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(i) Preparation of the learner: 

 

The trainees should ensure that the trainees do not become nervous during the training period. 

The trainees should be educated about the importance of training and its relationship with the 

work flow. 

 

The trainees should also be made family with the equipment, machinery, tools and other items 

with which to work. In sum, the trainees should be explained ‘why’ of each job and especially 

the job he is going to perform. The trainer should inculcate interest in the trainees to learn 

perfectly so that they perform effectively on their jobs. 

 

(ii) Identification of training needs: 

 

Identification of training needs require organisational analysis, operational analysis, and man 

analysis. Organisational analysis is concerned with the determination of enterprise goals, 

allocation of resources, and establishing the framework within which training programmer is to 

be carried out. 

 

Operations analysis is concerned with the job an employee is doing or is supposed to do. Man 

analysis deals with the review if knowledge, attitudes, and skills of the incumbent and decide the 

alterations in the behaviours of the incumbent in order to perform the job effectively. 

 

According to William Berliner and William Mc Larney, while discovering the training needs the 

following tasks are to be performed. 

 

(a) List the duties and responsibilities or tasks of the job under consideration (Job Description 

can be used here). 



(b) List the standards of work performance on the job. 

 
(c) Compare the actual performance against the standards. 

 
(d) Determine the areas of the job where employee is struggling to perform effectively. 

 

(e) Determine what kind of training is to be given to the employee to overcome difficulties in 

performing the given task or job. 

 

(iii) Who is to be trained? 

 

The second important step in developing an effective training programme is to decide the 

employees who are to be trained. These include the supervisory staff, the newcomer, old 

employee, or all of these. 

 

(iv) Imparting knowledge: 

 

Disseminating information and imparting the methods of performing jobs is the core of training 

programmer. The trainer should clearly tell, show, explain, illustrate and question in order to put 

over the new knowledge and operations concerning the job. 

 

The trainee should be told the sequence of performing a given task, and why each step in the 

performance of the job is necessary. The trainer should give the instructions to trainees clearly, 

unambiguously, and completely. The trainer should ask questions to check whether the trainee 

understands what they taught and encourage the trainee to clear doubts, if any. 

 

(v) Performance try-out: 

 

To know the effectiveness of training all the trainees are tested. Testing is done by: 

 
(a) Conducting oral or written tests to the trainees to ascertain how far they have learnt the 

principles and techniques of performing the job. 

 

(b) Conducting structured interviews about the job. 



(c) Asking the trainees to do the job to ascertain their performance. 

 
(d) Studying the profiles and charts of carrier development of the participating trainees and 

related assignment techniques. 

 

(e) Eliciting the opinion of the top management about the trainees’ job performance. 

 

(vi) Follow - up: 

 

A final step in the training programmer is the follow-up. In the connection it is necessary to 

remember that “if the learner has not learnt, the teacher has not taught.” The trainees should be 

informed about their performance so that they can improve upon it in future. Providing feedback 

encourages the trainees to perform better because they will be able to identify the crucial areas 

where they are lacking; to know their weak spots and their strong points in performing the given 

task. After knowing the limitations it becomes very easy for the trainees to remove them and 

become successful on their jobs. 

 

 

 

ICE BREAKING AND GAMES 
 

 

 

An icebreaker is a facilitation exercise intended to help members of a group begin the process 

of forming themselves into a team. Icebreakers are commonly presented as a game to "warm up" 

the group by helping the members to get to know each other. They often focus on sharing 

personal information such as names, hobbies, etc 

 

Purpose 

 

An icebreaker should be related to the subject or the purpose of the meeting. For 

example, if a collaborative learning environment is needed for a training project, then an 

icebreaker exercise that promotes collaboration could  be  chosen. If the subject  of the meeting  

is literature, then the subject of the meeting could be introduced through an exercise that revolves 

around a participant's favorite books. 

https://en.wikipedia.org/wiki/Facilitation_(business)
https://en.wikipedia.org/wiki/Forming-storming-norming-performing
https://en.wikipedia.org/wiki/Team
https://en.wikipedia.org/wiki/Hobby
https://en.wikipedia.org/wiki/Collaboration
https://en.wikipedia.org/wiki/Literature


Icebreakers should be relaxing and non-threatening. For example, icebreakers in a professional 

setting should not require people to reveal personal information or to touch other people, as this 

may be stressful or culturally inappropriate. They should not embarrass the participants or make 

them feel compelled to participate. They should also not show disrespect for any social and 

professional hierarchies in the group, as this can be uncomfortable for participants. 

