VSO Basic Education – Training of Trainers


VSO BASIC EDUCATION
	TRAINING 
OF 
TRAINERS


PARTICIPANT’S HANDBOOK
CONTENTS
2Continuing Professional Development


3Becoming a Teacher Trainer


4Training Needs Analysis (1) – Observation


6Giving Feedback – ‘Sandwich Model’


7Training Needs Analysis (2) – Practical Tools


8Training Methods and Techniques


10Planning a Workshop


12Using ACTIVE to help you plan your training


13Example of a Workshop Plan


15Designing a Training Course


17Designing a Training Course – Case Study


18Training Course Evaluation


19Example of a Training Evaluation Questionnaire:


20The Training Cycle


21Learning and Development Task




NAME:                                
Continuing Professional Development

Think about your own Professional Development since you attended previous teacher training. Then complete the following questionnaire:
	1) Have you kept a Learning Log up to date? If your answer is no, please say why not.

	Yes/ No

	2) Which of the following have you used in planning or teaching your lessons? Please tick the ones you have used.

	· Learning Styles

· SMART objectives

· Lesson planning using ESA

· Differentiated tasks

· Different methods of assessment (not exams)

· Observation of other teachers

· Action Planning with colleagues



	How often do you…
	Never
	Sometimes
	Often
	Every day

	3) …speak English outside your classroom?
	
	
	
	

	4) …read English other than your text books?
	
	
	
	

	5) …listen to English or watch English movies?
	
	
	
	

	6) …talk to your colleagues about your lessons?
	
	
	
	

	7) …talk to your colleagues about their lessons?
	
	
	
	

	8) After observing your colleagues in school, have you given them feedback?
	Yes/No

	9) How did they react to your feedback?


	

	10) Have you organized any training in school for your colleagues?
	Yes/No



	11) Have you supported another teacher who was having difficulties?
	Yes/No


Becoming a Teacher Trainer

As an experienced teacher you already have a lot of skills and knowledge which you can use when training other teachers.
What skills and knowledge do you already have as a teacher which you think you can use when training others?

	Skills 
	Knowledge

	
	


What skills and knowledge do you think you will need to develop to become a successful teacher trainer?  

	Skills 
	Knowledge

	
	


Training Needs Analysis (1) – Observation

TNA Observation Sheet (ELT)

Class / 班级:               Teacher / 教师:                Date / 日期:   

	Teaching procedure 
	

	· Your revision stage was not too long or short
	

	· You involved the students in the presentation
	

	· You explained meanings clearly
	

	· You gave students enough time to think and practice
	

	· You gave different tasks to students of different abilities
	

	· You pronounced new words clearly and asked students to repeat carefully
	

	
	

	Use of teaching aids 
	

	· Your visual aids were big and clear
	

	· Your blackboard was well organised.
	

	· Your handwriting was clear and easy to understand
	

	· You used multi-media and modern technology
	

	· You designed and used your own resources
	

	
	

	Classroom management 
	

	· You looked at the students while working on the blackboard
	

	· The students participated actively in the class
	

	· You involved the students in the presentation
	

	· You corrected students’ mistakes in a sensitive way
	

	· Students had a chance to do group and pair work
	

	· Your lesson was well-prepared and you used your plan.
	

	· Students had a chance to ask questions
	

	· You praised and encouraged students
	

	· You controlled bad behaviour well
	

	· Students seemed comfortable and confident in the class
	

	· All students had plenty of chances to answer questions
	

	· You gave clear instructions for activities and checked understanding
	

	
	

	Classroom English 
	

	· You used mostly English in my lesson
	

	· You used gestures to help the students understand
	

	· You spoke Chinese when necessary
	

	· You pronounced new words clearly and asked students to repeat carefully
	

	· You gave clear instructions for activities and checked understanding
	


	Things I liked / 我认为教学中比较好的方面:



	Some ideas to try next time / 在今后的教学中可以尝试的方法:




Giving Feedback – ‘Sandwich Model’
Trainers will sometimes be in the position of training trainers and therefore may need to observe and give trainees post-observation feedback. It is important to recall the experience of receiving feedback. 

