	[bookmark: _Toc316990570]Lesson No:  1.1.2 – Training Skills – 
Good/Poor Presenter - Giving/Receiving Feedback
	Duration: 90 Minutes

	Resources required:
· Laptop or PC running Windows 7 and with Office 2010 
· Projector 
· PowerPoint Presentation 

	Aim:
[bookmark: _GoBack]The overall purpose of this training is to bring professionalism and consistency to the training delivery of the standardised cybercrime training for judges and prosecutors course in Turkey and to provide additional skills for the trainers to be able to deliver the underlying course in their own countries.
The purpose of this session is to describe the qualities of a good training presentation and demonstrate polished delivery techniques.

	Objectives:
By the end of the lesson the delegates will be able to:
· Identify the characteristics of a good (and poor) training presentation
· Explain the purpose and value of feedback
· Apply methods to control your nervousness

	Introduction
This session has been prepared to allow delegates to discuss and list the characteristics that may make a good and bad presentation; these would include the actual delivery style of the presenter/trainer, the training materials used and also others participating in the presentation including the recipients. Secondly this session will look at the purpose of feedback and when and how is should be provided. Finally this session will discuss ways of controlling nervousness utilising knowledge, rehearsal and preparation.

	Slides 
1 to 23

	PowerPoint
The slides in this presentation are provided as a framework for the trainer to work logically through the three objectives.

	Slide 1
	The session has the specific purpose to outline the qualities of a good training presentation and demonstrate polished delivery techniques.

	Slide 2
	The overall objectives of the Training of Trainers element of this course are described for the delegates, these are to bring professionalism and consistency to their training delivery by:
· Describing the qualities of a good training presentation
· Demonstrating polished delivery techniques 
· Engaging participants, and maintaining their attention
· Developing structured and focussed content and materials  
· Assessing your audience and responding to their dynamics
· Applying appropriate preparation; rehearsing for success
· Presenting a professional image
· Responding to content and performance evaluation, and making enhancements based on feedback

	Slide 3
	The objectives for this particular session are explained to the delegates, these are the things that that the delegate should be able to do at the end of the session. These objectives may be used to test the knowledge obtained and to allow the delegates to evaluate the training. For this session the delegates should be able to:
· Identify the characteristics of a good (and poor) training presentation
· Explain the purpose and value of feedback
· Apply methods to control your nervousness

	Slide 4
	Good Presenter v Poor Presenter
Good presentations don’t just happen
This slide acts as an introduction to slides 5 to 9 following.

	Slide 5
	Presentation
Q – What is the definition of a presentation?
A – The delivery of content
This slide should explain to the delegates that a presentation is not just an onscreen PowerPoint or Keynote presentation but includes any session intended to provide information to a small or large group.

	Slide 6
	Q – Where does this delivery come from?
A – The Presenter/Trainer
A – Materials
A – Fellow participants
This slide continues from the previous slide to explain that a presentation is not only what is said but will include other training materials such as handouts and the content could even be delivered by the participants (students) themselves, in the form of results from individual or group exercises and discussions.

	Slide 7
	Presentation Exercise
Good presenter vs Poor presenter
Use the template and list as many characteristics of a good presenter and a poor presenter
Time allowed = 5 minutes
This slide is a visual reminder of a two-part exercise they are asked to begin individually by using an exercise sheet with two columns which is headed ‘What makes a ‘good’ presenter or a ‘poor’ presenter?  List the characteristics of each’. After five minutes the trainer should move them onto the following slide.

	Slide 8
	Presentation Exercise
Now divide into 2 equal groups
· Group 1 = Good presenter
· Group 2 = Poor presenter
· Pull together individual results
· Present back to the group
· Use any method that is available
· Choose whether to use 1 presenter or many
· Have FUN!
The class is now divided into two groups with each being asked to consider either the characteristics of a Good presenter or the characteristics of a Bad presenter from the notes on the exercise sheets of their individual members. Once they have collated and discussed their responses each group should report their collective findings to the class – using a presentation method they consider to be most suitable.

	Slide 9
	Questions?
This slide is used by the trainers to address any issues raised by the class and also to introduce or introduce any areas that the trainer believed needs to be emphasised before moving onto the next topic. 
This is also the first point at which the trainer should assess that the delegates have understood what has been delivered, and indeed point out that what they have just completed is just as much a presentation within their agreed definition, as if they had just had someone lecture them on the subject. 
The trainer may wish at this stage to advertise that future sessions on this course will look at how students learn best.

	Slide 10
	Feedback is a reflection
Feedback is like a mirror. It is the reflection of a team member’s performance back at him or her. If and when the team member changes, the reflection changes as well
This slides act as an introduction to slides 11 to 18.

