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FIGRAC Y 3% e 8 \ TR IRAVE P EAR S > B D - St Z S0 -
TEENE S E R R 2888, - FIE i AR R B E SR TR - TTH
DUH ¥ H SRAUARZE SR AER - bR TR N B R AR B RRE Bl IR AT SRS > By
EPRELSERL o 2 AR » [ FR 2 S E e HH B A E HIHAEIEN 4R > HHRELE AR
Fefoesisih B aof S FIEREERRE - AT AERFUREBREERTERET > &
TR ORI I H IR E0% - RS E R ZAIGR » s tARHy SR L -
RIS - ST A A X EE REERE -

SEFRATIR 5| SR REE R R S SMiab il AR T - AR B EER
B2 EIEAT R AR RSB R ZM0E - U EIRETR RS
MBS A &R - L 2 EERG & - 23| IR R B B B PB4
BEEH AT ZE (R A Blsk 2 B lF AR &SRS - BEEBRE G BRE] ~ £
FEmF  EERTT R ISREES - BB TR e8RS PR A H Bt e
ZAISRERIE - DAE Rt AN s B RS R 55l SR b B Rl R s 2 B e 25 -

AT o ER B 22 A R T & (IAT AT DBl b 3 > R 3 K> 58
sINEECTEE et > THUSEEEE -
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» HIRECE

A2 BRI R 3 K > 3£ 10 L 52 8 5 H R I B PR 9T 22 22 o 177
& (IATA)r 3% s/l ok .0 (1ITDI Singapore) f 22 i 119 sR A2 > A #h % B
o B EARE M TR AP RS Ba R gERE - BT
RE - WAERERAE - DERFEAE - 406 kg EFEnE
HEVES AR RIIRZSHBRERXEAR > BETFREIMRT

B ZERE - KrE T - FREMA - EEEM - EXAEEA - KE
FORfiE fl 5% > BEEE=RARE > BEAEMRZHE KR
g SRE RS SRR BB

RRABH: 2 ARARBHER
ol SREC EERHL T -
(—) ~ Skl - 20 Bl ok (RS )R 12
(TRAIN THE TRAINER-ADVANCED)
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(=)~ 34 HHA - 10349 A 23 HZE 25 H

(=)~ EMEA - BEEHTZE E &G I8+ 0 (ATA Training and

Development Institute-1TDI)

(l9) ~ S A7THEE  Fr oy a4k 4.0 (1ITDI-Singapore)

(1) ~ BRFE R ¢

FLIROH23H):

1S3 i [ y AN =
0830-0900  |REGISTRATION
0900-0920  |COURSE OPENING
0920-1200  |MODULE 1- DESIGNING A COURSE (ADDIE)
1200-1300  |LUNCH
13004700 | MODULE 1- DESIGNING A COURSE (ADDIE)- Cont'd
MODULE 2- LESSON PLAN
F2ROH24H):
B g 2 AN =
0900-1010  |MODULE 3- HOW WE LEARN
1010-1030  |BREAK
« PERSONALITY PAIRS
1030-1200 | R INCIPLE of LEARNING
1200-1300  |LUNCH
(presentations)
MODULE 4- INSTRUTIONAL APPROACH
1300-1510  |MODULE 5- ROLE of the INSTRUCTOR
MODULE 6- INSTRUCTOR ATTRIBUTES
MODULE 7- CLASSROOM MANAGEMET




