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A note to the prospective Fatherhood 
Facilitator 

It is important to realise that you are here, because you want to engage in training of other 
men and fathers. Although this course is neither a complete package to train you in 
everything that is required to be a good trainer, nor is it taking for granted that you know 
everything, but it is designed to develop you to a level of training sufficient to build others 
and bring them to maturity in Christ. It will help you to get some skills in seminar 
preparation and delivery. You should have a good idea of the different learning styles of 
adult learners, how to prepare fitting visual aids, how to facilitate small group discussion 
and encourage class participation through asking of proper questions. 
 
The material that will follow is over and above the fatherhood content that we are already 
presenting to fathers. You will see that we will be switching between being trainers and 
fathers right through the course. This serves as a refresher i.t.o. the fatherhood content 
that was done in Dads Talk (level 1) and adding to that the material necessary for trainer 
preparation. The facilitators course is designed to be completed in +- 24 training hours. 
 

 
 
 
 
 
 
 
 
 
 

Training Principles For The World Needs a Father Training Programmes 
 

Training should be Holy Spirit dependant. Training events should be planned and carried 
through with prayer and flexibility. It is God who “trains our hands for battle”. 
 
Training should be Bible based. We need to pay as much attention to Christ’s methods as we 
do to His message. Our Lord’s earthly life included a major training emphasis. 
 
Training should involve more than listening. Where possible, a multi-media approach should 
be used, so that the other senses, feelings and the mind can be involved in the learning 
process. 
 
Training does not end with the development of knowledge, attitudes and skills in a 
classroom setting.It must be associated with practical experience. Things are rarely learned, 
until they are put into practise. 
 
Hear and Forget — See and Remember — Do and Understand 
 



Trainers are expected to be: 
  

1.   Someone who sees and understands the problem of fatherlessness. 
2.   Someone exemplary in character and conduct, particularly in how he exerts moral 

authority and transfers Biblical values to his children. 
3.   Someone that is actively applying the principles obtained in his own life and that of 

his family. 
4.   A trainer that touches the hearts of people and capable of influencing others with 

the principles acquired. 
5.   Someone that has his Table of Support in order and that makes obtaining wisdom 

a high priority in his life. 
6.   Someone that will commit to train and oversee 50 fathers. 
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Why are you here? 
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Adult learning 
 
All trainers of adults need to be aware and comfortable with the ways in which adults learn.  The 
process of learning is a highly complex one, and many theories have been put forward to help us 
understand it. Knowles lists some 61 propounders and a further 33 interpreters of learning theory. It is 
extremely useful to understand one or two theories or models of adult learning.  A successful trainer 
will be aware of the needs, learning styles and stages that an adult learner goes through and will 
ensure that this is planned and accommodated for.  
 
Key concepts to remember throughout the training process: 
 

 
How does Adult learning differ from other (young) learning 
techniques? 
 
  Young learner Adult Learner 

Concept Dependence Self-Directing 

 Trainer takes responsibility for 
whole learning process 

Role of trainer is to encourage and 
nurture this self-directed need 

Role of Learner’s 
experience 
 

Brings little experience to the 
learning situation 

Learners’ experience is a great 
resource for all participants during 
training, including the 
trainer/facilitator 

 Depends on “expert” input 
 

Learners attach greater significance to 
what they experience rather than what 
they are told 

 Transmittal techniques Experiential learning & Self Directed 
Learning 

• The key focus and objective of learning is about changing behaviour. 
• All learners are different and learn differently. 
• Adults have pre-existing knowledge and experiences that should be recognised and 

tapped. 
• Learners may be anxious. 
• Adult learners are busy people. 
• They have different experiences of the learning process. 
• They have established attitudes, ways of thinking and fixed ways of doing things. 
• They need to be treated as adults. 
• They are reluctant to look foolish. 
• Their first language may be different than yours. 
• Informally is best. 
• They learn, because they want to. 
• Their participation in the learning process is key. 
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Readiness to learn Learners learn what they are 
conditioned to learn to obtain 
parental, societal approval 

Learners learn when they feel a need 
to learn 

 Fear of failure is a great 
motivator 

Learning should meet their needs to 
help them cope with the demands of 
their world – home, work, ministry, etc 

 Learning is standardized and 
progressive because it is aimed 
at the same age group and every 
age group is similar in its 
learning needs and its readiness 
to learn 

Learning should be organized to meet 
learner needs and sequenced 
according to the individual’s ability 
and readiness to learn 

 Learning is subject-oriented, 
with emphasis on content, most 
of which they may forget 
because it has no immediate 
gratification 

Learners seek to acquire competence 
to cope with demands of their world; 
they seek personal development and 
achievement of potential; they also 
seek immediate gratification – 
learning must be relevant and 
immediately applicable 

 
Three ways of learning 
Learning can be arranged into three categories (Truelove, 1995; Downs, 1995): 

	  
Figure 1: MUD System (Memorizing, Understanding, Doing) 
 
 
The MUD system distinguishes three different groups of things to be learned, each of which uses 
different methods: 

 
 

 
 
 
 

 
 
 
 

 
FACTS 

 
CONCEPTS 

 
PHYSICAL SKILL 
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If the nature of the learning is misunderstood, the training method applied will be 
inappropriate. For Example: 
 

 
Memorising  

How is this 
achieved? Through repetition 

Exercises Devised to repeat information in new ways and require the learner to 
use the information. 