Remember the ‘golden rules’: 
· Give feedback as soon as possible after observation. 
· Be flexible. 
· Think and plan what you want to cover. 
· Keep to the criteria. 
· Set the trainee at ease. 
· Be open, gentle and careful. 
· Allow for trainee self-reflection. 
· Be sensitive and aware of your trainee’s feelings. 
· Mind your language. 
· If you make notes give the trainee a copy. 
· Set targets. 
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	POSITIVE (bread)
Focus initially on the positive points. 
CONSTRUCTIVE (filling)
Focus on a few key points that can be worked on. 

Discuss how they could do it differently. 
POSITIVE (bread)
Round off with more positive comments. 

Set targets for future development.



Adapted from VSO Training Skills (p28)
Training Needs Analysis (2) – Practical Tools
Questionnaire: Entertainment facilities in Your Town  调查表：娱乐设施

	1) Which of the following entertainment facilities are already available in your town? 下列哪些是已有的娱乐设施？（在已有的设施后划勾）

	KTV
	Cinema(电影院)

	Internet café（网吧）
	Swimming pool（游泳池）

	Ice rink（溜冰场）
	Disco（舞厅）

	Bowling（保龄球）
	Sports centre（体育馆）

	Park（公园）
	Other（其他）: ______________

	
	

	2) How often do you or your family use the existing entertainment facilities? 你或你的家人多久会去一次这样的娱乐场所？（在相应的频率栏下填写活动）

	Most days

大部分时间
	Once a week

一周一次
	Once a month

一月一次
	Rarely

很少
	Never

从不

	
	
	
	
	

	3) List any facilities (currently unavailable in your town) you or your family would use at least once a month, if the local government provided them in the future: 把你和你的家人想要至少每月去一次而没有的娱乐设施写下来，也许政府会在将来设置它们:



Training Methods and Techniques

As an experienced teacher you know the importance of engaging your students’ interest and varying the activities you use throughout a lesson. The same applies to a training workshop or course and there are many training techniques which you can develop to make your sessions lively and interesting.  Here are some ideas which you can use.

	Warmer
	A short activity at the beginning of a session to warm up or wake up participants


	Group discussion
	An activity where participants work in small groups to discuss questions or statements. For example, they could be looking at advantages and disadvantages or true/false statements.


	Plenary 
	This technique brings all the participants together for a discussion. This may be done a the beginning or at the end of a session and is a very useful way for teachers to share their ideas


	Brainstorm
	This can be done as a whole group activity or in small groups or pairs. Participants think of as many ideas as possible on a particular topic and record these on the board or on big sheets of paper


	Poster Presentation
	Participants work individually or in groups to produce a poster showing their ideas or answers to a question. These are displayed around the room so everyone can have a look at all the others


	Carousel
	This technique needs to be organised very carefully. The participants are divided into groups and each is allocated a different activity to do. After a certain length of time they are asked to stop and move on to the next activity and so on


	Micro Teaching
	Participants teach a small part of a lesson using the other trainees as their students


	Demonstration
	The trainer demonstrates a teaching technique to the participants


	Observation
	Trainees observe a class and record their observations


	Role-play
	Participants take on and act out roles of other people


	Lecture
	This is a traditional technique where the trainer talks about a subject and the trainees take notes


	Model lesson
	The trainer demonstrates a whole lesson either with real students or with the participants taking on the role of students. 



Planning a Workshop

Before you start to plan any training session, you need to know why you are doing it and what you are trying to achieve.

Planning a workshop is very similar to planning a lesson. You need to set your objectives and think about the different activities you will use, which order they should be in and how long you think each activity will take.

The easiest model to follow when you first begin training is:

	Introduction – either a warmer or setting out your objectives

Activity 1 – using the most appropriate training method

Feedback – from the activity 1

Activity 2 – using a different training method

Feedback – from activity 2

Plenary – rounding off the session and summing up


Depending on the length of the workshop you may need to plan several activities.
Training can be tiring so both you and your trainees will need at least one break depending on the length of the workshop.