¥ e R & A =
1510-1530 BREAK
1530-1700 MODULE 8- PRESENTATION SKILLS
HI3IROH2H):
¥ il (E A =

0900-1000 MODULE 9- QUESTIONING TECHNIQUES

1000-1020 BREAK

1020-1200 PRESENTATION

1200-1300 LUNCH

PRESENTATION
1300-1700 &
COURSE CLOSING

= [0 INES

A FI Ry e PR AT 2 A i 1 o Sl R 0 P AR B — 2 I B R FI GRA & B
A2 Z — Z Al SR S TP B 2 85 Al BR AR > o0 Ryl 91 75 SR EF il (Training
Needs Assessment) ~ g 4 & ¥ (Training Management) -~ #7 & 5 £
(Instructional Techniques) ~ gl 4 1 &1 (Instructional Design) & 2 E 3| &i
([ )32 F2 (Train the Trainer-Advanced) » &3l A 2 3 4 N 58 5% i #it
P& B Z VU PE B8R A2 B ol HU 45 1TDI B 88 2 5 £ 5l 4k &
(Professional Training Diploma) - &% 71 Fi& Bz olll $f 8 2116 Fr 5€ B > 7R ]
WG Z I AN B 2 BT REESINE R ZHRE - 2
el SRR BR AL TR E - SRIES B ®/IL > AAHEE K - A
SE 2% RV Z itk —PE B aR1E -
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R fE — B 4G > AT E M — M —(EZE (G EN)E B f 8955 E B Ry
AU LL?— (8 4 1Y FUE B 7 B A R H I 2 HE A sk (Knowledge of
the Subject) k2 # 5 # 3k (Passion of Training)h - 7K fig E i AE e A1 55k HE
HiIE 72 5 ~ 5& JJ (Ability to transfer the knowledge) » #E | (&£ 5
REJZ (Changing Attitude) : B 28 I8 AR E A AT 52 > (B2 F £ 58 AT HY
FIG 2 m] LEE B8 R e e 50k » s TS > 2238 W0 8 E 7 SR il
FY o B A0AA] ol By — {18 B 56 1Y 0B WE 2 RE & 5 Bl BE 46 /1 48 A N SR EY 5 —
& £ & -

et
=
B

— ~ BRTEEXETEE # & (Designing a Course)
FA e st — T AR S HS EHE -~ JISFER - EEHEH - N
ARERRF  BEHEEMEMEMSE - o DIEREZIIGSE
R @S R BRIEUE ?sE AT /48 T — R A I R Gt 2 e
77 7%-ADDIE - ADDIE & —1{E i 12 » & A — il 5lll & 75 oK # $2 Hi i
BRI &8l o3 #fr ~ B%at ~ 8 -~ ST eV EFBEE > Rt EL —
{E 5l SR ZR T2 - ADDIE J{[EEE AT -

=il : ADDIE Jfifz[E



(—)»

AR A2 75 K o7 AT (Analysis)FiS By ¢ 35 /2 iR iE 5t i Y — (&

P TR S Emm AFE > T o

1.

olll 4 7 oK 5F {li (Needs Assessment) © 7 ¥ 3 — (& 5l SR fip > 52
o B Al O M > w] oy 3 {E g K HE > RARHGTFEK -~ F
EF R NFE K PR S HFRKE > 4 rEE] € HHER
&l 4k B 2 % &0 [E (Objectives and Training Scope)

£ B 5y ffr (Learner Analysis) @ B2 st — ([ /A 280 HY 5l 6R 2R
R ESTHE R NIEARERT LN -

(1) 22 8 A&7 5 A 7 K (KSA)

(2) 2E5H

(3) & )

(4) 2 E)1#% (level of motivation)

15 = (learning style)

L
gE 7 B 22 3 {iF 1) (communication aptitudes)

-

(5) L {FE:LE(work environment)

(6) 14 8 fir PR E21 ¥ 4H & 14 (group demographics)
LAl 31 K AF B 5k £ 23 A (Context Analysis) @ Fi T 8l 4k 9 &
Z A B AHBE RN ESI A E & -

(1) A& GRE X - HET @B BEY)

(2) B 2 40 1 B 4 2 7

(3) 3% it AH B 2E

(4) B2 E2ilZHE

(5) 3 &k 5% it B

(6) 1% 48 3l 4k 22 B 75 5K 43 7

Il 4k 9 & 77 7 (Instructional Analysis) @ f£ 5 &t — (& # %
Al FESIHERIER EZBL S ANE - 7o ey T E ARS8
FREATEY By 2 FE5 0%



(1) {7 73 #rik& (Task Analysis) © 5 5 74 AT £ %5 H f B i
TArEmE Z ol SRERFEME A > DL /EAERE ~ %8 ~ £
BLBAEAREFHEIEFREHEZINRAE -
CIRPS AN NI 3 i3 A s

