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1 1/2 hour

NOTESA/V AIDS OUTLINE

1. Introduction

1.1 Introduce self and assistant
1.2 Present unit objectives.

Upon completion of this unit you will
be able to do the following:
• Define classroom management.
• Describe the three keys to success-

ful classroom management.
• Describe the role of the instructor

as classroom manager.

1.3 This unit pulls together the information and concepts of the
other units and puts the instructor in the classroom.

There is a test at the end of theunit.
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Upon completion of this unit you will be able to do the following:
• Define classroom management.
• Describe the three keys to successful classroom management.
• Describe the role of the instructor as classroom manager.

UNIT OVERVIEW
Purpose: To develop the responsibilities of the instructor to plan for the conduct of a training

session and to manage the learning environment.

General Guidance: This unit is loaded with opportunities for interaction with the class. The build-
ing of lists of needs, problems and actions can involve the class. Demonstrate good class-
room management!!

Cautions: Do not re-teach the previous units. Use recall. Avoid too much “difficult student” prob-
lem solving. Stick to principles and avoid specific situations as this can become a morass to
get lost in.
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Overhead projector, Flipchart, Transparencies, Workbooks.

10 Classroom Management
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2. Presentation
Classroom management is:

The employment of those policies,
procedures and techniques which are
designed to secure effective learning.

Classroom management is a three phase activity that commences
prior to the instructor entering the classroom, during the initial
contact when ground rules are established and throughout the
presentation. It is in essence the employment of all of the con-
cepts and skills presented in this course.

The keys to successful classroom management are:

EFFICIENCY
COMPETENCY

EFFECTIVENESS

Interact with the participants to fill in the blanks on the
worksheet. Relate back to previous units.

2.1. EFFICIENCY
Management of the non-content factors to prevent or reduce
and negative effects.

Before class check the following:

2.1.1. Seating - make sure the arrangement meets your needs
and the comfort and safety of the participants.
• Easy access into room and to work areas.
• Freedom of instructor movement.
• Participant visibility of visual aids
• Participant seating - Arrange name tags and tent cards.

2.1.2. Lighting
• Light enough to see.
• No reflection on screens.
• Can the lights be lowered if adjusted.
• Where are the switches?

2.1.3. Acoustics.
• Can everyone hear well?
• Do you need a sound system and microphone?
• Test before class with equipment running-A/C, A/V.

TR 10-2

WB 10-2

TR 10-3

WB 10-2

Q. When does
classroom
management
begin?
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2.1.4. Equipment and supplies
• Are the equipment and supplies that you need ready and
available?
1. Flipcharts, easels, pens (marker and OH) & tape.
2. Chalk or white board.
3. Projectors-Overhead, 35mm.
4. Screen - does it pull down or stand up? Keystone

adaptor?
5. Video players and monitors-cables.
6. Props or object aids for demonstrations.

• Do they work?
• Can you operate them?
• TEST all equipment.
• Do you have electrical outlets, cables and adaptors?

2.1.5. Ventilation and Temperature
• Can it be controlled?
• Is it acceptable to the participants?

2.1.7. Classroom appearance
• Room clean and picked up? Boards erased?
• Cables organised and taped down.
• Participant materials ready and complete.

2.1.8. Class room policies, rules, norms, procedures.
Be sure class knows.
• About breaks - when, where, how many, times.
• Smoking policy - classroom, break-outs.
• Are questions welcome? Any time? Only at end?
• Criteria for evaluation - how and when.

2.1.6. Timeliness
• Start on time
• End on time
• Encourage class to be on time and you be on time!

2.2. COMPETENCY
You know the content, have quality materials and are ready.

2.2.1. Content knowledge
You are thoroughly prepared with the necessary knowl-
edge of the subject.

2.2.2 Materials
You are using quality materials to support your presenta-
tions.

Q. Why is this
important?
  Discipline
  Environment.
Q. What else might
be included?
   Dress
   Absences

Unit 8 Equipment
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2.2.3 Personally
You are personally prepared and mentally ready to make
the presentation.

Confidence
• Confidence is a state of mind. Differs from ego.
• Never "Fake it"! It's not wrong to not know the answer.

Attitude
• Don’t act superior.
• Be positive and enthusiastic
• Be yourself. Be comfortable.
• Feel good and enjoy yourself.
• Make the participants feel good.

Awareness
• Be aware of your students-watch non-verbals.
• Pick up on clues, they will tell you when you have lost the
class or they don’t understand.

Flexibility
• Be flexible and try adjust to THEIR needs, but...
• Don't forget the need to achieve the objectives.

2.3. EFFECTIVENESS
All of the tools available to an instructor are used to make
certain that the objectives of the training are achieved.

2.3.1 You as instructor
Remember what we talked about in unit 3?

1. Personal-Dress & appearance, etc.
2. Presentation-Energy, style, etc.
3. Presence.

Voice
Vocabulary
Non-verbals
Communication
Pace

2.3.2. Instructor as manager
Prevention - No surprises in the classroom
• Prework
• Objectives
• Ground rules
• Agenda.
• Be available.

Ask recall
questions for
feedback on unit
3.
Don't reteach
unit 3
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Interaction
• Offer frequent opportunities for participants to ask

questions.
• LISTEN when they ask questions.
• ANSWER the question or use the file.
• Encourage discussion by asking questions.
• Use active listening techniques.

Boomerang-put question back to class.
Reflection-say it back as said.
Paraphrasing-say it back as perceived.

Response
• Be tactful.
• Resolve discipline problems. Many ways to handle.

Usually effective to give the problem a chance to
speak and answer his/her concerns. Never lose your
temper or yell and never get sarcastic.

• Avoid making excuses and avoid referring to some-
thing you forgot or don’t have.

• Never threaten to give tests for punishment. Deal adult
to adult.

• Be in control-you are the leader and the instructor.
Don't let the class take control away from you.

Facilitate a discussion of the following questions:
• How should student responses be handled?

All participant response should be accepted and legitimised.
Every request or question should receive a response.

• What instructor actions tend to develop negative participant/
instructor relationship?
Talking down to participants as if they were children, criticis-
ing participant input or ignoring it.

• How should violation of class policy be handled?
This should be established at the time the ground rules are
established. This will vary with the group and culture.

• What instructor actions tend to develop a positive student/
instructor relationship?
Treating the participants as adults, recognising and accept-
ing all participant input, positive feedback and reinforcement.

• What problems do you see with conducting training for superi-
ors or colleagues?
Instructors are nervous-unsure, colleagues reluctant to
accept, superiors already know it all.
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Get participant
response.

Flipchart
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4. Review
Many of the things we have discussed here are the influ-
enced by what the Course Coordinator has done in making
arrangements for the training activity.

We have already looked at the Reference Guide on Meet-
ings and Facilities in the unit on facilities. You will want to
refer to this guide when you plan your next training ses-
sion.

Remember the Murphy's Laws on 9-12 apply to instructors
as well as co-ordinators.

Review unit objectives and point out the reference on
classroom management in the reference materials behind
tab 12.

5. Unit Post Test
Have the participants complete unit test and then briefly review
the answers. See WB 10-4.Inst for course answers.WB 10-4
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10 Minutes


