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Foreword
If you’re reading this book, hopefully it’s because you are thinking about training to instruct within the RYA Power schemes, or you are a current Instructor looking to see what this new book brings.
The RYA Power Schemes Instructor Handbook is a valuable reference, full of top tips and background about how people learn. In addition, there is plenty of information on teaching boating in all three schemes.
By combining the three Power schemes of powerboating, personal watercraft and inland waterways, we are able to share good practice across the board, and hopefully inspire good Instructors to take a look at what the other schemes have to offer.
Good luck with your training!
Rachel Andrews
RYA Chief Instructor,
Power

Part 1
RYA Instructor Code of Conduct for RYA Instructors, Trainers and Examiners
The RYA values and respects the very talented people that make up our training network, and views them as important ambassadors of the RYA’s brand and values. This document outlines the code of conduct to which all holders of RYA Instructor qualifications and RYA training appointments (hereafter referred to as Instructors) are required to comply. The code of conduct is intended to make clear to all participants, Instructors and RYA appointment holders the high standards to which all are expected to conform. Instructors must:
	Behave in a manner that is consistent with the values of the RYA, particularly with regards to equality, diversity, inclusivity and sustainability.

	Respect the rights, dignity and worth of every person and treat everyone equally within the context of their boating activity.

	Place the wellbeing and safety of the student above the development of performance or delivery of training.

	Encourage and guide students to accept responsibility for their own behaviour and performance.

	Only develop relationships with students that are appropriate and legal (especially those under 18), whether face to face or in a digital context. Relationships must be consensual, based on mutual trust and respect and must not exert undue influence to obtain personal benefit or reward.

	Ensure the activities they direct or advocate are student focused, and appropriate for the age, maturity, experience and ability of the individual. Always clarify with students (and where appropriate their parents or carers) exactly what is expected of them and what they are entitled to expect.

	Behave appropriately to ensure the safety of Instructors, students and others under your direction.

	Treat all RYA Instructors, appointment holders, staff and other stakeholders with respect.

	Act with integrity in all customer and business to business dealings pertaining to RYA training.

	Read, understand, and comply with the Safeguarding Children and Safeguarding Adults policies and guidelines as detailed on the RYA website at www.rya.org.uk/go/safeguarding.

	Comply with the laws and regulations of the jurisdiction in which they are operating.

	Follow all RYA guidance and standards with regards to specific training or coaching programmes.

	Not do or neglect to do anything which may bring the RYA into disrepute, including through the use of social media.

	Hold relevant, up to date governing body qualifications as approved by the RYA.

	Only teach or provide RYA courses or RYA certification within the framework of an RYA Recognised Training Centre.

	Notify the RYA immediately of any court-imposed sanction that precludes the instructor from contact with specific user groups (for example children or adults at risk) and be aware that certain sanctions may result in the automatic withdrawal of your qualification.

	Notify RYA Training in the event of any health issues that may affect their ability to carry out their responsibilities, including the use of medication which may impact their role.

	Not carry out RYA training, examining or coaching activities whilst under the influence of alcohol or drugs.

Failure to adhere to the RYA Instructor Code of Conduct may result in the suspension or withdrawal of RYA qualifications or appointments. Revised September 2022.
RYA Equality Policy
Objectives
	To ensure boating is accessible and attractive to the widest audience. 

	To ensure that the RYA’s services, including training schemes, are as accessible as possible, including to people with disabilities. 

	To increase the diversity of our Instructors, Coaches and Race Officials. 

	To identify and promote more role models at all levels from under-represented groups, including women and girls, people with disabilities, people from BAME backgrounds and LGBT+ people. 

	To attract new participants from under-represented groups through targeted initiatives. 

	To maintain the Advanced level of the Equality Standard for Sport.

Policy Statement
The Royal Yachting Association is committed to the principle of equality of opportunity and aims to ensure that all present and potential participants, members, Instructors, coaches, competitors, officials, volunteers and employees are treated fairly and on an equal basis, irrespective of sex, age, disability, race, colour, religion or belief, sexual orientation, pregnancy and maternity, marriage and civil partnership, gender reassignment or social status.
Implementation
	The RYA encourages its affiliated clubs and organisations, Recognised Training Centres and other stakeholders to adopt similar policies, so that they offer an experience to participants that is friendly, welcoming and open to all. 

