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Action Maze

A printed description of an incident, for analysis, followed by a list of alternative actions is called an 
action maze. Each action choice directs the participant to a new page, which gives the results of 
that action and a new set of alternatives from which to choose. The results the participant receives 
after each step may give more information, as well as a reaction to the action taken. The selection 
may also lead to a dead end, sending the participant back to the original situation to make another 
choice.

When to use:
• To develop decision-making skills
• To develop problem-solving skills

Requirements:
• Written instructional materials
• Pens, pencils, etc.

Advantages:
• Develops an awareness of alternatives and consequences of decisions
• Intense skill development
• Self-paced

Considerations:
• Is costly to construct
• Difficult to update. Need to use information that will not change
• No opportunity for discussion or interaction with others

Related strategies: 
• Case study, programmed instruction, computer-assisted instruction
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Bingo

Description:
The presenter gives a lecture, asking questions at random intervals. The participants pair up and 
place a check mark in the square of a bingo card that contains the correct answer.

Uses:
• When the instructional content is primarily factual or conceptual
• When the participants are capable of working with a partner
• When you can generate several short-answer question related to the content of the 

presentation

Advantages:
• Stimulating and fun
• Engages the group’s attention
• Reinforces ideas presented during the lecture or presentation

Things to de aware before using this method:
• You need to prepare the bingo cards
• If you don't have time to prepare handouts or transparencies, ask the questions in oral form 

and ask your partners to verify the answers before move along.
• If you don't have enough time, reserve the final 5 minutes of a presentation for the question 

interlude.
• If you have too many participants, assemble them into teams of up to five members.
• You might leave some answers blank, and give the participants the opportunity to fill those, to 

make the game more attractive.

Process:
1. Prepare the activity: have an outline and divide it intro approximately 10-15 minute section. For 

each section, prepare a set of short-answer questions. Assemble the questions and print them 
on transparencies (or handouts). Make a list of the answers to the questions; then prepare 
bingo cards that have these answers arranged in 5 by 5 block matrix. It is not necessary for 
every answer to appear on each bingo card. If you have more than 25 answers, distribute them 
among the different cards.

2. Brief the participants: before the presentation, ask the participants to pair up. Give each pair a 
bingo card. If you have an odd number of participants, the last person should join one of the 
pairs (rather than work alone). Explain that you will ask questions during the lecture. Each pair 
should find the answer to each question on lecture, whichever pair has the most sets of five 
marked squares in a horizontal, vertical or diagonal line is declared the winner. Stress the 
importance of paying attention to the content of the lecture during the presentation and working 
together with partners to identify the answers to the questions.

3. Start the presentation: make the presentation on the first section of the topic. When the topic is 
completely covered, stop the lecture and warn the participants that the first question interlude is 
about to begin.

4. Present the questions for the first section. Project the transparency with these questions or give 
a copy of the questions to each partnership. Ask the participants to work with their partners and 
come up with answers to these questions. Ask them to scan their bingo cards and place check 
marks on the squares that contain the correct answers. Inform the participants that their 
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particular card may not include every answer. Pause while the participants place their check 
marks.

5. Have the participants check their answers: request that each pair give their bingo card to a 
nearby pair. Read each of the questions and give the correct answer. Ask the pairs to look over 
the bingo cards to see if the square with the answer is marked. If it is, have them write "OK" in 
the square to show that it was correctly identified. After you have answered all the questions, 
ask the pairs to look over the bingo cards for any check marks in squares that don't have an 
"OK". If they find any such check marks, they should erase them. When the pairs are finished, 
have them return any cards to their owners. Whenever a pair gets back a corrected card with 
five marked squares in a line horizontally, vertically or diagonally, they should shout "Bingo!" 
However, they should continue playing, since the pair with the most five-in-a-lines at the end of 
the session is the winner.

6. Repeat the process: continue with your lecture and present the next section. Repeat the 
process of stopping the lecture and playing the next round of the bingo game. Supervise each 
of the interludes and provide the correct-answer feedback as before. As before, whenever a 
pair gets back a corrected card with five marked squares in a line horizontally, vertically or 
diagonally, they should shout “Bingo!" However, they should continue playing, since the pair 
with the most five-in-a-lines at the end ot the session is the winner.

7. Conclude the activity: at the end of the last round of questions, ask all the participants to check 
their bingo cards and count one point for each horizontal, vertical or diagonal line of five 
marked squares. Identify the partnership with the highest number of bingos. Congratulate the 
winners and, if you can afford it, give them an appropriate prize.
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Brainstorming

Brainstorming is a problem-solving situation in which participants are given a problem and asked to 
bring into the discussion any ideas that come to mind, no matter how outlandish. All ideas are 
gathered and recorded, without evaluation, before any are discussed. Idea gathering is usually 
limited to 5-15 minutes.

When to use:
• To develop novel or creative solutions to problems
• To develop creativity
• To stimulate participation by group members

Requirements:
• Board or flip-chart for recording ideas
• Chalk or pens
• Tape for posting flip-chart pages

Advantages:
• Encourages unusual suggestions.
• Breaks mind sets and allows for new approaches.
• Although only a small number of the ideas usable, surfaces a significant number of valuable 

ideas
• Maintains interest because of fast-moving pace of session
• Encourages participation by all group members

Considerations:
• Requires skill on the part of the leader to keep the session moving and the ideas coming, as 

well as to refrain from judging ideas generated.
• Productivity of the group depends upon the abilities of the participants and their understanding 

of the process.
• Requires a non-threatening environment

Related strategies: 
Creative thinking, problem solving
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Carousel

Never mind what group, people have a lot to share. A small exercise to discover it.

When to use:
• Can be great to work out common elements or... (it all depends on the task you give)!
• Participants are asked to form groups standing in two lines, facing each other.
• Each group has to perform a task related to the group facing it. Roles can be changed 

afterwards or task performed by both groups in the same time.
• Once this is done, each group takes a big step to the right (or to the left, important is to keep 

the same direction) facing now another group and performing the same task again, in the same 
way as before. The group that arrives to the end of a line will move to the first place on the 
opposite line.

• The groups can change positions several times, till the circle is finished, until first two groups 
meet for the second time.

Requirements:
• Big free space in a room, chairs, some tape or rope to border the places groups will be placed 

in.

Advantages:
• Interaction between all participants.
• Sharing information in two ways (from one group to the other and the other way around).

Considerations:
• Groups should make the movements to one direction in the same time.
• Should be limited to a single task.
• Can be loud and chaotic!

Related strategies: 
• Fishbowl
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Case Study

A case study is an oral or written account of a realistic situation, including sufficient detail to make it 
possible for the participants to analyse the problems involved and to determine possible solutions. 
In many cases, there is no one correct answer. Case studies should, as much as possible, 
replicate the real world, both in the nature of the content and in the method in which they are 
presented and completed. While work on the cases may be done either individually or in groups, 
this method should always conclude with a discussion of the outcomes.