Conditions for 
memorizing 

High levels of concentration needed. Impaired by tiredness. Time 
needed for reflection and internalization. Keep sessions short. 

 
Understanding 

How is this 
achieved? 

Do this by asking questions about previous work covered. Be clear to 
cover the following to assure understanding: 

•   Purpose of doing something – Why something is as it is. What it is 
trying to do 

•   Comparisons – comparing and contrasting with other 
experiences. Identifying similarities and differences 

•   Viewpoints – Imagining things from other directions or viewpoints 
•   Problems - What could go wrong, how it is overcome?  

Exercises Do not use unfamiliar jargon. Focus on the above 4 points to assure 
understanding is achieved, and ask each participant questions. 

 
Doing 

 
How is this 
achieved? 

You can only do something, if you are clear what the purpose is of what 
you are trying to achieve. Doing needs practice and good planning of 
how to implement understanding, and presenting what is memorized 

Exercises Application and role playing 

Conditions Group exercises and role playing set-up are ideal. 
          (Truelove, 2006) 

• You can get someone to repeat a phrase from a textbook, until it is word 
perfect, but there may be no understanding. 

• You can explain in detail the process of juggling to someone, perhaps using 
slow motion video, until he or she understands what is happening, but this 
does not mean that that person will be able to juggle. 

• You can teach someone how to operate a microwave oven, but he or she may 
not be able to name the component parts of the oven. 
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The Learning staircase 
It is important to be aware of the emotions and feelings that learners go through during 
training interventions. The key principal to be aware of, is the fact that people are being 
challenged to change. This is often overwhelming and uncertain. While some people appear 
quite confident, most people experience a wide range of emotions, which can be linked to a 
staircase. To be an effective trainer you need to be aware of these steps, and the impact this 
may have during your training program (Bray, 2009).  
 

 
 

 
 

1.   Bottom of the staircase – Unconsciously incompetent  
When something new is tackled or introduced, people generally don’t appreciate what’s 
involved in doing it. No matter how simple or sophisticated the task may be – things generally 
look easier than we imagine. At this stage learners are incompetent to perform the task. 
Worse is, that they do not know how much they don’t know.  This is labelled the 
unconsciously incompetent.  
 
 
 
 
 
 
 

Unconsciously Incompetent

Consciously Incompetent

Consciously Competent

Unconsciously Competent

Shared Competence

Feedback

Knowledge

Experience

Share
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Key actions during this stage: 

	  
	  
	  
	  

	  
	  
	  
	  

           Role of the trainer during this stage: INSTRUCTOR AND OR TRAINER 
	  

2.   Second Level - Conscious incompetence 
When a person attempts to undergo a new venture to grasp a new skill, idea or concept, he 
becomes aware of his incompetence and realises how little he really knows. As people try to 
apply a new challenge or task themselves, they move into realisation that this is more 
complex than they anticipated. They move into the following stage – Conscious 
incompetence. This is a critical moment in the learning experience. When people feel 
overwhelmed by their initial failures, they will leave or not participate further, unless 
provided with the right support. People will feel that they will not be able to acquire the skill 
or knowledge needed. 
 
Feelings common in this stage are: 

•  Frustration – “Why can’t I do this?” 
•   Inadequacy – “I’ll never be able to do this” 
•  Denial – “I never wanted to do this anyway” 
•  Challenge- “I’m not going to let this defeat me” 
•  Realisation- “There’s more to this than I ever realised” 

The program / training intervention needs to allow enough time for the trainer to guide 
people positively through this critical stage of the learning process.  
 
 
 
 
 

• People usually feel blissfully unaware, complacent and quietly 
confident. 

• They may be saying to themselves: “it won’t affect/worry me” or 
“I can do this easily” 

• As a trainer you need to help people through these feelings in a 
positive way. So consider the following: 

a. Provide opportunity for reflection 
b. Break people in gently 
c. Let people assess the situation for themselves 
d. Ask lots of questions 
e. Use a case study and let them talk through the 

scenario and indicate what they would do or what 
they see as important 

f. Do this GENTLY!! 
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Key actions during this stage: 

	  
	  
	  
	  

                Role of the trainer during this stage: TRAINER AND OR COACH 
 

3.   Third level on the staircase – Consciously competent 
Learners are now able to carry out the task, but need to do this step by step. During this 
stage, people do this with lots of concentrated effort. This stage is passed through quickly for 
some learners, but can also take long for other learners. People need to be encouraged and 
supported during this stage to develop the skills and abilities required of them.  
 
