- CO-ROM
)felffer Essential resources for training and HR professionals INCLUDED

SECOND
EDITION

/

INCLUDES 200 TIPS TO
PROMOTE LEARNING,
INVOLVEMENT, AND CHANGE

TEAM BUILDING
ON-THE-SPOT ASSESSMENT

IMMEDIATE LEARNING
INVOLVEMENT

ACTIVE LEARNING WAYS T O ME
STIMULATING DISCUSSION T RAI N I N G
PROMPTING QUESTIONS
TEAM LEARNING | ( ] r-I-1 ‘ 7
PEER TEACHING I E

ACTIVE LECTURING
EMOTIONAL INTELLIGENCE
SKILL DEVELOPMENT
REVIEWING
SELF-ﬁSSESSMENT
APPLICATION PLANNING

CLOSING SENTIMENTS




| CONTENTS

Acknowledgments . . . . . . . 0. it e e e e e
Introduction: Getting the Most from This Resource . . .. ... ... ..

THE NUTS AND BOLTS OF ACTIVE TRAINING
TwoHundred Tips . . . . . v o v v i it i i e et et e o v e v
Ten Layouts for Setting Up a Training Classroom . . . ... ... ...
Ten Techniques for Learning Names . . ., . . .. ... ... ... ....
Ten Questions for Obtaining Participant Expectations . . . . . . . . ..
Ten Methods for Obtaining Participation . . . . .. .. ... ... ...
Ten Assignments to Give Learning Partners . . . . ... ... ... ...
Ten Occasions to Use Response Cards . . . . . .. ............
Ten Ways to Make Learning Visual . . . .. ... ... ... .. ...
Ten Suggestions for Activating a Lecture . . . . ... . ... ...
Ten Common Games TrainersPlay . . . . .. ... ... ... ......
Ten Energizers to Wake Up or RelaxaGroup . . . . .. ... ... ...
Ten Strategies for Forming Groups . . . . . . .. ... ... ... ...
Ten Alternatives for Selecting Group Leaders and Filling Other Jobs
Ten Tips When Facilitating Discussion . . . . ... ... ... ......
Ten Options for Role Playing . . . . . ... . ...............
Ten Steps to Use When Facilitating Experiential Activities . . . . . . . .
Ten Timesavers When Active Training Takes Time . . . . . ... .. ..
Ten Tricks for Calling Participants to Order . . . . . . . ... ... ...
Ten Props That Dramatize Learning . . . . . .. ... .. P
Ten Interventions for Regaining Control of the Group

Ten Tips for Online Active Learning

....................

HOW TO GET ACTIVE PARTICIPATION FROM THE START
Team-Building Strategies . . . . . . . ... i s
1.Stand Upand Be Counted . . . . ... ... .. ... .........
2. Human Scavenger Hunt . . . . . ... .. ... .. .. .......

771}



Vit Contents

.GroupRésumé . . . . . ...
CPredictions . . . . . . e e e e e
. Television Commercial . . . . . . . . . . o000
MeToo .o o e e e e e
. Really Getting Acquainted . . . . . ... .. ... ... ...
JTeam Getaway . . .. Lo oL e e

O 0 =T S O W

.Reconnecting . . ... ... ... oo
10. Setting Ground Rules . . . . . .. ... ... ...

On-the-Spot Assessment Strategies . . . . . . . . . ... v oo
11. First-Class Survey . . . . . . . . o o o v v o
12. Introductory Go-Arounds . . . . . ... ..o oL
13. Assessment Search . . . . . . ... Lo 000 oo

14. Instant ASSESSINEIIL . . . . v v v v b b b e e e e e e e e e e '

15. A Representative Sample . . . ... ... ..o
16. Class CONCEINS . . v v v v v v v v v e e e e e e e e e

Immediate Learning Involvement Strategies . . . .. .. ..... ...
17. Active Knowledge Sharing . . . . . . .. ... ... ... . ...
18. Rotating Trio Exchange . . .. ... ... ... ... ... ...,
19.GotoYourPost . . . . . ... Lo
20. Lightening the Learning Climate . . . . ... ... ... .....
21, Exchanging Viewpoints . . . . .. ... ... ...
22. TrueorFalse? . . . ... . ... ...
23 Hangman . . . . . .. .o o e
24. Buying into the Course . . . . . . . ... . ...

HOW TO TEACH INFORMATION, SKILLS,
AND ATTITUDES ACTIVELY

ActiveLecturing . . . . . . . . . . o i o e e
25. Gaining Attention . . . . . . .. ..o e
26. Inquiring Minds Want to Know . . . .. .. ....... .. ...
27. Teaching by Analogy . . . . .. . . ... ...
28. Listening Teams . . . . . . . . ... .. oo
29. Guided Note Taking . . . . . ... ... ... ... ...
30. Lecture Bingo . . . . . .. .o
31. Guided Teaching . . . . . . ... ..o