When to use:
• To develop critical-thinking, problem-solving, and decision-making skills
• To provide realistic and practical experience
• To evaluate learning and/or test analytical knowledge or abilities
• To learn to separate facts from inferences

Requirements:
The case (written, film, video, or other form of presentation)
Pencils, pens, paper--whatever is necessary to complete case requirements
Board and/or flip-chart for case study discussion

Advantages:
• Actively involves participants
• Keeps interest levels high because of participant activity and relevancy to real world situations
• Blends well with other methods (ex. lecture or readings)

Considerations:
• Takes time to work and to discuss.
• Cases can become outdated by such things as changes in laws, language used, social mores, 

dates, etc. Periodic revision is essential.
• Good case studies can be difficult to write. They need to contain enough facts to be completed 

without making up information. Yet, the information should be organised in such a way that the 
solution is not obvious. Incomplete or incorrect information, too much extraneous or confusing 
information, and cute or funny names often detract from the effectiveness of a case. This can 
cause the participants to become frustrated and direct their energies toward attacking the case, 
rather than working it.

• To effectively discuss a case, the instructor, if not the developer, must work the case and be 
thoroughly prepared to answer any questions that may arise.

• The instructor must be able to link the case study situation to the "real world," thereby adding 
credibility to the case.

Related strategies: 
• Action maze, exercises, incident process, in-basket exercises, role play

Page �  of �9 38



Demonstration

A technique that shows how something works or gets done is called a demonstration. It is intended 
to illustrate or clarify an idea, process, or relationship. The participant’s role is one of observing, 
rather than directly participating. Often, this strategy is coupled with participant practicing and 
receiving feedback on performance.

When to use:
• To show how a piece of equipment works
• To demonstrate a skill or technique
• To show how a technique can be used

Requirements:
• Equipment being demonstrated, if applicable
• Space requirements as needed

Advantages:
• Provides clear, direct example of how something works or is to be done.
• Is realistic. Cab be linked to hands-on application.
• Is inexpensive to develop.
• Can use expert to demonstrate and instructor to facilitate learning.

Considerations:
• Learner not active, so interest may wane, especially at low learn times of day.
• Need to ensure that all can see the demonstration clearly.
• Learners may see but not be able to do.

Related strategies: 
• Skit, simulation game, interactive modelling
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Exercise

Similar to a case study, the exercise is a short problem focusing on a specific learning point. Most 
exercises have one correct solution. A group of exercises may be used as a test.

When to use:
• To demonstrate newly learned procedures and principles, prior to attempting to apply the 

knowledge to more difficult and complex case studies

Requirements:
• Paper, pens, pencils, etc.

Advantages:
• Quickly identifies whether learning has occurred and pinpoint problem areas
• Participants actively involved
• Helps make transition between conceptualisation and application

Considerations:
• Should be limited to a single concept or procedure
• Takes some time to do and discuss
• Need to avoid tendency to make exercise too long or complex
• Should be tested to assure it will produce the desired result

Related strategies: 
• Case studies, incident process
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Fishbowl

A fishbowl is a discussion group that is divided in two parts: the inner circle, consisting of four or 
five people who discuss a topic, and the outer group, consisting of up to 20 people who observe 
(usually standing). 

Variations include: 
(1) members of the outer group may "tap in" or exchange places with members of the inner group; 
(2) the inner group (half the total group) discusses something for a specific period of time and then 
rotates with the outer group, who then discusses for a specific period of time;
(3) each member of the inner group has an alter ego in the outer group to advise and provide 
guidance. A fishbowl usually runs 20-30 minutes, enough time to let all interested people express 
their thoughts but not so long as to drag; it should end on a high note.

When to use:
• To open a discussion or stimulate thinking by allowing individuals to present different points of 

view
• To foster group participation
• To view group process
• To provide formative evaluation

Requirements:
• Physical space for inner and outer circles
• Chairs

Advantages:
• Encourages group participation by all members
• Maintains group interest
• Surfaces ideas and attitudes concerning a topic area

Considerations:
• As the purpose is to stimulate thinking, choice of topic is important.
• Should be an open-ended topic and one familiar to all the participants.
• This strategy should be coupled with a follow-up strategy which allows for a more in-depth 

examination of the topic (e.g. work group).
• It is wise to have a fail-safe device in the form of a "plant" (a person to help get the discussion 

started). The role of such an individual would only be to give some direction and ask questions 
if the group does not appear to be getting involved.

• The identity of individual should not be made known to the group
• The role of the instructor in this strategy is merely to set it up and to listen.
• Participation in the discussion should be only as a "tap-in"

Related strategies:
• Brainstorming, creative thinking
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Intelligent Interruptions

According to communication scientists, interruptibility is a key feature of interactivity. When you are 
talking with a bunch of friends, everyone interrupts everyone else; these interruptions don't bother 
anyone. When you are making an instructional presentation, however, most participants will not 
interrupt you—even if you invite them to do so. This is due to a combination of politeness, fear of 
attacks by the presenter, and anxiety about ridicule from the other participants. In this interactive
lecture format, you actually force the participants to interrupt you.
You stop your presentation at random intervals and select a participant to “interrupt" you. This 
participant is required to ask questions, make comments, or challenge your statements.

Uses:
• When the instructional content is informational in nature.
• When the participants are capable of asking appropriate questions and making appropriate 

comments.
• When you can listen to interruptions, react appropriately, and return to your presentation.

Things to be aware before using this method:
• What if you are pressed for time? Reduce the number of interruptions. Use only one type of 

interruption (such as the paraphrase). Don't pause for preparation.
• When the timer goes off, immediately pick a card to select a random participant.
• What if you have too many participants? Just ask the selected participant to speak loud enough 

so that everyone can hear him or her. Alternatively, ask the participant to come to the front of 
the room.

• What if everyone selects to paraphrase your presentation? When you choose the random 
participant, you specify which type of interruption you, want.

• What if someone's interruption indicates a major misunderstanding? Don’t make fun of the 
participant. Use this information as valuable feedback. Question a couple of other participants 
to check how widespread this misunderstanding is.

• Clarify the issue to correct the misunderstanding - session with prepared questions. Also, 
reduce each press conference to 5 minutes - or to three questions.

• What if a lot of questions are left unanswered because of limited time?
• Collect the unanswered questions and prepare a handout with the answers.
• Distribute this handout to all participants as a follow-up activity.

Process:
1. Distribute cards. When the participants arrive, give each of them a playing card.
2. Take these cards from the top of one of the decks. After the last person has received his or her 

card, take the same number of cards from the top of the other deck. Shuffle this packet (which 
has the duplicates of all the cards you distributed to the participants) and place it at some 
convenient location.

