(Insert your Agency’s Name)

Learner-Centered Education Inservice 

Teacher Safety:

What to do if you don’t know?
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Date of Inservice:

Location: 

Trainer(s):

In this workbook, you will find a…

Design Overview written in the seven step format

Agenda
Each Activity on the Agenda:

· Trainer’s Notes:  These notes are a guide for timeframes, purpose and directions for the activity, and suggested materials and handouts. The trainer’s notes can be deleted from documents to form trainee workbook.

· Trainee directions:  Directions are written from the point of view of the trainee.  Open-ended questions appear in shaded italics.  For example: “What did you notice about this activity?”
Handouts:

· Explanation of Affirm, Admit, Resolve

· Suggestion sheet for Affirm, Admit & Resolve 
(ways to say “I Don’t Know”).
· To Bounce Or Not To Bounce worksheet

Leader’s Preparation Checklist:  Includes lists of all materials, flip charts, and handouts to conduct the entire inservice as well as some general guidelines for the trainer on how to prepare.

Learner-Centered Education Principles and Practices (for general information and for use in developing ice breaker questions)

Design Overview:

WHO:  


Twenty (insert actual number) nutrition educators, including RDs and Nutrition Assistants.  Supervisors and leaders within agency. (You may want to name specific individuals.)

WHY:


Overall: 

Staff need time to discuss using the principles and practices of learner-centered education in the group, share successes, voice concerns, ask questions about their experiences, and make suggestions for future classes.  This inservice is designed to build on learner-centered principles and practices. (In some agencies, staff may have participated in the Finding the Teacher Within project -- a California WIC training program designed to prepare educators to use learner-centered principles with participants).
For this inservice:

Educators may feel unsafe leading classes for many reasons, including: fear of admitting they don’t have answers for all potential questions, insufficient knowledge about the class topic, not knowing how to handle noisy children or unruly participants, etc.  This inservice will address the first item on the list – dealing with questions for which they don’t have the answer.  
WHEN:  (Insert day and time) 45-65 minute in-service

WHERE:  (insert location)  At local agency staff meetings, room arranged with semicircle and several small group worktables.
WHAT: 

Ice Breaker (optional)

Warm Up focused on what staff currently do when questions arise that they cannot answer.
Skill Building Section 
· Demonstration and practice formulating & using “I Don’t Know” responses.
· Demonstration of “Bounce it Back” technique, and identification of instances when it would / would not be appropriate.
Closing, Take Away the Learning, and Next Steps 

· Selection of one-two phrases that the learner is willing to use in future situations when asked a question they cannot answer.
· Identification of a real life situation where the “bounce it back” technique would have worked well.
Evaluation
WHAT FOR:

By the end of the inservice, trainees will:

· Identify what makes them feel uncomfortable leading group discussions,
· Formulate and practice responses to questions for which they don’t know the answer,
· Recognize when to bounce questions back, and 
· Evaluate this inservice and provide suggestions for future inservices.
LEADER’S Preparation Checklist

Materials:

· Dark colored markers, highlighters, pens

· Post-its

· Chart paper
· Masking tape

· Laminated cards with bounce it back statements from the “To Bounce or Not to Bounce worksheet  (optional – design on ball shaped paper)

Flip Charts:

· Agenda

· AAR Approach ( see trainers notes for activity on Formulating “I don’t know” responses)

· To Bounce 

· Not to Bounce

· What Went Well?  And How About? (see activity on Evaluation)

Handouts:

Trainee workbook (optional):  Edit trainer guide to remove trainer’s instructions 

Explanation of Affirm, Admit and Resolve

Suggestion Sheet for Affirm, Admit and Resolve 

To Bounce Or Not To Bounce worksheet

Preparation:

Look at “Suggestion Sheet for Affirm, Admit and Resolve and consider tailoring it or adding to it. 

Make flip charts. Copy all handouts. Also, you can make a trainee workbook. 

Set up room to facilitate pair work.
If you like, select a theme for the inservice and use graphics and decorations to reflect the theme. You can change the name and materials for the activities to be consistent with your theme. For example: if you selected stars as your theme, post-its could be stars, and the activity for sharing successes could be “Shining Stars”.
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Safety
(Insert Timeframes)

(insert date and place)

Total Estimated Time: 45-65 minutes

 1. Welcome, Introductions, and Ice Breaker
10 minutes
Overview of the inservice 

2.  Pair Share – Current Practice



  5 minutes
Staff share experiences dealing with questions they don’t have the answer for.
3.  Formulating “I Don’t Know” Responses

10-15 minutes

Explanation of the formula and generation of examples.
4.  Practice






        5 minutes

Pairs practice 2-3 ways to say “I Don’t Know”
5.  Using the Bounce it Back technique

10-15 minutes

Definition of technique and when use is appropriate. Identification of questions with which the technique would/would not work.
6.  Wrap-Up    






       5 minutes

Choice of one or two phrases from the tip sheet that they would be willing to use in classes. Identification of a situation where Bounce it Back would work well. 
7. Evaluation 






        5 minutes
Trainer’s Notes for Welcome and Introductions

Purpose:

To introduce the inservice and look at the agenda.

