
 

 

A Toolkit for Volunteer Leaders 
Learning-Teaching Techniques 

 
Workshop LT-1 

 
A workshop is a meeting or a series of meetings where people work together in groups with a 
resource person in order to develop new plans, materials, skills or ideas, relevant to each 
participant's individual needs. 

KEY CHARACTERISTICS 

1. Focus is on solving practical problems. 
2. Production and end results are emphasized. 
3. Learning is individualized. 
4. Active learners determine their own objectives. 
5. Group interaction facilitates personal and social development. 
6. Learning is concentrated in intensive sessions. 
7. Sequence, duration and content of sessions are flexible. 
8. Diverse learning techniques are employed. 
9. Informality among participants is encouraged. 
10. Participants are usually mature, motivated and willing to focus on the workshop topic. 
 

A WORKSHOP IS NOT. . . 

1. merely a series of lectures or discussions, 
2. a loosely organized conference or retreat, 
3. a time and place where individuals can assemble for independent projects, 
4. an excuse for lack of planning and preparation, nor 
5. playtime disguised by the name "workshop." 
 

A CHECKLIST TO ORGANIZE AND IMPLEMENT WORKSHOPS 

A. Before accepting responsibility 

1. do I understand the assignment or request? 
2. are the reasons for the workshop clear? 
3. is a workshop the best technique in this case? 
4. are the financial arrangements satisfactory? 
5. am I sufficiently motivated to do a high-quality job? 
6. do I have ample time for preparation? 
 

B. Planning 

1. Are participants involved in the planning stages? 
2. What are the participants' needs? Defined by whom? 
3. Are anyone else's needs involved? Whose needs? What needs? 
4. What will participants expect as a result of pre-workshop publicity? 
 

 



5. Does workshop success depend on all participants attending all sessions? How will 
this be managed? 
6. What relationship have participants had with each other before? 
7. Is the group homogenous? What advantages and problems can be anticipated due to 
this factor? 
8. What is the theme, problem or activity which focuses the workshop? 
9. Is the general goal(s) clear? 
10. Are the specific objectives clearly stated and understood? 
11. Is a sequence of activities thoroughly planned and organized? 
12. Do the planned activities meet the needs and interests of the participants? 
13. What resource people do I need? Are they available? 
14. Is diversity among the instructional staff needed? 
15. How will resources people be contacted and oriented? 
16. Is the ratio of instructional staff to participants appropriate? Should the number of 
participants be limited? 
17. Is variety provided through activities and techniques? 
18. Are the major points to be presented clear? 
19. Is the time well-planned? Can it be modified if new needs emerge? 
20. Are breaks planned? 
21. How will small group and individual concerns and progress be shared with other 
participants? 
22. Are social occasions provided? Is recreation needed? 
 

C. Logistics 

1. Are the physical facilities adequate for planned activities? Will they permit flexibility and 
varied experiences? Are they isolated from potential distractions (phone, visitors, 
business)? 
2. Have I made arrangements for transport, eating and housing? 
3. Are costs to participants reasonable? 
4. How will arrangements be checked and rechecked during the workshop? 

 
D. Preparation 
 

1. Is the physical setting appropriately prepared? 
2. What materials are needed? Are they ready? 
3. Am I experienced in the variety of techniques that I will use? If not, have I 
compensated with extra preparation and contingency plans? 
4. Have I prepared extra activities in case I have more time. 
5. Have I decided what will be cut if time is short? 
6. Have participants been sent information on where to arrive, advance preparations they 
need to make, options, assignments? 
7. Will a news sheet, published periodically during the workshop, be helpful for 
announcements, comments, summary? 
8. Should I plan for group recorders? Will they need forms for recording conclusions and 
recommendations? 
 

E. Orientation 

1. How are participants received when they first arrive? 
2. How is registration handled? Why? 
3. Is an accurate list of participants available? 
4. How will participants get to know each other? 
5. What will I do to encourage openness, trust, enthusiasm, confidence, relaxation, clarity 
of purpose and activities and a problem-solving climate. 



6. Are participants actively involved in the first session? 
7. Are welcoming officials' comments brief and appropriate? 
8. Do participants know immediately what will be expected of them? 
9. Do they feel stimulated? Do they identify with the agenda? 
 

F. Interpersonal 

1. Am I open to new ideas in the workshop? 
2. Am I nervous or defensive? What nonverbal messages am I giving off (confidence, 
openness, irritability, lack of interest)? 
3. Do I communicate respect, enthusiasm, concern, sensitivity? 
4. Is my role consistent with participants' expectations? 
5. Is my participation excessive or deficient? 
6. Am I in complete control without appearing to dominate? 
7. Am I dependable and reasonable? How do I show that? 
8. Are participants encouraged to listen to each other? 
9. Is feedback encouraged at all times? 
10. Is everyone kept informed of other groups' activities? How? 
11. How are participants encouraged to use each other as resources? 
12. How is the personal and social growth of individual participants fostered? 
 

G. Sessions 

1. Does the content build on participants' experiences and abilities? Is it appropriate to 
the participants' level? 
2. Am I an expert on the topic? 
If yes -- how will I keep from dominating? -- how will I insure my own flexibility? 
If no -- how will I present myself to the workshop? 
3. What information is imparted? What skills are taught? What attitudes are promoted? 
What styles are modeled? Are there contradictions? 
4. Are choices and options given to meet diverse interests? 
5. Are new skills practiced in the workshop? 
6. Is the pacing of activities too fast or too slow? Are sessions too long? Are major points 
summarized from time to time? 
7. Do I have clear, thought-provoking questions to ask? 
8. Is the bulk of participants' time spent on their own concerns? 
 

H. Process 

1. Is opportunity provided for informal discussion and thought? 
2. Are the specific problems of the participants allowed to emerge, to be defined, and to 
be addressed? 
3. How will creativity be stimulated? 
4. What process emerges from the group as the workshop unfolds? 
5. Is the process productive? Too intense? Too loose? 
6. What have I planned to do in each case? 
7. Who are the leaders which emerge from the participants? What kind of leaders are 
they? How can I encourage them? 
8. How can I provide others with leadership opportunities? 
9. Do participants have some free time? Time to be alone? 
 

I. Conclusions 

1. How do working groups report? ...summarize conclusions? 



2. Does each participant develop a plan for implementing workshop outcomes? 
3. Do participants know how to relate their experience in this workshop to others at home 
(caution: others have not had this experience and may have difficulty relating to it)? 
4. Is opportunity provided for an expression of commitment to future goals and activities? 
 

J. Evaluation 

1. Have I arranged for a process observer? 
2. Have I organized a daily staff meeting for formative evaluation and adjustment? 
3. Have evaluation instruments been prepared? 
4. Have the workshop objectives been met? How do I know? 
5. Have participants "professional" problems been solved? 
 

K. Report 

1. Is promised information and a summary promptly sent to participants after the 
workshop? 
2. Is a final report compiled? To whom is it sent? 
 

TWO WORKSHOP FORMATS 

Format I: Traditional approach 

Session 

1. Coffee -- registration -- informal conversation -- introductions --general announcements -- 
orientation -- discuss purpose and agenda -- set tentative schedule. 
2. Form working groups -- get acquainted -- share expectations --decide how to proceed -- agree 
on leadership roles -- work. 
3. Group and individual work -- summarize progress -- report. 
4. Decide on next steps -- readjust -- group and individual work. 
5. Repeat steps 3 and 4 as often as desired. 
6. Evaluation and conclusions in the small group then in a general assembly. 
  
Format II: Creative approach (riskier but potentially more motivating for a more creative or more 
demanding group). 

Session 

1. Role-play simulation designed to bring out the aspects and points of view concerning a 
problem. 
2. Debrief role-play participants and observers -- identify and discuss the problem -- list the parts 
of the problem -- values clarification (questionnaire or discussion designed to help participants 
identify and specify their own attitudes, values, biases, etc.). 
3. Orientation to the resources, preparations and opportunities by workshop organizers. Plan 
workshop activities and develop schedule (all together). 
4. Work sessions (large assemblies, small groups, individuals) which provide options and 
opportunities for participants to change groups and work on different activities using a variety of 
techniques. 
5. Conclusions and workshop evaluation. 
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DESCRIPTION 

Self-training is a technique for teaching yourself a needed skill where other techniques or 
resources are unavailable. Self-training can be done individually, in pairs or with a group. 

ADVANTAGES 

1. You need not wait on others to provide you with skills and knowledge that you need.  
2. You take charge of your own education. 
3. This technique can build confidence if it is successful. 
4. It is adaptable to individual needs, interests and learning styles. 

DISADVANTAGES 

1. Self-training requires patience. 
2. You lose the luxury of blaming someone else. 
3. It can build frustration if it does not work for a particular individual or in developing a particular 
skill. 
4. Sometimes you learn bad habits without someone to help and evaluate your progress. 
5. Some skills require an expert teacher or the process can be dangerous or unhealthy. 

COMPETENCY BASED EDUCATION 

Self-training requires a basic understanding and appreciation of "competency based education." 
A competency is simply the knowledge, skills, attitudes and experience required to perform a 
task. Most of the modules in this curriculum are designed to build competency. E-7 is designed to 
teach the skill of writing objectives. L-1 is designed to teach knowledge of leadership styles and 
which style you tend to prefer. Both of these examples are competencies. Both require 
knowledge, previous skill, attitudes and experience in order to become completely competent. 