Starting point

End point

Main Procedure

Alternative Procedures

(2) & B o317k (Map Analysis) © 35 @8 2 158 > f0A
WERARETAE I ZIIR > I HEsS - FE
KRR oy J8 0 DU 6 05 20 (2000 2 (@) 51 H &% H A

e E % IR

Concepts

Map

Order

Drill down




5. ZTEFN% H#Z (Instructional Objective) : 3| &k H & & DL BH
X FRUR - JEEE TIIAE

Performance TR SRR > PR EZERZ HIE

Conditions AR fE ~ THESZERBE T > 2 HEE

Criterion SREEIZNEHERE

(=)~ SRfEEe st PE BL (Design) @ 2 i 5 BR % B S HII SR FE K > I
MEGETH A EHllR B IR REREEHAE

1. B%ETeRfE B v Bl % #E (Clustering and Sequencing) : f

HE— PRI EEFROMERE T HITAE - WHHEEER

i}

BHEITIET -
2. ERTE N A EZEF (Content Presentation) : (KR FE N B et & —
BT (U EE#N - SHEBNERAESE) B8

FrfdlsRE iy 22 &R - RE - @flF) -

3. BB L E) K2 8i(Learner Involvement) : 5t &% BT ] % fF
ZiEE O DWME SRR - 41 - B 29 - BEKRE
NHES R RO E > ol ETE -

4. EEGF & (Learner Assessment) @ 82 E 5F & A —F BAE R IE
SRBAE - MR A B > s~ Fel - HR
RSN EZARESURLHF BN T AN
o A R By R BB UL -

(=)~ &RTE 5 EIE Ex (Development) © 3 T 2/ 22 BF 2 A1 1 o3 17

RETHIRIENE ~ TR ER - A FETERE -

1. HESE st N % (Design Validation) - B2 3l B fir ff 58 a5t 2



() -

ARNFREFEHE -

% # 2 (Materials Development) : £ 15 e 17 50 ¢ 7 31 2o
BTAF 0B R (PP SR I H % -

HOP B (Materials Review) 5 81 52 b 2 506 > 3%
3¢ 4R B AL SR 2 -

#1239 (Course Piloting) : 46 1 ¥ \T Al » 6 B 5 4 8%
(B30 0 T A1 12 BRI B 2 B 5% B ~ BRI P
B 50 (PR R RO FE S o R A

HATERAEFE Be (Implementation) = SRFE ML ~ G et B 3% /2 58

Rt o BVHE AN RTT P Bz ARG AT 2 9 — B E M > Al
GHRE(TEFEBE  HERERITEEEN TE -

1.

()~

A AF 248 f5 (Deployment) = 45 2 i 5l R SR A2 H A 51 B B
(development environment)# i % 4 {7 i B (operations)fy
—E#E > BaRA A& E RN Tl RsTEA ~ &
EEE - HEIRE o wEg L3RR (CBT) A ZH i B BR A2
E#®EH -

R L BT (Delivery) : IREITIHRIE R Z T AEE - &1
o AE WS HERBEMBRELE -

ok 12 4E 7€ (Maintenance) © Ff & e G AHBEA MR R 2B &R Z
EHEL  WEEZERER > ETHEM >  BHEELEHEEEF
ar A2 a8 P Bz (Evaluation) © Ry (5 5l R 6077 &5 SR AE 15 & TR

114

HEE > MBS ¥ o~ 5kt ~ &~ IT S B ERET R > 2
#5 7 RS B e HEYAE > AT o o — 380

1.

T Bk M 5¥ 8% (Formative Evaluation) © jF & 1 5V 8 2% 45 1 38



EARE A EED > Ba TR - SRIEET ~ E A HE
B > BEREAE UL - HELHEM  #HE - BIESN
TP o H HYTE 3% 3 R A2 98 Jeg o /Y 5 RE - DA 31 4683 R 58 3% -

2. &ETESFIE (Summative Evaluation) = &8 &5 PESFIE £ 221
MRIEHITER% > R HERZEGEFHMERE » H5(
AR THEAENE 2T REANE  EAERHE
H s &k HARE 7w 1 A8l 8k 2 B U ME R A sk -

Z ~ E#&E(Lesson Plan)

