PLANNING YOUR WORKSHOP 

 Ask These Questions:
· Who will you train?

· What do they know about the Supreme Court?

· How will they know about the workshop?

· Why will they come?  Do they need incentives?

· How is it related to what they do?

· How many participants can you expect?

· What about administrators?

· When and where will it be held?

· How much time can you have?  How much time do you need?

· Do you have time to guarantee that they can learn to teach a lesson?  

· What materials do you need?  Can you get enough?  Where?

· Can you tie the Supreme Court lessons to their class?

· Will you have refreshments?

Preparing/Evaluating Your Agenda

Ask These Questions:

· What do the participants need to know about the Supreme Court?

· How can they use the information?

· Will they know what materials/lessons are available?

· Will they know how to use resources from the community?

· Will they be able to use interactive teaching strategies?

· Will they know how to get additional help or information?

· Do they have a plan to use the materials?

Workshop Components

1. Start with an attention grabber/focuser.

2. Introduce everyone (could also be part of focuser).

3. Discuss training outcomes.

4. Demonstrate lessons specific to the needs of the audience.

· Use a variety of teaching strategies
· Involve community resource persons

· Provide sessions on substantive issues

5. Debrief each lesson as a teacher and as a student.  Use the double debrief.

6. Discuss the curriculum fit/tie to district goals.

7. Discuss student evaluation/assessment.

8. Have the participants practice teaching a lesson.

9. Identify resources/materials/support/network.

10. Formulate a plan for implementing lessons in the classroom.

11. Follow up.

GUIDELINES FOR TRAINERS

The guidelines are based upon the principles of adult education, training theory, and group work.  The following recommendations should help to assure a more successful training experience.

Designing Staff Development

· Develop a few primary objectives (2-5) and use these as a reference for designing the training content and format.

· Consider teaching strategies that require active participation and involvement.  Use flip charts and other audio-visual materials.  Handouts are almost always appreciated.

· The practical application of the training should be apparent.  ideally, the instructional situation should include time for practicing the skills introduced.

· Consider the participants as resources.  Provide opportunities for them to share and benefit from each other’s experience, skills, and knowledge.

· Design the format for each presentation with the size of the group in mind.  Larger groups might need to break into smaller ones for group participation.

· It is difficult to accurately judge the time needed for each of the parts of a workshop.  You should consider this problem in advance and be prepared to limit the material you present, even though you will want to include everything.  You will run a better workshop if you leave ample time for discussion.  Quite frequently, trainers rush through their remaining agenda in the last few minutes, leaving the participants feeling like non-participants.

· Be prepared.  Plan to arrive early enough to allow sufficient time to set up and feel at ease with the training site.

· Panels or workshops run by more than one leader need to be well planned to avoid unnecessary duplication, role confusion, or voids in content areas.

Managing Staff Development

It is helpful to consider the training experience in three periods:  beginning, middle, and end.

Beginning Period:

· A comfortable learning environment must be established before meaningful learning can take place.  U-shaped or semi-circular seating often helps to accomplish this goal.

· Start on time and begin the training session with a brief ice breaker exercise.  A very simple and successful one is to ask participants to select a partner whom they do not know and spend a few minutes introducing themselves and discussing their reasons for attending the session.

· Group introductions should be brief and bear some relationship to the objectives of the workshop.  Provide a very brief introduction of yourself and your role.  The participants are generally more eager to learn about your techniques, thoughts, and innovations.

· Introduce the objectives for the workshop and ask participants if they have different learning goals.  If they do, let them know if you feel that you can accommodate their wishes.

· Share an outline of the schedule for the training session including break periods, if any.

· Use humor to facilitate a relaxed atmosphere.

Middle Period:

· Use interactive lessons.

· Allow for wait time after you ask for questions or comments.

· Accept and nurture responses.

· Manage time and pace – somewhere between mellow and frantic.

· Consider asking for feedback at the halfway point.