PROCESS FOR SELF TRAINING 

1. Identify the competency or task that you need to learn. Write it down in general terms. (i.e. I 
want to learn how to design a board simulation game to orient a group of high school youth who 
will go on an exchange to Mexico). 
2. Analyze the competency. Break it down into specific skills, knowledge, attitudes and 
experience that you will need to become competent. (You may consult books or people with 
some experience in designing board simulation games). After some reflection, reading and 
discussion with people who have designed a board game you learn that you need: 
 
 
 
 



Knowledge Facts about Mexico 
 

• Board simulations consist of nine basic components. 
• Each must be developed and put together like the pieces of a jigsaw puzzle. They are: 

o General situation (i.e. daily life of Mexicans) 
o Specific focus (living as a foreign guest of a Mex. family) 
o Objective (how do you win the game) 
o Format (use an existing board game as a model or develop an original format -- 

in this case we will use Trivial Pursuit with questions/answers on cards) 
o Rules (how you play the game) 
o Roles (who plays what role) 
o Decisions versus fate (most games have an element of luck plus decisions that 

players make) 
o Messages (this is the educational content) 
o Tuning (put all the pieces together and try the game with a small group--only by 

playing and refining the game can you work out the rough spots and get it to a 
playable form) 

• Skills Some curriculum development experience is helpful but not necessary. 
• Attitudes Anyone can design a game. Patience will be required. 
• Experience Having played a variety of board games is helpful. 

 
 
3. Operationalize the competency. (Break it down into the specific activities that you will need to 
complete in order to reach your desired outcome--the design of a playable board simulation 
game). 
4. Write down the steps (procedure) that you will follow to become competent. 
5. Follow your procedure. Schedule the activities, assemble the materials, arrange for friends to 
help you with specific activities (playing your new game in order to help you tune it). 
6. Evaluate. State how you will know when you have completed the training and become 
competent. 

EXERCISE: 

Choose a skill that you would like to teach yourself (start with a simple one first). Carefully follow 
the process described above. Be very thorough with each step in the process. Do not rush. If you 
can master self-training, you will open many possibilities for solving problems and keeping 
yourself renewed as a community educator. 
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DEFINITION 

A simulation game is a replicated real-life experience involving two or more players who are 
required to operate under clearly defined rules for the purpose of achieving a predetermined goal 
in a concentrated period of time. The game may involve role play, cards, a board or a 
combination of these elements. 

CHARACTERISTICS 

The board (if used) is a visual representation of the movement through time or space. Roles for 
players may be passive (i.e. everyone is in business to make money and drive out competition as 
in Monopoly) or active (players are required to speak and act from the role assigned them). Clear 
options are presented to the players who must choose the most appealing option. Sooner or later 
feedback is provided to help the player evaluate the quality of the option chosen. Chance is built 
into simulation games through the roll of dice or the draw of a card. Eventually a winner emerges. 

ADVANTAGES 

Simulation games simplify complex experiences making them easier to understand. Because the 
game is not "real" players can practice behaviors which they might be reluctant to try under 
normal circumstances. Time is compressed; therefore players get feedback on their decisions 
quickly and can see the relationship of events more clearly than in real life. The games are fun. 
They are a great way to break up lectures. They involve more participation than most learning 
techniques. They stimulate discussion. They can be used for problem solving, evaluation, 
information, analysis, verbal and interpersonal skill development and conflict resolution. They 
allow players to see themselves and others under different conditions. 

DISADVANTAGES 

Because simulation games are associated with "play" they are often not taken seriously. Players 
may reject game experiences as "just a game." Sometimes the game may excessively simplify a 
complex experience and therefore "distort" reality. If the game is not well designed it may confuse 
players and cause frustration. To use simulation games for educational purposes requires 
different skills on the part of the educator. 

 

 

 

 



CHECKLIST FOR FACILITATING A SIMULATION GAME 

PREVIEW THE GAME 
 
1. read the rules, 
2. play the game in advance if possible, 
3. anticipate questions that can be used to stimulate discussion, 
4. determine if the game will meet your learning objectives, and 
5. decide if this simulation is the best teaching/learning technique to use in this case. 
 
INTRODUCE THE GAME TO THE PLAYERS 
 
1. explain the purpose and rules of the game, 
2. help players choose roles (assign the roles if time is limited), and 
3. answer questions but if questions go on too long then suggest that the players get started and 
learn by playing. 
 
STIMULATE DISCUSSION 
 
1. ask questions, 
2. try to get the group to discuss problems until they agree on a solution, 
3. do not dominate discussion, 
4. do not try to be the expert on everything, 
5. give clear direction to the experience at first, 
6. then become less vocal and directive as the players get involved, and 
7. determine when discussion has wandered off the subject and gently guide it back. 
 
KEEP THE GAME MOVING 
 
1. enforce the rules, and 
2. if the players can't agree on a rule or solution then say something like, "We need to move 
along now, so I will declare Jane's solution to be the best one. It is not the only correct answer but 
for now it will be the official answer." 
 
SUMMARIZE THE GAME 
 
1. Help each player draw conclusions from the game. 
2. Ask questions like, "What did you learn from this game? How can you use the information in 
your community? What new ideas can you try? What are the likely benefits and costs of trying 
new ideas? What problems are you likely to encounter that were not in this game? How might you 
solve those problems?" 
3. Encourage players to help other players as they answer these questions. 
 
REMEMBER a good facilitator is unlike a classroom teacher. A teacher uses authority, discipline 
and control to do what he or she wants to do. A facilitator uses compromise and discussion to 
help the group make its own decisions. A teacher lectures and makes statements. A facilitator 
asks questions and agrees with other opinions which seem useful. A teacher directs. A facilitator 
suggests. A teacher often prevents the class from gaining too much control. A facilitator 
encourages other learners to accept responsibility and to express themselves. A teacher often 
plays the role of expert--has the final word. A facilitator does not try to be an expert, but helps the 
group to come up with the final word. 
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DEFINITIONS 

1. Public Policy - a settled course of action adopted and followed by the public. * 
2. Public Policy Education - an organized program to provide information so that public decisions 
may be based on facts rather than ignorance, prejudice, or lies. 
 

EXAMPLES 

Potentially any issue which impacts the public may become a public policy issue. Issues which 
have been, and continue to be of interest include the following: 

1. land use 
2. water use 
3. sewage disposal 
4. flood plain ordinance 
5. noise control 
6. environmental laws 
  

HOW PUBLIC POLICY IS DETERMINED:* 

1. Concerns 9. Evaluate 
2. Issues  8. Action 
3. Conflict  7. Choices 
4. Rank priorities 5. Structure 6. Alternatives 

 

_________________________ 

*from Shaping Public Policy, by Verne W. House, Westridge Publishing, Bozeman, Montana, 
1981. 

HOW CAN EDUCATORS MAKE A DIFFERENCE? 

By providing information: 
 
1. about how public policy is determined 
2. about the issue itself 

(This should be done carefully and systematically.) As with most programs, community 
educators should: 

 



 a. evaluate the situation, 
b. prepare an educational program, 
c. organize program resources, and 
d. guide the program to conclusion. 
 

CAUTIONS 

1. Virtually all public policy issues are controversial issues. 
2. Determining the teachable moment is critical. 
3. Maintaining objectivity and credibility may be difficult. 
4. The issue must be one that the public can influence. 
5. "Directive" and "laissez faire" leadership styles are often inappropriate. 
6. Preparation time is usually short. 
7. Advanced preparation must be flexibly used. 
8. Be prepared for casualties. 
 

RECOMMENDATIONS 

1. Choose the first issue carefully. 
2. Prepare thoroughly but anticipate changes in the way the issue may be approached. 
3. Involve all levels of the public and your organization. 
4. Program commitment and responsibility must be shared among all levels. 
5. Be prepared to step aside when the educational part of the program is over and participants 
decide to take political actions. 
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DESCRIPTION 

Role-playing is a technique of human interaction that involves realistic behavior in imaginary 
(hypothetical) situations. Behavior of participants is spontaneous since they act freely rather than 
from a script. Ideally role-playing is very close to real life behavior. 

ADVANTAGES 

Role-plays can 

1. motivate,  
2. help diagnose group needs, 
3. help to see another person's point of view, 
4. evaluate information, skills or attitudes, 
5. reveal various alternatives that were not obvious before, 
6. be used for problem solving, 
7. train people for future situations, and 
8. build a close, supportive and more productive group. 

DISADVANTAGES 

Role-plays can 

1. alienate some people who do not understand role-plays or have had bad experiences 
previously with role-plays, 
2. cause conflict where it did not previously exist, 
3. be overdeveloped and therefore destroy the spontaneity, 
4. put participants "on the spot" and make them uncomfortable, 
5. require considerable judgment to determine when role-play is appropriate and when the group 
is ready for it, and 
6. be perceived as manipulative. 

AN OUTLINE FOR WRITING A ROLE-PLAY 

1. State your purpose (what do you want to achieve with the role-play?). 
2. Briefly describe the characters (who are they -- what are their relationships?). 
3. Explain the situation and background (including what the characters will be doing in the role-
play). 
4. State the time and place (if these are important considerations). 