	Appointments to voluntary or paid positions with the RYA will be made on the basis of an individual’s knowledge, skills and experience and the competences required for the role. 

	The RYA will tailor requirements in relation to RYA training schemes which may inhibit the performance of candidates with special needs, provided that the standard, quality and integrity of schemes and assessments are not compromised. 

	The RYA will develop further policies for specific subject areas where appropriate (e.g. instructing, race officials). 

	The RYA reserves the right to discipline any of its members, qualification holders, appointees, volunteers, or employees who practise any form of discrimination in breach of this policy, in line with the relevant articles, rules, codes of conduct and disciplinary procedures. 

	The effectiveness of this policy will be monitored and evaluated on an ongoing basis by the RYA Safeguarding and Equality Manager reporting to the RYA Board and the Sports Council Equality Group.

RYA Organisation
RYA training takes place in Recognised Training Centres (RTCs).
These fall into three main categories:
	Powerboat schools open to the public.

	Sailing clubs that provide courses to their members.

	Restricted organisations such as the Armed Forces and the Police Force.

Recognition is vested in the Principal, who is responsible for all of the training that occurs at the centre, and only they and the Chief Instructor can issue certificates. However, they may not necessarily be qualified to conduct training themselves. If this is so, they will appoint a Chief Instructor (CI) who will fulfil this training role.
Centre recognition is automatically revoked on the change of a Principal, active teaching ceasing or if the centre is sold. Centres risk their recognition being withdrawn if, in the opinion of the RYA, the standards set for recognition are not being maintained.
Gaining Recognition
The starting point to gaining recognition is for the potential Principal to submit an expression of interest form. On receipt of that form we will send further details and access to the full Training Support website so you can see all the information needed to progress. You can find the form at www.cognitoforms.com/RYA2/expressionofinterest. 
Once the potential Principal believes they are ready to gain recognition they submit an application form to the RYA along with the relevant fee. The centre will then be visited by an inspector and, provided the inspector’s report is satisfactory, recognition will be granted. The school will then be subject to annual or ‘spot’ inspections administered by the RYA.
Recognition Conditions
During their inspection, the inspector will expect to see the following:
	That the Principal or Chief Instructor holds the relevant and valid RYA Instructor Certificate.

	That the Instructor certificate is supported by a valid and appropriate first aid certificate (see the RYA website www.rya.org.uk for details of accepted certificates). 

	That the centre’s teaching syllabus and course programmes meet the requirements of the RYA.

	That the facilities are of a satisfactory standard to support the proposed RYA operation.

	That the teaching boat or boats are suitable, appropriate, seaworthy and in good condition.

	That students are using the correct and appropriate personal buoyancy devices for the course on offer.

	That the Principal and/or CI fully understands the RYA requirements necessary for the correct running of an RYA Recognised Training Centre, especially with regard to advertising and the safe running of certificate and non-certificate courses

The RYA will then classify and recognise the centre based on the inspector’s report. It should be noted that RYA Safety Boat and RYA Advanced/Intermediate recognition will only be granted if appropriate boats and qualified staff are available. If there are any doubts as to the suitability of the above, clarification can be given from RYA House prior to an application.
Advertising and use of the RYA Name and Logo
It is only the Principal that may use the RYA name and logo in any advertising material. Instructors (and Examiners) may not do so.
Administration
Once recognition has been granted Principals may open an account with the RYA to bulk purchase certificates and RYA publications to be used on courses. The Principal remains responsible for the correct completion, issuing, registering and recording of certificates at the end of courses and that they are correctly endorsed.
Own-Boat Tuition
RYA-recognised centres may offer own-boat tuition to their customers on the condition that the teaching takes place within the stated operating area of the centre.
The boat used must carry all the usual equipment and safety equipment that would be present on the school’s boat(s). Additionally, the owner must ensure that their insurance covers them to receive instruction aboard their own boat.
Own-boat tuition may take place away from a centre, but may only be conducted by an RYA Advanced Powerboat Instructor or an RYA Inland Waterways Instructor.
Centres may not offer ‘own-boat’ courses only.
General Considerations
Duty of Care
Instructors and trainers must always remember that they are usually teaching relatively inexperienced students who may not be able to make a sound assessment of the risks inherent in the activity. Instructors should not hesitate to make prudent decisions in unfavourable conditions to ensure the safety of the students in their care.
Instructor Health Declaration
I understand that in my capacity as an Instructor I must be able to effectively deliver the relevant syllabus and to look after the safety of my students. Accordingly, I confirm that at all times I can:
	Communicate effectively with students, other water users and the centre.

