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Teaching Strategies

This workshop depends on several approaches to learning to help engage different preferences for learning and keep learners actively involved in the learning process. Learners have a learner guide for taking notes and reading both during and after class. Not all of the readings will be completed in class and students will be encouraged to read the remaining material after the workshop.

A PowerPoint presentation is provided to focus attention on each subject being covered in the workshop. Many slides include suggestions for items to emphasize and you will add examples and notes to illustrate the points of the presentation. You may choose to use the learner guide during the class as needed, or mention frequently that more information is included in the learner guide.
A CD containing videos about the energy industry is provided for use throughout the workshop. The Get Into Energy video is used in the Energy Careers segment of the course. Suggested videos to play during breaks include:

· Operator video 

· Jennifer Grove - Gulf Power video 

· Eddie Shue – Duke Energy video 

· Chuck Cunningham – AEP video
You can use these or other videos on the CD as appropriate for the students in the workshop.

Learning Objectives

· Identify key elements of the energy industry

· Explain the importance of first impressions

· Select characteristics of a positive image

· Identify behavior desired in the workplace (habits supervisors and co-workers like)

· Identify cooperative behaviors

· Engage in team building and negotiating

· Demonstrate effective communication with others

· Practice active listening

· Identify personal conflicts that arise in the workplace

· Identify communication strengths and weaknesses

· Identify safety requirements in the workplace

· Know the importance of compliance with standards, regulations, and established procedures to ensure a safe and healthy work environment
· Know basic regulatory requirements that promote safe and effective operations for the protection of people, data, property, and institutions
· Know the roles and responsibilities of employers and employees in creating and maintaining a workplace safety culture
Case Study – Killing Time - Instructions

Divide the class into groups of 3-5 students to discuss the case. When possible, make sure each group has members who can lead the group, present their findings, and keep the discussion moving.
Direct them to the case with questions to consider in the learner guide.

Have each group pick a spokesperson to present their ideas to the class after their discussions. 

After their presentations, ask questions to bring out any information not covered in their presentations to make sure the following points are covered:
· By not getting back to the boss, they might have missed an opportunity to learn a new task and become a more valued employee. 
· This might have been a test by the boss of their integrity and dependability.
· You are not being paid to take an extended break.

Case Study – Killing Time 
You have been employed as a line worker for the Energy Power Company for several months and have been learning more about the job each day. The crew you work with has been helping you learn the ropes and is getting to depend on you and another new worker. One day the boss sends just the two of you to a nearby site  to inventory equipment adding that it should take about two hours to finish and get back before quitting time. When you get there, the job is not as difficult as expected and you are finished within an hour. Your partner suggests stopping on the way back to shoot some pool.
· What do you do?

· What are the possible options?

· What would be the benefits of each option?

· What are some possible consequences of each option?

· Which would you choose and why?

· Why not choose other options?

Listening Assessment Instructions
Direct students to the Listening Assessment in their learner guides, allow enough time for the students to complete the assessment. After they have completed the assessment, have them study the Analysis of Results. Ask questions to get discussions started about any surprises discovered and any areas identified that need work. Advise students to take a few moments to write some tasks in their action plan.

Listening Assessment

Read each statement and decide how that statement describes your behavior and place a check mark in the appropriate column. 

	STATEMENT
	Always
	Sometimes
	Never

	1. I think about why I’m listening.
	
	
	

	2. I maintain eye contact with speaker.
	
	
	

	3. I concentrate on the message.
	
	
	

	4. I listen without judging or criticizing.
	
	
	

	5. I try to summarize the information.
	
	
	

	6. I give verbal and nonverbal indications that I am listening.
	
	
	

	7. I set a purpose for listening.
	
	
	

	8. I block out thoughts of personal problems.
	
	
	

	9. I try to predict what will come next.
	
	
	

	10. I take notes when needed to help remember.
	
	
	

	11. I ignore external distractions such as loud noises and other workers.
	
	
	

	12. I try to determine the speaker's purpose.
	
	
	

	13. I think about questions I may need to ask for clarification.
	
	
	

	14. I restate (paraphrase) messages to confirm my understanding.
	
	
	

	15. I let the speaker finish and do not interrupt.
	
	
	

	TOTAL CHECK MARKS
	
	
	


Listening Assessment Analysis of Results

Tally the three columns.  Then refer to the interpretations below.

14-15 Checks for Always 

You are probably a fantastic listener, both at work and among your friends.  Keep up the good work.

12-13 Checks for Always 

You are a good listener but you need to fine tune a few of your listening skills.  Choose behaviors to modify that you feel will easily improve your listening.  

10-11 Checks for Always 

You need to change some behaviors so that you will get more out of instructions at work. To improve your listening behaviors, you should start with any item that you checked as Never.  Then move to the Sometimes column.

9 or Less Checks for Always OR 7 or More Checks for Never 

You need to master listening skills for work success. It will be difficult to find a situation in which you will not need to use listening skills. Check with your local library for information on improving listening skills. An internet search on “listening skills” yields a number of articles, such as these at www.about.com and www.livestrong.com:

http://careerplanning.about.com/cs/miscskills/a/listening_skill.htm
http://www.livestrong.com/article/14657-improving-listening-skills/
Adapted from: http://www.elmhurst.edu/library/learningcenter/Listening/listening_behaviors_survey.htm
Coded Communication Exercise - Instructions
This game can be played by one group or between two or more teams competitively. 