 



SUGGESTIONS FOR LEADING A ROLE-PLAY 

1. Introduce the role-play explaining what is a role play and what you think it will accomplish for 
the group. 
2. Describe the purpose, characters, situation, time and place. 
3. Encourage an informal atmosphere to help the players relax. 
4. Do not pressure anyone to participate if they seem reluctant. 
5. Let the role-players be self directing. 
6. Ask the observers to keep absolutely quiet during the role-play and not react in any way to the 
players. 
7. Stop the role play when the purpose has been accomplished or it is getting away from the 
purpose, or one of the participants is really struggling. Never let it drag out too much. 
8. Lead discussion after the role-play. Start with positive comments; then encourage the 
participants to talk; finally involve the observers with their comments and ideas. 
9. Avoid "setting up" individuals by intentionally loading the situation so their real life behavior will 
be criticized (avoid hidden agendas). 
10. Do not try to teach moral lessons through role-plays. 
11. Do not overdevelop the situation or instructions. 
12. Do not give a predetermined outcome for the role-play, let the interaction of the players take 
its own course as long as it is helpful. 
13. During the role-play, write down questions, observations and ideas for the post role-play 
discussion. 

THE POST ROLE-PLAY DISCUSSION 

The discussion following a role-play is crucial to the experience. At this point new ideas or 
approaches to the problem are analyzed and synthesized. The role-play will not be a success 
unless conclusions are drawn. The discussion must be adapted to the situation and the purposes 
of each role-play; however the following questions may be useful in leading the discussion. 

1. Was the role-play's outcome what you expected? 
2. Describe the relationships portrayed by the characters. 
3. How did they communicate? 
4. How could communication have been improved? 
5. What could the characters have done to reduce conflict? 
6. What conclusions might we draw from the role-play? 
7. (For problem solving role-plays) Did the characters resolve their problems? How (or why not)? 
8. Can you see any alternative actions that could have helped the role-play? 

 
EVALUATING THE ROLE-PLAY 

 
1. Was the purpose of the role-play clearly defined at the start? 
2. Was the role-play directly related to the learning of the group at the time? 
3. Was the background information and setting properly developed (enough information to get 
started but not too much to hamper the creativity of the characters). 
4. Were the observers quiet and cooperative? Was there any external interference (outside the 
participants) with the role play? 
5. Was the role-play stopped too soon? Did it drag out too long? 
6. Was the post role-play discussion effective in summarizing and drawing conclusions? 
7. Did the role-play bring out new ideas or perspectives? 
8. Did anybody feel manipulated in any way? 
9. Did the group end up with a favorable response to the role-play technique and the new ideas? 
 

 



EVALUATION CHECKLIST FOR THE LEADER 

1. Did I make certain that the group was ready for a role play before it was used? 
2. Did I explain why I thought a role-play would help the group? 
3. Did I introduce the issues and create interest? 
4. Did I encourage informality? 
5. Did I constantly observe the group to be sure that all members were comfortable and that they 
were making progress? 
6. Did I organization the discussion to cover the main points? 
7. Did I encourage all to participate? 
8. Did I ask clear, concise questions? 
9. Did I close the discussion with a summary, conclusions and ideas for practical application? 
10. Did I manage to do all of the above and still avoid dominating the group? 
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ADVANTAGES 

1. They are very popular and motivating. 
2. They are available from a wide variety of sources. 
3. You can make your own tapes to show specific situations. 

DISADVANTAGES 

1. Professional tapes may not focus on the skill or activity that you wish to teach. 
2. Homemade recordings can seldom compete with professional quality. 
3. Learners are passive when watching videos. 
4. This technique can be overused or poorly prepared; it requires careful planning and follow-up 
discussion or application. It is not the "magic bullet" that it sometimes seems. 

SUGGESTIONS FOR USING VIDEOS 

1. Check different sources for videos (libraries, university resource centers, other organizations, 
mail order rentals). 
2. Be clear on your purpose for using a video. 
3. Plan the instruction with appropriate activities to lead in to the video and to follow up (apply 
what was learned from the video). 
4. When recording from television or copying another tape, be aware of legal restrictions, 
copyright laws and procedures to get permission for copies, restrictions of use (how often, size of 
group, purpose). 
5. Always check equipment for compatibility, to determine exactly how long it takes to set up and 
"warm up," and how to set the channel, volume, power, tracking, etc., so you do not have to 
fumble with the controls when it is time to show the video. 
6. Pre-plan and pre-set where you want to begin on the tape. 
7. Determine where you will pause in order to involve the viewers in discussion. 
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DEFINITION 

 
A case study is a detailed description of an event, an organization, or a project. It may be 
presented in written form, orally, with audio visual equipment, or with a combination of these 
approaches. Its purpose is for study, analysis and conclusions. 
 

USES 
 

1. To describe in detail a situation that is of concern to the group. 
2. To create participant interest and involvement in decision making. 
3. To encourage self-discovery and formulation of individual opinions and solutions. 
4. To teach problem solving skills. 
5. To gain experience without risk. 
6. To determine needs of groups or organizations. 
7. To evaluate a project or organization. 
 

TYPES OF CASE STUDIES 
 

CLASSICAL WRITTEN CASE. A comprehensive account of a major problem situation; can be 
quite lengthy and include charts, graphs, etc. 
 
UNFINISHED CASE. A case study that lacks an ending. It requires a solution from the 
participants. 
 
CRISIS CASE. Presents a problem that requires a prompt solution. The urgency can add a 
degree of motivation and pressure to the exercise. 
 
AFTER THE FACT CASE. Provides an opportunity for analysis and evaluation to learn from 
previous mistakes. 
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DEFINITION 

Everyone has been to a fair where there are exhibits, events, food, recreation, and competitions. 
An educational fair simply leaves out the competition and the commercial aspects. It is usually 
shorter (often only one day). It focuses exclusively on education. It has a purpose or theme. 

ADVANTAGES 

1. People like fairs. They are naturally motivating. 
2. Fairgrounds are often empty or underused for much of the year. 
3. Flexibility--fairs can vary greatly according to opportunities and resources. 
4. This is a great opportunity for similar organizations to pool their resources -- to cooperate for 
an event that brings out lots of people and provides much publicity. 

DISADVANTAGES 

1. Lots of planning is required but not as much as for fairs that include competitions, lots of rules, 
judges, ribbons, cash prizes, etc. 
2. People are sometimes disappointed to come to a fair and find that there is no carnival or rides. 
3. Funding can be a problem even if expenses are kept low. 

AN EXAMPLE: THE SELF-SUFFICIENCY FAIR 

Economic development is not always focused on the community level. In Arizona the "self-
sufficiency fair" aims to improve family finances. Leona Elliot saved $240 in electrical bills the first 
year she used a solar hot water heater. She constructed the heater after attending a workshop at 
the self-sufficiency fair in Cottonwood, Arizona. 

At this fair workshops, demonstrations and exhibits deal with energy conservation, construction, 
health, traditional skills, cottage industries and food production and preservation. The purpose of 
the fair is to provide information on alternatives for family self-sufficiency. Organized by 
Cooperative Extension agents with help from many organizations, groups and individuals, the fair 
is popular with the public. With today's economic stresses, unemployment and energy costs, 
more people are looking for ways to cut spending and do more for themselves. 

Extension agents find that the fair is a successful method to respond to clients' needs. Time is 
saved, in the long run, for the agents. The agricultural agent conducted one pruning workshop for 
60 interested participants which replaced four or five workshops to groups of 10 to 20 in small 
neighborhood garden clubs. 

 



After five fairs the agents have refined the process for organizing an event that appeals to people 
from a wide range of backgrounds and interests. Six steps are essential to the process: 1) form a 
volunteer steering committee; 2) determine specific objectives and guidelines; 3) develop a 
planning calendar; 4) communicate with exhibitors; 5) arrange facilities; and 6) evaluate the 
event. 

On fair day participants can see a variety of exhibits, films, slide shows, and entertainment. 
Vendors serve food from nearby booths. Workshops and demonstrations are done in quiet 
locations away from noise and traffic. The county fairgrounds provides an ideal location for the 
fair. Fairgoers pay no admission fee. They have several educational choices at any moment 
during the day. A printed program lists the choices for each half hour. A partial schedule, shown 
below, gives a flavor of the activities. 

Commercial and non-profit groups rent exhibit space to tell about solar food drying, wind-powered 
generators, solar cookers, drip irrigation, steam engines, water conservation, home landscaping, 
energy efficient windows, roofing treatment, wood stove safety, greenhouses, kitchen appliances, 
sculptured dolls, woodworking, hydroponics, grain milling, repairing shop tools, and much more. 

Entertainment is provided for different age groups by performers on stage. Jackpot contests such 
as goat milking, cow chip throwing, chili cooking, horseshoe pitching, and sack races, generate 
excitement. 

All activities are planned and executed by a volunteer steering committee which divides itself into 
subcommittees to deal with objectives and guidelines, publicity, finances, facilities, exhibits, 
workshops, entertainment, and audio-visual equipment. Each subcommittee receives its 
assignment in writing from the steering committee. It is asked to plan activities and put them on a 
master calendar and a master map of the fairgrounds. The map and calendar help each 
subcommittee to keep track of the work of each of the other subcommittees. Frequent 
adjustments are necessary. 

