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1. Introduction 

üü Introduction to the ICA/SAE Training the Trainer Resource Pack 

Training in the archives and records management field 

It is not easy for trainers and educators in the archives and records management field to find 

formal ways of learning the necessary skills and expertise to teach. Educators, and more 

particularly trainers, are frequently only teaching as part of a practitioner’s heavy workload. 

Whilst they are often experts in their own field or specialism with much to pass on to other 

members of the profession and its supporting para-professional staff: this does not guarantee 

effective training for those wishing to learn from them. As the experts it is appropriate that they 

should teach the next generations of practitioners and although some are naturally gifted teachers, 

there is always something to learn to improve delivery of training. Moreover, in many parts of the 

world training is very expensive to deliver and cascaded learning, where a few people attend 

formal training and then feed it back to their colleagues and institutions, is an effective and a 

cheaper option.  

�� 㒾䆎�

䰙ḷḜ⧚џӮḷḜᬭ㚆໘ǉ䆁ᬭᏜ䆁䫺ಞǊὖ䗄 

ḷḜϢ᭛ӊㅵ⧚乚ඳⱘ䆁 

ᇍѢ᭛ӊḷḜㅵ⧚乚ඳⱘ䆁ᬭᏜᴹ䇈 ᥠ̍ᦵӴ䘧ᥜϮ㾷ᚥⱘⶹ䆚Ϣᡔ㛑ⱘℷ⹂ᮍ⊩ᅲ

ሲϡᯧǄᬭᏜˈᇸ݊ᰃ䆁ᬭᏜˈ䗮ᐌাᰃᇚᬭᄺ㾚Ў㐕䞡ᎹЁⱘϔ乍ᎹǄሑㅵҪӀ䗮

ᐌ䛑ᰃ㞾乚ඳϧϮⱘϧᆊˈ᳝ 䆌ϧϮⶹ䆚㽕Ӵᥜ㒭ϧϮᎹ㗙ঞ݊ᬭ䕙Ҏਬ Ԛ̍ᇍᏠ

ᳯ∖ᬭѢϧᆊⱘҎਬᴹ䇈 䖭̍ѯᑊϡ㛑⹂ֱ䆁ⱘ᳝ᬜᗻǄ⬅ϧᆊᴹᬭᥜᮄϔҷҢϮҎਬ

✊ᕜདǄɨ ѯϧᆊг⹂ᅲ᳝ᬭᏜⱘߚ Ԛ̍ᘏ᳝ϔѯϰ㽓䳔㽕ᄺд 䳔̍㽕ᬍ䖯䆁ⱘᮍᓣǄ

Ϩމ ᕜ̍ഄᮍⱘ䆁䌍⫼ӋḐϡ㧆 ̍ℸ“Ӵᐂᏺ”ⱘᄺдᮍᓣ˄ ेᇥ᭄Ҏখℷᓣⱘ䆁ˈ

✊ৢಲࠄऩԡĀ᪁⾡ᴎā㠀ݡৠџӴᥜ˅ϡ༅Ўϔ⾡᳝ᬜǃ㒣⌢ⱘ䗝ᢽǄ 

This resource pack is intended for anyone who wants some guidance or direction in planning, 

organising and delivering effective training for both professionals and support staff whatever their 

working or learning environment. The bulk of the pack addresses the various techniques for 

delivering training but it also covers the practical administrative tasks that are essential for 

successful training courses and which underpin the training content.  
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ᴀ䫺ಞᮼ䴶䙷ѯ䅵ߦǃ㒘㒛ᅲᮑ᳝ᬜ䆁ǃ䳔㽕ᣛ⚍ⱘҎਬˈ䆁ᇍ䈵ࣙᣀ⾡

Ꮉǃᄺд⦃๗ЁⱘϧϮ䆁ᬭᏜঞᬭ䕙ҎਬǄᴀ䫺ಞ䯤䞞њᦤկ䆁᠔䳔ⱘ⾡ᡔ㛑ˈℸ

 䖬 ࣙ ᣀ ᇍ ⹂ ֱ  䆁 䇒  ៤  ᴹ 䇈 䴲 ᐌ 䞡 㽕 ⱘ ᅲ 䰙 ㅵ ⧚ Ꮉ  ˈ ҹ ᳳ ༴                  

ᅮ䆁ⱘ⸔Ǆ 

ICA Section on Archival Education and Training 

The Training the Trainer Resource Pack is a deliverable of the 2000–2004 Medium Term 

Plan of the ICA/SAE (International Council on Archives Section on Archival Education and 

Training) Steering Committee. For more information on the Section see: http://www.ica-sae.org/ 

䰙ḷḜ⧚џӮḷḜᬭ㚆䆁໘ 

ǉ䆁ᬭᏜ䆁䫺ಞǊ˄ ҹϟㅔ⿄Ā䫺ಞā˅ ᰃ䰙ḷḜ⧚џӮḷḜᬭ㚆䆁໘ᣛᇐྨਬ

Ӯ 2000-2004 ᑈЁᳳ䅵ߦⱘ៤ᵰǄ᳝݇䰙ḷḜ⧚џӮḷḜᬭ㚆䆁໘ⱘֵᙃ䆺㾕

http://www.ica.org/668/about-section-for-archival-education-and-training-sae/about-education-and

-training-sae.htmlǄ 

About the authors 

Margaret Crockett and Janet Foster are archives and records management consultants based 

in the UK. They have delivered training in Mongolia, Estonia, Latvia, Malta and Hungary as well 

as running their own on-going programme of training for staff at all levels working in archives, 

records management and information services in the UK. They developed a Training the Trainer 

course for the National Archives of Estonia and Latvia: this resource pack is based on the training 

materials used for that training, coupled with their experience of delivering a wide variety of 

archives and records management training over the past two decades.�

݇Ѣ㗙 

⥯ḐБ⡍gܟ㔫⡍⦡ྂ⡍g⽣ᮃ⡍ᰃḷḜϢ᭛ӊㅵ⧚䆶݀ৌ˄ᘏ䚼䆒㣅˅ⱘ

乒䯂ǄཌྷӀϡҙ㩭সǃ⠅≭ሐѮǃᢝ㜅㓈Ѯǃ偀㘇Ҫࣜ⠭߽خ䖛䆁ˈ㗠Ϩ䖬ϔⳈᇍ㣅

᭛ḷㅵ⧚ֵᙃ᳡乚ඳᎹⱘ㑻Ҏਬ䖯㸠䆁Ǆᴀ䫺ಞѢЎ⠅≭ሐѮᢝ㜅㓈Ѯ

ᆊḷḜ佚ᓔ䆒ⱘ䆁ᬭᏜⱘ䇒 ৠ̍ᯊ∛䲚њ 20 ᑈᴹ䞣᭛ḷㅵ⧚䆁ⱘ㒣偠㓪ݭ㗠៤Ǆ 

How to use this Resource Pack 

There are many ways to use this pack. Individual learners can use it as a book and read it 

through from start to finish. It may be more useful to approach it in a more targeted way and focus 

on training techniques that may need improvement or represent methods that are perhaps new. 
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Clickthroughs within the Web-based version allow learners to navigate to supporting material and 

areas of follow-up interest.  

The pack can also be used as the basis of a training programme for training trainers. If the 

user follows the guidance in the pack on organising training, it is possible to select an appropriate 

programme from the list of contents. 

བԩՓ⫼ᴀ䫺ಞ 

ᴀ䫺ಞ᳝⾡Փ⫼ᮍᓣǄᄺਬৃᇚ݊Ў䇒ᴀҢ༈ࠄሒ䯙䇏ǄՓ⫼䖛Ёˈ㢹㛑᳝

䩜ᇍᗻ ᇚ̍䞡⚍ᬒ䆁Ё㞾Ꮕ䳔㽕ᬍ䖯ⱘ䙷䚼ߚᡔ㛑Ϟ ̍㗙ᬒৃ㛑ҷ㸼ᔧҞ╂⌕ⱘᮄ

ᮍ⊩ᮄᡔᴃϞ г̍䆌ᬜᵰདǄ㔥㒰⠜Ϟ⚍ߏᇐ㾜 ᄺ̍ਬৃ⌣㾜ᬭ䕙ᴤ᭭ᛳ݈䍷ⱘ乚ඳǄ 

ᴀ䫺ಞгৃЎ䆁ᬭᏜࠊᅮ䆁䅵ߦⱘ⸔Ǆབᵰ䇏㗙䙉ᕾᴀ䫺ಞᇍ㒘㒛䆁ᮍ䴶ⱘ

ᣛᇐˈ᳝߭ৃ㛑Ңݙᆍ⏙ऩЁᣥ䗝ߛߎড়㞾䑿ⱘ䆁䅵ߦǄ 

Comments on the Pack 

The ICA Section on Archival Education and Training Steering Committee invited peer review 

in the spring of 2005 and many comments have been incorporated into this first edition. SAE 

continues to welcome feedback on the pack. 

᳝݇ᴀ䫺ಞⱘ䆘䆎 

䰙ḷḜ⧚џӮḷḜᬭ㚆Ϣ䆁໘ᣛᇐྨਬӮѢ 2005 ᑈᄷ䙔䇋ৠ㸠ᇍᴀ䫺ಞ䖯㸠њ

䆘䆂 ᕜ̍ᓎ䆂Ꮖ㒇ܹᴀ䫺ಞⱘϔ⠜ǄḷḜᬭ㚆Ϣ䆁໘䖢㒻㓁ᇍᴀ䫺ಞᦤկᛣ㾕ড作Ǆ�

2ˊ Planning a course 

2.1 Establishing the training need 

Essential to the success of a training event is that the training offered is actually required. It is 

all too easy to assume that there is a training need just because you want to organise a particular 

training event. You must first consult your potential audience. If training is to be a useful 

experience it should be meeting a definite need on the part of the commissioning organisation 

and/or the potential participants. However, it should be noted that there can be a significant 

difference between what a group / agency thinks it needs and what it actually needs both in level 

and nature of training. It should also be clear that training is the appropriate response to what is 

required. Otherwise you will be faced with either a group uninterested in the training or no 

participants at all.  
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����㾘ߦ䇒�

2.1 ᯢ⹂䆁䳔∖ 

䆁乍Ⳃ៤ⱘ݇䬂Ѣ䩜ᇍᅲ䰙䳔∖ᦤկ䆁ǄབᵰҙҙЎᛇ㽕㒘㒛ϔ乍ϧ䮼ⱘ

䆁㗠ѻ⫳䆁䳔∖ˈܡ䖛㤝⥛Ǆ䆁㗙ᖙ乏ܜᕕ∖ᄺਬⱘᛣ㾕Ǆ㢹㽕Փ䆁៤Ўϔ᳝

Ⲟⱘ㒣ग़ ᑨ̍䆹⒵䎇ྨᠬᴎᵘǃᄺਬⱘ⹂ߛ䳔∖Ǆᑨ䆹⊼ᛣⱘᰃ ̍䆁ⱘㄝ㑻ᗻ䋼ᮍ䴶ˈ

ಶԧǃᴎᵘ᠔䅸ᅮⱘ䳔∖Ϣᅲ䰙䳔∖П䯈ৃ㛑ᄬᯢᰒⱘᏂᓖǄৠᯊ䖬ᑨ⏙Ἦഄᛣ䆚ࠄˈ

䆁ᰃᇍᅲ䰙䳔∖ⱘ᳝ᬜ⒵䎇Ǆ৺߭ˈ㒧ሔᇚᰃ㽕М䴶ᇍϔ㕸ᇍ䆁↿᮴݈䍷ⱘᄺਬˈ㽕Мḍ

ᴀ≵Ҏখ䆁Ǆ 

Before you begin planning the training find out what training is needed and what those 

involved will want. If training is being commissioned have a thorough discussion with the 

commissioning organisation to establish that the focus and content of the training will meet the 

requirement. If you are planning your own training event ask colleagues and your potential 

participants what they want. Depending on the type of training you are considering, the 

consultation can range from full-scale market research including interviews and questionnaires to 

informal chats at professional meetings. The former would be suitable for a major training 

programme such as a distance learning course. Sometimes you can only assess the training need 

by drafting a training event programme, advertising it and seeing what response you receive. 

㾘ߦ䆁Пࠡˈ佪ܜ㽕⏙Ἦᄺਬ䳔㽕ԩ⾡䆁ˈҹঞᄺਬᛇ㽕ҔМǄབᵰᰃফྨᠬᓔ

ሩ䆁ˈᑨϢྨᠬᴎᵘ䆺㒚䅼䆎ˈ⹂ֱ䆁ⱘ䞡⚍ݙᆍ㛑⒵䎇䳔∖Ǆབᵰℷ㾘ߦ㞾Ꮕ

ⱘ䆁乍Ⳃˈᑨ䆶䯂ৃ㛑ᄺਬおコ䳔㽕ҔМǄҢᇍ䆁Ꮦഎ䖯㸠ܼ䴶䇗ⷨ˄ࣙᣀ䴶䇜䯂ो

䇗ᶹ˅̍ ˈⱘ䆁㉏ൟϡৠˈ䆶ⱘ㣗ೈѺϡሑⳌৠǄ݊ЁߦϧϮӮ䆂Ϟⱘ䴲ℷᓣѸ䇜ˈㄪࠄ

ࠡ㗙䗖⫼Ѣ䞡⚍ⱘ䆁䅵ߦ བ̍䖰ᄺдǄ᳝ ᯊҙҙ䗮䖛䍋㤝ϔӑ䆁乍Ⳃ䅵ߦǃᡩᬒᑓਞǃ

ḍᕫࠄⱘಲᑨᇍ䆁䳔∖䖯㸠䆘ԄǄ 

It is important to remember that training is not only for those without any experience or 

expertise in the training area. It can also be aimed at established practitioners who need to update 

their knowledge and skills, for example when new standards or legislation have been introduced. 

䇼䆄 ̍䆁ᑊ䴲ҙҙ䩜ᇍ䙷ѯᶤϾ乚ඳݙ≵᳝ӏԩ㒣偠ϧ䭓ⱘҎਬ г̍ৃҹ䩜ᇍ䳔

㽕ᮄⶹ䆚ᡔ㛑ⱘҢϮ㗙ˈ՟བˈᔧᓩܹᮄⱘᷛޚ⊩ᕟᯊǄ 
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Checklist to assist in assessing and planning the training 

1) Is training needed? 

2) In what subject areas is training required? 

3) What does the employing organisation want? 

4) What do the potential trainees want? 

5) What type of event will best meet the need? 

6) What method of delivery is best suited to the event? 

7) How long will the training take? 

8) How long will it take to organise? 

9) What facilities and materials will the trainer need? 

Փ⫼ᇍ✻Ẕᶹ㸼䆘ᅮϢ㾘ߦ䆁 

1) ᰃ৺䳔㽕䖯㸠䆁˛ 

2) 䳔㽕ાϾᄺ⾥乚ඳᓔሩ䆁˛ 

3) 䲛Էᴎᵘⱘ䳔∖ᰃҔМ˛ 

4) ফ䆁Ҏਬⱘ䳔∖ᰃҔМ˛ 

5) ા⾡㉏ൟⱘ䆁᳔㛑⒵䎇䳔∖˛ 

6) ા⾡ᥜ䇒ᮍᓣ᳔䗖ড়䆹乍䆁˛ 

7) 䆁ᇚ䖯㸠䭓ᯊ䯈˛ 

8) 㒘㒛䆹䆁䳔㽕䭓ᯊ䯈˛ 

9) 䆁ᬭᏜ䳔㽕ાѯ䆒ᮑ䌘᭭˛ 

 

2.2 Logistics 

To develop successful training courses you need a combination of skills and expertise. Good 

logistical planning is one of the most crucial aspects of training delivery. If your participants are 

not comfortable physically and at ease psychologically, they will not benefit fully from the 

training content. The first step in planning logistics for training is to develop a timetable. Set out 

what needs to happen by what date and assign responsibility for each task. Remember that there 

will always be occasions when you have little or no control over some or all of the logistics, in 

which case it is best to be flexible and work with your participants to make the best of the 

situation. 
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�⧛ㅵࢸৢ 2.2

៤ࠊᅮ䆁䇒 䳔̍㽕ᡔᎻϢϧϮⶹ䆚Ⳍ㒧ড়Ǆৢ ㅵ⧚ᰃᦤկ䆁᳔݇䬂ⱘ⦃㡖Пࢸ

ϔǄབᵰᄺਬ䑿ԧϞᛳ㾝ϡ㟦䗖ˈᖗ⧚Ϟгϡᬒᵒˈ߭ᕜ䲒Ң䆁ЁߚܙফⲞǄৢࢸㅵ⧚

ⱘϔℹህᰃᓎゟᯊ䯈㸼ˈ↣乍Ꮉഛᑨԧ㨑ᅲࠄાϔᅠ៤ˈ䇕ᴹ䋳䋷Ǆߛ䆄ˈ᳝ᯊ

ᇍৢࢸ䅵ߦЁⱘϔѯᚙމᭈԧ⢊މ䲒ҹᥠḍᴀ᮴⊩ᥠ 㒣̍ᐌӮ᳝ᛣথ⫳Ǆϛϔߎ

⦄䖭⾡ᚙމˈ᳔དϢᄺਬϔ䘧♉⌏໘㕂ˈѝপ䖒᳔ࠄՇᬜᵰǄ 

Sample checklist 

1) Setting date for training 

2) Specification of equipment needed 

3) Identification of suitable venue 

4) Booking of venue 

5) Inviting speakers, including deadlines for handouts, summaries etc. 

6) Confirming speakers 

7) Draft programme 

8) Advertising 

9) Registration of participants 

10) Confirmation to participants 

11) Catering requirements and orders 

12) Copying of handouts and other training material 

13) Development of evaluation form 

14) Production of certificates 

ᇍ✻Ẕᶹ㸼ḋᴀ�

1) 䆒ᅮ䆁᮹ᳳ 

2) ᠔䳔䆒ⱘ㾘Ḑ 

3) ⹂䅸ড়䗖ⱘ䆁ഄ⚍ 

4) 乘䅶䆁എഄ 

5) 䙔䇋䆆䇒Ҏਬˈ䖬ࣙᣀᦤѸ䆆Нǃᨬ㽕ㄝⱘℶᯊ䯈 

6) ⹂䅸䆆䇒Ҏਬ 

7) 㤝ᢳ䇒㒆 

8) ᡩᬒᑓਞ 
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9) 䆁Ҏਬ⊼ݠⱏ䆄 

10) ᇍᄺਬৢ᳔خ⹂䅸 

11) 令佂䳔∖Ϣ䅶䌁 

12) ॄ䆆Н݊Ҫ䆁ᴤ᭭ 

 ᅮ䆘Ԅ㸼ࠊ (13

 䆕кࠊ (14

Venues and classrooms 

One of the most important factors in successful training is the venue or room in which the 

training is conducted. It is vital to choose your training venue well and, especially if you do not 

have much choice, to get the most out of the space you are working in. If there is no possibility of 

checking the venue in person beforehand, it is advisable to get to the venue early on the day of the 

training to sort out any problems. 

Do not be afraid to reorganise furniture, open or shut windows and doors as necessary to 

ensure that participants are comfortable. If they are too hot or too cold, can hear outside noise, are 

sitting on hard chairs or chairs that are too soft their concentration may not be good. 

䆁ഄ⚍Ϣᬭᅸ 

 

⊶乓㚃ሐ䖾ᘏ㒳к佚ᬭᅸ˄2005˅⥟ع/ᨘ 

Classroom,John F. Kennedy Presidential Libray, Boston, 2005, photograph by Jian WANG�
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䆁㛑৺៤ˈ᳔䞡㽕ⱘ㋴Пϔ䖬ࣙᣀ䆁ⱘഄ⚍എ᠔Ǆ䗝ད䆁ഄ⚍㟇݇䞡㽕ˈ

ᇸ݊ᰃ≵᳝䗝ᢽⱘᚙމϟ 㽕̍ሑৃ㛑᳝䎇ⱘ䴶⿃Ǆབᵰϡ㛑ᦤࠡ҆㞾ᶹⳟഎഄᚙމˈ

ᓎ䆂䆁ᔧᦤᮽࠄ䖒䆁ഄ⚍ˈ㾷އӏԩৃ㛑ߎ⦄ⱘ䯂乬Ǆ 

ϡ㽕ᆇᗩᇍḠộ䖯㸠䞡ᮄᏗ㕂ˈབ᳝ᖙ㽕ৃᠧᓔ݇䯁䮼にˈ⹂ֱᄺਬⱘ㟦䗖Ǆབᵰᛳ

㾝⏽ᑺ䖛⛁䖛ދǃᅸ᳝ా䷇ǃᑻộ䖛⹀䖛䕃 䛑᳝̍ৃ㛑㟈Փ䆁Ҏਬ᮴⊩䲚Ё⊼ᛣǄ 

Questions to ask 

1. How many rooms will you need? 

2. Do you need break out or syndicate rooms for small group work and discussions? 

3. What size should the rooms be? 

4. What is the furniture like - do participants have somewhere to rest to write? Are the chairs 

comfortable? 

5. What is the best way to arrange the furniture — lecture style, around a large table, a circle 

of chairs? 

 

䳔㽕ᯢ⹂ⱘџᅰ 

1.䳔㽕ᇥ䯈ᬭᅸ˛ 

2.ᰃ৺䳔㽕Ўᇣ㒘⌏䅼䆎ޚᇣൟ⌏ᅸ˛ 

3.ᑨ䆹ޚⱘ᠓䯈˛ 

4.Ḡộ䛑ᰃҔМḋᓣⱘ˛ᄺਬᰃ৺᳝ഄᮍӥᙃǃ䆄ヨ䆄˛ᑻộᰃ৺㟦䗖˛ 

5.ḠộᏗ㕂ⱘ᳔Շḋᓣ˛ᨚ៤䇒ූⱘḋᓣǃೈḠ㗠തˈ䖬ᰃᇚộᄤೈ៤ϔ˛ 

Factors which affect the participants’ comfort 

1) Light— natural or artificial 

2) Fresh air 

3) Outside noise levels 

4) Acoustics in the training room 

5) Temperature 

ᕅડᄺਬ㟦䗖ᑺⱘ㋴˖ 

 ܝ䖬ᰃҎ䗴ܝ✊㒓——㞾ܝ (1

2) ᮄ剰ぎ⇨ 
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3) ᅸా䷇ⱘᇣ 

4) 䆁ᬭᅸⱘ䷇ડᬜᵰ 

5) ⏽ᑺ          

 
⏽佼ⱘӮ䆂ᅸ˄2010˅⥟ع/ᨘѢ㢣Ḑ݄ᆊḷḜ佚 

The National Archives of Scotland, 2010, photograph by Jian WANG 

 

Training equipment 

When planning training you need to make sure that you and your guest speakers have the 

necessary equipment to support your presentations. Check with the venue before booking and 

make sure that you have put your equipment requirements in writing. 

Even if you have planned well and the venue is a reliable one, equipment can go wrong and 

let you down. Well in advance of the training day you should make sure your files are compatible 

with the hardware and software at the venue. Computer equipment is particularly prone to 

performance failure, so you need to check early on the day itself that the equipment works. It is a 

good idea to make sure you can reach a technician quickly to help solve any technical difficulties. 

It is important to have a back-up plan and to take along extra materials. If you have handouts you 

can speak to a handout instead of the OHPs. If the data projector equipment is not working, 

back-up overheads can be vital. If you are planning a video presentation you may need to talk 

through the programme and draw out the lesson that way. 

 



 10 

䆁䆒 

㾘ߦ䆁ᯊ 䳔̍㽕⹂ֱЎ䆆䇒ᆒޚད䆆ⓨᖙⱘ䕙䆒Ǆ乘䅶䆁എഄПࠡˈ

㽕Ϣഎഄᦤկᮍ䖯㸠Ḍᇍˈ⹂ֱᏆᇚ᠔䳔䆒ܹ߫乘䅶⏙ऩЁǄ 

ेՓᏆ㒣䅵਼ߦᆚˈ䆁ഄ⚍гᕜৃ䴴ˈ䆒䖬ᰃৃ㛑ߎ⦄䯂乬ǃҸҎ༅ᳯǄ䆁ࠡ

ϔˈ᳔ དџܜ⹂䅸䅵ㅫᴎ᭛ḷᰃ৺Ϣ䆁ഄ⚍ᦤկⱘ䕃⹀ӊ䆒ⳌѦݐᆍǄ⬉㛥䆒ᕜᆍ

ᯧߎ⦄ᗻ㛑ᬙ䱰 ̍ℸ䳔㽕䆁ᔧ᮹ᦤᮽḌᅲ⬉㛥䆒⹂ᅲ䖤㸠ℷᐌǄ᳔ ད㛑⹂ֱৃҹ

᳔ⷁⱘᯊ䯈ݙ㘨㋏ࠄᡔᴃҎਬ ᐂ̍㾷ৃއ㛑ߎ⦄ⱘӏԩᡔᴃ䯂乬Ǆৠᯊޚϔӑ⫼䅵

Փ⫼催ᇘᡩᕅҾˈ㗠ᰃ✻ⴔݡᔧ✊ˈᨎᏺ乱ⱘ䌘᭭гᕜ䞡㽕Ǆབᵰ᳝䆆Нˈህৃҹϡˈߦ

䆆Нᥜ䇒Ǆབᵰ᭄ᡩᕅ䆒᮴⊩䖤㸠ˈ䙷М⫼ⱘ催ᇘᡩᕅҾᇚথ䞡㽕⫼Ǆབᵰॳᴀ

䅵׳ߦ㾚乥ᔩڣⓨ䆆ˈℸᯊг䆌䳔㽕׳催ᇘᡩᕅҾ㒻㓁䆆䇒Ǆ 

Equipment checklist 

1) Overhead projector and acetate slides 

This is the most common machine for supporting visual aids to lectures and presentations. It 

uses mirrors, light and magnifying glass to project an image on a screen or wall. The slides used to 

carry the image are clear acetate and can either be hand written/drawn, printed from a computer or 

photocopied. The disadvantage of overhead slides is that they are expensive to produce and cannot 

be revised without creating a new slide. They can be more original and visually interesting than 

PowerPoint presentations. Overhead projectors are more reliable and common than computers in 

developing countries and organisations with fewer resources. 

2) Flipchart 

Flipcharts are similar to white boards in that the presenter can write on them in a spontaneous 

way to support the presentation. They can also be used for material that has been prepared in 

advance. It can be useful to give sheets of flipchart paper to break-out groups for their feedback 

sessions. As with whiteboards, you need to make sure you have special flipchart pens (which are 

different from those used for writing on whiteboards). 

3) Whiteboard 

This is the modern equivalent of a blackboard, having a smooth shiny surface that can be 

written on and wiped clean. You will need to ensure you have several special whiteboard pens as 

they are designed to wipe off easily. You’ll also want to make sure they are not running out. 

4) Video visualizer 
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This is a piece of equipment which acts like an overhead projector but can project images of 

anything placed in its view. It is possible to use conventional acetates, but you can use paper 

print-outs, magazine illustrations, objects etc. This is a very flexible option to support 

presentations but it can be hard to focus the equipment. It is very expensive (over $1,000) and 

requires additional computer equipment including a data projector to work.  

5) Data projector and computer set-up for PowerPoint or other presentation software 

PowerPoint is a Microsoft computer programme which allows you to organise text in brief 

bullets and illustrations as a support to your presentation. Its advantage is that it is easier and 

cheaper to revise than overhead slides but, if not used well, it can be visually boring.  

6) Projection screen 

This is an essential piece of equipment for all of the visual aid machines mentioned above. 

The screen can be mounted on the wall like a roller blind or it can be free-standing. Whilst it is 

possible to use an even white wall for projection, a screen will ensure a clear and even image. 

7) Video cassette player (VCR) 

There are several ways of playing videos in a classroom. The first is with a large television 

and a conventional video player. This usually requires some reorganisation of the classroom to 

ensure all participants can see well. The other way to screen a video is with computer equipment 

via a data projector. 

8) DVD player 

Like a video player but uses digital technology (Digital Versatile Disks) to record and play 

films etc. 

9) Internet link 

If you are going to do any presentation involving viewing 

Websites, an Internet link (usually via a telephone) is required. 

