Index

A

ABC (learning types), 42

Accommodating learning style, 6

Action plans: Checklist of Actions,
307fig—308f1g; described, 306-307;
design and development guide-
lines for, 308fig—310fig

Action verbs (written objectives),
48fig

Active Knowledge Sharing exercise,
61fig

Active learning: average retention
rates of, 2-3; concerns about,
§-10; delivery of, 11-13; as ex-
periential learning approach,
146-152fig; principles of, 10;
three factors forming basis of, 8.
See also Adult learning; Learning

Active Learning Credo, 2

Active learning projects: field obser-
vation, 148-150; in-basket assign-
ments, 146-147fig; research

projects, 148; task-force projects,
150-152fig; teaching projects, 150

Active listening (PROPOSAL
acronym), 79fig

Active skill development, 130-131

Active training: designing activities
for, 155-163; developing objec-
tives, 41-51; needs assessment,
21-40; sequencing activities for,
165-182. See also Teaching;
Training

Active training activities: Encourag-
ing Feedback From Others,
168fig—170fig; facilitating struc-
tured, 263-273; The Game of
Life, 180fig—181; How I'd Like
Our Team To Be, 275fig; The
New Contract, 156f1g—157fig;
Nonverbal Persuasion, 160fig—
161fig; Obtaining Support From
Other Adults, 170fig—172fig; Our
Ground Rules, 275fg—276fig;

331
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planning/macrodesign of,
184-188fig, 189; Point-Counter-
point, 157fig—158; sequencing,
165-182; Sequencing Activity,
166f1g—167fig; team learning dur-
ing, 273-280; What You Bring to
Conlflict Situations, 173fig—175f1g;
What? So What? Now What?,
179f1g—-180fig. See also Exercises;

Games/simulations

Active training activity design: basic

questions to ask about, 158-159;
blending technology into, 191-205;
macrodesign, 183-188fig, 189;
remaining details of, 159-161;
three major design ingredients
used in, 155, 157; three tips for
creating, 161-162; worksheets
for, 163, 189

Active training activity sequencing;:

applying guidelines to, 168fig—
175fig; basic guidelines for,
165-168; experiential learning
sequences included in, 179fig—
181; finer side of, 175-178; work-
sheet for, 182

Active training agenda: checking

your, 255; inviting feedback to
the, 224-225; reviewing the,
993fig-9224

Active training group: controlling

timing/pacing, 231-234; getting
attention of, 234; handling prob-
lem situations with, 235-242; in-
creasing receptivity to your
leadership, 234-235; knowing
your, 245-249; setting group

norms, 229-231; trainer prepara-
tion for, 211-224; worksheet on
gaining leadership of, 243. See
also Participants

Active training macrodesign: char-

acteristics of, 183; Coaching and
Counseling Program,
185fig—188fig; planning activities
of, 184-185; worksheet for, 189

Active training preparation: arrang-

ing physical environment,
214-219; first 30 minutes “grace
period,” 221-223; greeting par-
ticipants/establishing rapport,
219-221; mental, 211-214; re-
viewing the agenda, 223f1g-224;
tips for positive first impression,
222-223

Active training program: back-on-

the-job application of, 205-314;
beginning an, 211-225; blending
technology into, 191-205; con-
cluding an, 281-291; conducting
an, 207-209; creating opening
exercises, 53-70; designing activ-
ities for, 155-163; developing
objectives, 41-51; evaluating,
315-327; extending value of,
293-294; gaining leadership of
group, 229-243; physical envi-
ronment role in, 214-219; plan-
ning, 183-188fig, 189; planning
next steps following, 288-289

Active training program design:

eight qualities of, 15-17; macro-
design of, 183-188fig, 189; steps
of, 17-18. See also Design
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Active training program qualities: 1:
moderate level of content, 15; 2:
balance among affective, behav-
ioral, and cognitive learning,
15-16; 3: variety of learning ap-
proaches, 16; 4: opportunities for
group participation, 16; 5: utiliza-
tion of participants’ expertise, 16;
6: recycling of earlier learned
concepts and skills, 16; 7: real-life
problem solving, 16; 8: allowance
for future planning, 17