Contents i

82. Acting [tOut . .. ... 127
33. Team Quiz . . . . . . . . . 130
Stimulating Discussion . . . . .. ... 0o oo oo e e 133
34. Active Debate . . . . ... L o 134
35. Town Meeting . . . . . . . . . i 137
36. Three-Stage Fishbowl Discussion . . . . . . . ... ... .. ... 139
37. Expanding Panel . . . ... ... ... . oo 142
38. Point-Counterpoint . . . . . . . .. ... 144
39. Reading Aloud . . . . . ... ..o 146
40. Card Exchange . . . . . .. .. oo 148
Prompting Questions . . . ... ... .. I 151
41. Learning Starts with a Queston . . . . . . ... ... .. 152
42. Question Cards . . . . .. ... .. e e e e 154
43, Planted Questions . . . . . . . . .. e 156
44, Role Reversal Questions . . . . . . (P 158
TeamLearning . . . . . .. o v vt v v vttt vt vt o e 161
45, Information Search . . . . . . . ... o oo 162
46. The Study Group . . . . . . .. oo v 164
47.Card SOT . . v v v e e e e e e e 167
48. Learning Tournament . . . . . . . ... 169
49, The Powerof Two . . . . . . .. ..o i oot 171
50. Team Investigation . . . . . . . ... .. o 173
Peer Teaching . . . . . . v v v v ittt ittt ittt et e e oo 175
51. Group-to-Group Exchange . . . ... ... .. .. ... ...... 176
52. Jigsaw Learning . . . . . . ... . e o 178
53. Everyone Is a Teacher Here . . . . .. ... ... ... .. 181
B4, Peer LEesSOIS . . . . . o v v i i i e e e e e e e e 183
55, Participant-Created Case Studies . . . . .. ... ... .. ... 185
56, Poster Session . . . . . . . . i o e e e e e e e e 188
ActiveeLearning . . . . . ¢ v v v v v vttt e e e 191
57. E-Mail Exchanges . . . . . . . . ... e 192
58. Dear Addie Letters . . . . . .. .. .. oo 194

59. Application Questions . . . . .. .. ..o . 196



X Contents

60. Web-Based Scavenger Hunt . . . . . . .. ... ... .......
61. Real-time Feedback . . . . . . . . . . . . . . . . .. ..
62, e-Learning Journals . . . . . ... ... oo Lo

Emotional Intelligence . . ... . ... ... ... ... ... ...,
63.Jolts . . . . L
64.Seeing HowItls . . . . ... ... ... ... .. ........
65. Billboard Ranking . . . . ... . ... ... ... 0.
66. What? So What? NowWhat? . . . ... ... ............
67. Active SeH-ASSESSIMENt . . . . . . . . e e e
68. Stop, Start, Continue . . . . ... L. L L
69. Storytelling . . . . ... o o

Skill Development . . . . . . . ... . i i e e i
70. Show, But NOT Tell . . .. . ... ... . ... . ... ... ....
71.TheFiringLine . . .. ... ... ... ... ... .........
72. Active Observation and Feedback . . ... ... ... .......
73. Non-Threatening Role Playing . . . . ... ... ... .......
74. Triple Role Playing . . . . . .. ... .. ..............
75.RotatingRoles . . . ... ... ... .. L
76.You Write the Script . . . . .. ... ... ..
77. Practice-Rehearsal Pairs . . . . . . ... ... ... ........
78 TAmthe... . ... ... e
79.Curveballs . ... ... ... ... ..

HOW TO MAKE TRAINING UNFORGETTABLE
Reviewing Strategies . . . . . . . ... . .o i e
80.Index Card Match . . ... ... ... ... .. ..........
81. Flip Chart/Slide Review . . . .. .. ... ... .. ... .....
82. Review Scrabble . . ... ... ... e e e e e e e e e
83. Crossword Puzzle . ... .. ... ... . .. ... . . ... ...,
84.JeopardyReview . . . . .. ... .. ... Lo
85. Who Wants to Be a Millionaire? . . . . .. ... .. ... .....
86. ParticipantRecap . . . . . ... ... ... Lo



Contents ‘ xi

SEIf-ASSESSIMENL . « v + « v v o s o s 0 o s s b e s m e e e e e e e e s 263
87. Reconsidering . . . . . . . ..o e 264
88. Return on Your Investment . . . . . . . . ... ... L 266
89. What We Are Taking Away . . . . .. .« .« oo 268
90. Physical Self-Assessment . . . . . . . .. ..o 270
Application Planning . . . . . .. o oo 273
91. Self-Monitoring . . . . . . . ... 274
92. Peer Consultation . . . . . . . . o . oo 276
98, Obstacle ASSESSIIENE . . . . v v 4 o v v v e e e e e e 278
94. JobReminders . . . . ... ... 280
95. I Hereby Resolve . . . . . .. .. .. i i 282
96. Follow-Up Questionnaire . . . . . . e e e e 284
97. Stickingto ¥t . . . ... .. ... .. JE S 287
Closing Sentiments . . . . . . ... ... e e e e e e e e e 291
98. High Fives . . . . ..o i 292
99. Connections . . . v v v v v e e e e e e e e e e e e e e e e 294
100. Group Photo . . . . . .. . o 296
101. The Final Exam . . . . . . . . i i h e e e e e e 298
References . . . v v o o o o o o o o o s o v s o s s o s s s s s 0 8 s 0 vs 301

Aboutthe Author . . . . ¢ ¢« v v v v v v b ot e e et et s s e 303

Pfeiffer Publications Guide . . . . . ¢ ¢« ¢« v v o v e b e v e e e e e 305