	Recover other craft.

	Recover a person from the water without assistance.

	Keep an effective lookout by sight and sound and monitor the safety the vessel and crew.

	Operate a powerboat independently.

If for any reason, health or otherwise, I believe I may require support to fulfil the requirements above I have provided further details below. I recognise that this information will be used by the RYA to consider what reasonable adjustments may be needed for me to instruct. I recognise that adjustments identified on the training course may be taken into account.
I undertake to:
	Inform the RYA if my situation in relation to the above requirements changes on a permanent or temporary basis.

	Submit a health questionnaire to be reviewed by the RYA doctor. In some circumstances a medical assessment may also be required.

Student Health Declaration
In order that they are informed as to any additional risk to students, RYA Recognised Training Centres are strongly advised to include a health declaration in their booking forms. The Principal/Chief Instructor must pass on such information to the individual Instructor responsible for the student.
The declaration should be designed to ensure that the participants are physically and mentally fit to deal with the particular course for which they have applied.
Swimmers
It is recommended that all those participating in powerboat activity should be able to swim. No minimum-level swimming ability is stipulated, but students should be water confident. It is essential that the Instructor in charge of a course knows if any course members are non-swimmers. Non-swimmers may be required to wear life jackets instead of buoyancy aids.
Carbon Monoxide
All cooking and heating appliances can produce carbon monoxide if not properly ventilated. Exhaust fumes from machinery may also accumulate in enclosed space, and even in open cockpits if stationary or travelling at low speed.
Carbon monoxide is colourless, odourless, and poisoning can be deadly. The first signs are headaches, tiredness, sickness, and dizziness. It is recommended that you fit a carbon monoxide detector and test it regularly.
To ensure adequate ventilation throughout the cabin, make sure that any ventilators are clear of obstructions.
RYA Instructor Awards
Who Teaches Which Courses in the RYA Power Schemes?
	Instructor Qualification	Qualified to Teach
	RYA Powerboat Instructor	Levels 1 and 2
	RYA Powerboat Instructor with Safety Boat	Levels 1 and 2 plus Safety Boat

 
	RYA Advanced Powerboat Instructor*	Levels 1 and 2, Intermediate, Tender Operator and Advanced
	RYA Advanced Powerboat Instructor with Safety Boat	Levels 1 and 2, Safety Boat, Intermediate, Tender Operator and Advanced
	RYA Powerboat Trainer**	RYA Powerboat Instructor

 
	RYA Powerboat Advanced Trainer	RYA Powerboat Instructor
RYA Powerboat Advanced Instructor
	RYA Personal Watercraft Instructor	RYA Personal Watercraft Safety
RYA Personal Watercraft Proficiency
	RYA Personal Watercraft Trainer**	RYA Personal Watercraft Instructor Training

 
	RYA Inland Waterways Instructor*	RYA Inland Waterways Crew
RYA Inland Waterways Helmsman’s Course
	RYA Inland Waterways Trainer**	RYA Inland Waterways Instructor Training

 
* Only Instructors with qualifications marked * can carry out own-boat tuition when away from training centre base.
** RYA Instructor Training Courses may only be carried out with the knowledge and permission of the RYA Chief Instructor and must have a moderator.
RYA Powerboat and Personal Watercraft courses may only be run at an RYA Recognised Training Centre. 
For details of how to become recognised, please contact the RYA Training Department.
Techniques for Instructing and Coaching
Instructing and Coaching Skills
As an RYA Instructor you will deliver teaching material as both an instructor and ‘coach’. Which one it is will depend on a number of factors:
	The type of session (practical or theory).

	The subject (new subject or developing existing techniques and skills).

	The teaching method (discussion, demonstration or student practice).

	The environment (ashore or afloat).

	Number of students.

	Where they are in the RYA scheme.