Feelings associated with this stage are: 
Relief – “I can do this” 
Frustration – “I can do this, but why so slow?” 
Doubt – “Will I ever be able to perform at the required speed or quality?” 
Satisfaction – “After all my hard work I got there” 
Realisation – “I never realised there was so much to it” 
 
Key actions during this stage: 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

§ Reassure people that they will be able to do it 
§ Stress that their reaction is perfectly normal 
§ Be patient and offer coaching and guidance as 

appropriate 
§ Ask people on how they have tackled new situations in 

the past 
§ Encourage those who look as though they might give up 

	  

§ Praise success 
§ Encourage those who still have a long way to go 
§ Reassure people who doubt their ability to reach the required 

standard 
§ Gently but firmly coach the “cocky” ones who think they know it 

all 
§ Patiently help people to gradually improve their ability to the 

required standards 
§ Practise, practise, practise through role play and constructive 

feedback 
§ Provide learners with continuous feedback and assurance 
§ Remove all blockers 
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4.   Top of the staircase – Unconsciously competent 
Hard work of earlier stages pay off and the learner move into the task to deliver it with little 
conscious thought or effort. The learner delivers the task consistently.  
 
Feelings present are: 
Achievement – “It’s taken a while, but I’ve finally reached it” 
Arrogance – “I always knew I could do it. What was all the fuss about” 
Satisfaction – “How good it feels to be able to do it” 
Complacency – “I can just cruise now” 
Laziness – “How can I cut corners and achieve the same result” 
Thoughtful – “How can we make it easier for others learning how to do this” 
Striving – “What’s next?” 
 
Key actions during this stage: 
 

 
 
 
 
 

                         Role of the trainer during this stage: FACILITATOR AND OR CONSULTANT 
 

 

§ Praise the successful 
§ Provide cautious guidance to those cutting corners or taking 

shortcuts 
§ Encourage those who found it a struggle 
§ Remind the complacent of the changing world 
§ Stimulate and challenge those who see the wider picture 
§ Engender a sense of continuous improvement 
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The Four Learning Styles 
Peter Honey and Alan Mumford proposed the following four distinct learning styles: 
 

Activists  
•   Activists like having a new experience, and will tend to learn best from solving 

problems, opportunities, involvement, games or practical exercises 
•   These learners like to ‘get stuck in’, so as a trainer you should provide concrete 

experiences and keep the pace lively and energetic. 
•   They often tend to find theory unhelpful. 

 

Reflectors 
•   Reflectors like watching others, or reviewing what’s happened.  
•   They need time to think and absorb information before ‘doing’. 
•   The trainer should give them opportunities to reflect on the event. 
•   They are impartial and observant, and like to discuss ideas and thoughts so the 

pace should allow them time.  
 

Theorists 
•   Theorists will probably find themselves developing concepts, theories or systems 

to apply to a problem 
•   They like structure, order and clarity 
•   The trainer should allow them to explore underlying theories with their analytical 

and conceptual approach. 
•   They thrive on detail and extended discussion, and may have a reduced emphasis 

on urgency.  
 

Pragmatists 
•   Pragmatists will be attracted to activities which have an immediate application, or 

offer the development of transferable skills.  
•   They like activities and learning that clearly relates to the real world.  
•   The trainer should proceed with practical experimentation, as they learn best by 

projects, tasks etc.  
•   Provide space for small group discussion where they can search for practical 

application.  
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Practical application for trainer: 
Material or Approach Learning Style 

Reference Guide Theorist 

Worksheets Activist, Theorist 

Student Notes Activist, Reflector 

Scenario Cards Reflector, Pragmatist 

Video/DVD Theorist 

Quizzes Activist, Pragmatist 

Flash Cards Activist, Theorist 

Practice Sessions Activist, Reflector 
 

Combining learning styles with learner 
Experience for Activists 
 

•   Does the program include activities (e.g., exercises, role-
plays, assignments) that will give the participants the 
opportunity of an experience? 

•   Are problem solving opportunities in the program? 

Observation/Reflection 
for Reflectors 
 

•   Is time built into the program for reflection? 
•   Are there enough breaks in the program to allow 

participants time to assimilate and absorb the material? 
•   Is there scope in the program for feedback from the 

trainers and the participants to provide reflection? 

Conclusion for 
Theorists 

•   Is time built into the program for discussion to draw out 
the principles underpinning the activities? 

•   Are participants encouraged to ask "why"? 
•   Do the participants find an answer to problems raised? 
•   Are there sufficient hand-outs, which explain the 

theories and ideas clearly? 

Planning for 
Pragmatists  

•   Are the learning activities relevant to the participants' 
needs? 

•   Are links made to the participants' places of ministry? 
•   Is there encouragement for the participants to work on 

“Action Plans” for the future? 
•   How will the learning activities help the participants to 

be more effective in their ministry? 
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Evaluation Topics 
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Maintaining and increasing the motivation 
of learners 

	  
Sitting through a whole day, or even an hour, of training can be very tiring for learners.  
This is especially true among leaners that are not used to participating in any training 
sessions and even more so for those that did not have a lot of education/schooling in their 
lives.  
 
According to John Keller, a leader in the field of instructional design, there are four things 
to consider in designing the training process/presentation — Attention, Relevance, 
Confidence, & Satisfaction. Your presentation should include these 4 things to help 
motivate the learners to participate fully and help ensure they learn the content better. 
 