Because of its importance, publicity requires extra planning. Radio, television and newspaper 
editors receive news releases. Announcements appear in church, school and civic organization 
newsletters and on bulletin boards. Businesses display posters and grocery baggers give 
information flyers to shoppers. The publicity committee prepares a brochure of guidelines for 
potential exhibitors. Responses are requested on a tear-off-and-return section of the brochure. 
Some brochures are mailed to likely exhibitors, some are left in public places, and others are 
personally delivered to those whose participation is especially desired. The tear-off section also 
gives exhibitors a chance to indicate special requirements (electricity, sunlight, shelter). 

Evaluation of the fair is done by three members of the steering committee. A phone survey is 
conducted three months after the fair with a random sample of participants who are asked if they 
enjoyed the far, if it gave them new ideas, if they tried any of the ideas, and if they are still using 
any of those ideas. Responses to one fair indicated that 43% of the participants "adopt" one or 
more ideas worth an average of $100 each. An outside evaluator was hired for one fair to 
independently confirm the results of the phone interviews. 

The fairs are done on a budget which averaged about $1,200 in income and $900 in expenses. 
Income is basically from the sale of exhibit spaces. Expenses include publicity, programs, 
equipment rental, office supplies and the costs of the evaluator. 

 



A FINAL THOUGHT 

This technique does not have a checklist for planning and evaluation. Many of the steps required 
for planning a workshop (LT-1) would be necessary for this event. Use the checklist for 
workshops if you need a starting point for planning an educational fair. Probably someone in your 
community has helped with a county fair and would be available to help you anticipate detailed 
planning needs. 
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DESCRIPTION 

 
Judging is making a decision, given choices, based on specific criteria. Successful judging 
depends on the knowledge of the objects to be judged. Typically there are four examples of the 
products which must be placed in order. Sometimes the judges are required to justify their 
placings with oral or written reasons. 

The process of judging involves: 

1. observation based on information, 
2. comparison based on an ideal item, and 
3. making a decision. 
 

JUDGING TEACHES STUDENTS 

1. to observe carefully, 
2. to recognize products, articles, animals, etc., 
3. to make their own decisions, 
4. to make wise decisions, 
5. to appreciate the opinions of others, 
6. to express themselves clearly, and 
7. to improve on their own work. 
 

JUDGES SHOULD 

1. become familiar with the characteristics of a product, 
2. learn the terms that describe it, and 
3. have some idea of what an ideal product really is. 
 

JUDGING SKILLS CAN BE TAUGHT BY 

1. the group leader method -- where a knowledgeable leader describes the positive and negative 
points of the objects being judged, making comparisons and then announcing the final decision, 
using the thought process expected from the learners (other members of the group); 

2. the questioning method -- where the group leader asks key questions about the objects being 
judged and leads the learners to a decision teaching them to ask the same questions when they 
are judging alone; 

3. the voting game -- where learners are asked to discuss and vote on the objects being judged, 
giving reasons for their decisions as they discuss their placings; 

 



4. Individual judging -- where experienced judges are given practice in judging then immediate 
feedback on the class they just judged. Judges may be asked to give reasons for a class to the 
group leader or an expert judge, then they are given feedback on their reasons. 

EVALUATION FOR SOMEONE TEACHING JUDGING 

1. Was the introduction interesting and exciting? 
2. Were the objectives of judging clearly explained to participants? 
3. Was the judging focused on problems relevant to the participants? 
4. Were production and end results emphasized? 
5. Was everybody given the opportunity to learn and determine their own objectives? 
6. Did the overall process facilitate group interaction balanced between social interaction and 
work? 
7. Was the session organized in a logical, sequenced and easy to follow manner? 
8. Was the session timed well? 
9. Was the content of the session(s) useful? 
10. Were diverse learning techniques employed? 
11. Was informality among participants encouraged? 
12. Did participants seem motivated and willing to focus on the topic? 
13. Was the session properly summarized? 
 

FINAL OBSERVATION 

This brief discussion will help you to understand the role of the educator in teaching judging to 
others. Very little information, however, is given on the actual judging process or how to organize 
a judging contest. A useful reference to answer those questions is "Learning Through Judging, 
EM 4647," by Jan Hiller and Jerry Newman, Cooperative Extension, College of Agriculture and 
Home Economics, Washington State University, Pullman, 1987. 
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DEFINITION 

A method demonstration is a teaching technique that combines oral explanation with "doing" to 
communicate processes, concepts, and facts. It is particularly effective in teaching a skill that can 
be observed. A method demonstration is different from a "result demonstration" which is a field 
test, in public, of a particular product or practice. Result demonstrations for crop varieties and 
practices are commonly conducted in a "test plot" that the public can observe and draw its own 
conclusions. Result demonstrations often last several weeks or months. A method demonstration 
is limited to only a few minutes. Method demonstrations are often used during workshops (see 
module LT-1). The audience is passive during the method demonstration but during a workshop it 
is actively involved in practicing the skill. 

KEY CHARACTERISTICS 

1. Is appropriate to the audience; 
2. Involves doing and telling; 
3. Provides a learning experience; 
4. Has clear objectives; 
5. Is well planned and prepared; 
6. Allows for strong rapport with the audience for clear communication; and 
7. Allows the audience to ask questions -- the demonstrator should be able to answer the 
questions or refer the questioner to sources of information. 
 

SUGGESTIONS FOR SELECTION AND PREPARATION 

Select a demonstration topic which: 

1. is interesting and suitable to the audience, 
2. fits the demonstrator's interests, skills, and experience, 
3. provides an educational experience for both the demonstrator and the audience, 
4. is not limited to material objects or ideas, 
5. can be shown and explained, 
6. is narrow enough to permit thorough treatment in the time allotted but large enough in scope to 
warrant a demonstration, 
7. is timely, practical and interesting, 
8. can be prepared in a short period of time, 
9. utilizes equipment and materials that can be easily secured, and 
10. can be given in different locations. 
 
 

 



Plan and prepare the demonstration: 

1. research -- gather information from people, books and personal experience, 
2. write an outline in order to organize the information, 
3. select a tentative title, 
4. collect the material and have everything ready and arranged, 
 

a. use nothing that cannot be seen clearly, 
b. use actual articles if possible, or models if necessary, 
 

5. anticipate how to transport and store all of the materials, 
6. practice, practice, practice 
 

a. be able to answer questions or refer to other sources, 
b. rehearse until you can deliver the demonstration smoothly but do not memorize, 
 

7. wear proper clothing, 

a. safety glasses if necessary, 
b. boots when working with heavy equipment or large animals, 
c. gloves if safety requires hands to be protected, and 
 

8. make a checklist of all materials. 

SUGGESTIONS FOR PRESENTATION 

Introduction: 

1. speak clearly and distinctly, 
2. face and talk to the audience -- stay in their full view and make certain that they can hear you 
at all times, 
3. show interest and enthusiasm in the subject of your demonstration, 
4. start with a question or a striking statement to gain attention, 
5. introduce yourself and the subject, 
6. connect the subject to the listeners' experience and interests, 
7. explain what is to be accomplished, 
8. preview the main points of the demonstration, and 
9. do not keep people waiting for the demonstration to start. 
 
Body: 

1. go step by step stressing key points, 
2. tell why each step is important, 
3. list steps on a poster, newsprint or the chalkboard, 
4. explain new terms and ideas using simple works for clear understanding, 
5. perform all operations skillfully and in the proper sequence, 
6. do not allow distractions to fluster you, 
7. combine telling with showing, 
8. keep the table clean and neat (store materials behind you until you are ready to use them -- 
when finished with materials put them out of sight so the audience is not distracted, and 
9. decide if you will encourage questions from the audience at any time or wait until you are 
finished (if the setting is informal you may ask them questions to check their understanding of 
your explanation). 



Summary: 
 
1. review key points but do not bring up new ideas, 
2. give the audience suggestions for application, 
3. indicate your sources of information, (have those references available if possible) and 
4. thank the audience for their attention. 
 
 
EVALUATION 

Do a self evaluation and get evaluation from the audience. The evaluations may include open-
ended suggestions for improvement or it may include a formal checklist or scorecard like the one 
below. 

 
possible score actual score 

Introduction - gets audience attention, original, brief, tells why subject is important. 
5 

 

Communication - eye contact, flexible, encourages feedback, nonverbal supports verbal, grammar and 
vocabulary are correct, voice, enthusiasm. 

15 
 

Subject Matter - complete, clear objectives, accurate, focus on main points, knows subject. 
20 

 

Presentation - uses time effectively, poised, in control of all elements, pace is appropriate, adjusts to the 
audience, clear explanation. 

20 
 

Related to audience - information is usable, keeps the audience's attention, responds to questions. 
20 

 

Materials - quality of posters, neat handouts, equipment is appropriate, well organized and support the 
demonstration, avoids clutter. 

15 
 

Summary - reviews main points, asks for questions, lets the audience know when it is over. 
5 
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DESCRIPTION 

Telephone calls are an important means of personal communication. They make up a large 
proportion of all Cooperative Extension contacts with the public. Only by using the telephone 
properly, however, can educators use this tool to its full educational potential. 