Ҿ䆒ᇍ✻Ẕᶹ㸼 

1) 催ᇘᡩᕅҾ䗣ᯢ㛊⠛˄䝟䝌㑸㓈㛊⠛˅ 

䖭ᰃ䆆䇒ⓨ䆆Ё᳔Ўᐌ⫼ⱘৃ㾚࣪䕙Ǆᅗ߽⫼䬰

䴶ǃܝᬒ䬰ᇚڣᡩᇘࠄሣᐩຕϞǄ⫼Ѣᡓ䕑ڣⱘ

ᰃ䗣ᯢⱘ䝟䝌㑸㓈㛊⠛ˈৃҹݭ/㒬ǃ䅵ㅫᴎᠧॄᰃ䗮䖛
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ॄᴎॄࠊ៤Ǆ催ᇘᡩᕅ㛊⠛ⱘ㔎⚍ᰃࠊ䌍⫼催ˈ䰸䴲⫳៤ϔᓴܼᮄⱘ㛊⠛ˈ৺߭᮴⊩

ׂᬍǄᅗ↨ PPT ⓨ⼎⣀߯ᗻˈг㛑ᓩ䍋ҎӀ㾚㾝Ϟⱘ݈䍷ǄথሩЁᆊ䌘⑤䕗

ᇥⱘᴎᵘЁˈ催ᇘᡩᕅҾ↨⬉㛥Ўৃ䴴ᐌ⫼Ǆ 

2) ᣖ㒌ᵓ 

ᣖ㒌ᵓϢⱑᵓᕜⳌڣˈЎ䕙ⓨ䆆ˈⓨ䆆㗙ৃᣖ㒌ᵓϞ䱣ᛣ

кݭˈгৃҹᇚޚདⱘᴤ᭭ᦤࠡݭᣖ㒌ᵓϞǄ㒭䅼䆎ᇣ㒘ߚথ

ϔᣖ㒌ᵓᣖ㒌ˈֵᙃড作ᯊ↉Ӯ䴲ᐌ᳝⫼Ǆৠᯊˈ㽕Ẕᶹᣖ㒌

ᵓϧ⫼ヨᰃ৺Ꮖ㒣ད˄ϢⱑᵓϞкݭ⫼ⱘヨᅠܼϡৠ Ǆ˅ 

3) ⱑᵓ 

ⱑᵓᰃ咥ᵓⱘ⦄ҷ᳓ҷકˈ㸼䴶ܝ⒥䮾҂ǃ֓Ѣкݭ᪺

ᣁǄ㽕⹂᭄ֱ᳝াⱑᵓϧ⫼ヨˈ䖭⾡ヨᰃϧ䮼䆒䅵ⱘˈᄫ䗍

ᯧѢ᪺䰸Ǆৠᯊ㽕Ẕᶹޚདⱘϧ⫼ヨᰃ৺ৃ⫼Ǆ 

 

4) ᅲ⠽ᡩᕅҾ 

䖭ℒ䆒Ϣ催ᇘᡩᕅҾⱘᎹॳ⧚ⳌԐ Ԛ̍㛑ᇚ

㕂Ѣ݊㾚䞢ݙⱘӏԩ⠽કⱘڣᡩᇘߎএǄ᮶ৃҹՓ⫼

Ӵ㒳ⱘ䝟䝌㑸㓈䗣ᯢ㛊⠛ জ̍ৃҹՓ⫼㒌䋼ᠧॄӊǃᳳ

ⓨ䆆ᦤկњ♉⌏ⱘᦦǃᅲ⠽ㄝǄᅲԧᡩᕅҾЎ䕙ߞ

䗝ᢽ Ԛ̍䖭ℒ䆒ᕜ䲒㘮⛺ ৠ̍ᯊ䴲ᐌᯖ䌉˄ 䍙䖛 1000

㕢ܗ˅̍ 㗠Ϩ䖬䳔㽕乱ⱘ䅵ㅫᴎ䆒ˈࣙᣀϔৄ᭄

ᡩᕅҾᠡৃℷᐌՓ⫼Ǆ 

5) Ў PPT ݊Ҫⓨ䆆䕃ӊ䆒㕂ᅝ㺙᭄ᡩᕅҾ䅵ㅫᴎ 

PPT ᰃᖂ䕃ⱘϔℒ䅵ㅫᴎᑣˈৃ ҹ䗮䖛ㅔ⋕ⱘ乍Ⳃヺ

োᦦᴹ㒘㒛᭛ᄫˈҹᬃᣕⓨ⼎ǄϢ催ᇘᡩᕅҾⱘ㛊⠛Ⳍ

↨ˈ݊ӬѢׂᬍ䍋ᴹᆍᯧгЎ֓ᅰˈԚབᵰՓ⫼ϡ

ᔧˈӮՓⓨ䆆ᰒᕫᕜᶃ➹Ǆ 

 

6) ᡩᕅ䫊ᐩ 

䖭ℒ䆒ᇍѢϞ䗄ᦤঞⱘ᠔᳝ৃ㾚࣪䕙㺙㕂ᴹ䇈䛑ᰃ㟇݇䞡㽕ⱘǄᡩᕅ䫊ᐩৃҹڣो
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Ꮼϔḋᅝ㺙Ϟˈᰃᇚ݊ऩ⣀ᅝ㕂Ǆᔧ✊гৃҹՓ⫼ϔ䴶ᑇഺⱘⱑ㡆ຕ⫼ᴹᡩᕅˈԚ

䫊ᐩ䳔⹂ֱڣⱘ⏙᱄ϢᑇᭈǄ 

7) Ⲧᓣ⺕ᏺᔩڣᴎ˄VCR˅ 

ᬭᅸݙ᪁ᬒᔩ᳝ڣ⾡ᮍᓣǄ佪䗝ᮍᓣᰃ䗮䖛ϔৄሣᐩ⬉㾚ϔϾӴ㒳ⱘᔩڣ᪁ᬒ

ᴎǄ䖭ϔᮍᓣ䗮ᐌ䳔㽕䞡ᮄᏗ㕂ᬭᅸˈҹ⹂ֱ᠔᳝ᄺਬ䛑㛑ⳟࠄǄϔϾᮍᓣህᰃ䗮䖛䅵ㅫ

ᴎ䆒㒣⬅᭄ᡩᕅҾᇚ㾚乥ᡩᇘࠄ䫊ᐩϞǄ 

8) DVD ᪁ᬒ 

䖭ℒ䆒Ϣᔩڣ᪁ᬒᴎ㉏Ԑ Ԛ̍Փ⫼᭄ᄫᡔᴃ˄ 㛑᭄ᄫܝⲬ˅M 䆄ᔩᑊ᪁ᬒᕅ⠛ㄝǄ 

9) Ѧ㘨㔥䖲 

བᵰⓨ䆆ᯊ⍝ঞࠄ⌣㾜㔥义ˈ㽕∖Ѧ㘨㔥ⱘ䖲˄䗮ᐌ䗮䖛⬉䆱㒓 Ǆ˅ 

 
Homepage of Online Directory of Archival Education and Training Institutions 

ǉܼ⧗ḷḜᬭ㚆Ϣ䆁ᴎᵘ㒓ৡᔩǊЏ义 (http://dirarchives.org/) 

 

Breaks and catering 

Scheduling and timing breaks and making sure that the catering and other facilities are 

adequate is essential for successful training. Whilst it is possible to serve lunch in the training 

room, it is usually better to have lunch in a different space— particularly as delivery of the food 

and crockery can be distracting and if the remains are not promptly cleared away, this can add 

unpleasant odours to the training room. 
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Choice of food can also be very important to the participants’ experience. You will need to 

assess in some way (perhaps with a tick box on the application form) whether there are any special 

dietary needs. You may want to select some vegetarian food as a matter of course but if you have 

participants that require kosher, vegan or glutan-free food you will want to cater for them too. 

There are some other important choices to make about catering. 

Questions to ask 

1. Do you want a formal sit-down meal? 

2. Do you want a buffet meal? 

3. Will you serve alcohol? 

4. Will the food be hot or cold? 

5. Will the food be light or heavy? 

6. When do you want tea and coffee served — in particular do you want tea and coffee as 

people arrive? 

You will need to work out where the men’s and women’s toilets are and let the class know at 

the beginning of the course. Similarly, you should tell them where they may smoke in the breaks.It 

is also good practice to tell the class where the fire escapes are and the drill in the event of an 

emergency such as fire including the assembly point. 

㤊ℛϢ令佂 

 
ĀЁসҷḷḜᑧ᠓ᓎㄥāⷨ䅼Ӯ⦄എᖿ令˄2012˅⥟ع/ᨘѢЁҎ⇥ᄺ 

Breaks and catering, Seminar of Ancient Chinese Archival Buildings 

Renmin University of China, 2012, photograph by Jian WANG 
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ᅝᥦᑊᅮᯊӥᙃ ৠ̍ᯊ⹂ֱᦤկܙ䎇ⱘ令佂ঞ݊Ҫ᳡䆒ᮑ 䖭̍ᇍֱ䆕䆁ⱘ៤㟇݇

䞡㽕Ǆ㱑䇈ৃ䆁ᬭᅸݙᦤկज令ˈԚ᳔ད㛑ϡৠⱘഄᮍ⫼令ˈ䖭Џ㽕ᰃЎᦤկ亳⠽

ߚথ令Ӯᬷߚ⊼ᛣǄ㗠Ϩབᵰϡ㛑ঞᯊ⏙䰸ৗ࠽ⱘ亳⠽ Ӯ̍㒭䆁ᬭᅸ⏏䲒䯏ⱘ⇨

ੇǄ 

亳⠽ⱘ䗝ᢽᇍᄺਬⱘᛳফг䴲ᐌ䞡㽕Ǆϡ䆎ᰃ৺᳝⡍⅞ⱘޣ㙹佂亳ⱘ䳔∖ 䛑̍䳔ҹᶤ⾡

ᮍᓣ˄⬇䇋㸼ⱘ䗝Ḛݙᠧ䩽˅䗝䅶亳⠽Ǆᔧ✊䳔㽕Ў㋴亳㗙ᣥ䗝亳⠽ˈབᵰᄺਬᔧЁ᳝

Ҏᦤߎ⢍ᬭ亳કǃ㒃㋴亳ϡ和䋼㲟ⱑ亳⠽ⱘ㽕∖ˈ㽕⒵䎇ҪӀⱘ䳔㽕Ǆҹϟᰃᦤկ令

佂ᯊⱘϔѯ䞡㽕ⱘ䗝ᢽǄ 

䳔㽕ᯢ⹂ⱘџᅰ 

1.ᰃ৺䳔㽕ℷᓣᨚḠህ令˛ 

2.ᰃ৺䳔㽕㞾令˛ 

3.ᰃ৺䳔㽕ᦤկ䜦∈˛ 

4.䳔㽕⛁令䖬ᰃދ令˛ 

5.㽕⏙⎵ⱘ亳⠽ˈ䖬ᰃ⊍㝏ⱘ亳⠽˛ 

6.ᏠᳯҔМᯊ䯈կᑨ㤊∈੪ଵˈᇸ݊ᰃᄺਬܹഎᯊᰃ৺䳔㽕ᦤկ㤊∈੪ଵ˛ 

䳔㽕ᓘ⏙⬋ཇि⫳䯈ⱘԡ㕂ˈৠᯊ䅽ܼ⧁ᄺਬᓔ䇒Ӟྟ֓ⶹᰧǄৠḋˈ䖬ᑨਞ䆝ҪӀ

Ё䯈ӥᙃᯊৃҹএા䞠⚳Ǆਞⶹܼ⧁ᄺਬ☿♒ᅝܼ䗮䘧ⱘԡ㕂 ᑊ̍䖯㸠㋻ᗹᚙމⱘⓨ㒗˄ ↨

བ☿♒ⱘⓨ㒗ˈࣙᣀ䲚ড়ഄ⚍˅̍ 䖭ѯഛЎℷ⹂ⱘخ⊩Ǆ 

2.3 Aims,objectives and learning outcomes 

Introduction�

Aims, objectives and learning outcomes provide a clear indication of the goals and purpose 

of the training. Trainers use them to focus the training and to assess performance and success of 

participants. Participants can use them to evaluate the training from their own perspective. 

2.3 䆁ⳂⱘǃⳂᷛ乘ᳳᄺд៤ᵰ 

ㅔҟ 

䆁ⳂⱘǃⳂᷛϢ乘ᳳᄺд៤ᵰЎ䆁ⱘⳂᷛᬜᵰᦤկњ⏙᱄ᣛᷛǄ䆁ᬭᏜৃℸ

ᯢ⹂䆁䞡⚍ˈ䆘ᅮᄺਬⱘ㸼⦄៤㒽ǄᄺਬгৃℸҢ㞾䑿ⱘ㾦ᑺᇍ䆁ќҹ䆘ԄǄ 

Aims are overall statements of what you hope the training event will achieve. For example: 

“The aim of this training is to give an introduction to archives, records management and 

preservation.” 
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䆁Ⳃⱘᰃᣛᇍ䆁乍Ⳃ乘ᳳ៤ᵰⱘᘏԧᦣ䗄Ǆ՟བ˖“ᴀ䆁Ⳃⱘᰃ䆆㾷ḷḜǃ᭛

ӊⱘㅵ⧚ϢֱᄬǄ” 

Objectives are more specific statements of what you will present to the participants, for 

example: “To present current methods of cataloguing and providing access to records.”  

䆁Ⳃᷛᰃᄺਬᦤկાᮍ䴶䆁ⱘԧⱘᦣ䗄Ǆ՟བ˖“ҟ㒡Ⳃࠡ᭛ӊ㓪Ⳃⱘᮍ

⊩ᇍ᭛ӊᦤկ߽⫼ⱘᮍ⊩Ǆ” 

Learning outcomes are a set of statements setting out what the participants should be able to 

do or understand by the end of the training event. For example: “By the end of this course you will 

be able to use the International Standard on Archive Description to create descriptions of archive 

material.”  

乘ᳳᄺд៤ᵰᰃᇍ䆁乍Ⳃ㒧ᴳᯊᄺਬᑨ䆹ⱘ㛑ᥠᦵⶹ䆚ⱘ㋏߫ᦣ䗄Ǆ՟

བ˖“ᴀ䇒㒧ᴳᯊˈ㛑߽⫼ḷḜ㨫ᔩ䰙ᷛޚᇍḷḜ䌘᭭䖯㸠㨫ᔩǄ” 

We develop and use all three of these so that learners are clear about what the aims of the 

training are and what they will have learned by the end of it. They can also be used to feed into 

learners’ evaluation of the training. Response to questions gauging levels of achievement of aims, 

objectives and learning outcomes can provide useful information on the success of the training.  

䗮䖛ᯢ⹂䆁ⳂⱘǃⳂᷛ乘ᳳᄺд៤ᵰˈᑊᇚ݊䖤⫼Ѣ䆁ПЁˈৃՓᄺਬᯢ⹂䆁

ⱘⳂⱘҹঞ䆁㒧ᴳৢ㛑ᄺࠄાѯϰ㽓Ǆৠᯊгৃҹᇚ䖭ϝ乍⫼Ѣᄺਬⱘ䆁䆘ԄǄ䗮䖛ᇍ

䆁ⳂⱘǃⳂᷛঞ乘ᳳᄺд៤ᵰᅠ៤ᚙމⱘಲㄨˈৃ ҹЎ߸ᅮ䆁ᰃ৺៤ᦤկ᳝⫼ⱘֵᙃǄ 

Writing aims and objectives is fairly straightforward. Keep your language clear and try not to 

have too many little aims and objectives. Learning outcomes need to be more detailed. They also 

need to be more carefully crafted to ensure that the outcome as stated is achievable in the context 

of the training you are developing. 

ᢳݭ䆁ⳂⱘϢⳂᷛⳌᔧㅔऩǄ㽕ֱᣕ䇁㿔ᯢњ ϡ̍㽕䆩ࣙᣀ⧤ⱘⳂⱘϢⳂᷛǄ

乘ᳳᄺд៤ᵰᑨ䕗Ў䆺㒚 䳔̍㽕䖯ϔℹҨ㒚᭳䜠 ⹂ֱ̍乘ᳳᄺд៤ᵰ䆁ݙᆍЁ㛑ᅲ⦄Ǆ 

Writing learning outcomes 

Learning outcomes can be difficult to write well. It is good to begin with a statement 

addressed directly to the participant, such as: “When you have completed this course you should 

be able to:” 

Tips for writing learning outcomes 
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Learning outcomes must be: 

1) Be clear and precise 

2) Be learner-centred 

3) Specify an outcome that can be observed or measured 

4) Be realistic and achievable 

Use words describing activities which can be observed such as: 

1) State 

2) Describe 

3) Explain 

4) Identify 

5) Analyse 

6) Compare 

7) Demonstrate 

8) Plan 

9) Develop 

10) Use 

Avoid words such as: 

1) Appreciate 

2) Know 

3) Be aware of 

ᢳݭ乘ᳳᄺд៤ᵰ 

ᢳݭ乘ᳳᄺд៤ᵰ䲒ᑺᕜǄ᳔དϔᓔ༈ህⳈਞⶹᄺਬ Ā̟ᔧᅠ៤ᴀ䇒ৢˈᑨ䆹㛑

 ā̟ 

ᢳݭ乘ᳳᄺд៤ᵰⱘち䮼 

乘ᳳᄺд៤ᵰᖙ乏˖ 

1) ㅔᯢᡐ㽕 

2) ҹᄺਬЎЁᖗ 

3) ↣ϔ乍乘ᳳᄺд៤ᵰᑨ䆹㛑Ẕᶹ⌟ᅮ 

 ᅲৃ㸠ߛ (4

Փ⫼ϟ߫ৃḌᶹⱘ䆡䇁ᦣ䗄⌏ˈ՟བ˖ 
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1) 䰜䗄 

2) ᦣ䗄 

3) 㾷䞞䇈ᯢ 

4) 䆚߿ 

 ᵤߚ (5

6) ↨䕗 

7) 䆎䆕 

8) 䅵ߦ 

 ᅮࠊ (9

10) Փ⫼ 

䙓ܡՓ⫼ϟ߫䆡䇁ˈ՟བ˖ 

1) ᛣ䆚ࠄ 

2) 䅸䆚ࠄ 

3) ᆳ㾝ࠄ 

An example of learning aims, objectives and outcomes 

Here is an example of a set of aims, objectives and outcomes for some training in providing 

reference and user services (also known as access to archives).  

Provision of reference and user services 

Aim 

To provide a framework for developing and delivering reference and user services in a 

variety of record-keeping environments. 

Objectives 

1) To discuss professional issues relating to the provision of reference and user services 

2) To examine the different sectors of users and their differing needs 

3) To review the range of services which may be provided 

4) To establish the means of providing them effectively in the workplace 

5) To consider the possibilities for developing user services and the awareness of them 

Learning outcomes 

On completion of this course you will be able to: 

1) Explain the professional issues relevant to the provision of reference and user services 
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2) Describe and evaluate local policy on provision of reference and user services  

3) Distinguish between the different types of users 

4) Identify the service needs of different types of users 

5) Identify the appropriate reference and user services for your workplace 

6) Demonstrate effective responses to a variety of research requests 

7) Explain the procedures for providing secure access to records and archives 

8) Describe the essential attributes of a searchroom 

9) Explain the functions of searchroom personnel 

10) Describe the searchroom finding aids 

11) Demonstrate effective use of the different finding aids 

12) Explain the issues relevant to providing copies of documents 

13) Describe the procedures for providing surrogate copies and a reprography service. 

䆁ⳂⱘǃⳂᷛ乘ᳳᄺд៤ᵰ⼎՟ 

ϟ䗄⼎՟ᰃᓩ᭛Ϣ⫼᠋᳡˄гিḷḜ߽⫼˅ϔ㉏ⱘ䆁ЁՓ⫼ⱘϔᭈ༫䆁Ⳃⱘǃ

ⳂᷛϢ乘ᳳᄺд៤ᵰǄ 

ᦤկᓩ᭛Ϣ⫼᠋᳡ 

Ⳃⱘ 

Ўϡৠ᭛ӊֱㅵ⦃๗ϟᓎゟᦤկᓩ᭛Ϣ⫼᠋᳡ᦤѸᮍḜ 

Ⳃᷛ 

1) 䅼䆎Ϣᦤկᓩ᭛⫼᠋᳡Ⳍ݇ⱘϧϮ䯂乬 

 ∖ᵤϡৠ䚼䮼ⱘ⫼᠋ঞ݊ϡৠⱘ䳔ߚ (2

3) ᅵḌৃᦤկⱘ᳡㣗ೈ 

4) ᡒߎᄺਬ᠔Ꮉऩԡᦤկ᳡ⱘ᳝ᬜᮍᓣ 

5) 㗗㰥ᓎゟ⫼᠋᳡ঞ݊ᛣ䆚ⱘৃ㛑ᗻ 

乘ᳳᄺд៤ᵰ 

ᄺᅠᴀ䇒ˈԴᑨ䆹㛑˖ 

1) 㾷䞞ᦤկᓩ᭛ঞϢ⫼᠋᳡Ⳍ݇ⱘϧϮ䯂乬 

2) ᇍᔧഄ᳝݇ᦤկᓩ᭛⫼᠋᳡ⱘᬓㄪ䖯㸠ᦣ䗄䆘Ԅ 

3) ऎߚϡৠⱘ⫼᠋㉏ൟ 

4) ⹂ᅮϡৠ⫼᠋㉏ൟⱘ᳡䳔∖ 
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5) ⹂ᅮЎᄺਬ᠔ऩԡᦤկԩ⾡ᓩ᭛Ϣ⫼᠋᳡᳔Ўᙄᔧ 

6) ᇍ⾡ⷨおᦤߎⱘᓩ᭛Ϣ᳡䇋∖᳝ߎخᬜಲᑨ 

7) ᇍ᭛ӊϢḷḜᦤկᅝܼ䆓䯂ⱘᑣ䖯㸠㾷䞞 

8) ᇍḷḜᶹ䯙ᅸⱘᴀ⡍ᗻ䖯㸠ᦣ䗄 

9) ᇍḷḜᶹ䯙ᅸᎹҎਬⱘ㘠㛑ќҹ䇈ᯢ 

10) ᇍḷḜᶹ䯙ᅸẔ㋶䕙Ꮉ䖯㸠ᦣ䗄 

11) ⼎㣗ᇍϡৠẔ㋶䕙Ꮉⱘ᳝ᬜ߽⫼ 

12) 㾷䞞Ϣᦤկ᭛ḷᣋ䋱᳝݇ⱘ䯂乬 

13) ᇍᦤկৃ᳓ҷॳӊࡃᴀঞॄ᳡ⱘᑣќҹᦣ䗄 

2.4 Content design 

Once you have established a need for training and undertaken research and analysis to profile 

your learners, you need to plan the course content. This usually needs to be undertaken in 

conjunction with the logistical planning and budgeting as these three areas are inter-related and 

have an impact on each other. 

�ᆍ䆒䅵ݙ 2.4

ϔᮺᯢ⹂њ䆁䳔∖ ᇍ̍ᄺਬⱘϾҎ䌘᭭гᏆ䖯㸠њⷨおߚᵤ ̍ϟᴹህ䳔㽕㾘ߦ䇒

 ⳌѦ݇㘨ˈѦⳌᕅડǄߚঞ乘ㅫৠᯊ䖯㸠ˈ䖭ϝ䚼ߦ㾘ࢸᆍǄ䗮ᐌϢৢݙ

The first task is to identify the main subject areas that need to be covered. Remember to take 

into consideration the existing level of knowledge of your participants. Begin with the broad areas 

that need to be included and refine down into development of detailed sections or sessions. 

ᆍПЁǄ䆄ᕫ㽕乒ݙᆍ䆒䅵ⱘ佪乍Ꮉህᰃᯢ⹂䆁Џ乬ⱘાѯᮍ䴶䳔㽕ࣙᣀ䆁ݙ

ঞࠄᄺਬ⦄᳝ⱘⶹ䆚∈ᑇǄܜҢⱘᮍ䴶ⴔˈᇚ᠔䳔ݙᆍ䗤ℹ㒚࣪ˈᔶ៤䇒ⱘԧⱘゴ

㡖ऩܗǄ 

Remember to take into account the learning outcomes, although sometimes these will 

develop along with the course, depending on how it has been commissioned or market researched. 

You also need to consider the participants and what they may perceive as important or less 

important content. Another consideration that affects course design is the time available for the 

training. 

ϡ㽕ᖬ䆄ᇚ乘ᳳᄺд៤ᵰϔᑊ㗗㰥䖯এ ⫮̍㟇᳝ᯊ㽕Ϣ䇒ϔৠࠊᅮ ձ̍ྨᠬ䆁ⱘⳂ

ⱘᏖഎ䇗ⷨ㒧ᵰⱘϡৠ㗠ᓖǄ䖬䳔㽕㗗㰥ᄺਬᚙމҹঞҪӀ䅸Ўાѯݙᆍ䞡㽕ǃાѯݙ
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ᆍϡ䞡㽕ǄϔϾᕅડ䇒䆒䅵ⱘ㗗㰥㋴ᰃৃ⫼Ѣ䆁ⱘᯊ䯈Ǆ 

If you are using “external” speakers you will need to balance knowledge and expertise 

against teaching skills. Not all practitioners are good speakers. Sometimes the person is more 

suitable for a good workshop than a lecture that might not be so well-organised or presented. 

བᵰ㘬㗕Ꮬ䆆䇒 䙷̍М䳔㽕ϧϮⶹ䆚Ϣᬭᄺᡔ㛑П䯈䖯㸠ᴗ㸵Ǆᑊ䴲᠔᳝ⱘϧϮҎ

䛑ᰃড়ḐⱘᬭᏜǄ᳝ᯊˈℸҎ䗖ড়ⷨд⧁ⱘ᪡ⓨ⼎ˈ㗠䴲䆆䇒ˈЎҪ䆆ⱘ䇒ৃ㛑Ӯ

㔎У㒘㒛ᴵ⧚Ǆ 

In designing the course, draw on your experience of what skills, techniques and knowledge 

practitioners in the field need to have at every level. Begin with the length of the course and think 

about the aims and objectives, even the broad learning outcomes to identify the main elements you 

want the course to include. For example, the aims, objectives and learning outcomes for a training 

course on the provision of reference and user services might be used as a guide to break the main 

elements into: 

1) Context and reason for reference services 

2) The range of different types of reference services  

3) Delivery methods 

4) Reference service users and non-users 

5) Policy and procedures 

6) Practical aspects to provision of user/reference services 

7) “Customer management” 

䆒䅵䇒ᯊˈৃ ⱘᡔ㛑ǃᡔ᳝ᴀ乚ඳҢϮ㗙↣ϔϾሖ䴶ᑨߎ㞾Ꮕⱘ㒣偠㔫߫׳

ᴃⶹ䆚Ǆ佪ܜ㗗㰥䆹䇒ⱘ䭓ⷁǃⳂⱘⳂᷛˈЗ㟇ᑓ⊯ⱘ乘ᳳᄺд៤ᵰˈҹ⹂ᅮᛇ㽕

䇒ЁࣙᣀⱘЏ㽕ݙᆍǄ՟བˈҹᦤկᓩ᭛Ϣ⫼᠋᳡ⱘ䆁䇒Ў՟ˈᇚ䆁ⳂⱘǃⳂᷛ

乘ᳳᄺд៤ᵰᢚߚЎབϟϾЏ㽕䚼ߚ˖ 

1) ᓩ᭛᳡ⱘ㚠᱃Ϣॳ 

2) ᓩ᭛᳡᳝ાѯ㉏ൟ 

3) ᦤկᓩ᭛᳡ⱘᮍᓣ 

4) ᓩ᭛᳡ⱘ⫼᠋䴲⫼᠋ 

5) ᬓㄪϢᑣ 

6) ᦤկ⫼᠋᳡/ᓩ᭛᳡ᅲ䰙᪡Ёⱘᮍᮍ䴶䴶 
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7) Ā⫼᠋ㅵ⧚ā 

Once you have your basic list of main areas, you can begin to map out each one in more 

detail, but it is best to start to think about timings at this point as well. It can be helpful to tabulate 

this as follows: 

 

Main subject area Points to cover Delivery method Time 

required 

Teaching aids etc 

Different types of 

reference services 

Face-to-face  

Written via mail  

Written via email  

Telephone Resources 

needed 

Group 

brainstorm 

20 minutes Flip chart or 

whiteboard to 

record results 

Policy and 

procedures  for 

reference services 

Access policies content 

and style  

Reading room regulations 

Document request 

procedures 

Security issues 

Presentation and 

workshop (form 

design) 

1 hour 20 

minutes 

OHPs or 

powerpoint and 

workshop space 

and resources 

 

ϔᮺ᳝њЏ㽕ݙᆍⱘᴀ߫㸼ˈ֓ ৃⴔࠊᅮ↣乍ⱘ䆺㒚ݙᆍˈ᳔ དгℸᯊϔᑊ䆒䅵

↣乍ݙᆍⱘᯊ䯈ᅝᥦǄབϟ㸼Ḑᇚᇍℸ᳝᠔ᐂ˖ 

 

䆁Џ乬⍝ঞҹ

ϟᮍ䴶 

㽕⎉Ⲫⱘ݇䬂⚍ ᥜ䇒ᮍᓣ 䇒ᯊ ᬭ䕙⫼ㄝ 

ᓩ᭛᳡ⱘϡৠ

㉏ൟ 

z 䴶ᇍ䴶᳡ 

z 㒣⬅ֵߑⱘ

к䴶᳡ 

z 㒣⬅⬉ᄤ䚂

ӊⱘк䴶᳡

ᇣ㒘“䲚ᗱᑓⲞᓣ

˄জ⿄༈㛥亢ᲈ

ᓣ˅”䅼䆎 

20 䩳 ߽⫼ᣖ㒌ᵓⱑߚ

ᵓ䆄ᔩᇣ㒘䅼䆎

ⱘ㒧ᵰ 
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z 䳔㽕ⱘ⬉䆱

᳡ 

 

ᓩ᭛᳡ⱘᬓㄪ

Ϣᑣ 

z ḷḜ߽⫼ᬓ

ㄪᔶᓣ 

z 䯙㾜ᅸ㾘ゴ 

z ᭛ḷ䇗䯙䇋

∖ⱘᑣ 

z ᅝܼ䯂乬 

ⓨ 䆆  ⷨ д ⧁

˄ᔶᓣ䆒䅵˅ 

1ᇣᯊ20ߚ䩳 催ᇘᡩᕅҾ㗙

PPTҹঞⷨд⧁

᠔䳔ⱘഎഄ䌘

⑤ 

 

 

You obviously need enough time to cover the subject matter for each session— and that may 

vary so don’t feel all sessions have to be of equal length. However, if you really don’t have 

enough time to cover everything as thoroughly as possible, you might adjust the level of detail 

and/or choose a delivery method that allows you to point at sources and examples that the 

participants can explore for themselves after the training is finished. Choosing delivery methods in 

any case is very important. You will want to have a mix of lectures, presentations and more 

participative sessions such as workshops and discussions, but you need to think carefully about 

which delivery suits which subject matter the best. 

ᰒ✊ 㽕᳝̍䎇ⱘᯊ䯈⎉Ⲫ↣ϔऩܗⱘЏ乬ݙᆍ——ᯊ䯈ⱘ䭓ⷁৃϡሑⳌৠ ᠔᳝̍ऩܗ

ⱘᯊ䯈䭓ⷁϡᖙᅠܼⳌৠǄϡ䖛ˈབᵰᅲ≵᳝䎇ᯊ䯈ሑৃ㛑䆺ሑ䯤䗄᠔᳝ݙᆍˈৃҹ䇗

ᭈ䆆㾷ⱘ䆺㒚ᑺˈЎᄺਬᣛᅮϔѯ䌘᭭㣗՟ˈ֓Ѣ䆁㒧ᴳৢ㞾ᄺǄ䗝ᢽᥜ䇒ᮍᓣӏ

ԩᚙމϟ䛑ᰃ䴲ᐌ䞡㽕ⱘˈࣙᣀ䆆䇒ǃⓨ⼎ҹঞখϢᗻᯊ↉˄བᅲ䰙᪡䅼䆎˅Ⳍ⏋

ড়ⱘᔶᓣˈԚ䳔㽕Ҩ㒚㗗䞣ԩ⾡ᥜ䇒ᮍᓣ᳔䗖ড়䆁Џ乬Ǆ 

When designing the training content and programme you also need to take resources, 

equipment and venue into consideration. Think about the following: 

1) Is there space for break-out groups? 

2) Will meals be served in a separate room? If so you can get away with a shorter break but 

if not you should leave some time for participants to go out for a breath of air and a 

change of scene. 
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3)  Is there a data projector and/or OHP equipment? 

4) What kind of chair and table layout is possible and how will this affect group dynamics? 