Your role as an Instructor is to help students learn through teaching them practical and theoretical aspects of the activity. It mostly involves explaining and demonstrating techniques that are new to them.
However, coaching implies a shift towards helping students develop those techniques into skills. It might involve more observation, feedback and questioning to check their understanding of the skills.
A simple, well-used model for this input is shown below. It is by no means the only teaching model, but it has stood the test of time and addresses a number of learning styles that the students will have.
Powerboat Teaching Model – EDICTS
E – Explanation. The Instructor gives a verbal description of the task to be taught. (Instruction)
D – Demonstration. The Instructor then demonstrates the skill to be taught. Before handing over the controls, they will check the students’ understanding of the task. (Instruction)
I – Imitation. The students then attempt to ‘copy’ the skill that the Instructor has just shown them. (Coaching)
C – Correction. The Instructor will give any corrective feedback required to improve student performance. (Coaching)
T – Training. Or more correctly, practice. The student can then apply the feedback they have just received. If no feedback was required they can repeat the skill, thereby developing positive reinforcement. (Coaching)
S – Summary. Before moving on to the next exercise, the Instructor summarises the skill with the student, the lessons learned and confirms understanding. (Coaching)
As can be seen from the model, the RYA Instructor does much more than simply instruct. If they are comfortable and able, after the instructing stage they can use coaching to help their students to develop their own performance. 
If you coach your students effectively their performance should improve and any problems that prevent them progressing can be solved.
	Effective coaching needs:

	A mutual desire to coach/be coached.

	Good communication between coach and student.

	Empathy towards your students.

	A focus on clear achievable goals. 

There are three main processes involved in coaching:
Communication:
Listening; questioning; responding; giving feedback.
Influencing:
Increasing confidence and independence in your students; positively reinforcing things done well.
Helping:
Expressing concern for, and empathy with, their development; establishing support for your students; identifying students’ needs and linking this to their goals.
Remember that we are communicating all the time. Our thoughts and emotions can often ‘leak’ out through our verbal and non-verbal communication.
Instructors and coaches should therefore:
	Develop their verbal and non-verbal communication skills.

	Ensure that they provide positive feedback during sessions.

	Give all students equal or appropriate attention.

	Ensure that they listen to their students, not just talk!

Helping your Students to Learn
The power schemes are fun, practical and exciting activities that require experiential learning – in other words learning through doing. It helps to break it down into four stages. In simple terms this means:
	Run a structured activity or session.

	Review and discuss what happened during the session.

	Help your students to learn and be sure about what they know.

	Encourage students to apply their learning to future sessions.

Throughout this process students need:
	Positive and constructive feedback.

	Time to reflect.

	Structured sessions that build on each other.

Exactly how you tackle these four stages can be determined by understanding how your students absorb information and learn new skills.
Absorbing Information
Not everyone sees and experiences the world in the same way. We take in information through our senses:
	Visual – eyes.

	Auditory – ears.

	Kinaesthetic – touch, feel and movement.

These senses are pathways to our brains. None of us uses one pathway exclusively – there is significant overlap between them, but your students are likely to have a preference:
Visual learners
They like:
	Written information.

	Pictures and observation.

	Sessions that have a lot of content to observe, i.e. demonstrations and visual aids.

Auditory learners
They like:
	Information contained in the spoken word.

	Clear verbal explanations/briefings.

	Verbal feedback.

	Discussions.

Kinaesthetic learners
They like:
	Learning through touch and movement.

	To ‘have a go’ and see what happens.

By adapting your teaching style to suit these three preferences you should be able to create a learning environment with something for everyone.
Once we have absorbed information, we need to process it in order for us to learn. In the same way that we have a preference for absorbing information, we also tend to have a preference for how we learn from this information. Just as people have a tendency towards left or right-handedness, which influences how they tackle manual tasks, many people have a particular learning style that influences how they approach mental tasks.
As Instructors or coaches, by being aware of different learning preferences or styles we are able to modify our own teaching style to suit that of our students.
Tips for Reinforcing Learning
	Always put new techniques into context – understanding is helped if you see the ‘big picture’.

	The average person can deal with approximately seven chunks of information – don’t overload them.

	People remember the beginning and end, but often miss the middle – keep demonstrations and explanations short and structured.

	Keep information memorable – use unusual, funny or unexpected ways to illustrate your teaching.

	Use a range of methods to teach important skills in order to cater for your students’ range of learning styles – i.e. explaining, showing video footage, visualising, reading, looking at pictures etc.

	Ensure that new skills become well-established with plenty of practice and reinforcement.

	Focus your students on what they should do, rather than what they should not do, or they might end up doing the very opposite to what they should!