An effective telephone personality will help educators make friends and create goodwill. The 
person on the other end of the line can only judge the attentiveness of the educator and office 
staff by the verbal expressions. Everything depends on the voice and telephone habits. Educators 
can develop a pleasing telephone personality by learning and practicing proven skills. 

USES OF THE TELEPHONE 

Information is requested and given over the phone. It is one of the cheapest and most convenient 
ways for clients to request and receive information that they need immediately. The telephone is 
also used for introducing oneself, making appointments, arranging programs, scheduling 
meetings, getting information from other organizations, keeping in contact with colleagues and 
business transactions relating to the maintenance of the office. 

MISUSES 

1. Personal calls to friends that tie up in-coming calls. 
2. Monopolizing the telephone -- the educator does all of the talking during a telephone 
conversation and does not take time to listen to the other person. 
3. Making many long outbound calls keeps inbound calls from being received. 
4. Casual manners -- Using slang words and expressions, forgetting to say "please, thank you, 
you're welcome," or forgetting to personalize the call by using the callers name. 
5. Unorganized -- Not having a message pad ready; not having frequently requested information 
quickly available; having to put people on hold unnecessarily; allowing distractions to interrupt the 
phone call; not knowing where people have gone when they are out or when they will return 
(especially during emergencies). 
6. Cultural insensitivity -- Some ethnic groups require face to face contact for transactions and 
especially decisions based on trust and personal commitment. The phone, in these cases, cannot 
replace an office appointment or a visit to the home or business by the educator. 
7. Allowing certain callers to regularly tie up the phone with long conversations which wander off 
the subject and away from the educational purpose of the phone. 

 

 

 

 



PROCEDURES 

When the Office Telephone Rings 

1. Answer promptly -- This helps build a reputation of efficiency. Try to answer on the first or 
second ring whenever possible. 
2. Identify yourself -- to help assure the caller and start the conversation smoothly. This also 
personalizes the call. 
3. Be friendly -- Show interest, be a good listener so the caller will not have to repeat what was 
said. 
4. Be considerate -- Do not try to carry on two conversations at once. Callers should not be make 
to feel that they are competing with others in the office. 
5. Use a professional voice -- which includes 

a. alertness (wide awake and ready to help), 
b. pleasantness (putting a smile into one's voice) 
c. naturalness (use simple straightforward tone and language avoiding technical terms, 
slang and abbreviations like organization titles), 
d. distinctness (speak directly into the telephone pronouncing words clearly and 
carefully), and 
e. expressiveness (talk at a moderate rate and volume but vary the tone adding 
emphasis and vitality in what is said). 
 

When Handling Calls for Others or Taking Messages 

1. Be informative, courteous and interested in the caller. 
2. Offer the caller help if you can replace the one who was called. 
3. Be tactful. 
4. Take complete, accurate messages 
 

a. caller's name spelled correctly, 
b. caller's firm or department if offered, 
c. caller's telephone number, 
d. date and time call was taken, 
e. name of person who took the call, and 
f. briefly double check the information with the person calling. 

 
Establish Effective Office Organization 

1. Have a note pad and pencil by the telephone as well as frequently called numbers, local 
directory, and reference material for frequently asked questions. 
2. Designate a special place for messages. 
3. Try to maintain an adequate number of people and phone lines to handle incoming calls. 
4. Instruct office staff exactly how to handle telephone calls. 
 
Take Time for Courtesy 

1. Treat every call as an important call. 
2. Return messages promptly; apologize for errors or delays. 
3. Keep promises. Call back with requested information or the reason why it is not yet available. 
4. Make certain everyone leaves word where s/he is going and for how long in case an 
emergency call comes in. 
5. If you must make the caller wait longer than a minute, offer to return the call when you find the 
information. 
 



Develop a Variety of Ways to End Calls That Drag On 

1. Offer to call back at another time. 
2. Thank the person for the call and repeat the answer. 
3. Ask, "did I answer your question?" 
4. Indicate that you must get back to an urgent task. 
5. Indicate that you have someone else in the office who needs to talk to you as soon as you 
have helped the caller. 
6. Indicate that you have a deadline for completing another job. 
7. Be polite but honest and firm whenever possible. 
8. If you have someone who chronically abuses the phone just to visit, you may wish to tell them 
directly that because of the volume of phone calls (or other work) you are required to limit calls to 
a couple of minutes when possible. 
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Definition: 

A prepared informative talk given before an audience. 

Advantages: 

It is an efficient way to disseminate information. The audience can see and hear the 
speaker. It is easy for an instructor to control since responsibility is centralized. It is easy 
to stage. Little equipment is needed. There is great potential for flexibility and creativity. 

Disadvantages: 

Holding interest is difficult since audience participation is limited. Considerable time and 
effort is required to develop a good lecture. Evaluation is difficult before the end of the 
lecture. It is a formal technique that does not put the audience at ease naturally. It is 
overused. 

EVALUATION CHECKLIST 

PLANNING is complete in that the lecture 

• comes out of the speaker's background, skills and experience, 
• is appropriate to the age, interests and experience of the audience, 
• is limited to one main idea or principle, 
• is well organized, logical, easy to follow, 
• is based on accurate information, not slanted or biased, 
• provides information that appears to be useful, complete and up to date, 
• has all equipment available and organized for smooth use. 

 
PREPARATION is demonstrated in that the speaker 

• is appropriately dressed and groomed to avoid distractions, 
• delivers the material smoothly, 
• uses examples, stories and jokes which have been rehearsed, 
• answers questions with confidence and clarity. 

 
PRESENTATION is effective in that the lecturer 

• gets attention (answers "why is s/he lecturing; why should I listen?"), holds interest by 
• using variety in the presentation, 
• using visuals which are readable, 

 
 



• showing enthusiasm, 
• using eye contact, 
• maintaining appropriate posture, 
• using gestures appropriately, 
• projecting with the voice, 
• using correct grammar and pronunciation, 
• evaluating audience feedback and adjusting the presentation, and 
• summarizes key points. 

 
*****Note: if you are unfamiliar with effective speaking skills you may wish to review module C-3 
on public speaking. 
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DESCRIPTION 

 
Correspondence is communication and teaching by exchange of letters. It can be directed at a 
specific audience to accomplish a very specific job. Sometimes this is absolutely necessary, 
however, generally correspondence is not very cost effective as a teaching method. The 
correspondent has complete control over the message sent. It can be carefully composed and 
considered before it is sent. It can be kept for future reference. It can also be done hastily, with 
little thought, and result in miscommunication. Unlike face to face communication, there is no 
immediate opportunity to get feedback and adjust the message. 
 

SOME SUGGESTIONS 
 

1. Determine your purpose. Write it down. Think about it before you start writing. 
2. Think about your audience. What do they need to know? What do you need to say? What 
should you not say? 
3. How can you write your message so it will communicate most effectively? 
4. Do not strive to be understood. Strive to write so misunderstanding will be impossible. Reread 
your letter at the end asking yourself, "how can this message be misunderstood." 
5. As you write, be brief, be clear, use simple language, and be conversational. 
6. Make the appearance of the letter attractive, neat, and professional. Use a layout that is easy 
to read, not too cluttered. 
7. If you are recommending an action or giving options, provide the reader with the advantages 
and disadvantages. 
8. Be enthusiastic and positive. 
9. If the letter is on a controversial subject or expressing strong feelings on your part, ask 
someone else to read it to see if your feelings color the message too much. Sleep on it. Reread it 
the next day, critically, and consider revisions before sending it. 
10. Just like other forms of writing, your style and communication ability will improve if you 
regularly ask for, and use, professional editorial advice. 
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These educational techniques are very important for nonformal educators. They all involve visual 
layout. The best way to learn to use these techniques effectively is with lots of examples of good 
and bad finished products and through experience with critique from a specialist in design of 
posters, bulletin boards and exhibits. 
 
Two excellent references are: 

Carey, H. A. (1991). Posters: Design and production, Special Circular 280. University Park, PA: 
The Pennsylvania State University, 

College of Agricultural Sciences. 

Carey, H. A. (1989). Exhibits: Design and production, Special Circular 273. University Park, PA: 
The Pennsylvania State University, College of Agricultural Sciences. 

The author of these extension bulletins includes a score sheet for judging posters and a score 
sheet for judging exhibits. They are very similar but the score sheet for exhibits is slightly more 
elaborate so it is included below: 

 

 

 

 

 

 

 

 

 



SCORE SHEET FOR EXHIBITS 

 
Points Score Comments 

Attracts Attention 
Use of size, shape, texture, color, 20 motion, light. Favorable reaction. 20 

  

Arouses Interest 
Encourages additional study, Personal appeal to the type of audience for whom 
the exhibit was designed. 

10 
  

Conveys a Message 
The message should be conveyed quickly. Along with a good 30 second 
message, some additional detail should not be discounted. A viewer should 
leave the exhibit understanding something not known before. 

30 
  

Design 
Elements of the exhibit should be pleasingly placed to give a sense of unity to 
the whole. The design should enhance the organization and readability of the 
topic. The message should be part of the design. Simplicity, the grouping of 
elements, open space and a lack of clutter or crowding are important. 