䆒䅵䆁ݙᆍ㒆ᯊˈ䖬䳔㽕㗗㰥䌘⑤ǃ䆒എഄǄࣙᣀҹϟ䯂乬˖ 

1) ᰃ৺᳝ഄᮍߚ㒘⌏˛ 

2) ᰃ৺㽕ϡৠⱘ᠓䯈ህ令˛བᵰߚᓔ᠓䯈ህ令ˈৃ ᴎⷁ᱖ӥᙃ׳ ড̠П߭ᑨ⬭ߎϔ

ѯᯊ䯈ˈ䅽ᄺਬߎএᮄ剰ぎ⇨ˈᤶᤶ⦃๗Ǆ 

3) ᰃ৺᭄᳝ᡩᕅҾǃ催ᇘᡩᕅҾ䆒˛ 

4) Ḡộৃ㛑䞛⫼ԩ⾡ᨚᬒᮍᓣˈҹঞℸ⾡Ꮧሔᇍᇣ㒘Ѧ᳝ԩᕅડǄ 

Finally you should draw up your programme. Don’t forget to allow time for a midday meal 

and refreshment breaks mid-morning and mid-afternoon. You also want an introductory session at 

the very beginning so you can introduce yourself to the class and go over the programme and the 

learning outcomes, and so participants can introduce themselves too. It can also be very helpful to 

go over basic terminology so that everyone has the same understanding of what the technical 

terms mean. At the end of the day you should allow time for final questions, a quick participant 

evaluation form and certificates, if you give them out. 

᳔ৢˈᑨᢳᅮ䆁㒆Ǆ߿ᖬњ⬭ߎज令ᯊ䯈ҹঞϞǃϟजЁ䯈ⱘ㤊ℛᯊ䯈ǄᬭᏜৃҹ

䆁߮ᓔྟᯊ⬭ߎҟ㒡ⱘᯊ䯈 ܼ̍⧁خ㞾៥ҟ㒡 ᑊ̍ҟ㒡ᭈϾ䆁㒆乘ᳳᄺд៤ᵰˈ

ৠᯊˈᄺਬгৃҹخ㞾៥ҟ㒡Ǆᴀᴃ䇁ⱘ㒳䆆ᇍ䆁䴲ᐌ᳝ᐂˈ֓Ѣ↣ϾҎᇍᡔᴃᴃ䇁

ⱘН䛑᳝Ⳍৠⱘ⧚㾷Ǆϔⱘ䆁㒧ᴳП䰙ˈᑨᔧ⬭ߎᯊ䯈կ᳔ৢᦤ䯂ǃᖿ䗳฿ݭ䆘Ԅ

㸼ǃߚথ䆕к˄བᵰᠧㅫথ䆕к Ǆ˅ 

�

3. Budgeting and resources 

Whether you are running training programmes as a commercial enterprise or as part of an 

outreach or grant-funded project, it is important to budget carefully. Training does not need to 

have a huge budget but there are some basic costs associated with training provision and training 

cannot be delivered without certain resources regardless of whether the training is commercial or 

not for profit. A basic checklist of expenses associated with training is given below: 

1) Venue hire 

2) Hire of equipment (eg flip chart stand with use of pens and paper, overhead projector, 
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projection screen, A-V equipment, computer equipment) 

3) Stationery and postage (correspondence with participants, advertising, etc.) 

4) Speakers’ expenses 

5) Speakers’ fees 

6) Advertising 

7) Catering (refreshements and meals) 

8) Handouts/handbooks 

3. 乘ㅫϢ䌘⑤�

ϡ䆎ᇚ䆁乍Ⳃ㾚ЎଚϮ㸠Ў䖬ᰃЎᑓ䞥䌘乍Ⳃ䖯㸠䖤 㒚̍ᖗ㓪ࠊ乘ㅫ䴲

ᐌ䞡㽕Ǆ䆁ᑊϡ䳔㽕ᑲⱘ乘ㅫˈԚᦤկ䆁䖬ᰃӮ᳝ϔѯᴀⱘ㢅䫔Ǆ᮴䆎䆁㧹߽Ϣ

৺ˈ≵᳝ϔᅮⱘ䌘䞥ᰃϡৃ㛑ⱘǄҹϟᰃ᳔ᴀⱘǃ⍝ঞ䆁䌍⫼ⱘᇍ✻Ẕᶹ㸼˖ 

1) ⾳⫼എഄ 

2) ⾳⫼䆒˄՟བᣖ㒌ᵓᬃᶊঞ݊㒌ヨǃ催ᇘᡩᕅҾǃᡩᕅ䫊ᐩǃ㾚䆒⬉㛥䆒

˅ 

3) ֵ㒌ǃֵᇕㄝ݀⫼કϢ䚂䌘˄⫼ѢϢᄺਬⱘ䗮ֵǃᑓਞㄝ˅ 

4) 䆆䇒Ҏਬⱘᓔ䫔 

5) 䆆䇒Ҏਬⱘ䝀䞥 

6) ᡩᬒᑓਞ 

7) 令佂˄㤊⚍ঞℷ令˅ 

8) 䆆Н/ݠ 

Additional expenses might include: 

1) OHP slides (these work out very expensive over time)  

2) Floppy disks or other digital media 

3) Your own travel expenses for administration, e.g. to collect handouts from the printers 

4) Paper to print out handouts 

5) File covers, pens etc for use in training room 

6) Translation/interpretation fees 

乱ᓔᬃৃ㛑䖬Ӯࣙᣀ˖ 

1) 催ᇘᡩᕅҾ䗣ᯢ㛊⠛˄䭓ℸҹᕔˈՓ⫼䗣ᯢ㛊⠛ӋḐᯖ䌉˅ 
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2) 䕃Ⲭ݊Ҫ᭄ᄫ䕑ԧ 

3) 䆁ⱘ㒘㒛ᅲᮑ䖛ЁⱘѸ䗮䌍ˈ՟བএॄॖࠋᦤপ䆆Нⱘ䌍⫼ 

 ᠧॄ˅䆆Нⱘ㒌ᓴ˄ࠋॄ (4

5) 䆁ᬭᅸՓ⫼ⱘ᭛ӊ།ǃヨㄝㄝ 

6) 㗏䆥ǃষ䆥䌍 

Some of your expenses will be finite quantities, that is, the cost of hiring a venue and 

equipment will be the same regardless of the size of the class. The table below gives an example 

of the total finite expenses for a training day. 

᳝ѯ㢅䌍ᰃᅮⱘˈ↨བ⾳⫼എഄ䆒ⱘ䌍⫼ˈϡ䆎⧁㑻ᇣˈ䌍⫼䛑ᰃϔḋⱘǄϟ

㸼ᰃϔϾ䆁᮹ᅮᓔᬃᘏ乱ⱘ⼎՟Ǆ 

Finite expenses for Archives Training Day 

Item        Cost 

Venue        £100 

Equipment       £20 

Speakers’ expenses     £65 

Speakers fees (2 x £100)    £200 

Stationery & postage     £15 

Advert in professional Newsletter  £50 

Total       £450 

 

ЎᳳϔⱘḷḜ䆁᠔䳔ⱘᅮ䌍⫼ 

ऩ乍        㢅䌍 

എ⾳        100 㣅䬥 

䆒           20 㣅䬥 

䆆䇒Ҏਬⱘᓔ䫔      65 㣅䬥 

䆆䇒Ҏਬⱘ䝀䞥˄2x100 㣅䬥˅  200 㣅䬥 

ֵ㒌ֵᇕㄝ݀⫼કϢ䚂䌘   15 㣅䬥 

ϧϮ䗮䆃Ϟᠧᑓਞⱘ䌍⫼      50 㣅䬥 

ᘏ䅵          450 㣅䬥 
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Other expenses, such as catering, will be dependent on the number of participants. The 

following table gives an example of the participant numbers dependent expenses: 

݊Ҫ䌍⫼˄↨བ令佂˅̍ ᇚ㾚খ䆁ⱘҎ᭄㗠ᅮǄϟ㸼ձখ䆁Ҏ᭄ᇥ㗠ᅮⱘᓔᬃ

⼎՟˖ 

Participant Numbers Dependent Expenses for Archives Training Day 

Item     Cost 

Handouts    £5 each 

Catering     £7 each 

Total cost per head  £12 

 

ЎᳳϔǃѢᄺਬҎ᭄ⱘⱘḷḜ䆁ᓔᬃ 

ऩ乍     㢅䌍 

䆆Н        ↣ӑ 5 㣅䬥 

令佂     ↣Ҏ 7 㣅䬥 

↣ϾҎ༈ⱘ㢅䌍ᘏ䅵  12 㣅䬥 

You need to use these two cost estimates to establish your overall budget. If your organisation 

is offering free training, you will need to make sure you have the budget, or put together a budget 

proposal. In the example given, if you were going to offer training to a class of 20 participants, the 

overall budget of £731 would break down like this: 

䳔㽕Փ⫼Ϟ䗄ϸ乍㢅䌍䖯㸠Ԅㅫˈ⹂ᅮᘏ乘ㅫǄབᵰԴ᠔ⱘᴎᵘᦤկܡ䌍䆁ˈ䳔㽕

ֱ䆕ᴀ䑿Ꮕ᳝乘ㅫ㒣䌍ˈᇚ݊ᔦܹ乘ㅫ㒣䌍ⱘᦤḜПЁǄϞ䴶㒭ߎⱘ⼎՟Ёˈབᵰ㽕Ў

20 ৡᄺਬⱘϔϾ⧁ᦤկ䆁ˈᘏ乘ㅫⱘ 731 㣅䬥ᑨབℸᢚߚ˖ 

 Overall Budget for Archives Training Day 

Item        Cost 

Venue       £100 

Equipment          £20 

Speakers’ expenses     £65 

Speakers fees (2 x £100)       £200 

Stationery & postage     £15 
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Advert in professional Newsletter  £50 

Handouts (24 @ £5 each*)    £120 

Catering (23 @ £7 each†)    £161 

Total        £731.00 

* You need to allow a copy for the file and a working copy for yourself as well as a copy for 

each of your speakers 

 †Similarly you need to provide catering for yourself and your speakers  

ЎᳳϔⱘḷḜ䆁ᘏ乘ㅫ 

ऩ乍        㢅䌍 

എ⾳        100 㣅䬥 

䆒           20 㣅䬥 

䆆䇒Ҏਬⱘᓔ䫔         65 㣅䬥 

䆆䇒Ҏਬⱘ䝀䞥˄2x100 㣅䬥˅  200 㣅䬥 

ֵ㒌ֵᇕㄝ݀⫼કϢ䚂䌘   15 㣅䬥 

ϧϮ䗮䆃Ϟᠧᑓਞⱘ䌍⫼      50 㣅䬥 

䆆Н˄ޚ 24 ӑˈ↣ӑ 5 㣅䬥*˅  120 㣅䬥 

令佂˄ޚ 23 Ҏˈ↣Ҏ 7 㣅䬥†˅  161 㣅䬥 

ᘏ䅵        731 㣅䬥 

*݊Ёϔӑᄬḷˈϔӑ㞾ᏅḜˈ䖬㽕Ў↣ԡ䆆䇒Ҏਬ⬭ߎϔӑǄ 

†ৠḋ䳔㽕ࣙᣀЎ㞾Ꮕ䆆䇒Ҏਬᦤկⱘ令佂Ǆ 

If you are running training on a business footing, you will need to work out what profit you 

need to make to justify your preparation time and the time you spend on the training day itself. 

You then need to work out what you need to charge each participant and the minimum number of 

participants you need in order to break even. 

བᵰ䆁ᰃѢଚϮ䖤㧹ⱘ 㽕̍䅵ㅫߎ䳔㽕㦋পⱘⲜ߽ᠡ㛑ՓᕫҬߎⱘޚᯊ䯈

㢅䌍Ϣ䆁᮹ᴀ䑿ⱘᯊ䯈ⳌヺǄ✊ৢ 㽕̍䅵ㅫߎ↣Ͼᄺਬ䳔ᬊপⱘ䌍⫼Ў䖒ࠄᬊᬃᑇ㸵᳔

ᇥ䳔㽕ᬊⱘᄺਬҎ᭄Ǆ 

 If we take the budget given above, we can see that the cost for delivering our example 

Archives Training Day to 20 participants is £731. Perhaps you would hope to make £1500 profit 
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to cover your time. Therefore you need to make £2231 on your training — divide that by 20 and 

you need to charge participants £112 each. However, if you don’t manage to attract 20 participants, 

you need to decide what your break-even number is and at what point you will decide to cancel 

the training. Obviously you could run the training if you had 8 people attend and charged around 

£100 each. You might decide you would be happy with £500 and then your break-even would be 

13 participants. 

བᵰ䞛⫼Ϟ䴶ⱘ乘ㅫˈৃ ҹⳟߎ Ў̍ 20 ৡᄺਬᦤկ⼎՟Ёҟ㒡ⱘЎᳳϔⱘḷḜ䆁ˈ

䌍⫼Ў 731 㣅䬥Ǆ؛䆒䆁ЏҎᏠᳯ㦋প 1500 㣅䬥ⱘ߽⍺ҹᓹ㸹㒘㒛ᅲᮑ䆁᠔㢅䌍ⱘ

ᯊ䯈ˈ߭ᭈϾ䆁㽕㦋প 2231 㣅䬥ˈݡ䰸ҹ 20ˈᅲ䰙䳔㽕Ң↣ԡᄺਬ䙷䞠ᬊপ 112 㣅䬥Ǆ

ϡ䖛ˈབᵰ㛑៤ᓩࠄ 20 ৡᄺਬখ䆁ˈ߭䳔㽕⹂ᅮ䖒ࠄᬊᬃᑇ㸵ⱘҎ᭄ᰃᇥˈ

ᑊ⹂ᅮҎ᭄ᇥѢᑩ㒓֓প⍜䆁Ǆᕜᰒ✊ˈབᵰ᳝ 8 ҎখህৃҹВ䆁⧁ˈᑊᬊপ↣Ҏ

100 㣅䬥Ꮊেⱘ䌍⫼Ǆ؛ᅮ 500 㣅䬥֓ᖗ⒵ᛣ䎇ˈ߭ᬊᬃᑇ㸵䍋⚍ৃᅮЎ 13 ԡᄺਬখ

䆁Ǆ 

 

���Profiling learners 

For training to be effective it is important to have a clear idea of who will be attending or 

taking your course. If possible you will want to profile them to ensure that your course is fit for 

purpose. How much do you know about them? Is there a typical participant or will they all be very 

different? This will not usually be at an individual level: what you are trying to do is get an 

overview of the potential group as a whole to ensure the training you are planning is appropriate 

for them. This will help you to organise the training content and also prepare you, and your 

co-trainers, to deliver the training at the right level for your audience. You may not have direct 

contact with potential participants prior to the training and may need to rely on information from 

the commissioning organisation. In either case this section provides the main questions to ask.�

4. ᄺਬᚙߚމᵤ�

㽕ᛇՓ䆁পᕫ៤ᬜˈ⏙᱄њ㾷䇕ᇚখ䆁䗝Դⱘ䇒㟇݇䞡㽕Ǆབ᳝ৃ㛑ˈᑨᇍᄺ

ਬ䖯㸠ߚᵤ ⹂ֱ̍ᦤկⱘ䇒ヺড়݊㽕∖ǄԴᇍҪӀњ㾷ᇥ˛ᰃ৺ᄬ᳝ҷ㸼ᗻⱘᄺਬ

᠔᳝ᄺਬП䯈ᰃ৺ᄬᕜᏂᓖ˛ϡ㽕Ͼԧሖ䴶ᄸゟ㗗䞣 㗠̍ᰃᇚ᠔᳝খ䆁ҎਬЎϔ

Ͼ㕸ԧᴹᅵ㾚ˈ⹂ֱㅍߦЁⱘ䆁䗖ড়᠔᳝ҎǄ䖭ѯᇚ᳝Ѣ㒘㒛䆁ⱘݙᆍˈৠᯊг᳝
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ѢԴঞ݊Ҫড়㗙Ў䆁ᇍ䈵ᦤկ∈ᑇᙄᔧⱘ䆁خདޚǄϡᖙџܜϢᄺਬⳈ㾺 㗠̍

ᰃձ䴴ྨᠬᴎᵘᦤկⱘֵᙃǄ䩜ᇍϞ䗄⾡ᚙމ ᴀ̍㡖ᦤկњ䆁Пࠡ䳔㽕њ㾷ⱘϔѯᴀ

䯂乬Ǆ 

Basic questions 

The following basic questions may need to be considered, however you will want to select 

the most relevant questions according to the type of course you are planning. 

1) How many participants should you have? 

Be realistic about how many, or few, participants will make an effective training audience. If 

you are planning to include interactive sessions, such as workshops or break out groups, you will 

want to limit the number of participants to between 20 and 25, otherwise the sessions will become 

unwieldy and too time-consuming. Conversely too few participants, usually less than eight, can 

result in an unsatisfactory training environment. 

2) Who are the participants? 

Factors such as age range and gender mix, as well as participants' cultural, social and ethnic 

background affect the training delivery. Similarly the level of expertise of the participants and 

their position in life and employment will be relevant. Also there may be financial considerations 

which may affect their ability to attend the training. 

3) Where are the participants from? 

This applies not only to their place of employment, what type of organisation it is and their 

position in the workplace, but also to geographical location. Long journeys to the training venue 

may mean that participants will tire earlier in the day, also the start and end times for the training 

may need to take travel requirements into account. Again there may be a financial implication with 

travel costs which will deter participants. 

4) What is their experience of training? 

Some people will be used to introducing themselves, participating in group work and class 

discussions. For others this will be completely unfamiliar and they will need explanation and 

reassurance.  

5) What is their experience of the training topic? 

As mentioned above training is not always a matter of introducing participants to new ideas 

and concepts. It can be updating experienced personnel or providing the professional theoretical 
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basis for practical work that participants having been carrying out for many years. Again, the level 

of participants’ experience will influence training design and methods of delivery. 

6) What is their motivation? 

You will need to consider what the benefits of the training will be to the participants both 

personally and in the workplace. You may also want to specify who the course is intended for. A 

good way to be clear about whether the course will be appropriate for intended participants is to 

define the aims and objectives of the training as a series of bullet points. 

ᴀ䯂乬 

ҹϟᴀ䯂乬䳔㽕䗮Ⲭ㗗㰥ˈԚᑨḍ㾘ߦⱘ䇒㉏ൟ䗝ᢽ᳔ЎⳌ݇ⱘ䯂乬⏅ܹњ

㾷Ǆ 

1) ᑨ᳝ᇥҎখ䆁˛ 

খ䆁ⱘҎ᭄ ϡ̍䆎ᇥ䛑㽕ᅲ䰙ৃ㸠 ̍Ўখ䆁Ҏ᭄ⱘ᭄䞣Ӯᕅડࠄ䆁ⱘᬜ

ᵰǄབᵰ䅵ߦ䆁ЁこᦦѸѦᯊ↉ˈ↨བᅲ䰙᪡ⓨ⼎ߚ㒘⌏ˈ߭ᑨᇚҎ᭄䰤ࠊ

20 㟇 25 Ҏˈ৺߭䆁䲒ҹࠊˈϨ㗫ᯊ䖛䭓ǄⳌডˈབᵰᄺਬᇥˈ䗮ᐌᇥѢ 8 ৡˈৃ㛑

ᇐ㟈䆁ⱘ⇨⇯ϡ⧚ᛇǄ 

2) খ䆁ⱘ䛑ᰃાѯҎਬ˛ 

↨བᑈ啘ߚᏗᗻ߿㒧ᵘㄝ㋴ ҹ̍ঞᄺਬⱘ᭛࣪ǃ⼒Ӯ⾡ᮣ㚠᱃䛑Ӯᇍ䆁ѻ⫳ᕅ

ડǄৠḋˈᄺਬⱘϧϮ∈ᑇঞ݊⼒Ӯഄԡǃ㘠ϮгӮᇍ䆁᳝᠔ᕅડǄ㒣䌍Ϟⱘ㗗㰥гӮᕅ

ડ݊খ䆁ⱘৃ㛑ᗻǄ 

3) ᄺਬᴹ㞾ા䞠˛ 

䖭Ͼ䯂乬ϡҙҙ⍝ঞᄺਬⱘ㘠Ϯǃ᠔ᴎᵘⱘ㉏ൟҹঞҪӀऩԡⱘ㘠 ৠ̍ᯊгࣙᣀ

ҪӀ᠔໘ⱘഄ⧚ԡ㕂Ǆབᵰࠄ䖒䆁ഄ⚍ⱘ䏃䖛䭓ˈৃ 㛑ᛣੇⴔᄺਬ䆁ᔧ᮹䖛ᮽ⮆ˈ

ৠᯊ䆁ᓔྟঞ㒧ᴳⱘᯊ䯈г䳔㽕ᡞ䏃䗨᠔䳔ⱘᯊ䯈㗗㰥䖯এǄ᳝ݡ Ꮒ̍ᮙ䌍гৃ㛑Փᄺਬ

ᠧ⍜ࠡᴹখ䆁ⱘᗉ༈Ǆ 

4) ᄺਬ᳝䖛ᗢḋⱘ䆁㒣ग़˛ 

᳝ѯҎᇍ㞾៥ҟ㒡ǃখᇣ㒘⌏䇒ූ䅼䆎дҹЎᐌ 㗠̍ϔѯҎᇍ䖭ϔ༫ᅠܼ䰠⫳ˈ

䖭ህ䳔㽕ᇍ䖭ѯᄺਬ䖯㸠㾷䞞ˈᑊҹǄ 

5) ᄺਬᇍ㽕䆁ⱘЏ乬᳝ાѯ҆䑿ԧ偠˛ 

བϞ᠔䗄ˈ䆁ᑊ䴲ᘏᰃ㽕㒭ᄺਬҟ㒡ᮄᗱᛇˈᮄ㾖ᗉǄгৃҹᮄϧϮҎਬⱘⶹ䆚

ЎҢџᑈᅲ䰙ᎹⱘᄺਬᦤկϧϮ⧚䆎⸔ⶹ䆚Ǆ᳝ݡ ᄺ̍ਬⱘⶹ䆚∈ᑇгӮᕅડࠄ䆁
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ⱘ䆒䅵䆆ᥜⱘᮍ⊩Ǆ 

6) ᄺਬখ䆁ⱘᴎᰃҔМ˛ 

䳔㽕㗗㰥䆁ᇚӮ㒭ᄺਬϾҎऩԡᏺᴹાѯད໘ 䖬̍㽕᧲⏙Ἦ䆹䇒ᰃЎાѯҎ䆒㕂

ⱘǄ⹂ᅮᦤկⱘ䇒ᰃ৺䗖ড়ᄺਬˈ᳔དⱘᮍ⊩ህᰃՓ⫼ϔ䖲Іⱘ乍ⳂヺোĀ•āᇍ䆁ⱘ

ⳂⱘⳂᷛ䖯㸠ᅮНǄ 

Participant profiling tables 

The following tables provide more detail for profiling participants taking into account 

demographic, professional, motivation, learning and resource factors. You can use all or parts of 

tables to make a profile of your potential participants by thinking about the questions in column 1, 

Factors, adding any others you think are relevant. Put your answers in column 2, Profile. Then 

draw up a list of the implications to keep in mind when developing your course and the course 

materials. 

Alternatively, you can use the tables as a basis to develop a less formal or less scientific tool 

to gather useful information about the participants in advance. Distributing such forms to the class 

will provide you with useful background to guide your preparation at any stage prior to training 

delivery. 

ᄺਬᚙߚމᵤ㸼 

ϟ㸼ᦤկњⱘ㒚㡖ˈ㗗㰥њҎষ㒳䅵ᄺǃϧϮᚙމǃᄺдᴎǃᄺ䆚㒣䌍ᮍ䴶ⱘ

㋴Ǆৃҹ䗝ᢽՓ⫼ϟ߫ᭈϾ㸼Ḑ䚼ߚ㸼Ḑˈ䗮䖛ᇍϔᷣĀ㋴ā䯂乬ⱘᗱ㗗˄ৃ⏏

ӏԩ݊ҪⳌ݇ⱘ䯂乬˅̍ ᇍᄺਬᚙމ䖯㸠ߚᵤǄᡞㄨḜ˄ᚙߚމᵤ˅ᬒ 2 ᷣǄ✊ৢӮᕫ

 ᅮ䇒ᬭᴤᯊ䳔䱣ᯊ䇼䆄ⱘᓎ䆂⏙ऩǄࠊϔӑߎ

гৃҹℸ㸼Ў⸔ˈᓔথϔϾϡ⫮ℷ㾘ϡ⫮⾥ᄺⱘᎹˈᬊ䲚᳝݇ᄺਬⱘֵᙃǄᇚℸ

㉏㸼Ḑџߚܜথ㒭⧁Ϟⱘᄺਬˈ֓ Ѣ䖨ಲ᳝⫼ⱘ㚠᱃ֵᙃ ⫼̍Ѣᇍ䆁ᓔྟࠡⱘᭈϾޚ䰊

↉ќҹᣛᇐǄ 

Participant profiling table: Demographic factors 

Demographic factors Profile Implications 

Number of participants   

Where do they live?   

Age   
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Gender   

Personal circumstances   

ᄺਬᚙߚމᵤ㸼˖Ҏষ㒳䅵ᄺ㋴ 

Ҏষ㒳䅵ᄺ㋴ 㚠᱃ᚙމ Ⳍ݇ᓎ䆂 

ᄺਬҎ᭄   

ሙԣഄ   

ᑈ啘   

ᗻ߿   

ϾҎᚙމ   

 

Participant profiling table: Professional factors 

Professional factors Profile Implications 

Employing organisation   

Roles and responsibilities of participants   

Professional knowledge, skills & experience   

Length of employment   

Employers’ training needs   

Participants’ training needs   

Participants’ knowledge of training topic   

 

ᄺਬᚙߚމᵤ㸼˖㘠Ϯ㋴ 

㘠Ϯ㋴ 㚠᱃ᚙމ Ⳍ݇ᓎ䆂 

㘬⫼ᴎᵘ   

ᄺਬⱘ㾦㡆Ϣ㘠䋷   

ϧϮⶹ䆚ǃᡔ㛑Ϣ㒣偠   

ফ䲛ᑈ䰤   

䲛Џⱘ䆁䳔∖   

ᄺਬⱘ䳔∖   

ᄺਬᇍ䆁Џ乬ાѯⶹ䆚   
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Participant profiling table: Motivation factors 

Motivation factors Profile Implications 

What personal benefits will participants get from taking 

the course? 

  

What benefits will they get in their workplace?   

What are their expectations?   

What might prevent them from taking the course?   

 

ᄺਬᚙߚމᵤ㸼˖ᴎ㋴ 

 Ⳍ݇ᓎ䆂 މᴎ㋴ 㚠᱃ᚙ

ᄺਬ䗝ׂ䖭䮼䇒ϾҎᇚᕫࠄાѯད໘˛   

ᄺਬᎹऩԡᇚҢ䆁Ёᕫࠄાѯད໘˛   

ᄺਬⱘᳳⳐᰃҔМ˛   

ાѯ㋴ৃ㛑䰏ℶҪӀ䗝ׂ䖭䮼䇒˛   

 

Participant profiling table: Learning factors 

Learning factors Profile Implications 

General education   

Professional education and training   

Experience of learning and training   

Confidence about learning   

 

ᄺਬᚙߚމᵤ㸼˖ᄺд㋴ 

ᄺд㋴ 㚠᱃ᚙމ Ⳍ݇ᓎ䆂 

⸔ᬭ㚆   

㘠Ϯᬭ㚆Ϣ䆁   

ᄺдϢ䆁ⱘ㒣ग़   

ᇍᄺдⱘ㞾ֵᖗ   
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Participant profiling table: Resource factors 

Resource factors Profile Implications 

Who will pay course fees and expenses?   

Will participants be given time away from their work to 

attend training? 

  

 

ᄺਬᚙߚމᵤ㸼˖㒣䌍㋴ 

㒣䌍㋴ 㚠᱃ᚙމ Ⳍ݇ᓎ䆂 

䇕ᴹᬃҬᄺ䌍Ⳍ݇㢅䌍   

ᰃ৺㒭ќᄺਬᯊ䯈ৃ⾏ቫখ䆁˛   

 

Participant profiling table: Other factors 

Other factors Profile Implications 

   

 

ᄺਬᚙߚމᵤ㸼˖݊Ҫ㋴ 

݊Ҫ㋴ 㚠᱃ᚙމ Ⳍ݇ᓎ䆂 

   

 

5. Methods of delivery�

5.1 Selection 

There are many different delivery methods to choose from. Some of these affect the entire 

style of your training. For example, the first choice is between face-to-face delivery and distance 

learning. This Pack assumes that the choice for some type of face-to-face training has been made 

— although we do address the basics of distance learning elsewhere in the pack. Obviously the 

techniques and even the content of your training are fundamentally affected by this initial decision. 

The information you have gathered whilst profiling your learners will be very useful at this stage 

of training planning.�
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5. 䆁ᮍᓣ�

5.1 བԩ䗝ᢽ�

᳝䆌ϡৠⱘ䆁ᮍᓣৃկ䗝ᢽǄ݊ЁⱘϔѯᮍᓣӮᕅડ䆁ⱘᭈԧ亢ḐǄ՟བˈ佪ܜ

䳔㽕⹂ᅮ䗝ᢽ䴶ᇍ䴶䆁ᮍᓣ䖬ᰃ䖰ᬭ㚆Ǆᴀ䫺ಞ؛ᅮᏆއᅮ䗝ᢽᶤ⾡ᔶᓣⱘ䴶ᇍ䴶䆁

˄ሑㅵᴀ䫺ಞг䆎ঞ䖰䆁ⱘᴀ䯂乬 Ǆ˅ᕜᰒ✊ˈ䆁ⱘᮍ⊩З㟇䆁ⱘݙᆍ䛑ӮҢḍ

ᴀϞফއ᳔߱ࠄᅮⱘᕅડǄᇍᄺਬ㚠᱃ᚙߚމᵤ᠔ᬊ䲚ࠄⱘֵᙃᇍ䆁㾘ߦ䰊↉ᇸ᳝݊᠔

ⲞǄ 

Once the decision has been made to provide face-to-face training there are several other 

questions to ask, such as: 

1) Will the training be entirely classroom based and involve the trainer constantly 

interacting with the participants? 

2) Will there be time away from the classroom when the participants will pursue studies on 

their own? 

3) Is the trainer going to be very active in providing material and direction? 

4) Will the trainer set specific tasks for individuals and groups? 

