techn1que is best vsed to encourage people to become aware of
| problems in their 1nst1tutlon, to develop a nucleus of |

.leadersh1p,’to 1dent1fy and solve problems and to dec1de'on

o \._
C]

plans of actioni . o

1

N



Advantages

The advantages of u51ng a small group dLscu551on in tra1n1ng
are:

= 1. Comblnes active part1c1patlon and 1ntellectual
exerc1se :

2. Helns a student understand a tOplC with a
”CldILLy and vividness few technlques can offer.ﬂ

3. Creates 1deas whlle stlmulatlng further study.

' 4.'Group members who feel a sense of community
will be more inclinéd to assume respon51b111ty
for 1earn1ng.

5.'Students and trainer work together to exchange

- ideas. :

T 6. Effective use of smnall groubs often results in
friendship and acceptance. N

7. Immediate feedbaékrfrom others is acceptable.

Limitations o S - -~

The limitations are:

1. Only a limited number of participants is
effectlve. : . . ,
2, If part1c1pants are riot tralned 1n dlS-
* ‘cussion technlques, the group may e
d1rect10nless. . - :

\\\, . -3. Scme may not take respon51g111ty for group .
‘e - learning. L _

: ;4. Not. all toplcs lend tHemselves to dlscu551on.

5, A few people may domlnate the dlscu551on.

A Y

To a 1arge degree, the success of a smalW group dlscu551on
depends on the preparatlon put intc *’ﬁfNBOth tra1ner and

o

s students must flrst understand thelr r;ies and the degree

AN
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of participation required'of‘them——objectiues must be concise
and clear to all participants. - . B

| ° o
e , Because a d1scus51on,1s bas1cally an exchange of 1deas, the

&
<

room s physlca] set—up should encourage, rather than dlS-j

’ $ourage, that exchange. The ‘best phys1cal set-up is a
e c;rcle or‘horseshoe arrangement of cha1rs. Face—to—face '

N

s promote the exchange of 1deas. Participants.should
‘be close enough to see and hear each other w1thout stralnlng.
}he 0pt1mum number of part1c1pants is from - 10 to 20. More
than-20,leads to chaos; -fewer Produces axlack of dlvers1ty_g
ané knowledge_for.angeffective discussion.. o o 'ig'r:;

" When nreéaring forta.discussion, consider these factors:*

L]

Attention:

o 1. Get attentlon of students. .

-~

2. Focus on the subject by relatlng your attentlon
device to the top1c to be dlscussed

.

Motivation: . ' ' . . Lo e

1. walk with conV1ctlon and s1ncer1ty--conv1nce :
all students that they . need to ga1n a better» -
understandlng of the subject. . ’

24, lee examples of how each student can beneflt
- and why he needs to get involved. a

ST ' . -. . - 14

*. Academlc Instructor Course materlal Alabama: Maxwel;
Alr Force Base, Air Un1vers1ty. . . ot
<

o . . . : L ‘
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.. 3. Present a clear overview so students can see
’ the instructional goal and. objectives- and p1an
" their contrlbutlons accordlngly

~

Lead4ofleuestions:5.

- 1. Avoid questiOns .at can be answered with
"yes,' “no“ or. “ilar short°response.

'2._Use thought—provoklng questlons, ones that
seek depth into subject : >

3. Ask. yourself "What is it T want the students
to learn here?" Then, phrase your questions
accordlngly : »

4. Discussion is to achieve learn1ng objectlves,

: not merely to have students vocalize anti-

o cipated responses. Take extra care in wording
' ~ questions. :

- '

- Follow—up Questlons.

l., Use to expand. and clarlfy the 1deas behlnd
responses of students. .

2. Use to fufther ewplore 1deas that seem .
1naccurate or misleading.

3. Use o br1ng the ret1cent students 1nto the
d1scuss1on. o

4, Use to move on to another area.