20 
  

Originality 
Evidence of creativity. 10 

  

Workmanship 
Neat. Well constructed for the purpose. This does not imply that expensive 
materials must be used.    
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This is not really a teaching/learning technique but rather a method which incorporates several 
techniques and a theory about how to use techniques in combination to strengthen learning. 
 
The theory says that some learning activities involve only listening, others incorporate seeing, 
others lead to doing, and others provide practice and experience outside the classroom or 
learning group. Refer to the diagram below. 
 

Actual experience (i.e.,on the job) 
 

Working with models 
 

Judging - Dramatic participation 
 

Discussions 
 

Field trips – Tours 
 

Doing Exhibits – Displays 
 

Television – Movies 
 

Photos – Pictures 
 

Illustrated Talks, Charts Posters 
 

Seeing 
 

Reading 
 

Talks 
 

Listening 
 

 We can draw a number of conclusions from this theory. Learning is more complete as we move 
up the learning cone. For difficult tasks or for lower age groups we may want to start with talks 
and printed matter then gradually move up the cone of experience over time with more 
participation and experience in the actual situation where the competency is to be used. 
 
If students are having difficulty learning, maybe we are too high on the cone of experience. 
Maybe we need to drop down and use techniques which build competence and confidence. 
 

EVALUATION FOR SOMEONE USING THE CONE OF EXPERIENCE 
 

1. Was the learning goal clear to all involved? 
2. Were strategies of listening--seeing--doing used to reach the goal? 
 
 



3. Were they appropriate strategies for the learner(s) and the situation? 
 

a. Listening strategies were appropriate? 
b. Seeing strategies were appropriate? 
c. Doing strategies were appropriate? 
 

4. Was the learning goal reached? 
5. Do you have any suggestions for follow up? Is the learner now ready for experience in a real 
life (uncontrolled) situation? 
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DESCRIPTION 

 
Brainstorming is a great way to get lots of ideas and lots of involvement. It is fun. It gets 
everyone's ideas out on the table. It does not embarrass individuals. There are no losers if 
brainstorming is led correctly. 
Brainstorming is a simple, effective technique for generating ideas. To be most effective, 
however, it must be done carefully. Brainstorming will produce many useful ideas if the technique 
is properly introduced, if six simple rules are followed, if the purpose is clearly stated, and if the 
group doing the brainstorming is large enough and has ideas about the topic. 
 

WHY IT WORKS 
 

Brainstorming works because the group is encouraged to produce as many ideas as possible 
with no thought for how practical the ideas might be. Any idea is good. Criticism is not allowed 
during the brainstorming so people need not be defensive or self-conscious. Everyone is 
encouraged to participate in a free-wheeling atmosphere. It becomes fun. With a time limit 
imposed, participants are encouraged to blurt out ideas. Everyone can participate successfully 
regardless of prestige in the group or skill in small group interaction. 
 

SIX RULES 
 

Because quantity of ideas rather than quality of ideas is desired, the following rules must be 
made clear at the outset, then enforced during the process. 
 
1. Yell out ideas, do not wait to be recognized. 
2. Wild ideas are alright; all ideas are good at this stage. 
3. Hitchhike on each other's ideas (yell out ideas that are only slightly different than someone 
else's idea), do not hold back an idea just because it does not seem to be original. 
4. Stick to a time limit. Five to ten minutes, depending on the subject and the participants, is 
usually plenty of time to generate enough ideas. A sense of urgency helps lower inhibitions and 
keep ideas flowing. 
5. Be brief, do not attempt to explain, elaborate on, or justify your ideas. 
6. Do not evaluate any idea by word, facial expression, or body language. 

 
HOW TO DO IT 

 
A leader for the brainstorming is designated. This may be done in two ways: 1) An officer or 
committee chair asks an assembled group to help generate ideas. That person assumes the 
leadership of the brainstorming process. 2) A group gets bogged down and someone suggests, 
"We need some new ideas; let's try brainstorming; Joe, would you conduct the brainstorm 
session?" 
 
The leader states the purpose of the brainstorming (i.e. to generate ideas for the coming year's 
program), and asks the group if they understand and agree with the purpose. Brainstorming may 
not work if some participants are unclear about the purpose or disagree with the purpose. 
 
 



The leader makes sure that a chalkboard and chalk (or newsprint and markers) are available and 
that all participants are seated so that they can see the ideas as they are recorded. The leader 
records the ideas as they are shouted out. A second recorder may be needed if the group is 
larger than a few participants. Two recorders can alternate as the ideas are shouted out so that 
the brainstorm participants do not need to wait with their ideas while a recorder is writing. 
The leader repeats the six rules of brainstorming and asks if all participants understand the rules. 
The time limit is announced by the leader. The purpose of the brainstorming is restated once 
more and the leader asks, "Is everyone ready?" 
 
The leader checks the time and says, "Go!" As long as ideas are flowing the leader records them 
without comment. If the ideas are not flowing, the leader may suggest an idea and record it. If any 
rule is broken, the leader politely but firmly enforces the rule without explanation. The leader may 
check the time occasionally to communicate urgency. However, the time limit need not be 
observed rigidly. If the ideas are still flowing, the leader may elect to keep going. If the group runs 
out of ideas the leader may stop early. 
 
After the leader calls "time," the group should be complimented on its cooperation and 
productivity. The brainstorming is over and the discussion/evaluation begins. First the leader 
should ask if there is any idea on the list that is not understood. After clarifications are complete, 
then evaluation may begin. Ideas which are completely impractical may be eliminated from the list 
if the group agrees. The group may be particularly enthusiastic about two or three ideas. Those 
may be moved to the top of the list or marked. The leader should ask someone to transfer the 
ideas to a sheet of notebook paper so that they will not be lost. Finally, the leader may indicate 
what will happen to the ideas (i.e. they might be presented to the next regular meeting of the 
organization for discussion and voting; they might be referred to standing committees for action;  
 
 
or they might be discussed by the group that did the brainstorm. The group should be thanked for 
its help by the leader. This signals that the leader reverts to his or her former role with the group. 
 

CAUTIONS AND LIMITATIONS 
 

Some individuals may have difficulty in getting away from practical thinking. They may see the 
process as frivolous or a waste of time. In the wrap-up discussion it is necessary to criticize some 
ideas. Some individuals may have trouble accepting criticism after the free-wheeling brainstorm 
where evaluation was prohibited. Many suggestions may be discarded in the end. They may 
offend one or more individuals. (At the end of the brainstorm, before discussion/evaluation, the 
leader may wish to announce that NOW the group will need to evaluate the ideas which no longer 
belong to any individual but to the group. Criticism of an idea does not mean criticism of the 
individual who offered it.) For other reasons brainstorming may cause problems. Abandon it if 
necessary and try another technique. But give it a chance before deciding to abandon it. If sprung 
on people at a meeting, brainstorming may catch some individuals "cold." Sending out a notice 
that all members should bring ideas for ..... will avoid this. 

 
USES OF BRAINSTORMING 

 
In addition to simply generating ideas, brainstorming can be used 
1. as an icebreaker to create a relaxed group, 
2. to get talkative members to listen, 
3. to break down formal roles of group members when those roles are inhibiting them or other 
members, 
4. to turn individual ideas into group ideas, 
5. to provide material for goal setting, 
6. to set the stage to the formation of committees which will carry out the ideas, 
7. to evaluate an activity, 
8. to help solve a problem, 



9. as a needs assessment technique, 
10. to get quieter members to speak up, and 
11. to add life to an otherwise dull meeting. 
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The overhead projector is a popular visual tool because transparencies are fast and easy to 
prepare ahead of time, or you can write or draw on them during the presentation. The overhead 
projector is considered by many visual specialists to be the most misused visual medium in 
education. Problems occur when transparencies are used for the instructor's notes rather than for 
presenting or reinforcing selected concepts. Quite often the lettering is too small to be seen from 
the back of the room. Sometimes 12 point typewriter size is used which is usually too small. At 
times, too many concepts/ideas are attempted on a transparency, and with too many words the 
message is hidden. Messages are too often presented in copy (word) form, rather than in a 
graphic or visual manner. 
 

SUGGESTIONS 
 

1. Use large letters, no smaller than 3/8 inch. You can easily enlarge small letters on the 
photocopier. 

2. Limit the amount of information; no more than 6-8 lines. While more lines might possibly be 
presented and read, it may be psychologically undesirable. Use more than one transparency 
rather than overcrowd one. 

3. Try to present only one idea per visual. Break your information into clear thought-by-thought 
units that build to a larger story. 

4. Use phrases or key words, rather than complete sentences. Choose the wording carefully, 
for this will affect the ease and amount of recall. 

5. Use charts, graphs and illustrations. Learning and recall are enhanced by using 
graphic/visual techniques, rather than copy alone. 

6. Use more than one color for variety and interest. Be sure all colors have adequate contrast 
for easy viewing, and do not use more than 2 or 3 colors. If using ink pens, choose those with 
permanent ink, for they are darker and richer in color. 

7. Use one or more "overlays" to progressively build a step-by-step story. In this way, you 
present each thought separately. 

8. Reveal each point separately when showing a list of items by using a mask to cover those 
not yet under discussion. 

9. Increase interest/learning by using a variety of visual media, rather than relying exclusively 
on overhead transparencies. 