ϔᮺߎ䴶ᇍ䴶䆁ⱘއᅮˈ䖬᳝݊Ҫϔѯ䯂乬䳔㽕䗮Ⲭ㗗㰥ˈ↨བ˖ 

1) 䆁ᅠܼҹ䇒ූ䆆ᥜЎЏˈϡᯊこᦦᏜ⫳Ѧ˛ 

2) ᰃ৺ᢑߎϔѯ䆆䇒ᯊ䯈䅽ᄺਬ䖯㸠㞾ᄺⷨお˛ 

3) 䆁ᬭᏜᰃ৺ᑨ⿃ᵕЏഄᦤկ䌘᭭ᄺдᣛᇐ˛ 

4) 䆁ᬭᏜᰃ৺㽕ЎᄺਬϾҎᇣ㒘Ꮧ㕂Ϯ˛ 

Where the trainer is going to be very involved, providing materials, direction and structure, 

the training will be more traditional in nature. If the trainer is going to act more as a facilitator 

allowing the individual or group to set their own goals, choose their own content and work at their 

own pace, the training is more likely to follow an individual or facilitative model. 

བᵰ䆁ᬭᏜᦤկᄺдᴤ᭭ǃᄺдᣛᇐ㒘㒛ᅝᥦϞकߚᡩܹⱘ䆱 䙷̍М䖭⾡䆁ᇚ

ヺড়Ӵ㒳䆁ⱘ⡍⚍Ǆབᵰ䆁ᬭᏜ㸼⦄ᕫڣϔԡᇐ㗙 䆌ᄺਬϾҎᇣ㒘䆒ᅮ㞾̍ܕ

ᏅⱘᄺдⳂᷛˈ䗝ᢽ㞾Ꮕⱘᄺдݙᆍˈᑊᣝ㞾Ꮕⱘ䖯ᑺᄺдˈ䖭⾡䆁Ӯヺড়㞾Џᄺд

ᇐᓣᄺдⱘᓣǄ�

Within any overall training method, there will be many different options for delivery of 
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specific content sessions. It is most effective to vary delivery of content in any given course. This 

helps to keep the participants interested, particularly if interactive delivery styles are chosen. 

Some delivery methods will assist you as trainer in assessing whether the course learning goals are 

being met. The variety will also keep you fresh and allow you to pace yourself throughout the 

course. The delivery options for specific sessions given in this Pack include (but are not 

exhaustive):                       

1) Lectures and presentations 

2) Other class activities 

3) Coursework 

4) Case studies 

ህᶤϔ䆁ᮍ⊩ⱘᭈԧ㗠

㿔 䩜̍ᇍ݊Ёԧݙᆍऩܗⱘ䆆

ᥜᮍᓣৃҹ᳝䆌ϡৠⱘ䗝ᢽǄ

ᇍѢᶤϔ⡍ᅮ䇒ݙᆍ ҹ̍ḋ

࣪ⱘᮍᓣᬭᄺᇚᰃ᳔᳝ᬜⱘǄ䖭

ѢՓᄺਬᇍ䇒ྟ㒜ֱᣕ᳝

݈䍷 ᇸ̍݊ᰃ䗝ᢽѦᓣⱘᬭ

ᄺᮍ⊩ᯊˈ᳝ ѯᥜ䇒ᮍ⊩ᇚ᳝

Ѣ䆁ᬭᏜᇍ䇒ⱘᄺдⳂᷛ

ᰃ৺ᕫࠄ⒵䎇ќҹ䆘ԄǄḋ

࣪ⱘ䆆ᥜᮍ⊩гᇚ䅽䆁ᬭᏜ

㞾Ꮕֱᣕᮄ剰ᛳ ৠ̍ᯊ䖬ৃҹࠊᭈϾ䇒ⱘ㡖༣Ǆ䫺ಞ⎉Ⲫⱘԧ䇒ⱘ䆆ᥜᮍᓣⱘ䗝乍

ࣙᣀ˖ 

1) 䆆䇒Ϣⓨ⼎ 

2) ݊Ҫ䇒ූ⌏ 

3) 䇒Ϯ 

4) Ḝ՟ߚᵤ 

When deciding what method and type of training is best for your participants’ needs, you 

should consider: 

1) The number of learners 

㕢ᯢሐ㢣䖒ᄺ催᷵ㅵ⧚䆁⧁˄2005˅⥟ع/ᨘ 
Training Program on the Higher Education Policy and Management

University of Minnesota, 2005, photograph by Jian WANG�
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2) What content is to be delivered 

3) How much time is available to deliver the course 

4) How often the materials will be delivered 

5) How many trainers there are 

6) The educational environment  

7) What funding is available 

8) The corporate culture 

9) What other resources are required 

ᔧއᅮおコા⾡䆁ᮍ⊩Ϣ䆁㉏ൟ᳔䗖ড়ᄺਬⱘ䳔㽕ˈᑨ䆹㗗㰥བϟϾᮍ䴶˖ 

1) ᄺਬⱘҎ᭄ 

2) ᇚ䆆ᥜાѯݙᆍ 

3) ৃկᥜ䇒ⱘᯊ䯈᳝ᇥ 

4) ᦤկ䆁䌘᭭ⱘᯊ䯈䯈䱨˛ 

5) 䆁ᬭᏜⱘ᭄䞣 

6) ᬭᄺ⦃๗ 

7) ᳝ાѯ䌘䞥ৃ⫼ 

8) ӕϮ᭛࣪ 

9) 䖬䳔㽕ાѯ݊Ҫⱘ䌘⑤ 

5.2 Developing and using case studies 

Introduction 

Case studies are descriptions of a real life experience, related to the field of study or training, 

which are used to make points, raise issues or otherwise enhance the participants’ understanding 

and learning experience. The account usually follows a realistic scenario, such as a management 

or technical problem, from start to finish. Because they provide practical examples of problems 

and solutions, challenges and strategies, they support more theoretical material and often make the 

“lesson” more memorable and believable for the class.  

As Laura Millar notes in Writing Case Studies: A Manual (part of the Managing Public 

Sector Records Training Programme materials published in 1999 by the ICA and IRMT), case 
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studies are particularly useful in the archives and records management field as there is so much 

variety in the full range of archives and records management programmes with many different 

types of organisations as well as local, national, and regional differences. 

5.2 㓪ݭϢՓ⫼Ḝ՟ߚᵤ 

ҔМᰃḜ՟ߚᵤ˛ 

Ḝ՟ߚᵤᰃᇍⳳᅲ⫳⌏ԧ偠ⱘᦣ䗄ˈϢᄺд䆁ⱘ乚ඳⳌ݇ˈ⫼ᴹ䇈ᯢ㞾Ꮕⱘ䆎⚍ǃ

ᦤߎ䯂乬ҹ݊Ҫᮍᓣᔎᄺਬᇍ䖭ѯ㒣偠ⱘ⧚㾷ᄺдǄḜ՟䗮ᐌ⑤ѢᶤϔҢ༈ࠄሒⱘⳳ

ᅲഎ᱃ བ̍ᶤϔㅵ⧚䯂乬ᡔᴃ䯂乬ǄℷЎḜ՟ߚᵤᦤկњᅲ䰙䯂乬ⱘ՟䆕ঞ݊㾷އᮍḜǃ

ᣥㄪ⬹ ᬙ̍ЎⳌ݇⧚䆎ᦤկњᬃᩥǄᇍᄺਬᴹ䇈 䖭̍ḋⱘĀ㒣偠ᬭ䆁āҸҎ䲒ᖬǃ

ⳳᅲৃֵǄ 

ℷབᢝ·㉇ᢝᇨ˄Laura Millar˅ǉḜ՟ߚᵤ㓪ݭݠǊ˄ ⬅ ICA  IRMT Ѣ 1999 ᑈ

Ўㅵ⧚݀݅䚼䮼᭛ӊⱘ䆁䅵ߦ䆁ᴤ᭭থ㸼 ϔ˅кЁᦤࠄ Ḝ̍՟ߚᵤḷḜ᭛ӊㅵ⧚

乚ඳ⡍᳝߿⫼ˈ䖭ᰃЎᴎᵘⱘ㉏ൟ⾡ḋˈḷḜ᭛ӊㅵ⧚ᮍḜ⾡㉏㐕ˈމϨ䖬ᄬഄ

ᮍǃᆊऎඳⱘᏂᓖǄ 

How to develop and write case studies 

There are no definite rules about developing case studies. The initial choice of subject will 

depend on serendipity — a practitioner will have had an experience which provides a good 

example of a situation which illustrates something the teacher wants the class to learn. Case 

studies can of course be fictional in detail whilst still based on a practitioner’s experience and 

knowledge. Fictitious case studies are appropriate if the real example is not rounded enough or 

there is some reason for keeping organisations and individuals confidential. It is also possible to 

write a single case study, for example about developing a project plan, which incorporates 

examples of documentation and action from several different projects in various organisations. 

The case study may include some or all of the following: 

1) Setting the scene 

üüdetails of the organization 

üüdescription of the players 

üüoutline of the particular challenge or problem 

üüany additional information necessary to understand the scenario 

2)  Resources available 



 40 

3) Identification of complexities or issues in the work environment affecting the project 

4) Account of how the problem was solved, including 

üüpersonnel / stakeholders 

üüplanning phase 

üüoptions considered 

üüimplementation 

üüoutcomes 

5) Examples of documentation such as project plans, budgets, memos, data gathered  

6) Analysis of project and its success/failure 

Depending on how the trainer intends to use the case study, it may or may not provide the 

solutionv or answers to the problems posed. 

བԩ㓪ݭḜ՟ߚᵤ˛ 

Ḝ՟ߚᵤⱘ㓪ݭᑊ᮴ϔᅮП㾘ǄᇍЏ乬ⱘ᳔߱䗝ᢽ᳝䌪Ѣথᥬⱘᠡ㛑 ̍Ўϔৡ䆁ᬭ

Ꮬ㽕᳝ᦤկ㡃དᅲ䰙Ḝ՟ⱘ㒣偠 ҹ̍ᅲ䰙Ḝ՟䇈ᯢᏠᳯܼԧᄺਬᄺࠄાѯϰ㽓ǄḜ՟ߚᵤ

ⱘԧ㒚㡖✊ৃҹ㰮ᵘ Ԛ̍㰮ᵘⱘ䚼ߚҡ㽕ҹᬭᏜⱘ㒣偠ⶹ䆚Ў⸔ǄབᵰⳳᅲⱘḜ՟

᮴⊩ޥ唤 ̍ᰃЎᶤѯॳ䳔㽕ᇍᴎᵘϾҎֱᆚ 䙷̍М㰮ᵘⱘḜ՟ߚᵤгᰃৃҹফⱘǄ

᳝ᯊ䖬ৃ㛑䳔㽕㓪ݭऩϔЏ乬ⱘḜ՟ߚᵤ ՟̍བ㓪᳝݇ݭ乍Ⳃ䅵ߦⱘḜ՟ˈ݊ Ёࣙᣀᴹ㞾

Ͼᴎᵘϡৠ乍ⳂЁ᠔㓪ࠊ᭛ḷᅲ䰙خ⊩ⱘḜ՟Ǆ 

Ḝ՟ߚᵤৃাࣙᣀҹϟϔǃѠϾᮍ䴶ˈ㗙ܼ䚼˖ 

1) 䆒㕂എ᱃ 

üüᴎᵘⱘ䆺㒚ᚙމ 

üüখϢҎਬⱘᦣ䗄 

üüㅔ㽕䇈ᯢ䘛ࠄⱘ⡍ᅮᣥ䯂乬 

üü᳝Ѣњ㾷ᅲ䰙എ᱃ⱘᖙϡৃᇥⱘ䰘ֵᙃ 

2) ৃ߽⫼ⱘ䌘⑤ 

3) ᡒߎᎹ⦃๗Ёᕅડᶤϔ乍Ⳃᅲᮑⱘೄ๗䯂乬 

4) 䆕ᯢ䯂乬ᰃབԩᕫҹ㾷އⱘˈࣙᣀ 

üüⳌ݇Ҏਬ/Ⳍ݇ᴗⲞ㗙 

üü㾘ߦ䰊↉ 

üü㗗㰥ⱘ䗝乍 
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üüᅲᮑ 

üü㒧ᵰ 

5) བԩ䖯㸠᭛ḷ㓪ࠊⱘ⼎՟ˈབ乍Ⳃ㾘ߦǃ乘ㅫǃᖬᔩǃ᭄ᬊ䲚 

6) ᇍ乍Ⳃᴀ䑿ⱘߚᵤঞ៤䋹ߚᵤ 

䡈Ѣ䆁ᬭᏜՓ⫼Ḝ՟ߚᵤⱘأད᳝᠔ϡৠˈℸৃҹᇍ᠔ᦤ䯂乬ᦤկ㾷އᮍḜㄨ

ḜˈгৃҹϡᦤկǄ 

How can case studies be used for training and education 

There are two aspects to the use of case studies in the classroom or training room: how they 

can be presented to the participants and what the desired learning outcomes are for the 

participants. 

བԩᇚḜ՟ߚᵤ⫼Ѣ䆁ᬭᄺ˛ 

䇒ූ䆁ᅸՓ⫼Ḝ՟ߚᵤ Џ̍㽕㗗㰥ϸϾᮍ䴶 བ̟ԩᇚ݊ᦤկ㒭ᄺਬҹঞЎᄺਬ᠔

䆒ᅮⱘ乘ᳳᄺд៤ᵰᰃҔМǄ 

1) Learning outcomes 

Case studies are a substitute for student placements in the workplace if the course of study 

cannot allow for this. For this reason, they are particularly useful in a short training course. They 

also provide realistic simulations of the kinds of real life experiences students can expect when 

they practice for themselves. For students who are pursuing on-the-job training, case studies can 

offer alternative experiences, approaches and solutions which will broaden the students’ 

knowledge and skills. 

1˅乘ᳳᄺд៤ᵰ�

བᵰ䆁䇒ⱘᄺдϡܕ䆌ᄺ⫳এᅲ䰙Ꮉഎ᠔ᅲдˈ䙷МḜ՟ߚᵤᇚᰃ᳓ҷⱘخ⊩Ǆ

ℷབℸˈⷁᳳⱘ䆁䇒ЁḜ՟ߚᵤ⡍᳝߿⫼Ǆᅲд⦃㡖ЁˈḜ՟ߚᵤЎᄺ⫳Ӏ݊ᦤ

կњҪӀᳳᳯᕫࠄⱘ⾡⦄ᅲ⫳⌏㒣偠ⱘ䘐ⳳᢳǄᇍ㘠䆁ⱘᄺ⫳ᴹ䇈 Ḝ̍՟ߚᵤৃЎ

ҪӀᦤկϡৠѢ㞾䑿ᅲ䏉ⱘᅲ䰙Ꮉ㒣偠ǃᮍ⊩㾷އᮍḜˈ䖭ѯ䛑Ӯᢧᆑᄺਬⱘⶹ䆚䴶ˈ

Ң㗠ᥠᦵ⾡ᡔ㛑Ǆ 

In reading or listening to case studies and thinking about the scenario and possible solutions, 

students develop skills which they will need to pursue their careers. The skill set includes:  

üüidentification of the problem or challenge 

üüunderstanding and interpreting data 
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üüanalysing information 

üürecognising assumptions and inferences 

üüthinking analytically and critically 

üüexercising judgement 

üütaking and defending decisions 

üüunderstanding interpersonal relationships 

üücommunicating ideas and opinions 

䗮䖛䯙䇏㘚Ḝ՟ߚᵤ ᑊ̍ᇍ᳝݇Ḝ՟ⱘᅲ䰙എ᱃ৃ㛑ⱘ㾷އᮍḜ䖯㸠ᗱ㗗ˈৃ Փ

ᄺ⫳ᥠᦵџϮ᠔䳔ⱘᡔ㛑Ǆ䖭ѯᡔ㛑ࣙᣀ˖ 

üüথ⦄䯂乬Ϣᣥ 

üüᇍ᭄䖯㸠㾷䇏 

üüᇍֵᙃ䖯㸠ߚᵤ 

üüᇍ؛䆒䆎ќҹ߸ᅮ 

üüߚݏᵤϢ߸ᮁⱘᗱ㓈㛑 

üü䆁㒗߸ᮁ㛑 

üüᄺӮ䖒៤ϔ㟈ᛣ㾕ⱘ㛑Ў㞾Ꮕⱘ㾖⚍䖯㸠䕽㾷ⱘ㛑 

üüњ㾷Ҏ䰙݇㋏ 

üüѸᤶᛇ⊩ᛣ㾕ⱘ≳䗮㛑 

2) Presentation and use 

There are many different ways to use case studies. How they are used will depend on the 

length of the course, the subject matter and upon the delivery style of the trainer. 

2˅ⓨ⼎ϢՓ⫼�

Ḝ՟ߚᵤ᳝䆌ϡৠⱘՓ⫼ᮍᓣǄ㟇ѢབԩՓ⫼ˈপއѢ䇒ⱘ䭓ⷁǃЏ乬ݙᆍҹঞ

䆁ᬭᏜⱘ䆆ᥜ亢ḐǄ 

In a short training course a presentation by the author, perhaps with supporting visual aids, is 

a really good way of providing practical examples of the theory or techniques that are being 

covered.  

ᇍѢⷁᳳ䆁䇒ᴹ䇈ˈ⬅ᬭᏜЏ䆆ˈ䕙ҹৃ㾚࣪↉ˈᇍ䇒⎉Ⲫⱘ⧚䆎ᡔᴃᅲ՟

ќҹ䆆㾷ˈϡ༅ЎⳌᔧདⱘᮍᓣǄ 

The presentation can be followed by questions and answers to give the class a chance to 
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clarify and enhance understanding. This might be a free-for-all or more carefully structured with 

the presenter asking questions designed to focus participants on particular aspects of the problem 

evoked in the case. In a longer course it might be possible to get the class to read through the case 

study for themselves before participating in discussion. 

ⓨ䆆ПৢৃҹԈ᳝䯂ㄨ⦃㡖ˈЎܼ⧁᧲ព䇒ූ᠔䆆ݙᆍǃ⏅⧚㾷ᦤկᴎӮǄ䯂ㄨৃҹ

ᰃ㞾⬅ѝ䕽ᰃ⬅Џ䆆ᬭᏜ䩜ᇍḜ՟Ё⍝ঞ䯂乬ⱘᶤϔᮍ䴶㊒ᖗ䆒䅵ϔѯ䯂乬ˈᄺਬᦤ

䯂ǄᇍѢᯊ䯈䕗䭓ⱘ䆁䇒ˈᑨሑৃ㛑䅽ᄺਬখϢ䅼䆎Пࠡܜ㸠䯙䇏Ḝ՟ߚᵤǄ 

Case studies can be very effective when they are used comparatively. In this approach the 

case studies might be presented to or read by the class. This would be followed, once everyone 

was familiar with the cases, by general discussion, discussion focused by the trainer, group work 

or even worksheets prepared by the 

trainer. Again, the object of the 

follow-up discussion or group 

work is to help the students to 

appreciate the challenges inherent 

in the scenario and think through 

the various ways of approaching 

and solving them. 

ᇍ↨Փ⫼Ḝ՟ߚᵤӮ䴲ᐌ᳝

ᬜǄৃ䇒ූϞ䆆㾷Ḝ՟ߚᵤˈ

⬅ᆊ㞾Ꮕ䯙䇏Ǆϔᮺ↣ϾҎ

䛑❳ᙝњ䖭ѯḜ՟ˈ䱣ৢ֓ৃᓔሩ䅼䆎ǃ⬅䆁ᬭᏜЏᇐሩᓔ䞡⚍䅼䆎ǃᇣ㒘䅼䆎ˈձ

䆁ᬭᏜџޚܜདⱘ䅼䆎㸼Ḑ䖯㸠䅼䆎Ǆ䱣ৢ䖯㸠ⱘ䅼䆎ᇣ㒘䅼䆎ⱘⳂⱘᰃᐂᄺਬњ

㾷Ḝ՟ᚙ᱃Ёᄬⱘ䯂乬ˈᗱ㗗ⴔ໘⧚Ϣ㾷އ䖭ѯ䯂乬ⱘ⾡ᮍ⊩Ǆ 

Another possibility is to provide the class with only part of the case study and to get members 

of the class to act out a scenario. For example, a meeting where the archivist or records manager 

had to convince other stakeholders of the need for a course of action or provision of funding. The 

students should be asked to present the individual concerns and point of view of the various 

protagonists. A variation on this approach is to give some of the details to the class and get them to 

ask questions to get the full picture. 

ЁҎ⇥ᄺ MPA 䇒ූḜ՟ߚᵤ˄2012˅⥟ع/ᨘ 
Case study, MPA class, Renmin University of China, 2012 

photograph by Jian WANG 
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ϔ⾡ৃ㸠ⱘخ⊩ᰃ䇒ූϞҙҙᦤկḜ՟ߚᵤⱘϔ䚼ߚ ✊̍ৢ⬅⧁Ϟᄺਬձ✻ᶤϔഎ

᱃䖯㸠㸼ⓨǄ՟བˈϔϾӮ䆂ЁˈḷḜֱㅵҎਬ᭛ӊㅵ⧚Ҏਬϡᕫϡএ䇈᳡݊ҪᴗⲞ㗙

ᇍ䳔㽕䞛পⱘᶤϔخ⊩ᦤկ㒣䌍ᬃᣕǄ㽕∖ᄺ⫳㸼䖒㞾ᏅϾҎᇍ䯂乬ⱘᗱ㗗ҹঞҢ᠔ᡂⓨ

㾦㡆ⱘ㾦ᑺ㸼䖒㾖⚍Ǆ䖭⾡ᮍ⊩䖬᳝ϔ⾡বᤶⱘᔶᓣˈৃҹা㒭ᄺ⫳ᦤկḜ՟ⱘ䚼ߚ㒚㡖ˈ

䗮䖛ᄺ⫳㞾Ꮕⱘᦤ䯂ˈՓ݊ᇍḜ՟᳝ᭈԧⱘњ㾷Ǆ�

Case studies can provide the basis of individual or group assignments. The student or group 

of students is given a case study and asked to write an analysis and any recommendations that 

seem appropriate. If the students need help in getting started, a SWOT analysis can be very 

effective — the trainer can provide a list of questions around the four elements (Strengths, 

Weaknesses, Opportunities, and Threats), or the students can use the schema as a basis for their 

own analysis.  

Ḝ՟ߚᵤৃЎϾҎᇣ㒘Ϯᦤկ⸔Ǆ㒭ϔৡᄺ⫳ϔ㒘ᄺ⫳ᶤϔḜ՟ ᑊ̍㽕∖ߎݭ

ᇍ䆹Ḝ՟ⱘк䴶ߚᵤ㞾䅸Ў䗖ড়ⱘᓎ䆂Ǆབᵰᄺ⫳ϮӞྟ䳔㽕ᐂˈ䖯㸠 SWOT ߚ

ᵤᰃ䴲ᐌ᳝ᬜⱘǄ䆁ᬭᏜৃҹೈ㒩ಯϾ㽕㋴˄Ӭǃᔅ⚍ǃᴎӮ࿕㚕˅ᦤկϔϾ䯂乬߫

㸼ˈᄺ⫳ৃℸЎ㞾㸠ߚᵤⱘ⸔Ǆ 

In longer training courses it can be very effective to get students to develop their own case 

studies. This allows students to apply their learning, try out their newly gained skills, learn some 

more and demonstrate what they have learned. By, in effect in writing their own case, students 

can: 

üüshow that they are able to apply theory to realistic situations 

üüprove they can identify problems and challenges 

üüdemonstrate their ability to review facts, assess stakeholder relationships and analyse the 

“big picture” 

üüexercise their analytical, strategic, and problem solving skills 

üüoffer a choice of options to approach a task or solve a problem 

ᇍѢᯊ䯈䕗䭓ⱘ䆁⧁ᴹ䇈 䅽̍ᄺ⫳㞾Ꮕ㓪ݭḜ՟ߚᵤᬜᵰӮ䴲ᐌདǄᄺ⫳ৃҹ䖤⫼᠔

ᄺⶹ䆚ˈᇱ䆩ᮄᄺӮⱘᡔ㛑ˈҢ㓪ݭЁᄺࠄⱘⶹ䆚ˈৠᯊሩ⼎᠔ᄺᴀ乚Ǆ䗮䖛҆䑿㓪ݭ

Ḝ՟ˈᄺ⫳ৃҹ˖ 

üüሩ⼎ҪӀ᳝㛑ᇚ⧚䆎䖤⫼Ѣᅲ䰙˗ 

üü䆕ᯢҪӀ㛑থ⦄䯂乬ᣥ˗ 
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üü䆕ᯢҪӀ᳝㛑ᅵ㾚᠔᳝ⱘџᅲˈᇍ⾡ᴗⲞ㗙П䯈ⱘ݇㋏ќҹ䆘Ԅˈ㒉㾖ܼሔǃ

ܼ䴶ߚᵤ䯂乬˗ 

üüݏҪӀⱘߚᵤ㛑ǃᮁއߎخⱘ㛑㾷އ䯂乬ⱘ㛑˗ 

üüᄺӮЎ໘⧚ᶤ乍ӏ㾷އᶤϔ䯂乬ᦤկ᳔Շ䗝ᢽǄ 

3) Further reading 

There are four publications in the Managing Public Sector Records Training Programme 

series which are particularly relevant to case study development and use in the archives and 

records management sector. Details are as follows˖ 

üüWriting Case Studies: A Manual, Laura Millar (ICA/IRMT, 1999) 

This slim but invaluable volume gives advice on how to write case studies, what kinds of 

learning outcomes case studies can encourage and how to use case studies effectively. 

üüThe Management of Public Sector Records: Case Studies, Volumes 1–3 (ICA/IRMT, 

1999) 

These three volumes contain 34 case studies written by practitioners and educators from all 

over the world. Most of the cases include notes for trainers on how to use the case studies. 

These publications are available in Word or Adobe Acrobat (PDF) format from the IRMT 

Website, http://www.irmt.org/downloadlist/education.html. 

3˅䇏⠽�

ㅵ⧚݀݅䚼䮼ⱘ᭛ӊ䆁䇒㋏߫Ёˈ᳝ ಯᴀϢ㓪ݭḜ՟ߚᵤ⡍߿Ⳍ݇ᑊЎḷḜϢ᭛

ӊㅵ⧚䚼䮼ᑓ⊯Փ⫼ⱘߎ⠜⠽Ǆ䆺ᚙབϟ˖ 

üüǉḜ՟ߚᵤ㓪ݭݠǊ̍ ˄˅Laura Millar˄ࢦᢝ·㉇ 䰙ḷḜ⧚џӮǃ䰙᭛ӊㅵ

⧚ֵᠬ䞥Ӯˈ1999 ᑈ˅˄ International Records Management Trustüü䆥㗙⊼ Ǆ˅ 

䖭ᴀᇣݠᄤ㱑㭘ˈԚᵕЎ᳝⫼ˈЎབԩ㓪ݭḜ՟ߚᵤǃḜ՟ߚᵤᗢḋᐂ䖒៤乘ᳳᄺд

៤ᵰǃҹঞབԩ᳝ᬜഄՓ⫼Ḝ՟ߚᵤᦤկњᣛᇐǄ 

üüǉ݀݅䚼䮼᭛ӊㅵ⧚˖Ḝ՟ߚᵤǊ1-3 ो˄䰙ḷḜ⧚џӮ/ 䰙᭛ӊㅵ⧚䞥Ӯˈ

1999 ᑈ˅ 

݊ЁࣙᣀϪ⬠ഄⱘҢϮ㗙ᬭ㚆Ꮉ㗙㓪ݭⱘ 34 ϾḜ՟ߚᵤǄ᭄Ḝ՟䖬䰘њ

䆁ᬭᏜབԩՓ⫼Ḝ՟ߚᵤⱘ⊼䞞Ǆ 

ҹϞߎ⠜⠽ⱘ Word  3') Ḑᓣ⠜ᴀ䆺㾕䰙᭛ӊㅵ⧚ֵᠬ䞥Ӯ㔥キ

˄http://www.irmt.org/downloadlist/education.html Ǆ˅ 
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5.3 Coursework�

Coursework is a piece of work set for participants to be completed during the time the 

training takes place. It can be a fairly substantial piece of work and if formal marks or grades are 

being given, it will count towards the final results. If the training course is fairly short, the 

coursework should be a shorter piece of work. If the training course is longer, it is possible to set 

more detailed and challenging coursework. Of course, it may not be appropriate to set coursework 

at all. 

5.3 䇒Ϯ�

䇒Ϯᰃϔ乍Ꮧ㕂㒭ᄺਬǃ䳔㽕䆁ᳳ䯈ᅠ៤ⱘᎹˈৃ ҹ䇈ᰃϔ乍Ⳍᔧ䞡㽕ⱘᎹ

Ǆབᵰℷᓣᠧߚऎߚ៤㒽ㄝ㑻ⱘ䆱ˈ᳔㒜㽕䅵ܹ㗗Ḍ㒧ᵰǄབᵰ䆁䇒Ⳍᔧⷁ᱖ˈ䇒

Ϯгᑨ㗫ᯊ䕗ⷁǄབᵰ䆁ᯊ䯈䕗䭓ˈৃҹᏗ㕂Ў䆺ሑǃᣥᗻⱘ䇒ϮǄᔧ

✊ˈᭈϾ䆁г᳝ৃ㛑ḍᴀህϡ䗖ড়Ꮧ㕂䇒ϮǄ 

Setting coursework Ꮧ㕂䇒Ϯ 

When setting coursework it is important to be very clear about what participants are expected 

to do. It is a good idea to provide them with written instructions which include: 

1) Learning outcomes or rationale behind the coursework 

2) A clear outline of what the participants should do, including methods and how they 

should deliver the coursework (eg an essay, a presentation) 

3) Details of any resources, such as texts or on-line sources, that are useful or necessary to 

complete the assignment 

4) Timetable giving milestones and final delivery date 

5) Scheme for marking or other feedback 

It is a good idea to check with everyone in the class at some point during the course to make 

sure they understand what they have to do and are making progress. 

