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A

Accelerated learning, 48-50

Accommodations: planning travel
arrangements and hotel, 107;
providing learner, 82-94

Acronyms, 43, 266

Acrostics, 43

Active evaluation, 403-404

Activities: celebration, 411-416;
creating workshop “rules,” 335;
energizers, 379-383; engaging
learners through, 364-365,
374-383; final concept re7ievs,
396-400; flip chart memory,
368-370; floating rubber
ducks, 400-401; icebreakers,
374-379; Learning Reflections,
397; lesson plan on, 158-159;
Live Voting, 403-404; musical
chairs, 202; providing learner
feedback through, 367; review,
350-351; Sample Leaf, 399fig;
small group, 185fig, 186fig,
230, 364; Story of the Day,
399-400; Tree of Learning,
397-398fig. See also Engaging

learner strategies; Garr es;
Instruction strategics;’
methods

ADDIE process: an« lysis phase
of, 127-13C: oesign phase of,
130-137; deveiopment phase
of, 137-138; evaluation phase
of, 129; implementation/
delivery phase of, 138-139;
introduction to, 4, 8; ISD
process used in conjunction
with, 127-130, 136-139. See
also Workshop design

“Administrivia” (workshop
flow), 349

Adobe Persuasion, 285

The Adult Learner: A Neglected
Species (Knowles), 15

Adult learning principles: 1.
adults need motivation,
15-16; 2. adults need to be
self-directing, 16; 3. adults
have life experience to draw
on, 16-17; 4. adults are
motivated to learn when they
experience need, 17-18; 5.

adults have task-,problem-,
or life-centered orientation,
18; 6. adults have extrinsic
and intrinsic motivators,
18-19

Age differences: learning
and learner, 168; targeting
audience, 56-62

Alderfer, C., 8, 19

Alessandra, T., 263

Allergies, 175

American Society for Training and
Development (ASTD), 260

American Society of
Composers, 114

Anecdotes: auditory learners and,
44; engaging learners by using,
219-220

Animation, 39

Aristotle, 164

Articles: copyright permission
for using, 113-115; written
as part of marketing
effort, 110

Artwork/drawing, 229-230

Atmosphere of trust, 335-337
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Attendees: identifying your
audience among, 56-62;
marketing to attract, 108-112;
planning accommodations for,
107; registration of, 112-113;
travel arrangements for, 107.
See also Learners

Attitude surveys, 76

Audience: Baby Boomers
(1946-1964), 58-59; Builder
Generation (1901-1945),
56-57; Generation Xers
(1965-1980), 59-60;
identifying your workshop,
56-62; Millennials
(1981-1999), 61-62

Audio recordings, 296

Audio-based workshops, 1

Audiotapes (or CDs), 42

Audiovisual aids: audio recordings,
296; computer-generated
slides, 285-293; description
of, 284-285; digital visual
projectors, 296; Internet as,
298; multimedia, 298; using
overhead transparencies,
293-295; videotape/DVD,
297. See also Visual aids

Auditory learning modality:
description of, 28, 31;
identifying learners with, 32-34;
using noisemakers/sounds in
workshop design, 44,
195-202; strategies for
engaging learners, 42-44

Authors and Publishers
(ASCAP), 114

Average rate of speech:
multicultural communication
and, 279; normal range of,
263-264

B

Baby Boomers (1946-1964), 58-59

Baseball game, 415

Beecher, H. W,, 197

Behavior change: modeling,
235-236; organizational

support of, 392-395. See also
Knowledge exchange

Behavior evaluation level,
141-142, 407-408

Behavioral modeling, 235-236

The Big Book of Flip Charts
(Lucas), 190, 193, 300

Blended learning workshops,
description of, 1, 106

Bodily-kinesthetic intelligence,
22-23

Body of workshop, 349-350

“Brain foods,” 202, 203-206

Brain Gym, 226

Brain “pleasure center,” 411-412

Brain-based learning: creating
experiences to facilitate, 166;
description of, 50-52, 164-165;
implications of, 165-166

Brain-based learning
environment: comparing
standard and, 168-1697;
effect of sound and ncise-on,
195-202; furniture/seating
arrangements in. 175-187;
room and faciiitv of, 170-176.
See also Learning environment

Brain-Basec ! .2arning (Jensen),
198

Brain-bused theory, 51

Etaiastorming, 226-227, 407

Rreaks: “administrivia”
information on, 349; building
in adequate workshop,
83-84; encouraging timely
return from, 224; providing
stimulation during, 200-201

Brewer, C., 199

Broadcast Music Incorporated
(BMI), 114

“Brown bag” events, 106

Builder Generation (1901-1945),
56-57

Building-block approach, 124

Bush, G. W,, 164

Bush, L., 263

“Business casual” dress,
253-254

C

Campbell, D., 198

Carnival games, 413, 415-416

Case studies, 227-228

Categorization approach, 124

CCICOLOR Institute for Color
Research, 191

CDs (or audiotapes), 42

Celebration activities: brain
“pleasure center” stimulated
by, 411-412; carnival games as,
413, 415-416; creating a festive
atmosphere for, 412; drawings
for door prizes, 413; games as,
413-414; group photographs,
412-413; praise as part of,
415; prizes given out during,
414-415

