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1. Purpose of Guide  

The SESBA training material is available free of charge as a self-study course on 

the SESBA learning platform (http://courses.sesbaproject.eu/). Learners can 

navigate freely on this on-line learning platform and study the material at an 

individual pace and intensity. Learning activities have been designed in order 

to motivate learners (business advisors) to provide appropriate advice to social 

entrepreneurs. This course provides opportunities for the learner to apply the 

new knowledge through self-assessment tasks; reflection activities; and 

incorporation into daily working routine. The training programme consists of 12 

modules. These include: 

Module 1: Understanding Social Entrepreneurship 

Module 2: Role of Business Advisors 

Module 3: Structures for the Development of Social Enterprises 

Module 4: Operational Requirements for A Social Enterprise 

Module 5: Social Enterprise Sustainability 

Module 6: Managing and Governing Social Enterprises 

Module 7: Financing and Accounting Social Enterprises. 

Module 8: Business Advisor Professional and Personal Development 

Module 9: Business Advocacy and Counseling Social Enterprises 

Module 10: Communication with Social Entrepreneurs 

Module 11: Business Advising Tools, Equipment and Material 

Module 12: Consulting Toolkit 

 

The SESBA eLearning platform has been constructed with the assistance of an 

open source content management system, thereby making it easy to create, 

manage and update courses as well as participants (learners). The online 

learning platform does not require any special instructions for the learner as it 

has been designed to allow for intuitive navigation. On-line participants can 

easily see the progress of each module they start. The SESBA courses have a 

combination of text, images, videos, external resources, self-assessment tasks 

and quizzes. This makes the learning process more interesting. Furthermore, it is 

also possible to manage student grading, marking, assessment and reporting. 

Students can also be given an online certification on the basis of passing of 

specific criteria for each module. The eLearning platform operates on different 

devices, including computers, laptops, tablets and mobile phones.  

 

http://courses.sesbaproject.eu/
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Furthermore, the training material created for this project is also suited for 

traditional in-class delivery as well as synchronous distance learning guided by 

a trainer. The methodological guidelines presented in this guide refer to such 

contexts, insofar as a trainer is required to transfer knowledge; enable learners 

to illicit their personal experiences; and interact effectively as a group. An 

overview of key theoretical concepts, training techniques and learning 

approaches are provided for trainers in this guide.  

2. Classroom Management  

Classroom management is one of the most perplexing and difficult aspects of 

teaching. However, it is an important skillset which teachers must learn, develop 

and hone if they are to be successful in fostering a conducive learning 

environment (Fenwick, 1998). The fostering of a positive and effective 

student/teacher relationship is very important. The teacher must have the ability 

to provide clear purpose and strong guidance with respect to academic 

progress and student behaviour / motivation. The focus should be on the 

teacher and student operating as a team and the onus is on the teacher to 

take a personal interest in the students’ work / progress. S/he must also be 

aware of the high needs of the students and react accordingly.  For example 

with a passive student, a teacher should refrain from criticizing the student but 

also be accommodating in the creation a safe classroom environment. By 

using purposeful strategies, teachers can influence the dynamics of the 

classroom and build strong student/teacher relationships, thereby supporting 

student learning. 

There are many teaching strategies /methodologies that can be utilised within 

the classroom in order to promote effective learning. However, it is important to 

be cognisant of the differences between pedagogical and andragogical 

approaches; and the multiple ways in which a learner can acquire and retain 

information.  

3. Adult Learning Overview 

There are distinct differences in the teaching and learning approaches 

adopted for adults (andragogy) and children (pedagogy). Andragogy can be 

defined as the science of understanding (theory) and supporting (practice) 

lifelong and life-wide education of adults. Pedagogy is similar but specifically 

for children. However, it is often used to refer to both adult and child learning. 

The following table outlines the key differences between the two approaches.  

 

 

 



 

 

 

 

Table 1: Key Differences between Pedagogy and Andragogy 

Source: Deighan (2000) 

 

It is important that the teacher adopts different approaches when delivering 

the suite of modules to business advisors as they will be primarily adult learners. 

The teacher / instructor is likely to have acquired knowledge and insights which 

the participants may not already ha

have prior knowledge and professional experience. Therefore, all participants 

should have an opportunity to express their opinions and practical experiences. 

Remember all views are relevant even if they are no

the above, people are motivated to learn for different reasons 

me (WIIFM). Therefore, the teacher needs to be conscious of responding to 

these motivations, especially when dealing with adult learners.