Ending Period:

· End on time.
· Save time for debrief, feedback, evaluation, and additional handouts.
Elements of Lesson Design

FOCUS AND REVIEW:

The focuser is often a question or a statement, followed by a brief discussion to spark the students’ interest in the lesson.  Try to relate to the students’ previous experiences/learning.  Give reasons why the lesson is important.  You can also use an activity.

STATEMENT OF STUDENT OUTCOMES AND PROCEDURES:

Let learners know exactly what is expected of them.  Student outcomes should answer the question, “what do I want students to do or know as a result of this lesson?”  For example, “Students will be able to: describe how appeals reach the Supreme Court, take a position, and defend it.”

TEACHER INPUT:

Briefly describe the procedures you will use to move the students toward the outcomes.  Check for understanding and adjust.  Give necessary background information/foundation for the activity.

INTERACTIVE STRATEGY:

This is the heart of your lesson.  Be particularly careful to give clear and concise instructions, especially for small group work.  Monitor the students, keep them on task, and carefully structure each part of the lesson so you will have enough time to accomplish your lesson plan.  The interactive lesson may require guided practice to help students succeed, followed by independent work.  Good cooperative learning strategies have these elements:

· Positive interdependence: students need each other to complete the task.
· Face to face interaction: learn by sharing and encouraging.

· Individual accountability: everyone has a role and must produce.

· Interpersonal skills: coordinate efforts and communicate.

· Group processing: assess workshop relationships.

DEBRIEF:
Have students summarize major concepts and discuss where the information/skills can be used in other situations.  This is the evaluative portion of the lesson.  What did your students learn?  Return to your student outcomes and ask them if they can…

Elements of the Double Debrief

After debriefing the activity from the perspective of the teachers as students, we need to deal explicitly with issues teachers will face as teachers when they implement the lesson.

One possible list of debriefing questions follows:

1. What is the power of the lesson?  What makes it work?

2. What obstacles might you face in using this lesson?  What could go wrong?  How could you avoid these problems or remedy them if they were to arise?

3. What foundation of knowledge and skills must students have before this lesson would work?

4. Exactly where would this lesson fit in a teacher’s existing curriculum?

5. What follow-up lessons/activities/experiences would enhance the effectiveness of this lesson?

THE EIGHT DEADLY SINS OF WORKSHOP PRESENTATIONS

1. Poor preparation:

· Does the material suit your audience?

· Do you know your content sufficiently so that you will be confident and enthusiastic?

· Have you checked your timing and delivery?

· Can you reinforce your key topics with personal stories, analogies, references to the audience’s experiences, visual aids?

· Are handouts available?

2. Lack of enthusiasm:

You may have presented the same topic before, however it is the first time for this group.  Be energetic.  Be lively and encouraging.  Convey your enthusiasm with an expressive voice, appropriate gestures, effective emphasis and humor.  Don’t hide behind a table.

3. Participants are not engaged early:

Don’t lose them before you begin.  Get participants thinking, involved and in tune with your excitement.  Begin with workshop outcomes, introductions (individuals, small groups, pairs), and interactive activities--a focuser that involves your audience early.

4. Distracting visuals (group sees), verbals (group hears), and vocals (how group hears you):

Do you pace or sway, scratch your nose, add “ums” and “you knows,” or mumble word endings?  Ask a friend or colleague to tell you about any distracting habits you may display.

5. Material is too technical:

Move from the known to the unknown.  Explain terminology and difficult concepts as you go by using audio/visual aids.  Frequently check for understanding.

6. Information overload:

Remember, for short-term memories, most adults have a capacity of retaining five to nine pieces of information at a time.  Introduce only five or six new ideas, concepts, or facts and reinforce them in as many different ways as possible.

7. Inappropriate pace:

Delivering an effective presentation is like driving a car.  You need to speed up and slow down now and then, but mostly you drive along at a steady pace.  Too fast- you lose your audience.  Too slow- you bore them.  Use variations in pace for effect.

8. Failure to speak to time:

If you’re under time, attendees may feel that they haven’t received full value or you don’t know enough about your subject.  If you run over time, attendees may have their breaks cut short or plans disrupted.  Use a clock or have someone in the audience send you signals.