Activities. See Active training
activities

Actors (role playing), 127

Adult learning: affective, 42-43, 44;
behavioral, 43, 44; cognitive,
43-44; four styles of, 6-7; how
the brain works and, 4-6; select-
ing objectives related to under-
standing, 46; social side of, 7-8;
sustained lecturing and, 3—4; syn-
ergetic, 85-86. See also Active
learning; Learning

Advanced knowledge/skills activities,
184, 187fig-188fig

Advisory group, 317

Affective learning: described,
42-43; goals of, 44; selecting
objectives for, 45

Agenda: checking the, 255; inviting
feedback to the, 224-225: re-
viewing the, 223f1g—224

Alexandri, R., 111

Alligator River game, 134fig—135

Americans with Disabilities Act,

115

Anonymous remarks evaluation,
316-317

Arguing, 237

Artistic product, 289

Assessing the Need for Training and
the Participants worksheet, 40

Assessment: advantages/disadvan-
tages of techniques for, 32f1g—34fig;
obstacle, 302; on-the-spot, 58-60;
promoting self-assessment form
of, 285-288, 298-299; SWOT,
302; of training needs, 21-40. See
also Evaluating program

Assimilating learning style, 6

ASTD report (2004), 12

Asynchronous e-Learning: blended
learning, 191, 201-203; definition
of, 192; independent e-Learning,
191, 192-195; virtual classrooms,
191, 199-201

Auditory imagery, 140

Auditory learners, 6

Auerbach, C., 142

Back-on-the-job application: facili-
tations at end of program, 298—
312fig; facilitations during pro-
gram for, 297-298; follow-up
coaching and support, 312-313;
training supervisors to facilitate,
295-296; worksheet for, 314

Bafd Bafd game, 132

Bank Training Participant Question-
naire, 29fig—31fig

Behavior evaluation level, 321-324
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Behavioral learning: described, 43;
goals of, 44; selecting objectives
for, 45

Benchmark comparison, 129

The Best of Active Training (Silber-
man), 143, 296

Bethlehem Steel Corporation, 73

Betof, E., 296

Blanchard, K., 92

Blended learning
(asynchronous/synchronous):
creating, 202-203; described,
201; examples of, 191, 201-202

Body language, 250-252fig

Brain functions, 4-6

Brain-Based Learning (Jensen), 5

Brain-friendly lectures. See Lectures

Brislin, R., 107

Bruner, J., 8

Building block activities, 184,

186f1g—187fig

C

Case material, 23

Case problems: Claims Adjustment,
T4fig; post-lecture, 90-91; Résumé
Writing, 74fig—75f1g

Case studies: application of, 118,
119-120; The Death of a Child,
101fig—103fig; described, 99; in-
struction using, 103-104; Stress
for Success, 99fig—101fig; types
of, 104

CD-ROM instruction, 11-12, 192,
201. See also E-Learning

Celebration, 290

Challenge case study, 104

Checklist of Actions, 307fig—308fig

Claims Adjustment case problem,
T4fig

Clark, R., 177

Classroom training, 12-13

Closing active training activities,
184185, 188fig

Closing circle, 289

Clowning behavior, 237

Coaching and Counseling Training
Program exercise, 64fig—65fig

Cognitive learning: described, 43;
goals of, 44; selecting objectives
for, 44

Collaborative learning activities, 8

Commercial Instructions exercise,
56fig

Communication: building rapport
with participants, 219-221; non-
verbal behaviors, 250-252f1g;
one-way, 273. See also Feedback;
Language

Complaining, 236

Concluding program: expressing
final sentiments, 289-290; final
questions and concerns, 283-285;
planning next steps, 288-289;
promoting self-assessment,
285-288; reviewing content,
281-283; worksheet for, 291