Ꮧ㕂䇒Ϯ 

Ꮧ㕂䇒Ϯᯊˈ㽕कߚᯢ⹂ഄᣛߎᳳᳯᄺਬخҔМˈ䖭⚍ᕜ䞡㽕Ǆ᳔དЎᄺਬᦤկ

к䴶䇈ᯢˈࣙᣀ˖ 

�� 䇈ᯢ䇒Ϯдᇚ䖒ࠄⱘᄺд៤ᵰ乘ᳳᄺд៤ᵰ䆒㕂䇒ϮᏗ㕂Ϯд

ⱘḍᴀॳⳂⱘ˗ 

�� ᇍᄺਬᑨ䆹خѯҔМˈࣙ ᣀՓ⫼ⱘᮍ⊩ҹঞᑨҹԩ⾡ᔶᓣᦤѸ䇒Ϯ˄ བᦤѸⷁ
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᭛ǃⓨ䆆˅᳝ϔϾᯢ⹂ⱘ㒆˗ 

᠔᳝ৃկՓ⫼䌘⑤ⱘ䆺㒚ֵᙃߎ߫ �� ՟̍བᇍᅠ៤Ϯ᳝⫼ᖙ䳔ⱘ᭛ᄫᴤ᭭㒓

ⱘ䌘᭭˗ 

�� 㒭ߎ䚼ߚᑨᅠ៤Ϯⱘ䖯ᑺ㡖⚍᳔㒜ѸҬ᮹ᳳⱘᯊ䯈㸼˗ 

�� 䆘ߚᮍḜ䆆䆘ᮍḜǄ 

ᅠ៤䇒Ϯⱘ䖛 ᣥ̍䗝ᶤϾᯊ䯈⚍ᇍ⧁Ϟ↣Ͼᄺਬ䖯㸠Ẕᶹϡ༅Ўདᮍ⊩ ҹ̍⹂

ֱᄺਬᯢⱑ㞾Ꮕᖙ乏㽕ᅠ៤ાѯᎹˈᑊℷপᕫ䖯ሩǄ 

Examples of coursework 

There are many different approaches to setting coursework. Here are some examples to 

illustrate the methodology. 

䇒Ϯ⼎՟�

Ꮧ㕂䇒Ϯ᳝䆌ϡৠⱘᮍ⊩Ǆϟ䴶ᰃ䇈ᯢ䖭ѯᮍ⊩ⱘᅲ՟Ǆ 

1) Action plans 

One of the most effective types of training coursework is an action plan. This involves the 

participants selecting a topic or project 

that they have been addressing at work 

- or plan to tackle in the near future. 

The project should be related to the 

topics covered in the training course. 

Participants are asked to research the 

problem and come up with an action 

plan that they could implement when 

they get back to the office. The 

coursework can be delivered as a 

written piece but in a shorter course the best way to see what participants have done is to get them 

to produce a short presentation for the rest of the class. 

1˅㸠䅵ߦ�

ᬜᵰ᳔དⱘ⾡䇒Ϯ⾡㉏Ёˈ᳝ ϔ⾡⿄Ў㸠䅵ߦǄ㽕∖ᄺਬ䗝ᢽ㞾ᏅᎹЁ

᳒㒣໘⧚䖛䅵ߦϡЙⱘᇚᴹ㽕ᡓᢙⱘ䇒乬乍ⳂǄ䆹乍Ⳃᑨ䆹Ϣ䆁䇒䞠ⱘЏ乬Ⳍ

݇Ǆ㽕∖ᄺਬᇍ䯂乬䖯㸠䅼ˈᑊࠊᅮಲࠄᴀऩԡПৢৃҹᅲᮑⱘ㸠䅵ߦǄ䇒Ϯৃҹ

䇒ූⓨ䆆˄2012˅⥟ع/ᨘѢЁҎ⇥ᄺ݀݅ㅵ⧚ᄺ䰶
Short presentation in MPA class, Renmin University 

of China, 2012, photograph by Jian WANG 



 48 

к䴶ᔶᓣᦤѸˈԚᇍѢⷁᳳ䆁ᴹ䇈ˈ㽕ᛇњ㾷ᄺਬ䇒Ϯⱘᅠ៤ᚙމˈ᳔དⱘᮍᓣህᰃ

䅽ҪӀЎ⧁Ϟⱘ݊ҪৠᄺخϔϾㅔⷁⱘⓨ䆆Ǆ�

This coursework will require the participants having access to a library of material or at least 

the internet. Time can be alloted in the training course programme or it can be "homework" for 

participants. 

ℸ㉏䇒Ϯ㽕∖ᄺਬ㛑Փ⫼к佚ⱘ䌘᭭㟇ᇥ㛑Ϟ㔥ᶹ䯙䌘᭭Ǆৃ ҹ䆁䇒

㒆ЁЎ䇒Ϯ⬭ߎᯊ䯈ˈгৃҹᇚ䇒ϮЎখ䆁Ҏਬⱘ“ᆊᒁϮ”Ǆ 

2) Essays 

Most people are familiar with writing essays from their schooldays. However, many people 

are not comfortable producing long texts of a theoretical nature so essays need to be used carefully 

in the context of training. When setting essays as coursework it is very important to be clear about 

the kind of information and detail you are seeking to get from the participants. You will also need 

to think about how you are going to mark the essays so that you assess each individual's work 

according to the same criteria. In the context of archives and records management, essay writing is 

not as important a skill as writing reports and procedures so it can be better to focus coursework 

on work assignments of the kind described below. 

2˅ⷁ᭛�

᭄ҎҢᄺ⫳ᯊҷ䍋ህ❳ᙝⷁ᭛ⱘݭˈ✊㗠ᕜҎैϡ୰ݭ䭓㆛ⱘ⧚䆎ᗻ᭛ゴǄ

ℸˈ䆁ЁՓ⫼ⷁ᭛㽕ᜢ䞡Ǆᔧއᅮҹⷁ᭛ᔶᓣЎ䇒Ϯᯊˈ㽕ᯢ⹂Ңᄺਬ䙷䞠ᇏ

∖ᕫࠄાѯֵᙃ㒚㡖䴲ᐌ䞡㽕Ǆৠᯊˈ䖬䳔㽕㗗㰥ᇚབԩᇍⷁ᭛䆘ߚˈҹ֓ৃҹձ✻Ⳍৠ

ⱘᷛޚᇍ↣ϾᄺਬⱘϮ䖯㸠䆘߸ǄḷḜ᭛ӊㅵ⧚ᮍ䴶 ⷁ̍᭛ݭЁⱘᡔᎻᑊϡݭڣк䴶

ਞᑣ䙷ḋ䞡㽕ˈ᠔ҹ᳔དᇚ䇒Ϯⱘ䞡⚍ᬒᅠ៤ϟ䗄㉏ϮЁǄ 

3) Reading and comprehension 

A good option for coursework is to set some reading. The class can all have the same reading 

or different groups or individuals can have different texts. You can also set more than one text if 

comparison or a fuller picture of the topic is required. It can be helpful to set some questions for 

the participants to consider while reading or to answer more formally when they have finished. 

The coursework can be delivered as written answers to the questions or as a group presentation or 

class discussion. 
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3˅䯙䇏Ϣ⧚㾷�

Ꮧ㕂ϔѯ䯙䇏ᴤ᭭ᰃ䇒Ϯⱘϡ䫭ⱘ䗝ᢽǄৃҹ㒭⧁ϞⱘᄺਬᏗ㕂Ⳍৠⱘ䯙䇏ᴤ᭭ˈ

гৃҹ㒭ϡৠⱘᇣ㒘ϾҎᏗ㕂ϡৠⱘ䯙䇏ᴤ᭭Ǆབᵰ䳔㽕ᇍᶤϔЏ乬䖯㸠↨䕗㋏㒳ܼ

䴶ⱘњ㾷ˈ䖬ৃҹᏗ㕂Ͼ䯙䇏ᴤ᭭ǄЎᄺਬ乘䆒ϔѯ䯂乬ˈৃҹЎ䯙䇏ᗱ㗗乬ˈгৃҹ

Ў䯙↩㽕ℷᓣಲㄨⱘ䯂乬 䖭̍ḋӮ᳝Ѣᔎ࣪ᄺ⫳ⱘ䯙䇏⧚㾷Ǆ䇒Ϯৃҹк䴶

ᔶᓣㄨ䖭ѯ䯂乬ҹᇣ㒘ⓨ䆆䇒ූ䅼䆎ⱘᔶᓣᦤѸ㒧ᵰǄ 

4) Desk research 

Desk research is where the class is set an assignment to investigate a topic or issue. They may 

be given some leads or they may be expected to base their investigations on reading lists or 

presentations given during the course. This kind of coursework could be very tightly focused with 

a "right answer" or it can be more general and used to develop the participants' own interests or 

research skills. These are very valuable skills for archivists and records managers so coursework 

like this is particularly effective. 

4˅᭛⤂ⷨお�

᭛⤂ⷨおህᰃЎܼ⧁ⷨおᶤϔЏ乬䆂乬㗠Ꮧ㕂ⱘϔ乍ϮǄᄺਬৃ䗮䖛᭛⤂ⷨお㦋ᕫ

ϔѯ㒓㋶ˈḍ䯙䇏кⳂᶹᡒ䌘᭭ˈЎ䇒ූⓨ䆆ᬊ䲚䌘᭭Ǆℸ㉏䇒Ϯⱘ䞡⚍ৃҙ

䰤ѢᶹᡒĀℷ⹂ㄨḜā̍ гৃҹᰃ⊯⊯ⱘ䌘᭭ᶹ䆶ˈᮼݏᄺਬⱘ݈䍷ⷨおᡔ㛑ǄᇍѢ

ḷḜ᭛ӊㅵ⧚Ҏਬᴹ䇈ˈ䖭ѯ䛑ᰃ䴲ᐌ᳝Ӌؐⱘᡔ㛑ˈ㗠ℸ㉏䇒Ϯˈᬜᵰ䴲ᐌПདǄ 

5) Work assignments 

Where the training is very practical and delivered primarily to participants who are in the 

workplace, the most effective coursework emulates the types of documentation that is required at 

work. The subject matter might focus on one or more of the topics covered in the training but the 

delivery of the coursework is in the form of a report to management, a presentation to colleagues, 

a specification for a software company or other workplace product. 

5˅Ꮉӏ�

བᵰᰃ⡍߿⊼䞡ᅲ䰙ᑨ⫼ᡔ㛑ⱘ䆁 㗠̍Ϩজᰃ䩜ᇍቫҎਬⱘ 䙷̍М᳔᳝ᬜⱘ䇒

Ϯህ㽕ᢳ㘠Ҏਬᅲ䰙ᎹЁ䗮ᐌ㽕خḷḜㅵ⧚㗙᭛ḷ㓪ࠊᮍ䴶ⱘᎹǄ䇒Ϯⱘ乬

Ⳃৃҹ䩜ᇍ䆁Ё䆆ᥜⱘᶤϔϧ乬Ͼϧ乬 㗠̍ᅠ៤䇒Ϯ᠔ᦤѸⱘ㒧ᵰৃҹᰃϔӑㅵ

⧚ਞǃЎৠџϔഎⓨ䆆ǃᰃЎ䕃ӊ݀ৌ݊Ҫᴎᵘⱘѻક䆒䅵ᦤѸϔӑᡔᴃ㾘㣗䇈ᯢ

кǄ�
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Giving feedback on coursework 

It is very important to give feedback on coursework. Participants will have taken their 

assignments very seriously and will expect some indication of the quality of their work — even if 

the course is not formally evaluated. Here are some ways of structuring your feedback to 

participants: 

ᇍ䇒Ϯᦤկড作ᛣ㾕 

Ў䇒Ϯᦤկড作ᛣ㾕䴲ᐌ䞡㽕Ǆ䖭ḋᄺਬᠡӮ䴲ᐌ䅸ⳳഄᇍᕙϮˈे Փϡᇍ䇒

䖯㸠ℷᓣⱘ䆘Ԅ Ҫ̍ӀгӮᳳᳯⳟࠄᇍ㞾ᏅϮ䋼䞣ⱘ䆘ᅮǄҹϟᰃ䆁ᬭᏜབԩ䩜ᇍᄺਬ

ⱘ䇒Ϯᦤߎড作ᛣ㾕ⱘϔѯخ⊩˖ 

1) If the participant is delivering the coursework as a presentation pay close attention to the 

content of their piece. It can be good to map out in advance what you might expect to be 

present in the presentation (often you will be able to use the written instructions for the 

coursework as a basis for this).Your feedback can be written but for presentations it is 

good just to do it verbally then and there. Detail for the participant where they have 

covered things well and where they have left things out. If the work involves problem 

solving or lateral thinking, analyse not just the solution offered but the process or 

methodology involved and mention that briefly in your feedback. Comment also on 

style of delivery as appropriate. 

1˅བᵰᰃ䇒Ϯᰃⓨ䆆ˈ߭ⴔ䞡݇⊼ᄺਬ㸼䖒ⱘϾҎ㾕㾷㾖⚍Ǆ᳔དџߎ߫ܜ乘

ᛇⱘǃৃ㛑Ӯⓨ䆆Ёߎ⦄ⱘݙᆍ˄䗮ᐌৃᇚ䇒Ϯⱘк䴶ᣛᇐ䇈ᯢЎ䖭乍Ꮉⱘ

⸔ Ǆ˅ড作ᛣ㾕ৃҹᰃк䴶ᔶᓣˈԚᇍѢⓨ䆆ˈ᳔དेخᯊⱘষ༈䆆䆘ˈԧᣛߎᄺਬⓨ

䆆Ёˈાѯݙᆍ䆆䗄ᕫܼ䴶ˈાѯഄᮍ᳝䘫ⓣП໘Ǆབᵰ䇒Ϯ⍝ঞࠄ䯂乬ⱘ㾷އ῾

ᗱ㓈 䙷̍М䆆䆘ϡҙҙ㽕䩜ᇍ᳔ৢ㒭ߎⱘ㾷އᮍḜ 䖬̍ᑨᇍ㾷އ䯂乬ⱘ䖛ᮍ⊩䖯㸠ߚᵤˈ

ᑊড作ᛣ㾕Ёㅔ㽕ᦤঞǄⓨ䆆ⱘ亢Ḑᰃ৺ᙄᔧг㽕ќҹ⚍䆘Ǆ 

2) With more formal coursework that counts towards overall grades and marks it is 

important to develop a marking scheme. Think about what knowledge or expertise you 

want the participant to demonstrate. Make a list to check off the important points that 

have to be present as evidence that the student has grasped the subject. Work out what 

embellishments or aspects of the work might lift it out of average to good or excellent. 

This kind of coursework may well require a second marker. 
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2˅ᇍѢ䕗Ўℷᓣⱘǃ㽕䅵ܹᘏ៤㒽ᘏߚⱘ䇒ϮˈࠊᅮϔϾ䆘ߚᮍḜ䴲ᐌ䞡㽕Ǆ

㗗㰥ϔϟ䛑᳝ાѯⶹ䆚ϧϮᡔ㛑Ꮰᳯᄺਬќҹሩ⼎Ǆџࠊܜᅮϔӑ⏙ऩ ᇍ̍ᖙ乏ϮЁ

ᦤঞⱘ㽕⚍䖯㸠Ḍᇍᠧ ̍Ў߸ᮁᄺਬᰃ৺ᡧԣЏ乬ⱘձǄᣛߎϮЁાѯׂ佄䕲

њϔ㠀∈ᑇߎԧᮍ䴶䍙 ᠔̍ҹᑨ㒭ќ㡃དӬ⾔ⱘ៤㒽Ǆᇍ䖭㉏䇒Ϯ᳔ད㽕᳝ѠϾ

ᠧߚ㗙Ǆ 

When giving feedback it is important to develop a style which is honest, critical but positive 

and encouraging. If you are not able to identify and point up weaknesses as well as strengths, the 

participants will not learn from their own mistakes, one of the most effective ways of learning. On 

the other hand if you seem to be too critical and harsh, participants may become discouraged. 

㒭ќড作ᛣ㾕ᯊ 䞡̍㽕ⱘᰃ㽕ᔶ៤ϔ⾡᮶Ⳉ⥛ǃᣥࠨ ৠ̍ᯊজҹℷ䴶哧ЎЏⱘ亢ḐǄ

བᵰϡ㛑ᡒߎᔅ⚍ǃᣛߎ䭓໘ˈᄺਬᇚ᮴⊩Ң䫭䇃Ёᄺࠄϰ㽓ˈ㗠䖭ᙄᙄᰃᄺдⱘ᳔᳝ᬜ䗨

ᕘПϔǄϔᮍ䴶ˈབᵰᄺਬᛳ㾝䖛Ѣᣥࠨǃ㢯ࠏˈ߭ৃ㛑ℸ♄ᖗϻ⇨Ǆ 

5.4 Distance learning 

What is distance learning? 

Distance learning (also referred to as distance education) is training delivered to students or 

participants who do not gather together regularly in the same place to receive it in person from the 

trainer. Essentially detailed materials and instructions are sent or made available to students who 

carry out tasks which are in turn evaluated by the trainer. In fact the teacher and learners may be 

separated not only geographically but also in time. 

5.4 䖰䆁�

ҔМᰃ䖰䆁˛ 

䖰䆁˄ জ⿄䖰ᬭ㚆 ᰃ˅᮴⊩ᅮᳳ䲚Ёϔ໘ফ䆁ᬭᏜ䴶ᥜⱘᄺ⫳ᄺਬᦤ

կⱘϔ⾡䆁Ǆ䖰䆁᠔ᖙ䳔ⱘԧ䌘᭭ᣛᇐ䇈ᯢ㽕䗕䖒ᦤկ㒭ᄺ⫳ ⬅̍݊ᅠ៤乍

ᄺдӏ 䱣̍ৢݡ⬅䆁ᬭᏜ䖯㸠䆘ᅮǄџᅲϞ 㗕̍Ꮬᄺਬϡҙഄ⧚ԡ㕂Ϟৃ㛑㹿ߚᓔˈ

㗠Ϩᯊ䯈Ϟг≵ޚϡ㛑ৠℹǄ 

Why is distance learning used? 

Distance learning allows students to take classes whenever and where ever they are. It allows 

them to fit their learning and education around other responsibilities and commitments such as 

family and work. It also gives students, who would not otherwise be able to learn because of time, 

distance or financial difficulties, the opportunity to participate. It also has the potential to make 
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less commonly taught subjects available to more learners. 

 

Ўԩ䞛⫼䖰䆁ᮍᓣ˛ 

䖰䆁ܕ䆌ᄺ⫳䗝ᢽӏԩᯊ䯈ǃӏԩഄ⚍Ϟ䇒ˈݐ乒ሹ㸠݊Ҫ㘠䋷ϢНⱘᯊ䯈ˈ

བᆊᒁᎹǄৠᯊˈг㒭ᯊ䯈ǃ䎱⾏㒣䌍ೄ䲒㗠᮴⊩ᄺдⱘᄺ⫳ᦤկњᴎӮǄ䖰

䆁䖬᳝ৃ㛑ᡞ䙷ѯϡᐌ䆆ᥜⱘ䇒ᦤկ㒭ⱘᄺਬǄ 

Pros and cons of distance learning 

Distance learning can be very effective, especially for more mature learners who have strong 

motives for wanting to succeed and are happy to be in charge of their own learning. However, 

successful Distance Learning packages, cutting out the relentless timetable of face-to-face learning 

are nonetheless not an easy option for either learner or trainer. Here are some of the pros and cons: 

Advantages� Disadvantages 

Easy logistics— all you need is good 

communications 

Time and work associated with delivering 

distance learning exceeds that of face-to-face 

training 

Lack of overheads such as classroom and teaching 

staff 

Administrative support for distance learning may 

need to cater to greater number of students 

Students are in control of when they learn and at 

what pace 

Some students find learning at a distance isolating

It can be more affordable/possible because 

students can fit study around work 

The lack of structure and need for high level of 

motivation/initiative can be challenging for 

students 

 

䖰䆁ⱘӬϢϡ䎇 

䖰䆁ৃ㛑䴲ᐌ᳝ᬜ ᇸ̍݊ᰃᇍ䙷ѯᇍѢ៤᳝ⴔᔎ⚜ᜓᳯ ᑊ̍Фᛣ㞾៥ᥠᄺд䖯

ᑺǃ䕗Ў៤❳ⱘᄺਬǄ䖰䆁㱑✊ܡ䰸њ䴶ᥜ䆁ϹḐ㢯ࠏⱘᯊ䯈㸼ˈԚᇍѢᄺਬ䆁

ᬭᏜᴹ䇈 ᆠ᳝̍៤ᬜⱘ䖰䆁䅵ߦ᮴䆎བԩгϡᰃϔϾᆍᯧᅲᮑⱘ䗝乍Ǆҹϟᰃ䖰䆁

ⱘϔѯ߽ᓞ˖ 
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Ӭ ϡ䎇 

䱰Ϟ䕗Ўᆍᯧˈা䳔㽕㡃དⱘ䗮䆃⏴䘧ֱࢸৢ

ेৃ˗ 

ᦤկ䖰䆁㢅䌍ⱘᯊ䯈Ꮉ䞣㽕䍙ߎ䴶ᥜ

䆁˗ 

њ䌍⫼ˈབᬭᅸᬭᄺҎਬ˗ Ў䖰䆁ᦤկⱘ㸠ᬓᬃᣕ㽕⒵䎇ⱘᄺਬޣࠞ

ⱘ䳔㽕˗ 

ᇍѢԩᯊᄺдˈҹᗢḋⱘ䗳ᑺᄺдഛৃ⬅ᄺਬ

㞾៥ᥠ˗ 

᳝ѯᄺਬথ⦄ˈ䖰ᄺдᛳ㾝ᕜᄸ⣀˗ 

ᄺਬৃᇚህ㞾䑿Ꮉᯊ䯈ⱘৠᯊখϢ䆁ˈ

Փᕫ䖰䆁៤Ў䋳ᢙᕫ䍋Ϩখⱘৃ㛑ᗻ

Ǆ 

⬅Ѣ㔎У㒘㒛ˈᄺਬ䳔㽕ᔎⱘᄺд䖯

পᖗˈ䖭ᰃᕜⱘᣥǄ 

 

How is distance learning delivered? 

Distance learning can be delivered using a variety of techniques and technologies. E-learning 

is probably the most expensive and cutting edge form of distance learning but there are other ways 

of delivering training at a distance that have been used successfully for many years. Methods of 

delivery include: 

E-learning: delivered using computers utilising internet technology and programming which 

allows the student to interact with the learning materials via chat rooms, notice boards, video 

conferencing, etc. Some examples of this can be found at:  

http://www.archive-skills.com/links/links10.php 

Television programming: involves a series of television programmes which are designed to 

convey the techniques and theory. These could be broadcast via cable or terrestrial channels or 

provided on video tape or DVD. For many years the Open University in the UK used this 

technique. 

Written materials: sometimes called correspondence courses, this is textual matter written 

specifically for the distance learning course, for example a workbook involving exercises and 

tasks, which the participants work through at their own speed. 

བԩᓔሩ䖰䆁˛ 

䖰䆁ⱘᬭᄺৃҹ䗮䖛Փ⫼⾡ᮍ⊩ᡔᴃᴹќҹᅲ⦄Ǆ⬉ᄤ䆁ৃ㛑ᰃ᳔ᯖ䌉Ϩ᳔
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ᇪッⱘ䖰ᬭ㚆ᔶᓣˈԚг᳝Ꮖ㒣៤Փ⫼њᑈⱘ݊Ҫϔѯ䖰䆁ⱘ䆆ᥜᮍᓣǄࣙᣀ  ̟

⬉ᄤ䆁˖Փ⫼ѢѦ㘨㔥ᡔᴃᑣⱘ䅵ㅫᴎᬭᄺˈܕ䆌ᄺਬ䗮䖛㘞ᅸǃ݀ਞᵓǃ

㾚乥Ӯ䆂ㄝᮍᓣϢᄺдᴤ᭭ⳌѦ䜡ড়Ǆ᳝݇⼎՟䆺㾕˖http://www.archive - skills.com/ 

links/links10.php 

⬉㾚ᬭᄺ˖ࣙ ᣀϔ㋏߫ᮼӴ᪁ᡔᴃ⧚䆎ⱘ⬉㾚䇒Ǆ䖭ѯ䇒ৃҹ䗮䖛᳝㒓⬉㾚乥

䘧ഄ䴶⬉㾚乥䘧 Ā˄ഄ䴶⬉㾚āЎ䗮䆃ϧϮᴃ䇁ˈᣛֵো䴴থᇘศথᇘˈ䗮䖛ഄ䴶ֵ䘧Ӵ

䕧ˈҹऎߚि᯳乥䘧üü䆥㗙⊼˅᪁ᬒˈгৃՓ⫼ᔩڣᏺ DVDǄ㣅ⱘ⬉䞛⫼䖭⾡ᡔ

ᴃᏆ᳝ᑈǄ 

к䴶ᬭᴤ˖᳝ᯊг㹿⿄Ўߑᥜ䇒ˈ䖭ᰃϧЎ䖰䆁䇒㓪ݭⱘ᭛ᄫᴤ᭭ˈ՟བˈࣙ

ᣀ㒗дϮݠˈᄺਬৃҹḍ㞾Ꮕⱘ䖯ᑺᅠ៤ᄺдǄ 

What is different about distance learning? 

Distance learning requires a different approach in terms of course planning, design, delivery 

and communications. Learners will need to be self-motivated to begin with and to develop 

persistence and skills in self-directing work. Trainers and teachers will develop and use new 

training methodologies and styles, departing from straight instruction to managing learning 

strategies, supporting students, facilitating debate at a distance and disseminating information and 

views. Some of the elements of facilitated and individual learning are present in distance learning. 

䖰䆁᳝ԩ⡍㡆˛ 

䖰䆁䇒ⱘ㾘ߦǃ䆒䅵ǃ䆆ᥜ≳䗮ᮍ䴶䳔㽕᳝ϡৠⱘᮍ⊩Ǆᄺਬ䳔㽕ሩᓔ㞾ᄺˈ

ᣕПҹᘦˈᑊᔶ៤㞾Џᄺдⱘ㛑Ǆ䆁ᬭᏜ䳔㽕䆒䅵ᑊՓ⫼ϡৠѢ䴶ᥜᣛᇐⱘᮄⱘᮍᓣǃ

ᮍ⊩ˈҹ֓䖰ㅵ⧚ᄺਬⱘᄺд䅵ߦǃᦤկᐂǃᮍ֓䅼䆎ҹঞথᏗֵᙃᛣ㾕Ǆ䖰䆁

ԧ⦄ߎᇐᓣᄺд㞾Џᄺдⱘ⡍㡆Ǆ 

How to write distance learning materials 

When developing textual materials for Distance Learning it is important that they are written 

in a way that engages the learner. Some tips are: 

1) Keep your writing simple, direct and clear 

2) Provide definitions for any new words or terminology used 

3) Use an informal and accessible style 

4) Provide clear learning outcomes for each unit/module 

5) Map a path for the learner in your introduction with learning outcomes so they know 
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where they are and where they are going 

6) Repeat concepts, ideas and theories several times if possible 

7) Intersperse activities and self assessment exercises all the way through with something 

more significant at the end. 

8) Build up knowledge and understanding over several exercises 

9) Use relevant examples and case studies wherever possible 

བԩ㓪ݭ䖰䆁ⱘᄺдᴤ᭭˛ 

Ў䖰䆁㓪ݭ᭛ᄫᴤ᭭ᯊˈ݇䬂ѢᓩҎܹ㚰ˈҹᓩᄺਬᄺдⱘᮍᓣᴹ㓪ݭǄҹ

ϟᰃϔѯち䮼˖ 

 ˗ᆍ㽕ㅔ⋕ǃⳈǃᯢњݙ (1

2) Ў↣Ͼᮄऩ䆡ᮄᴃ䇁ᦤկ䞞Н˗ 

3) 䞛⫼ϡᔶᓣǃᯧѢ⧚㾷ⱘ亢Ḑ˗ 

4) ᯢ⹂ᣛߎ↣Ͼऩܗǃ䚼ߚⱘ乘ᳳᄺд៤ᵰ˗ 

5) ҟ㒡乘ᳳᄺд៤ᵰᯊ 㽕̍Ўᄺਬᦤկᄺд䖯㸼 䅽̍ҪӀⶹ䘧㞾ᏅᏆ㒣ᄺࠄા䞠ǃ

ᇚӮᄺࠄҔМ˗ 

6) བᵰৃ㛑ˈᇍὖᗉǃ⧚ᗉ⧚䆎䞡˗ 

7) ᭈϾᄺд䖛Ёこᦦϔѯ⌏㞾៥䆘Ԅ㒗дˈ᳝ Ѣ䆁㒧ᴳᯊདഄ㦋ᕫ

乘ᳳᬜᵰ˗ 

8) 䗮䖛㒗д䗤ℹ⿃㌃ⶹ䆚Ϣᄺ䆚˗ 

9) ሑৃ㛑Փ⫼Ⳍ݇՟䆕Ḝ՟ߚᵤǄ 

Success factors 

There are some critical success factors for distance learning: 

1) The trainer needs to be enthusiastic and committed 

2) The team should include good administrative support and, depending in the type of 

materials and delivery methods used, a good design and production staff 

3) The teaching materials must be properly planned so they are tested and ready in time. 