3. Brief the participants. Explain that when a timer goes off, you will stop your presentation and 
pause 30 seconds for everyone to get ready to make an intelligent interruption. You will then 
pick a card and announce its value. The participant who has the matching card will be forced to 
make one of the several different types of interruptions. Distribute a handout that lists these 
types of interruptions and briefly details each type.

4. Set a timer. Without letting any participants see the time, set your timer for a random period 
between 3 and 10 minutes.

5. Begin your presentation. Make the presentation in your usual style.
6. Stop the presentation. Interrupt the lecture when the timer goes off, in the middle of a sentence 

if necessary.
7. Pause while the participants prepare. Announce a 30-second preparation time. Ask the 

participants to select any type of interruption from the list and to prepare to make that type of 
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interruption. Encourage them to review the notes and to think back on the main points in the 
presentation. Set the timer for 30 seconds and start it.

8. Select a participant. Shuffle the packet of cards, pick any card, and announce its value. Ask the 
person with the matching card to sand up and make the interruption.

9. React to the interruption. Give feedback on the accuracy and appropriateness of the 
interruption. Respond to the questions. Provide a non-defensive rebuttal to any criticism. In all 
cases, remember to reinforce the participant's efforts.

10. Repeat the procedure. Set the timer for another random interval. Continue your presentation—
and stop it when the timer goes off. Pause for preparation, listen to the interruption, and 
respond appropriately.

11. Modify the procedure. To keep the participants alert, change the procedure from time to time. 
For example, ask that each participant work with a partner in preparing for the next interruption.

12. Conclude the presentation. When you fînish the session, conduct a final round of 
"interruptions." This time, however, tell the participants that any volunteer can present any type 
of interruption—without the 30-minute preparation time.
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In-Basket

The in-basket strategy is a timed variation of a case study. Each participant is provided with an in-
basket, including correspondence, reports, memos, and phone messages, some of which may be 
important to the case or process under study, and some of which may be extraneous.
The participants examine the materials and take the appropriate actions. Each participant works for 
a set period of time on his or her own material. Every other participant handles the same material. 
At the conclusion of the processing time, participants record how they handled each item and, 
based on the actions taken, assess their abilities in the areas on which the case study focused. 
Usually, there is a group discussion (small group or entire class) of selected items and of 
approaches taken.

When to use:
• To analyse participants' decision-making abilities so that needed training can be provided
• To evaluate managerial skills (e.g., supervisory, communications, time management)
• To provide practice in decision making
• To improve participants' understanding of management theories

Requirements:
• In-basket exercise package of materials for each participant
• Paper, pens, paper clips, erasers for participants to use
• Ample physical space for each participant to work

Advantages:
• Actively involves all participants
• Interesting because of real world nature of materials
• Provides for some competition among participants, if that is needed
• Provides a way for participants to assess their skills in the areas on which the exercise focuses
• Can be constructed to reflect the problems that a particular group is having
• Can be built to fit the time period available to the exercise
• Provides immediate feedback as to the possible consequences of actions taken
• Easy to conduct, although for discussion, instructor requires good facilitation skills

Considerations:
• Takes time, usually three to four hours, to conduct and process
• Difficult to develop in-house
• Can be costly. Costs for in-basket exercise vary greatly, depending on the types of materials 

being used. The major cost element is the preparation of the materials themselves, particularly 
if large quantities are required. Some commercial vendors sell in-basket programs. Costs 
usually range from $40-$80 per participant

• May seem unreal in the sense that the participants are put into a situation with no past 
relationships with the people they must work through. In reality, actions would probably depend 
on these relationships

• May be difficult for those who have not had experience handling job problems through 
correspondence (e.g., manufacturing supervisors who tend to handle forms and get oral 
reports rather than notes and letters)

Related strategies:
• Case study, exercise, action maze, incident process, simulation game
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Visual Aids
One picture is worth a thousand words - Confucius

Participants in training learn quickly and thoroughly when a lecture is supported by visual aids. 
Studies at several universities have demonstrated that the time required to present an idea was 
reduced up to 40 per cent and the prospect of favourable results was enhanced when visual aids 
were used to augment a verbal presentation. Leading authors on communications effectiveness 
emphasises the value of visual aids as a stimulant to learning. David Peoples points out, for 
example, that a picture is three times more effective than words alone, and words and pictures 
together are six times more effective than words alone. Individuals gain 75 per cent of what they 
know visually, 13 per cent through hearing and 12 per cent through a combination of touch,
smell and taste.
Visual aids come in two varieties - projected and non-projected. Among the projected types are 
films, videotapes, slides, filmstrips, computer graphics, opaque projections and overhead 
transparencies. Non-projected visual aids include physical objects, pictures, posters, flip charts, 
maps, audiotapes, chalkboards and bulletin boards.

There are many reasons why the trainer should make regular use of properly designed visual 
materials in lectures. According to Robert Pike, some of the most important are that they:
• Attract and maintain the attention of participants
• Reinforce important ideas
• Support ideas stated verbally
• Increase retention
• Avoid misunderstanding
• Add realism, and
• Ensure covering key points.

Video Projectors
This is probably the most widely used technique in the projected visual-aid category.
Video projectors can augment and amplify information presented orally. How effective they are 
depends on whether or not the trainer:
• Uses the presentation software efficiently;
• Sets up the projection area properly, and
• Exercises good presentation technique

In preparing the presentation, best results will be obtained if the trainer:
– Keeps the visuals as simple as possible - no more than six lines per slide/page and no more than 
six words per line
– Presents only one idea on each slide/page
– Uses bold, simple typefaces - upper- and lower-case letters
– Uses cartoons, graphics and charts when possible instead of relying on words or numbers alone
– Uses active words and short phrases
– Makes use of "bullets" or numbers in series
– Avoids vertical lettering.

Locating the projector can have an influence on the use of visual aids. In setting up, be sure that:
1. Every person in the room can see the visuals comfortably while seated
2. The screen is placed in a comer and angled toward the center of the room
3. The projector does not obstruct the participants' view of the screen

Spare bulbs, extension cords and other accessories are on hand.
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Flip Charts
The flip chart is one of the most widely used tools in the training business for conveying information 
and ideas visually. It can be used to create visuals as the lecturette takes place, or visuals can be 
developed in advance. Most material written on a flip chart cannot be seen at a distance. Hence, 
its usefulness to the trainer lessens as the size of the group increases. Its ideal use is for groups of 
15 to 30 participants.

Several techniques can increase the effectiveness of a flip chart 
presentation:
1. Prepare some of the charts ahead of time and cover the key points with strips of paper that can 

be removed at the appropriate time in a lecture.
2. Print key sentences on the chart ahead of time leaving blank spaces for use in entering words 

or phrases provided by participants.
3. Print key ideas on cards approximately 13 x 20 cm and post the cards on the chart pad as the 

points are made orally by the trainer.
4. Use a variety of colours beyond basic black, including bright colours participants may not be 

accustomed to seeing.
5. Leave the bottom third of flip chart sheets blank. This will help participants see the entire page 

and leave space for adding information after the sheet is posted on the wall.
6. Underline or box-in key words or phrases to add interest and highlight important ideas.
7. Make use of flip-chart sheets to record information generated by participants. Use numbers to 

label each idea and enter a number at the start of each new idea to encourage the continued 
flow of ideas.