The activity is more dynamic if played in competitive teams, minimum three players per team, ideally 5-10 players per team. 

The exercise involves devising and using a simple coded non-verbal (unspoken) communications system. Instructions are in the learner guide.
Equipment:  A pen/pencil and paper for each team member.

· Give teams between 5-10 minutes to devise and test their codes. Large teams may require more time.

· Begin the game by showing a number (a single digit between 0-9) to the team leaders.

· You can have several rounds of the game if desired to allow students to learn from the experience.

· After each round each team member secretly writes the number on the paper for verification.

After finishing, ask questions to prompt discussion about the process and increase learning about communication and teamwork, such as the following:
· How did you decide on the method to use?

· Did one person dominate the discussion?

· Did that person appear open to different ideas?

· Were several solutions proposed?

· How did you pick the method to use?

· Did you devise means to signal lack of understanding or confirmation of message received?

· How did you make sure each person correctly received and understood the signal before communicating to the next person?

· What have you learned about teamwork and communication in this exercise?

Review points:

· It's one thing to devise a communications system or set of communications rules - it's quite another challenge to ensure everyone understands it and uses it properly.

· Vital parts of communications systems/rules work best when people can remember them, without having to refer to complicated instructions.

· Complex communications systems/rules are often very good in theory, but difficult to apply in practice because they entail an additional dimension - represented in this game by the code key - equating to a reference or instruction manual, which in real work situations people often fail to use, understand, keep updated, etc.

· Written instructions and reference guides are obviously important for quality management, but the fundamental rules of communications are best kept as simple, intuitive and memorable as possible, so that core performance is not hindered or made unnecessarily complicated.

· In terms of this exercise, conveying the communication is only half the communications process - the other half is checking the communication has been received and understood. 

Coded Communication Exercise
Instructions to Teams: 

· Devise a secret coded (non-spoken, non-written) communication system for your team which enables a very simple piece of information - a single digit number between 0-9 - to be passed throughout the whole group/team - person to person ideally - so that everyone knows the number.

· The winning team is the first to successfully convey the number to all team members.

· The number must be conveyed using non-verbal and secret signals - it cannot be spoken, mouthed, written, signaled by holding up a number of fingers, or “tapped” using fingers or feet, etc.

· Facial expressions and eye contact are likely to be significant in non-verbal code systems developed, although teams will devise other methods.

· Whether to allow or mention touching - for example secret hand-squeezing, which teams might think to try - is at the discretion of the facilitator.

· The secret code aspect is important, if the game is played competitively and teams are given the same number to convey. 

· Instruct people to write down the number after all teams have completed the round, as proof of successful communication. 

· The team leader must raise his/her hand to signal to the facilitator when group/team members have received the number correctly. This potentially requires another team coded signal - to confirm successful understanding - which is a matter for the teams to decide.

· No speaking is allowed while the game is in progress.
· After devising and practicing the code the team leaders then return to their starting positions and await the facilitator's signal to start the game, at which the number must be communicated to all team members - using the non-verbal secret code - person to person.

· Teams stand in a line facing the back of the room and the back of the person in front of them. At the start signal the team lead taps the first person on the shoulder who turns and receives the communication. Once the communication is understood, the receiver turns around and taps the next person to turn around and receive the communication. This process is repeated until the last person receives the communication and signals the team lead that all team members have received the number.

· The team lead signals the instructor once assured all team members have the correct number.

Case Study – Digging a Hole – Instructions

Divide the class into groups of 3-5 students to discuss the case. When possible, make sure each group has members who can lead the group, present their findings, and keep the discussion moving.
Direct them to the case with questions to consider in the learner guide.
Have each group pick a spokesperson to present their ideas to the class after their discussions. 

After their presentations, ask questions to bring out any information not covered in their presentations to make sure the following points are covered:
· Safety violation is grounds for immediate dismissal.

· More time will be lost if somebody is injured – first aid, emergency room visit, completing paperwork, and lecture from the boss.

· Even if not fired, they will have to re-establish credibility, dependability, and trust.
· The boss will not be happy with you, because he is required to report the safety violation.

· We have all dug a hole by hand without safety goggles without injury, but it is a safety violation and you can’t predict when a rock chip will strike you in the eye.
Case Study – Digging a Hole
You are working with a crew to repair the underground service to a rural customer. A hole must be dug by hand in the middle of a field a distance form the road. It must be dug by hand to avoid damage to other nearby utility lines. Of course the boss picks the youngest, newest employees for this arduous task. You and your partner spend half an hour lugging all of the equipment from the truck to the site to get ready. After you start digging, you notice your partner is not wearing required safety goggles. He doesn’t want to take the time to go back to get the goggles and wants to continue digging.
· What do you do?

· What are the possible options?

· What would be the benefits of each option?

· What are some possible consequences of each option?

· Which would you choose and why?

· Why not choose other options?
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