Most of the work occurs before the material reaches the students 

4) There must be facilitation and encouragement of learner interaction with both trainer 

and other learners 

5) The trainer needs to keep in regular contact with all the students 
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6) Competent use of any technology used is a prerequisite. It should be fully tested and 

explained to the students so they are familiar and comfortable with it 

7) Communication and technical problems should be dealt with as they arise 

8) Trainers need to use a variety of methods for interaction and feedback (eg one-on-one 

and conference calls, snail-mails, e-mail, video and computer conferencing) 

9) Students could keep a diary of their views on progress and course content which they 

submit or share in some way at frequent intervals 

10) It is crucial to have a residential course at least once, preferably at the beginning to help 

learners settle into the distance learning routine and to give some direction on study 

techniques 

៤ⱘ㋴ 

ҹϟᰃֱ䆕䖰䆁ᕫҹ៤ⱘ݇䬂㋴˖ 

1) 䆁ᬭᏜᖙ乏ܙ⒵▔ᚙˈሑᖗሑ˗ 

2) ಶ䯳Ёᑨࣙᣀᦤկ᳝ᬜ㸠ᬓᬃᣕⱘҎਬˈ䡈Ѣ䆁ᴤ᭭ⱘ㉏ൟ䆆ᥜᮍᓣⱘϡৠˈ

ৃ㛑䖬㽕ࣙᣀӬ⾔ⱘ䆒䅵ϢࠊҎਬ˗ 

3) ᇍᬭᄺᴤ᭭ᖙ乏ᙄᔧ㾘ߦˈҹ֓ᬭᴤ㛑ᣝᯊ᷵ᇍˈޚذᔧǄ䚼ߚᎹᑨᴤ

 ˗থ㒭ᄺਬПࠡᅠ៤ߚ᭭

4) ᖙ乏֗䖯Ϣ哧ᄺਬϢ䆁ᬭᏜҹঞ݊Ҫᄺਬ䖯㸠Ѹ⌕˗ 

5) 䆁ᬭᏜ㽕Ϣ᠔᳝ᄺਬֱᣕᅮᳳ㘨㋏˗ 

6) ᠔⫼ᡔᴃ㚰ӏᬭᄺ 䖭̍ᰃֱ䆕䆁៤ⱘއܜᴵӊ ᑨ̠ᇍ᠔⫼ᡔᴃ䖯㸠ܼ䴶ⱘ⌟䆩ˈ

ᑊᄺ⫳㾷䞞䇈ᯢˈՓҪӀ❳ᙝ䆹ᡔᴃˈᑊ䖤⫼㞾བ˗ 

7) ᇍѢ䗮䆃Ϣᡔᴃ䘛ࠄⱘ䯂乬ˈϔᮺߎ⦄ᑨ偀Ϟ໘⧚˗ 

8) 䆁ᬭᏜ䳔㽕Փ⫼⾡ᮍᓣϢᄺਬ䖯㸠ⳌѦѸ⌕ˈᑊ㒭ќᛣ㾕ড作˄՟བˈϔᇍϔ

䗮䆱⬉䆱Ӯ䆂ǃӴ㒳䚂ӊǃ⬉ᄤ䚂ӊǃ䅵ㅫᴎ㾚乥Ӯ䆂˅̠  

9) ᄺਬ㞾Ꮕ㒣ᐌ㽕ᶹⳟⱘ䇒䖯ᑺ ҹ̍ᶤ⾡ᔶᓣᦤѸ䇒Ϯᡓᢙ䇒ӏˈֱ ⬭

᮹ᅝᥦ䆄ᔩ˗ 

10) 㟇ᇥֱ䆕㽕᳝ϔ䲚ЁϞ䇒ⱘᯊ䯈ˈ䖭䴲ᐌ䞡㽕Ǆ᳔ད䗝䇒ᓔྟⱘᯊˈᐂ

ᄺਬⱘ䖰ᄺд䍄ܹℷ䔼ˈᑊᇍᄺдЁՓ⫼ⱘᡔᴃᦤկᣛᇐǄ 

5.5 Class activities 

Class activities break up the programme and help to retain class concentration and interest. 
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They can also reinforce learning or substitute lectures or presentations as a way to get content 

information across.�

5.5 䇒ූ⌏�

䇒ූ⌏᱖ᯊЁᮁњ䆆䇒 䖭᳝̍Ѣֱᣕܼ⧁ᄺਬⱘ⊼ᛣ݈䍷 䖬̍ৃҹᎽᄺд៤

ᵰˈЎ䆆䇒ǃⓨ䆆ⱘ᳓ҷᮍᓣˈՓᕫ᠔ᄺⶹ䆚ᕫҹ㵡Ӯ䌃䗮Ǆ 

Types of activity 

There are many different kinds of activity that work well in training. Some examples are also 

given in the section, Selection. The list below is not intended to be exhaustive and as your training 

skills develop you will begin to find inspiration in your own professional development experience, 

reading material and even general leisure activity which can be turned into an interesting or useful 

classroom activity. 

䇒ූ⌏ⱘ㉏ൟ 

䆁Ё᳝䆌ϡৠ㉏ൟǃ

ᬜᵰϡ䫭ⱘ䇒ූ⌏Ǆϔѯᅲ՟

㾕Āབԩ䗝ᢽāϔ㡖Ǆヨⴔᑊ

ᠧㅫϟ߫⏙ऩЁ߫ߎ᠔᳝ⱘᅲ

՟ˈ䱣ⴔ䆁ᡔ㛑ⱘᦤ催ˈ䆁

ᬭᏜӮ䗤⏤⿃㌃ϧϮ㒣偠ⱘ䖛

Ёǃ䯙䇏ᴤ᭭ᮍ䴶ǃ⫮㟇

ϔ㠀ⱘӥ䯆⌏Ёᡒࠄ♉ᛳˈ䖭

ѯ䛑Ӯ䕀বЎ᳝䍷ⱘᅲ⫼ⱘ

䇒ූ⌏Ǆ 

1) Introductions and ice-breakers: used at the beginning of the course, before the specific 

subject matter begins, to get the class involved in the training. It is particularly valuable 

where the trainer has had little information about the participants beforehand or the 

participants themselves have come from different organisations and do not know each 

other. Introductions can be short and simple or involve participants giving detailed 

information about their background and learning goals or even introducing their 

neighbour (after a short "interview"). An ice breaker is an activity where the class is 

㕢㘊剕ᄺ⊩ᄺ䰶䇒ූ˄2005˅⥟ع/ᨘ 
Law School,Yale University, 2005, photograph by Jian WANG
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encouraged to participate and begin to get to know each other and the trainer(s). This 

does not have to be a complex exercise and can be as simple as a group brainstorm to 

establish knowledge of basic principles or terminology that will be explored/used in the 

course. 

1˅㞾៥ҟ㒡⌏䎗⇨⇯ⱘᓔഎⱑ˖⫼䇒߮ᓔྟǃᇮ䖯ܹℷ乬ⱘ䖭↉ᯊ䯈ˈᮼ

ᇚܼ⧁ᄺਬ㵡ܹࠄ䆁ᔧЁǄ䆁ᬭᏜџࠡᇍᄺਬⱘᚙމњ㾷⫮ᇥ ̍ᄺਬᴹ㞾ϡৠⱘᴎ

ᵘǃѦϡⳌ䆚ᯊˈ䖭⾡ᮍᓣᇸЎ᳝⫼Ǆ㞾៥ҟ㒡ৃҹᕜⷁᕜㅔऩˈгৃҹ䅽ᄺਬҟ㒡㞾Ꮕⱘ

ϾҎ㚠᱃ঞᄺдⳂᷛㄝ䆺㒚ֵᙃˈ⫮㟇ৃҹҟ㒡䚏ᑻᄺਬⱘᚙމ˄㒣䖛ϔϾㅔⷁⱘ“䴶䆩”

Пৢ Ǆ˅ 

⌏䎗⇨⇯ⱘᓔഎⱑᰃ哧ܼ⧁ৠᄺখϢᶤϔ⌏ǃ֗ՓৠᄺП䯈ǃᏜ⫳П䯈ѦⳌ㒧䆚Ǆ

ᓔഎⱑгৃҹᰃϡᴖⱘ㒗дˈৃҹڣᇣ㒘Ā༈㛥亢ᲈā䅼䆎ϔḋㅔ֓ᯧ㸠ˈ䗮䖛㒗д⹂

ゟᇍ䇒Ёᇚ㽕おǃ䖤⫼ⱘᴀॳ⧚ᴃ䇁ⱘњ㾷Ǆ 

2) Individual work: this is where each participant is given something to work on on their 

own, perhaps a quiz or a presentation based on their own experience or a piece of 

research on a step or portion of a project or process that will feed into the work of the 

whole class. 

2˅ϾҎϮ˖䖭ᰃᏗ㕂㒭↣Ͼᄺਬ䳔㽕⣀ゟᅠ៤ⱘᎹǄৃҹᰃѢᄺਬ㞾㒣ग़ⱘ

ϔ⌟偠ⓨ䆆ˈᰃᶤ乍ⷨおⱘᶤϔℹ偸ˈ㗙䩜ᇍᶤϔ乍Ⳃ㗙ᑣǃ᳔㒜㽕㵡ܹܼ⧁

ᭈԧᎹПЁǄ 

3) Group exercises: these are exercises designed to get participants to work as a team. The 

subject matter may be more challenging than that for individual work, as the group can 

pool its knowledge, experience and problem-solving skills. 

3˅ᇣ㒘㒗д˖䖭ѯ㒗дᮼ䅽ᄺਬЎϔϾಶ䯳䖯㸠ᎹǄᇣ㒘㒗дⱘЏ乬ݙᆍৃ㛑

㽕↨ϾҎϮ᳝ᣥᗻ ̍Ўᇣ㒘णৠϮৃҹ∛㘮ᆊ᠔᳝ⱘⶹ䆚ǃ㒣偠㾷އ䯂乬

ⱘᡔ㛑Ǆ 

4) Brainstorming sessions: according to the "purists" brainstorming sessions have quite 

rigid rules such as permitting no detailed arguing or discussion and focusing on random 

and spontaneous thoughts stimulated by the group. In the classroom a more gentle form 

of brainstorming can be used to problem solve or to capitalise on existing knowledge to 

replace a lecture that just tells most participants what they already know. 
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4 Ā˅༈㛥亢ᲈā⌏ऩܗ Ā᳔̟㒃ℷāⱘ༈㛥亢ᲈ᳝ⴔ䴲ᐌϹḐⱘ㾘߭ˈ՟བˈϡܕ䆌

ᇍ㒚㡖䖯㸠ѝ䆎䅼䆎 া̍⊼䞡ᇣ㒘៤ਬ䯈ⳌѦਃথ㗠ᦤߎⱘ䱣ᛣǃे ݈ⱘᛇ⊩Ǆ䇒ූϞˈ

ᔶᓣЎ⏽ⱘ༈㛥亢ᲈৃҹ⫼Ѣ䯂乬ⱘ㾷އˈᇍᮻ᳝ⶹ䆚䖤⫼ˈҹপҷऩ㒃ⱘᥜ䇒ˈ

᭄ᄺਬ䆆䗄ҪӀᮽᏆⶹ䘧ݙᆍǄ 

5) Facilitated discussion: this is where the trainer leads a discussion on a given topic, 

keeping in mind a checklist of issues that should be covered. 

ˈ䆄ߛˈᇐᓣ䅼䆎˖䖭ᰃϔ⾡⬅䆁ᬭᏜᓩ乚ⱘǃህᶤϔ㒭ᅮⱘϧ乬䖯㸠ⱘ䅼䆎˅5

䅼䆎㽕ೈ㒩џܜ⹂ᅮⱘ䅼䆎䆂乬⏙ऩ䖯㸠Ǆ 

6) Workshops: workshops are usually a more substantial piece of groupwork taking an 

appropriate amount of time, for example each group may be asked to map out part of a 

disaster plan. The group is given an issue to consider and discuss or a problem to solve 

and expected to develop the content or information required to complete the task. 

6˅ᅲ䰙᪡䆁˖ᅲ䰙᪡䆁䗮ᐌᰃϔ乍䳔㽕䗖䞣ᯊ䯈এᅠ៤ⱘǃ䕗Ў䞡㽕ⱘᇣ㒘

Ϯˈ՟བˈৃҹ㽕∖↣Ͼᇣ㒘ࠊᅮߎ䩜ᇍᶤϔ♒䲒ⱘᑨব䅵ߦⱘϔϾ䚼ߚǄ㒭ќᇣ㒘ϔϾ

䆂乬এᗱ㗗䅼䆎 ̍㒭ќϔϾ䯂乬এ㾷އ Ꮰ̍ᳯᇣ㒘㞾Ꮕᔶ៤ᅠ៤䆹乍ӏ᠔䳔ⱘݙᆍ

ֵᙃǄ 

Developing and setting class activities takes careful thought and preparation. Here are some 

tips: 

1) Work out what you want the class to do and whether they should do it individually or in 

groups 

2) Write an overhead or handout that explains what the class is to do and how 

3) Prepare any additional handouts they might need to do the task (eg reading matter) 

4) Be clear about the time allowed for work and the time needed for feedback. 

5) Remember to include writing time if the feedback is to involve mini presentations 

6) Be available to answer questions and circulate to each group / individual during the 

activity in case any individual or group needs help 

7) Give comments and feedback 

 ˖Ǆҹϟᰃϔѯち䮼ޚ㽕䅸ⳳᗱ㗗ˈ㊒ᖗˈ⌏ᅮϢᏗ㕂䇒ූࠊ

1) ᯢ⹂ᛇ㽕ܼ⧁ᄺਬخѯҔМˈᑊ⹂ᅮᑨ䆹⬅ϾҎ⣀ゟᅠ៤ˈ䖬ᰃ⬅ᇣ㒘णخᅠ៤  ̠

2) 㓪ݭϔᓴᡩᕅҾⱘ䗣ᯢ⠛ᰃϔӑᠧॄⱘᦤ㒆 㾷̍䞞䇈ᯢ㽕ܼ⧁এخѯҔМ ҹ̍ঞ
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བԩএخ˗ 

3) Ўᄺਬᅠ៤Ϯޚӏԩৃ㛑䳔㽕ⱘ乱ᴤ᭭˄བ䯙䇏ᴤ᭭˅̠  

4) 㽕Ўᅠ៤Ϯ䆆䆘ᯢ⹂ߚ䜡᠔䳔ⱘᯊ䯈˗ 

 ˗ⱘᯊ䯈ݭᇣൟⓨ䆆ˈ㽕ㅫϞⓨ䆆ࠄ䆄ˈབᵰ䆆䆘⍝ঞߛ (5

6) ⌏䖛Ёˈৃҹ㾷ㄨ䯂乬ˈᑊᇍ↣Ͼᇣ㒘/ϾҎ䖯㸠Ꮅ㾚ˈҹાϾϾҎᇣ

㒘䳔㽕ᐂ˗ 

7) ᇍ⌏㒭ќ䆆䆘ˈᑊᦤߎড作ᛣ㾕Ǆ 

5.6 Facilitated learning 

What is facilitated learning? 

Facilitated learning is where the students are encouraged to take more control of their 

learning process. The trainer's role becomes that of a facilitator and organiser providing resources 

and support to learners. In turn the participants learn with and from each other as they identify and 

implement solutions to challenges, problems or other developmental issues. They might also set 

their own objectives and be responsible for learning assessment. 

�ᇐᓣᄺд 5.6

ҔМᰃᇐᓣᄺд˛ 

ᄺਬᑺϞᥠ㞾Ꮕⱘᄺд䖛Ǆ䆁ᬭᏜⱘ㾦㡆ⓨবЎᄺਬᇐᓣᄺдᰃ哧

ᦤկ䌘⑤ᐂⱘᇐਬ㒘㒛㗙Ǆড䖛ᴹˈᄺਬ⹂ᅮᣥǃথ⦄䯂乬݊Ҫᓔথ䯂乬ˈ

ᑊЎℸᦤկ㾷އᮍḜⱘ䖛Ёᄺࠄϰ㽓ˈৠᯊˈгৃҹᕐℸⳌѦᄺдǄᄺਬгৃҹ㞾㸠䆒ᅮ

Ⳃᷛˈᑊ䋳䋷ᇍ㞾Ꮕⱘᄺд䖯㸠䆘ᅮǄ 

The technique is used most frequently in university education and more formal study. It is 

probably not a methodology that trainers in the archive field will be able to use exclusively, but it 

offers some techniques and approaches that can be incorporated into training courses that run over 

several days. For example having participants work independently to develop an action plan, 

related to the course content but tailored to their needs. 

ᇐᓣᄺдᄺᬭ㚆䕗Ўℷ㾘ⱘᄺдЁՓ⫼᳔Ў乥㐕Ǆ䖭ᑊ䴲ḷḜ乚ඳ䆁ᬭᏜϧ

⫼ⱘᮍ⊩ˈԚᅗᦤկⱘϔѯᡔᎻϢᮍ⊩⹂ᅲৃҹ⫼ࠄᣕ㓁᭄ⱘ䆁䇒ᔧЁǄ՟བˈ䅽ᄺ

ਬ⣀ゟࠊ䅶ϔ乍Ϣ䇒ݙᆍⳌ݇ǃজϢ㞾䑿䳔∖Ⳍ䗖ᑨⱘ㸠䅵ߦǄ 

In contrast to individual learning where the trainer becomes very involved and responsive to 

each participant's individual needs, with facilitated learning the trainer supports and facilitates the 
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participants who develop and shape their own learning goals and achievements. 

㞾Џᄺд䖛Ёˈ䆁ᬭᏜ㽕䴲ᐌᡩܹˈᑊ⒵䎇↣ϾᄺਬⱘϾҎ䳔∖˗㗠ᇐᓣᄺ

дЁ ̍䆁ᬭᏜা䳔Ўᄺਬࠊᅮ㞾䑿ⱘᄺдⳂᷛᯊᦤկᬃᣕϢᐂ ᑊ̍Փ݊䖒ࠄ乘ᳳᄺд

៤ᵰǄ 

Advantages and disadvantages of facilitated learning 

Facilitated learning is based on the premise that the more responsibility a student takes for 

his/her own learning, the more effective the training or education will be. The advantages are: 

1) Learners use skills like synthesis and analysis 

2) The learner is actively involved 

3) Learners interact with and learn from each other 

4) There is no need for large amounts of learning materials 

5) Learners can work in an environment similar to that of the real world 

6) A variety of learning methods are used 

 ϢᇐᓣᄺдⱘӬ

ेˈᇐᓣᄺдѢϔϾࠡᦤ ᄺ⫳Ў㞾Ꮕⱘᄺдᡓᢙⱘ䋷ӏ䍞 ̍䆁ᬭ㚆ⱘᬜᵰ䍞

དǄ݊Ӭ᳝˖ 

1) ᄺਬӮՓ⫼ϔѯᡔ㛑ˈབ㓐ড়Ϣߚᵤ˗ 

2) ᄺਬ⿃ᵕখϢ݊Ё˗ 

3) ᄺਬП䯈ⳌѦѸ⌕ѦⳌᄺд˗ 

4) ϡ䳔㽕䞣ⱘᄺдᴤ᭭˗ 

5) ᄺਬৃҹ㉏ԐѢ⦄ᅲϪ⬠ⱘ⦃๗ЁᎹ˗ 

6) Ӯ⫼ࠄ⾡ḋⱘᄺдᮍ⊩Ǆ 

There are some disadvantages: 

1) Facilitated learning can be— or be seen to be— more expensive 

2) The pace of instruction is based on the group rather than the individual learner 

3) The teacher’s role is not clearly defined 

4) There is a need for extra facilities to allow for group work etc 

5) The learning is relatively time consuming in proportion to the amount of material 

covered 

6) Facilitated learning is not appropriate in some cultural contexts 
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䖭⾡ᮍᓣⱘ㔎䱋᳝˖ 

 ˗ᇐᓣᄺдৃ㛑ᰃ˄㹿䅸ᅮЎ˅䕗Ўᯖ䌉ⱘᄺдᮍᓣ (1

2) ᬭᄺⱘ䖯ᑺপއѢᇣ㒘ⱘ䖯ᑺˈ㗠ϡᰃ↣Ͼᄺਬⱘ䖯ᑺ˗ 

3) ᬭᏜⱘ㾦㡆≵᳝ᯢ⹂ⱘᅮН˗ 

4) Ўњ䅽ᇣ㒘⌏ᕫҹ䖯㸠ˈ䳔㽕乱ⱘ䆒ᮑ˗ 

5) ᄺдⳌᇍ↨䕗㗫ᯊ, Ϣ᠔㽕ᄺдⱘᴤ᭄᭭䞣៤ℷ↨˗ 

 ᇐᓣᄺдᶤѯ᭛࣪㚠᱃ϟᑊϡ䗖ড়Ǆ (6

Delivery of facilitated learning 

As already noted, the teacher’s role in facilitated learning is to create and manage 

collaborative learning experiences, or group learning in which exchanges between instructors and 

learners and among learners occur over a period of time. 

 ⫣ᇐᓣᄺдⱘ䆆ᥜᮍ

བϞ᠔䗄 ᣛ̍ᇐ㗕Ꮬ

ᇐᓣᄺдЁⱘ⫼ᰃᓎゟण

ᄺдⱘ䆁⇯ೈ ̍ᇣ㒘ᄺ

дⱘ⦃๗ˈᑊᇍℸќҹㅵ⧚ˈ

ՓᕫᣛᇐᬭᏜϢᄺਬП䯈 ҹ̍

ঞᄺਬϢᄺਬП䯈ϔ↉ᯊ

䯈ৃݙҹᕐℸѸ⌕Ǆ 

Facilitated courses and 

learning experiences usually 

take place over a series of 

weeks and may include:  

1) On-demand tutorials, presentations, and keynote addresses  

2) Online or face-to-face group discussions and exchanges 

3) Handouts, readings, and links to relevant Websites 

4) File and link sharing 

5) Surveys and polls 

6) Virtual real-time or physical classroom sessions, lectures, seminars 

7) Brainstorming sessions (virtual or face-to-face) 

㕢Ӟ߽䇎Ӟ⧚Ꮉᄺ䰶㣅䇁䆁䇒ූᇐᓣᄺд˄2006˅⥟ع/ᨘ
Facilitated learning in ELS class, Illinois Institute of Technology, 2006 

photograph by Jian WANG�
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8) Group activities such as role play and games 

9) Field trips 

10) Projects and case studies 

 ˖ᇐᓣ䇒ᄺд䖛䗮ᐌ䳔㽕䖯㸠਼᭄ˈࣙᣀ

1) ৃկ䗝⫼ⱘ䕙ᇐᴤ᭭ǃⓨ⼎Џ乬ⓨ䆆˗ 

2) 㒓ⱘ䴶ᇍ䴶ⱘᇣ㒘䅼䆎Ѹ⌕˗ 

3) 䆆Нǃ䯙䇏ᴤ᭭Ⳍ݇㔥キⱘ䫒˗ 

4) ᭛ӊ䫒ⱘ݅ѿ˗ 

5) 䇗ᶹϢ⇥䇗˗ 

6) 㰮ᢳ㾚乥䇒ූᅲ䰙䇒ූᥜ䇒ǃ䆆ᑻǃⷨ䅼Ӯ˗ 

7) ༈㛥亢ᲈ䅼䆎ऩܗ˄ࣙᣀ㰮ᢳ㾚乥䅼䆎䴶ᇍ䴶䅼䆎˅̠  

8) ᇣ㒘⌏ˈབ㾦㡆ӓ␌៣ㄝ˗ 

9) ᅲഄ㗗ᆳ˗ 

10) 乍ⳂḜ՟ߚᵤǄ 

Facilitated learning in its purist form is likely to occur in a well-resourced environment with 

participants who are highly motivated and pro-active. Most training environments are unlikely to 

be able to offer the necessary conditions. However, elements of facilitated learning can be 

combined effectively with other styles of training to provide many of the benefits inherent in the 

methodology. 

㒃㊍ᓣᇐᄺд䗖ড়䌘⑤ܙ䎇ǃᄺਬ⿃ᵕЏᄺдⱘ⦃๗Ё䞛⫼Ǆ᭄ⱘ䆁⦃๗

ϡℸ㉏ᄺд᠔ᖙ䳔ⱘᴵӊǄ✊㗠 ҹϢ݊Ҫ㉏ൟⱘ䆁ᮍᓣৃ⫣خᇐᓣᄺдⱘᶤѯ̍

᳝ᬜഄ㒧ড়ˈҹᦤկ䆌ᇐᓣᄺд䆁ᮍ⊩Ё᳝ⱘӬ⚍Ǆ�

5.7 Individual learning 

Individual learning is training that is individualised to take into consideration the differences 

between learners. It is most appropriately used in a one-to-one situation, such as training 

successors or team members in the workplace. Unlike facilitated learning where the trainer takes a 

more passive role, with individual learning the trainer needs to consider and cater for the needs of 

individual participants for example: 

1) Rates of learning and learning style 

2) Attitude 
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3) Maturity 

4) Interests which effect the level of learning 

5) Motivation 

6) Learning environment 

It doesn’t necessarily mean learners are at home - they can be in a classroom and still work 

through things at their own pace. 

5.7 㞾Џᓣᄺд�

㞾Џᓣᄺдᰃ㗗㰥ࠄᄺਬП䯈Ꮒᓖⱘϔ⾡Ͼԧ࣪ⱘ䆁Ǆ䖭⾡ᮍᓣ᳔䗖ড়⫼Ѣϔᇍϔⱘ

䆁ᚙމ ՟̍བݏᎹऩԡⱘ⧁Ҏ䗝ಶ䯳៤ਬǄϢᇐᓣᄺдЁᡂⓨ䕗Ў㹿ⱘ㾦

㡆ϡৠˈ䆁ᬭᏜ㞾ЏᓣᄺдЁ䳔㽕㗗㰥✻乒ࠄ↣ԡᄺਬⱘ䳔∖ˈབ˖ 

1) ᄺд䖯ᑺⱘᖿ᜶ᄺд亢Ḑ˗ 

2) ᗕᑺ˗ 

3) 㛑˗ 

4) ݈䍷ˈ䖭Ӯᕅડࠄᄺдⱘ∈ᑇ˗ 

 ˗ᴎ (5

6) ᄺд⦃๗Ǆ 

䖭ᑊϡϔᅮᛣੇⴔᄺਬϔᅮ䳔㽕ᕙ

ᆊ䞠ᄺд Ҫ̍Ӏৃҹᬭᅸ䞠ᄺд ᑊ̍Ϩҡ

✊ৃҹᣝ✻㞾Ꮕⱘ㡖༣ᄺдǄ 

The main types of individual learning 

are: 

1) Distance learning 

2) Resource-based learning 

3) Computer-based training 

4) Directed private study 

㞾ЏᓣᄺдⱘЏ㽕㉏ൟ᳝˖ 

1) 䖰䆁˗ 

2) Ѣ⾡䌘⑤ⱘᄺд˄ ᣛ߽⫼㒌䋼кǃ䌘᭭ϢၦԧⳌ㒧ড়ⱘᄺдᮍᓣüü䆥㗙

⊼˅̠  

3) 䅵ㅫᴎ䕙䆁˗ 

㞾Џᓣᄺд˄2012˅⥟ع/ᨘѢЁҎ⇥ᄺ 
ֵᙃ䌘⑤ㅵ⧚ᄺ䰶䇒ූ 

Individual learning, School of Information Resource 
Manegement, Renmin University of China, 2012 

photograph by Jian WANG�
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4) ᳝ᣛᇐⱘ㞾ᄺǄ 

The advantages are: 

1) Many learner differences can be taken into account 

2) Learners can work at their own pace at the time most convenient to them  

3) Different learning styles can be accommodated 

4) It is cost-effective for large number of learners 

5) Learners are more in control of how and what they learn 

6) It is active not passive learning 

㞾ЏᓣᄺдⱘӬ˖ 

1) ৃҹ✻乒ࠄӫᄺਬⱘᏂᓖ˗ 

2) ᄺਬৃҹᣝ✻㞾Ꮕⱘ㡖༣ҪӀ᳔ᮍ֓ⱘᯊ䯈ᄺд˗ 

3) ৃҹ乒ঞϡৠⱘᄺдᮍᓣ˗ 

4) ᇍѢᄺਬ᭄䞣ӫⱘ䆁ᴹ䇈᳔Ўߦㅫ˗ 

5) ᇍѢᄺਬབԩᄺдҹঞᄺдҔМᆍᯧ䖯㸠ᥠ˗ 

6) 㞾ᓣᄺдᰃЏⱘˈ㗠ϡᰃ㹿ⱘᄺдᮍᓣǄ 

There are some disadvantages: 

1) There is a long lead time to prepare materials 

2) Learner motivation can be hard to maintain 

3) The trainer’s role needs to change 

㞾Џᓣᄺдⱘ㔎䱋˖ 

 ˗ᴤ᭭᠔䳔ⱘᯊ䯈ᕜ䭓ޚ (1

2) ᄺਬⱘᄺдᴎᕜ䲒ᥠ˗ 

3) 䆁ᬭᏜⱘ㾦㡆䳔㽕ᬍবǄ 

This kind of training is probably most appropriate when the trainer is providing on-the-job 

training for one or a small number of colleagues. It is a good idea to link the training to practical 

exercises  based on the working need - for example, planning a record survey, drawing up 

appraisal guidelines etc. It can also be very effective to provide this kind of training as a follow-up 

to face-to- face training. 

㢹䆁ᬭᏜЎϔϾϾৠџᦤկቫԡ䆁ᯊˈ᳔ 䗖Ѣ䞛⫼䖭⾡䆁ᮍᓣǄᇚ䆁ϢᎹ

᠔䳔ⱘᅲ⫼ᗻ㒗дⳌ㒧ড়ϡ༅Ў㡃ㄪˈ՟བˈㄪߦ᭛ӊ䇗ᶹǃࠊᅮ䆘ԄᣛफㄝǄᇚℸ㉏
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䆁Ў䴶ᥜ䆁ⱘৢ㓁䆁гӮ䴲ᐌ催ᬜǄ 

5.8 Presentations and lectures 

A lecture is delivered to a large number of learners by a teacher (usually in person, but can be 

by broadcast, video or film). A conventional lecture would be 50–55 minutes of uninterrupted 

discourse from the teacher with no discussion, the only learner activity being listening and 

notetaking. Lectures will not necessarily include visual aids.  

5.8 ⓨ䆆Ϣ䆆䇒 

 
ЁҎ⇥ᄺ䰙ᇣᄺᳳৃ㾚࣪ᬭᄺ˄2012˅⥟ع/ᨘ 

Visual aids, International Summer School, Renmin University of China, 2012 
photograph by Jian WANG 

 

䆆䇒ᰃ⬅ϔৡ㗕ᏜЎӫᄺਬӴᥜ˄Ў䴶ᥜˈгৃ䗮䖛ᑓ᪁ǃ㾚乥⬉ᕅ䆆ᥜ Ǆ˅ᐌ

㾘䇒ᯊ䗮ᐌЎ 50-55 ⱘџᚙخ䩳ˈᳳ䯈㗕ᏜϔⳈ䆆ᥜϡӮ䯈ᮁˈг≵᳝䅼䆎ˈᄺਬଃϔ㽕ߚ

ህᰃ䆆䆄ヨ䆄Ǆ䆆䇒ϡϔᅮ䴲㽕Փ⫼ৃ㾚࣪ᬭ䕙䆒Ǆ 

Presentations follow a similar pattern but are more likely to happen outside formal education 

for example in the workplace. Presentations might be shorter and would definitely include visual 

aids — possibly of a high-tech nature. 

ⓨ䆆г䙉ᕾϢ䆆䇒ৠḋⱘᔶᓣ Ԛ̍ৃ㛑থ⫳ℷ㾘ᬭ㚆ᴎᵘҹ ↨̍བᎹऩԡǄ

ⓨ䆆ᯊ䯈ᑨ䆹䕗ⷁˈ㗠ϨϔᅮӮՓ⫼ৃ㾚࣪䕙䆒ˈ᳝催⾥ᡔⱘ⡍⚍Ǆ 

There are many advantages to using presentations and lectures as a delivery method for 
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training. Although the disadvantages are fewer, it is important to acknowledge them and to take 

measures to minimise them as they are significant and can undermine the learning experience. 