 

Attention:   
Gain their attention; any interest or curiosity must be aroused and maintained.  
Some ways to gain attention: 

•  Get learners to participate:  for example, role playing games. 
•  Debate a topic: Friendly arguments open up the discussion and increases attention. 
•  Ask questions 
•  Variety: Used a few different presentation methods, not just one.  

 
  
Telling a story or sharing your testimony is a good way to get a learner’s attention.  
 

 
Complete attention does not last longer than 20 minutes at a time. The younger the 
average age of the group, the shorter the average attention span of the group would be. 
Take care not to keep talking for longer than a few minutes at once, but rather use visual 
aids or questions between talking to increase their interest and participation. 

 
It’s easy to get attention, but more difficult and important to keep it! 
 

Relevance:  
The learners must see relevance in the course and its content. The trainer must ask 
himself the following questions:  
Why is the learner here? Why did they come for training? 
How should this course change their lives? 
What are the learner’s basic needs and activities? 
What will this training give them today? How will this benefit them in the future? 
 
The training content and the way the people are trained should be sensitive to these 
things. For example, asking why the learner came and how the training will change their 
lives is important since it tells us how they are motivated: they are there to learn about 
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their role as a father, the importance of fathers and how to be a good father. The basic 
needs of the learners tell us what they can do with the information the trainer gave. For 
example, a trainer must be aware that certain communities have different levels of access 
to resources to help them. Some fathers might not be able to provide for their children in 
the same ways as others can, therefore take care to consider how the training is still 
relevant to them. 
Relevance also relates to the course content. Make sure not to focus too much on other 
topics.  
 

Confidence:  
Motivation to learn is increased by confidence.  Learners have to believe that they can 
accomplish the goals and be successful. 
 
Things that influence confidence of learners include: 
Educational background and training experience 
 
The trainer needs to be aware of the differences between learners when it comes to their 
educational background and experiences in participating in training sessions/workshops. 
Learners might be discouraged if they feel that they can’t understand what is being said or 
feel overwhelmed by all the new information given if they don’t have a lot of schooling or 
experience with training. Similarly, learners with lots of schooling and experience might 
become bored or disinterested if they think the training is too simplistic. The trainer needs 
to be aware of this when planning his presentations. 

 
Learners	  with	  lots	  of	  schooling	  &	  experience	  are	  more	  theory	  driven.	  Learners	  with	  
less	  schooling	  need	  less	  theory,	  more	  examples,	  more	  visual	  aid	  and	  more	  practice.	  
	  

Difficulty of objectives 
If learners feel that they can fully understand the work and activities, they will be more 
confident. The trainer should start by giving the learners easy tasks/objectives in the 
beginning and harder/more complex tasks only later on.  
 
 
Feedback from trainer 
The trainer should give continuous feedback to learners. Focus on the learners strength 
(what they are doing right) instead of what they’re doing wrong. 
 

The sandwich approach: When a trainer needs to give critical feedback, it helps 
to also include positive observations or encouragement. The Sandwich 
feedback consists of two layers of praise/encouragement and one layer of 
criticism. 

 
For example: A trainer notices that one of the learners is a really good presenter  

when it comes to what they say (they have a lot of knowledge) but the way they 
say it and how they look makes people uncomfortable and distrustful. Here is an   

example of how the trainer can give constructive criticism using the sandwich approach: 
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“I see that you are a really smart person and that you have a lot of important knowledge 
to share, but your body language is an area you can improve on. Try not to point your 
finger at the people all the time and don’t start to frown when someone asks a question. 
You’re a smart guy that can make contributions and I know that if you work on this you’ll 
get it right.” Notice how the trainer’s feedbacks starts and ends with something positive 
and encouraging.  
 
Modelling 
If the learners see other learners (or trainers) do the things they are supposed to learn, 
they will feel more confident in their goals. Make sure to show direct examples of what 
you are talking about if it is possible. This works best if the person being watched is from 
the same community as the learners i.e. someone they can identify with. So trainers 
should try to point out the similarities between them and the learners, and/or give 
examples of fathers in the learners’ community or social background that is praiseworthy.  
 
 

Satisfaction:  
Satisfaction can be due to internal or external rewards. There may be external 
rewards e.g. certificates, awards etc., but the internal satisfaction of being able to  
do new things or understanding new concepts are more important to adults. 
•   Remember that increasing confidence will also increase satisfaction.  
•   Always end a discussion or training session with a positive attitude, this will 

make the learners remember a more pleasurable experience and help to motivate 
them to continue with their training/goals.  

 
	  

	  

Action	  Box	  
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Session Preparation 
 

Failing to prepare, you are preparing to fail. 
 
 

I keep six good friends, 
they taught me all I know. 

Their names are Why, Who and What, 
Where, When and How 

 
 
Step 1: 
 
In each section to be presented, find the main truth to be communicated. What is that one, 
main thing that the learners absolutely need to understand in this section you are about to 
present to them? If they walk out the door after this session, what is the one thing that you 
want them to remember? 
Only once the main truth has been discovered, can secondary truths be selected. These 
secondary truths are used to fortify and support the main truth. 
 