 

4. Motivation 

Malcolm Knowles is an influential theorist in Andragogy, and particularly in the 

development of Humanist Learning Theory. His work was a significant factor in 

reorienting adult educators from “educating people” to “helping them to 

learn”. Knowles (1973) suggests six learning motivators for adults and these 

include:  
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 Need to know: Adults need to know the reason for learning something. In 

the context of this training course, the learner needs to know the aims, 

objectives and structure of SESBA.  

 Foundation: Experience (including mistakes) provides the basis for 

learning activities. This means that adult learners need to be able to 

bring their own experience to bear on the learning process.  

 Self-concept: Adults need to be responsible for their decisions with 

respect to educational instruction; particularly in the planning and 

evaluation of the course / programme.  

 Readiness: Adults are most interested in learning subjects which have 

immediate relevance to their work and/or personal lives. Again, this 

implies the importance of participants understanding how the outcomes 

of the project are relevant to their own activities. This can be identified at 

the start of the workshop where participants are asked to introduce 

themselves.  

 Orientation: Adult learning is problem-centered rather than content-

oriented, whereby adults prefer to learn through solving problems rather 

than learning abstract theoretical concepts. This course will incorporate 

ample opportunities for participant led tasks and discussion, thereby 

maintaining motivation and enthusiasm.  

 Motivation: Adults respond better to internal rather than external 

motivators, insofar as adults respond better to personal drivers rather 

than drivers imposed by other people. It is anticipated that course 

participants will be in attendance on their own validation rather than 

being compelled by necessity.  

 

5. Ways of Learning 

Models of teaching and learning can be helpful tools to understand not only 

the learning processes of students, but the attributes pertaining to educational 

instruction. Careful study of these models can provide starting points in the 

development of more appropriate educational experiences for students within 

the classroom. Educational theorist, John Dewey, believed that the job of the 

teacher was not to produce a ‘set type of citizen’ through instructional rote 

systems of education, but rather to deliver a generation of young people 

competent and capable of coping with new experiences, new tasks, 

unexpected problems and difficulties, and new environments. A multiplicity of 

successful models exist but each one can be characterised as being student-

centric and encouraging the utilisation of different methodological techniques 
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to harness the full potential of the different types of learner within a classroom 

setting.  

 

Constructivist teaching methods promotes a pupil centred learning process. It is 

a pedagogical approach which promotes active / experiential learning, 

learning by doing. The acquisition of knowledge occurs when new pieces of 

information are assimilated by reflecting on prior knowledge and / or previous 

experiences. Students learn best when they are actively engaged in acquiring 

the knowledge rather than acquiring it in a passive manner. In constructivist 

teaching the teacher seeks and values the students’ opinions; and classroom 

activities challenge students. The teacher builds lessons around core concepts 

and larger themes and the learning is assessed within the context of daily 

teaching (formative assessment). Furthermore teachers pose problems of 

emerging relevance, thereby applying the concept of learner centeredness. 

The role of the constructivist teacher is to coach and scaffold students’ 

learning. The teachers’ role assumes the role as a facilitator rather than 

adopting a traditional didactic role. The key differences between the 

constructivist and didactic model are outlined in Table 2.  

Table 2: Differences between Didactic and Constructivist Models  

Didactic Model  Constructivist Model  

Teacher Facilitator 

Instructs/tells Asks and queries 

Lectures from the front Talks from the back 

Answers Guides 

Monologue dialogue 

 

Bruner’s Pyramid of Learning (Figure 1) differentiates between the passive and 

active teaching / learning methodologies. There are various mediums of 

transferring information from an instructor / teacher to a learner, with clear 

differences in the level of retention of knowledge from learners using differing 

delivery methods. Bruner’s theory maintains that a learner retains fifty percent 

of visual and aural information articulated through group discussions as 

opposed to five percent of information disseminated through a didactic 

lecture. Figure 1 demonstrates that using interactive teaching methodologies 

encourages retention of learning; whether this is through group discussions, 

demonstrations with work examples and / or practical / experiential tasks.  



 

 

Figure 1: Levels of retention of information for different delivery methods

 

 

In order to implement constructivist methodologies successfully within the 

classroom setting, it is important for the teacher / instructor to have an 

understanding of different learning types. According To Kolb (1981), there are 

four different types of learner.  

 Activist: concrete 

learning. They learn best by participating in activity orientated tasks. 

Examples include: group work, projects, drawing and role play.
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 Theorist Lens: abstract and analytical learners

explanations and practical application

life; home work; and questions. 

