








POEMFOREVERYMAN� 

I will present you� 

parts� 

of� 

my� 

self� 

slowly� 

if you are patient and tender.� 

I will open drawers� 

that mostly stay closed� 

sounds and smells^ loves and fr ustrations, hopes and sadnesses,� 

bits and pieces of three decades of life� 

that have been grabbed off� 

in chunks� 

and fbund lying in my hands,� 

they have eaten� 

their way into my memory� 

carved their way into my� 

;'heart\.; v� 

altogether - you or I will never see them 

they are me.� 
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SECTION 1 THE TEACfflNG PROCESS(cont.)
 

if you regard them lightly
 

deny that they are important
 

or worse,judge them
 

I will quietly, slowly
 

begin to wrap them up,
 

in small pieces of velvet,
 

like worn silver and gold jewelry,
 

tuck them away
 

in a small wooden chest of drawers
 

and close.
 

What are the implications of students' prior experience, knowledge and values
 

for our approach to teaching?
 

First,this'package' determines what messages are received by the learner. The
 

participants see all new material they encounter through the lens of their existing
 

experience and knowledge, and this may distort the messages. Constantfeedback from
 

the participants is essential if the teacher is to remain alive to exactly what the student
 

is learning.
 

Secondly,in those cases where the student participants do not believe that they
 

possess any relevant experience or knowledge, where they insist thatthey'know nothing
 

at all aboutthe subject,' it is possible to help them to become aware that they do in fact
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SECTION 1 THE TEACfflNG PROCESS(cont.)
 

possess relevant material. For unlessthe new learning is related to this existingreservoir
 

of experience and knowledge, it cannot be fully absorbed into the person; it will sit
 

uneasily with the rest ofthe individual's make-up; it will be compartmentalized fromtthe
 

rest of their being and will thus notfully affect their attitudes and behavior.
 

Thirdly, not all of this set of values, experience and knowledge is correct or
 

helpful to die required learning. What is correct and helpful needs to be confirmed and
 

reinforced; what is not correct needs unlearning.
 

They Usually Come To Education With Set Intentions
 

It is often argued that adult students seek education because of a sense of
 

need. First, it is not always strictly true that adult learners are motivated by
 

needs; some job-related programs, for instance, contain participants who have
 

little or no sense of need. Perhaps it is more useful to talk of all adult student
 

participants as having a set of'intentions,' which for many ofthem can imply the
 

meeting of a felt need.
 

KNOTS by R.D. Laing
 

There is something I don't know
 

that I am supposed to know.
 

I don't know what it is I don't know
 

and yet am supposed to know,
 

and I feel Ilook stupid
 

if I seem both not to know it
 

and not know what it is I don't know.
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SECTION 1 THE TEACHING PROCESS(cont.)
 

Therefore I pretend I know it.
 

This is nerve-racking
 

since I don't know whatI must pretend to know.
 

Therefore I pretend to know everything.
 

I feel you know what I am supposed to know
 

but you can't tell me what it is
 

because you don't know that1 don't know what it is.
 

You may know what I don't know, but not
 

that I don't know it,
 

and I can't tell you. So you will have to tell me
 

everything.
 

At one end ofthe spectrum of student intentions then is the satisfying of some
 

vague and ill-articulated sense of need. Atthe other end are those with a desire to solve
 

a clearly identified problem or to undertake a particular learning task, which they feel is
 

required for the performance of their social or vocational roles. In the course oftheir
 

own continuing development, these people find that they need a specific skill or
 

knowledge or understanding to enable them to fit more easily into some existing or new
 

situation.
 

They All Have Competing Interests
 

Education for most adults is a matter of secondary interest; it is not their
 

prime concern. It is constantly overshadowed by the'realities'oflife: theirjob
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SECTION 1 THE TEACHING PROCESS(cont.)
 