Demonstrations are particularly important and useful, so demonstrate whenever possible. People will need time to identify what is being taught, so link the parts into a smooth skill that becomes automatic.
This leads to the ‘whole-part-whole’ demonstration method, where the skill is executed
Top Tips
	What I hear, I forget. What I see, I remember. What I do, I understand.

	Position the students where they can see clearly but are safe. Be aware of any distractions.

	What you do is more important than what you say. Use few words and demonstrate smoothly at normal speed before breaking the manoeuvre down, if required.

	Most instructors talk too much as they demonstrate.

The Four Stages of Learning – Unconscious Incompetence to Unconscious Competence
Four Stages of Competence
Unconscious Incompetence
Conscious Incompetence
Conscious Competence
Unconscious Competence
Basic Skills Model
How and Why People Learn
The Way Students Learn
	Once given a task, they will get on with it. Sometimes it can be difficult to get them to stop.

	They may have difficulty with the goal-orientated and structured approach to learning. They have become used to being lectured. They can find the relaxed RYA session uncomfortable.

	Often they will need to know why they are learning something.

	Encourage them to answer questions and to question the content of the session in general. Don’t allow anyone to opt out.

	Ensure that the purpose as well as the aim of the session is made clear at the start.

	Accumulated life experience can be applied to the learning process for good and bad. They may also be used to ‘problem solving’. Use this to your advantage and incorporate it into sessions. It may make sessions longer, however.

	They can be reluctant to get things wrong and appear foolish, especially in front of the others, and become frustrated when they do! Reward correct answers/solutions and encourage those who answer incorrectly to find the right ones.

What Might Motivate our Students to Learn?
	Making or maintaining social relationships.

	A desire to achieve awards and qualifications.

	Escape or stimulation from everyday life.

	Interest in the subject.

	Lifestyle aspiration.

	Fear of failure.

Barriers to Learning
	Other responsibilities (families, careers, social commitments).

	Lack of time.

	Environment – being wet and cold!

	Feelings – looking or feeling silly.

	Scheduling problems – when courses take place.

	Insufficient confidence.

	Inappropriate teaching methods.

	Culture clash – young Instructor vs. middle-aged student.

	Personality clashes – between student and Instructor.

	Having to learn, if told by partner or spouse but not interested or ready.

	Fear of failure (again).

Fear
People Skills for Instructors
What your Students Think of You
	The first four minutes of any encounter are the most important and set the scene.

	Always set up early and be ready for their arrival.

	Pay attention to your personal appearance and grooming as this can exert an inordinate influence on their first impression of you.

	Listen to your students and respect what they tell you – the more you listen, the more you can influence them.

	Spend time with them to enable a rapport to develop.

What You Need to Know about your Students
	Why do you want to learn to drive a boat?

	Have you done any boating before, when, where etc.?

	Do you take part in any other water sports?

	What will you do once you have gained your award?

	Create the right environment.

	Be warm, welcoming and friendly.

	Tell them a bit about yourself.

	Get them all talking about themselves.

	Tell them what to expect (and what not to expect).

	‘Create the course’ (together).

	Break the ice.

Communication Skills
	Filter: Pick out more or less important bits for themselves.

	Distort: Interpret things for themselves.

	Delete: Remove any bits that they find unclear or too difficult.

Non-verbal Messages
Communication Blocks
	The student’s perception of something is not the same as yours.

	The student may jump to a conclusion instead of working through the process of hearing, understanding and accepting.

	The student may lack the knowledge and understanding of what you are trying to teach.

	The student may lack the motivation.

	The Instructor may have difficulty in expressing what they want to say.

	Emotions may interfere in the communication process.

	There may be a clash of personalities.

Effective Communication
	CLEAR Ensure that the information is presented clearly.

	CONCISE Be concise. Do not lose the message by being long-winded.

	CORRECT Be accurate. Avoid giving misleading information.

	COMPLETE Give all the information and not just part of it.

	COURTEOUS Be polite and non-threatening. Avoid conflict.

	CONSTRUCTIVE Be positive. Avoid being critical and negative.

	You have your students’ attention.

	Your students are accepting what you are saying.

	You are giving clear explanations and demonstrations.

	Your students have understood.

	WHY you need to communicate.

	WHO you are communicating with.

	WHERE and WHEN the message will best be delivered.

