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Program Openings

Your Goals:

* Ground the participants and prepare the learner.
* Set tone for who is in charge and how you want to work as a group.

Preview the program and first few
minutes of the program.

Welcome. Let's 3ez‘ Started with

Somne...

Welcome
Where we are going in opening

Disclaimers, if needed

Mini-preview: Story sharing
Z'd /ike 2o /et you know who I
Example * Rapport

arr.

. . Experience * Competence
Introduction of self and co-facilitator ‘
with linkage to program. Learning
Mini-preview: What doing

Le?'s See where e are 30/‘/73.

Review and preview content and
agenda.

Important to role

General timing

Mini-preview:
Yo can we best use owur time?

Let's Set Sore 3a/‘c/e//ne5.

Describe process and set up
guidelines.

Disclaimers (skipping slides)
Guidelines — needs
Logistics

Materials

Mini-preview:
We want to 3&? Zo knowo you and
each other.

Conduct participant introductions.

Hashtag, motto
Pairs intros/Triads/Table groups
Picture/Photo

One-by-one

Transition out to next segment.
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Daily Openings

Your Goals:

Remind and acknowledge the work of participants.
Ground participants back in the learning process.
Set tone for day.

Check-in on evening and ‘'mood’ of the room.
Get reactions from previous day’s material.

Review homework unless using later in day (if using later,
tell/acknowledge it).

Preview the day’s agenda, including any disclaimers (i.e. moving quickly
through some sessions, deviating from workbook, more activity, etc.).

Logistics
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Previews and Transitions

Your Goals:
* Address that participants desire you to set the context, especially if they
are new to the topic or skills.
* Center the participant because minds wander.
* Build memorability and connections

When Should You Preview

* Before an activity, practice or demonstration
* At the start of a segment

*  When bringing in new content

* At the start of a presentation

* Before playing a video

Preview and Transition Starters

* e are going Zo... Zhen..

*  First, we will... and then e ciill...

*  Weve just covered.. and now we cill..

* This next section can be Kind of 2ricky/a challenge...

* Some of you will love whdad e are about o do. Others cill coish

you could escape !

* TVe been /oo,é/ng Forward Zo /zear/ng your point of view on this Zopic.
We are 30//73 lo discuss...
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Instructional Presentation Format
(Supplement to DAAG; trainer embellishments expected)

Module Time

Transition In:

Share Why They Need to Know (Involve):

Preview:

Embellish with examples, anecdotes, evidence, quotes, etc.

Give Summary:

Make Strong Concluding Statement:

Transition Out:
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Interactive Presenting with
The Communication Cycle

Advocate

1‘7}/ {/704(3/72‘ 1Sis
I d /ife Yo sSee...
My experience is...
You may be interested Yo
knoeo...
O@C/' I think.. I feel... (;\66
SA 2

Speak

Reflect Inquire

You think.. You feel..
Your pont 15...
Your concern is..

You 're asking...

What do you Zhuink
aboed...?

Does /s mafe sense?

what are your thoug/t's?

Listen

Yoa‘Soand... g Yow are you Seeing 2his?
You re :uonderilg... Q. Whal concerns do you
Q. have? )
? Is Zhere (M/h’n_g
else?
Check
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Sample Inquires/Check-In Questions to Support Learning Transfer

o Whdat do you wart to resmember about (¢his z‘opia)?

o The next Zime you deal with (Zhis z‘op/‘c> oill be owtdside of the
classroom. tWhat do you cwit o do differently as a reswult?

* IF you could only implement one i/ﬁng Zo improve (on 2his Zop/c>,
what would that be?

* What do you Lhink will be most a/za//engl‘ng for yout in L(S/ng Zhls
skl or rememéer/ng lo do ths?

o tlhen is the FIrst cpportumty you See o uUse 2his dopic?

*  Because our goal s aleass to ricke our professional lite easier,
more workable and productive, what about Chis Lopic can help you

day~to-day?

*  Before we prove on Lo the next Segment, let's pacse. IF you had 2o
summarize the important elements of whad we just covered, what
coutld they be?

* In whad situations do you 2hink this skill Zop/c> could be /e\/eragec/ 7
* tLhdt is your " one word” take acoay of Chis Segmenf?

*  YWow does this ( Z‘op/‘c> have potential Lo help you actieve (woellness,
healt Ay /edc/erS/Il'p)?

o Tf£ you Ahad Zo a’e\/e/op a’ /za5/7z‘a3 Y for this fop/c what /)7{9/){ iZ be?

* e ‘/’L(SZ‘ ivested . time on( fop/c>. What do you sSee as Zhe
A‘ﬁge5z‘ area Ffor return for you/your associales?
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Sample Sentence Starters and Inquiries to Make Connections

Earlier we discussed... that relates 2o /s éy (Howw does this reldde

2o whad we covered earlier?)

wWhat I want you Zo remember aboetd tHis is... (Whad do you 2hink Is
rmost important for vou o know aboud ¢his?)

I encourage you 2o Try... ehen you are in (¢his situation). ( What
situations do you see Zhs Ae/hﬂ wsefu! o Z‘ry owt?)