8. To remove a sheet cleanly, grasp the sheet near the bottom on both sides and pull it straight 
down and to one side in the direction the sheet is meant to tear.

Summary
Visual aids enhance and accelerate teaming. A trainer with a lecture or in conjunction can use 
them with other training methods. The most frequently used visual aids are video projection, film 
(projected types) and flip charts (non-projected). Best results are obtained with visual aids when 
the material to be used is professional quality, the equipment is in good working order and the 
trainer knows how to use both to facilitate the learning process.
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Nominal Group Technique
Every partridge knows its way of scratching - Kikuyu Proverb

NGT was developed by Andre L. Delbecq and Andrew H. Van de Ven in 1968. Since that time, 
NGT has gained extensive recognition throughout the world and has been widely applied in health, 
social service, education, industrial and governmental organisations.

NGT meetings normally consist of from one to five groups of from five to nine people each seated 
around tables open on one end. The open end is used for a flip chart pad on an easel to be used 
by the leader for the collection and public display of ideas furnished by participants of the group. 
The leader has markers for writing ideas on the chart pad and masking tape for taping sheets 
containing ideas on the wall of the room.

Participants of each group are provided with pencils and one dozen small writing cards each.
The leader opens the meeting with a statement about the purpose of the meeting, clarification of 
the importance of each member's contributions and a clear indication of how the meeting's output 
will be used.

Although a meeting might involve several groups at separate tables, for purposes of illustration, we 
shall explain the process as if there was one table consisting of between five and nine participants. 

The process consists of six steps.

Step 1: Silent generation of ideas in writing
The leader reads the nominal question to participants out loud while writing it in plain sight at the 
top of the pad. Care must be taken by the leader to choose clear and unambiguous wording for the 
question so as to generate the most specific responses possible. An appropriate question, "How 
can we make better use of our time at meetings, "for example, should produce many useful ideas. 
This question is far superior to the more general question: "How can our meetings be more 
productive.” The leader then asks participants to write down as many ideas as they can think of in 
answer to the question. Participants are cautioned by the leader to work silently and independently.

Step 2: Round-robin recording of ideas
Starting at one end of the table, the leader asks a participant to-read one of his/her answers out 
loud. The answer is recorded by the leader on the pad. The next participant 'is asked for one of his 
or her answers. This process is continued until every answer of every participant has been 
recorded. As sheets on the pad are filled the leader tears them off and tapes them to the wall. 
Participants are encouraged by the leader to "Pass" if they have nothing further to offer with the 
understanding that they may re-enter later with any new ideas that may occur to them. Discussion 
of ideas and side conversations at the table are strongly discouraged by the leader.

Step 3: Discussion for clarification
The leader explains that the purpose of this step is to ensure that everyone understands what is 
meant by each idea on the pad. The ideas are taken one at a time as written. Discussion of an item 
is to focus on understanding, not agreement or disagreement. Participants are told that everyone is 
responsible for clarifying an idea and not just the person who offered it.

Step 4: Preliminary vote on ideas of importance
The leader asks participants to select five ideas from the list of ideas displayed on the sheets taped 
to the wall and to write each item down on a separate card. The leader collects the cards and 
shuffles them to retain anonymity. The leader then tallies the vote and records the results on the 
flip chart in front of the group.

Step 5: Discussion of the preliminary vote
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Participants are told by the leader to examine the voting pattern on the chart and to comment on 
anything about the pattern that seems unusual, surprising or inconsistent. The leader stresses that 
the discussion may persuade some participants to change their votes but that no one is being 
pressured to do so.

Step 6: Final vote
The final vote is simply a repeat of Step 4. It combines individual judgements into a group decision. 
When it is over, the leader thanks participants for their efforts, repeats what will be done with the 
meeting output and closes the meeting.

Pros and Cons of NGT
Unlike brainstorming, in which participants interact with one another from the start, NGT is 
designed to let people work in the presence of one another in a structured manner but to write 
down their ideas independently rather than talk about them.
Because of this characteristic, NGT groups have been found to outperform interactive groups 
consistently in the quality of ideas produced. This seems to be because participants of NGT groups 
are less subject to being inhibited by one another and are less prone to make premature 
judgements. NGT does have some drawbacks. Considerable preparation for NGT meetings is 
necessary. For this reason, it is less useful as a spontaneous training technique than 
brainstorming. These drawbacks can be alleviated, however, by leaving out some of the steps 
described above thereby simplifying the process and saving time.

Summary
Structured techniques for group problem solving like brainstorming and NGT are valuable additions 
to the trainers repertoire of learning activities. They are particularly useful as a source of creative 
ideas and to demonstrate the tremendous potential of a group to analyse and remedy its own 
problems. NGT is more formal and time-consuming than brainstorming but is sometimes preferred 
by people in training who are uncomfortable with the more spontaneous, interactive methods.
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Incident Process

The incident process is a variation of the case method. Participants are presented with an incident 
that is short and lacking in detail. Participants then question the instructor to determine the data 
needed to complete the assignment. The instructor gives out pertinent facts only as the 
participants ask for them, forcing the participants to reconstruct the entire situation. Often, an 
observer-reporter records group interaction.
This method provides the participants with the opportunity to examine the present, unravel the past 
events leading up to the incident, and identify future implications resulting from the incident. This 
strategy emphasises the process involved in gathering pertinent information in order to arrive at a 
decision.

When to use:
• To develop problem analysis and problem-solving skills
• To develop decision-making skills
• To develop observation skills
• To develop questioning and listening skills

Requirements:
• Physical space for participants to work, at times in small groups
• Written incident and additional fact sheets, as needed
• Pens, pencils, paper, etc.

