
TEACHING TECHNIQUE
“FROM LIST TO LEARNING”
	
TECHNIQUE DESCRIPTION

	This technique is designed to turn simple lists into a training technique.
Instructions:

· Pre-identify the list you wish to use.

· Have copies of the list for all students.

· Divide the class into groups.

· Direct each group to select a scribe to take notes and a spokesperson to present the group findings to the rest of the class.

· Assign a number related to a statement on the list to each group.

· Direct the groups to come up with at least three key ways to do what the statement talks about.
· After no more than 10 minutes, have each group present their findings to the rest of the class.

· Debrief this technique by discussing why it was done and how it relates or can be applied to real life or the job.


	
KEY LEARNING POINTS

	This technique will challenge the learner to use identify ways of implementing what short lists talk about.


	
VARIATIONS

	·  None.


	
RESOURCES NEEDED

	· Lists applicable to the topic of instruction.  (Samples attached)
· Flip charts and writing instruments if desired.

· Time:  approximately 30 minutes.


	SOURCE

	Rosanna McKinney, Master Instructor
Santa Cruz Consolidated Communications


COMMON SENSE PRINCIPLES 

FOR GOOD COMMUNICATIONS

 1.  
Talk from an "I" attitude, never a "you" attitude.

 2.
Speak to a single person, never a crowd.

 3.
Make it a personal conversation.

 4.
Say what you mean and mean what you say.

 5.
Speak in simple spoonfuls, never a big bowl full.

 6.
Put your thoughts in order.

Eight Rules of Ethical Thinking
1. Consider the well being of others, including non-participants.

2. Think as a member of the business community, not as an isolated individual.

3. Obey, but do not depend solely on, the law.

4. Think of yourself and your company as part of society.

5. Obey moral rules.

6. Think objectively.

7. Ask, “What sort of person would do such a thing?”

8. Respect others’ customs, but not at the expense of your own ethics.

FEEDBACK GUIDELINES

1. Focus feedback on behavior and performance rather than the person.

2. Do not compare the trainee with other trainees.

3. Do not criticize in front of others.

4. Object to improper performance and behavior that the trainee can actually change.

5. Make your comments about an incident as soon after the incident as possible.

6. Get right to the point.

7. Remember to compliment.

8. Focus on major problems and complaints.  Do not nit-pic.

9. After making your complaint in good faith, do not apologize for it.

10. Make your point in your own terms.  Do not say, The Chief/Supervisor wouldn't really like this...

11. Be empathetic to the employee’s position
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