Of lack ofjob, their family situation, their social life, other competing issues;
 

The adults who come to join us in the learning enterprise come from a
 

complete social environment. They all have relationships such as parents,
 

partners, workmates, and friends. Adult learners should not be divorced from
 

their background if their learning is to be relevant and thus effective. We need
 

to take seriously the whole ofthe contest within which our student participants
 

live and where they use the new learning they have acquired.
 

They All Possess Set Patterns of Learning
 

Adults are engaged in a continuing process of lifelong learning, and they
 

have already acquired ways of coping with this. They often fail to see this as
 

'learning' in the educational sense, but it exists all the same.
 

Overthe years,each ofour adultlearners has developed theirown strategies
 

and patterns of learning, which they have found help them to learn most easily,
 

most quickly and most effectively. Learning changes are not brought about
 

without effort, and the process can be painful; it takes an investment oftime and
 

emotions, and, once done, no one wants to do it again. We all thus seek ways
 

to ease the pain,shorten thetimetaken to master the necessary new material,and
 

make the gains acquired more permanent. Experience has taught us what
 

strategies we can adopt to achieve these ends.
 

Each ofus learns in our own way,according to our particular aptitudes and
 

experience. Some handle figures more easily than others. Some have fostered
 

different methods for memorizing facts (addresses, telephone numbers, etc.).
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SECTION 1 THE TEACHING PROCESS(cont.)
 

Some need to see the written page in order to comprehend more fully rather than
 

rely on the spoken word. Some learners need a book and practice sounds from
 

written words, finding it hard to react to spoken words, while others respond
 

easily to oral tuition; both are valid methods of learning languages, and we
 

should not try to force any learner into adopting a particular style because we
 

prefer it to any other. We must thus remember that our student participants all
 

havetheirown ways ofdealing with learning needs,and opportunitiesto exercise
 

theses have to be created if new learning is to take place.
 

The pace oflearning of each student participant also varies. In general, in
 

those areas where the adults can call upon a good deal of experience—social
 

relationships and roles, for instance—or where they may have direct experience
 

ofthe subject matter,they tend to learn fast, provided thatthe new material does
 

not conflict with existing knowledge. But where they have less experience on
 

which to fasten the new material, especially if it calls for extensive memorizing,
 

they tend to learn more slowly and have greater difficulty in mastering the
 

material.
 

TAKE A BREAK FOR FUN
 

DIRECTIONS: 	 Each block represents a saying or well-known phrase. Please write
 

your answers on the sheet provided in the handout.
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SECTION I THE TEACHING PROCESS(cont.)
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Answers to puzzle are on the appendix, but don't peak!
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SECTION 1 THE TEACHING PROCESS(cont.)
 

You — the Teacher
 

Enhancing Your Teaching Effectiven^s
 

In some situations, you will have time to sit down and develop a formal
 

teaching plan. In others, you will be confronted with a'teachable moment'when
 

the employee is ready to learn and is asking pointed questions. Invariably,these
 

moments seem to come while you're in the midst of something else. At times
 

like these, you face a dilemma: to teach or not to teach. Having a knowledge
 

of basic learning principles will help you take best advantage ofthese moments.
 

Here are some principles proven to enhance teaching and learning.
 

Seize the Moment
 

Teaching is most effective when it occurs in quick response to a need the
 

learner feels. So even though you are elbow deep in the budget, you should
 

make every effort to teach the employee when he asks. Your formal teaching
 

plan may be in on your desk and the slides or video may be in the education
 

office, but the employee is ready to learn. Satisfy his/her immediate need for
 

information now,and augment yourteaching with more information later. If you
 

are having a problem finding time for teaching, see Saving Time for Teaching,
 

for ways to organize teaching time.
 

Saving Time for Teaching
 

Sometimes, teaching employees what they need to know seems
 

impractical:—^there's too much to cover and not enough time to do it. If you're
 

hard-pressed to find time for teaching, try using this method:
 

• List the employees learning needs.
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SECTION 1 THE TEACHING PROCESS(cont.)
 