Advantages:
• Actively involves participants
• Has a "living quality," as opposed to a case which is all in writing
• Provides an opportunity to reconstruct a case from start to finish
• Emphasises fact-finding process more than the solution
• Promotes public speaking and development of summaries
• Promotes "openness" of ideas and expression
• Incident can be modified to suit the level of the participants
• Provides an opportunity to examine consequences of a decision

Considerations:
• More time consuming than traditional case studies.
• Difficult to evaluate transfer of process and utilisation on the job.
• Best suited to groups of fewer than 20-25 participants.
• Extroverted participants tend to monopolise discussion.
• Instructor must have all the information needed to respond to the participants’ questions.
• Information may be given orally or on data sheets.
• Instructor must have good facilitation skills
• Related strategies: Case study, action maze, exercise, simulation game
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Interactive modelling

Interactive modelling is a means of learning new behaviours by observing model or ideal 
behaviour, trying new behaviour, and receiving feedback. This cycle is repeated until the new 
behaviour is learned. The following sequence of four types of behavioural learning activities is 
involved:

1. Modelling -- groups of participants watch filmed or acted supervisor and employee model the 
desired behaviour

2. Role playing -- participants take part in extensive practice and rehearsal of these specific 
behaviours demonstrated by the models

3. Social reinforcement -- players receive praise, reward, and constructive feedback from 
instructor and other participants

4. Transfer of training -- participants apply learning by being able to model behaviour back on the 
job

When to use:
• To orient new employee to procedures
• To learn methods of interviewing, counselling, and other similar tasks
• Requirements:
• Video, film equipment, or script
• Space large enough for viewing and for role plays
• Flip-chart and board

Advantages:
• Provides a step-by-step approach for handling difficult interaction situations.
• Provides a positive model, demonstrating how difficult situations can be handled successfully.
• Provides practice for each participant in handling difficult situations.
• Provides on-the-job environment, which facilitates learning.

Considerations:
• May be difficult to isolate step-by-step procedures for each behaviour.
• Very difficult to find suitable off-the-shelf models.
• Usually each organization must develop its own film or video. This is costly and requires 

developers who are able to create realistic demonstration.
• Purely behaviourist, does not take into account attitudes or feelings.
• Is time consuming, since cycle is usually repeated several times for each participant.

Related strategies:
• Role play, demonstration
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Press Conference

This is one of the first interactive lecture formats I developed—perhaps in a fit of megalomania. It 
has been used successfully by many people over the past 20 years for training and for 
disseminating information. You organise the participants into teams and ask them to create and 
organise questions—and grill an expert in a simulated press conference.

Uses:
• When the instructional content is primarily factual (such as product specifications) or 

informational (such as new policies and procedures).
• When the participants know enough about the topic to ask intelligent questions (as in the case 

of a technical update) or when they have enough self-interest to ask relevant questions (as in 
the case of a new policy).

• When you have enough expertise and experience in the subject matter to handle a variety of 
questions and to think on your feet.

Things to be aware when you use this method:
• What if you are pressed for time? Eliminate the step during which team members organise and 

edit the questions; instead, just give each team their question cards and select one team to 
begin asking you the questions. Also eliminate the team review of the responses and 
identification of the two important pieces of information.

• What if the participants don't ask important questions? Prepare your own questions and add 
them to the participants' cards when you distribute them to different teams. Also, after the last 
round of the press conference, tell the participants that you are going to ask yourself some 
more questions and answer them.

• What if you are still pressed for time? Ask the participants to come to the session with prepared 
questions. Also, reduce each press conference to 5 minutes or to three questions.

• What if a lot of questions are left unanswered because of limited time?
• Collect the unanswered questions and prepare a handout with the answers.
• Distribute this handout to all participants as a follow-up activity.

Process:
1. Present an overview. Keep it short (less than 2 minutes). Provide a rationale for the session. 

Identify the key objectives and present an outline of the major topics.
2. Generate questions. Distribute index cards to the participants and ask them to write questions 

related to the presentation, one question on each card. Each participant should write at least 
one question on each topic. They should record the topic number on a line above each 
question.

3. Organise the teams. After collecting the question cards, divide the participants into as many 
teams as there are topics. Ask the teams to sit at separate tables.

4. Ask teams to organise the questions. Give each set of question cards to a different team. Ask 
the members of the team to review the questions, to eliminate duplicates and trivial questions, 
and to arrange the remaining questions in a logical order. Announce a suitable time limit for this 
activity.

5. Conduct the press conference. Explain that you will play the role of an expert conducting a 
press conference on the topic of the presentation. You will select one of the teams to role-play 
a group of reporters. Members of this team should ask you questions, using the cards they 
organised. They will have 10 minutes to question you. While you answer these questions, all 
the participants should take careful notes because a follow-up activity will involve the 
information you present.
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6. Ask the teams to process the information ((including the team that asked the questions) to 
compare their notes and to identify what they consider the two most important pieces of 
information presented in your answers. Tell the teams that they have 3 minutes for this activity.

7. Ask the teams to give their reports. Ask a representative from each team to read (or to state) 
what they consider the two most important pieces of information.

8. Listen carefully to each report, and make any appropriate comments.
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Role-play

In a role-play, tow or more individuals enact parts in a scenario related to a training topic.

Uses:
1. Helps to change people’s attitude
2. Enables people to see the consequences of their actions on others
3. Provides an opportunity for learners to see how others might fell/behave in a given situation
4. Provides a safe environment in which participants can explore problems they may feel 

uncomfortable about discussing in real life
5. Enables learners to explore alternative approaches to dealing with situations

Advantages:
• Stimulating and fun
• Engages the group’s attention
• Simulates the real world
• Things to be aware when you are using this method:
• A role play is spontaneous – there is no script to follow
• Actors must have a good understanding of their role for the role play to succeed
• Actors might get carried away with their roles

Process:
• Prepare the actors so they understand their roles and the simulation
• Set the climate so the observers know what the situation involves
• Observe the role play
• Thank the actors and ask them how they fell about the role play – be sure that they get out of 

their roles and back to their real selves
• Share the reactions and observations of the observers
• Discuss different reactions to what happened
• Ask the learners what they have learned and develop principles
• Ask the learners how the situation relates to their own lives
• Summarise
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Simulation

A simulation is an enactment of a real-life situation.

Uses:
• Allows learners to experience decision-making in “real” situations without worrying about the 

consequences of their decisions
• A way to applying knowledge, develop skills and examine attitudes in the context of an 

everyday situation

Advantages:
• Practical
• Learners are able to discover and react on their own
• High involvement of the learner
• Immediate feedback
• Things to be aware when we will use this method:
• Time-consuming
• The facilitator must be well-prepared, especially with logistics
• A simulation is often a simplistic view of reality

Process:
• Prepare the learners to take on specific roles during the simulation
• Introduce the goals, rules and time frame for the simulation
• Facilitate the simulation
• Ask learners about their reactions to the simulation
• Ask learners what they have learned from the simulation and develop principles
• Ask learners how the simulation relates to their own lives
• Summarise
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Skit

The skit is a short, rehearsed, dramatic presentation, acted from a prepared script. It dramatises an 
incident that illustrates a problem or a situation. "Actors" can either be instructors and or 
participants. Skits can be an effective way to create situations similar to those created by role 
plays. While the lack of participant involvement may make them less effective learning experiences 
than role plays, they are less threatening and easier to use.