'
9
-/
e
/
. 4 S e
———

Interin Summaries:
7 N

ha

1. Use as trans1tlon and as teachlng dev1ce.

2. Summarize ‘and organlze the ideas the _
students furnlshed . : _ Ce e e

3.,PresenL in the. 1anguage used by the students
“in the1r responses. ©

1 . ) ’ f

4.»Inc1ude the key responses -even 1f they were
st xtlﬁlpated in the lesson p1an.
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5.'Av01d using names of contrlbutors. @Rather,
-~ talk in general terms. R :

: 6. Aveid comments that ‘may turn the stddent off-—'
LT ) e.g. evaluatlng responses, diving cre it to,
- only a few, u51ng unfamlllar words. ’

-;jy Adding many of your own 1deas may be an.
. -indication that your.questioning technlque
or plannlng needs 1mprovement :
8. Provide a brldge between summary and next -
guestion, : ‘ e

.L' ' o L o

o

Final Summary: ° .

a . . . ) ) T .0

1. Summarize objectiveS'in'order presented- '\\\:

2. Tie objectives together by us1ng student
‘ re5ponses., : :

3. Use summary to reteach, relnforce, empha51ze.

[
- .

4. This is the- wrap—up of the dlscuss1on. The .-
result should be an achlevement of the lesson

plan.
,Re-motlvatlon.
1. Ansner ‘this questlon for' each student~” "How

. can I use what I 1earned—today°"
\ o
2. Use guldellnes presented 1n Motlvatlon, above.

\! / o . . . .' . ’ L ) - ‘. l.

Closure: S s
3—__’— ya . . .
/ l./éhank students for contributions.

2. Let students know the 1esson is completed

s

-3..Givetstudents something,to'think about.

v . \ o a\\

In a small group: dlSCUSSlon, the teacher actsg as a. prompter,};

1ead1ng his’ students to 1nferences and generallzatlons from f

.




should ha%E///ia) genulneness,t

,////s/&nd*//duals and (c) empathetlc understandlng of'

e de

For an in-depth explanat;on of these qua11t1es/ see\thls\'

-
x'/

,nual's'chapter on\teachlng. ' S B / ,
. ' . ‘. ! } : -‘;' C i, l
3 Lo - \: . “:. . / :r : ’ ﬂ;r.
Instructors who superv1se d1scuss1ons ‘have two tasks-' (1) to ’

l /

f
cover a certa1n amount of mater1a1 and (2) to 1nVO1ve students

P ,4‘

v" .‘,‘

1n d1scuss1on. Leaders/who can create and malnfaln 11ve1y,

factual, part1c1pat1ve dlscuss1ons are 1nva1ua#&e.' RS

. ! \ - AT f ; /

. ' .\ - 1 K . i (H,' AN

Four standard ways to egln ar dlscuss1on. Lo - bt T :
g A\ o

J. Prov1de a concrete common experlence.. ‘This _

'may be done through 'a mutual reading assign- - ' .

~ment, film, demonstratlon, lecture or role T S
2. List problems. Students are asked to present L ,”/
a list of problems they wish to talk about. _ e /
- . This may be done as an ass1gnment or during ‘ - ;
. one of the initial d1scuss1on hours., The- = =~
. list begins an open exchange of 1deas between~ : /
teacher and student. Lo AR o
. / ,\\ ° "‘

3. Ask a queStion; Ask{ppen -~erided questlons~that | 0
have no right answer, but hot so abstract that '
they are puzzllng. : A S :

. -

g, Begln w1th a controversy or d1sagreement. ' PR

Ci '\
. g N . I :

Fm e e 2 . LRI T -
I , o e

- Wh11e yt 1s easy to begln a d1scuss1on w1th questlons, -

controversy, or. common experlence, the‘dlfflculty lies’ 1n S

oL

. malntalnl\g them Tralners who can ask questlons in a

- e AN -
. auggestl VL and mean1ngfu1 fashlon will find the1r d1scuss1ons~—-—
; 'S : ‘

. ‘; . . " ) -/ Sy e

1
I
—_—— &
,il
<
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running more smoothly than'those who- have not mastered this
'-'"'“" ’ ) ) ‘!ivv . ] ‘ . - v Lo - .
questioning skill.’' . - e ; . o, :
. B i ’ - i — .
I . ' Co R v

, | y‘v .
e g;
han

To ma1nta1n d1scuss1on-
1. Smaller groups may hand;t a toplc eas1er t
e :

.-

!