ARGk sE —(HEE T ER R RER - BERBREHE X

B R T S P SR AR N S R S A A A 0 — 5 T OR RS B ok

TS ARETIE > S5 ETEEARFREREZEEEDN

ik RARBRERNGE  FREEETHERTEEFRS

EE L - BB EsEERNT ¢

(—) BATEHE  RHBAET > —TEETERENTEEE - &
BNEDEGERZEEGNME B ESEZEZE N8 -]
T2 17 P S5 2 4 ) B 22 SR~ SRR P B B B8 8 — (B i Y
EE B S 5T HE A A 4 0 S A B AR A RE SR fE A A 2 ANl 4 E
T H -

(7))~ BBNERE M H2RE RRERE T REEN—
BoBRBBEEHIEFESHEESETIARN  EUEHREH
BERERRHRE  2FER - HETE  BEHF¥ETAE
RIS B P AT A A B KRB EE HENES
R REGEEM RN EFERZHE - HE)
EE S HAIMARENE > BEEEE BHRERTERH I

10



R HEEE AT SHG R (RIENERHE

T

Lesson Plan Template

Course Title:

Sub Topic:

- BEB A

Lesson Title —

Time:

minutes

Learning Objectives
* Performance:
* Condition:

e Criterion:

Materials and References

Instructional Strategy

Evaluation Strategy

Activities Content

Time

Start

Conduct

Wrap-up

Lead Into

11




(=)~ BEFRARENE - ERITHER > B0 E R Y

Bt > ol R B REER AR SRR R AIEIRBE
AT Z LB B -

=~ B A2 3F (Adult Learning)
AR A G R AN Z2E HE - B3 508 B E RS

(ERIE RIe Lay

Ry —(EERE - APV KERERA > &

— TR B AR R Y (B B o BT DAER (M 20 T R A Y B B B AR Ay
M o fF B iR A2 AR & R PR HUE B RIS AV IRIZ B 2% o SEHETIE H T Bk
N2 H A e 1 B R A

Multiple-Sense

LIRS EER o A F A BRI 4

Learning £
ZEBRE R BHAEE > 2EAEL
BE B A5, R A ER A o

Recency

Things learnt last are first remember. & 5l 4§ &
BN ER&E TEHE > EEEARFEZNEH
% o

Appropriateness

NEZEHIEE ERINAEaENE  EEREME
DLE R - B REER - EEIIRER A

HEEBRNVEEN HREFEEREHEFENL -

Motivation o } . .
LA M2 AEEYE - BB ANNEER
K BERKFR - HBEFK BBETFBREREFE
Koo R ERAR 5 0 P B Bl BH R RO ER AR H R
DL 3 A ST O 357 22 5 B K -

Primacy

Things learnt first are usually remember best.£2

12



EIEE - HRTE - HEBRGA - BEENE
) BEE —EER - BEME— KA
B BB ENEES  WRENYE S —

R RS EEHE -

Sequencing EREERSE  ABEANFTELERYE > BF5
B G EERERE 2B E P (Simple to

complex) =k (1 fi§ A (Known to unknown) -

2-Way P TR REE SR AR B R
Communication | " E R, DR TP A, R ARY
HEBTEL - MF -

Feedback A NERE B E — % > SEH s - [EAthE
BB ERESNZEEMAIVESE > BTN HEE
RIFEEBIER  FEH2EERBEHRE
5 EERIIKE -

Active Learning | HIE A B HEMESEE > 5[ HERK AN EFH2HE
EEAE - R By SR B oy

THHOCHWEERR -

Exercise e FEEEERTNEE I (Things

that are repeated are best remembered.) -

~ B 5% (Instructional Approaches)

PR T AN IE AR R AT R SRES R - (E RSB
GEM - BBy R A D ndleRey 2otk 0 TEZER
FOEHRE > BARNE - ENE > HEEE - THEHE -~ JlSRE
R BHa MR ERNER  BEGAFRN E > EZRE > &

13



& DL BT B b0 (Teacher-centered) Kz DLEZ 4R By oo,
(Learner-centered)fy &2 757k > 4 ufi 40 -