When setting your objectives remember to make them SMART.
Planning a Workshop – setting objectives

Work in groups. Match the objectives to the workshop

	1  Introduction to the New Curriculum

2  Learning Styles

3  Keeping a Learning log

4  Differentiation

5  Observing other teachers

6 Planning and teaching together

7  Setting objectives

8  Lesson planning


	
	a  To look at the most beneficial ways of giving feedback to colleagues

b  To explore different models which can be used to plan lessons

c  To think about how different students prefer to learn and how this affects our choice of classroom activities

d To look at the difference between teacher-centered and child-centered learning

e  To explore how to use SMART

f To explore ways of teaching large mixed-ability classes

g  To show teachers a way of recording their own professional development

h  To explore ways of working together and learning from each other



Using ACTIVE to help you plan your training

Attention

It is important to get your trainees attention as soon as the workshop starts, so a good introduction is very important.

Content

Remember to choose the content carefully building on what your trainees already know.

Timing

Plan the timing of each session just as you would do in a lesson. Remember to allow enough time for your trainees to take in new ideas. Be prepared to be flexible with the timing.

Interaction

Make sure there are plenty of opportunities for discussion with yourself and other trainees.

Variety

Use a range of different training methods and techniques. Your trainees will have different learning styles and different experience.

Evaluation

Think about ways in which you can evaluate your training, both throughout the workshop and at the end. 

Example of a Workshop Plan

Topic: Introducing and exploring “Learning Styles”
Objectives:

· to introduce the idea of different learning styles

· to explore learning styles in relation to ourselves and our own students

· to think about our choice of classroom activities and how these affect learners with different styles

Time: 90 minutes

Materials required: 

· Blackboard

· Large paper
· Marker pens

Introduction (10 mins)

Whole group

Brainstorm different activities which we use in our lessons – trainer to write on blackboard. 

Activity 1 (10 mins)

Draw a hand, ear and eye on the board. Ask the participants to work in groups and look at each activity on the board and decide whether we need to use our ears, eyes or hands and body to carry it out. Point out that some activities may involve more than one. Give two examples to demonstrate idea

Feedback (15 minutes)

Go back to the list on the blackboard and discuss each activity in turn asking for answers from the trainees. Draw the appropriate symbol(s) next to each activity. Count up the number of activities under each heading and discuss the result. 

BREAK (15 minutes）

Activity 2 (25 minutes)

Introduce the terms visual, auditory and kinesthetic and explain each one. Give the participants a simple questionnaire to complete individually so they can work out their own preferred learning style. Explain that they may have a mixture of all three styles in their answers but one will show up as their preferred style. Ask them to compare their own preference with the rest of their group and to make a poster showing their group result. They can do this as a graph or as a list. 

Feedback (5 minutes)
Put the posters up on the wall. Ask everyone to walk around and look at the other groups’ results and talk about what we can learn from this.

Plenary (10 minutes)

Discuss what the participants have learned from the session and the implications for their own classroom. Refer to the original list of activities ad to their posters. Ask them to think about the activities they use and whether they are appropriate for all the students in their classes.

Designing a Training Course

When you have completed your Training Needs Analysis you can begin to plan a series of workshops which together will build into a complete training course.

Activity 1: Group Task

You have decided to run a 10 week course offering one workshop per week to other teachers of English.

In your group discuss which workshop you would do on Week 1, week 2 and so on. Think about the reasons why you have chosen to place them in this order.

	Week
	Topic

	
	Speaking and Listening

	
	Observing other Teachers

	
	Writing

	
	Introduction to the New Curriculum

	
	Organising Group Work and Pair Work

	
	Reading

	
	Planning Lessons

	
	Teaching Vocabulary

	
	Correcting Mistakes

	
	Using a task based approach


Activity 2:

	Question
	Things to consider

	Who?
	You should have identified your trainees through your Training Needs Analysis (TNA) but you need to know how many teachers will attend each workshop.



	Why?
	To help you set your objectives, ask yourself why your trainees need this training and what you are trying to achieve.