.

S larger groups.- |
: ] \
2. Have facts~on hand that " relate to and clarlfy
These help t¢ dlrect arguments'

,.\_‘ .

. 'the topic!
. away from personal oplnlon
- _ 3. Researcé ss1gnments often arise. out of“
i /'controversy. Ask . students to do ‘some ont51de
/ readlng. - p \ AT
. I . '\.' |
1e black board for ana1y21ng argume ts
a"‘v" ‘ ‘- . S va.. Tt
‘ask - students

e JQ. Uae
S i / and sLeclfylng al p01nt.
, ‘ P e .
5. If di scusslon ‘moves out of focus,
to write out thelr solutlon to the state
o o a o

|

em. o
" to air- the tOplC." After a‘[,\
groups shar e thelr flndlngs.’u; -

‘ " .
o
o’ : - f ‘ ,‘ :
B
S R prob
L ! \
e / 6 ?rorm*“buzz groups
- desr nated time thc
:_ AL N
7 Break roblems 1nto sub—problems.
P
A se a group s progress agalnst the op~ ,
Summarlze,_ ' \

L

‘

f
Lo :
B / & Appr
) , 1 -jectlijes stated for: the lesson.
| s your appralsal fqr ,the group. )

“_'y ) A a . »\‘
o 9 Focus confllct on -ideas rather than pérsdn-'v: - /
e v alitfiess J , '» - C R

f ,10 ss1gn tOplCS to 1nd1v1dua1 students or. groups,. L
. .~ | and psk them to be prepared to respond the - S
, next| week.’ . ST l ¥ o X
' P g ‘ | o o
SRR [ B Call on people dlrectly,\asklng opon—e ded
Questlons.' SR FERRIEE T P
. SR T N A
; A P -
! 12 Prov1de/more 1nformatlon. -/* E L y
, 13 Enccurage\students to talk dlrectl to each i
s . .othe /instead of through -the/ 1nstchtor. : L
_ 14. Encdurage feellngs and oplnlons before moving N
. ' to dct. | , S D /”
.;&?J., \ (&\ i j;"'_ . ./
ﬁ5?QQH:7: :~X‘ L :




\ .

15q Open” two-member conversatlon to the whole
g group - . . o , .

\
1

'16 ‘At times, it 1s ‘more productlve to reSpond
- " to feeling rather than to the content of a
¢ 'statement. : | T SN
‘/» :- \ - | ) - \
e T . \‘
pA small group w111 not be effective Pnless the tralner uses

certaln SklllS, attltudes .and knowlédge_toflead,the students

' to the planned ob]ectlves. oweverh the tralner will havejf
. ./ ,.“ .

/glve u? his xole as the center of attentlon. .He w1ll |

yhave to! gh\' 'up the mlsconcéptlon that" he is not worﬁlng
f‘ hhless/ﬁ: i ialklng Llstenlng and respondlng tecznlques ,_:;h
. ére CfltiCaL. Sllence, while often a s1gn of ‘boredom . or - -
}/L°thS1°n» can. also 81gn1fy thought. Theréfore,

"tralner~7!
/////must bp sens1t1ve to the progress of ‘the fessfon,
H rtaklng]a heavy hand when it 1s not called for,rﬁ- o

and.avold*/

v

. / ' '

In summary, the d1scuss1on 1s,an ewcellent method ‘of
:anOIVlng students rn 1earnmngt.'It.1s,an actlve, rather than I
‘ f U T - g a \ \ -
pass1ve, ode'o} learflng. “Discusslon rs also unlque 1n that