	WHAT you will be explaining or demonstrating.

	HOW you will get the information across.

	Keep verbal communication to a minimum.

	Project your voice towards your students – it can get lost in the wind.

	Never shout – it implies that you are angry.

	Position your students or yourself where they can hear you best, but remember the ‘instructor’ position.

	Regularly confirm understanding.

Presentation Skills
	I’ll dry up.

	No one will be interested.

	I’ll be boring.

	They won’t like me.

	I don’t know enough about my subject.

	They’ll ask me difficult questions.

	I’ll make a fool of myself.

Good Presentations Depend on Several Elements:
The Content
	Consider the time available for the presentation. After all the ‘must knows’ have been included, can any of the others be added in? If so, choose the most relevant first.

	Group the points you have decided to include under subject headings but do not consider the sequence at this stage.

	Place the subject headings in a logical, interesting order.

	Put a time allocation on each subject and the use of each visual aid.

	Make working notes for the presentation.

The Words
	Clear, concise, jargon-free language.

	Think before you speak – don’t ‘think out loud’!

	Emphasise the important bits.

	Summarise what you’ve said and ask questions.

How you Say them
	Vary your voice tone and pitch.

	Vary the pace.

	Speak in a conversational way.

	If you speak quickly, build in pauses.

	Project your voice.

	Use silences – pause before important points.

	Don’t fade at the end of sentences.

How you Look while Saying them
	Good posture – stand tall, shoulders back.

	Make eye contact with all of the audience.

	Standing or sitting – decide which is best for you.

	Keep your head up.

	Avoid distracting mannerisms – get a friend to tell you if you have any.

	Dress to help your credibility – you can be smart and casual!

	Stop to breathe, look, listen, speak.

Structuring Presentations – Beginning, Middle and End
	Do not start talking until you are fully in position and ready.

	An early smile helps to relax both you and them.

	Rehearse your presentation, and modify as necessary.

	Have a plan ‘B’.

The Beginning
	Whether you will be giving them a handout or letting them know they should make their own notes, what you plan to cover and your structure (give headings).

	How long you will take.

	When they can ask questions.

	Ask a question that requires a show of hands.

	Begin with a quotation or tell a story.

	Ask the audience to do something.

	Describe a true (or imaginary) situation.

	State a significant and challenging statistic.

	Challenge the audience.

	Tell a joke (but only if you are really good at this).

The Middle
The End
	Summarise your key points.

	Emphasise your themes.

	Make it significant.

	Do not end with something like ‘that’s about all I have to say so I’ll end now’.

	Always stop before your audience want you to.

	Link back to your opening. For instance, ‘When I started I said I would…’. And perhaps go through a check list of points in your intro.

	Issue a challenge (a gentle one).

	Raise a laugh and tell a final anecdote.

	Relate to a future point.

	Finish with a quotation.

	Ask questions about what you’ve said.

	Give a quiz.

	Be aware of, but not too self-conscious of, your body movements:
	Posture	Sit or stand up straight – but not rigid.
	Hands	Don’t be afraid of using them – as long as they are not distracting the audience.

	Movement	It is fine to move about as long as, once more, this does not become a distraction.
	Position	Avoid obstructions to the audience’s view of you.
	View of your visual aids	Never turn your back on the audience – they won’t hear you.

	Eyes	Maintain eye contact with the whole audience.
	Notes	Do not talk to your notes or visual aids.

Handling Questions
Set the Rules for Questions
What to Say when you Don’t Know the Answer
Reflection
‘I don’t know the answer to that but I will find out for you.’
Defer to the Expert
Compliment the Questioner
Use of Visual Aids
	The best visual aid is a live example of your subject matter, i.e. a buoyancy aid, a safety pack, an anchor, etc. Use it as often as you can.

	If the visual aid is too comprehensive, your audience will switch off from you and read the visual aid instead.

	Whenever possible use pictures, diagrams, graphs and colour rather than lots of writing.

	Do not use too many different visual aids as you can end up in a terrible muddle.

White Boards/Blackboards
	The most common form of visual aid.

	Avoid light-coloured pens as they are difficult to see at the back of the room.

	Make sure your pens have ink in them!

	Practise writing in large letters.

	Practise drawing diagrams.

	Why not use a mobile camera phone to capture the details before rubbing it off, then emailing it to the students if necessary?