When to use:
• To demonstrate a procedure or technique
• To present a situation, usually an interpersonal problem situation for the group to discuss
• To surface issues

Requirements:
• Script and props
• Space for "stage" and audience

Advantages:
• Roles are rehearsed so that expected action will take place as designed
• Members involved in a skit have more responsibility to the purpose of learning than those in 

role play
• A good attention getter, often used to initiate a learning experience
• Creates interest in a subject
• Usually inexpensive to construct and produce
• Entertaining as well as informative
• Good way to demonstrate a process

Considerations:
• "Actors" may not be totally secure and confident about performing in front of others.
• Rehearsals take time but are essential
• Difficult to find a skit that specifically meets the goals and objectives of a learning experience 

and a facilitator. It may require special writing
• Difficult to include important points of learning experience in a short skit
• Difficult to locate skits already prepared for the educational purposes of adults, since most 

available materials in skits are related to children or social groups
• More time consuming to construct, rehearse, and produce than more traditional learning 

strategies
• Requires imagination and creativity on the part of the facilitator
• At times, more attention may be focused on the behaviour of the players than on the issues for 

which the skit is being performed
• Instructors must lead the group in discussing the issues that surface in the skit

Related strategies: 
• Role play, interactive modelling, videotape presentations, demonstration
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Team-building games

Five Issues to Be Considered in Teambuilding
Darwyn E. Linder, Department of Psychology
Susan Ledlow, Instructional Innovation Network

A group is "a collection of people who come together because they share something in 
common." (Solomon, Davidson, and Solomon, 1993). What they share could be as insignificant as 
desire to get on the next bus that will arrive at a particular stop. A team, however, is "a group of 
people who share a common name, mission, history, set of goals or objectives and expectations." 
A strategy that can help groups develop into real teams is teambuilding, "the process needed to 
create, maintain, and enrich the development of a group of people into a cohesive unit." 
Teambuilding exercises are very important in the development of teams that will work together for 
an extended period of time on a complex project or a series of activities. Teambuilding is not a 
silver bullet for fixing dysfunctional teams, or assuring that all of your teams will work well. But, 
teambuilding exercises can be helpful in developing effective teams, if they are selected to enable 
teams to explore the five critical issues identified in this outline.

Cohesiveness
This term refers to the attractiveness of group membership. Groups are cohesive to the extent that 
membership in them is positively valued, and members are drawn toward the group. In task 
oriented (e.g., learning or project) groups, the concept can be differentiated into two subconcepts: 
social cohesiveness and task cohesiveness. Social cohesiveness refers to the bonds of 
interpersonal attraction that link group members.
Task cohesiveness refers to the way in which skills and abilities of the group members mesh to 
allow optimal performance.
Team building exercises that have a component of fun or play are useful in allowing social 
cohesiveness to develop. Examples include: designing a team logo, sharing information about first 
jobs, or participating in activities to discover characteristics that team members have in common. 
To develop task cohesiveness, activities that allow the group members to assess one another’s 
talents, strengths and weaknesses are useful.

Roles and Norms
All groups develop a set of roles and norms over time, whether or not these are explicitly 
discussed. Norms are the rules governing the behaviour of group members.
The use of explicitly defined roles enables the group to cope effectively with the requirements of 
the task. The roles and norms that govern cooperative learning groups are often imposed by the 
instructor, but that does not preclude a team-building exercise in which those roles and norms, as 
well as some that are specific to a group, are discussed and accepted.

An example of a team-builder which would help teammates to develop effective norms would be to 
ask them to develop team ground rules or a "Code of Cooperation." A team-builder which would 
help teammates use roles effectively might ask them to select the roles which are most needed to 
accomplish the task at hand and to assign those roles to team members.

Communication
Effective interpersonal communication is vital to the smooth functioning of any task group. Norms 
will develop governing communication - do those norms encourage everyone to participate, or do 
they allow one or two dominant members to claim all the "air time?" Team building exercises can 
focus on skill development, communication network design, and norms, but even when the 
exercise is focused on another issue, communication is happening. Watch it! Shape it!
There are many ways of facilitating the learning of effective communication skills.
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Active listening exercises, practice in giving and receiving feedback, and practice in checking for 
comprehension of verbal messages are all aimed at developing skills.

Goal Specification
It is very important for group members to have common goals for group achievement, as well as to 
communicate clearly about individual goals they may have. Some teambuilding sessions consist 
entirely of goal clarification exercises. The process of clarifying goals may well engage all of the 
issues on this list. Indeed, shared goals is one of the definitional properties of the concept "team".
A simple, but useful, team building task is to assign a newly formed group the task of producing a 
mission and goals statement.

Interdependence
This is the issue of how each team member’s success is determined, at least in part, by the 
success of the other members. The structure of the cooperative learning task should be such that it 
requires positive interdependence: students in a team should "sink or swim" together. Functioning 
independently of other group members or competing with them should lead to poor performance 
for the entire group. Both cooperative learning tasks and teambuilding tasks should have such a 
structure.
A example of a teambuilding exercise designed so that the team becomes aware of, and 
experiences their interdependence is "Desert Survival." In this exercise, teammates individually 
rank the importance of items they will need to survive after a plane crash in the desert. The team 
then comes to consensus on the rankings of the items. Team rankings, almost invariably, are more 
accurate than most individuals’ rankings.

References

Solomon, Richard, Davidson, Neil, & Solomon, Elaine (1993). The handbook for the fourth r: 
Relationship activities for cooperative and collegial learning. Columbia, MD: National Institute for 
Relationship Training.
Some of the ideas in this article were adapted the work of University Associates (now Jossey-Bass/
Pfeiffer http://www.pfeiffer.com/) by Darwyn Linder. He and Susan Ledlow further refined it for use 
in cooperative learning workshops they offer on the ASU campus
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Presentation

A presentation is an activity by a resource specialist to convey information, theories or principles. 
Forms of presentations can range from straight lecture to some involvement of the learner through 
questions and discussion. Presentations depend more on the trainer for content than does any 
other training technique.

Uses:
• To introduce participants to new subject
• To provide an overview or a synthesis
• To convey facts, statistics
• To address a large group

Advantages:
• Covers a lot of material in a short time
• Useful for large groups
• Can be adapted to any kind of learner
• Can precede more practical training techniques
• The lecturer has more control than in other situation

Things to be aware when you are using this method:
• Emphasises one-way communication
• Is not experiential in approach
• Learner’s role is passive
• Lecturer needs skills to be an effective presenter
• Inappropriate for changing behaviour of for learning skills
• Learner retention in not as great unless it is followed up with a more practical technique
• A presentation is common in more formal situations

Process:
• Introduce the topic – tell the learners what you’re going to tell them
• Tell them what you want to tell them – present the material using visual aids
• Summarize the key points you’ve made – tell the learner what you’ve told them
• Invite the learners to ask questions
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Small group discussion

A small group discussion is an activity that allows learners to share their experiences and ideas or 
to solve a problem.