—) ~ DLZHEN & o0 (Teacher-centered) #Y# 52 U774

N B AR

Demonstration

HHE RN & — ER e —E B - (f
SR THERITHE HBERZEEE
ARBECLEHTE B~ KI5
A Z > W= 8E - SOP 5 -

HEBEL

Direct Instruction

B — T ES & AN Y 15 H BLa T 2 PRy 2
B4 75 7% (Lecture + Demonstration) » EH 45 1
R B BAE AT 0 R # ~ FEE 2 MR E R
MRS E > B EFFR -

afff 2t 7% sALUERE U EHEMEZELEP R > %

Lecture E2E 5 B B BE T R I A S R
BTk -

a0k PLaT & 07 U ERBUET IR Z S B2 H

Lecture-discussion

o "o hafatam - NHE R - EER
s~ K FER I -

() ~ DLE 4 B b0, (Learner-centered) 19 3 22 75 34

] R AR A

Case studies

s EfE H— KA > SIEEREE > KA
BRI ER - A A - #E DU D22
ARG > MEEREENEE BR

14



[ R i S HE ) -

B BETE ZH—EREE RSB SR - F
Discovery MER  EEEEHCERBEAHEMBENS
learning fE - EH - JFA -

AemEBREE |BERAGETEEN LFBEAEEEE b=
Role Play (Ee —EHU FREMEA PN EAOCE

R EHRELE (DA EBENSYE  FE2EHE - K
Simulations R ENBEGER > EFIERE > H 43R
JES 45 BHYZE A -

F -~ SEETEY A & (Role of the Instructor)

NFEL & S8 ~ BEROED RO ABaYPkEL > SBETHY A 1 e

AL BEEAHEEZEAAE RS - #BE T LEEE I

Wie#E - BEBENEEE  JIMERREMfE... 5> mHE=E

fEZdlsh ¥ 5 ~ SRIENAFFHEBEIR G > —EFHHEA - HHAER

A AE

(—) ~ BHF9%E A B 22 (Subject Matter Expert) : 2 E1VE - &
EHIBCRE > W BRI BRI T RS -

(=)~ AEHWEN R H (Counselor) = B 2F 52 42 (Y 75 5K S [ &
ML ENENR EEZHEE S T2 R E U KR -

(=)~ HEHHEE (Leader/Motivator) : W HEH T EHC © 12
EHEEEMN > WHEHKRENEZSNNE -~ #EHTF - XFF-

(1) ~ B (Manager) : B RS2 H ~ B - SIHSEHEEH - (£
RIZRE R P LT -

15



(f1) ~ & % (Learner) - DIEAEA] - FrEERE > WNAEZREKFE

(7N) ~ B2EG[E % (Facilitator) : 5[ HE 2 HHCOCRE » LHE

o WEILEE -

7N ~ BHEN%EE (Instructor Attributes)

HENAEBEREZREFREFN AR ESN  TREBRBEHLERRE
—EBOEFHRE TEEHCHFERRILBER ENHBE B
EREGL—HHEREANHEL  HIARMAlEENHE 2
Ao MRFBERFHREEULSEA] > B 7 Al DUm 5 S8 E
Sh - B BB RIERE o N A F T E o AERRE T E K
WA EERHNRE REBHERES

(—) ~ BRATIE 7 21

(=)~ Pl OriF LS B HOE

(=) REFERNYZEILE AED

(V0) ~ BWEH T SHEERF

(1)~ & HEWED

(73) ~ EAESEBERE - & 00 (8 A WE 55 SR 2R Y B2 A 5

()~ BARAEZENEH

HIHYEE EDAE SR B E TP YR AT R AR AR T LLEF (4

Instructor’s name :

Attributes 112 |3 4 Comments

*Eye contact

Stance &movement

*Gestures &facial

16




expressions

*Appearance

*Level of Language

*Voice

*Eye contact

*Organization

Enthusiasm

Comment on the instructor’s skills the previous list and rate from 1 to 4
» 1 poor

» 2 needs to improve

» 3 good

» 4 master

+ ~ HELEHE (Classroom Management)
TE SR A2 AT 8 G hilf B — S ER IR - ELAER B2 AR R E A [E S R
BEHEZR -ThiRZ ZEUBRNGZLEF -  SBREHER
LU