Cell phones, 349

Certifications, 260

Certified Professional in Learning
and Performance (CPLP), 260

Certified Speaking Professional
(CSP), 260

Certified Toastmaster (CTM), 260

Chan, J., 221

Change Bag, 348

Chronological résumé worksheet,
240e-242e

Chunking strategy: description
of, 125; examples on how to
apply, 125-127

Circular-style seating, 184fig

Circular-style seating with table,
181fig

Classroom Jeopardy (electronic
game), 213

Clinton, B., 263

Clip art, 303

Closed-ended questions,
270-271, 272

Closing rituals: using music as,
416-417, 419; “Pomp and
Circumstance” when passing
out certificates, 418

Closure: celebrations
component of, 411-416;
closing rituals component of,
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416-418; creating a positive
environment through,
350-352; End-of-Session
Evaluation passed out during,
140, 405e-406¢; ensuring
transfer of training during
the, 391-395; final concept
review activities, 396-400;
importance of, 388-391;
last remarks to learners, 419;
review of key concepts during,
395-401; session follow-up
after, 2, 106, 408-411; thank
your learners during, 418. See
also Evaluation
Clothing: “business casual” dress,
253-254; colors projecting
professional image, 255;
professional image projected
through, 192, 253-255
Cluster-style seating: with tables,
182fig; without tables for small
group activities, 185fig
Coaching: group, 411; one-on-
one, 410; telecoaching, 411
Color: color code key concepts,
39; emotions of, 193¢t; used on
handouts, 192, 194; power of
using, 191-195
Communication: average rate
of speech, 263-264, 279;
gestures as part of, 268-269;
increasing multicultural
communication awareness,
278-280; practicing positive,
272-274; supplementing
verbal information with
written material, 94; verbal
breakdowns in, 266; voice
volume and inflection
for, 264-265; words that
strengthen relationships
with learners, 262. See also
Discussions; Language issues
Communication skills:
improving your questioning,
270-272, 277; listening,
274-277; polishing your

speaking, 262-267¢; practicing
non-verbal, 267-270; self-
assessing your, 267e
Computer-based training
(CBT), 2
Computer-generated slides:
description and use of,
285-2806; effective use of,
289-293, 295; sample mirror
images, 288fig; sample
WordArt, 287fig; software
packages to use with, 289
“Concentration” game, 385
Conclusion. See Closure
Confidence, 256-257
Confirmation letter, 325e-326¢
Copyright permission, 113-115,
417
Creative Presentation Resources:
carnival type games, 415-416;
using colored pointers on
overhead projectors, 294,
floating rubber ducks avaiiable
from, 400-401; Game Show
Presenter and Classroom
Jeopardy, 212: Gime Show
Themes for Tiainers (CD), 201;
musical chairs activity, 202;
101 Mevie Clips That Teach
and Train (Pluth), 297; Plinko
gome, 413-414; TAG Attention
Getter, 259; VoxProxy software
package, 289
Crescent-style seating: with tables,
180¢; without tables, 184fig
Cultural differences: creating
learning environment
accommodating, 89-93;
increasing multicultural
communication awareness of,
278-280; learner expectations
and, 66

D

Dart ball game, 415

“Decade of the brain,” 164

Demonstrations: addressing
learning modalities by using,

40; engaging learners by
incorporating, 228-229, 364

Dennis the Menace, 248

Digital visual projectors, 296

Digital whiteboard, 307

Discussions: encouraging
workshop, 195-196; engaging
auditory learners with small
group, 44; engaging kinesthetic
learners with, 45; learners
with disabilities and small
group, 84; passing out paddles
to encourage participation
in, 339-340. See also
Communication

Distracting noises, 196

Diverse 1earners: learners with
special needs, 79-82; meeting
needs of, 78-79

Diversity: meeting learner needs
in context of, 78-93; reality of
workplace, 78

Door prizes, 413

Double U-shape style seating,
180fig

Drawing/artwork, 229-230

Dress code. See Clothing

Dry erase boards, 305-306

Dry Erase eraser, 308

Dry Erase markers, 175

DVD/videotape, 297

Dyads: “Concentration”
game for, 385; encouraging
discussion through, 230;
engaging students through role
play with, 237-238. See also
Small group activities; Small
group discussions

E

e-Group follow-up, 409-410

E-mail follow-up, 409-410

E-mailing marketing lists,
108-109

E-zines (as marketing), 110

Finstein, A., 14

Electronic flip charts, 303-304

Electronic writing surfaces, 307
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Embry, D., 191

Emergency exits/evacuation
plans, 176

Emotion: color and, 193¢; using
music to spark, 199-200

Empowering learners, 338-339

End-of-Session Evaluation, 140,
405e-4006e

End-of-Session “T” Chart, 407

Energizers activities, 379-383

Engaging learner strategies:
artwork or drawing, 229-230;
ask for feedback regularly,
362-364; behavioral
modeling, 235-236; Brain
Gym, 226; brainstorming,
226-227, 407; case studies,
227-228; demonstrations,
228-229, 364; using dyads
or triads, 230, 237-238,
385; encouraging friendly
competition, 223-224;
experiential learning
applications, 235-236; journal
writing, 232-233; mix up your
techniques, 222-223; nominal
group process activities,
233-235; puzzles, 236;
question-and-answer (Q&A),
236-237; role play, 237-238;
storytelling, 44, 219-220,
239, 336-337; visualizations
(visioning), 41, 239-240;
worksheets, 240e-242e¢. Ses
also Activities; Games

