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Essentials Course

Course Facilitation Tips 


 
Preparation Tips

· Ensure Participant Teachers understand requirements and expectations up front. 

· Follow the agenda’s time schedule.
· Ask Participant Teachers to scan through upcoming module(s) prior to class.
· Be sure to go over directions for Planning Ahead activities prior to dismissal.
· Hold participants responsible to attend entire training, complete all assignments, and participate in all discussions.
· Encourage Participant Teachers to work as teams to develop units.
· Leave a few minutes to debrief at the end of a session.
· Ensure that Pair and Share partners and small group discussion teams are different each session.
· Make contact with individuals even if they are not asking for your assistance.

· Respect the Participant’s time and "cost" for attending

Presentation Tips
· Be prepared. Reviewing materials beforehand will boost your confidence.

· Make eye contact when you speak to the class and individuals.

· Use humor.
· Limit your handouts.
· Speak slowly and clearly. 

· Repeat important directions with a 10 to 15 second delay. (i.e. “Please turn to Module 3.05”) 

· Stand erect. Correct posture projects confidence and shows that you are approachable, receptive, and friendly.

· If asked a question that you do not know the answer to, admit it and tell questioner that you will find the answer and get back to them. Contact teacher.training@intel.com.

· Be sensitive to each Participant Teacher’s comfort level.
· Avoid wearing strong scents. In leadership roles, strong scents can lead to the presenter being perceived as controlling or domineering. In addition, many people have allergies or are sensitive to strong scents.

· Dress professionally, but comfortably. You will instill more confidence if dressed as a professional.

· Smile. People who smile are perceived as more likable, friendly, warm, and approachable.

· Avoid invading other’s personal space. Signs of discomfort include gaze aversion, rocking, leg swinging and tapping.

· Memorize the name of each participant as quickly as possible.

· When a participant asks a good question that you feel others could benefit from, reference that person’s name while you paraphrase the question for the class. This validates that person and opens others to asking questions. (i.e. “Mary asked how…”)

· Be aware of any personal habits that may distract people from hearing your message. i.e. saying “uh,” “um,” or “you know” too often.

· Professional Development Facilitation Resources on the Web

Coaching Staff for Integrating Technology

Tips for Critical Friends

www.ncrtec.org/pd/llwt/coach/tips.htm* 

University of Hawaii Honolulu Community College: 30 Things we Know for Sure About Adult Learning 

http://honolulu.hawaii.edu/intranet/committees/FacDevCom/guidebk/teachtip/adults-3.htm*
TechLearning: Beliefs about Adult Learners 
http://techlearning.com/showArticle.jhtml?articleID=17501209*
TechLearning: Working with ‘reluctant’ teachers

www.techlearning.com/story/showArticle.jhtml?articleID=18401198*
TechLearning: Resistant Teachers: A Challenge for Staff Developers

http://techlearning.com/db_area/archives/WCE/archives/resistbb.html*
3M’s Creating Presentations

www.mmm.com/meetingnetwork/presentations/creating.html*
InFocus’s Presenters University

www.presentersuniversity.com/courses.php*
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