At the end of a well-executed icebreaker exercise, the facilitator should be able to summarize for 

the group what was learned during the exercise. 

 

Reactions 

 

People who dislike icebreakers may be reacting to previous experience with irrelevant, pointless, or 

poorly designed icebreakers. Participants may also show aspects of their  personality,  as  people  with  

different personalities or learning styles respond differently to the same exercise. 

 

Types 

 

There are many different types of icebreakers. Some of the most common are: 

 
 

 
Introductory icebreakers 

 
 

Often, when people get together for the first time, they do not all know one another. Introductory 

icebreaker games and activities not only help people begin to know each other, but also help them recognize 

and appreciate differences and similarities. Introductory icebreakers can be as simple as asking each person to 

tell the group their name and one fact about themselves, or they can be complicated exercises designed to build 

trust and a desire to work together. 

 

Getting-to-know-you icebreakers 

Icebreakers are frequently presented in the form of a game to “warm up” a group by helping the 

members to get to know each other. They often focus on sharing information such as names, personal facts, 

hobbies, etc. Getting to know you icebreakers also help people who already know each other become more 

acquainted. 

 

Team-building icebreakers 

https://en.wikipedia.org/wiki/Embarrassment
https://en.wikipedia.org/wiki/Personality
https://en.wikipedia.org/wiki/Learning_styles


Many icebreaker games are intended to help a group to begin the process of forming themselves into a 

team or teams. Some teamwork icebreakers, such as building activities, aid group dynamics by building trust, 

communication, and the ability to work together. 

 

Party (fun) icebreakers 

Party icebreakers introduce guests to one another. Use icebreakers that are simple and entertaining to 

 

 Formalize training and development plans. For a learning culture to be ingrained, it should be 

mandatory for all individuals in the organization. Training and development plans that are not 

formalized run the risk of not being taken seriously and as a result, not implemented.

 Give recognition to learning. Employees who have successfully learned new skills and abilities 

should be recognized and encourage others to follow suit.

 Get feedback. Sessions and polls should regularly be done to evaluate the benefits of training and 

development, as well as to determine whether the training investment is well spent.

 Promote from within. One of the advantages of training is having employees who are ready for a 

bigger role. Announce an internal job posting to encourage employees to gain knowledge.

 Develop knowledge and information sharing into a formal process. People will be more 

encouraged to share knowledge and information if they are required to do so. Formalizing the 

process makes sure that everyone who needs the information gets it.

 

The Advantages of a Learning Culture 

 

There are many benefits of a cultivated learning culture in an organization. These include, but are not 

limited to: 

 
 Increased efficiency, productivity and profit

coax people to converse and laugh. This sets the right mood for the rest of the party. 

Icebreaker questions 

As the name implies, icebreaker questions simply elicit information from people in an effort to get 

them comfortable and relaxed. Icebreaker questions can be serious or funny. The best icebreaker questions are 

designed specifically for an identified age and purpose and prepare people for activities or experiences that 

follow. 

Some key steps in creating a learning culture in the workplace for participants are as follows: 



 Increased employee satisfaction and decreased turnover

 An improvement mindset among employees

 A developed sense of ownership and accountability

 Ease in succession/transition

 A culture of knowledge inquiry and sharing

 An enhanced ability for workers to adapt to change

 

 
 

Introduction: the term "Facilitation" 

 Invite participants to recall their own practical experiences with participatory research 

tools and ask them for their interpretations of the term "facilitation". Collect all ideas on a 

flip chart and ask the participants to compose a definition of facilitation which covers as 

many of these ideas as possible.