The way to go about this is to write down all the truths that can be taught in this section. Just 
list them. Once they have been listed, considering the flow of the material and the 
chronological order of the material, now select the main truth that fit best for the section that 
you want to train or teach. Once this is done, also select the secondary truths that supports 
your main truth. You have to keep in mind how much time you have for your training. 
Sometimes there are too many secondary truths and you will not have time to teach 
everything. Select them carefully. 
 

 
    Resist the temptation to talk about content that pertains to another section. 
    Remember that the section you are training forms part of a bigger picture. 
 

 
Now take time to list those truths and select the ones that fit best to the 
section that you are preparing to teach. 
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Step 2: 
 
The moment these truths have been discovered, only then can we start thinking about our 
communication of them. In this part we find the illustrations, stories, video clips, quotes and 
statistics that support our main truth. 
 
It is not necessary to have all of the above with every point that you are training. Make your 
training balanced. Ex. Have one good story, well prepared for the section. Maybe include a 
video clip. Be careful not to overdo it with these extras, but remember that people will 
identify with you in the way the content has changed you. So make sure to have ample 
examples of HOW application can be made of the material in their lives. 
 
 
 

Action	  Box	  
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Now take time to decide on and find the necessary illustrations to support 
your training. 
	  

	  

	  

Action	  Box	  
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Step 3: 
 
Your presentation consists of 3 main parts: 
Introduction 
Main Teaching 
Conclusion 
 
For your presentation/evaluation during this course, you will have 30 minutes to present your 
topic. You can allocate time for these parts using the following as a guideline:  
- Introduction 15% of the allocated time, 
- Main Teaching 80% and 
- Conclusion 5% 
This brings you roughly to 4.5 minutes for your introduction, 24 minutes for the development 
of your main teaching and 1.5 minutes for a suitable conclusion. 
 
 
Introduction: 
In this part of your presentation, you create the platform for your main truth to stand on. Do 
not introduce your main truth here, but create the necessity for your main truth. This is a 
“build up” towards revealing the main truth and why it is necessary. Here you would normally 
create the need and illustrate that this need exists and need to be provided for. Your main 
teaching will then provide the answer to the need that you have created here. Use 
approximately 15% of your allocated time to this. 
 
 
 
 
Main Teaching: 
This is the part where you deliver the main truth and develop it in such a way that the listener 
understands not only the “why”, but also the “how”. You will apply the main truth to the life 
of the listener, so he knows exactly what to do to move from the “as is” to the “should be”. 
Your main teaching should answer the need described in the introduction. Give yourself 
ample time to do this part, because this is what your audience should take home. Allocate 
80% of your time to this section. 
 
 
Conclusion: 
In your conclusion you can summarise in a sentence or two what you have said. This is not a 
time to say what you have forgotten to say earlier. When you are done, “land the plane and do 
not take off again”. Generally you will highlight the need and reaffirm the solution to that 
need, but in summary format. Allocate 5% of your allotted time to the conclusion. 
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Now take time to think through how you will be introducing your subject. 
What will the “stages” of your main teaching be and how you will conclude. 
When you are done with the above, you will have a schema that looks 
similar to the below: 

 
Introduction 

Link 

Main teaching: Main truth 

Main teaching: Secondary truth - linking to the main truth 

Main teaching: Secondary truth - linking to the main truth 

Main teaching: Secondary truth - linking to the main truth 

Link 

Conclusion 
 

 

Action	  Box	  
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Action	  Box	  
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Session Presentation 
 

If you can speak, you can influence. 
If you can influence, you can change lives. 

 
 
 
 
Creative Communication 
 
 

1.   General Communication skills 
 
Effectiveness as a Trainer is directly related to your ability to communicate with the group.  
Communication is a two-way process between you and the members of the group. 
Unfortunately the channels of communication can become blocked when barriers are 
erected.   
These barriers can be: 
-   physical  (e.g. deafness or inability to see the trainer) 
-   emotional (e.g. insecurity, anxiety, feeling threatened or exposed, fear) 
 
As communicators we must try to ensure that when barriers do occur, they are removed so 
that effective communication – and thereby understanding can occur.  Therefore we need to 
be aware of the barriers to communication and to try to remove them in an appropriate 
manner. 
 
 
Here is a general guideline to improve your communication skills:  

•   Being relaxed •   Being clear – use simple, straight-
forward language and avoid jargon 
where possible. 

•   Smiling at the group – it shows you 
are human! 

•   Interacting with the group – ask 
questions; use their knowledge 
and answers as a reference point so 
that you’re making the material 
relevant to them. 

•   Maintaining eye contact with the 
whole group – look at them as 
individuals, but do not stare at one 
person for a long time 

•   Using your hands and arms to 
emphasise points – but don’t go over 
the top; try to avoid distracting 
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mannerisms – because they 
distract! 

•   Being well-prepared – which 
should aid the flow and reduce the 
“ers” and “ums” 

•   Using appropriate humour, but 
only when you’re sure of it or if it 
was prepared. 

•   Being confident •   Remembering it’s not unusual to be 
nervous – and that your 
nervousness is not as obvious to the 
group as it is to you! 

•   Being enthusiastic – enthusiasm is 
contagious; if you don’t believe 
your message, how can you expect 
the group to? 