ML |« A — (R P R g B
Constructive Phase | =T & £ % #1HI + HL 5 4 (¥ i IF [ § 32
- 5% Y 52 1 2
R A feE R

- 50 L T S IO (5 3
BRI

1 BB 8

B 0 L W

SRR S Y 0 M

TH 5 P EZ " ANERZHEE o B R
Preventive phase | =R 1M 7R S
HEHEXRFEREHEE S

17



=R H O %
= DLERE P RR Y 2 B

PR A A

1 R I B R EH RS

Remedial phase w2 NS 0BRSS E SR EE A
= N E A — AU 86 1 8B R 2 5T
= B 58 10 i K

= 00 /N K AE
"RISE RN > BB EEHRE
= A] I 5 B2 A

J\ ~ R FT5 (Presentation Skills)
i e 1Y H B2 E R ERE - 28R R Ay R i FI) B 3 A Y
ARFEE  EXANS > ERZLIEA  sEaE — 5 I i #H
ZOEEHAE c fRH TREESE
(—) >~ ATV @ 7 RSB EILE
1. AESH 7%
2. EEH 38%
3. RRE/MHRA 55%
(=) ~ BT i R Y e g
1. BEfEIRRRE :
2. IEHEMIFEE
3. RFMESTHIY
4. AT T TR

5. &R S e fE BE B B

18



6. WNEEMEHEAEITR

7. EHEFER

8. HHEHETEWMEM  HWEMAKIR

9. RIrwve@E e ol - x #H -5

10. =42 1y [ 22

11 ZHASEHE (WFHEE)

12. SRAEFH A6 AT 5¢ BB B2 2 fh (02 i~ Z )
13. ZE iy JE of DU o 24 7 L U o T

Ju > BB FE T (Questioning Techniques)
TiER  BWOERE D) - M EE 0y H o — M H Y ITE -
Pt DA BR AR #E 17 of Z2 52 tH 2K iy 1 RE A0 JE 5% FE R e st ~ B 0 4 A DL
& TR S
(—) - BB RMARMNE
1. FERE f EIgHY M E —C ZE B KO ET
2. BE SR A R Y B RGN EE R A
3. IEMEEEI A& - 51 NAW
4. FEMEFEAF K MERMKS] ]
(=)~ B 4 72 M AV IRF 1%
1. MG ERES SR BRYBELE - EE-FIE 25
2. 1EERME —BHGBIGREE - TR BEETEED
3. MEREEMTHIERN  AIFEZEENERETS
4. HERBEGERREMN A THEERIEE
(=) ZEFRERMEITE
1. 2 M AR E 15

19



2. BhiAiEE A LG R AN E SRR

3. ANELALHE [ AT DLOE BE AR E R A

4. W] DAEE IR H — ([ o o] DLAE 2% (8 < — 2 55y R R

5. B CEECHE FEHY RS RE - wT DL oy i Ry 5% (8] EE 5 i BE A ] R 3
2AE

6. A DLHIEMEIZ A SIE - ] DUEE i R fE 1 — 25 R

7. ENEE TUEE2ERREHCEASRESR ) HENH
o ALt — 5 0 5[ EE 88

8. HDIStHAREZREEAFENEE  CUERET A Z Y

th ~ SRR

- TEE L AR R BB IO B2 A R B B R

—
=il
ai

—
o
Gl
A
HF
&
St
il
I
Gl
i
yii3
B
=
&
ST
&
Pl
431
E
[
H
sk
o
N
&
e

ik sETRE o B2 E R SRR Y o ARG SR A
—{E HE AL BRI oA~ G THRAZERETT L
FIEETAC ~ BWHMITE > SRAENM S GRS TS HSH
PREL(E NI Ay ESERRTE - Arde M Bl B am dE JE o 88 % > (HALME
ek P EZ YR G o B H IR A R Oy o BEE R DUGE A AHY

P REIRZ A EEHENLE -

* BRAE R Bl AT S YRR — (B B SRERAE B o~ BEIIE B > F

SERHEGR - AT~ FRERY > AFE-EE RG> 48
ZBEoN > HREFENAERRBAEESESNEM T 0 #HA

20



[1]