- feedback is| 1mmed£ate. “As such the pantlclpant feedback can
o ) f

allow the fralner to focus and: evaluate ddrlng the presenta—-

/

} S
tion and~70'adjust and amend the dlscuss%dn as néeded.,e

o E L 1 L
The follow1ng checkllst 1s prov1ded to heip you evaluate the

: effectlve userof ﬁlSCU$Slon. If you cGn answer "yes“tto a11
] i
the questlons, th n dlscuSS1on 1s/ an approprlate and efflﬂlent

- ! X . ., . - ':":' L

ode of presenta 1on. , ”ﬂ‘] . . 'jf -




Yes No

1 Do I show genuine interest in the
participants?

2 Do I answer questions satisfactorily?

3 Do I ask participants to comment on one
another's contributions? .

4 Do I present material in, a well-organized
manner?

5 .o I raise challenging questions for
discussion?

6 Am I well-prepared for class?

7 Do I glve interesting and stimulating
assignments?

8 Do I set an appropriate pace for thé class?

9 Did participants sensitize themselves to
the barriers of rejection, frustration, and
dependence in group discussion? .

10 Was there a competitive or cooperative
atmosphere?-

11 Dpid the participants prepare outside of
: class?

12 Did participants see a need for formulating
the issues?

13 Was thpre a willingness to talk about
one's own ideas openly and to listen and
respond to others?

14 Dpid the participants stick to the topic?

15 Did participants develop a good working
' relationship within the group?

At this point, let's stop and consider the three presentation

modes that have been discussed: lecture, demonstration, and

97
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discussion. How can you, as a trainer in a nursing home, use

these methods? . Let's consider the following examples.

Suppose yéu are preparing the material involved in teaéﬁing-
aides to take vi£a1 signs. Looking ét the objectives we wrote
for vital signs in a previous chapter, you see that some‘bf
these will be accomplished better using. lecture, whereas
others require demonstration, and anotheﬁ may be accomplishea
best via discussion. Let's take the objectives in the order
in which they were presented}, |

By the end of this inservice training, aides will

be able to demonstrate the correct method of taking

oral temperature.
"Through the process of elimination, it is fairly obvious that
a demonstration is iﬁappropriate. nIt would suffer the
limitation of all students not being able to see the instructor'
view of the thermometer, both before and after demonstrating
the proceaure. Additionally, students would never be able to
see the markings and nercury. Picturing this situation further,
it is obvious that a discussion would suffer from the limita—
tion pertaining to the nature of the topic. There is a
prescribed method for taking and reading oral temperétures, and
there is nothing to be gained by stimuiating a discussion about
it. Therefore, we must look to lecture method as our Hegt
possibility. It has the advantage.of allowing the information
to be-presented qﬁickly to a large number of people,’and

visual aids can be easily incorporated. Since a single .
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thermometer is too difficult for a group to see, a large
scale drawing‘may be useful during the explanation.

By the end of this inservice training, aides’

will be able to write three valid reasons for

using a rectal thermometer instead of an oral
“thermometer. :

Here we may want to use the option of shall group dis@ussion.
Although the;sahe reasoning applies to this objective as to |
.~ the previous objective in unost respects, one otherffadtor
needs to be considered. You have already taught the oral
technique; the rectal technique is very similar. Therefore,
your educational intent involves differentiating between
conditions. requiring the use of one method over the other.
A good discussion may bring out some.very good ideas about
when to use each method, and the instructor can let students
exchange examples'and draw their own conclusions. Any
‘situations not covered by the group can be supplied by the
instructor. '
After watching a démonstration oh’how to take
the pulse rate, aides will be able to write
%nstructions for this procedure.
Your decision is easy for this objective, since the use of
demonstration is already involved. Actually, a lecture_method
couid be used, but it is wise to vary your teaching methodology
and lecturing tends to'predomihate over other technigues.-°This
objective lends itself as well or better than the others to
the use of demonstrétion, since all students can see (and copy)

the instructbr. The use of discussion is probably not apbroé

priate for the same reason we rejected it with objective #1.