 Pragmatist: concrete and logical learners

accuracy. Activities suited to this type of learner include questioning; 

projects; debates; and field work. 
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Learning is cooperative, collaborative, and community-oriented activity. 

Students are encouraged to direct their own individual learning but the process 

should also incorporate formative activities that incorporate group work. 

According to Joyce et al (1997), ‘co-operation increases positive feelings 

toward one another, reduces alienation and loneliness, builds relationships, and 

provides affirmative views of other people’. Therefore, it is important for an 

educator / teacher / trainer to foster a community of learners within the 

classroom. This can be achieved by adopting the five principles as outlined by 

Brown et al (1994) and Brown & Smith (1997). These include:  

1. Active, purposeful learning. Intentional learning involves metacognition, an awareness 

of one’s strategies, abilities, and preferences.  It is important to encourage this type of 

learning and reflection on learning. One way to achieve this is to help learners design 

projects that make them want to know more and to work together towards understanding 

a particular topic / concept.   

2. A learning setting that pays attention to multiple zones of proximal development. The 

zone of proximal development (ZPD) has been defined as: "the distance between the 

actual developmental level as determined by independent problem solving and the level of 

potential development as determined through problem solving under adult guidance, or in 

collaboration with more capable peers" (Vygotsky, 1978, p. 86). Brown maintains that the 

learners in a classroom all have different areas of potential at any given time, and that 

teachers need to design learning environments that support learners in these many ZPDs. 

Work in the ZPD encourages learners to reach toward accomplishments they would not 

have been able to achieve by themselves. Project-based learning in which a group 

collaborates on an important task is conducive in promoting multiple ZPDs.  

3. The legitimization of differences. There is a tradition within schools of wanting everyone 

to know the same things. In Brown’s FCL classrooms, she wanted to increase the diversity 

of knowledge and skills, thereby allowing students to develop their individual areas of 

expertise (in addition to understanding basic material, not instead of) so that the entire 

class can benefit. This diversity adds to the sense of community because the entire class is 

enriched by the expertise of its members. Students become resources for each other, and 

the teacher need no longer be the central repository of knowledge. (Different entry points 

and multiple intelligences). 

4. A community of discourse. Brown designed her classrooms to become “interpretive 

communities,” that is, communities that develop norms for goals, values, and ways of 

discussing ideas, including what counts as evidence, how people exchange ideas or argue 

for or against points of view.  

5. A community of practice. Learners depend on each other in order to accomplish specific 

tasks. This means that members must be responsible to each other and the group, be 

mutually respectful, and identify as part of the group. All members of the learning 

community must take responsibility for the accomplishment of their joint task.  
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Cognitive psychologist, Howard Gardner has argued that intelligence is not 

fixed and each individual possesses multiple forms of intelligence but may excel 

in one or a select few. Gardner’s Multiple Intelligences Theory holds that 

learning is personal and all learners have a specific means of accessing and 

interpreting theoretical concepts and empirical data. Therefore, teaching 

strategies and methodologies should engage students through different senses 

and activities, thereby stimulating the different intelligences and making the 

learning more accessible to a wider range of students. The multiple 

intelligences include:  

1. Linguistic intelligence 

2. Logical/mathematical 

3. Musical intelligence 

4. Bodily Kinaesthetic 

5. Spatial intelligence 

6. Interpersonal intelligence 

7. Intrapersonal intelligence 

For each intelligence, specific teaching methodologies should be deployed as 

students acquire information via different learning styles and learn more 

effectively if the preferred style is utilised within the classroom (Gardiner, 2003).  

Figure 2 summarises the key attributes associated with each intelligence and 

the types of activity that can be incorporated into the lesson plan / curriculum. 

Learners generally do not fit entirely within one of the intelligences / categories 

but may enjoy a multiplicity of tasks.  