• Rank these needs: most importantfirst, next most important second, and
 

so on.
 

• Write your "teaching-to-be-done" list based on this ranking.
 

This method helps you organize your time or quickly redirect your actions
 

after an interruption.
 

Ofcourse, the hardest part is ranking the learning needs. To simplify this
 

task, classify each learning need as:
 

• immediate(one that must be met promptly, or long range
 

• survival(job-dependent)or related to thejob(nice to know but riotessential)
 

• specific (related to the employee's job or promotion) or general (teaching
 

that is done for every employee, such as explaining a departmental policy
 

After you have classified the employee's learnirig needs,establish priorities.
 

An immediate survival need,for example, would be the top priority.
 

Involve the Employee in Planning
 

Just presenting information to the employee doesn't ensure learning or
 

change. For learning to occur, you will need to get the employee involved in
 

identifying his/her learning needs and outcomes. Help him/her to develop
 

attainable objectives. As the teaching process continues, you can further engage
 

him/her by selecting teaching strategies and materials that require his/her direct
 

involvement, such as role playing and return demonstration. Regardless of die
 

teaching strategy you choose, giving the employee the charige to test his/her
 

ideas, to take risks, and to be creative will promote learning.
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SECTION 1 THE TEACHING PROCESS (cont.)
 

Begin With What the Employee Knows
 

You will find that learning moves faster when it builds on what the
 

employee knows. Teaching that begins by comparing the old, known process
 

and the new,unknown one allows the employee to grasp new information more
 

quickly.
 

Move From Simple to Complex
 

The employee will find learning more rewarding if he/she has the
 

opportunityto master simple concepts first and then apply these concepts to more
 

complex ones. Remember, however, that what one employee finds simple,
 

another may find complex. A careful assessment takes these differences into
 

account and helps you plan the teaching starting point.
 

Accommodate the Employees Preferred Learning Style
 

How quickly and well an employee learns depends not only on his/her
 

intelligence and education but also on his/her learning-style preference. Visual
 

learners gain knowledge best by seeing or reading what you are trying to teach;
 

auditory learners, by listening; and tactile or psychomotor learners, by doing.
 

You can improve your chances for teaching success if you assess your
 

employee's preferred learning style,then plan teaching activities and useteaching
 

tools appropriate to that style. To assess his/her learning style,observe him/her
 

or simply ask him/her how he learns best.
 

You can also experiment with different teaching tools, such as printed
 

material, illustrations,videotapes,and actual equipment,to assess learning style.
 

Never assume,though,that you employee can read well.
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SECTION 1 THE TEACHING PROCESS(cont.)
 

Make Material Meaningful
 

Another way to facilitate learning is to relate material to the employee's life
 

experiences.
 

Allow Immediate Application ofKnowledge
 

Giving the employee the opportunity promptly to apply his/her new
 

knowledge and skills reinforces learning and builds confidence. This immediate
 

application translates learning to the "real world"and provides an opportunityfor
 

problem solving,feedback, and emotional support.
 

Plan for Periodic Rests
 

While you may want the employee to push ahead until he/she has learned
 

everything on the teaching plan, remember that periodic plateaus occur normally
 

in learning. When your instructions are especially complex or lengthy, your
 

employee may feel overwhelmed and appear unreceptive to your teaching. Be
 

sure to recognize these signs of mental fatigue and let the employee relax (yoii,
 

too,can use these periods—^to review your teaching plan and make any necessary
 

adjustments.
 

Tell the Employee How He/She Is Progressing
 

Learning is made easier when the employee is aware of his/her progress.
 

Positivefeedback can motivate him/her to greater effort because it makes his/her
 

goal seem attainable. Also remember to ask your patient how he/she feels he/she
 

is doing. The employee probably wants to take part in assessing his/her own
 

progress toward learning goals,and his/her input can guide your feedback. You
 

will find his/her reactions are usually based on what "feels right."
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