. . I . 99
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After watching demonstration on how to take
respiration rate, aides will be able to
identify the resplratlon rate of three persons
. All the discussion involved in objective #3 applies here. 1In
fact, as we shall see, these two objectives could be met w1th
the use of one demonstratlon

After three trials, the aide will be able to

demonstrate taking another person's blood

pressure, correctly descrlblng the process

involved.
In this case you may have a less clear cut decision. While
small group discussion may be inappropriate for learning this
very standard procedure, either a lecture or demonstrafion
could be used. - In fact, you may decide to incorporate the
advantages of both teaching methods by giving a combined
lecture—demonstration. Since taking blood pfessu:es is some-
what more complicated than taking temperatures or pulse,
preser+ting the information orally (lecture) and visually
(demonstratlon) may enhance learning.

Given a sample of Vltal Signs, the aide will be

able to record the information in proper form

in the TPR notebook.
As noted earlier, when something the size of a TPR notebook
must be seen by a group, it is probably best not to use the
demonstration technique. LikewiSe,_when a standard proeedure
is being explained, the use of small group discussion is
probably'inappropriate; HoWeVer, a lecture using an enlarged

representation of the notebook should pose no learning or

. teaching problems.

) - 180
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This example should give you an idea of some of.the»peints.
'you; as a trainer, shpnldlconsider when deciding on your
presentationlmode. Additionally, you will want to consider
'the methods presented in subsequent chapters Remember, the
method of presentatlon should ensyre that the 1nstruct10na1

objectlves are met in the most efficient and effective

‘manner.

;.1()7
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What about handouts?

[ %]

w

Now that you have decided what method to use in presenting
your content, you are ready to design any handouts that will
go along with it. Most trainers agree that handouts are an
iméortant‘method’of reinforcing their teaching. Héndouts
can also clearly organize all the necessary information and

standardize the information,that is given to staff members.

‘Carefﬁl-consideratién to the production of your handout is .
essential. Handout material, whether quizzes, outlines, lists,
or reprinted newspaper articles, caﬁ be either éffective oxr
wasteful. (Too often a handout is -simply wasted paper -and
.ends up in the wastebasket.) Trainers should ﬁlan handouts,
as wiéh projected visual materials, to suit the lesson's

'objectiVes and the learners' needs. “Let's look at what makes

‘a good handout.

:‘»_‘l. ‘99
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Some points to consider before making a handout are:
1. A handout must be pertinent to the student.

2. A handout must be short and to the point.
Unrelated -data adds up to wasted paper and
N wasted time. _ : .

3. A handout's value must be immediately obvious
to the student. Students resent being cajoled
into reading something; they suspect it must be
pretty dull or of limited worth for the effort
invested. ' ‘ :

4. Bffective handouts stimulate students to
" become involved and, through experiences,
to learn something.

5. A handout must be legible, or the student won't
read it no matter how much good information it
contains. '

s

“f

.Oonce you have decided to prepare a handout,“you'will need to

follow these steps:

First, determine what to include on your handout. *

1.» Decide what the objective requires the learner
to do. Do you need to state facts? If so,
state them simply and without unnecessary
detail. Are there certain steps to be followed?’
If so, state each step as simple, single actions
observable steps; and ‘in the order performed; and
state alternative steps, where appropriate. If
steps’ ‘ollowed differently under different
circumst'nceéj\strte conditions or circumstances
for doing them di??é ently and how to do them.
Must decisions be made. in order to do some of the
steps or to recognige~an example oOr situation?
If so, state the ba%;; for the decision (the
characteristics).

2. Check }f.the'learnerlmust use signals, move-
ments, or cues to accomplish the steps.. If
so, identify the cues and what they indicate.

* Adaéted from Freedman, C.R., Teaching Patients, San Diego,
CA: Courseware, Inc., 1978. ” '
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3. See if 1t is necessary to use materlals, equlp—
ment, etc., to verform the steps or make the
decisions. If so, list the materials needed

4. Decide if there are cautlons to be noted or
common errors that occur. If so, note them
with the appropriate steps or characteristics.