	What?
	Your TNA will help you to decide on the content of training course and of each workshop.


	When?
	When will the workshops be held?

How long will each workshop be?

Will the workshops run weekly/ monthly or over several consecutive days?

Will you need time for opening/closing ceremonies?



	Where?
	Where will you hold the workshops?

What facilities are available?



	How?
	What training methods and techniques will you use?

How will you evaluate the training?

Will you produce handouts or a course booklet?

Will you give the trainees homework?




Activity 3

Once you have decided on the objectives of your course, the content and the frequency you can start putting together your plan. You need to organize your workshops in a logical order so that your trainees can build on the knowledge they already have.

Remember to use SMART objectives and think about ACTIVE workshops.

Designing a Training Course – Case Study

Read the following case study. Then working in groups think about the course you will need to run to meet these teachers’ needs.
Make a list of the topics you would like to include in the course and then set the overall course objectives using SMART to help you.
You are a member of an English Department in a Junior Middle School. There are 5 other teachers in your Department and you have been asked to carry out a Training Needs Analysis and run a training course for your colleagues, offering one workshop per week for 4 weeks.

All of the teachers in your Department have had training on the New Curriculum for English and you are all using “Go for it”
You have observed your colleagues and have found that, although they are using task-based methods their classroom organization is not very good. Students do not seem to work well in groups or pairs and there are often some students who sit on their own and don’t join in. 
Some of your colleagues are still spending a lot of time drilling vocabulary at the beginning of the lesson and trying to teach every new word in reading passages. Several teachers are asking students to memorize reading passages for homework while other teachers are asking that students translate them into Chinese.

You have also interviewed your colleagues and have found that most of them are still concerned about the fact that the students can’t remember all the new words for each unit.

Another concern raised by two of the young teachers was that they might lose control of the class during oral work.

Training Course Evaluation

	Area of evaluation
	Details
	Means of evaluation
	When?

	Reaction
	Trainee opinions of:

· Training facilities

· Training methods

· Training objectives
· Training content

· Trainer(s)

	· Questionnaire
· Focus group discussions
	· Immediately after training

	Learning
	New/improved:

· Knowledge

· Skills

· Attitudes


	· Written Homework


	· Soon after training

	Behaviour
	· Measuring aspects of job performance that are related to the training objectives.


	· Classroom observation
	· Soon after training (continuous assessment)


Example of a Training Evaluation Questionnaire:

以下问题请您在适合的选项上划勾；并请写出您的建议

	
	a很满意 
	b比较满意
	c一般
	d不太满意 
	e很不满意 

	1培训设施（如培训室

桌椅、活动用具等）
	
	
	
	
	

	建议 
	

	2培训内容
	
	
	
	
	

	建议
	

	3培训方式
	
	
	
	
	

	建议
	

	4教师培训手册/资料
	
	
	
	
	

	建议
	


NB: (1) facilities; (2) content; (3) methods; (4) handouts; (a) very satisfied; (b) quite satisfied; (c) ok; (d) not satisfied; (e) very unsatisfied

The Training Cycle

The Training Cycle is a tool used by trainers to help them think about and organize their training.
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Learning and Development Task 

The people who benefit from doing this task are…
	You
	Teachers you work with
	Students in your school

	(
	(
	(


	Description of the task
	What a successful task should look like (assessment criteria)

	You should work the colleagues in your Department, carry out a Training Needs Analysis and write a plan of to show how you can support their training needs.
	To do this task successfully you need to show that :

You have used different methods to carry out your Training Needs Analysis

You have recorded your colleagues training needs and have thought about ways in which you can support their professional development.

You have tried out at least one of your ideas

	Guidelines on how to do the task
	

	Ask the colleagues in your Department to help you carry out this task. 
Using observation, interview and questionnaire find out what training your colleagues need.

Write your findings on the attached homework sheet.
Think about how you can support some of the needs you have identified and answer the questions on the homework sheet

Try out at least one of your ideas and write a short evaluation report.


	


	List of things to send back

	The homework sheet 
A copy of any TNA tools which you used with your colleagues e.g. questionnaire.
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