Engaging learners: building
rapport with learners for,
214; choosing right workshop
structure for, 213-214; creating
stimulating learning event
for, 212-225; gaining and
maintaining interest for,
216-224; learning participant
names for, 217-218fig;
selecting best training methods
for, 224-225; strategies for
connecting and, 361-374. See
also Learner readiness; Learners

Engergizer activities, 45

Enthusiasm: demonstrating
positive attitude and, 255-256;
projecting, 221-222

EP - CP = Performance Gap, 74

Equipment: cluster-style seating
with tables and, 182fig;
crescent-style seating with
tables and, 180fig; double
U-shape style seating with,
180fig; horseshoe-style with
tables, 181fig; laptop/Internet
connection, 178fig, 179fig,
181fig, 184fig, 190; LCD
projector, 178fig-181fig, 184fig,
187-188; open square with
tables and, 183fig; overhead
projectors, 180fig, 191;
portable technological, 177;
U-shape style seating with,
179fig; V or Chevron style
with, 178fig; as workshep
success factor, 105. S2¢ also Flip
charts

Estra, 1., 284

Evaluation: AD!.TE process of,
138-139; E1id-of-Session
Evaluatisn form for, 140,
405¢-400e; End-of-Session “T”
Chaii for, 407; field, 402-403;
ot learning success, 401-403;
Live Voting activity for,
403-404; one-on-one, 402;
process of active, 403-404;
small-group, 420. See also
Closure; Feedback

Evaluation levels: behavior as,
141-142, 407-408; learning
as, 140-141, 407; reaction of
learners as, 139-140, 404;
results as, 142, 408

Evans, D., 419

Existence Relatedness Growth
theory, 19

External practitioner
perspective, 72

Extrinsic (external) motivators,
18-19

F

Facilitators: enhancing role of,

19; skills used by, 260-261;
training contract on roles of,
334e. See also Trainers

Facilities: accessibility for all

learners, 171; brain-based
learning environment,
170-176; emergency exits/
evacuation plans from, 176;
furniture/seating arrangements
in, 176-187, 328-329;
lighting of, 171-172; room
temperature of, 173-174;
safety mechanisms in, 176;
visit.available venues to select
best. 104; as workshop success
fa~wor, 104

Fezdback: asking for, 362-364;

behavioral modeling providing
positive, 236; brainstorming
for, 226-227, 407; caution
regarding language used for,
93; end-of-session evaluation
forms for, 140; End-of-Session
“T” Chart for, 407; importance
of providing learners with,
366-367; 360-degree surveys
for, 76. See also Evaluation;
Learners

Felt boards, 307

Field evaluation, 402-403
Fishbowl-style seating, 186fig
Flash cards, 40

Flexibility, 337-338

Flip charts: The Big Book of

Flip Charts (Lucas) resource
on, 190, 193, 300; Change
Bag, 348; color used on,
194-195; description and
use of, 299-300, 304-305;
designing creative pages for,
300-303; electronic, 303-304;
Live Voting activity, 403-404;
memory activity using,
368-370; for pages with
quotes, 42; positioning your,
189fig; seating arrangements
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for use of, 180fig-181fig,
182fig-183fig, 184fig; tips for
facility and use of, 188-190.
See also Equipment; Static
visual aids

Floating rubber ducks activity,
400-401

Flyers (marketing), 110-111

Focus groups, 76

Foldable strips of cardboard, 314

Follow-up. See Session follow-up

Fonteyn, M., 320

Food. See Refreshments

Formats. See Workshop delivery
formats

Freud, A., 56

Furniture: comfort issues of,
176-177; instructor’s table,
187; seating arrangements,
178-187; tablecloths used
with, 186-187

G

Game Show Presenter (electronic
game), 213

Game Show Themes for Trainers
(CD), 201

Games: baseball, 415; carnival
type, 413, 415-416; as
celebration activities, 413-414;
Classroom Jeopardy (electronic
game), 213; “concentration,”
385; dart ball, 415; engaging
kinesthetic learners using,
45; engaging learners using,
230-231; Game Show
Presenter (electronic game),
213; guidelines for choosing,
232; milk bottle, 415; musical
chairs, 202; Plinko, 413-414;
prize wheel spiner, 416;
“Simon Says,” 364-365.
See also Activities; Engaging
learner strategies; Instruction
strategies/methods

Gardner, H., 8, 20

Gardner’s multiple intelligences:
bodily-kinesthetic intelligence,

22-23; interpersonal
intelligence, 25; intrapersonal
intelligence, 25-26; linguistic
intelligence, 23-24; logical-
mathematical intelligence, 23;
musical/rhythmic intelligence,
21-22; naturalistic intelligence,
26-27; overview of, 20-21fig;
visual/spatial intelligence,
24-25,229

Gender differences, 167-168

Gestures, 268-269

Godwin, G., 358

Graphic organizers, 309-310

Graphics: clip art used as, 303;
visual learning modalities
and, 40

Greeting learners, 332

Ground rules, 90

Group coaching, 411

Group photographs,
412-413

Guest speakers, 42

H

Handicapped, 2. See also
Learners witi» disabilities

Handouts. “2dministrivia”
information on, 349;
coworused in, 192, 194;
supplementing verbal
information with, 94; tips on
use of, 315-317