Conditions, 47

Confidentiality issues, 230

Confucius, 2

Content/curriculum. See Training

content
Contracting, 304-306, 305fig
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Converging learning style, 6

Corrective Interviews Checklist,
300fig

“Cross-Cultural Issues for an Inter-
national Assignment” course,

106-107fig

D

Dealing with Difficult People exer-
cise, 142-143

The Death Of A Child case study,
101fig-103fig

Demonstration, 97-99, 118, 119

Design: basic questions about any,
158-159; three major ingredients
of, 155, 157; three tips for cre-
ative, 161-162. See also Active
training program design

Desert Survival game, 132

Designated observers, 128

Desktop presentation tools, 81-83fig

Developing Active Training Objec-
tives worksheet, 51

Disagreements, 240

Discussion formats: calling on the
next speaker, 68; facilitating lively
discussion, 256-260; fishbowls,
69, 297-298; following games/
simulation, 136; group inquiry,
106-108; open, 67; panel, 69;
partner, 67-68; role playing,
128-129; subgroup, 67; Your
Own Resistance to Team Collab-
oration, 171fig. See also Questions

Distracting behavior, 237,
240-241

Diverging learning style, 6

Diversity, 274

Division of labor, 273

“The Do’s and Don'’ts of Delega-
tion” handout, 84

Dramatic readings, 126

DuBois, P, 45

E-Learning: blended learning, 191,
201-203; different forms of,
191-192; group-based, 191, 195-
199; independent, 191, 192-195;
revolution of, 11-12; virtual class-
rooms, 191, 199-201; worksheet
on using, 204-205. See also CD-
ROM instruction

Eikenberry, K., 79

Electric slideshow, 253

Encouraging Feedback From Oth-
ers activity, 168fig—170fig

Ending active training activities,
184-185, 188ﬁg

Ending activity, 172fig

Establishing rapport, 219-221

Evaluating program: final assess-
ment, 317-325; interim feedback,
315-317. See also Assessment

Exercises: Dealing with Difficult
People, 142-143; illuminating,
86-87; lecture, 72f1g-73, 86-87;
mental imagery, 141-143, 172fig;
opening, 54f1g-70. See also
Active training activities;
Games/simulations

Experiential activity, 91-92
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Experiential learning approaches:
action learning as, 146-152fig;
experiential learning sequences,
179fg—181; games and simula-
tions as, 131-136; listed, 123;
mental imagery as, 140-143;
observation as, 136-139:; role
playing as, 124-131, 172fig;
worksheet for, 153; writing tasks
as, 143-146

Feedback: Encouraging Feedback
From Others, 168f1g—170fig; in-
terim, 315-317; on nonverbal be-
haviors, 251-252fig; promoting
value of performance, 230; role
playing and open discussion, 128;
role playing and subgroup discus-
sion and, 129; role playing and
video, 129-130; on the training
agenda, 224-225; writing tasks,
144. See also Communication;
Participants

Field observation project, 148-150

Filipczak, B., 7

Final assessment: Follow-Up In-
structions, 322fig—333fig; level 1:
reaction, 318-320; level 2: learn-
ing, 320-321; level 3: behavior,
321-324; level 4: results, 324-325;
steps in, 317-318; Supervisor’s
Follow-Up Form, 323fig; Train-
ing Evaluation Questionnaire,
319fig; Work Statement Follow-
Up Form, 322fig

Fishbowl discussion, 69, 297-298

Flip charts, 252-253

Follow-up coaching/support, 312-313

Follow-Up Instructions,
322fic333fig

Follow-up questionnaire,
310-312fig

Format (design), 155, 157

G

The Game of Life, 180fig—181

Games/simulations: Alligator River,
134f1g—135; discussion following,
136; experimental learning ap-
proaches using, 131-136; Instant
Aging instructions, 135-136; The
Lone Ranger, 170fig—171fig; mix-
ing funlike and more serious,
135; participation involvement
using, 68; Sixty-Four Squares,
132-133fig. See also Active train-
ing activities; Exercises