 

 

Figure 2: Gardiner’s Multiple Intelligences and App

Setting  

Source:  http://leoniemathilde.weebly.com/gardners
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Distinguishing between the participants who are listeners (traditional didactic 
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Identifying the most preferred type of facilitator/trainer required for the delivery 

of the workshop. These include: – the Spoon Feeder; the Discussion Guide; the 
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community. A community of learners does not occur by just simply asking 

learners to divide into groups and to complete a specific task. The learning is 

facilitated and guided by the teacher who tailors his / her methodologies, 

thereby enabling students to analyse and interpret information (including both 

concepts and empirical data / case studies). There is also a reliance on open-

ended questions, whereby dialogue and critical thinking can be developed 

and enhanced within the classroom setting. The facilitation of an interactive 

classroom requires the teacher to maintain an on-going emphasis on the 

overall learning objectives, the delivery and implementation of tasks, 

development of knowledge, skills and attitudes and the re-enforcement / 

recapitulation of prior learning. The following examples can be utilised within 

the classroom in order to develop a community of learners whilst maintaining 

an interactive classroom:  

Group work:  

Pair work (think-pair-share): Ask the students to think about a specific topic / 

concept, tell them to write it down their answers, pair off the students and get 

them to share response and then get the various pairs to share the responses 

with the class / wider group.  

4-mat group work: Create a group of 4 students and provide each group with 

an A3 sheet of paper with a particular theme written in the centre of the page. 

Once completed, pass the page around the group and each student has 2 

minutes to write three things they know about the specific theme / concept.  

Classroom Discussion: 

The predominant speaker in classroom discussions is the student. The format 

would not follow a questions and answers dialogue but rather a mix of 

statements and questions. The overall pace is slower with fewer exchanges as 

opposed to the dominant teacher questioning format which is brief with many 

fast exchanges.  

Questioning:  

Asking good questions involves: wait time, open ended questions and good 

listening skills, thereby ensuring al students feel they are talking to each other.  

The interactive questioning technique can also be utilised insofar as the 

teacher asks multiple response questions and 3-4 students respond without 

teacher evaluation and then all responses are collectively summarised. This is a 

good technique for fostering thinking and listening to peers.  

Reciprocal Teaching: 

Reciprocal teaching refers to an instructional activity that takes place in the 

form of a dialogue between teachers and students regarding segments of text. 

The dialogue is structured by the use of four thinking strategies: clarification, 
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questioning, summary and prediction. The job of the teacher in a ‘cognitive 

apprenticeship’ is to model (i.e. think aloud and demonstrate), coach 

(scaffold), and fade. The teacher and students take turns assuming the role of 

the teacher in leading this dialogue. The purpose of reciprocal teaching is to 

facilitate a group effort between teacher and students in critically analysing 

the contents of the text.  

 

Involving the Adult Learner 

It is important to involve adults throughout the training /learning process and 

this can be achieved effectively by:  

 Asking questions to the learners 

 Sharing of experiences between learners 

 Group discussion and feedback 

 Case studies with learner feedback 

 Interactive worked examples and discussion 

 Asking for learner feedback at the conclusion of tasks.  

 

Recommended Training Techniques According to Module Type 

The SESBA training material contains a number of modules that address specific 

knowledge, competencies and skillsets pertaining to social entrepreneurship. In 

addition to the previously stated teaching pedagogies and training techniques, 

there are certain training techniques which are specific to certain modules. In 

Table 3, modules within the training programme are assembled thematically 

into two groups and suitable training techniques have been provided for each 

group. These recommendations refer to face-to-face or synchronous online 

learning, not excluding the use of other techniques according to the trainer’s 

experience and the characteristics of the learner group. 

 



 

18 

 

Table 3: Specific Techniques for Selected Groups of Modules in the SESBA 

Training Programme 

Group of modules Techniques 

Group 1 

Understanding Social 

Entrepreneurship 

Role of Business Advisors 

Structures for the Development of 

Social Enterprises 

Social Enterprise Sustainability 

Financing and Accounting Social 

Enterprises Operational 

Requirements for a  Social Enterprise   

Managing and Governing Social 

Enterprises 

 

 

Practical written exercises 

Case studies 

Interview/lecture from expert in field 

of social entrepreneurship  

Action plan 

Brainstorming  

Story telling  

ICT 

 

Group 2 

Business Advisor Professional and 

Personal Development   

Business Advocacy and Counselling 

Social Enterprises  

The “Consulting Toolkit “ 

Communication with social 

entrepreneurs   

Business Advising Tools, Equipment 

and Material 

 

Representation exercises 

Observation and self-observation 

Role play 

Site visits 

Brainstorming 

Team-building and group activities 

Self-assessment 

Reflection 

(Moral) dilemma exercises 

Demonstrations  

ICT  
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6. Independent / Autonomous Learning  

Independent / autonomous learning can be defined as being able to direct, 

control and organise the learning process without the assistance of a teacher / 

instructor. This requires strong self-motivation and self-orientation. Furthermore, 

the learner needs to possess adequate critical thinking skills, insofar as to have 

the capacity to:  

 Identify other people’s positions, arguments and conclusions;  

 Evaluate the evidence for alternative points of view; 

 Weigh up opposing arguments and evidence fairly; 

 Identify false or unfair assumptions; 

 Recognise techniques used to make certain positions more appealing 

than others, such as false logic and persuasive devices;  

 Reflect on issues in a structured and coherent manner;  

 Draw conclusions about whether arguments are valid and justifiable, 

based on good evidence and sensible assumptions;  

 Present a point of view in a structure, clear, well-reasoned way that 

convinces others (Adapted from Cottrell, 2005).  