Flip Charts
	Work well for interaction.

	Can be prepared in advance.

	Test your pens on the back of a sheet beforehand.

	Write a note for yourself in faint pencil (the audience won’t see it).

	Attach key sheets to the wall if appropriate.

	Pre-draw any diagrams in faint pencil. Then, when the time comes, overdraw them with a marker pen.

Data Projectors
	PowerPoint: good for large, formal presentations.

	Useful for key words, images and video.

	Professional effect.

	Easy to update.

	Practise well beforehand.

	Avoid too many effects and sounds!

DVDs
	Must be relevant and up to date.

	Use of video cameras for filming your students and playing footage of their own performance can be very powerful.

	Do not dwell on students’ mistakes, no matter how funny.

	Use very sparingly.

Models (very useful for IRPCS)
	Useful for highlighting specific topics.

	Easy to carry and set up.

	Students can get involved easily.

	Usually very ‘low tech’.

The ‘Real Thing’
	Better than just about anything else.

	Illustrates the point perfectly.

	Students can get ‘hands on’.

	Saves making diagrams, drawings etc.

	Too many words.

	Too much detail.

	Overcrowded slides.

	Bland images.

	Talking to the visual aid.

	Leaving the visual aid on display when you have finished with the subject matter.

Making your Visual Aids Accessible
Font Style
	Fonts should be rounded with space between letters and reflect ordinary writing. Fonts such as Arial or Comic Sans are good.

	Where possible, use lower-case letters rather than capitals. Using capital letters for emphasis can make text harder to read.

Paper
	Avoid light text on a dark background.

	Use coloured paper instead of white. Cream or off-white provides a good alternative.

	Matt paper is preferable to glossy paper, as this reduces glare.

	Ensure the paper is heavy enough to prevent text showing through from the back.

Presentation Style
	Limit lines to 60 to 70 characters to avoid putting strain on the eyes.

	Use short paragraphs with space between each line and paragraph.

	Use wide margins and headings.

	Use boxes for emphasising important text.

	Use bold to highlight words rather than italics or underlining.

	Keep lines left justified with a ragged right edge.

	Use bulleted or numbered lists.

	Use this page as a guide.

Writing Style
	Write in short, simple sentences.

	Be conscious of where sentences begin on the page. Starting a new sentence at the end of a line makes it harder to follow.

	Try to call the readers ‘you’: imagine they are sitting opposite you and you are talking to them directly.

	Give instructions clearly. Avoid long explanations.

	Stop and think before you start writing so you are clear about what you want to say.

	Use short words where possible.

	Keep your sentences to an average of 15 to 20 words.

	Be concise.

Using Flip Charts
	Keep essential information grouped together.

	Print lower case rather than using joined writing.

	Write large. It’s easier for you and easier to read.

	Flow charts or models are ideal for explaining procedures.

	Use pictures and diagrams.

	List ‘dos’ and ‘don’ts’ rather than continuous text.

	Use small chunks of information, and plenty of white space, to improve readability.

	Use plain, simple and jargon-free language.

	Avoid red, orange or green as they can be hard to read for some people such as those with dyslexia.

Briefing and Debriefing
	The task – what the students should be doing.

	How to achieve the task with an explanation and demonstration if required.

	The duration of the task.

	The teaching area including the boundaries, how they will be marked and any hazards to be aware of.

	How and where feedback will take place.

	What the students should do in an emergency if the Instructor is incapacitated (this should only need to be given in the initial safety brief).

The Task
Debrief
	Be clear what the task is and know how to perform it.

	Ensure that it is achievable by the students.

	Observe the session/skill carefully.

	Record what has taken place with either a good memory or notes, if necessary.

	The Instructor always remains in charge of the session, and hence safety, throughout.

The ‘Hamburger’, ‘Sandwich’ or ‘Layer Cake’
The ‘Traffic Light’
	Ask the student about aspects of their performance. Start with open and general questions, then focus in on specific areas.

	Discuss these areas using the response to the questions given by the student.

	Solve any problems firstly by encouraging the student to seek the solution. If they can’t, the Instructor will do this for them. However, the student should always be the one who identifies the problem and then provides the solution with guidance and help from the Instructor.

Assessing your Students’ Abilities
	Initial assessment.

	Formative assessment.

	Summative assessment.

Certificates
Task Structure
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