Gateway case study, 104

General questions, 58-59

Gibb, J., 98

Gilbert, 22

Go-arounds, 68

Goals (learning), 42—44. See also
Training objectives

Go to Market game, 132

Greeting participants, 219-221

Grinder, M., 7

Group discussion assessment tech-
nique, 33fig

Group inquiry, 106-108, 118, 120,
277
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Group norms, 66, 229-231

Group photograph, 289

Group processing, 89-90

Group Résumé exercise, 57fig

Group-based e-Learning (synchro-
nous): examples of, 191; video
training, 198-199; webcasts,
195-196; webinars, 196-198

Groups (training). See Active train-
ing group

Guided note taking, 84

Guided teaching, 105-106, 118,
120, 171fig

Gupta, K., 22

Handouts: “The Do’s and Don’ts of
Delegation,” 84; as visual aids,
81, 254. See also Questionnaires;
Worksheets

Headlines/active listening acronym,
78-T9g

Healthcare Customer Service Train-
ing Participant Questionnaire,
27fig-28fig

Heil, |. K., 103

Holton, E., 46

Homogeneity, 274

Horseshoe seating arrangement,
217fig-218

Hostility, 235-236

How Adults Disqualify Themselves
(guided teaching), 171fig

“How Brain Dominance Affects
Teaching and Learning Style”
lecture, 91-92

How I'd Like Our Team To Be ac-
tivity, 2752

Howe, L., 135

Human Scavenger Hunt exercise,
63fig-64fig

Humor: to deflect conflict, 238-239;
handling inappropriate jokes or,

240

Iuminating exercise, 86-87

Imagery, 140

Immediate learning involvement
exercises: Active Knowledge
Sharing, 61fig; creating, 6061, 62

Implementing the Americans
with Disabilities Act training,
149-150

Improvisation, 124

In-basket assignments, 146-147fig

Independent e-Learning (asynchro-
nous): creating, 194-195; exam-
ples of, 191, 193-194; overview
of, 192-193

Informal interview, 317

Informal role playing, 126

Information search, 108-110,
109ﬁg, 118, 120, 277

Instant Aging simulation, 135-136

Instructions for Name Bingo exer-
cise, 54fig—55fg

Intellectualizing, 236

Interim feedback, 315-317

Interview assessment technique, 33fig

Interviewing skills exercise,

144fig-145fg
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Jargon, 246-247

Jensen, E., 5

Jigsaw learning, 112-115, 114fig,
119, 120, 277

“Jigsaw learning” method, 8

Job aids, 299-300

Johnson, D. W., 82

Johnson, F. P., 82

Joining Together: Group Theory
and Group Skills (Johnson and
Johnson), 82

K

Key consultation assessment tech-
nique, 32fig-33fig

Kim, K., 12

Kinesthetic imagery, 140

Kinesthetic learners, 6

Kirshenbaum, H., 135

Knowles, M., 46

Kolb, D., 6

L

Language: avoiding jargon and unfa-
miliar, 246-249; body, 250-252fig.
See also Communication

“The Law and the Workplace” train-
ing program, 43

Leadership skills: controlling tim-
ing/pacing, 231-234, 241; han-
dling problem situations, 235—
242; increasing group receptivity
to, 234-235; setting group norms,
229-231; trainer preparation for

active training, 211-224; work-
sheet to help with, 243

Learners, 6

Learning: affective, 42-44, 45; be-
havioral, 43, 44, 45; cognitive, 43,
44; experiential approaches to,
123-153; jigsaw, 112-115, 114fig,
119, 120, 277; promoting team,
263-280; synergetic, 85-86. See
also Active learning; Adult learning