	Slide 11
	Feedback
•Why feedback?
–To improve and develop
•When?
–As soon as possible
•What sort?
–Most should be positive
•How to give negative feedback?
–Positive then negative then positive (sandwich)
This slide introduces reasons for the provision of feedback, when feedback should be provided and the form feedback should take. 

	Slide 12
	Feedback Sandwich
This slide is highlighting that if it is necessary to provide constructive Negative feedback should be surrounded where possible by other Positive feedback. 

	Slide 13
	· How do you give constructive feedback?
· Be specific
· Describe behaviours, not judgement about the behaviour
· What if many things are wrong?
· Don’t give feedback on everything
Focus on the most critical items
The trainer can introduce the concept of constructive feedback not as criticism but as information to improve ones actions.
Quote:  Charlie Brown says to Lucy:  “I want feedback so I can improve myself”.  Lucy looks him in the eye and says:  “OK, you have a big nose!”  This isn’t what we want, is it?
Q:  Why give feedback? 
A:  To improve, develop, action etc.  However, the information you gather    
      is of no value until you do something with it
Q:  When?  
A:  Give feedback as soon as possible
Q:  What sort?  
A:  Most feedback should be positive, so spread it around generously
Q:  How do you give negative feedback? 
A:  Give positive first, then negative, then finish with a positive (i.e.               
     ‘sandwich’ it)
Q:  How do you give constructive feedback?  
A:  Be specific and describe behaviour, not judgements about the behaviour   
     (e.g.“Your voice lacked power” versus “The training might have  
     benefited from a little more volume and power”
Q:  What if many things are wrong?
A:  Don’t give feedback on everything that could be improved.  Prioritise  
     and focus on the most critical items.

	Slide 14
	Effective feedback is…
· Timely
· Specific
· Descriptive
· Relevant
· Helpful
· Realistic 
These six categories should be discussed within the classroom with the trainer guiding delegates as to how to interpret and put into practice each of the categories.

	Slides 
15 - 17
	Feedback Exercises – 3 Scenarios
Groups are asked to deal with adverse behaviour by members of their teams – they have to consider how to provide effective feedback to the team member so that it meets the requirements of the six points shown on slide 14. Each scenario will be debriefed within in the classroom with the scenario being worked through and discussed first by the group dealing with that scenario and then with contribution from the rest of the class.  

	Slide 18
	Questions?
This slide should be used by the trainers to address any issues raised by the class and also to introduce or introduce any areas that the trainer believed needs to be emphasised before moving onto the next topic. 
This is also the point at which the trainer should assess that the delegates have understood what has been delivered.

	Slide 19
	Controlling Your Nervousness
· Everyone gets nervous
· Don’t worry about it
· Controlled nerves are beneficial
· Welcome the adrenalin
What are the symptoms of nervousness?
Trainer should begin a discussion by pointing out that all trainers get nervous and should get nervous, and should then move on the signs of and causes of nervousness.

	Slide 20
	Controlling Your Nervousness
· More experience = less nerves
· Rehearse the presentation (not memorise)
· Welcome the class individually
· Involve the group in activities
· Set up the classroom the night before
The trainer should discuss that preparation both by greater knowledge and understanding of the subject matter and testing any practical exercises both in advance and in the actual classroom environment should reassure the trainer. Rehearsing the presentation so that you understand the order that the presentation should run and possible question areas and tangents will present themselves. Setting up the classroom in advance and again testing any exercises practically if they involve technology should provide the trainer with understanding of possible pitfalls and therefore steps can be considered to avoid them.  

	Slide 21
	Controlling Your Nervousness
· Arrive early and check the equipment
· Act enthusiastic and confident
· Your behaviour can change your feelings
· If (when) things go wrong – do not panic
· Don’t take yourself or the role too seriously
· Use mental imagery to instil confidence
Again the trainer should repeat that preparation can alleviate a lot of the issues that cause nervousness in trainers.

	Slide 22
	Session Objectives
The trainer should now recap that delegates are able to:
· Identify the characteristics of a good (and poor) training presentation
· Explain the purpose and value of feedback
· Apply methods to control your nervousness

	Slide 23
	Questions?
This slide should be used by the trainers to address any final issues raised by the class and also to introduce or introduce any areas that the trainer believed needs to be emphasised before ending the session. 

	
	Practical Exercises
There are two practical exercises in this session (slides 6-8) is designed to stimulate individual and then collective views on what makes a good (or bad) presenter. Slides 15-17 deals with role-playing providing negative but constructive feedback to a team member.

	
	Knowledge Check
The trainer should check knowledge and understanding by asking relevant questions during each of the session aspects.

	
	Summary / Recap
This session was designed as promote best practice by trainers by outlining the qualities of a good training presentation and demonstrating polished delivery techniques.
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