•   Don’t have someone you always ask, 
or talk to or look at, include 
everyone. 

•   Being appropriately dressed – it 
gives you confidence, projects a 
good image and demonstrates 
your respect for the group. 

•   Remember that the group is usually 
on your side! They’re not there to 
judge you but learn from you. 

•   Being audible – speak up, avoid 
speaking in a monotone, don’t 
speak too quickly. 

 

•   Varying the pace – when we are 
nervous we tend to speak more 
quickly. 

 

	  
The most important thing to remember is that no one is naturally good at giving a presentation in 
front of other people. Communication skills come like all other skills: with practice! You will improve 
every time you talk in front of people, and soon you will be relaxed and confident at any training 
session you have to lead.  
 
 

2.   Body language 
Non-verbal communication, or body-language, can communicate attitudes to which the group 
will undoubtedly respond. They say that 80% of what we say is non-verbal, so make sure to pay 
attention to what you’re doing with your body while talking to learners.   
 

Some tips: 
-   Eyes: You should make eye contact with whoever is speaking to you, but also do your best not to 

stare blankly at that person. Too much eye contact can make others uncomfortable, while no eye 
contact will make you appear insecure. 

-   Head: Be sure to nod; this will indicate you’ve understood what the learner has told you, and that 
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you are receptive to his ideas. Also, be sure to keep your head upright; staring at the ground will 
make you seem disinterested or distracted. 

-   Face: Touching your face might make you seem nervous and can be  distracting for the listeners or 
the people in the conversation.  

-   Mouth: Smile and laugh when appropriate. This will demonstrate your engagement in the current 
conversation ― but grinning ear-to-ear for too long may come off as disingenuous. 

-   Shoulders: Be sure to relax both shoulders; otherwise you’ll appear tense. If you are naturally stiff-
shouldered, try loosening them up before you get to work by shaking them or stretching your neck. 

-   Arms and legs: Don’t cross your arms and legs. This will tell others you feel defensive or guarded 
(‘closed’ body stance). Use your arms to make a point, or to indicate something on the drawing 
board/screen, do not point at the learners.  

-   Hands: Fidgeting is one of the surest signals of poor body language. Constantly moving your hands 
will distract others ― but infrequent, controlled pointing or gesturing will help you deliver a clearer 
message. You can hold presentation notes if you want to. 

-   Whole body: Avoid standing too close to other people, and try not to “lean in” too excessively. 
These actions are often perceived as aggressive, and most people will not respond positively. 

 
Smiling, looking at the learners and making eye contact and having a generally relaxed appearance 
will increase the openness of the group as well. Crossing your arms, looking angry or irritated, looking 
away or just generally tense or unprofessional will make the learners more defensive and anxious. 
Remember that the body language of your learner is also saying something to you! Pay attention to 
the body language of the learners and consider if they are ‘open’ or ‘closed’ to what you have to say. If 
your body language is more ‘open’ (arms not crossed, looking friendly) learners will be more open to 
you, if your body language is more ‘closed’/unfriendly the learners will also be like that towards you. 
Act the way you want others to feel. 
 
 

3.   Listening (active) 
Listening is also a communication skill, although many don’t know it. Most people just wait for their 
turn to talk, and do not really listen to what the other person is saying. Active listening means that you 
are concentrating on what the other person is saying, not on your reply.  
 

 
	  
	  
	  

§ Listen carefully to what is said (active listening) 
§ Look at the body posture of the person talking 
§ Show that you are listening. Smile and show empathy/enthusiasm 

when needed 
§ Show that you are patient and do not rush them. If a learner talks for 

too long, you can slowly start to indicate that they should get to the 
point 

§ Give feedback. Make sure you understand what they mean 
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It is also important to show from the start of your presentation that others should listen (be 
silent) when another is talking. 
 
 

4.   Asking questions  
Asking questions is fundamental to the training process. The trainer should pay much 
attention to how questions can be used to help learners understand the work. The following 
is a guideline to asking meaningful and effective questions: 
 
a.   Discussion vs. Test 
In a test, the person asking the questions has all the answers. If you want people to parrot 
back information, a test type question is the way to go. If, however, you want adults to learn, 
you may want to ask your question a little different. Most adults learn by discussing a topic. 
Test questions put them on the defensive and close them down. 
In a discussion, however, the one asking the questions doesn’t normally have all the 
information. It is not a case of “I know the answer and you don’t”. If you start the question by 
“What do you think…” it will create the necessary safety for the adult learners to open up.  
 
b.   Stop leading the witness 
A good attorney often asks questions to the witness in such a way that the witness has no 
other choice, but to respond in a way the attorney wants him to. In asking a question, don’t 
assume that the listeners all fall in the same category. 
E.g. “When did you stop beating your wife?” 
An “either – or” question is also leading the responder. 
These types of questions generally are not good questions to ask. 
 
c.   Ask one question at a time 
When you have a tendency to ask more than one question at the same time or trying to 
rephrase the question several times, you will be confusing your audience. By the time you get 
to the end, they will wonder what the first one was. Keep it simple, one at a time. 
d.   Accessibility is key 
You will have different people in your audience, therefore it is necessary to ask your questions 
in such a way that everybody has a reasonable chance of understanding the question the first 
time it is asked. Technical terms can also prevent people from responding. 
E.g.: Since eating meat sacrificed to idols might be confusing to a person who doesn’t know 
the idols are nothing and since eating meat in temples might inadvertently involve one in 
idolatrous worship, what is Paul’s advice to the strong Christians in 1 Corinthians 8 regarding 
meat? 
 