Learning evaluation level, 320-321

Learning styles, 6-7

Learning teams: building, 274-277;
composing, 273-274; involving
participants in, 277-278; prob-
lems related to, 273; self-directed,
12. See also Team-building
exercises

Learning tournament, 116-117,
119, 120, 277

Lecture design: 1: introductory ex-
ercise, 72fig—73; 2: leadoff story
or interesting visual, 73fig—74; 3:
initial case problem, 74fig—75fg;
4: test questions asked, 75-76f1g;
5: preview of content, 76-77

Lecture design alternatives: applica-
tions of, 117f1g—120; case study,
99-104, 118, 119-120; demon-
stration, 97-99, 118, 119; group
inquiry, 106-108, 118, 120, 277;
guided teaching, 105-108, 118,
120, 171fig; information search,
108-110, 109ﬁg, 118, 120, 277,
jigsaw learning, 112-115, 114fig,
119, 120, 277; learning tourna-
ment, 116-117, 119, 120, 277,

nature of adult learning approach,
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115-117; study group, 110fig—112,
171fig; worksheet for using, 121

Lecture exercises: Paper-Tearing
Exercise, 72fig—73; The Team
Machine, 87fig

Lecture involvement: 1: listening
role and, 83-84; 2: guided note
taking, 84; 3: spot challenge, 85; 4:
synergetic learning, 85-86; 5: illu-
minating exercise, 86-87; learning
tournament to increase, 116-117

Lecture reinforcement: 1: press
conference, 88; 2: participant
review, 88-89fig; 3: group pro-
cessing, 89-90; 4: post-lecture
case problem, 90-91; 5: experien-
tial activity, 91-92

Lecture retention techniques: 1:
opening summary, 77fig—78fig; 2:
headlines/active listening acronym,
78-T9hg; 3: examples, 80; 4:
analogies, 81; 5: visual backup,
81-82fig, 83, 252-254

Lectures/lecturing: alternative
methods for, 97-121; example of
well-designed, 92-93; gaining
your audience’s interest during,
71-77; ineffectiveness of sus-
tained, 3—4; involving participants
during, 83-87fig, 116-117; maxi-
mizing understanding/retention
during, 77-83fig; The Need for
Support, Feedback, and Plan-
ning, 171fig; reinforcement of,
88-92; smooth transitions during,
254-255; worksheet on preparing
brain-friendly, 94-95. See also

Presentations; Teaching

Lee, I., 73

Level of threat, 66
Levin, H., 4

Listening role, 83-84
The Lone Ranger game,

170fig-171fig
Loss exposure, 85-86

McKnight, R., 141

Management skills, training objec-
tives leading to, 49fig

Maslow, A., 7, 8

Mayo, G., 45

MBTTI (Myers-Briggs Type Indica-
tor), 80, 185fig

Media assessment technique, 33fig

Memorandum (alternative lectur-
ing), 117f1g-119

Memorization, 5

Mental imagery, 140-143, 172fig

Mental preparation, 211-214

Method (design), 155, 157

Middle active training activities,
184, 187fig

Milligan, C. B., 101

Mini-subject review, 255

Monopolizing, 236, 240

Motivating participation, 264-265

Mundhenk, L., 157

Murphy’s Law, 300

Musical fishbowl arrangements, 217fig

N

The Need for Support, Feedback,
and Planning lecture, 171fig
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Needs assessment. See Training
needs assessment

Negative behavior problems, 235-242

The New Contract activity, 156fig—
157fig

“New Drug Development” course,
106

Nexters generation, 7, 10

Nonparticipation, 241

Nonverbal behaviors, 250-252fig

o

Objectives (design): described, 155;
examples of, 155, 157; question
on achieving, 158. See also Train-
ing objectives

Observation activities: designing,
136-137; formatting, 138-139;
Observation Checklist, 138fig

Observations: assessment through,
32fig; as experiential learning ap-
proach, 136-139; role playing
and trainer, 129