“Happy Trails to You” (Rogers
and Evans), 419

Harvard Graphics, 285

Hearing impairments, 86-88

Herzberg, E, 8, 18

Hierarchy of Needs theory, 18

Hollow square/solid square
seating with tables, 182fig

Horseshoe-style seating with
tables, 181fig

Hotel accommodations, 107

Humor: caution against using
offensive, 359; caution
regarding use of, 92; creating
positive environment through,

338; engaging learners
through, 220

I

“I Have a Dream” (King), 263

Icebreakers, 374-379

I'll Take Learning for 500, 213

In-basket activities, 45-46

Instruction strategies/methods:
for engaging learners, 41, 44,
219-242e, 364, 385, 407; as
workshop success factor, 105.
See also Activities; Games;
Strategy for success

Instructional system design
(IDS): ADDIE process used in
conjunction with, 127-139;
chiunking strategy of, 125-127;
origins of, 124-125; training
needs analysis role in, 74;
workshop/training role of,
3-5. See also Workshop design

Instructor’s table, 187

Interim reviews, 383-385

Internal practitioner perspective,
71-72

International Alliance for
Learning (IAL), 49

Internet resources, 298

Internet/laptop connection, 178fig,
179fig, 181fig, 184fig, 190

Interpersonal intelligence, 25

Interpreters for hearing
impairment, 86-87

Interview training needs
analysis, 76

Intrapersonal intelligence, 25-26

Intrinsic (internal) motivators,
18-19

Introduction of workshop,
346-347

J

Jensen, E., 198, 200, 366
Job aids, 311, 313-314
Johnson, V., 191

Joke telling. See Humor
Journal writing, 232-233
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K

Kennedy, J. E, 263

Kennedy, R. E, 263

Kinesthetic learning modality:
description of, 28, 31;
identifying learners with,
36-38; strategies for engaging
learners, 45-48; tips for
appealing to, 48

King, M. L., Jr., 263

Kirkpatrick, D., 139, 402

Kirkpatrick’s evaluation
model, 139-142, 402,
404, 407-408

K.LS.S. principle (Keep It Short
and Sweet), 116

Knowledge exchange:
creating positive emotional
environment for, 327-340;
ensuring the, 391-395;
identifying your facilitator
role in, 14-15; leading
by example for, 340-346;
organizational support role
in, 392-395; planning for
successful outcome of, 320-
327; workshop components
for, 346-352. See also
Behavior change; Learning;
Learning environment

Knowles, M., 8, 15

KSAs (knowledge, skills, and
attitudes): adult learning for
application of, 18; coachirg
to facilitate implementing,
410-411; enhancing learner’s,
18; performance gap (PG)
related to, 74-77; training
purpose to improve, 141,
250, 251

Kwik Chek Paddles, 339

L

L-tryptophan, 207-208

Language issues: non-verbal
cues, 91; strategies for
accommodating, 89-94. See
also Communication

Laptop/Internet connection,
178fig, 179fig, 181fig,
184fig, 190

Last-minute check, 331

LCD projector: expensive and
availability of, 293; seating
arrangements for use of,
178fig-181fig; tips for facility
and use of, 184fig, 187-188

Leading by example, 340-346

Learner accommodations:
cultural and language
differences and, 89-94;
hearing impairments
and, 86-88; learners with
disabilities and, 82-84;
mobility impairments and,
88; vision impairments and,
84-85

Learner attention: curve of,
249fig; indicators of lost,
363; limiting video segriwents
to accommodate, 227:
MEGO effect (My tyuvs Glaze
Over) and, 362-3¢3; using
noisemakers.1a Zttract, 197

Learner profile: importance
of develcring a, 69-70;
strategies for creating, 70-71

Learne: readiness: connecting
with learners to maintain,
361-374; ensuring,
358; managing learner
expectations to manage,
359-361; opening remarks
to facilitate, 359. See also
Engaging learners

Learners: becoming a valuable
resource to, 351-352;
building enthusiasm in,
256; building rapport with,
214; confirmation letter sent
to, 325e-326¢; conveying
expectations to, 332-333;
empowering your, 338-339;
encouraging friendly
competition between,
223-224; engaging by

using names of, 217-218fig;
ensuring internalization

of, 391-392; greeting

the, 332; identifying your
audience among, 56-62;
interim reviews provided to,
383-385; last remarks to,
419; managing expectations
of, 359-361; needs of
diverse, 78-84; needs,

wants, and expectations of,
62-68; passing out paddles
to encourage discussion by,
339-340; providing a “heads
up” on the workshop to,
320-324; thanking your,

418; wraining contract with,
253e-334e; training needs
analysis of, 71-78; words that
strengthen relationships with,
262; workshop focus on your,
68-72. See also Attendees;
Engaging learners; Feedback

Learners with disabilities:

emergency exits/evacuation
plans for, 176; facility
accessibility for, 171; handling
non-disclosure by, 81-82;
increasing your awareness
about, 79-81; strategies for
accommodating, 82-84. See
also Handicapped

Learners with special needs:

accommodations for, 82-89;
awareness of, 79-80; cultural
and language issues, 89-93;
facility accessibility for, 171;
strategies for handling non-
disclosure by, 81-82

Learning: accelerated, 48-50;

brain-based, 50-52, 164-166;
evaluating success of,
401-403; factors affecting,
166-168; importance of
nutrition on, 202-208;
memory relationship to,
367-368; power of color on,
191-195; power of sound
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and noise on, 195-202;
principles of adult, 15-19;
task-,problem-, or life-
centered orientation to, 18;
thank them as part of your
closure, 418; workshop
format relationship to, 5. See
also knowledge exchange
Learning environment: Baby
Boomers (1946-1964) and,
58-59; Builder Generation
(1901-1945) and, 56-57;
creating positive emotional,
327-340; effect of sound and
noise on, 195-202; furniture/
seating arrangements for,
176-187, 217-218fig,
328-329; Generation Xers
(1965-1980) and, 59-60;
Millennials (1981-1999) and,
61-62; power of color in, 39,
191-195; tablecloths as part
of, 186-187; technological
tools for enhancing, 213.

