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1.
Introduction

a. Training efficiency is dependent upon the ability of the instructor to instruct!
b. He must be able to promote interest and enthuse those to whom he is to deliver instruction and to create an atmosphere in which the student will be able to maintain that enthusiasm. To do this successfully, the instructor must plan and prepare his lessons and consider ways in which he can keep interest alive. It follows that a bored student is unlikely to assimilate all or probably any information, I which case both the instructor and the student will have failed!

2.
Aim (instructional objective)

The aim of this guide is to offer guidance on the proper implementation of basic 
instructional techniques (BIT)

3.
The reason why

a. Familiarity breeds complacency, lessons that are often delivered tend to become automated and planning/ preparation fall by the wayside 
b. Instructors, from time to time need revision to refresh their memory and to revisit the core of basic instructional techniques to give it a new and fresh perspective.

4.
Incentive

A good instructor will derive satisfaction from having done his job well and his student will have learned to a higher standard. Both skills and knowledge will have improved and the student/instructor relationship (respect) will have been firmly established.

5.
The principles and techniques of good instruction

a. Principles:
i. Promotion and maintenance of the desire to learn.

ii. Preparation and planning.

iii. Confirmation.
b. Techniques:
i. Selection and use of visual aids.

ii. Question technique.

These are expanded in the following notes.

6.
Promotion and maintenance of the desire to learn


This clearly has two components – i.e. ‘promotion’ and ‘maintenance’.

a. Promotion may be achieved by:

i. Posters, displays, advertisements, photographs, exhibits etc.
ii. Publication of forecasts, programmes and notice board information.

iii. At and of lessons giving a ‘look forward’. At beginning of lessons outlining the @instructional objective’, the ‘reason why’ and ‘incentive’ for personal gain prior to instruction.

b. Maintenance of the promoted desire may be achieved by:

i. Enthusiasm of the instructor being transmitted to the class.

ii. Creation of maximum class activity either mental or physical

a. Mental for a ‘facts’ lesson.

b. Physical for a ‘skills’ lesson.

c. Use of senses – hearing, sight, touch, smell – the instructor should devise methods that best suit or employ the relevant senses.

d. Aim for simplicity – nothing will be learned unless it is understood.

e. Create variety – use imagination.

f. Plan to avoid distractions – from out side activities that may impinge upon the class by sound or in the sight of. Instructor mannerisms must be identified and controlled – vocal, such as ‘OK’, ‘yeah’, ‘alright’, ‘and so on and so forth’ must be avoided and physical mannerisms such as repetitive movement of hands, pacing up and down, fiddling with chalk or pointers etc – all must be seen as distractions to the student.

7.
Preparation and planning

a. Preparation: The following should be considered:

i. The instructional objective – what is the target being aimed at/ This must be limited, clear and above all attainable.

ii. Time. – Often the time required and the time available are not the same – compromise may be required.

iii. The class. – number of students, their current knowledge level, their ability to assimilate knowledge must all be known.

iv. Subject matter. – Instructors knowledge – is pre-reading required? – What actually needs to be taught, in what order and under which subject headings?

v. Tests/ examinations. – Be aware of the various types of tests and prepare them accordingly e.g. – progress tests, skills tests, written tests, oral tests etc.

vi. Presentation. – Choose and prepare the most effective means of presenting the subject matter.

vii. Resources. – Decide upon and prepare the resources needed to meet the representational style.

viii. The working environment. – prepare for the best possible environment.

b. Planning: All lessons must be planned and should consist of 3 main components – The Beginning, The middle and The End.

i. The beginning consists of:

a. Preliminaries such as roll call, text book/equipment issues, need to take notes etc so that all students are prepared.

b. Revision (if appropriate) – linked to previous instruction. This establishes whether students are able to proceed and helps refresh memories and align their minds to the subject in hand

c. The instructional objective. – Explain what is to be taught, why they need to know it and include an incentive to indicate personal gain. Note that the instructional objective must be Limited, Clear and above all attainable!

ii. The middle consists of:

a. The main instructional matter broken down into phases under separate subject headings laid out in logical and progressive order (remember preparation). The subject matter must be reviewed and pruned as necessary to bring it down to the essentials.

b. Confirmation must follow each phase – this must be planned. 

iii. The end should consist of:

a. Questions from the class to clear any doubts. This gives an opportunity for the instructor to offer the question back to see if the class has grasped or missed the point.

b. Questions to the class to check that instruction has been assimilated and that the instructional objective has been achieved.

c. Packing up. – Always done before the summary.

d. Summary – to emphasise and underline the salient points of instruction.

e. Look forward to assist in maintaining interest.

8. Confirmation
Confirmation is critical to good instruction. It provides the vehicle by which the instructor can assess whether his instruction has been wholly successful.

a. Why confirm? To ensure that students are learning and to clear any class doubts. It also helps to give the students a sense of achievement and strengthens the incentive to learn.

b. When to confirm? 

i. At The Beginning by means of planned revision to ensure that subsequent instruction is proceeding on a sound basis.

ii. In The Middle by means of planned confirmation – either questions or tests at the end of each phase of the lesson – and by allowing questions from students to clear doubts.

iii. At The End by means of planned confirmation to ensure that the instructional objective has been achieved and to clear doubts from the class.

Note that unplanned confirmation may be required at some stage if students appear to be in difficulty.

c. How to confirm.
Confirmation may be done in several ways:

i. Oral tests.

ii. Written tests (facts lessons).

iii. Performance tests (skills lessons).