Obstacle assessment, 302

Obtaining Support From Other
Adults activity, 170f1g-172fig

Olfactory imagery, 140

On—the-spot assessment exercises,
58-59

One-to-one power struggles, 238

One-upping, 236

One-way communication, 273

Open discussion: questions leading
to, 67; role playing and, 128

Opening active training activities,

184, 185fig—186fig

Opening exercises: considerations
when creating, 66; example of,
64fig—65f1g; immediate learning
involvement through, 60-62;
multipurpose, 62-66fig; on-the-
spot assessment through, 58-59;
team building through, 54f1.g—58;
ten ways to obtain participation
in, 66-69; worksheet for creating,
70

Opening exercises list: Active
Knowledge Sharing, 61fig;
Commercial Instructions, 56f1g;
Group Résumé, 57fig; Human
Scavenger Hunt, 63fig—64fig;
Instructions for Name Bingo,
54fig—55fig; on-the-spot assess-
ment, 58-59; Predictions, 56fig;
Rotating Trio Exchange, 63fig;
To Tell the Truth, 55fig

Opening summary, 77f1ig—78

Oral survey, 317

Our Ground Rules activity,
275fg—-276f1g

P
Pacing/timing issues, 231-234, 241,
255
Panels, 69
Paper-Tearing Exercise, 72fg—73
Participant review, 88-89fig
Participant-prepared skits, 125
Participants: conditions affecting in-
volvement by, 27; developing
relationship with, 23-24; estab-
lishing rapport and greeting,
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219-221; final questions and con-
cerns of, 283-285; gaining inter-
est during lecture presentation,
71-77; gaining opening exercise
participation by, 66-69; game/
simulation relevance to, 132—
133fig; handling problem situa-
tions with, 235-242; involved in
team learning, 277-278; involving
in lecture, 83-87fig, 116-117;
pre-course assignment given to,
37, 38fig; promoting self-assess-
ment by, 285288, 208-299; pro-
tecting, 239; questions posed to,
58-60fig; reinforcement of lec-
ture information for, 88-92; set-
ting rules for interaction with each
other, 57-58. See also Active train-
ing group; Feedback; Questions

Partner activities, 67-68

Peer consultation, 302-303

Peer Contract, 305fig

Peer support groups, 313

Peer teaching, 303

Performance management case
study, 104

Personal connection, 239

PERT (Project Evaluation and
Review Technique), 78

Physical environment arrangements,
214-219

Pike, B., 3

Planning the Interview task, 144fig—
145f1g

Point-Counterpoint activity, 157fig—
158

Polling, 67

Post-lecture case problem, 90-91

Post-session reaction surveys, 316

Pre-course assignment, 37, 38ﬁg

Predictions exercise, 56fig

Prescribed roles, 124

Presentations: adding visuals,
252-254; body language during,
250-252f1g; facilitating lively dis-
cussion, 256-260; knowing your
group considerations, 245-249;
making smooth transitions dur-
ing, 254-255; organizing your,
249-250; worksheet for, 261-262.
See also Lectures/lecturing

Press conference, 88

Print media assessment technique,
33fig

Prior acquaintance issues, 274

Prisoner’s Dilemma Game, 131

Private conversations, 240

Problem situations, 235-242

Processing role playing, 128-129

Programs. See Active training program

The Project-Protection Chart, 301,z

PROPOSAL (active listening), 79fig

Punctuality, 231

Q

Quaker Meeting activity, 172fig

Quality Improvement Tool Match,
89fig

Questioning behaviors, 237

Questionnaires: as assessment tech-
nique, 32fig; Bank Training Par-
ticipant, 29fig—31fig; follow-up,
310-312fig; Healthcare Customer
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Service Training Participant, 27fig—
28fig; as lecture presentation ele-
ment, 75-76fig; Senior Manage-
ment (with cover letter), 35fig—
37fg; Stress Management Work-
shop Participant, 25fig; Training
Evaluation Questionnaire, 319fig.
See also Handouts