Uses:
• Enhances problem-solving skills
• Helps participants to learn from each other
• Gives participants a greater sense of responsibility in the learning process
• Promotes team work
• Clarifies personal values

Advantages:
• Learner develop greater control over their learning
• Participation is encouraged
• Allows for reinforcement and clarification of lesson through discussion

Things to be aware when you are using this method:
• The task given to the group needs to be very clear
• The group should be aware of time limits for the discussion
• Participants should be able to listen to each other, even if they don’t agree
• Group discussion should not be dominated by any one or two people
• Questions help guide the discussion
• Everyone should be encouraged to participate

Process:
1. Arrange the learners in groups of four to seven
2. Introduce the task that describes what should be discussed
3. Ask each group to designate a discussion facilitator, a recorder and a person to present the 

group’s findings to the larger group
4. Check to make sure that each group understands the task
5. Give groups time to discuss – this should not require the trainer’s involvement unless the 

learners have questions for the trainer
6. Have one person from each group summarise the findings of the group (this could be a solution 

to a problem, answers to a questions or a summary of ideas)
7. Identify common themes that were apparent in the groups’ presentation
8. Ask the learners what they learned from the exercise
9. Ask them how they might use what they have learned
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Buzz

A large group is split into several discussion groups followed by reports from appointed chairperson 
of each smaller group and summary by representative.

Uses:
• When you want to promote the quick exchange of ideas on a single topic in a
• short period of time. Ideas are presented back to the larger group for discussion.
• When the group is too large for general discussion or brainstorming. When the
• experiences of the learners can lead them to discover solutions for themselves.

Advantages:
• Rewards people for listening.
• Focuses people on the right things.
• Gives you a way to lighten your session.
• Things to be aware when you are using this method:
• Dynamics of the group can some times affect the process

Process:
1. Give participants a list of a concept that you want them to discuss.
2. Allow them 2-4 minutes to discus.
3. Each group will present in plenary the results
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Lecture

The lecture is a presentation made by an instructor to furnish information needed by a group to 
carry out task-relevant activities. Lectures are used to convey concepts and subject-matter details 
and to stimulate critical thinking. Used correctly in conjunction with other learning methods, 
lectures can get people informed, involved and comfortable with learning new things. When used 
as the sole or principal learning technique, however, the lecture is generally ineffective compared 
with other methods.

Uses:
• When few if any members of the group are familiar with the subject and when a large amount 

of information must be presented.

Advantages:
• The lecture is the most important method available to a trainer to convey information and ideas 

to a group of participants. Successful lectures are carefully planned with three considerations in 
mind. First, they are brief, focused on a few key ideas and paced to deliver information in "bite 
sized" chunks. 

• Secondly, they are carefully designed to include provocative beginnings convincing middles 
and strong endings. 

• Thirdly, lectures provide participants with an opportunity to be actively involved in their own 
learning.

Things to be aware when you are using this method:
The most important thing to keep in mind when presenting information is the KISS principle: "Keep 
it simple and specific." That means using words with which participants are familiar and avoiding 
ambiguous words, terms and statements that could reduce the credibility of the lecturer

Process
1. "First, you tell `em what you're gonna tell 'em; you tell 'em; and then, you tell 'em what
2. you told 'em."
3. A provocative beginning to a lecture creates interest and a desire to learn more about the 

subject under discussion. It is incumbent on the trainer to answer the inevitable question in the 
mind of every participant: "What's in it for me if I learn this material?” This question can be 
answered with a brief review of (a) what the participants are being asked to learn, (b) why 
learning it is worthwhile and personally valuable, (c) how learning it will help them reach an 
important goal or overcome a major obstacle, and (d) how the activities in which they will 
engage will help them learn it.

4. Sometimes a provocative statement can be-used to focus attention on the subject of a lecture. 
One of the authors once began a lecture on high-impact writing with this statement. "There are 
four reasons a writer ought to have his hand cut off." This usually gets the attention of 
participants. No one seriously believes that anything would justify cutting off someone's hand, 
but the comment gets attention and creates readiness to hear what comes next.

5. A convincing middle to a lecture supports the central idea introduced at the beginning.
6. This is the "meat" of the presentation - the substance that gives participants the basis for 

beginning the process of skill development or behavioural change.
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Exhibit

Actual objects, specimens, models, mock-up, graphic aids are placed on display with appropriate 
captions.

Things to be aware when you are using this method:
• Extra time to prepare.
• Requires special place.
• Can be expensive.
• Requires special display skill.
• Distracting if in constant view.

Process:
Orientation, demonstration, attractiveness, home-made or professional. Publicity, bulletin boards 
readily available.
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Discussion
Good communication is stimulating as black coffee, and just as hard to sleep after Anne Morrow 
Lindbergh.

Discussion is the interaction of two or more people on a topic of mutual interest. Discussions come 
in at least three varieties, depending on the role played by the trainer. In the guided discussion, the 
trainer takes an active and direct part in the discussion. In the structured discussion, the trainer 
allows participants to manage the discussion, following trainer-established rules and procedures. In 
the free discussion, the trainer sets the process in motion by introducing a topic and leaves 
questions of how to proceed up to the participants themselves.

Uses:
Each of the three discussion methods can stimulate some degree of participant involvement in the 
learning process. Guided discussions are of value principally in stimulating logical thinking. 
However, much subject-matter expertise is required of the trainer who plans to lead a guided 
discussion. Participant-center techniques, on the other hand, help participants become more self-
reliant as a team and less dependent on the trainer. The role of the trainer in discussions of this 
kind shifts to coach and interpreter. Through mutual exploration, struggle and discovery, 
participants gain insights that are truly their own and the se -confidence that comes from having 
attained these insights.

Process:
Guided discussion
The guided discussion is a trainer-center activity. It requires a trainer that is a subject matter expert 
in the topic under discussion, is familiar with question-and-answer method, and knows the direction 
the discussion is to take. To a large extent, guided discussion is a two-way activity - the trainer 
interacts with various training participants, one at a time, while other participants observe. Through 
a series of questions that build logically upon one another, the trainer attempts to lead the 
participant toward a predetermined decision. For this reason, guided discussion is not a suitable 
technique for making decisions. Rather, it is designed to encourage participants to think about, 
relate to and internalise new ideas.

Structured discussion
The structured discussion might be described as a trainer-designed, participant-center activity that 
can be used to engage participants at a training program in-group problem solving. A structured 
discussion does not require the trainer to-have subject matter expertise. Normally, the trainer 
divides the group into several small groups of about equal size and assigns the same or different 
tasks to each group. After tasks are assigned, a period of time is allowed for the small groups to 
discuss the task. Instructions may be given to the small groups about appointing a leader, a 
reporter and a timekeeper. At the end of the discussion phase, small groups are asked to come 
back together and to report their findings, sometimes written on- flip-chart paper and taped to a 
wall of the training room.