See also Brain-based learning
environment; Knowledge
exchange

Learning evaluation level,
140-141, 407

Learning events: building
rapport with learners for,

214; choosing right workshop
structure for, 213-214;
creating a stimulating,
212-213; gaining and
maintaining interest,
216-224; training methods
to aid with, 224-225. See also
Lesson plans

Learning factors: age differences,
168; gender differences,
167-168; understanding,
166-167

Learning Modalities Self-
Assessment, 29e-31e
Learning modalities

(styles): addressing, 31,
38-39; auditory, 28, 31,

32-34, 42-44; importance
of understanding, 27-28;
kinesthetic, 28, 31, 36-38,
45-48; self-assessing your,
28-3le; visual, 28, 31, 34-36,
39-42

Learning objectives: action
verbs for, 119t-120¢;
behavior component of,
118; conditions component
of, 118, 121; examples of
behavioral, 122; identifying
workshop, 117-118; standards
component of, 121-122

Learning Reflections activity, 397

Lectures (“information
dumps”), 42-43

Lesson plan text: planning for
required time, 154; three
benefits of using detailed,
153-154; on training aids
and materials needed,
154-155; transitiorns detween
key points, 155-158

Lesson plans: activ ties, 158-159;
checklist for-acvelopment of,
150-151: co'er-coding items
on youi; 152; cover sheet and
instzuctor notes components
of, 152; developing
comprehensive, 142, 149-150;
repetition (redundancy)
component of, 159; sample
format for, 143e-149¢; text
components of, 153-159. See
also Learning events

“Letter to me” idea, 410

Liberman, J., 172

Light: Medicine of the Future
(Liberman), 172

Lighting (room), 171-173

Linguistic intelligence, 23-24

Listening Assessment Self-
Assessment, 275e-276e

Listening skills: importance of
developing, 274, 276; self-
assessing your, 275e-2706e;
strategies for effective, 276-277

Live Voting activity, 403-404

Logical-mathematical
intelligence, 23

Long-term memory, 371-374

Lotus Freelance, 285

Lozanov, G., 8, 48-49

Lucas, R. W,, 31, 68, 149,
193, 410

“Lunch and Learn” mini-
seminars, 410

M

Mager, R. E, 117, 118

Magnetic boards, 306-307

Mail follow-up, 409

Marketing strategies: using
ardcles, e-zines, flyers or
posters, 110-111; e-mail
to targeted list, 108-109;
mail to potential attendees,
109; using partnerships as,
111; setting up advanced
workshop marketing, 327;
speaking engagements as,
112; telephone contact as,
109; website listing as, 110; as
workshop success factor, 108

Maslow, A., 8, 18

MEGO effect (My Eyes Glaze
Over), 362-363

Memory: flip chart activity to
improve, 368-370; learning
relationship to, 367-368;
long-term, 371-374; repeat
information to aid, 159,
367-368, 373; short-term
(working), 370-371

Microsoft PowerPoint,
285, 289

Milk bottle game, 415

Millbower, L., 201

Millennials (1981-1999), 61-62

Miller, G. A., 125, 370

Mind maps, 40, 310-311, 312fig

Mirror images slide, 288fig

Mnemonic devices, 43

Mobility impairments, 88-89

Morning snack, 206-207
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Motivation: adult need for
learning, 15-16; intrinsic and
extrinsic, 18-19

“Mozart effect,” 198

Multicultural communication:
guidelines for improving,
279-280; increasing your
awareness of, 278

Multimedia, 298

Multiple intelligences.

See Gardner’s multiple
intelligences

Murphy’s law, 337-338

Music: closing rituals using,
416-417, 419; copyright issues
related to using, 114, 417;
“Pomp and Circumstance”
when passing out certificates,
418; sparking emotion using,
199-200; value of using,
197-199. See also Sounds

Musical chairs game, 202

Musical/rhythmic intelligence,
21-22

Myers-Briggs Type Indicator
(MBTI), 26

N

NASA (National Aeronautics and
Space Administration), 174

National Speakers Association
(NSA), 260

Naturalistic intelligence, 26-27

9/11 attacks, 176

Noisemakers. See Sounds

Nominal group process activity:
conducting, 233-234;
description of, 233; principles
of, 235

Non-verbal communication:
distracter types of, 269-270;
gestures as, 268-269;
practicing, 267-270; watching
learners for non-verbal cues
and, 362-363

Note-taking: engaging kinesthetic
learners with, 46; engaging
visual learners with, 39

Novell Presentations, 285

Nutrition: “brain foods,” 202,
203-206; learning and,
202-208. See also Refreshments