In 1 Corinthians 7, how does Paul apply an eschatological hermeneutic to our process of 
decision making about relationships? 
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e.   Say what you mean 
If your questions are kept simple, you will find it easier to say what you mean: 
 
“What does it mean to the way we live that human beings are members of the family of God?” 
 
Instead ask it in the following way: 
 
How do you think being members of the family of God should affect the way we live? 
 
f.   Keep a straight line 
In preparing your questions, be careful to keep it simple. Avoid unnecessary clauses or 
irrelevant background information. If you have to explain your question, it is probably not 
simple enough. The shortest route is the direct one. Be on the lookout for double negatives. 
 
g.   Open or closed 
“Yes” or “No” answers can be given without engaging the brain. Therefore, asking a question 
that has “Yes” or “No” for an answer, as a means to enhance learning, is not a well thought 
through type of question. Keep it open-ended. Make the learner think about his answer. 
 
h.   Talk, talk, talk 
In adult learning, the participants should be encouraged to talk to each other. When the 
facilitator asks a question, it should be formulated in such a way that it encourages 
discussion. If it’s not possible, have follow-up questions ready. 
 
i.   The “unimportant” detail 
Some of the learners are very detail oriented and, therefore, detail should not be neglected. 
Your questions should not allow the group to skip detail. Enter too quickly into the discussion 
and the group can lose sight of the topic.  
 
j.   The “big picture” 
On the other side of the coin are those who are great in seeing the big picture. Remember 
them also as you prepare your questions. They are very good in summarising a chapter or a 
segment of the work just completed. 
 

k.   Other things to consider  
-   Avoid questions which require mind reading on the part of the group 
-   Ask questions to the group as a whole, rather than ask specific individuals 
-   Look at the group as you ask your questions - not at the ceiling 
-   Ask those who look ready to answer - but try to avoid those who always know and 

                be sensitive with those who are normally rather quiet. 
-   Be encouraging and sympathetic in the way you ask a question - don’t be 

threatening - which will raise people’s level of anxiety  
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-  Pause to give people time to answer - sometimes they will need space to think about the 
question and work out what they are going to say.  Learn to cope with thinking silences! 

-  Respond to people’s answers with warmth and enthusiasm.  If you are encouraging in the 
way you react, they will be more likely to contribute again.  Look at them, smile - and nod. 

-   If the answer is “wrong” - be sensitive in the way you respond to the person who gave the 
wrong answer, although you should never accept an answer which is incorrect. 

 
There are in general three types of questions that the trainer can use to improve 
communication: 
 
Engagement questions 
It’s often used to engage (get attention) the learners at the start of a training session. These 
are questions used to increase participation and attention of learners.  Can be used in 
beginning to introduce learners and get them comfortable with the topic. 
 
Exploration questions 
These are general questions that are used throughout the training. The previous list of 
guidelines in asking questions will help the trainers form questions that help the learners 
understand the work better 
Exercise: What questions can you present to the group in order to help them understand the 
work better? Think of each part of your presentation and what questions you can add to each 
part to increase group participation and help you explain a principle.   
 
Exit questions 
Questions asked at the end of the training. Used to check if learners are unhappy about 
anything and understand the work completely. Make sure that you try and address as many 
of these as possible since learners often have many questions at the end of training. 
 
 

5.   Stories 
Storytelling is one of the most powerful techniques used in any presentation. It transfers the 
main idea of your teaching in a very practical way. The general rule of thumb is: The more 
you reveal yourself to others, the more they will reveal themselves to you. Short stories 
have this tendency to open us up and show our listeners who we are, especially when we 
share personally from our own lives. 
 
Importance of stories 
1. It communicates a principle. 
2. It gives variation in the teaching. 
3. We can identify with the experience. 
4. It serves as an illustration of the point. 
5. It gets and keeps the listeners’ attention. 
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Different types of stories 
 
i.   Opening  
A "You" centred module, most likely with a sincere compliment. The focus is on "them", not 
yourself! "Thank you”. 
 
ii.   Cultural  
A story that takes the audience right out of their seats and brings them into another world, 
possibly your world and/or the culture you are living in. It describes in a vivid way, with living 
colours, what you saw, heard, touched, smelled or felt in your heart. (The more of the 5 
senses you describe the more vivid the message.) It should not put the other culture down, 
but instead show an interesting, different or good side of it. Can be about travel, ingenuity, 
resourcefulness, value relationships, customs, view of time, dress etc. 
 
iii.   Claim  
Can be a 30 second or one minute module that needs to be especially well prepared. It should 
be a big claim, touching on a real need, so that the people will respond with "Wow, if that's 
true I will listen to every last word". It gives the reason(s) for the people to listen carefully and 
with great interest. (keep in mind Jesus’ claim in John 4.) 
 