Questions: asked during lecture
presentation, 75-76fig; asking
relevant, 271-272: on concerns of
participants, 60fig; final partici-
pant concerns and, 283-285; gen-
eral, 58-59; go-around activities
to answer, 68; open discussion in-
troduced through, 67; partners
working together on, 67-68; press
conference activity, 88; Spin Ques-
tions activity, 110fig—111fig; train-
ing-specific, 58-59; welcoming
participant, 231. See also Discus-
sion formats; Participants

The Quiet Participant, 107fig

Raines, C., 7

Random assignment, 274
Rapport establishment, 219-221
Reaction evaluation level, 318-320
Recall, 281-282

Reconsider, 281, 282283
Records/reports assessment, 34fig
Reentry advice, 300

Rehearse, 281, 282

Reminisce, 281, 282

Repeated role playing, 127-128
Replay of life, 125

Research projects, 148

Response cards, 67

Results evaluation level, 324-325

Résumé Writing case problem,
T4fig-T5hg

Reviewing program content, 281-283

Risk taking, 230

Role playing: active skill develop-
ment, 130-131; processing,
128-129; scripting, 124126
staging, 126-128; suggested ac-
tivity using, 172fig; video feed-
back, 129-130

Role-play case study, 104

Rotating Trio Exchange exercise,

63fig
Rotational role playing, 127

Schroeder, M., 7

Schwab, C., 73

Scripting role playing, 124-126

Seating arrangements: different
types of, 217fig—218fig; group
norms/social climate of, 230-231

Self-assessment: promoting,
285-288, 298-299; through role
playing, 128

Self-directed learning team, 12

Self-monitoring, 303-304

Self-selection issue, 274

Semi-prescribed roles, 125

Senior Management Questionnaire,
35fig—37fig

Sequencing Activity, 166fig—167fig

Silberman, M., 65, 143, 170

Simon, S., 135
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Simulations. See Game/simulations
formats

Simultaneous role playing, 126-127

Situational Leadership styles, 92-93

Sixty-Four Squares game,
132-133fig

The 60-Minute Active Training Series
(Silberman), 296

Sleeping by participants, 241

Smilanich, E., 12

Smooth transitions, 254-255

Spin Questions activity,
110fig-111fig

Spitzer, D., 325

Spot challenge, 85

Stage-front role playing, 126

Staging role playing, 126-128

Standards of performance, 47

Steadham, S. V., 34

STEPs (Support Test Equipment
Protocols), 125

Stieber, W., 301

Stress Management Workshop Par-
ticipant Questionnaire, 25fig

Stress for Success case study,
99fig-101fig

Stringer, D., 104

Structured activities: directing par-
ticipants,” 265-267; keeping par-
ticipants involved, 270-271;
managing group process during,
267-269; motivating participa-
tion, 264-265; processing the,
271-273; skills for creating,
263-264

Study group, 110fig—112, 118, 120,
171fg, 277

Subgroup activities, 267269

Subgroup discussions: questions
leading to, 67; role playing and,
129; seating arrangement for,
218fig

Sugrue, B., 12

Superficiality, 273

Supervisor training, 295-296

Supervisor’s Follow-Up Form, 323fig

Sustained lecturing, 34

Swanson, R., 46

SWOT assessment, 302

Synchronous e-Learning: blended
learning, 191, 201-203; definition
of, 192; group-based e-Learning,
191, 195-199

Synergetic learning, 85-86

T

Table arrangements, 215fg-216fig

Tactile imagery, 140

Tangents, 240, 273

Task-force projects, 150-152fig

Taste imagery, 140

Taylor, M., 219

Teaching: auditory and visual di-
mensions of, 3—4; giving presen-
tations, 245-262; peer, 303. See
also Active training; Lectures/
lecturing; Training