(0]
Obama, B., 263
Odors, 174-175
On-the-job observation, 75
One-on-one coaching, 410
One-on-one evaluation, 402
101 Movie Clips That Teach and
Train (Pluth), 297
Online computer help
screens, 313
Online registration software, 112
Open square seating with tables,
183fig
Open-ended questions, 271-272
Opening comments,
347-348, 359
Oral instructions, 43-44
Organizational learning support,
392-395
Overhead projecto’s, 180fig, 191
Overhead transparencies,
293-295

P

Paint niental pictures, 41

Partaership marketing
approach, 111

PDAs (personal digital
assistants), 349

Performance: gathering data or
reports on, 75; on-the-job
observation of, 75

Performance gap (PG): formula
for determining, 74; learning
objectives to close the, 118;
needs analysis strategies for
determining, 74-77

Personal Profile System (PPS), 26

Photographs, 41

Plants/vegetation, 174

Plays (or acting out skits):
engaging kinesthetic learners
with, 46; organizing team, 22

Plinko game, 413-414

Pocket guides, 313

Positive attitude, 255-256

Positive emotional environment:
atmosphere of trust for,
335-337; doing a last-minute
check for, 331; empowering
your learners for, 338-339;
ensuring adequate support
for, 330; focusing on the
details for, 330-331; follow
structured process for, 346;
following a plan for, 329;
introductory activity creating
“rules” for, 335; making
the first few minutes count,
35.-533; preparing nurturing
a1 ¢ welcoming atmosphere,
327-331; remaining flexible
for, 337-338; start on time
for, 345-346; workshop
components and strategies for,
346-352

Posters: marketing, 110-111; as
visual aid, 308-309

PowerPoint, 285, 289

Pre- and post-test
comparison, 141

Preparing Objectives for
Programmed Instruction
(Mager), 117

Presenters, 260

Prize wheel spinner, 416

Problem solving, 46

Professional image: being
prepared as part of, 251-253;
clothing for, 192, 253-255;
projecting a, 251-259,
341-346

Professionalism: admitting
mistakes as conveying,
257-258; confidence versus
cocky, 256-257; guidelines
for, 281; positive attitude
and enthusiasm projecting,
221-222, 255-256; simple
guidelines for projecting, 281.
See also Trainers
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Props: colored, 195; engaging
kinesthetic learners with, 46
Public workshop provider, 73-74

Puzzles, 236

Q

Question-and-answer (Q&A),
236-237

Questioning skills, 270-272

Questionnaire (training
needs), 76

Questions: asking for learner
feedback through, 363-364;
closed-ended, 270-271, 272;
listening by asking appropriate,
277; open-ended, 271-272

R

Reaction of learners evaluation
level, 139-140, 404

Rectangular/conference-style
seats with tables, 183fig

Reference guides, 313

Reflections for the Senses (slide
presentation), 191

Refreshments: “adminstrivia”
information on, 349;
afternoon snack, 208; lunch,
207-208; morning snack,
206-207; providing advance
workshop information
on, 324; workshop design
planning on, 107. See also
Nutrition

Registration, 112-113

Repetition (redundancy), 159,
367-368, 373

Results evaluation level, 142, 408

Review activity, 350-351

Reward system information, 349

Rhymes, 43

Rhythmic sounds, 44

Rock, C., 221

Rogers, R., 419

ROI (return on investment), 142

Role play: engaging kinesthetic
learners with, 47; engaging
students through, 237-238

Room temperature, 173-174
Rush Hour (film), 221

S

Safety mechanisms, 176

Sample Leaf activity, 399fig

Say It with Charts: The Executive’s
Guide to Visual Communication
(Zelancy), 310

Scheduling: day of the week,
99-100; month, 102-103; time
of day, 100-102

Seating arrangements: circular-
style, 184fig; circular-style with
table, 181fig; cluster-style with
tables, 182fig; cluster-style
without tables, 185fig; creating
positive and emotional
environment using, 328-329;
crescent-style with tables,
180fig; crescent-style without
tables, 184fig; double Uspape
style, 180fig; fishbowl-style
without tables, 18(fig; hollow
square and solid square with
tables, 182fig; horseshoe-
style with tables, 181fig; open
square v:ith tables, 183fig;
rectanguiar and conference-
stylewith tables, 183fig;
remembering learner names
through charts of, 217-218fig;
U-shape style, 179fig; V or
Chevron style, 178fig

Self-study courses, 2

Sequential order approach,
123-124

Serotonin, 208

Session follow-up: e-mail or
e-Group, 409-410; group
coaching, 411; importance
of the, 408-409; mail, 409;
one-on-one coaching, 410;
telecoaching, 411; teleseminar
or teleclass, 2, 106, 411; “Tip of
the Week,” 410

Short-term (working) memory,
370-371

“Simon Says,” 364-365

Simple to complex
approach, 124

SimSoc (Simulated Society), 47

Simulations, engaging kinesthetic
learners with, 47

Sizzle & Substance (Jensen), 366

Skinner, B. F, 125

Skits: engaging kinesthetic
learners with, 46; organizing
team, 22

Small group activities: cluster-
style seating for, 185fig;
fishbowl-style seating for,
186fig; getting learner feedback
through, 364. See also Dyads