Free discussion
A free discussion could be called a trainer-facilitated, participant-center activity in which 
participants take the responsibility for what happens. Free discussions are used to share 
information, test out new ways of thinking and build group unity and consensus. The trainer who 
introduces the topic and then steps aside to allow the group to function in any way it wishes 
initiates the discussion. As a facilitator, the trainer rarely intervenes in the task of the group but 
focuses instead on the process used by the group to carry out the task. The trainer must have 
good listening and observational skills and be able to interpret what is taking place in the group, so 
those participants can learn from it.
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Game

The form depends on the game or exercise in question. They generally involve an element of 
competition or change. In many cases the group is allotted a role in a created environment and 
provided with data in order to run the activity. It has many forms: energisers, name games, contact 
games, team-building game etc.

Uses:
• To raise level of attention
• To get to know better other participants
• To develop a cooperative attitude

Advantages:
• Hi level of energy
• It generally takes short time
• Has many forms and can be easily adapted
• Things to be aware when you are using this method:
• Some resistance felt to playing 'games'
• Hi enthusiasm and short time might produce little accidents (people falling down, clothes ripped 

off etc.)

Process:
1. Introduce the environment and the rules of the game
2. Conduct the activity
3. End the activity (in some cases participants might forget to stop)
4. Debrief participants (in case needed)

Page �  of �35 38



Teamwork Lecture

The participants are divided into two (or more) groups, and each group is taught part of a 
procedure. The participants find partners from the other group(s), and teach their partners what 
they have learned. In this way, every participant acts as both a learner and a teacher.

Uses:
• When the instructional content involves a step-by-step procedure.
• When the participants are capable of teaching and learning from each other.
• When you have several application exercises.

Advantages:
• Participants actively involved in the session
• People learn best from their peers.
• Useful for large groups and/or big amount of content to be presented.
• Trainer remains ‘invisible'

Things to be aware when you are using this method:
• Learning depends on participants' skills to present content to each other.
• Not everybody will learn all the provided information
• Each group will learn best the material it has to present.
• Works best on level of knowledge

Process:
1. Analyse the procedure. Prior to the presentation, divide the procedure into steps. If there are 

more than six steps, organise them into three to six clusters of approximately equal complexity.
2. Introduce the procedure. Provide an overview of the procedure. Briefly describe each step and 

the interrelationship among the different steps.
3. Divide the participants into groups. Have one group for each step (or each cluster of steps).
4. Make a separate presentation to each group. Each presentation deals with a single step (or a 

cluster of steps). In addition, the presentation also identifies major links between one step and 
the others.

5. Build teams from different groups. Each team should have one member from each of the 
different groups. This way, each team includes a person who has listened to each of the five 
presentations.

6. Have teams perform a task. Give the teams an application exercise. In completing the 
exercise, team members should teach each other the different steps of the procedure.
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Icebreakers

The Encyclopaedia of Icebreakers (University Associates, 1983) says that icebreakers "are tools 
that enable the group leader to foster interaction, stimulate creative thinking, challenge basic 
assumptions, illustrate new concepts, and introduce specific material.” (pg. 1). As such, 
icebreakers can be used nearly any time a facilitator has a need to gather a group, get them 
together, and help them move forward. Energisers can be used to the same ends, and are 
generally thought of as best for points in the midst of a meeting, training, workshop, or other group 
learning experience.

The Use of Icebreakers
Although the following points can easily be overdone, it is wise to consider a few basic elements 
before choosing (or inventing) and using Icebreakers.

Contracting
First, icebreakers tend to work best when participants have contracted around their participation in 
the activity chosen by the trainer. Contracting involves giving participants:
• The rationale for the activity.
• The objectives of the activity.
• The structure of the activity.
• The opportunity to ask questions.
• The permission to participate at their own level of comfort.

This last point is critical, and is often missed. A single, prominent, announcement at the beginning 
of a training program (the point at which icebreakers are used!) will often suffice for making the 
point that participants are not "bound" to participation in every activity. Although this approach may 
run counter to events where facilitators hope for 100% participation, a bit of explanation my help. 
Although participants will not always verbalise concerns to facilitator(s), any given training activity 
can place undue stress on people for a variety of reasons. Be it the deeply introverted person who 
is placed in their least resourceful state in high-energy group activities; the person in perpetual 
physical pain who avoids going "inside" themselves for reasons of pain management; the person 
with painful memories of a childhood filled with concerns about their physical ability; or, simply, the 
person who is simply having "a bad day," participants vary in their degree of comfort with 
icebreakers and energisers. When they perceive a poor fit between their state of mind and the 
requirements of the icebreaker, people will either publicly or privately "opt out" of participation. 
When given the freedom to choose, people tend to take greater ownership of their participation and 
are less able to claim "they made me do it."
Ironically, when given choice, the vast majority of people will choose participation over either public 
or private opting out. To maximise genuine participation in icebreakers, it is best to formally state 
that people have the right to "pass" at any point. When given the explicit option, participants only 
rarely "opt out."

Appropriateness

Tone
Icebreakers "set the tone" for some aspect(s) of the event the precede. Given this, it makes sense 
to choose an icebreaker that is consonant with this tone. Sometimes "more serious" icebreakers 
inadvertently send a message that "there will be no fun here!" At other times, "silly" icebreakers 
can have unintended impacts with a particular audience, or provide just the right break at the start 
of a multi-session program or when used as an energiser. Generally, then, it makes sense to be 
deliberate in your choice of icebreakers.
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Length
Some of the icebreakers in this compilation are best for very short programs, while others make 
most sense when used in programs that last for several days. As a rough rule-of-thumb, an 
icebreaker that lasts more than 1/16th of the total time for a program (a half-hour in an eight-hour 
day, for example) is probably too long (unless, of course, the icebreaker provides in-depth learning 
experiences that are integral to the entire program).

Teaching Points
Some trainers and facilitators prefer to use icebreakers that contain significant learnings that are 
part of the overall learning objectives of the programs. Others prefer to use icebreakers that avoid 
relationship to the program's learning points.
Likely best is the realisation that icebreakers are dynamic and provide intended, and unintended, 
learnings. A consideration of these potential learnings, prior to the facilitation of any particular 
icebreaker, can help you optimise contracting and process learning experiences.

Processing Learnings
Again, trainers differ on the degree to which they prefer to use icebreakers and energisers as 
teaching opportunities. In general, given the "1/16th" rule-of-thumb (above), detailed processing of 
icebreakers can disrupt the momentum generated by the application of the icebreaker itself.

Safety
Apart from the type of "psychological safety" described above (under “Contracting), icebreakers 
and energisers that require complicated or challenging physical exertion should be considered 
carefully prior to execution. Again, though we may carry the attitude of “no one has to participate," 
such an attitude has little beneficial impact if not shared publicly with participants.

A Partial List of Resources
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Training Books.
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Pfeiffer, J. William (Ed.) (1989). The Encyclopedia of Group Activities. San Diego, CA: University 
Associates, Inc.

Reddy, W. Brendan & Henderson, Clenard C. (1987). Training Theory and Practice. Alexandria, 
VA: NTL Institute for Applied Behavioral Science
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