߽⫼ⓨ䆆䆆䇒ⱘᔶᓣЎ䆁ⱘ䆆ᥜᮍᓣ᳝䆌Ӭ⚍Ǆ㱑✊㔎⚍↨䕗ᇥ Ԛ̍䞡㽕ⱘᰃ

㽕ᡓ䅸䖭ѯ㔎⚍ˈᑊ䞛পᮑሑ䞣Փ᳔݊ᇣ࣪ˈЎ䖭ѯ㔎⚍ᰃᰒ㨫ⱘˈӮᔅ࣪ᄺдԧ偠Ǆ 

 

Advantages� Disadvantages 

Up-to-date info can be given quickly and simultaneously Doesn’t allow for different learning 

abilities or speeds 

Learners quickly get overview of subject Passive 

Learners can be stimulated by good lecturer Time and location controlled by the teacher

Familiar form of delivery Is often perceived as “boring” by learners 

Cost-effective  

Easy logistics  

Lends itself to use of acknowledged expert in the field  

Content can be controlled  

Pace of delivery can be controlled  

 

There has been a lot of research carried out on learning experiences which sheds light on the 

Ӭ  

ৃҹ᳔ᖿ䗳ᑺৠℹᦤկᔧ᳔ࠡᮄⱘⶹ䆚 䲒ҹ乒ঞϡৠᄺд㛑ᄺд䗳ᑺⱘᄺਬ 

ᄺਬৃҹᖿ䗳њ㾷ᄺ⾥ὖމ 㹿ഄᄺд 

དⱘᥜ䇒㗕Ꮬৃҹ▔ᄺਬⱘᄺд⛁ᚙ ᄺдⱘᯊ䯈Ϣഄ⚍⬅㗕Ꮬᥠ 

䆆ᥜⱘᔶᓣᆊ䛑ᕜ❳ᙝ ᐌ㹿ᄺਬ㾚Ў“᮴㘞”ⱘᄺдᮍᓣ 

៤ᴀᬜⲞད  

ㅵ⧚ᆍᯧ  

  䅸ⱘϧᆊᥜ䇒݀ݙ䆌Փ⫼䆹乚ඳܕ

䆆ᥜݙᆍৃҹࠊ  

䆆ᥜⱘ䗳ᑺৃҹࠊ  
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appropriateness and value of presentations and lectures as a delivery technique. When preparing 

your presentation it is good to bear in mind the following: 

1) The brain has an average attention span of 10 minutes unless the trainer does something 

to stimulate attention, e.g. ask a question, show a slide, change the pace 

2) When a message is given once, the brain remembers only 10 per cent a year later— 

when the message is repeated six times, recall rises to 90 per cent 

3) The brain is more likely to remember the beginning and end of events 

4) Recall is high when mnemonics or analogy is used 

5) Recall falls rapidly after 24 hours without review 

6) The brain prefers rounded diagrams and figures to square 

7) The brain prefers colour to black and white 

8) The brain remembers unusual things very well 

ᇍᄺдᯊⱘԧ偠᠔䖯㸠ⱘ䞣ⷨおᧁ⼎њⓨ䆆Ϣ䆆䇒Ўᥜ䇒ᮍᓣⱘ䗖ᅰᗻӋؐǄ

 ˖⚍ⓨ䆆ᯊˈᑨ䇼䆄ҹϟޚ

1) 㛥ⱘᑇഛ⊼ᛣⱘϧ⊼ᯊ䯈Ў 10 ᄺ⫳ˈᓩ▔ࠎ䩳ˈ䰸䴲䆁ᬭᏜ䞛পᮑߚ

ⴐ⧗ˈ↨བˈᦤ䯂ˈሩ⼎ᑏ♃⠛ˈᬍবⓨ䆆ⱘ䗳ᑺ˗ 

2) ϔᴵֵᙃ㢹াᦤঞϔˈϔᑈৢ㛥া䆄ᕫ݊Ёⱘ 10%ˈԚᔧ䆹ֵᙃ㹿䞡 6 

ৢˈৃಲᖚ䍋ⱘ䚼ߚӮϞछ㟇 90%˗ 

3) 㛥དڣᆍᯧ䆄ԣџӊⱘᓔ༈Ϣ㒧ሒ˗ 

4) Փ⫼䆄ヺ㉏↨⊩Ӯᦤ催䆄ᖚ˗ 

5) བᵰϡдˈ䆄ᖚӮ 24 ᇣᯊৢ䖙䗳⍜䗔˗ 

6) 㛥ؒѢ䆄ԣᔶⱘ㸼ᔶˈ㗠䴲ᮍᔶ˗ 

7) 㛥୰ᔽ㡆ⱘˈ㗠ϡᰃ咥ⱑⱘџ⠽˗ 

8) 㛥ᇍѢϡᇏᐌџ⠽ⱘ䆄ᖚ䴲ᐌ⠶Ǆ 

Tips for delivering effective presentations and lectures 

There are some people who are natural speakers. They can speak without preparation, 

without notes, without visual aids and put together a presentation on their chosen or accepted 

subject that will impress, inform and captivate their audience. In so doing they might violate all 

the tips and guidance offered in this section but they will nevertheless be gifted trainers. Most of 

us need to develop and practice our speaking and presentation skills and following the guidance 
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below will assist in preparing and delivering an effective and professional presentation or lecture. 

Some of the tips will also be relevant to other kinds of delivery methods. 

Փⓨ䆆Ϣ䆆䇒䖒ࠄ乘ᳳᬜᵰⱘᡔᎻ 

᳝ѯҎᰃ⫳ⱘⓨ䆆ᆊǄेՓ≵᳝ޚǃ≵᳝ヨ䆄ǃ≵᳝ৃ㾚࣪ᬭ䕙䆒ˈг✻ḋ㛑ⓨ

䆆ǄҪӀᇚ㞾䗝ᑨ䙔ⓨ䆆ⱘЏ乬㵡Ѣⓨ䆆ˈ㒭ӫ⬭ϟ⏅ࠏⱘॄ䈵ˈӴ䗦Єᆠⱘⶹ䆚ˈ䅽

ᄺਬⴔ䗋Ǆ䖭ѯⓨ䆆ᆊⱘ᠔᠔Ўৃ㛑᳝ᙪѢᴀ㡖ᦤկⱘ᠔᳝ᡔᎻᣛᇐॳ߭ˈৃ 䇕䅽ҪӀ

ᰃ⫳ⱘ䆁ᬭᏜਤǄ䆱䇈ಲᴹˈ㒱᭄Ҏ䳔㽕ϡᮁᦤ催㞾Ꮕⱘⓨ䇈Ϣ㸼䖒ᡔᎻˈᔎᅲ

䏉Ǆ䙉ᕾҹϟⱘᣛᇐᮍ䩜ᇚᇍ䇒᳝᠔ᐂˈᑊՓⓨ䆆ᥜ䇒ⱘᬜᵰবᕫདǃϧϮǄ

᳝ѯᡔᎻৃ㛑Ӯ⍝ঞ݊ࠄҪⱘ䆆ᥜᮍᓣǄ 

1) Introduction 

üüSay whether the learners may ask questions 

üüTell them whether and when to take notes 

üüTell them about the handouts 

üüOutline your presentation 

1˅ᓔഎⱑ 

üüਞ䆝ᄺਬᰃ৺ৃҹᦤ䯂乬 

üüਞ䆝ᄺਬᰃ৺䳔㽕خヨ䆄ҹঞԩᯊخヨ䆄 

üü㒭ᄺਬҟ㒡᳝݇䆆Нџᅰ 

üü߫ߎⓨ䆆ݙᆍ 

2) Find out about your participants’ existing knowledge 

This is also a good way to “warm up” the class. 

üüAsk the class questions 

üüGive them a (brief) written test or quiz 

üüFind out what they have done before 

2˅њ㾷ᄺਬᏆ᳝ⱘⶹ䆚 

䖭гᰃЎܼ⧁Ā⛁䑿āⱘདᮍ⊩ 

üüܼ⧁ᄺਬᦤ䯂乬 

üüخ˄ㅔऩⱘ˅ヨ䆩ᇣ⌟偠 

üüњ㾷ҪӀҹࠡخ䖛ҔМ 

3) Organise your information well 
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üüMake sure you know enough about the subject to be able to respond to searching 

questions which are not part of your presentation 

üüYour lecture/presentation should have a beginning, a middle and an end or follow 

some other logical structure 

üüRemember you might need to re-orient your learners half way through 

üüExplain how the presentation fits into the overall training 

üüRelate your session to previous and subsequent elements of the training 

3˅᳝ᬜ㒘㒛ⓨ䆆ǃᥜ䇒ⱘݙᆍ 

üü⹂ֱ㞾Ꮕᇍ䆁ⱘЏ乬कߚњ㾷ˈ㛑ಲㄨⓨ䆆ݙᆍПḍ䯂ᑩⱘ䯂乬˗ 

üü䆆䇒ǃⓨ䆆ⱘݙᆍᑨ᳝ᓔ༈ǃЁ䯈㒧ሒˈ䙉ᕾϔᅮⱘ䘏䕥㒧ᵘ˗ 

üü䆄ԣˈЎњᄺਬˈৃ㛑䳔㽕ⓨ䆆ᯊ䯈䖛ञᯊˈᇚ䆆ᥜݙᆍخ䞡ᮄⱘ䇗ᭈ 

üü㾷䞞䇈ᯢ䆹ⓨ䆆བԩϢᘏԧ䆁Ⳍϔ㟈˗ 

üüᇚᴀⓨ䆆ǃᥜ䇒ݙᆍϢ䆁Ёℸࠡ䆆䖛ⱘݙᆍҹঞ䱣ৢ㽕䆆ࠄⱘݙᆍ㘨㋏䍋

ᴹǄ 

4) Relate to learners 

üüPlace subject in context 

üüIdentify with something they will find useful 

üüUse analogies 

üüUse illustrations and diagrams to help clarity 

üüUse examples which will make the topic interesting for learners 

4˅Ϣᄺਬ᳝݇ⱘџᅰ 

üüᇚЏ乬㕂Ѣϔᅮⱘ㚠᱃ПЁ 

üüᡒߎᄺਬӮᛳ᳝ࠄ⫼ⱘϰ㽓 

üüՓ⫼㉏↨ⱘᮍ⊩ 

üüՓ⫼㾷㸼ҹᐂᇍݙᆍⱘ⧚㾷 

üüՓ⫼՟䆕ӮՓᄺਬᇍ䆱乬ⱘ݈䍷 

5) Language 

üüUse plain and simple language 

üüUse words that the learners know 

üüWrite up definitions for complex terms or provide a glossary handout 
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üüExplain abbreviations 

üüAvoid jargon and unnecessary repetition (but remember to reinforce important 

points) 

5˅䇁㿔 

üüՓ⫼ㅔऩᯢњⱘ䇁㿔˗ 

üüՓ⫼ᄺਬњ㾷ⱘ䆡∛˗ 

üüЎᴖⱘᴃ䇁ߎݭᅮНˈ㗙ᦤկᴃ䇁㸼䆆Н˗ 

üüᇍ㓽⬹䇁ߎخ㾷䞞˗ 

üü䙓ܡՓ⫼㸠Ϯᴃ䇁䖯㸠ϡᖙ㽕ⱘ䞡˄Ԛ䆄ᕫᇍ䞡⚍䚼ߚ䖯㸠ᔎ࣪ Ǆ˅ 

6) Body language 

üüBe sure to make eye contact with the class without focusing too much on any one 

individual 

üüRemember to smile and look confident 

üüAvoid excessive gesturing which can be distracting 

üüFind a comfortable posture so that you stand balanced and relaxed 

6˅㙶ԧ䇁㿔 

üüᖙϢܼ⧁ᄺਬֱᣕⴐ⼲Ѹ⌕ˈԚϡ㽕䖛ऩ⣀⊼㾚ᶤϔԡᄺਬ˗ 

üü䆄ᕫᖂュˈᑊᰒᕫֵᖗ⒵⒵˗ 

üü䙓ܡ䖛ⱘˈ䖭ḋӮᬷߚᄺਬⱘ⊼ᛣ˗ 

üüᡒϔϾ㟦䗖ⱘ࿓ˈ䖭ḋेৃҹキᕫᑇ〇ˈজ㛑ᬒᵒǄ 

7) Voice 

üüUse voice tone and pitch to avoid monotony 

üüPace yourself slowly enough to be clear — you will need to speak much more 

slowly than your usual talking speed 

üüPause to allow time for words to be digested 

7˅䇁䷇ 

üü䇁䷇䇁䇗ᡥᡀ乓ˈ䙓ܡໄ䷇䖛Ѣऩ䇗˗ 

üüᬒ᜶䆆䆱䗳ᑺˈ䎇ҹՓᆊ⏙ˈ㽕↨ᑇᐌ䇈䆱ⱘ䗳ᑺ᜶˗ 

üüذ乓ˈҹ֓ᄺਬᇍ᠔䆆ݙᆍ᳝ᯊ䯈⍜࣪Ǆ 
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8) Clothing 

üüWear clothes that make you feel confident and comfortable 

üüAim to wear clothes that will not alienate your audience — if in doubt it is best to 

be smarter 

üüIf “lucky” ties and ear-rings help boost your confidence, wear them 

üüRemember loud or inappropriate clothes can distract your audience 

8˅㸷ⴔ 

üüこՓ㞾Ꮕᛳࠄ㞾ֵ㟦䗖ⱘ㸷᳡˗ 

üüⴔ㺙ⱘᅫᮼᰃϡ㽕Ϣ㞾ᏅⱘӫᰒᕫḐḐϡܹ བ̍ᵰᣓϡޚこҔМˈ᳔ དこ᠈

ᭈ唤˗ 

üüབᵰ᳝Āᑌ䖤ā乚ᏺ㘇⦃ҔМⱘˈৃᐂ㞾Ꮕᦤछ㞾ֵᖗˈϡོᏺϞ˗ 

üü䆄ԣˈ䖛ߚ㢅઼ϡড়ᯊᅰⱘ᳡㺙Ӯᬷߚӫⱘ⊼ᛣǄ 

9) General tips 

Know your subject 

üüKeep to your time (practice delivering the presentation to be sure that the timing is 

right) 

üüBe honest — even if it means admitting you don’t know the answer 

üüBe enthusiastic 

üüBe yourself 

9˅ϔ㠀ᗻᡔᎻ 

њ㾷Դ㽕䆆ⱘЏ乬 

üüᅜᯊ˄ᇍⓨ䆆䖯㸠џܜⓨ㒗ˈҹ⹂ֱᥠᦵޚ⹂ᯊ䯈˅ 

üü䆮ᅲ˄ेՓᛣੇⴔ㽕ᡓ䅸㞾Ꮕϡⶹ䘧䯂乬ⱘㄨḜ˅ 

üü᳝⛁ᚙ 

üüϡخ 

10) At the end 

üüSummarise content and/or review main points 

üüRefer to bibliography and further reading as appropriate 

üüAllow time for questions 
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1�˅㒧ᴳП䰙 

üüᇍ᠔䆆ݙᆍ䖯㸠ᘏ㒧ˈ䞡⏽㽕⚍˗ 

üü䜠ᚙᦤկখ㗗кⳂ䯙䇏кⳂ˗ 

üü⬭ߎᦤ䯂ⱘᯊ䯈Ǆ 

11) Visual aids 

The most common technique for making lectures and presentations more interesting and 

effective is the use of visual aids. Lecturing can be a boring and therefore ineffectual way of 

delivering learning. Visual aids are used in presentations and lectures to illustrate the subject, they 

can help to break up the monotony, providing a visual stimulant to reinforce what the learners are 

listening to. The most common forms of visual aids are: 

üüOverheads (also know as OHPs, slides or transparencies) 

üüPhotographic slides 

üüPowerpoint presentations PPT 

üüObjects, pictures or documentation which is handed around the class but which do 

not constitute a handout 

More detail on developing effective visual aids is given in the Teaching aids section. 

1�˅ৃ㾚࣪ᬭ䕙䆒ᬭ 

ЎՓ䆆䇒ⓨ䆆᳝䍷ੇǃᬜᵰདˈ᳔Ў᱂䘡ᑨ⫼ⱘᡔᴃህᰃৃ㾚࣪ᬭ䕙䆒Ǆབᵰ 

䆆䇒ᶃ➹ ᄺ̍дгӮԢᬜǄⓨ䆆䆆䇒ⱘ䖛Ё Փ̍⫼ৃ㾚࣪ᬭ䕙䆒ᴹ䇈ᯢ䆆䗄ⱘЏ乬ˈ

ᆍǄ᳔ᐌ㾕ⱘৃ㾚࣪ᬭ䕙䆒ⱘᔶݙⱘࠄᔎ࣪ᄺਬ᠔ˈ▔ࠎѢᠧ⸈ऩ䇗ᛳˈᦤկ㾚㾝᳝

ᓣ᳝˖ 

üü催ᇘᡩᕅҾ˄г⿄Ў OHPsˈৃҹᰃՓ⫼ᑏ♃⠛ⱘᡩᕅҾˈ㗙䗣ᯢ⠛ⱘᡩᕅ

Ҿ˅̠  

üüᨘᕅᑏ♃⠛˗ 

üüPPT ⓨ⼎᭛〓˗ 

üüկܼ⧁Ӵ䯙ⱘᅲ⠽ǃ⠛᭛ӊˈ㋏䆆Нҹⱘᬭ䕙ᴤ᭭Ǆ 

݇Ѣᓔথ᳝ᬜⱘৃ㾚࣪ᬭ䕙䆒ᬭⱘݙᆍᇚᬭ䚼ߚ䆆㾷Ǆ 
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 ˅ѢЁҎ⇥ᄺ㢣Ꮂ䰙ᄺ䰶˄2012ᨘع⥟

International College,Renmin University of China, 2012, photograph by Jian WANG 

 

How are presenters and lecturers assessed by the audience? 

Making presentations and delivering lectures can be a very daunting experience, particularly 

as most of us have been on the receiving end of speeches in the past. It can be helpful to remember 

how we might be judged or received by our audience. There are three main areas on which a 

speaker’s competence may be judged: 

1) Knowledge: technical competence and practical experience 

2) Design and delivery: the “performance”, including: voice control; eye contact; body 

language; audio-visual use and support; facilitating discussion; making learning fun 

3) Enthusiasm: interest in the subject; listening skills; ability to answer questions 

ӫᰃབԩᇍⓨ䆆㗙䆆Ꮬ䖯㸠䆘߸ⱘ˛ 

ⓨ䆆ᥜ䇒ᇍ᭄Ҏ㗠㿔䆌ᰃϔ⾡ҸҎᳯ㗠⫳⬣ⱘ㒣ग़ ᕜ̍Ҏ䖛এাᰃӫǄབ

ᵰњ㾷བԩ㹿ӫ䆘߸Ўӫ᠔ফ ᇚ̍ϡ᮴㺼ⲞǄӫЏ㽕ҢҹϟϝϾᮍ䴶䆘߸ⓨ䆆㗙

ᰃ৺㚰ӏ˖ 

1) ⶹ䆚˖ᡔᴃ㛑ᅲ䰙㒣偠˗ 

2) 䆒䅵Ϣⓨ䆆䖛 “̟㸼⦄”ࣙᣀ˖䇁䷇ࠊǃⴐ⼲Ѹ⌕ǃ㙶ԧ䇁㿔ǃ㾚䆒ⱘՓ⫼

ᬃᣕǃᇐᓣ䅼䆎ǃᄺд䖛ᰃ৺ܙ⒵Ф䍷˗ 

3) ▔ᚙ˖Џ乬ⱘ䍷ੇᗻǃؒⱘᡔᎻǃಲㄨ䯂乬ⱘ㛑Ǆ 
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How to make lectures and presentations more interactive 

Lectures can be the best way to get a lot of factual information over to a large group of 

people. However, they do not have to involve lengthy periods of monologue from the speaker as 

there are ways of breaking up the delivery to add variety and interest. Here are some suggestions: 

1) Interrupt the lecture with questions to the class  

2) String together a set of mini lectures and class activities 

3) Buzz groups— set a specific question and ask the learners to discuss it in pairs 

4) Provide partial handouts to be filled in by the class during the lecture 

5) Give the class a short piece of relevant reading 

6) Give the class quiet time (time to think: ask learners to read their notes, think about a 

problem, or summarise an idea in their heads) 

བԩ䅽ᥜ䇒Ϣⓨ䆆᳝Ѧᗻ 

ᥜ䇒ᰃՓӫҎਬৠᯊ㦋প䞣ᅲ䰙ֵᙃⱘ᳔དⱘᮍᓣǄ✊㗠ӫއϡӮ㹿ⓨ䆆㗙䭓ᯊ

䯈ⱘ⒨⒨ϡ㒱᠔ᓩˈℸ᳝䆌ᮍ⊩ৃҹ⫼ᴹЁᮁⓨ䆆ˈ⏏㢅ḋϢ䍷ੇǄҹϟᰃϔѯᓎ

䆂˖ 

1) ܼ⧁ᦤ䯂ˈЁᮁ䆆䇒˗ 

2) ᇚϔ↉↉ⷁᇣⱘ䆆䇒ऩܗϢ䇒ූ⌏І䖲䍋ᴹ˗ 

3) ᖿ䗳ߚ㒘ˈܜᦤߎϔϾԧ䯂乬ˈ✊ৢ㽕∖ᄺਬЈᯊ䜡ᇍ䅼䆎˗ 

4) ᳝ᛣᦤկϔѯϡᅠᭈⱘ䆆Нᴤ᭭ˈկᄺਬ䇒䖛Ё฿ݭᅠᭈ˗ 

5) 㒭ܼ⧁ᄺਬϔᇣ↉Ϣ䆆䇒ݙᆍⳌ݇ⱘ䯙䇏ᴤ᭭˗ 

6) 㒭ܼ⧁ϔ↉䴭咬ⱘᯊ䯈˄⫼Ѣᗱ㗗˖㽕∖ᄺਬ䯙䇏ヨ䆄ǃᗱ㗗ᶤϔϾ䯂乬ˈ㗙ᘏ

㒧༈㛥Ёⱘᛇ⊩ Ǆ˅ 

 

6. Handouts 

A handout is a hard copy text which supports, expands on, organises or otherwise provides 

follow up to the training. It is usually very important to the participants to receive handouts. The 

handout is a very powerful training tool because, when it is well conceived and designed, it 

provides reinforcement of the information transmitted during the training session and it remains 

with the participant for a long time.  
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6. 䆆Н�

䆆Н䗮ᐌᰃ᭛ᄫᠧॄ〓ˈ⫼Ѣᇍ䆁ݙᆍќҹᬃᣕǃᠽሩǃᭈ⧚ᔦ㒇ᦤկ䆁ⱘ㸹ܙ

ЎϔӑᵘˈᆍǄᇍѢᄺਬᴹ䇈ˈ㦋প䆆Н䗮ᐌᰃ䴲ᐌ䞡㽕ⱘǄ䆆Нᰃᕜᔎⱘ䆁Ꮉݙ

ᗱ㡃དǃ䆒䅵㊒㕢ⱘ䆆Н᮶ᔎ࣪њ䆁ᳳ䯈Ӵᥜⱘֵᙃˈজ㛑䅽ᄺਬᕫҹ䭓ᳳֱ⬭Ǆ 

When developing handouts for training it is best to think about how they might be used after 

the training is over. Your handouts will be very successful if your participants can use them: 

1) To remember what they have learned 

2) To extend their knowledge further by reading material not covered in the course 

3) As a basis for their work 

4) In cascading learning to their colleagues 

㓪ݭ䆁䆆Нᯊˈ᳔ ད㗗㰥ϔϟ䆁㒧ᴳৢᄺਬᇚབԩՓ⫼䖭ѯ䆆НǄབᵰᄺਬ㛑

བℸՓ⫼ˈ䇈ᯢ䆆Н㓪ݭᕫᕜ៤˖ 

1) ಲᛇ䍋ᄺࠄⱘݙᆍ˗ 

2) 䗮䖛䯙䇏䇒Ё≵᳝䆆ᥜⱘᴤ᭭ˈ䖯ϔℹᢧሩⶹ䆚㣗ೈ˗ 

3) ЎᎹЁⱘձ˗ 

4) ᇍৠџ䖯㸠ĀӴᐂᏺāǄ 

Reasons for giving handouts 

The main reasons for giving handouts are: 

1) To support the presentation or workshop 

2) To supplement the presentation or workshop 

3) To give learners something to go away with and read later  

4) To underpin the structure of the course 

5) To give general information on the course 

6) To organise a workshop or exercise 

7) To reinforce learning 

8) As preparation for the next lecture or workshop 

ᦤկ䆆Нⱘॳ 

ᦤկ䆆НⱘЏ㽕ॳ᳝˖ 

1) ᇍⓨ䆆ᅲ䰙᪡䆁ᦤկᬃᣕ˗ 
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2) Ўⓨ䆆ᅲ䰙᪡䆁ᦤկ㸹ܙᴤ᭭˗ 

3) Ўᄺਬᦤկৃҹᏺ䍄ǃৃկ᮹ৢ䯙䇏ⱘᴤ᭭˗ 

4) ༴ᅮ䇒㒆ⱘ⸔˗ 

5) ᦤկ䇒ⱘᘏԧֵᙃ˗ 

6) ᔶ៤ᅲ䰙᪡䆁㒗дⱘ᳝ᴎ㒘៤䚼ߚ˗ 

7) ᔎ࣪ᄺдݙᆍ˗ 

8) 乘дϟූ䇒ᅲ䰙᪡䆁ݙᆍǄ 

Types of handouts 

1) Presentation or lecture transcripts 

This is a verbatim transcript of the speaker’s words. It is rare for an experienced speaker to 

read a script, but they may have produced something for publication which is based on a 

frequently delivered lecture. 

2) Background notes 

Background notes might be used in conjunction with a range of training delivery methods. 

They are comprehensive and detailed notes on the subject which can be used by the class to 

inform exercises and workshops or to supplement a lecture when there is not sufficient time to 

cover everything. 

䆆Нⱘ㉏ൟ 

1) ⓨ䆆䆆䇒ⱘ᭛ᄫ〓 

䖭ᰃⓨ䆆㗙᠔䆆ݙᆍ䗤ᄫ䗤হⱘ᭛ᄫ䆄ᔩǄᇍѢ㒣偠Єᆠⱘⓨ䆆㗙ᴹ䇈 ϡ̍Ӯᣓⴔ䆆〓

✻ᴀᅷ⾥ˈԚ䖭ѯⓨ䆆〓᮹ৢৃᭈ⧚ߎ⠜Ǆ 

2) 㚠᱃䇈ᯢ 

㚠᱃䇈ᯢৃϢϔ㋏߫ⱘ䆁ᥜ䇒ᮍ⊩㒧ড়Փ⫼Ǆ㚠᱃䌘᭭ৃҹᰃᇍЏ乬ݙᆍܼ䴶ԧ

ⱘ䇈ᯢˈৃ ҹЎᄺਬ㒗дᅲ䰙᪡䆁ⱘখ㗗 ̍㗙ᔧ≵᳝ܙ䎇ᯊ䯈ᇍ᠔䆆Џ乬䖯㸠ܼ

䴶䆆䗄ᯊˈৃЎ㸹ܙᴤ᭭Փ⫼Ǆ 

A set of the OHP transparencies or the PowerPoint presentation print-out 

This is a very quick and easy handout to produce, especially if no handout has been planned 

in advance. However, this type of handout can tend to have little value to anyone who has not 

been present at the lecture. 
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催ᇘᡩᕅҾ䗣ᯢ⠛ PPT ᠧॄ〓 

䖭ᰃϔ⾡䴲ᐌᖿ᥋ǃᯧ㸠ⱘ䆆Н⫳៤ᮍ⊩ˈ⡍߿ᰃџܜ≵ᠧㅫᦤկ䆆НⱘᯊǄԚℸ㉏

䆆Нᇍ≵ᴹϞ䇒ⱘᄺਬ≵᳝ӋؐǄ 

1) An outline of the presentation 

An outline of what is to be covered in the lecture can help participants to orient themselves 

during the session. It can also be the basis of a partial handout which involves participants in 

filling in the detail with their own notes. 

1˅ⓨ䆆ὖ㽕 

ᣛ䆆䇒ݙᆍⱘὖ㽕ˈ᳝ Ѣᄺਬ䇒䖛Ёৠℹњ㾷ⓨ䆆䖯ǄৠᯊгৃЎ䆆НḚ

ᶊˈᄺਬৃℸ⸔Ϟخヨ䆄ˈ㸹ܙԧݙᆍǄ 

2) The course outline 

Course outlines are appropriate when the training lasts for more than a day or two. It informs 

participants about what subjects will be covered each day. 

2˅䇒㒆 

㢹䆁ϡℶϔǃϸˈ᳝ ᖙ㽕ᦤկ䇒㒆 ҹ̍֓䅽ᄺਬᇍ↣᠔㽕䆆ⱘЏ乬᳝᠔њ㾷Ǆ 

3) Bibliography 

A bibliography provides the class with a list of useful publications for background or more 

detailed information on the topics covered in the training. A good bibliography will be well 

organised into sections and provide full information about authors, publishers and dates of 

publication. If there is time to annotate the bibliography it will really help your participants in 

deciding how to focus their reading. 

3˅খ㗗᭛⤂Ⳃᔩ 

খ㗗᭛⤂ⳂᔩЎ䇒߫ߎњϔϾ᳝⫼ⱘߎ⠜⠽߫㸼 䖭̍ѯߎ⠜⠽Ў䆁Ё᠔䆆ݙᆍᦤկ

㚠᱃ֵᙃⱘ䆺㒚ֵᙃǄϔӑདⱘখ㗗᭛⤂ⳂᔩӮ㒚㟈ഄߚߦЎϡৠऩܗ ᑊ̍ᦤկ᳝݇

㗙ǃߎ⠜ଚߎ⠜᮹ᳳⱘ᠔ֵ᳝ᙃǄབᵰ᳝ᯊ䯈ᇍখ㗗᭛⤂Ⳃᔩߎخ⊼䞞ⱘ䆱ˈᇚᇍᄺਬ

⹂ᅮ䯙䇏䞡⚍䴲ᐌ᳝ᐂǄ 

4) Webliography 

A webliography is a list of URLs or Websites which are relevant to the subject of the training. 

Although it is possible to produce a hard copy of a webliography, it can be more useful as a floppy 

disk or CD, since typing in URLs from a handout can be time-consuming and lead to errors. As 
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with bibliographies, webliographies need to be well-organised and it is very useful to annotate 

them. Websites are much more dynamic than hard copy publications so, whilst this is a real 

strength, allowing your participants to have access to really up-to-the-minute information, it also 

means that they may change or disappear altogether. It is vital that you check your webliography 

regularly to ensure you are handing out accurate information. 

