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	The Principles of Adult Learning
	The Learning Process

	· We learn to do by doing.

· We have five senses.

· We learn when we are ready to learn. 

· We make connections.

· We learn one thing at a time.

· We learn more rapidly when results are satisfying to us. 

· We need to understand what we learn. 

· We develop skill through practice. 

· We differ from one another in abilities and background. 
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	Creating Great Visuals
	

	· Be generous with white space.

· Use clear headings and sub-headings.

· Highlight, but don’t overdo it.

· Types of highlighting can include bullets, italic print, underlining, bold, and color.

· Use graphics with caution. Make sure they mean the same thing to the audience that they do to you. Make sure you have legally purchased the rights to use any copyrighted material, including clip art and stock photography. Most of them allow you to use them for personal reasons, but not commercially unless you purchase the rights to do so.  

· Don’t ask technology to do your job. It is a tool that supports the presentation you deliver, and is not responsible for success!

· Always have a backup plan in case the technology fails, because it will!
	

	· 
	Useful Measurement Terms

	· 
	· Accurate on ____ out of _____ attempts.

· At least ______ percent correct.

· At least _____ per hour.

· In the correct sequence.

· With no more than ____ errors.

	Writing Learning Objectives

	Desired Skill

Vague Term

Behavioral Term

Knowledge

Know, learn

Write, define, repeat, name, list

Comprehension

Understand, appreciate

Restate, discuss, describe, explain, review, translate

Application

Apply a thorough knowledge of

Operate, demonstrate, use

Synthesis

Establish creativity

Compose, propose, plan, design, manage, organize, prepare

Evaluation

Show good judgment

Evaluate, rate, select, estimate, measure



	Flip Chart Tips
	Designing a Learning Sequence

	· Write in a straight line. Buy pre-lined paper or draw faint pencil lines across the pages. 

· When you're writing make sure you're positioned correctly in relation to the flipchart. Right-handed presenters should stand just off center to the left of the easel as you face it, and vice versa for left-handed scribes. 

· Stand to the side to avoid blocking readers' views. Writing rapidly and avoiding talking while writing can also help you write in a straight line. 

· Write legibly. If possible, write out your charts well in advance of your presentation so you have time to write slowly and legibly. 

· Choose a style that works and stick with it. 

· Organize clearly. 

· Be consistent. Repetition helps you and your participants follow the theme.
	Once you have your learning objectives written and you’ve chosen the most appropriate method to use, it’s time to develop a learning sequence. Each learning point should have the following elements.
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	Environmental Considerations
	

	· Money available

· Time

· Expertise

· Support

· Trainer philosophy

· Physical space and equipment

· Class size
	

	On-the-Job Training Process
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	Demonstration Tips

· Do the job yourself. 

· Tell. Show. Illustrate. 

· Demonstrate one important step at a time. 

· Stress each key point, emphasizing hazards. 

· Give reasons why the job needs to be done. 

· Give no more than can be mastered. 

· Make sure understanding takes place. 
· Correct any errors instantly, with sensitivity and professionalism.

· Have the trainee repeat the job. 

· Have the trainee explain what is being done and why. 

· Question. 
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