Teaching projects, 150

The Team Machine exercise, 87fig

Team-building exercises: Group Ré-
sumé, 57; Instructions for Name
Bingo, 54fig-55fig; Predictions,
56fig; To Tell the Truth, 55fig; TV
Commercial Instructions, 56fig.
See also Learning teams
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Testing assessment, 34fig

Threat level, 66

Time Management Story, 73fig

Time wasters, 232—-234

Timing/pacing issues, 231-234, 241,
255

Tips for Writing Objectives, 48fig

To Tell the Truth exercise, 55fig

Tournament learning, 115-117

Toward a Theory of Instruction
(Bruner), 8

Trainers: establishing rapport and
greeting participants, 219-221;
expressing final sentiments, 289—
290; facilitating structured activi-
ties, 263-273; gaining leadership
of group, 229-243; learning and
rate of speech by, 3; mental prepa-
ration by, 211-214; needs assess-
ment by, 21-40; obtaining final
questions/concerns, 283-285;
pre-course assignment by, 37,
38fig; reviewing content, 281-283;
sustained lecturing by, 3—4; tips
for positive first impression by,
222-223

Training: collaborative learning ac-
tivities used during, 8; enhancing
performance function of, 1-2.
See also Active training; Teaching

Training content: assessment to
help determine, 22-23; lecture
presentation previewing, 76-77;
obtaining case material to use as,
23; opening exercises relevance
to, 66; reviewing, 281-283

Training Evaluation Questionnaire,

319fig

Training groups. See Active training
group; Learning teams

Training needs assessment: benefits
of, 22-24; identifying information
to be collected, 24-31fig; lack of
time for, 39; techniques for gath-
ering information, 31-38f1g;
worksheet for, 40

Training objectives: communicated
to others, 49; criteria for selecting
job task training, 46fig; express-
ing, 47; importance of developing,
41-42; leading to management
skills, 49fig; reviewing the,
223fig—224; setting, 44—46; shel-
ter products training example of,
50fig; specifying, 46-47; tips/
examples for writing, 48fig; work-
sheet for, 51. See also Goals
(learning)

Training-specific questions, 58-59

Transparencies, 81

Trifiletti, D., 111

Twelve Ways to Improve Your
Meetings, 119f1g—120

V)
Unequal participation, 273

\"

Vella, J., 46

Video feedback (role playing),
129-130

Video training, 198-199

Virtual classrooms (asynchronous/
synchronous): creating, 200-201;
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described, 199; examples of, 191,
199-200
Visual aids, 81-83fig, 252-254

W

Web of connections, 289-290

Webcasts, 195-196

Webinars, 196-198

Wechsler Adult Intelligence Scale, 74

Welch, J., 294

What You Bring to Conflict Situa-
tions activity, 173fig—175f1g

What? So What? Now What? activ-
ity, 1791g—180fig

Wilson, D., 12

Win-win negotiation, 81-82fig

The Window Shade Model of
Power, 83fig

Withdrawing, 237

Work samples assessment, 34fig

Work Statement Follow-Up Form,
322fig

Worksheets: active training activity
sequencing, 182; for active train-
ing macrodesign/planning, 189;
advantages of using, 143; Assess-
ing the Need for Training and the
Participants, 40; for back-on-the-
job application, 314; on begin-

ning active training program,

226-227; concluding active train-
ing program, 291; for creating
opening exercises, 70; designing
active training activity, 163; de-
veloping active training objec-
tives, 51; e-learning, 204-205; for
evaluating active training pro-
gram, 327; experiential learning
approach, 153; for gaining leader-
ship of training group, 243; for
lecture design alternatives, 121;
preparing brain-friendly lectures,
94-95; for presentations,
261-262. See also Handouts
Writing tasks, 143-146

X

Xers generation, 10

Y

Your Own Resistance to Team Col-
laboration discussion, 171fig

y4

Zemke, R., 7, 46
Zemke, S., 46
“Zoom Principle,” 177