Ay B B RE ST A IR » HA KRB AT > DAMEZEE Z #HA#HE
BREBAMBELZT  BEAEREVES ~EHHEMEFERAE
aF A5 HY B AR K FT I E] A & R A 5 N B B SR BRE B ISR
B o OERREIHER HERE AT RIS R RSN o TR B
HHEEMHEZERBENE  BFEREMHBEEZM © 5Hic &t
aTE o SHEEETREEAAMEZRS  REERAEHZ TN
FEE > MRl sEE L HEE -

CHlRREBRERER  HOREZRFRGTHFVRECEEZHGE

8 HIEHEHIE—E > JBEt 2 Practice - Practice ~ Practice > 5%l
FEFI @R — E 58 #H Course Piloting iz Rehearse » A X3l &R & Rl
BRBYE  BEHERHEGEIFRY  HREFRH —EEEE
HEEGZ2YE  RRESE - RABSBMRERZESHE L GHRE
AT B > BEFETENBEEZEHE - itk H
BIE 2R ML B G BT 2T 0 [F B2 AT R 2
RS E IE E R ah A AT AR LR o BT 51 7 B R 1 H 1 A A fE B
# oo RPTTEN BB E R n b BT LRIV - £
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Lesson Plan Template

Lesson Plan Template

b ok —

Course Title:__Human Factors
Sub Topic: Emotions Management
Lesson Title — Time:_10 minutes

Emotions Management

Learning Objectives

* Performance: At the end of this lesson, you will be able to manage your emotions

by using the 4 techniques while communicating with customers.

+ Condition: at workplace.

* Criterion: Reduce complaints by 50% next month.

Materials and References
PPT

Instructional Strategy

Lecture, Demonstration, and Exercise

Evaluation Strategy

Role Play
Activities Content Time
Start ® Introduce and define | 1.1s emotion controlling your work? 2 min
the effect of intense | 2. What issues make you feel intense
emotion on work emotion?
by asking series of ® Stressful job?
questions. @ Surrounded by dumb people?
®Upset over small matters?
®High complaint rate?
®\\orry lose job?!
3. Worry no more ...
Conduct ® Instructor explains 4 | 1. When you feel sad, anger, joy, or fear, | 5 min

techniques of
emotional
management.

@ Instructor
demonstrates and
ask students role
playing on set
scenario.

etc., you can try to regulate your
emotion by using the following
techniques.
2.4 steps to manage your emotion
(1)Self-talk
*Give yourself a pep talk. E.g. “I
am a calm, cool, customer”, “this
is not a big deal”, “relax, keep
breathing”.
 This is what’s called
“self-comforting”.
(2)Bio-feedback
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*Pretend an emotion (e.g. anger).
Notice your eyebrows frowning,
corners of mouth arcing down,
hand muscles tightening. Now
concentrate on each muscle, and
make a conscious effort to relax
each tightened muscle.

*The idea is by relaxing the
tightened muscles; you send
biofeedback to your brain, which
helps you to regulate your
emotions.

(3)Count the colors

* Look at your surrounding and say
objects names and their colors
(e.g. “the table is brown, the chair
is green, the phone is white, etc.).

* Counting colors works better than
counting numbers, because by
stating the objects’ name and
color, it forces a conscious effort
(cognitive process), and not just
relying on memory (e.g. taking a
time out and count to 10).

* This cognitive process temporarily
keeps your mind busy so your
emotions can take a break.

(4)Breathing (1,4,2) (1,0,2)

* By regulating your breathing rate,
you can regulate your emotions.
*The 1,4,2 (ratio of inhale, holding
breath, and exhale) method is used
to increase the blood oxygen level,

which allows your head to clear.
For example, inhale for 3 seconds,
hold it in for 12 seconds, and
exhale for 6 seconds.

*The 1,2 method (ratio of inhale
and exhale) is used to relax your
emotions. For example, inhale for
4 seconds, exhale for 8 seconds.

3. The first 2 steps can be used when
you don’t have much time, while the
later 2 require more time to
accomplish.

4. Demonstration, and Exercise doing

Wrap-up

® |nstructor recaps

1. Let us review

3 min
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and summarizes 4
techniques.

® Students are
encouraged to
practice and apply

in their daily lives.