The reason we Show models/ 3#6;0/75 / diagrams IS because Zhey
represent i/7/n35 that we want to recall lader. THis model points out
(2, 3) z‘/z/ngs thdd are... (LWhat does tHis rodel/ a’/agra/n/ 3#6;0/7 Shoew Zo

you 7)

IF owur 30@/ is —— (Zopic, /earn/ng /90/‘nz‘>, /s rnext
Zopic/concept/ way of operaz‘/ng/ skilly can help wus 2o
(How do you see this /7e//9/n3 you or your associales? )

7 hat Segmenz‘/ Zopic/activity/discussion got a lite/e meddy/complex.
What I'd invite you Zo Zake aoay are these z‘/7/n35.., (ZF you had Zo
‘clear ap‘ any confusion on 2hat, what woculd you say? )

There are no r/g/;z‘ oFr wrong answers and approaches. Sore z‘/7/n35 do
/7e//9 wus to be more effective leaders. ThHis ( fopz‘c> can /7e//9 you

Aedaﬂ&e..,
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Skill Activity or Practice Format
(Supplement to DAAG; DAAG often very detailed with Set Up and Debriefing Points)

Module Time

Transition In:

Describe Focus for Practice or Purpose of Activity:

Preview:

Set Up (cover what is appropriate)

Describe Materials:

Describe Partners & Grouping:

Give Instructions (Written & Verbal) by role in chronological order, step-by-step:

Share Timing Responsibilities:

Describe Your Role (Trainer’s Role):

Check for Questions.
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During

Observations You Want to Make:

Note Learning Points You Notice to Bring Out in Debrief, Examples to Link Back:

Watch for Interventions You May Need to Make:

Off track/wrong approach - Quick correct
Not following rules = Preface with correction
Struggling to get it > Preface and teach/coach
Derailing others = Intervene

Going well > Acknowledge with specifics

After/Debrief

Summarize What You Noticed:

Transition Out:
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Coaching and Feedback Format

Module Time

What did you do that you /iked? (REFLECT)
What woeld you have done differently? (REFLECT)

Check receptivity to feedback:
Woeld you be open Co Some Feedback? Or I noticed a Feco Z‘/}/ng\s you
mig/zz‘ £ind wseful. May I share?

Describe Their Goal/Standard in Using Skill:
When e wuse this skill, it helps us Zo...

Share What You Observed/Behavior:
I noticed 2AL...

Share the Impact This Might Have:
This could help... " This »ight get in the way of..

Check for Reactions/Inquire:
What I's your reaction? = What do you 2hink of this?

(REFLECT)

Ask Application Question:

Thank.
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Demonstration Format
(Supplement to DAAG; DAAG typically detailed with Debriefing Points)

Module Time

Transition In:

Purpose of Demonstration:

Preview:

Set Up

Set the Scene (People, Situation, Equipment):

Describe What They Should Observe:

Give Any Disclaimers (Style, Content, Longer Than Real Life, Not to Laugh, etc.):

Tell What You Will Do After the Demo is Over:
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During

Trainer Notes (use worksheets in participant materials, if available; post any
slides or charts if they are to follow along):

After

Preview Debrief and Debrief (Start with volunteer reaction, then group reaction,
then specific planned questions):

Summarize:

Transition Out:
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Options for Handling Difficult Situations in Large Groups

Very Quiet Group/Low Energy

* Break into pairs to discuss something.

* Throw in a devil's advocate position and ask for reactions.

* Call on someone by name.

* Write out some responses individually and then report out (timed — brief
time — have to achieve certain number).

* Tell a story/case and give permission to give advice.

Argumentative/Overpowering Individual(s)

* Break eye contact with individuals.

o, . A)
e Transition to someone else: Le? s Aear Frorr Some others.

* Ask the group to write out responses and then report out.

* Conduct a small group discussion.

* Chart out/power chart out on bullet points (give a limit of # of responses).

Individual Interventions

Stage 1
Check-in on break;

casual and friendly

Stage 2
Get an Individual

Agreement;
if needed, give one
reminder

Stage 3
Present with decision

to stay or go (on break)

I'd Jove your 1npeld.
Yo 15 12 30/‘/73 for

you so far?

T cowld «use your /7e//9

on S omei/y/nj.

I notice that cwhen
yoa...z‘/ws group Zhen...

Could I ask you Zo...

We agreed 2haL...

A2 2his point I'd /ike
o have you decide if
you can stay and coork
as we agreed or, i’ you
need to leave o
Chandle, becawtse)...
Which work for you?
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Group Problem-Solving / Group Intervention

Stop teaching.

Sit down.

Say what you see:

T notice that there Seems o be.. (a /ot of enerqy arowund... = concern
aboud... very litdle interaction = etc.).

Invite group to respond:
Are you noi/‘c/nj 2his as well? - What are you 5ee/n3.7
REFLECT

Summarize the problem:

Invite problem solving:

Since it sounds as £ we are experiencing..one option we Aave is Lo
/Droé/em solve this. I have some f/)oag/[i\s . Let's See from you, what
woutld you life to do? * How do you Lhink we shoel/d proceed?

PROBLEM SOLVE

Get agreement:

So that we are all in agreemenf. Are you w////ng Zo... We Lhink e
can/shoculd...

Close discussion.

7 hank you for wor(/nﬁ z‘/zroag/z 2hat. let's move on 2o our next point
on Zhe agenc/a.

REINFORCE when you see agreement in action.

I see Chdt e are c/o/nj WAL e aﬁreea/ . Thanks For rememéer/ng that.
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People Performance Solutions
PPS INTERNATIONAL LIMITED

Designing and Facilitating Global and Local Training,
Assessing Skills, & Coaching Senior Leaders

www.PPSinternational.net
+1 (864) 962-6789 phone

m Follow us on LinkedIn PPS International Limited
y Follow us on Twitter @PPS_Synet
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