Directions:

Introduce yourself and the inservice.  Review the agenda.  Post the agenda and pass out workbook, if using.

Materials: 

In-service agenda on flip chart paper.
Handouts:
Agenda [optional] 

Icebreaker:  (optional)

Trainee workbook (optional)

Overview of Inservice

a. Listen to this brief overview of our inservice.   
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b.  What questions do you have about today’s agenda? 
[ Trainer: Provide answers as needed.] 

Trainers Notes for Pair Share – Current Practice:

Purpose:

To allow learners a chance to reflect on their reactions to difficult questions in the group education setting and to share how they handle these situations.
Directions:  

Guide the group in this warmup activity to get them thinking about the topic.
1. Pair Sharing - Handling difficult questions
a. What do you do now?: 

· Think about how you handle situations when you are asked a question you don’t have an answer to, in a group setting. Share this with your neighbor.
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· We will invite a few pairs to share responses with the group.

Trainers Notes for Formulating “I don’t know” responses
To demonstrate how a formula can be used to put together appropriate responses. 

Directions:
Explain that there is a simple way to deal with these questions, gracefully and professionally.

Review the following information posted on a flip chart.
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Explain: The resolve step may not always result in an answer to the question. It may be a referral to another expert for the answer (eg. … that’s something you really should discuss with your doctor).

Emphasize: It’s very important to follow through when promising to get back to someone with an answer. 
Hand Out:  AAR suggestion sheet

3. Affirm, Admit and Resolve
a. We will review the example of Affirm, Admit and Resolve on the flip chart.
b. Now that you’ve seen how this works, talk with your partner and come up with one or two of your own AAR responses.
We’ll compile a list and record them here on the flip chart.

c. Here is a Suggestion Sheet with some more suggestions for AAR responses.  Please look it over, and choose two that you can practice with your neighbor ( or you may choose a different one from the flip chart list we compiled).
d. What questions do you have about Affirm, Admit and Resolve?
Trainer’s Notes for Using the Bounce it Back technique
Purpose:

To introduce trainees to an additional tool for handling difficult questions.

To help trainees identify situations where this tool would / would not work well.

Directions:

Explain:  There may be situations where you can invite the other learners in a group to answer a participant’s question.  
An example would be when a participant ask :  How can I get my child to eat  more vegetables?

You can then bounce the question back to the group by asking:  “Does anyone here have suggestions they would like to share?”
This is called the Bounce it Back technique. 
In this case there may be many people in the group who have dealt with the same problem and found solutions they can share. 

Demonstrate:  You may wish to demonstrate the technique by inviting the learners to ask questions that you may not know the answer to.  Ideally you can show how you might either use AAR or bounce back

Note – If learners have been trained on the Affirm, Add, Move On method for correcting misinformation, you can explain that the Bounce it Back technique can be used as the Add portion of Affirm, Add, Move On. 

There are a couple of things you need to keep in mind when using the Bounce it Back technique:

1.  It works well when the question can be answered by sharing experiences 
     rather than facts (i.e., no real right or wrong answers).

2.  You as the trainer need to feel comfortable about the responses you might 
     get. There may be times when it will be necessary to correct misinformation.

Handout: To Bounce or not to Bounce
4. Using the Bounce it Back technique
In groups of 3 or 4, please select three cards for your group from the basket.  Each card has a question.  In your group decide which questions you would bounce and not bounce back and post on the appropriate flip chart. 
We’ll discuss your responses in a larger group.

Trainer Notes for Wrap up
Purpose:

To give trainees an opportunity to identify responses they will feel comfortable using when confronted with questions they cannot answer.
Directions:

Instruct learners to each review the AAR suggestion sheet one more time, and to select and circle one or two responses they think they would feel comfortable using in the future.

Ask them to also think of one situation in the past when they were asked a question that could have been answered by using the  bounce it back technique. 

Have them write this down, so when it comes up again, they can try this new method.  
Handouts:  AAR suggestion Sheet
5. Wrap Up 

a. Refer to your AAR suggestion sheet and choose one or two responses that you would be comfortable using in the future. Circle them. 
b. Take a moment to think about a past situation when you were asked a question that could have been answered using the bounce it back technique. Look at the suggestion sheet and highlight one or two responses that you could have used.
c. Please take a moment to consider: What questions do you have about using these skills?
Trainer Notes for Trainee Evaluation

Purpose:

To evaluate the inservice and suggest ideas for improving future inservices.

Directions:

Post chart paper and distribute post-its. Ask trainees to reflect on the inservice and provide feedback about what went well and suggestions to improve future meetings.

Materials:

Two flip charts: one entitled What went well?; the other How About?
Post its, markers, tape

6. Trainee Evaluation 

a. Think about today’s training. What went well? What are your suggestions for the next training? 
b. Post your responses on the flip charts. Thank you for participating.