(1)When time-critical, which
technique?

(2)Acknowledge your bio signs.

(3)Before blowing temper, count what?

(4)142 usage? 102 usage?

2. Short term- Step 1&2 techniques can
deal with intense emotion quickly.

3.Long term- Build steps 1 to 4
techniques into your daily lives to
release tension.

Lead Into

® Transition to next
topic

Liveware and Environment

20 sec
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APPENDIX

Self Assessment 1: Rate your Instructional Techniques Skills

bt o —

Skills

Rating

Apply learning strategies that take into account adult learning
characteristics

2. Demonstrate the four roles of an instructor effectively: trainer,
manager, facilitator and learner

3. Demonstrate the facilitator role effectively

4. Demonstrate trainer role effectively
Demonstrate manager role effectively
Prepare a well written lesson plan that describes how | will start,
deliver and wrap up a lesson

7. Follow a lesson plan effectively
Can effectively start, conduct and wrap up a training session
Prepare for a training course including the physical set up, all
necessary materials, and set up and use of equipment

10. Present content conversationally and in language that the learners
understand easily

11. Maintain eye contact when presenting course content, conducting
discussions and facilitating activities

12. Speak in a clear, audible voice when presenting course content,
conducting discussions and facilitating activities

13. Use appropriate natural gestures and body movements when
presenting course content

14. Use common instructional aids, such as flipcharts, power points
and handouts to complement and enhance learning experience

15. Stimulate learner involvement during learning activities

16. Assess attainment of objectives throughout the course

17. Give appropriate feedback to encourage participation and support
to the learners

18. Use common non-verbal signals and appropriate instructor
responses

19. Manage a discussion effectively and in a manner that encourages
expression of ideas and maximum learner participation

20. Implement active training techniques such as discussions, games,
simulations, etc.

21. Manage the timing, pace and flow of a learning activity

22. Use different types of questions to stimulate discussion and check

for understanding

IATA Training & Development Institute
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23. Manage disruptive behaviour in a positive and constructive manner

1 Awareness

7 Knows key inputs
and outputs

7 Can define terms,
identify basic tools
to be used

7 Aware of sources
reference/resourc
e materials

2 Able to describe
basic processes

2 Basic Application

21 Able to
perform/produce
routine elements

7 Can successfully
repeat previous
processes in similar
conditions

3 Skilled Application

7 Able to perform
complex tasks

7 Can apply processes
to new situations

71 Troubleshoots and
repairs/resolves basic
problems

4 Mastery

2 Able to create new
processes, new tools
and innovative
solutions

7 Can solve
unique/new
problems

2 Able to learn further
on an independent
basis

2 Competent to
instruct others to
skilled application
competency

IATA Training & Development Institute

KNOWLEDGE + EXPERIENCE « NETWORKING - SKILLS = RESULTS

58/74




Instructor Skills Checklist

it =

Instructor's name Course City & Date
Skill Area Botai | oo
Specific Task well | improve | COmments

Start the training session

Greet learners prior to beginning

Put learners at ease

Conduct GRPI

Set the context for the session summary of objectives

Follow the Lesson Plan

Begin with an overview & a statement of objectives

Present content accurately

Conduct learning activities as in the lesson plan

End lesson with summary & link to next lesson

Keep to the schedule specified in the lesson plan

Administer formal evaluation procedures

Present Course Content

Present course content conversationally

Maintain eye contact with learners

Speak in a clear, audible voice

Use language that learners understand

Use natural gestures and body movements

Demonstrate a positive attitude towards the course

Use instructional aids

Use instructional aids enriching learning experience

Use prepared instructional aids

Record learner responses accurately &clearly

Facilitate learning

Ask questions to stimulate participation

Ask questions to check for learner understanding

Explain how to apply the content

Give appropriate feedback to learners’ answers

Provide opportunities for learners to ask questions

Provide correct and concise answers

Confirm understanding of comments or responses

Relate content to on-the-job experience

Respond to nonverbal cues to ensure full participation

Manage discussions & exercises

Set the stage for the discussion & exercises

Keep discussions focused on the key issues

Maximize learner patrticipation in discussions

Summarize & relate o the learning objectives

61/74
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