5. Provide a slmple rationale for learnlng the
facts, steps, or dec1slons, if possible.

6. Check ‘the information to ensure that it excludes
nonessentlal technical vocabulary or explaias
- leaves out unnecessary elaboration and

1dent1f1es explanatory information; contains
complete and accurate information.

<>

Now that the ba51c ‘information to be 1nc1uded has been
determlned the handout 1tself should include: a title,
a description of when the information on the handout - should
be used and.the,materials necessary; a list of neededalnforj
‘mation; labels for the examples; -highlights of~comnon errors
~and cautions. If visuals are used, label diagrams or
1llustratlons to make the meanlng clear, ellmlnate unneeded
’detall and make sure the context is clear, Use a var1ety
of technlques to create 1nterest. typecsize, style, boldness
for titles and key points; color for emphasis and colored
sheets for easy 1dent1flcatlon, arrows, 01rcled or enlarged
'sections to point out areas of 1nterest boxes, double 11nes,
asterlsks, or symbols to set aside key information; double
columns for commentlng on 1nformatlon in the text.
Next check to.make sure your nandout is clear,.concise, and

needed. Then,test it out. Use the handout in training,

. stopping for questions oOr problens. Observe if the handout
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is used in training and kept:by trainees. Observe if it is
used later in your facility. If the handout was useful, keep

it for future use. If not, discard it and try again.

Using our vital signs objectives é?a{n, we have included a

sample of a handout concerning rea@ingAthermometers. The

various parts of the handout are marked for your information.

Handouts are useful teaching tools if they are pettinent,

short, legible, and motivational. They can provide an

‘excellent transfer aid. By giving the learner a stepry-step
list of how he should apply his newly acquired concepts and

skills, the trainer gives the learner a schedule for

W,

application. In this manner, the desired instructional out-
‘ , _ N
comes are reinforced for efficient use. : AN
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TAKING A TEMPERATURE WITH A GLASS THERMOMETER

When taklng a patient's temperature by mouth or rectum, use the
follow1ng guide, :

-

Materials needed : .'Procedure
TPR book" Remove thermometer from its container.
Thermometer in a contalner Wipe thermometer with tissue.
of sterilizing solution Check the.reading; shake & Techeck unt11
Tissues . - reading is below 96.
Wristwatch with a second ° Insert thermometer, noticing the t1me
hand ‘ . - Count pulse and respirations.
Lubricant (if using rectal Remove thermometer after three minutes'’ t1me.
thermometer) Wipe thermometer with tissue.

Read and record temperature in TPR book C s
Shake down thermometer; return it to its
container,

CAUTION: You will find it necessary to shake the
thermometer vigorously in order to get a reading
below 96. Be sure that your arm has enough room
that you avoid personal injury and the hazard of -’
broken glass.

Example

Both the rectal and oral thermometers below have readings below 96.

Rectal Thermometer : Oral Thermometer

Where would the mercury stand if the reading was normal? Practice
drawing in the mercury on these thermometers:

=> oS =D

Rectal Thermometer Oral Thermometer  °

NOTE: Aged people often have difficulty fegulating
body temperature. Therefore, you may consider a
reading as low as 97 by mouth and 98 by rectum to
be ,normal . temperatures for gerlatrlc patients,
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Have you tried these —

case study, role playing,
s1mulat10n games"

Along with lecture, demonstration, and small-group techniques
of teachihg, several other methods of getting a lesson across

to adult students are available to perceptive trainers.

These methods include case study, role playlng, and
51mulatlon.games. Each can be viewed lndependently, or com-
bined-with‘another method. For example, a role play can
easily be followed by a Emali group discussibn, or a case

study can grow out of a.role play.

The following brief outlines of these methods should help

trainers understand when they can best be used.

N 105
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' CASE METHOD*

In the case study method of teaching, students use a :
factual history or description of an event as a springboard

for learning how to deal with a_particular situation.

The case may be real or fictitious. It is put together to
present a principle. the trainer wants to convey. “The
studies, which always involve group discussion, expose a

part of organizational life to the learners Without proViding .