 



10. Good visuals require thought and planning. They cannot substitute for a lack of preparation, 
instructor enthusiasm, student participation and other recommended teaching techniques. 

  

Prof. H. Carey 
Penn State 
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Slide Shows LT-5 

 
35 mm. slides in 2 inch square mounts are widely used and misused. To help you make the most 
of this excellent teaching tool, and to help you avoid the mistakes and problems that can turn a 
good show into something comic or awful, here are some guidelines to keep in mind. 

AN EFFECTIVE SLIDE SHOW HAS 

• top quality pictures, 
• logical organization, 
• variety of both pictures and sound (if used), 
• a clear, direct, easy-to-follow script that fits the pictures, 
• no more time required to watch it than is needed to get the point across. 

 
The last item above is crucial. If you can't answer the question, "What's this slide set FOR?" the 
chances of coming up with something worth the audience's time is very slight. 

Many slide shows, unfortunately, appear to be FOR the presenter's enjoyment. Remember, 
nobody thinks your slides are quite as much fun as you do. Your audience did not share in your 
experience. The slides carry no memories for them. What they see and hear is all they know. So 
you really need to separate yourself from your memories in order to plan something interesting 
FROM THE AUDIENCE'S POINT OF VIEW. 

SO, WHAT IS THE PURPOSE OF YOUR SLIDE SHOW? 

The answer is not some vague, wishy-washy and foggy generalization like, "to inform people 
about my organization." NEVER! Instead, you have to have a firm idea in your head about what 
you want the audience to come away with when the show is over. And, to do that, you have to 
know what kind of audience you're aiming at. 

Don't try to build one slide show that will serve ten-year-olds, the Governor, and senior citizens. It 
won't work! Which adds up to stating your purpose, perhaps along these lines: 

Purpose: To convince 10% of the audience of sixth grade youth that they should join my 
organization. 

Now you know what effect the slides are to have, and on whom they are to have it. This means 
you're ready to start putting the set together. So here's a checklist to follow. 

PREPARING THE SHOW 

1. Develop an outline with introduction, key points, features and benefits, and conclusion. 
 
 



2. Write the script on the left half of a sheet of paper. Use a conversational tone, "action" words, 
short sentences and phrases. Don't destroy the pictures with too many words. 
3. Develop a story board: draw (or write a brief description) of each slide on the right of the script. 
4. Be sure the photography, graphics and sound are of good quality. Many camera shops and art 
supply stores have experts. Consult them when you need help. 

a. Put graphics together first. 
b. Take pictures: if using flash, don't take the pictures too close or too far away. Use the 
correct film and shoot a higher and lower exposure of pictures that you only have one 
chance to shoot in order to be guaranteed a correct exposure. 
c. If you are preparing a tape recording -- take your time, breathe normally and be 
expressive. For variety, music and two or more voices can be used. 

5. Play the sound track or read the script. Organize and rearrange your slides until satisfied. If 
you change the slides manually, mark the script so you know when to change. Changes should 
usually come in the middle of a sentence. 
6. Provide a variety of visual stimulation in your ideas. Use long shots, medium shots and 
closeups avoiding a mix of horizontal and vertical slides. Contrast bright, vivid colors with soft 
monotones. Focus on people in their environment. A scenic shot is much more effective with 
people or a building to show scale. 
7. Try to hold your slide show to a maximum of 20 minutes since the attention span of most 
audiences is not very long. It is better to leave the audience wanting more, than having them feel 
they have seen too much. 
8. If the situation calls for a longer program, have two 15-20 minute segments with a break in 
between. 
9. Begin your slide set with the message you wish to convey. 
10. Move your slides along quickly, holding them on the screen only long enough  
to support your narration, or for the viewer to make visual contact with the picture. This can often 
be done in 2 to 3 seconds, but never hold a slide for more than 10 seconds. 
 

PRESENTING THE SLIDE SHOW 

Use this checklist of questions to make certain you have anticipated all of the details that often 
"go wrong" in slide shows. 

1. Have you checked your slides to be sure that none are damaged? Are they clean (a can of 
compressed air will blow the dust off the surface without scratching the slide)? 
2. Are all slides needed in the series actually there? 
3. Are they arranged in the correct order? 
4. Are they all properly aligned for correct insertion into the projector? Are the trays in order, 
correctly marked, easy to read in low light? 
5. Have you checked your projector? Is it clean and in working order? 
6. Do you have a replacement bulb in the case? 
7. Do you know in advance where the electrical outlet is located? 
8. Is your cord long enough? Do you need an extension cord? 
9. Will an adequate screen be available? Best to try it out before you have to use it. Screens vary 
in size and surface effect. 
10. Is there an adequate table for your projector? 
11. Is the seating pattern correct for the audience to best view the screen? 
12. Have arrangements been make to completely darken the room? 
13. Do you know where the light switches are? 
14. Has someone been assigned to turn them on and off at the proper time? 
15. Do you have a focusing slide (perhaps a title slide)? 
16. Do you really have precise directions to the place where you will speak? Do you know how 
long it takes to get there? 
17. Did you allow plenty of time to arrive and set up (usually other business takes place before 
your presentation)? 



18. Are you prepared for a "worst case scenario" (if the projector crashes can you give your 
program without the slides? 
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DESCRIPTION 

The newsletter communicates information on a regular basis through the postal system from the 
sender to a designated reader who is part of a clearly identified audience. Newsletters can 
include short articles, answers to common questions, research underway or completed, 
legislative actions, results of trial demonstrations, calendar of upcoming events, and reports on 
events just concluded. Newsletters can also announce new publications and special opportunities 
outside the organization. 

Many approaches to writing newsletters are possible. It must adapt to its audience and the 
resources available to produce it. 

KEY CHARACTERISTICS 

1. The newsletter is intended to inform, educate and motivate. 
2. The writer must know the needs and characteristics of the audience and construct the 
newsletter accordingly. 
3. The purpose and objectives must be identified. 
4. The essentials of the newsletter should be organized so as to guide the reader through the 
adoption process (awareness, interest, evaluation, trial and adoption). 
  

ADVANTAGES 

1. Recipients and their characteristics can be precisely identified. 
2. The educational message can be specifically adapted to the audience. 
3. Timing and sequence of the message can be adjusted as appropriate to the audience's needs. 
4. The contents can be used immediately as well as at a later date. 
5. Creativity and flexibility are possible and desirable. 
 

DISADVANTAGES 

1. The effect of the newsletter is limited to the mailing list. 
2. Much time is required to maintain and expand the mailing list accurately and completely. 
3. Facilities are required for designing, composing and sending the newsletter. 
4. They can take a lot of time and limit the writer's flexibility to respond to other program needs. 
5 Newsletters can be expensive. 
6 They must compete for attention in the recipient's mailbox. 
 
 
 
 
 
 
 



CHECKLIST FOR EVALUATING A NEWSLETTER 

1. Does the newsletter have 

a. a specific purpose, 
b. an attention getting salutation, 
c. an interesting or unusual approach, 
d. supporting information, 
e. a motivating closing statement? 
 

2. Is the newsletter used to 

a. reach a special interest group, 
b. relay material not relevant to the general population, 
c. communicate a message to the group, 
d. convey details? 
 

3. If a news-information letter, does it 

a. create awareness, 
b. maintain interest, 
c. provide new information, 
d. motivate the audience to respond by taking some action? 
 

4. If a subject-reference letter, does it 

a. provide accurate information, 
b. adapt to easy filing? 
 

5. Is the newsletter "appropriate" 

a. information is suitable to the audience, 
b. approach is most effective for that particular audience? 
 

6. Does the letter use "movement" 

a. action verbs, 
b. active voice, 
c. vivid, interesting style, 
d. movement from section to section that is logical and maintains interest? 
 

7. Does the newsletter have force and clarity 

a. uses common words (not academic words or jargon), but avoids trite or overused 
phrases, 
b. gives specific examples, 
c. uses concise sentences with some variation in length and structure, 
d. uses paragraphs that are concise and clear with effective transition from one 
paragraph to another.? 
 

 



8. Did the writer research the information to insure accuracy, then draft, refine, and polish the 
content? 

9. Newsletter format 

a. Is the letterhead simple and interesting? 
b. Does the title create interest? 
c. Does the letterhead illustration fit the title and the content? 
d. Is the sponsoring organization clearly identified. 
e. Are legal requirements observed? Is a non-discrimination clause needed? 
 

10. Appearance 

a. Is the spacing attractive? 
b. Is the emphasis effective? 
c. Are illustrations simple, attractive and appropriate? 
d. Is the duplication sharp? 
 

11. Mailing lists 

a. Are names and addresses correct? 
b. Is the list up-to-date? 
c. Is there a regular method for updating the mailing list? 
 
 
 

*****This checklist does not begin to tell you all of the things you can do in a newsletter. Consult a 
publication that goes into detail on composition of newsletters. An excellent example is 
"Newsletters: Designing and producing them," by Colleen Schuh, University of Wisconsin-
Extension, 1978. 
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DESCRIPTION 

 
A Farm-Home visit is an educational activity where an educator becomes a consultant to a 
particular family in order to help solve a problem or provide information requested. This teaching 
technique was widely used in the earlier days of the Cooperative Extension Service. It has since 
fallen in favor with administrators primarily because it is not as cost effective as providing 
educational programs through group and mass media techniques. It still, however, provides 
educational opportunities that other techniques do not. 

