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The Range of Teaching and Learning Activities Available to Me

Formal Teaching

This activity is used to present information to the whole group and to encourage participation by asking questions and encouraging the learners to ask questions. This ensures that the learners understand the topic and keep their interest. Learners who do not ask questions can be approached individually to ensure that they have understood the topic.

Demonstrations

This activity can be used to show how to use a specific piece of software such as an email system. Describing how to send an email is not the easiest way for a learner to understand the process and a demonstration using a data projector with a commentary enhances learning. Each part of sending an email message can be broken down into stages to make it simpler to learn. 

Simulation

This activity can be used where learners are required to undertake a particular task. In an email course for example, the learners can simulate sending and receiving email messages to allow them to gain confidence in using the email system in a controlled environment. Each learner can be assessed individually to ensure that they are doing the exercises correctly and to offer help where needed.

Icebreakers

Icebreakers can be used as a tool to enable the learners to establish a rapport, to get to know one another quickly and to help them understand that everyone in the group has the same level of knowledge. It is useful to the teacher as they can learn a little more about the group and discover any specific needs that they might have. 

Searching

This activity can be used where the learners need to carry out an exercise enabling them to make their opwn ‘discoveries’. For example where the learners are expected to use the Internet to find specific information, such as searching a medical database to find information on a certain condition such as coronary heart disease. Searching activities allow the learners to use problem solving and decision making skills to complete the exercise. 

Lecture

This activity is useful for a formal presentation of information, which does not require any learner involvement. It is especially useful for large groups where a large amount of information needs to be imparted in a short period of time such as an induction course covering rules and regulations, policies and procedures.

Handouts

They are useful for providing the learners with structured activities and exercises to be carried out during the course. Handouts are also used as reference material for use when returning to the workplace following attendance on a training course. 

Activities I Have Used

Icebreakers

I have used this activity at the start of a course to allow the learners to get to know one another and reassure one another that they all have the same training needs. I usually pair up the learners and each pair makes a short introduction on behalf of the other. I provide a short list of topic headings on the white board to prevent any awkward situations or embarrassing topics being discussed. This is also useful for me as I can find out any special needs or requests from the learners.

Formal Teaching

I chose this activity as an effective means of describing a concept such as Windows software and email systems. I find it effective for imparting information and confirm understanding by asking questions and encouraging the learners to ask questions. It is more useful than handouts and by encouraging participation in the discussion it keeps the learners interested and involved.

Demonstrations

I use this as a follow-on from the formal teaching to illustrate a process such as how to compose and send an email message. A demonstration of this can be broken down into several steps to make learning easier rather than go through it in one slick movement. This is more effective than showing each learner how to carry out a exercise on a one-to-one basis, which is very time consuming and does not allow the whole group to participate.

Simulations

I chose this activity as the next stage from a demonstration to allow the learners to put into practice what they have learnt through the formal training and the demonstration. This activity is suitable, as the learners need to practise using the email software and to work through the practical exercises given by me. This activity allows the learners to gain confidence in using the email system in an artificial situation without risk. Each learner is assessed individually to ensure that they are carrying out the exercises correctly and to quickly pinpoint any problems.

Activity Evaluation

Demonstrations

I found that demonstrating a process, such as composing and sending an email message, more effective than showing each learner on a one-to-one basis. The first few times I used this activity I asked the group to congregate around a PC while I demonstrated the process in a step-by-step way. This caused a few problems, with some learners unable to get a good look at the screen or to follow what I was doing. The learners also tended to miss certain steps such as selecting the appropriate option on a menu. One effect of this was that I had to spend time with some of the learners on a one-to-one basis to cover the points they had missed during the demonstration. This made the demonstration fairly ineffective.

One of my colleagues suggested that I borrow a data projector for the next course. I arranged this and connected the projector to one of the training PC’s. This enabled all of the learners to watch the demonstration from their own seat and for them to clearly see the process on a large screen as I was carrying it out. 

While arranging to borrow a projector and setting it up is time consuming for me, it has been beneficial to the learners. The benefits are that the learners can see the demonstration more clearly and find it easier to understand. I receive less questions about the demonstration and don’t have to spend ineffective time with the learners repeating the demonstration on a one-to-one basis.
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