Smaligroup discussions: dyads
o1 uriads for, 230; learners with
disabilities and, 84; learning
facilitated through, 44; triad,
230. See also Dyads

Small-group evaluation, 402

Smells, 174-175

“Smile sheets,” 140

Society of Neuroscience, 197

Sounds: attracting learner
attention using, 197;
distracting, 196; impact on
workshop, 195-202; workshop
design inclusion of, 44. See
also Music

Soundtracks for Learning
(Brewer), 199

Speaking engagements (as
marketing), 112

Spelling errors, 258

Staff: planning accommodations
for, 107; travel arrangements
for, 107; as workshop success
factor, 103-104. See also
Trainers

Stage fright, 342-344

Static cling pages (sheets), 308

Static visual aids: additional
examples of, 314-315;
description of, 299; dry erase
boards, 305-306; electronic
writing surfaces,
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Static visual aids (continued)
307; felt boards, 307; graphic
organizers, 309-310; handouts,
94, 192, 194, 315-317,

349; job aids, 311, 313-314;
magnetic boards, 306-307;
mind maps, 40, 310-311,
312fig; posters, 308-309; static
cling pages, 308; tent cards,
311. See also Flip charts

Story of the Day activity,
399-400

Storytelling: auditory learners
and, 44; creating atmosphere
of trust through, 336-337;
engaging learners through,
219-220, 239

Strategy for success: activity for
creating workshop “rules,”
335; addressing learning
modalities, 31; Baby Boomer
learning environment, 59;
brainstorming session, 227;
Builder Generation learning
environment, 57; building
learner enthusiasm, 256;
carnival games during closing
celebrations, 415-416; color
of clothing tips, 255; color
used on workbook cover
sheets, 194; color-coding
lesson plan items, 152;
computer-generated slides,
295; creating brain-based
learning experiences, 166,
creating workshop ground
rules, 90; dealing with spelling
errors and other mistakes,
258; demonstrations, 229;
doing advance analysis of
workshop learner knowledge,
52; emergency exits/evacuation
plans, 176; encouraging
timely return from breaks,
224; end-of-session evaluation
forms, 140; End-of-Session
“T” Chart, 407; energizer
activity, 379-383; engaging

students through physical
activities, 364-365; flip chart
memory activity, 368-370;
flip charts tips, 301-303; flip-
chart pages with quotes, 42;
floating rubber ducks activity,
400-401; for Generation

Xers learning environment,
60; handling non-disclosure
from learners with disabilities,
81-82; using humor, 220~
221, 338, 359; icebreakers,
377-379; identifying

trainee expectations, 67-68;
importance of facility
selection, 171; incorporating
adult learning principles into
workshop as, 20; instructor’s
tables, 187; introducing smells
into learning environment,
175; introductory transition
phrases, 155-158; learnci
profile development;, 70-71;
maintaining your enthusiasm,
222; for Millennial: learning
environment, 82; on multiple
marketing eifcrts, 108;

using music, 200; musical
chairs. 202; noisemakers and
sounds, 44; 101 Movie Clips
That Teach and Train (Pluth),
297; opening comments,
347-348; passing out paddles
to encourage discussion,
339-340; “Pomp and
Circumstance” when passing
out certificates, 418; practicing
changing voice inflection, 265;
pre- and post-test comparison,
141; professionalism
guidelines, 281; providing
written materials
supplementing verbal
information, 94; Reflections for
the Senses (slide presentation),
191; registering attendees, 113;
relaxation techniques, 345;
remembering learner names

by seating chart, 217; review
activity, 350-351; role play,
238; seating arrangements
for positive environment,
328-329; setting up advance
workshop marketing, 327;
software packages for slides,
289; sounds for attracting
learner attention, 197; TAG
Attention Getter, 259; team
skits, 22; technological tools
for enhancing learning, 213;
“Tip of the Week,” 410; tips
for appealing to kinesthetic
learners, 48; tips on using
handouts, 316-317; training
needs analysis, 76-77; visit
available workshop venues,
104; workshop flyer, 111. See
also Instruction strategies/
methods

Stretching exercises, 47-48

Subject-matter expert (SME), 19

“Suggestology,” 49

T

Tablecloths, 186-187

Tables/charts, 41

TAG Attention Getter, 259

Team skits, 22

Telecoaching, 411

Telephone marketing, 109

Teleseminars (or teleclasses):
description of, 2, 106; follow-
up coaching through, 411

Tent cards, 311

Thanking your learners, 418

Thatcher, M., 263

The Thiagi Group, 231

3M, 308

360-degree surveys, 76

“Tip of the Week,” 410

Toastmasters International, 260

Top Tunes for Teaching (Jensen),
200

Trainers: avoiding stage
fright, 342-344; being a
valuable resource to learners,
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351-352; certification of,
260; communication skills
of, 267-274, 278-280;
creating positive emotional
environments, 327-340; excel
in your role as, 19; external
practitioner as, 72; humor
used by, 92, 220, 338, 359;
identifying your facilitator
role, 14-15; improving your
questioning skills, 270-272;
internal practitioner as, 71-72;
learner profile development
by, 69-71; listening intently
to learners, 274-277;
polishing your speaking skills,
262-267¢; preparing for a
positive outcome, 248-250;
professionalism of, 250-259,
281; projecting positive
personal image, 341-346;
public workshop provider
as, 73-74; trainer needs
analysis by, 71-78; Training
Pre-Planning Checklist
for, 131e-136¢; training,
presentation, and facilitation
skills of, 259-262. See also
Facilitators; Professionalism;
Staff; Workshops