iv.   Spiritual Need  
A story that highlights the “lostness” and hopelessness of people apart from Jesus Christ. 
This could very well be someone's testimony leading up to the point of conversion, but 
stopping at the lowest point. This module should take away an opposition to the sharing of 
the Gospel. It should make it so obvious that the people need Jesus that it almost appears to 
be cruel not giving them the word of God. 
 
v.   End Result  
A beautiful illustration of the result of your ministry. A story about a conversion, the 
transformation of a people group, tribe or individual or a radical impact or some other form 
of fruit from the labour of yourself or of your colleagues in your ministry / organisation. 
 
vi.   Is It Worth It All? (IlWIA)  
This starts with "you may wonder if I have ever asked myself the question: ‘Is it worth it all’"? 
It is a vivid description of your darkest hour, your lowest moment, or your most depressing 
experience at which point you say "It was then I asked the question: “Is it worth it all?” Ending 
with a turn of the tide and finishing with: "Then I knew it is worth it all". It places you right on 
the same level as your audience and they know you are really human and not something 
special. 
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vii.   Testimony  
The story of your conversion in modular format. It takes careful preparation to zoom in on the 
specific incident and tell it in only two minutes, leaving out all non-essential information. You 
describe what you thought and felt like at that moment and how the change came about and 
what the result was. 
 
viii.   Bible Story  
You re-tell the story of an event in the Bible in your own words. To do this well you need to 
read the passage carefully a number of times, asking yourself the questions:  
Who, Where, Why, How, When and What? Then you visualise it in your mind and then you tell 
it in your own words. 
 
ix.   Miracle  
May be a miracle in the true sense of the word or something that was very, very special. It 
shows that God is behind your work and that He is helping you. Many times this can be 
illustrated in God's providential timing of events. 
 
x.   Needs Met  
The story about a very special way in which God has provided for you, your family or for your 
organisation/ministry. It shows that it is a privilege to be part of what God is doing and how 
He is looking after you in such marvellous ways. 
 
xi.   Close  
A well thought through ending of your talk. It should be in line with the very purpose of your 
presentation and have reassurance, taking away fear and with a clear invitation to do what 
you want your audience to do. It can be around one minute long.  

 
 
The key components of a story: 
1.   It is specific.  Your story is about a specific incident that happened to you or that you 

know about. Ruthlessly cut out everything that does not uphold the main point. 
2.   A good story is to the point. It is not dragged out or made to be something it wasn’t. 

Be careful not to exaggerate. It must contain the  “when”, “where” and “who did it 
happen to”. 

3.   It has one good ending line. This is the punch line of your story. If you miss it, you lower 
the impact the story should have on your listeners. It is worth it to prepare this 
beforehand. 

4.   It is the right length. A good story is +- 2-3 minutes long. If you want to make the story the 
main teaching, then it would be longer, but as illustration, it should be kept short. 

5.   Preferably your own. If at all possible, tell stories that happened to you, the impact is 
much greater. If you do not have a story of your own, then borrow one. Make sure that you 
know it well. 
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Remember that although stories are an effective way to gain attention and communicate an 
idea, it’s often more time consuming than planned. Make sure you know your story very well 
before your presentation and know how much time you will need for it.  
 
 

6.   Effective group discussions 
Special consideration needs to be given to communication methods in group discussions. It’s 
easier to talk to someone than to facilitate a discussion between multiple people. The trainer 
is the person responsible to make sure everyone participates in the discussion, but also 
ensure that the discussion does not get out of hand and take too much time.  
 
Building rapport 
Sometimes learners do not seem to want to join in the discussion or don’t respond well to the 
trainer’s questions. “Building rapport” refers to establishing a connection with learners that 
facilitates comfortable and open communication. Rapport is important to the training 
process, because it can dramatically influence the willingness of participants to answer 
questions and how openly and honestly they answer the questions they are asked. Here are 
some tips to get the discussion going. 

•      Break the ice. Help the discussion going by saying what you yourself think or giving an 
   example.  

•   Let participants know that you are there to learn from them. Let them  know that their 
knowledge and life experience is incredibly valuable.  

•   There are no ‘wrong’ answers. Never laugh at an answer.  
•   Know something about the community of the learners. Know what their needs are and 

what might be sensitive topics for them. Avoid very sensitive topics if you want the 
group to feel more open to sharing. 

•   Have good (open) body language. Look interested.  
•   Show that you are listening by repeating what someone said to the rest of the group 

and asking for more feedback. 
•   Remember to stay professional. It’s good to be friendly, but you are primarily there to 

give important training, not make friends.  
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Discussions 
 
Big Group Discussions 
Benefits: 
 
 
 
 
 
Limitations: 
 
 
 
 
 
Small Group Discussions 
Benefits: 
 
 
 
 
 
 
Limitations: 
 
 
 
 
 
 
Lectures 
Benefits of a Lecture: 
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Limitations of a Lecture: 
 
 
 
 
 
 
Making Lectures as effective as possible: 
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