/

clear-cut answers. ' - 2 .

Advantages

~

The advantages of using a case method approach are:

I

l One-way communication becomes interchange,
students actively partiCipate by ekxpressing
o their own views and opinions. - I

2. Encourages the development of both inductive
(specific to general) and deductive (general
to specific) reasoning.
o - ot
3. Sstaff tend to like this method, since realis=>
tic cases are intrinsically interesting.

4. staff members learn from others as weéll as
from the instructor. ‘f» .

5. Trainees receive practice in thinking of
themselves in other roles.

6. Sessions are interesting mixes of participation
and dialogue. :

* Adapted from Engel, Herbert M, Handbook of Creative Learn-
ing Exercises, Houston: Gulf Publishing Co., Book Publishing
Division, 1973. : -
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Limitations

There are some limitations to the case study method approach:

1. Persons not used ‘to this method may initially
" feel frustration with the lack of direction
and think they are wasting their time.

2. Some subjects cannot be easily taught by a
series of cases.

3. Progress .in development of problem-solving and
administrative skills is slow.

: 3
4. Usually a case study assumes a basic knowledge
of“the facts and certain skills as well as-

maturity and readlness to accept respon51blllty

5. Case studies may over-emphasize positive
decisions when sometimes negatlve decisions are
-the best action.

6. Cases tend to over-simplify real—world situations,
_because including all the variables actually
involved would make them too long or cumber some, -~

While preparing forva case study, a trainer should study it
carefully, maklng sure ‘the case is suitable for hlS objec—

tives and for the level of learner he 1is trylng to teach.

2

\X)

N

The trainer must imagine how‘the trainee will read the

. material. Will the trainee comprehend the subtleties of

the case? Will his eyes focus on certain words, whichffor
him have a dlfferent meanlng from that which you had in

mind? Sometimes trainers, unfalrly label their tralnees as

'slow or dense when the fault is their own;because of the

‘way training materlals were constructed

@

At the .time the case is first introduced, the trainer makes

clear (using the’ lecture method) what objectives are to be

3
i,'
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achieved. The discussion that follows the study should
emphasize that the case study's goal is a better system of
'problem solving--not +he ‘securing of an answer to one

isolated problém.

Ideally, in presenting’ the case materials, th=s material
should be written for all the participants and read aloud

to allow for verbal emphasis of certdain points.

As participants discuss the case, the trainer circulates about
the room, keeping on the alert for students who areugetting
off the track, misinterpreting the case, or discussing

unrelated topics:

The room's atmosphere is important; As in a small group,

a circle or. horseshoe arréngement of chairs encourages
interaction. KXeep the gfoup limited to twenty participants.
Have a chalk board or flip chart on hand, and¢méke certain

all participants can see and hear comfortably.

At the end of the discussion, -the trainer should summarize
the -.case and the conclusions. This is also thé time to-
point out alternative solutions, similar cases, or other

important‘information.
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The following points are included to assist you, as a

‘trainer, to evaluate and prepare case materials:

The language must cohvey what the trainer intends it to
convey to the reader.
1. The case language should be suitable for
trainees. Words used are the simplest

needed to explain ideas.

2. The exact message and meaning should be
transmitted. .

3. Sentences need to be suitably short and
clear.

4. Technical expressions should be easily.
understood or defined for trainees.

5. Ideas and concepts presented in logical
order. '

In addition, remember that oftentimésltrainees in nursing
‘home settings may have low levels of reading ability; - Too
often tfainees are labelea“ﬁslow" or "uncooperative" when,
in.reality, the material presented to them }s not on their
reading level. It is important to make sure that the
material is readable én the traineesf level. You, as trainer,
may need to rewrite case materials using short sentences and

simple words.

The content must be appropriace material for traineés.'

1. The complexity of the materials should be
suitable for trainee group.

2. All obsoleté material is eliminated.

3. Realistic situations are presented.
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4. Emotionality of material is suitable for tralnee
group

5. mood, tone, or humor of materials will elicit
+he desired outcomes.