Trainer’s toolkit, 252-253

Training: instructional system
design (IDS) role in, 3-5; KSA
improvement object of, 143,
250, 251; relationship bet.veen
workshop and, 1-3. See also
Workshops

Training aids: audiovisual,
284-298; doing a last-minute
check on, 331; static types of,
299-317; two key things to
remember about using, 284; as
workshop success
factor, 105

Training contract, 333e-334e

Training needs analysis:
additional sources for, 77-78;
determining performance

gap (PG), 74-77; external
practitioners perspective
on, 72; internal practitioner
perspective on, 71-72; public
workshop provider perspective
on, 73-74

Training Pre-Planning Checklist,
131e-136e

Transition phrases, 155-158

Travel arrangements, 107

Tree of Learning activity,
397-398fig

Triad discussion groups, 230

Trust building, 335-337

Two-Factor theory, 18

u
U-shape style seating, 179fig

\%

V or Chevron style seating, 173,

Vegetation/plants, 174

Video dlips, 41

Video-based workshcps, 2

Videotape/DVD, 207

Vision impairrents, 84-85

Visual aids: audiovisual type
of, 284-248; static types of,
299317, two key things to
reraeinber about using, 284;
as:workshop success
factor, 105

Visual learning modality:
description of, 28, 31; using
flip-chart pages with quotes
for, 42; identifying learners
with, 34-36; strategies for
engaging learners, 39-42

Visualizations (visioning), 41,
239-240

Visual/spatial intelligence,
24-25,229

VoxProxy, 289

w

Web sites: animated clip art,
39; author’s, 52; on brain-
based learning resources, 52;

CCICOLOR Institute for Color
Research, 192; Change Bag,
348; Kwik Chek Paddles, 339;
Reflections for the Senses, 191

Webinars, 2, 106

Website marketing, 110

Website seminars, 3

“Who's on First” (Abbott and
Costello clip), 221

Wolverton, B. C., 174

Word association, 44

WordArt slide, 287fig

Working (short-term) memory,
370-371

Workplace diversity: meeting
learner needs in context of,
75-93; reality of, 78

Wortlksheets: Chronological
Résumé, 240e-242e¢;
Communication Self-
Assessment, 267¢;
Confirmation Letter,
325e-326¢; End-of-Session
Evaluation, 405e-406e;
Learning Modalities Self-
Assessment, 29e-31e; Lesson
Plan Format, 143e-149¢;
Listening Assessment Self-
Assessment, 275e-276e;
Training Contract, 333e-334e;
Training Pre-Planning
Checklist, 131e-136e

Workshop components: body of
workshop, 349-350; closure
of, 140, 350-352, 388-419;
introduction, 346-347;
opening comments, 347-3438,
359; session follow-up, 2, 106,
408-411; workshop flow, 349.
See also Workshops

Workshop delivery formats:
ADDIE process of planning,
138-139; importance of, 6-7;
learning outcomes related to,
5; overview of various, 1-2;
sequential order of, 123-124;
as success factor, 105-106;
typical options for, 106
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Workshop design: breaks, 83-84,
200-201, 224, 349; common
elements to consider in, 130,
136-137; comprehensive
lesson plan component of,
142-159; copyright permission
for, 113-115; development
phase tasks for, 137-138;
evaluation component of,
138-142; focusing on specifics,
116; helping learners to
make connections, 116-117;
identifying learning objectives,
117-122; K.1.S.S. principle
(Keep It Short and Sweet), 116;
making everything meaningful,
115; sequencing content,
122-124. See also ADDIE
process; Instructional system
design (IDS)

Workshop flow (“administrivia”),
349

Workshop information: advance
preparation requirements,

322; any restrictions, 323-324;
confirmation letter sent to
participants, 325e-326e;
identifying academic and

professional credits, 323;
location, parking, entrance,
321; pertinent reminders, 324;
planned meals and refreshments
description, 324; program
description and objectives, 322;
security instruction, 321-322;
timing and dates of workshops,
320-321
Workshop rules, 335
Workshop success factors:
equipment, training aids,
strategies or methods
as, 105; facility as, 104;
food and refreshments,
accommodations, and travel
arrangements as, 107; format
as, 105-106; marketing as,
108-112; powerful workshop
title as, 98-99; registration
as, 112-113; scheduling as
99-103; staff as, 103-104
Workshop title, 98-99
Workshops: choosing thie
right structure fcr engaging
learners, 213-.214; creating
ground rules.for, 90; double-
checking everything an hour

before, 331; elements of a
successful, 98-107; focusing
on your learners, 68-72; how
development impacts the, 6;
instructional system design
(IDS) role in, 3-5; interim
reviews during, 383-385;
knowledge exchange during,
14-15, 320-352; preparing for
a positive outcome, 248-251;
refreshments/snacks during,
107, 206-208; relationship
between training, 1-2; start
on time, 345-346; Training
Pre-Planning Checklist for,
131¢,-136e. See also Strategy
for cuccess; Trainers; Training;
Whorkshop components

X
Xers (1965-1980), 59-60

Y
Yeats, W. B., 388

Z
Zelancy, G., 310
Ziglar, Z., 263