An autonomous learner also needs to be skilled in the process of taking 

appropriate notes, particularly if acquiring knowledge via online lectures. The 

process of writing uses motor memory which enables the learner to remember 

the information more efficiently. Furthermore, some people find it easier to 

recall information which they have written in their own handwriting. The process 

of selecting what to write, rather than writing everything being articulated by 

the instructor means that there is a greater degree of interaction with the 

material. It is advisable, to avoid making notes on unrelated topics, no matter 

how interesting or useful they maybe in the future. It is possible to write notes for 

several different projects at once but separate sets of notes should be kept or 

else use clear headings so separate the distinct topics / concepts.  

7. ICT Education Methodologies  

In case of delivering the course content for the SESBA training programme 

online via streamed lectures and supplementary reading material, the instructor 

should configure teaching styles and methodologies for online learning, thereby 

enabling active participation to be an integral component of the learning 

process. Figures 4a and 4b provides a detailed summary of techniques that can 

be deployed for the fostering of a conducive interactive learning. A specific 

emphasis is placed on providing appropriate technological support; learning 

environment; and instructor / tutor – learner interactions. Furthermore, the 
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learner has to display a number of characteristics – self-orientated, self-

disciplined and possessing adequate skills in ICT. 

 

Figure 4a: Checklist for Online Interactive Learning (COIL) 

 

Source: Hanover Research Council (2009: 6) 
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Figure 4b: Checklist for Online Interactive Learning (COIL) 

 

Source: Source: Hanover Research Council (2009:7) 
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8. Assessment of Learning 

Effective assessment and feedback are integral components of the learning 

process. Even though the SESBA training programme is a self-taught training 

course, the on-line platform offers opportunities for the learner to reflect on his / 

her progress with respect to acquiring and understating knowledge related to 

the concept of social enterprise.  

 

In a traditional classroom environment, formative assessment techniques 

include: question and answer sessions; debates / group discussions; creative 

projects; written assignments etc. For the SESBA on-line learning platform, 

learners have to complete a multiple-choice quiz based on training content 

supplied for each module sub-unit. The questions provided through this medium 

are deemed to be ‘low order’ as the learner is confined to the particular 

choices provided by the on-line platform. In order to provide a more thorough 

critical assessment of the material, learners are provided with a number of 

reflective questions. The participant has to complete these reflections 

independently and the information is not shared with other individuals. 

However, a trainer could incorporate these reflective questions into a 

classroom environment and / or monitored online discussion group / blog. 

These questions would be deemed ‘higher order’ as they allow the learner to 

engage in a more critical reflection and evaluation of the training content. 

According to Brown & Wragg’s (1993), trainers need to be mindful of the 

following procedures whilst asking questions:  

 Provide adequate wait time: allow a reasonable amount of time for the 

leaners to formulate an answer prior to sharing it with the group. The 

trainer should avoid interjecting. If the learners are having difficulties in 

understanding and / or interpreting the question, then it is necessary to 

reword / rephrase (this may also act as a prompt / clue).  

 The question should be open-ended: this enables a discussion to 

develop amongst the participants. This enables active learning, whilst 

also improving the learners’ listening skills.  

 Clarifications: always provide opportunities for the learner to ask 

questions. If the trainer does not know the answer, just simply inform the 

learner that you will follow up with an appropriate answer.  
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9. Trainer’s Attitudes 

In facilitating the training of adults, the attitudes of the trainer / teacher are 

particularly important. Effective approaches include: 

 Be flexible and respond to events as they arise. While it is important that 

there is a structure for the workshop / class, it should not be so rigid as to 

prevent the addressing of issues or questions which might arise. An in-

depth knowledge of course material by the trainer is pivotal for the 

delivery of the programme.  

 Try to be lively and enthusiastic in order to stimulate interest and 

commitment from the learners. It is also important that the trainer is 

positive and enthusiastic.  