6. Total case situation is one with wh1ch the
group can readlly identify.

7. Embarrassment or ridicule of individual
' trainees is avoided.

-

The length of the case must fit within the training time.
Also, if the case is too complete, little is left for
trainees to discuss; if incomplete, groups may flounder.

1. Materials from cases which trainees have
worked on previously should be avoided. N

2. The length of the case needs to be suitable
for the time available fr  ‘1iscussion.

3. All essential material is presented.

4. Extraneous materials having no relevance
to essential facts or to "setting the scene“
have been .eliminated.. '

5. Long-winded- expreSS1ons and awkward phrases

are eliminated and rephrased into shorter
forms. :

While case studies ‘are available on topics ranging from
motivation of staff members to dealing with complaints, the
most effective study will be that which relates specifically

to the participants and their environment.

Published case materials may save time for a trainer,;but
should not be.used if they do not fit the objectives and level
of the group. Trainees must be able to visualize the link

between themselves and the case, or the effort is wasted.

| 112
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The case materials you develop can be effective in practically
all areas of ‘inservice training, including discipline,

communications, grievances, morale, and productivity.

Whatever the partidular objectives for a tfaining'seséion,<the
‘trainer should. write the case_gkﬁdy with a focus on thosel

objectiveé. Thé case itself will be a significant factor -
%n reaching ‘those objectives. A poorly constructéd-cése will_

. . L
only hamper a trainer's efforts.

The two w1de1y used technlques of case wrltlng are inductive
and deductlve. Inductlve cases are those*that tell about
given situations and lead to a conclu51on or basic pr1n01p1e.
Deductive cases begin with stating the,principle and then

. give situations and exampleq. The ca;e writer may initiate
his creative product’ either from the top down or from the

bottom up.

In writing an inductive case,vthe trainer will choose a
famlllar situation from the work env1ronment The case shbuld
““7be job-related and have 1ntr1ns;c value as a potentlal learnlng
exercise. The next step is to evalpate or judge the situation
by analyzing the availéble facts and inferences, and deciding
what the problem probably is and to what principle it'relates.‘
Then,” if feasible,:find out hbw:the situat;on waé resolved.

Since many problems are never completely solved or are 'solved'

erroneously, this factor is not essentlal to case constructlon.

e S 113




A

112

a

The final step is to establish a fictionalized version of
the original situation where the names,'titles, places, and

times are changed.

In writin§ a deductive case, the trainer selects a general
principle to be ‘illustrated as-an instructional objective;
For example, you may choose to illustrate thet supervisors
have a training responsibility when breaking in new emplo;ees.‘
-This principle is then clarified and elaborated on as it will
be used w1thiﬁ the written case. . The writer explains what-

occurs in a ]ob situation if the defined prinCiple is not -

applied by a supervisor.

Thetwriter then establisﬁes a problem situation that includes
as many of the listed factors as may‘se fictionaliied_in a |
realistic fashion. After rewriting;'the'case-shouid appear in
a format such as this:' | |

Wafm—uﬁ introauction, plus key backéround data.

The preblem: reai or elleged;s’

iThe ptedicament; . or roadbleck,rincident, climax.

Questions or assignment to the student.
The final guestions.should stimulate-the reader's thinking.
Good questions challenge the group-while.chanheling its

energies to the intended goal.

Both types of cases can be used in training. By using cases,

the trainer can present situations realistic to the trainees.

~ap
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This method is a way of involving trainees in learning and
motivating interest in the learning activities by using

familiar case examples..

_ Now let's look at an. example of a case study you might use
in a long term care facility. Consider again the objectives

" concerning vital signs that were used as examples in the

preceding sections:

i
)

‘Perhaps your educatlonal intent extends beyond fhe mere
teaching of technlques for obtalnlng vital signs. It may
be that aides are able to perform these proceoures ‘adequately
' when tested but encounter difficulties in the actual work
setting. . Many activities are occurxlng 51mu1taneously on the
floor, and patlent care often is complicated by these inter-
acting