Example for a definition of the term "Facilitation": 

 Facilitation, in the context of participatory processes, means the provision of support and, 

if necessary, guidance in different situations. These may include, for example, doing 

analysis procedures, undergoing social processes, applying certain tools, conducting 

participatory workshops, enhancing medium or long-term processes towards increased 

participation.

 Having composed a definition of facilitation, then discuss with the participants the role 

and performance of the person who undertakes the facilitation, that is, the facilitator.

 Role of the facilitator

 The facilitator takes a central role in guaranteeing the smooth, goal-oriented and 

successful running of training activities, as well as the involvement of all participants in 

such a process. Additionally she/he has the task of creating a positive atmosphere in 

which participants experience and exercise attitudes and behaviours appropriate to 

participapotry engagement. Some traits common to good facilitators include:

- being neutral 

- keeping personal opinions out of the dynamics of the process. 

- being a good observer (keeping an eye on social interaction and content of the 

work) 



- encouraging participants to exercise fair and respective behaviour towards 

each other’s - reminding them as often as necessary of the key-principles and 

attitudes of participatory processes 

- being a kind of instrument, maintaining a balance between letting the group 

work on their own and assisting actively in order to avoid unnecessary detours 

and friction 

 

 
 

 

 

 
 

1. To enhance teachers skills which help to make teaching-learning process effective 

2. Make learners active in the classroom 

3. Communicate them according to their capabilities 

4. Develop lesson plan and build interest 

5. To make students good observer 

6. Develop easy and understandable learning material 

AUDIO VISUAL AIDS 

Audio Visual Aids are also called instructional material. Audio literally means “hearing” and 

“visual” means that which is found by seeing. So all such aids, which endeavor to make the 

knowledge clear to us through our sense are called “Audio Visual Aids” or Instructional 

Material. All these learning material make the learning situations as real as possible and give us 

firsthand knowledge through the organs of hearing and seeing. Therefore, any device which can 

be used to make the learning experience more concrete and effective, more realistic and dynamic 

can be considered audio visual material. 

Audio Visual Aids Definition 

According to Burton. These are sensory objectives and images which stimulate and emphasis on 

learning process. Carter V. Good. It is a trainable (motivation, classification and stimulation) 

process of learning. 

Objectives of Teaching Aids 

http://studylecturenotes.com/social-sciences/education/213-what-is-learning-definition-characteristics-a-domains-of-learning-
http://studylecturenotes.com/social-sciences/education/213-what-is-learning-definition-characteristics-a-domains-of-learning-
http://www.studylecturenotes.com/curriculum-instructions/importance-of-audio-visual-aids-in-teaching-and-learning-process
http://www.studylecturenotes.com/curriculum-instructions/importance-of-audio-visual-aids-in-teaching-and-learning-process


7. Follow child cornered learning process 

8. Involve intimation in objectives 

9. To create interest in different groups 

10. To make teaching process more effective. 

 

TYPES 

 

It can be classified simply on the bases of sensory experience. Because human beings derive 

their experiences mainly through direct sensory contact. Keeping this in view, it can be classified 

in to three main groups: 

 

 

 

 

 

 

 

1. Relevancy 

2. Useful and purposeful teaching 

3. Accuracy 

4. Interest 

5. Minimize verbalism 

6. Comprehensibility 

1. Audio Aids examples are Radio, Tape-recorder, Gramophone, Linguaphone, Audio 

cassette player, Language laboratory 

2. Visual Aids examples are Chart, Black and while board, Maps, Pictures, Models, Text- 

books, Slide projector, Transparency, Flash-cards, Print materials etc. 

3. Audiovisual Aids examples are LCD project, Film projector, TV, Computer, VCD player, 

Virtual Classroom, Multimedia etc. 

Advantages 

1. Its helps to make learning process more effective and conceptual. 

2. Its helps to grab the attention of students 

3. It builds interest and motivation teaching students learning process 

4. It enhance the energy level of teaching and students 

5. It is even better for over burden classrooms 

6. It provides students a realistic approach and experience 

Disadvantages 

1. Technical Problems 

2. Students Distractions 

3. Expensive 

4. Time consuming 

5. Need Space 

6. Convenience 

Characteristics 



7. Motivation 

8. Realism 
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