Handouts

Explanation of 
Affirm, Admit and Resolve 

Affirm (Good question)

Affirming all voices lets participants know that you welcome all questions. You want the participant to feel good about having contributed to the discussion.  Think of yourself as being the hostess of a party.  Help your guests to feel comfortable.
Keep in mind:  

· Tone of voice

· Body language

· Using their name

· Using technique thoughtfully, don’t over do it

Admit (be honest about not knowing the answer)

This is the time to gracefully admit that you do not know the answer to this particular question.  It is perfectly acceptable to be unable to answer a question. The participant will appreciate your honesty.
Resolve
Offer some type of resolution for the participant. 
Ways to resolve the question:

· Look up the answer later and get back to the participant.

· Refer participant to someone at your site that can answer their question.

· Offer the participant a pamphlet or reading materials that would have the answer.

· Refer the participant to their doctor, or some other resource outside of WIC where they may be able to get an answer.

.

Suggestion Sheet for Affirm, Admit and Resolve 

Ways to Say “I Don’t Know”

	Affirm 


	Admit 
	Resolve

	· That’s a very interesting question.

	I don’t have an answer for that
	I can check with someone here and get back to you.

	· I like that question it shows you’re thinking.

	I have to admit, I really can’t answer that 
	We do have a brochure on that topic, and I’ll be glad to get one for you.

	· I am glad you asked that.
	I’m not quite sure what the answer would be
	If you’d like to wait I’ll see if the RD can answer your question after class.

	· It’s great that you are thinking about that.

	I’d have to look into that further before I could answer you.
	Perhaps you can check with the pharmacist

	· What a great question, I’d like to know the answer to that myself.

	I’m afraid I don’t have the answer now 
	I can find some materials for you, so you can read more about that

	· You’ve raised a very good point. 

	I’m not sure I have the most recent information on that
	I can give you a number you can call to get more information

	· That’s an excellent question.
	I am not sure about the recommendations in this area.  
	That’s probably something you should discuss with your doctor 


	· Thanks for that interesting question.
	You’ve managed to stump me!
	I can get the answer for you from the dietitian after this class.



To Bounce or Not to Bounce 
Worksheet
Instructions:  Determine whether or not you would use the bounce it back technique with the following questions. Why or why not?

1. I heard that vitamin B12 will give you more energy.  Is that true?

2. I’m trying to wean my baby off the bottle, but she always cries for her “baba” at bedtime.  What can I do?

3. What do you think about the cabbage diet?

4. I want my little boy to eat healthy, but sometimes he begs and begs until I take him to McDonalds.  Can you give me some advice?

5. I know I’m supposed to take my prenatal vitamins, but they make me really nauseous.  Is there something I can do to keep from feeling sick when I take them?

6. Is formula with added fats (lipids) really that much better ?
7. How can I get my child to drink more water?  He always wants juice.

8. I heard that if your baby is fussy to give him tea, and that it’s good for his tummy.  What do you think?

9. My mom said that cereal in the baby’s bottle helps him sleep through the night.  Is that true?

10.  If I’m upset or stressed, will it affect my breast milk?

11.  How do I get my child to sit at the table?  He always wants to take a bite and then run around.

12.  How can I get my child to watch less T.V. and exercise more?

 
Learner-Centered Principles 

and Practices
Respectful: Learners feel important and valued. Adults need to feel respected for who they are, where they’ve been, and what they know how to do.

Immediately Meaningful: Something that learners feel is helpful in their own lives right now, that they can take back and use right away.

Safe: Learners feel comfortable and confident and willing to jump in.

Engaging: Learners are involved, and participate in their learning. We look for the smiles, conversation, laughter, questions, and movement that let us know our learners are engaged.

Open Questions: Questions without set “correct” answers. Often have the words “what” or “how,” and “you.” Don’t feel like the teacher is “fishing” for an answer.

Pause for Answers: Waiting at least 5 seconds for a group to answer an open question. Learners may feel shy, or may need time to think about the question before they respond. 

Affirm: Praising someone who volunteers an answer. Even if you do not agree with what they say, they will feel respected and you will encourage others to contribute.

Work in Pairs: People often feel more comfortable talking to just one other person than in front of an entire group. This is safer, and gets more people involved in the class at the same time. 

Learning Style — Hear, See, Do: Tell me and I’ll forget; show me and I may not remember; involve me and I’ll understand.

Provides Information: The class gives participants important new content.
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For Learner Centered Education to really work, both the learner and the facilitator must feel safe in the learning environment. There are various reasons that facilitators sometimes feel unsafe. Some of the common reasons include; not having the answers to all potential questions; not being an expert on the class topic; not knowing how to handle noisy children or unruly participants; and there may be others. Today we will discuss the first reason mentioned, not having the answers to all potential questions.











                       The AAR Approach


Answers to Difficult Questions





A = Affirm


A= Admit


R= Resolve





Example:





That’s really an interesting question (affirm the question)


I don’t have an answer for you at the moment (admit you don’t have an answer)


If you’d like to wait a moment after class, I can check with the RD and get back to you (resolve with a plan to find the information and then follow through)
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