Variety can be created by the use of quizzes, discussion groups, exercises, games/competitions.

Remember that confirmation is a vital part of the instructional process which assesses the value and effectiveness of instruction.

9. Selection and use of visual training aids
a. This is often a poorly understood and applied technique and as such will form a distraction or fail in supporting good instruction. Above all, the use of visual aids must be properly planned. The following notes give guidance

i. Must be necessary. Only use aids if they will assist i n making instruction clear.

ii. Must be interesting. Assists in raising and maintaining interest

iii. Assist instruction. Used as an adjunct to instruction – it does not replace it.

iv. Must be selected carefully as part of the instructional plan and not just bunged because it might look good.

In short, ensure that the aid is necessary, the most suitable, simplest, largest (to be seen by the class) and interesting as possible.

b. Using aids is worthy of comment.

i. Plan the use of them carefully.

ii. Rehearse their use if functional aids.

iii. Produce only when required to avoid being a distraction.

iv. Describe the aid if necessary – it may not be familiar to the students or it may be a complex piece of equipment.

v. Teach whilst using the aid or it becomes a distraction.

vi. Dispose of the aid once done with it but have it to hand for confirmation if required.

10. Question technique

a. Question technique is one that if applied properly can be a most effective instructional tool. If applied wrongly, can detract from good instruction and leave students confused. It forms an integral part of confirmation. The purpose of question technique is 3 fold:

i. To test student or class knowledge.

ii. To test by encouraging reasoning.

iii. To create activity by keeping the class mentally alert.

b. How should questions be used by the instructor? Here are some do’s and don’ts:

i. Do direct questions to the class as a whole – make them all think then nominate a student to answer. Remember:

-
Pose the question

-
Pause to make them think

-
Point to student to answer

ii. Do ensure your question is clear and unambiguous in order to gain the answer you want. For example the question – ‘What tyre pressures should be used on a ¾ ton LR trailer?’ is not clear and is decidedly ambiguous. It prompts the sub question of:

a. Is it laden or unladen and to what capacity?

b. Are they cross country tyres or road use only tyres?

c. Is it for round town running or for long distance high speed motorway running?

d. Is it for desert use or for cooler climates?

Note – Plan your lesson carefully.

iii. Don’t ask questions that encourage guessing – i.e. 50/50 questions. For example, having asked one student a question – point at another and ask ‘is he right?’ to which the correct answer of yes (or no) is possibly a pure guess and the student giving that answer will not have learned the point in question.

If 50/50 questions are unavoidable ask the student to qualify his answer.

iv. Don’t test a skill by asking questions.

v. Don’t ask questions that test powers of expression. An embarrassed student is a lost student.

c. How should questions from the class be answered? These will fall into 3 categories, - relevant questions, irrelevant questions and questions to which you do not have the answer.

i. Relevant questions

a. If dealing with a point already taught, pose the question back to the class to check whether it was a point generally missed by the class. It also helps class activity.

b. If dealing with a point yet to be taught – say so and ensure it is covered in a later phase or lesson.

c. If dealing with an omission on the part of the instructor, rectify this immediately.

ii. Irrelevant questions.

a. If genuine – deal with it sensibly, encourage but do not become distracted.

iii. Questions to which you do not have the answer.

i. Admit it but promise to come back with the answer later and remember to do so!

d. Remember: 

i. A good question is clear (easily understood) unambiguous, stimulates thought and avoids guesses.

ii. Good question technique encourages class participation, maintains mental alertness and if skilfully used, can save time, eradicate irrelevance and maintain interest.

11. Summary
Good and effective instruction makes use of the 3 principles and 2 techniques outlined here. They are not distinct and separate from one another since the effects of on clearly shape and guide the others. They form the core of BIT and used as an entity will ensure that instruction is soundly based, well performed and successful.

The mechanics of a (facts) lesson plan

1.
The Beginning:

a. Preliminaries: e.g. roll call, need to take notes, refer to text books, précis etc.

b. Revision from previous instruction

c. Introduction:

iii. Training objective.

iv. Reason why it is taught.

v. Personal incentive.
2.
The Middle:

a. Stage 1 – Lesson content:
i. Clear doubts on stage 1.

ii. Confirm.
b. Stage 2 – Lesson content:

i. Clear doubts on stage 1.

ii. Confirm.

c. Etc.

3.
The End:

a. Clear doubts on whole lesson by questions from class.

b. Confirm on whole lesson by questions to class.

c. Pack away kit.

d. Summary of salient points

e. Look forward
The mechanics of a (skills) lesson plan

1.
The Beginning:

a. Preliminaries: e.g. roll call, need to take notes, refer to text books, précis etc.

b. Revision from previous instruction

c. Introduction:

vi. Training objective.

vii. Reason why it is taught.

viii. Personal incentive.
2.
The Middle:

a. Stage 1 – Lesson content:
iii. Each stage must be broken down into 4 parts:

i. Explanation
-
of the skill by the instructor

ii. Demonstration
-
of the skill by the instructor

iii. Imitation

-
by the student

iv. Practice

-
by the student

iv. Clear doubts on stage 1
v. Confirm stage 1 by skills test.
b. Stage 2 – Lesson content as for stage 1.
c. Etc.

3.
The End:

a. Clear doubts on whole lesson by questions from class.

b. Confirm on whole lesson by performance test.

c. Pack away kit.

d. Summary of salient points

e. Look forward
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