USES 

1. To answer requests for help that are urgent or unique. 
2. To acquaint the educator with clients at their home or business. 
3. To become familiar with problems in a direct, personal manner. 
4. To observe results of farm, home or business practices. 
5. To encourage cooperation and participation in other educational programs. 
6. To plan a workshop, tour, field day or a demonstration (i.e. a plot where new garden varieties 
are grown and the public has access to observe and adapt the varieties to their own gardens). 
7. To discuss policies, proposed programs, and get a grassroots point of view. 
8. To explain a practice or a product that has the potential of widespread use among clients but is 
not well known. 
9. To provide motivation and opportunities for future contacts. 
10. To contribute to community improvement. 
 

MISUSES 

1. Spending too much time with individual contacts in order to avoid developing group and mass 
media programs. 
2. Leaving the impression that particular clients or client groups receive more benefit from an 
educator who is supposed to be helping the total community (favoritism). 
3. Using visits to a home or business as an opportunity to learn about clients' personal lives which 
may then become the subject of gossip. 
4. Accepting or expecting personal favors in return for the visit. 
5. Encouraging clients to expect the educator to be "on call" for their problems at any time. 
6. Providing routine services (pruning a client's fruit tree every year) rather than teaching the 
client to solve her own problem. 
 

PLANNING THE VISIT 

1. Define the specific purpose(s) for the visit. 
 
 
 
 
 



 
2. Decide about 
 

a. what will be discussed, 
b. what materials will be left, and 
c. what will be accomplished. 
 

3. Make contact with the client to set up the visit at an appropriate time. 
4. Prepare for the visit (may include reading about the general problem area or checking with 
experts on some technical aspect of the problem). 
 

DO 

1. Focus the visit on the purpose of the visit (be open to other problems that may be important to 
the client but do not let these problems lead you away from the original problem or purpose of the 
visit). 
2. Prepare by reviewing information about the client as well as the general problem area. 
3. Develop your own style of handling these visits (they are personal contacts). 
4. Be direct, positive and informative. 
5. Be alert not only to what the client says but to meanings, feelings and causes behind the 
words. 
6. Use questioning and reflective listening to bring out information about the problem. Encourage 
the client to talk about the problem. 
7. Suggest options and alternatives unless you are absolutely positive of the solution and 
qualified to prescribe it. 
8. Suggest other sources of help particularly if the problem is complex. 
9. Be tactful when your suggestions imply bad habits or weaknesses on the part of the client. 
10. Leave the final decision about actions or solutions to the client. Politely but firmly refuse to 
take responsibility for the problem. The purpose of education should be to create independence 
on the part of our clients, not dependence. 
 

DON'T 

1. talk too much (give clients plenty of opportunity to participate); 
2. spend too much time on a single issue; 
3. be afraid to say "I don't know" if you really don't; 
4. try to accomplish too much with a single visit; 
5. expect to solve all of the problems; 
6. close your mind to suggestions; or 
7. allow the visit to turn into a social occasion when you have other demands on your time. 
 

KEEP A RECORD OF THE VISIT 

Develop a personal form (a sheet of paper or an index card) to record the results of the visit. You 
may want to include: 

1. date of the visit, 
2. client's name, 
3. problem(s) discussed, 
4. what was accomplished, 
5. followup needed. 
  

 



AN EXAMPLE OF HOW THIS TECHNIQUE IS USED EFFECTIVELY 

In Argentina a private educational consulting service to farmers, called CREA, uses an educator 
to respond to problems of individual farmers. The educator schedules one day each month to 
meet with a group of neighboring farmers. They visit each participant's farm as a group observing 
conditions and suggesting solutions to problems that the host farmer identifies. Many problems 
are solved on the spot. Other problems may require followup by the educator (checking with a 
technical expert later, providing written information by mail, suggesting other options to solve the 
problem). 
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DESCRIPTION 

A technical bulletin is a short document (may be only one page) that gives specific information 
about a product or a practice so that the public can immediately apply the information to their 
needs. Many technical bulletins are available through the county and state offices of Cooperative 
Extension. Occasionally, however, a need arises for a technical bulletin for local use which is not 
available elsewhere. In this case the educator must write it or do without. 

ADVANTAGES 

This is a useful way to answer common questions that are asked repeatedly. If the answer is in a 
brief bulletin it will save the educators time in answering the same question. Many people can be 
reached. They can deal with the information at their convenience. 

DISADVANTAGES 

Bulletins can be expensive to keep in print. They can be obsolete very quickly as technical 
information changes. They are impersonal. They take time to research and write. Any wrong 
information in bulletins can cause the educator and the organization considerable grief. 

SUGGESTIONS FOR WRITING A BULLETIN 

1. Be certain that a need really exists; that the information is not available in another county or 
state. 

2. Check on your organization's policy for writing technical bulletins. Some restrictions might 
apply. 

3. Write at the readers level. People are reading to learn, not review technical information with 
which they are already familiar. 

4. Research and check all information. Be certain of accuracy. Know the subject matter or have 
someone else write the bulletin. 

5. Plan the bulletin. What is the purpose? Who is the audience? How should the information be 
organized for clarity? 

6. Explain everything. Do not leave unanswered questions in the reader's mind. Do not assume 
the reader has basic background knowledge. 

 



7. Use graphics, charts, diagrams, and tables to take less space, make the bulletin interesting 
and make the information easier to understand. 

8. Use plenty of headings to make it easy for the reader to refer back to the bulletin. 

9. Use a clear writing style with short sentences and paragraphs. Avoid terms that are not 
explained. Avoid jargon. Keep it simple. Do not try to imitate academic writing. Have one or two 
editors check your writing style and encourage them to be very critical. Then revise and have it 
checked again. 

10. Have a technical expert review the bulletin carefully for accuracy and completeness. Revise 
and rewrite as needed. 

11. Use the most cost effective means to print and distribute the information so that it is available 
to the intended audience. 
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DESCRIPTION 

A tour is an organized study venture made for purposes of first hand observation. It consists of a 
series of stops and observation which may be passive. It can also include other teaching/learning 
techniques such as the method demonstration, group discussion, interviewing, case study or 
judging. A field trip differs from a tour in that the field trip is a visit to a single site. The following 
discussion generally applies to both tours and field trips. 

KEY CHARACTERISTICS AND ADVANTAGES 

1. It has a clear educational purpose and is well organized. 
2. It is adapted to the facilities and opportunities available. 
3. It is effective in influencing adoption of many practices. 
4. It requires careful planning for transportation, materials and equipment. 
5. It provides an opportunity to clarify, evaluate and confirm previous information. 
6. It can stimulate group dynamics. 
7. It can be a motivating alternative to classroom instruction. 
8. It provides a sense of reality that is not easily duplicated in the classroom. 
9. It can encourage participants to try new ideas. 
 

DISADVANTAGES 

1. Diverse individual interests may make planning difficult and may cause participants to lose 
interest if their particular interests are not being addressed. 
2. It can be difficult to plan. 
3. Distractions of all kinds can occur. It is easy to lose control. 
4. Expense often prevents the most ideal plan from being implemented. 
5. Weather can be a factor. 
6. Liability issues can take a lot of time and effort. 
7. One or two uncooperative participants can cause difficulties. 
 

CHECKLIST FOR EVALUATION 
PLANNING 

1. Were the participants' needs identified (according to whom)? 
2. Were the participants involved in the planning process? 
3. Were the goals and objectives clear and educationally sound? 
4. Was the tour route with all stops clearly shown? 
5. Was enough time allowed to consider options and plan the best tour? 
6. Did a written plan clearly state "who does what by when" in order to successfully complete the 
tour? 
7. Was a budget prepared for all expenses? 
 
 



PREPARATION 
 
1. Were advance contacts made? Were pre-visits made where needed? 
2. Were transportation arrangements satisfactory and cost effective? 
3. Were the participants thoroughly oriented as to purpose, schedule, their responsibilities on the 
tour and necessary background information? Was a tour guide prepared? 
4. Were plans confirmed in writing with hosts, resource people, and those responsible for logistics 
(transportation, meals, etc.)? 
5. Was needed equipment secured? 
6. Was the tour guide well prepared? 
7. Was insurance in order. 
8. Were liability issues considered? Arrangements made? 
9. Was publicity appropriate? 
 
IMPLEMENTATION 

1. Did the participants know what to look for? Did they ask meaningful questions? 
2. Were directions given on how to make useful observations? Did the participants make those 
observations? 
3. Was the group well organized and supervised during the visits? 
4. Was opportunity provided for active learning (i.e. practice)? 
5. Did participants take notes for future reference? 
6. Was group discussion led at appropriate times? 
7. Were conclusions drawn from the discussion? 
8. Were proper courtesy and appreciation shown toward the hosts and resource people? 
9. Would another learning/teaching technique have be more effective instead of this tour? 
 
FOLLOW-UP 

1. Has a note of appreciation been sent to the hosts? 
2. Were participants debriefed at the end of the tour or during a subsequent meeting to 
summarize observations and applications? 
3. Were participants involved in evaluating the tour? 
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