 Look for opportunities to link the learning to practical situations. The 

trainer should provide concrete examples from his or her own 

experience. This applied teaching approach will enable the learning 

process to become more tangible for the participants. 

 Show patience, respect and understanding towards the learners. It is 

important to remember that the role of the trainer is to provide positive 

guidance / instruction and more importantly to share and generate 

knowledge between the trainer and learner; and vice versa. The 

participants have knowledge and experience which should be utilised to 

the maximum extent. 

 Ensure that you can be heard and seen during the workshop (regularly).  

 Repeatedly check for understanding of key concepts. Where a complex 

topic is being addressed in a short time it is important to check and 

monitor participants understanding of key topics   presented in the 

workshop. Encourage questions and clarifications from the start, as this 

will help to make sure that all participants are achieving the learning 

outcomes. 

 Watch for signs of dis-interest arising and insert an activity or break (even 

if not planned).  

 Ask learners for regular feedback (can be effectively achieved during 

scheduled breaks and group activity work). Participants are more 

inclined to provide feedback (on a one-to-one basis) during an informal 

break.  
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10. Training Aids and Materials 

The use of visual learning materials helps a variety of learners to engage with 

the learning content. In order to be effective, learning resources need to be 

well designed and exhibit the principles of effective instructional design. Table 4 

shows a brief description of the training aids that may be used during the 

training programme. 

Table 4: Training Aids – Applicability, Advantages and Disadvantages 

Instructional 

Aid 

Useful for Advantages Disadvantages 

Hand-outs 

Providing guidelines 

for activities 

Provide detail for 

activities 

Must be well 

structured and clearly 

written 

Supplementing visual 

aids 

Memory aids to 

presentations and 

demonstrations 

Must be kept up to 

date with 

presentations 

Supplementing 

demonstrations 

  

PowerPoint slides 

Gaining attention 

with the use of 

graphics 

Help learners 

remember what you 

say 

Depending on 

technology to work 

Providing 

reinforcement of oral 

presentations 

Easily combine works 

with graphics 

animations videos 

and sound 

Passive form of 

delivery 

Emphasising key 

points 

  

Flipcharts/ 

Whiteboards 

Recording ideas 

from brainstorming 

and feedback 

Can be used without 

preparing in advance 

Requires excellent 

writing skills 

Clarifying points from 

oral presentations 

and demonstrations 

Inexpensive Can be confusing 

and hard to read if 

crammed with 

information 

Making lists  Can be difficult to use 

without turning your 

back on learners 
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Videos 

Provides visual 

support for concepts 

and ideas 

Effective in 

demonstrating best 

practice 

Can be costly to 

develop 

Good for 

demonstrating skills 

Engaging for the 

learner 

Learners may 

become too passive 

Good for providing 

attitude training 

 Needs to be high 

quality not to distract 

the learner 

 

11. Delivering the Presentation 

There are a set of instructional design principles to consider when selecting or 

designing learning content for a workshop (Harris, 2012). These include:  

 Use titles and subtitles that are informative or that summarise the text. 

 Prioritise information so that the most important information is at the 

beginning. 

 Introduce only one idea in one sentence. 

 Provide descriptive examples when explaining technical words. 

 Use graphics, charts and pictures to reinforce crucial facts and points. 

 Deliver the same information both orally and in hand-outs. 

 Simplify your words and choose standard language. 

 Be direct, avoid long sentences. 

 Remember that visual aids should be used as an aid to your oral 

presentations and demonstrations, not as a replacement for them. 

 A variety of instructional aids have been outlined in Table 3 (previous 

section), detailing the advantages and disadvantages of each one. It is 

important to remember that instructional aids are there to support the 

learning process. Aids that encourage active participation are 

particularly important.  
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12. Handling Learner Questions 

Whilst it is important to deliver information to your participants and encourage 

their involvement, it is equally important to listen to their comments, questions 

and opinions. Appropriate effective listening and feedback is required. The 

following are some points which may be useful when involved in listening 

situations: 

 Adopt a positive attitude.  

 Display appropriate body language. 

 Read the signs – pay attention to the participant’s body language. 

 Chose a response carefully – accept and respect the opinion of the 

participant. 

 Do not allow the training workshop to be dominated by a single query or 

question. Remember time needs to be carefully controlled for the 

duration of the workshop. In certain instances additional time with a 

participant may be required so politely ask them to continue the 

conversation or query at break time or at the end of the course.  Do not 

ignore or delay the process if it is important to workshop. 
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