4˅খ㗗㔥キ 

খ㗗㔥キᰃᣛϔ㋏߫Ϣ䆁Џ乬Ⳍ݇ⱘ㔥ഔ㔥キⱘⳂᔩǄሑㅵৃҹ⫳៤খ㗗㔥キⳂᔩ

ⱘᠧॄӊ Ԛ̍ᰃֱᄬ䕃Ⲭ CD ϞⱘⳂᔩᇚӮЎ᳝⫼ ᇚ̍ॄࠋકϞⱘ㔥ഔ䬂ܹ䅵ㅫᴎϡ

ҙ䌍ᯊˈ䖬ৃ㛑ߎ⦄䕧ܹ䫭䇃ǄϢখ㗗᭛⤂Ⳃᔩϔḋˈখ㗗㔥キⱘⳂᔩг䳔㽕䖯㸠ᕜདⱘᔦ

㉏ᑊҹ⊼䞞ˈՓПད⫼ǄϢॄߎࠋ⠜⠽Ⳍ↨ˈ㔥キݙᆍᗕᗻˈሑㅵ᳝ϡৃᗑ

㾚ⱘӬˈ᳝ Ѣᄺਬ㦋পᅲᯊᮄⱘ᳔ᮄֵᙃ Ԛ̍ৠᯊгᛣੇⴔ㔥キⱘݙᆍ䱣ᯊথ⫳ব࣪

㗙ᅠܼ⍜༅Ǆᅮᳳᇍখ㗗㔥キ䖯㸠Ḍᶹ㟇݇䞡㽕ˈҹ⹂ֱᦤկⱘֵᙃޚ⹂᮴䇃Ǆ 

5) Glossary 

A glossary is a list of terms with definitions that are particular to a given subject or area of 

expertise. It is usually organised alphabetically and may cross-reference or self-reference where 

synonyms or wider terms and narrower terms are included. Although there are published 

glossaries, it can be very useful to develop your own as a common reference so that your class 

know what you mean when you use specialist terms. 

5˅ᴃ䇁㸼 

ᴃ䇁㸼ᰃϧ䮼䩜ᇍᶤϔᄺ⾥ϧϮ乚ඳǃ䰘᳝䞞Нⱘ䆡∛߫㸼Ǆ 

ᴃ䇁䗮ᐌᣝ✻ᄫ↡乎ᑣᥦ߫ ৃˈৠНࣙᑓН⣁Нᴃ䇁ⴔ̍ Ѹঝᓩ⫼㞾៥ᣛ⍝Ǆ

ሑㅵߎ⠜ⱘᴃ䇁㸼ᕜ 䅶̍ࠊ㞾Ꮕⱘᴃ䇁㸼Ўܼ⧁݅ৠⱘখ㗗䴲ᐌᅲ⫼ Փ̍ᕫ䆆䇒ЁՓ

⫼⡍ᅮᴃ䇁ᯊˈ⧁Ϟᄺਬ⏙᱄њ㾷НǄ 

6) Bio-sketch of trainers and speakers 

Bio-sketches of trainers and speakers provide participants with information about the 

experience and expertise of the people delivering their training. This can help the class to frame 

more pertinent questions and to take full advantage of the expertise of the trainers. 

6˅䆁ᬭᏜ䆆䇒ҎਬⱘϾҎㅔग़ 

ϾҎㅔग़ᇚЎᄺਬӀᦤկ䆁ᬭᏜ䆆䇒ҎਬⳌ݇㒣偠ϧ䭓ⱘֵᙃˈ᳝ ѢՓᄺਬⱘ

ᦤ䯂Ўߛ乬ˈՓ䆁ᬭᏜⱘϧϮ⡍䭓ᕫ߽ߚܙࠄ⫼Ǆ 
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7) List of participants 

Most individuals like to receive a list of their fellow class members. Such lists are usually 

organized in alphabetical order by surname and at the least contain first and surname and 

employer / organisation details. Depending on the agreement of the class they can also contain 

contact details. 

7˅ᄺਬৡऩ 

᭄Ҏ䛑ᜓᛣᬊࠄϔᓴ⧁㑻៤ਬⱘৡऩǄℸ㉏ৡऩᐌҹྦྷ⇣ᄫ↡ᥦᑣ 㟇̍ᇥ㽕ࣙᣀྦྷ

ৡǃ䲛Џ/ᴎᵘㄝ䆺㒚ֵᙃǄབᵰܼ⧁ᄺਬৠᛣˈৡऩЁ䖬ৃҹࣙᣀ䆺㒚ⱘ㘨㋏ᮍᓣǄ 

8) Programme or timetable 

As with course outlines, programmes or timetables of the training inform participants about 

what subjects will be covered during the training. They are typically provided as part of the 

training publicity or at least as pre-course materials but it can be useful to include them as a 

handout in case participants have forgotten to bring them along. 

8˅䆁䅵ߦ䇒㸼 

ℷབ䇒㒆ϔḋ ̍䆁䅵ߦ䇒㸼ৃՓᄺਬњ㾷䆁⍝ঞાѯЏ乬Ǆ䆁䅵ߦ䇒

㸼䗮ᐌЎ䆁ᅷӴᴤ᭭ⱘϔ䚼ߚ㗙㟇ᇥЎ䇒ࠡᴤ᭭ᦤկ ᇚܹ̍݊߫䆆Нߚথгᕜ᳝

ᅲ䰙ᛣНˈҹ䰆ᄺਬᖬ䆄ᡞᅗӀϔ䍋ᏺᴹǄ 

9) Diagrams 

Diagrams can provide useful illustrations of, or aides-mémoire to the subject matter of a 

training session. Sometimes part of the learning process may depend upon the class copying the 

diagram but often it is more effective to provide the class with a copy. 

9˅㸼 

㸼ᇍ䆁ЁⱘᶤϔЏ乬ৃᦤկ᳝⫼ⱘ䇈ᯢˈ㗙ᖬǄ᳝ᯊˈᄺд䖛Ё䳔㽕ᄺਬ

㞾Ꮕএࠊ㸼ˈ㢹㛑Ў⧁Ϟ↣Ҏᦤկϔӑॄ㸼䗮ᐌᬜ⥛Ӯ催Ǆ 

10) Exercise, workshop or discussion outline 

An exercise outline provides written instructions for the exercise, explaining what the trainer 

wants the class to do or discuss and produce by way of feedback. It means the individual members 

of the group can refer to these to clarify their understanding of oral instructions. The handout can 

also provide space for the group to write notes for themselves and to use as a basis for their 

responses to the class as a whole. 
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1�˅㒗дǃᅲ䰙᪡䆁䅼䆎ⱘᦤ㽕 

ϔӑ㒗дᦤ㽕ৃЎ㒗дᦤկк䴶ᣛᇐ䇈ᯢ 㾷̍䞞䆁ᬭᏜᏠᳯܼ⧁ᄺਬএخҔМ㗙䅼

䆎ҔМ ҹ̍ঞড作ᯊ㽕ᔶ៤ાѯਞݙᆍǄгህᰃ䇈ᇣ㒘䞠ⱘ↣Ͼ៤ਬ㛑䗮䖛খ㗗ᦤ㽕ᓘ

ពথ㿔ⱘ㽕∖Ǆᠧॄⱘᦤ㽕ϞгৃҹЎߚ㒘䅼䆎ⱘᄺਬ⬭خߎヨ䆄ⱘぎⱑ໘ 㗠̍ヨ䆄ৃ

Ўᇣ㒘∛ᘏǃಲܼ⧁থ㿔ⱘ⸔Ǆ 

11) Incomplete handouts 

Incomplete handouts are notes which provide guidance or direction for participants to fill in 

details of what they are learning in class — either during a presentation, as an exercise, on return 

to the workplace or as preparation for training. It can be useful to provide full notes at a later date. 

1�˅䴲ᅠᭈ䆆Н 

䴲ᅠᭈ䆆Нᰃϔѯ⊼䞞䇈ᯢ ᄺ̍ਬৃҹᇚ݊䇒ූϞᄺࠄⱘԧݙᆍ⏏䖯এ ϡ̍䆎ᰃ

䇒ᳳ䯈ǃЎ㒗дⱘϔ䚼ߚǃ㗙䖨ಲᎹऩԡ㗙Ў䆁ޚⱘϔ䚼ߚˈ䴲ᅠᭈ

䆆Н䛑Ўᄺਬᦤկњᣛफᣛᇐⱘ⫼Ǆ䖭ᇍ᮹ৢᭈ⧚ᅠᭈⱘ䆁ヨ䆄Ӯᕜ᳝ⲞǄ 

12) Useful articles 

Published articles which support or supplement the training session can be very useful 

handouts which don’t require a lot of work from the trainer. However, be sure to explain why you 

are giving it out and make sure you are not infringing copyright. 

1�˅᳝⫼ⱘ᭛ゴ 

ᇚᇍ䆁䇒䍋ᬃࠄᣕ㸹ܙ⫼ⱘ᭛ゴ៤䇒ූ䆆Нৃ㛑䴲ᐌ᳝ᬜ ৠ̍ᯊজϡ䳔㽕

䆁ᬭᏜخ䞣ⱘᎹǄ✊㗠 ϔ̍ᅮ㽕㾷䞞⏙ἮЎҔМ㽕ߚথ䖭ѯ᭛ゴ ᑊ̍⹂ֱ≵᳝։⢃⠜ᴗǄ 

13) Examples of documentation covered by the presentation 

This type of handout consists of copies of documents or sample documents which are 

relevant to the subject under discussion. Case studies and presentations on procedures and practice 

particularly lend themselves to this kind of material, such as examples of policies. 

1�˅ⓨ䆆Ё⍝ঞ᭛⤂ⱘḋᴀ 

䖭㉏ᴤ᭭ࣙᣀ᭛⤂ⱘॄӊϢℷ䅼䆎ⱘЏ乬Ⳍ݇ⱘḋᴀ᭛ӊǄᑣϢᅲ䏉ⱘḜ՟ߚ

ᵤϧ乬ⓨ䆆ˈ⡍߿䗖ড়Փ⫼ℸ㉏ᴤ᭭ˈ䇌བᬓㄪ㣗՟Ǆ 

14) Quick quizzes and worksheets 

Quiz sheets and other types of worksheets are handouts which can support, preempt or 

supplement a lecture or even the whole course. They can be used as an exercise, as a means for 
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participants to evaluate their own knowledge before and after the training session. As with partial 

handouts, it can be helpful to provide an answer sheet after the exercise. 

1�˅ᇣ⌟偠Ϣд乬ोᄤ 

ᇣ⌟偠ⱘोᄤ݊Ҫ㉏ൟⱘд乬ोᄤгሲѢ䆆Нⱘϔ䚼ߚ ᇍ̍ᶤϔ㡖䇒ǃ⫮㟇ᭈϾ䆁

䇒᳝ᬃᣕǃϡৃ᳓ҷ㗙㸹ܙⱘ⫼Ǆ䖭ѯोᄤৃ⫼㒗дˈ㗙⫼ᄺਬ䆁ࠡৢ䆘

Ԅ㞾䑿ⶹ䆚ⱘ↉ǄϢ䴲ᅠᭈ䆆Нϔḋ ̍㒗дᅠ៤ПৢᦤկϔӑㄨḜᇚӮᇍᄺдᕜ᳝ᐂǄ 

When to pass around handouts 

It is important to distribute the handout at an appropriate time. If the handout is just bullet 

point headings and intended for the participants to add their own notes, it needs to be handed out 

at the beginning. If it is detailed notes it may depend on the type of class whether it should go out 

at the beginning or the end. If the handout is more interesting than the presentation you may lose 

the class by handing it out in advance. On the other hand, it may be that some of the participants 

find it easier to follow by reading along with the handout. If it is to be distributed at the end, you 

will want to tell the class that the detailed handout is to come and they can sit back and enjoy the 

presentation without needing to take copious notes. 

ԩᯊߚথ䆆Нᴤ᭭? 

䗖ᯊߚথ䆆Нᴤ᭭䴲ᐌ䞡㽕Ǆབᵰ䆆Нᴤ᭭ҙҙᰃϔᴵᴵ乍ⳂヺোĀzāⱘᷛ乬ˈᮼ

ᮍ֓ᄺਬ⏏ヨ䆄ˈ߭ᖙ乏䆁䇒ᓔྟᯊߚথ˗བᵰ䆆Нᴤ᭭ᰃ䆺㒚ⱘ⊼䞞䇈ᯢˈ䙷М

ᑨḍ䇒ⱘ㉏ൟއᅮ䇒ᓔྟᯊߚথ䖬ᰃ㒧ᴳᯊߚথ བ̠ᵰ䆆Нᴤ᭭↨䆆䇒ݙᆍЎ

᳝䍷ˈᦤࠡߚথৃ㛑Ӯ≵Ҏ䆆Ǆϔᮍ䴶ˈ᳝ѯᄺਬৃ㛑Ӯথ⦄ˈϔ䖍䯙䇏䆆Нᴤ᭭ˈϔ

䖍䇒ᆍᯧព䆆䇒ݙᆍǄབᵰއᅮ䆆䇒㒧ᴳᯊߚথ䆆Нᴤ᭭ 㽕̍џܜਞ䆝ᄺਬ䆺㒚ⱘ

䆆Нᴤ᭭Ӯ䇒ৢߚথˈ䖭ḋᄺਬৃҹᬒᵒ⼲㒣ˈ䏣䏣ᅲᅲ䆆㗠᮴乏䞣䆄ヨ䆄њǄ 

Other kinds of handouts are appropriate for the very beginning of longer training courses — 

for example the trainer bio-sketch and the programme. With exercises, group work, workshops 

and even facilitated discussion a handout can help the groups or individuals to get started by 

succinctly explaining what they are expected to do and giving space to make notes on their 

responses. 

䖬᳝ϔѯ㉏ൟⱘ䆆Нᴤ᭭䗖Ѣᯊ䯈䕗䭓ⱘ䆁䇒 ᑨ̍䇒᳔ᓔྟⱘᯊߚথǄ՟བ

䆁ᬭᏜⱘㅔग़ᴤ᭭䆁䅵ߦㄝǄᇍѢ䇒ⱘ㒗дǃᇣ㒘Ϯǃᅲ䰙᪡䆁З㟇ᇐᓣ

䅼䆎㗠㿔 䆆̍Нᴤ᭭ৃҹᐂᇣ㒘ϾҎᓔྟϞ䘧 䗮̍䖛㿔ㅔᛣ䌙ⱘ䇈ᯢՓᄺਬњ㾷ᬭᏜᳳ
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ᳯҪӀخҔМˈৠᯊ⬭ߎぎⱑ໘⫼ѢЎㄨ乬ǃ⊼Ǆ 

It is important to think through how many handouts you have, when they will be given to 

participants and how they fit together. It can be helpful to give the class a binder in which they can 

collect and store their handouts. 

ϔ݅㽕ޚᇥӑ䆆Нᴤ᭭˛ԩᯊߚথ㒭ᄺਬ˛䆆Нᴤ᭭བԩⳌѦ㸨˛䗮Ⲭ㗗㰥䖭

ѯ䯂乬ᕜ䞡㽕Ǆܼ⧁ᄺਬ↣ҎথϔϾ⌏义།ˈᇚᬊࠄⱘ䆆Нᴤ᭭䲚Ёֱᄬˈᇍᄺ⫳ᴹ䇈Ӯᕜ

᳝ᐂǄ 

�

7. Teaching aids 

There are many different ways in which a trainer can make the learning experience more 

interesting and memorable for learners. One technique is to use teaching aids. These are things 

used in the classroom to aid teaching and training. They fall into two main categories: visual aids 

such as overheads; and interactive tools such as a video programme or resource pack. It is good to 

bear in mind that too much material and too many different themes can serve to confuse the class. 

It is best to stick to a few techniques and, perhaps, follow one theme, example or case study. 

7. ᬭ�

䆁ᬭᏜৃ׳ԣ⾡ϡৠⱘᮍ⊩ᇚᄺਬⱘᄺдԧ偠বᕫЎ᳝䍷䲒ᖬǄϔ⾡ᮍ⊩ህᰃ

Փ⫼ᬭ䕙Ꮉˈϔѯ䇒ූϞ⫼Ѣ䕙ᬭᄺϢ䆁ⱘϰ㽓ǄᬭЏ㽕ߚЎϸ㉏˖ৃ㾚࣪䕙

↉ˈབ㾚乥㡖Ⳃ៤༫ⱘ䆁䌘⑤Ǆ䇼䆄ˈՓ⫼䖛䆒ˈབ催ᇘᡩᕅҾѸѦᓣ䕙

䌘᭭ϡৠⱘЏ乬ݙᆍӮՓ⧁Ϟᄺਬᰩ༈䕀Ǆг䆌᳔དമᣕᇥՓ⫼⾡ᡔᴃᮍ⊩ҙ㋻ᠷᶤ

ϔЏ乬ǃ㣗՟ϾḜⷨおǄ 

Visual aids 

Visual aids are visual representations which support presentations in the form of text, 

cartoons, graphs, illustrations, photographs. These can be OHP transparencies, handouts, flipcharts, 

posters, objects etc. They help to break up the monotony, providing a visual stimulant to reinforce 

what the learners are hearing.  

ৃ㾚࣪䕙䆒�

ৃ㾚࣪䕙䆒ᰃᬃᣕҹ᭛ᴀǃ⬏ǃ㸼ǃᦦǃ✻⠛ㄝᔶᓣ䕙ⓨ䆆ⱘ㾚㾝ⓨ⼎ᮍ

⊩Ǆৃҹᰃ催ᇘᡩᕅҾⱘ䗣ᯢ⠛ǃᠧॄᴤ᭭ǃᣖ㒌ᵓǃ⍋ǃᅲ⠽ㄝǄՓ⫼䖭ѯᮍ⊩᳝Ѣ
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ᠧ⸈ऩ䇗ⱘᥜ䇒ᮍᓣˈ䗮䖛㾚㾝Ϟⱘࠎ▔ҹᔎ࣪ᄺਬ᠔ࠄⱘϰ㽓Ǆ 

The three main techniques for this use projection onto a large screen that everyone in the 

class can see. The oldest is using a photographic slide projector. The more modern and flexible 

overhead projector enables presenters to design their own text as well as pictorial illustrations. The 

most high-tech version is the use of a data projector, a computer and presentation software such as 

Microsoft PowerPoint. 

䖭㉏Փ⫼䫊ᐩᡩᕅ㗠Փ⧁Ϟ↣ԡᄺਬ䛑㛑ⳟ⏙ⱘᡔᴃЏ㽕᳝ϝ⾡Ǆ᳔ স㗕ⱘᡔᴃህᰃ

Փ⫼ᨘᕅᑏ♃⠛ⱘᑏ♃ᴎ 䕗̠Ў⦄ҷⱘজՓ⫼♉⌏ⱘ催ᇘᡩᕅҾৃՓⓨ䆆㗙㞾㸠䆒䅵᭛ᄫҹ

ঞᦦ䇈ᯢ�᳔Ў催⾥ᡔⱘᡔᴃᰃՓ⫼᭄ᡩᕅᴎˈϔ⾡⬉㛥Ϣⓨ⼎䕃ӊⳌ㒧ড়ⱘᡔᴃˈབ

ᖂ䕃ⱘ PPTǄ 

When selecting your visual aid technology be aware of your audience’s expectations. 

Photographic slide presentations are probably only suitable in specialised subject areas such as 

preservation and conservation. 

ᔧ䗝ᢽՓ⫼ৃ㾚࣪䕙ᡔᴃ䆒ᯊ 㽕̍㗗㰥ӫⱘᳳᕙǄᨘ ᕅᑏ♃⠛ⱘᑏ♃ᴎৃ㛑ҙҙ

䗖⫼Ѣϧ䮼ⱘᄺ⾥乚ඳˈབֱᄬֱᡸǄ 

With overhead projection the look of the presentation can be very professional as well as 

allowing individual tailoring that may keep the audience’s attention. Certain audiences may expect 

presentation software but this option can be perceived as “flashy” 

and is often very similar visually to every other speakers’ 

presentations which can make it monotonous. 

Փ⫼催ᇘᡩᕅҾৃ㛑Փⓨ䆆ⳟ䍋ᴹ䴲ᐌϧϮˈৃҹϾᗻ࣪

䅶ࠊ䗣ᯢ㛊⠛ˈᓩӫⴐ⧗Ǆ᳝ѯӫᳳᕙՓ⫼ⓨ⼎䕃ӊˈ

Ԛгৃ㛑㹿㾚Ўढ㗠ϡᅲ” ̍㾚㾝ϞϢ݊Ҫⓨ䆆㗙ⱘⓨ⼎䉠Ԑ

ⳌᏂ᮴ˈৃ㛑⬹ᰒऩ䇗Ǆ 

Photographic slides 

Depending on the subject matter of your presentation, it may be appropriate to use photo 

transparencies. These need special equipment — a projector and a carousel, usually with a trigger 

mechanism to allow you to move to the next slide. The slides are loaded into the carousel, the first 

slide is projected at the appropriate time and the rest in sequence either manually by an operator 

(who may or may not be the presenter) or automatically by the speaker with a remote control. As 

催ᇘᡩᕅҾ�



7UDLQLQJ�WKH�7UDLQHU�5HVRXUFH�3DFN�䆁ᬭᏜ䆁䫺ಞ�

 85

with any visual aid relying on technology, it is vital to make sure the equipment is working before 

the presentation begins. Depending on how reliable your computer technology is, it may be more 

efficient to scan the slides and incorporate them into a PowerPoint or similar presentation. 

ᨘᕅᑏ♃⠛ 

ⓨ䆆ⱘЏ乬ϡৠˈ᳝ ѯЏ乬䗖ড়Փ⫼✻⠛㛊⠛ 䖭̍ህ䳔㽕ϧ䮼ⱘ䆒——ϔৄᑏ♃ᴎ

ϔϾ⠛Ⲭˈ䗮ᐌ䖬䳔㽕ϔϾৃҹ䅽ⓨ䆆㗙ߛ

ᤶࠄϟϔᓴᑏ♃⠛ⱘ㾺থ㺙㕂Ǆ᠔᳝ᑏ♃⠛

䛑㺙ϔϾ⠛Ⲭݙˈϔᓴᑏ♃⠛ᬒᯊˈ

݊ԭⱘᑏ♃⠛ৃ⬅᪡Ҏਬ˄ৃҹᰃⓨ䆆㗙

㞾Ꮕгৃҹϡᰃ˅ࠊ⬅ⓨ䆆㗙㞾Ꮕ

䗮䖛䘹ࠊǃձᬒǄϢ᠔᳝ձ䌪⾥

ᄺᡔᴃⱘৃ㾚࣪䕙䆒ϔḋˈ⹂ֱ䆒

ⓨ⼎ᓔྟࠡ㛑ℷᐌᎹ㟇݇䞡㽕Ǆབᵰⓨ䆆㗙䅵ㅫᴎⶹ䆚ˈৃ ᇚᑏ♃⠛ᠿᦣৢᦦܹܹ

PPT ㉏Ԑⱘⓨ⼎Ёˈ䆌Ў᳝ᬜǄ 

Overheads 

Overheads are also known as OHPs, slides and transparencies. They are pictures or writing 

printed, written or drawn onto a sheet of acetate. This can be placed on the bed of an overhead 

projector and via light and magnification technology an image is projected onto a white wall or 

screen. 

催ᇘᡩᕅҾ㛊⠛ 

催ᇘᡩᕅҾ㛊⠛জ⿄Ў OHPsˈৃҹᰃᑏ♃⠛ˈгৃҹᰃ䗣ᯢ㛊⠛Ǆ䝟䝌䗣ᯢ⠛Ϟ᳝

ᠧॄǃкݭ㗙㒬ⱘ⠛᭛ᄫǄᇚ㛊⠛㕂Ѣ催ᇘᡩᕅҾᑻᠬᵓϞ 䗮̍䖛ܝᬒᡔᴃˈ

Փᕅڣᡩᇘࠄⱑ㡆ⱘ䴶䫊ᐩϞǄ 

OHPs can be a very robust and resilient form of visual aid as the technology is cheaper, less 

prone to break-down and glitches than computer technology, and as you can write on blank 

transparencies, can be very responsive to classroom needs as when the trainer wants to elaborate 

on something or groups want a visual aid to feed back to class. They are also more flexible as you 

can change the order, and add or drop slides during a presentation according to need. 

⬅Ѣᡔᴃ䕗ЎᒝӋˈ催ᇘᡩҾ㗠៤Ўϔ⾡䴲ᐌ㗤⫼Ϩজᅲ⫼ᗻᔎⱘৃ㾚࣪䕙㺙㕂ˈ

Ϣ䅵ㅫᴎᡔᴃⳌ↨ϡᯧথ⫳ᬙ䱰ߎ⦄Ꮒ䫭Ǆᔧ䆁ᬭᏜᛇ䆺㒚ഄᦣ䗄ᶤӊџ㗙ᇣ㒘ᛇ
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䆒ᇍܼ⧁䖯㸠ড作ㄨ䕽ᯊ㾚࣪䕙ৃ׳ ⬅̍Ѣぎⱑⱘ䗣ᯢ⠛ৃҹ䱣ᛣкݭ ̍ℸৃҹᕜ

དഄ⒵䎇䇒ූᬭᄺⱘ䳔㽕Ǆ催ᇘᡩᕅ㛊⠛Փ⫼䍋ᴹг䴲ᐌ♉⌏ˈৃ ҹⓨ⼎䖛Ёḍ䳔㽕ˈ

䱣ᯊᬍব㛊⠛ⱘࠡৢ乎ᑣˈ⏏᩸ᥝᶤᓴ㛊⠛Ǆ 

You should always test the equipment before you start your presentation. The focus may need 

adjusting, or the position of the projector or the screen. You should also assess the best place to 

stand so that everyone can see both you and the screen.  

ⓨ⼎ᓔྟࠡϔᅮ㽕ᇍ䆒䖯㸠⌟䆩Ǆ䇗⛺ǃᡩᕅҾ䫊ᐩⱘԡ㕂䛑ৃ㛑䳔㽕䇗ᭈǄৠ

ᯊгᑨԄ䅵ߎᬭᏜⱘ᳔Շキゟԡ㕂ˈҹ֓↣ϾҎᄺਬ䛑ৃҹⳟࠄⓨ䆆㗙䫊ᐩǄ 

There are some helpful rules to follow when developing and using overheads to support your 

lectures and presentations: 

1) Don’t have too much information on a slide 

2) Use a large font size (ideally at least 20pt), and a font that is easy to read 

3) Using pictures, cartoons, your own illustrations, photos and diagrams is good as it 

breaks up the monotony of reading and listening. They can also be amusing. If you can’t 

find anything else, clip art is a useful resource 

4) Studies show that participants pay more attention to colour overheads  

5) Time your overheads well — if the class is copying you need to leave them up long 

enough 

6) Don’t click swiftly through your overheads like a photo slide show 

7) Don’t be afraid to elaborate while the OHP is up 

8) If there is a pause without an OHP to show, switch off machine as the blank screen is 

annoying and the noise of the fan can be distracting 

9) Try not to turn to the screen to indicate detail on the projected image, use a pointer on 

the OHP itself and face your audience 

10) Try to ensure that the OHP projector is situated where you can use it without blocking 

the audience’s view 

㒬ࠊՓ⫼催ᇘᡩᕅ⠛䕙ᥜ䇒ⓨ⼎ᯊˈϟ߫ᅲ⫼㾘߭ৃҹ䙉ᕾ˖ 

1) ϡ㽕ϔᓴ㛊⠛Ϟᬒⱘֵᙃ˗ 

2) Փ⫼োᄫԧ˄⧚ᛇ⢊ᗕ㟇ᇥ 20 ⺙ᄫ˅ᆍᯧ䆚䇏ⱘᄫԧ˗ 

3) Փ⫼⠛ǃव䗮⬏ǃ㞾㸠ࠊⱘᦦǃⳌ⠛㸼䛑ᰃ᳝ⲞⱘˈӮՓⓨ䆆Ё㘇䯏Ⳃ
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ⵍⱘݙᆍϡݡऩ䇗Уੇˈৠᯊ⏏ᚙ䍷Ǆབᵰᡒϡ݊ࠄҪᴤ᭭ˈ࠾䌈⬏ϡ༅Ўϔ⾡᳝⫼

ⱘ㋴ᴤ˗ 

4) ⷨおᰒ⼎ᄺਬӮᇍᏺ㡆ᔽⱘ催ᇘᡩᕅ㛊⠛ϧ⊼˗ 

5) ড়⧚ࠊ催ᇘᡩᕅ㛊⠛ᬒᯊ䯈 བ̍ᵰᄺਬℷᡘݭ䆄ᔩ 䳔̍㽕⬭㒭ҪӀ䎇ⱘᯊ

䯈˗ 

6) ϡ㽕ڣᬒ✻⠛ᑏ♃⠛䙷ḋ⚍ߏᤶ⠛ᣝ䪂ˈ亲ᖿഄ⌣㾜˗ 

7) ᔧᠧߎ催ᇘᡩᕅ㛊⠛ᯊˈϡᖙᢙᖗୄˈሑৃ㛑䆺ሑ䯤䞞˗ 

8) ≵᳝催ᇘᡩᕅ㛊⠛ৃᬒⱘⷁ᱖ذ乓ᳳ䯈 㽕̍݇ᥝᴎ ̍Ўぎⱑⱘ䫊ᐩϡҎ

ᕙ㾕ˈ亢ⱘా䷇гৃ㛑ᬷߚ⊼ᛣ˗ 

9) ሑ䞣ϡ㽕䕀䑿ᇍⴔ䫊ᐩᣛ⚍ᡩᇘᕅ䈵Ϟⱘԧ㒚㡖 㗠̍ᑨՓ⫼▔ܝヨⳈᡩᕅ㛊

⠛Ϟᣛ⚍ˈৠᯊ䴶ӫ˗ 

10) ሑ䞣ֱ䆕催ᇘᡩᕅҾᬒ㕂᮶֓ѢᬭᏜՓ⫼ˈজϡ䰏ᣵӫ㾚㒓ⱘഄᮍǄ 

Presentation software 

Presentation software is a special computer programme which allows you to design a format, 

draft text and include illustrations which can then be projected and magnified onto a screen for the 

class to watch while the speaker makes his/her presentation. The equipment configuration varies 

but usually there is a desktop computer or laptop linked to a data projector. There can sometimes 

be issues of compatibility with the computer equipment if the laptop is a different age from the 

projector, for example. It is important to test the equipment before starting the presentation. 

Although when first beginning to use powerpoint the technical expertise required to connect the 

equipment and bring up the image can seem rather beyond you, after a while you get to understand 

the tricks to set yourself up and to solve problems.  

ⓨ⼎䕃ӊ 

ⓨ⼎䕃ӊᰃϔ⾡⡍⅞ⱘ䅵ㅫᴎᑣ ᦦǄ⏏䆌ⓨ䆆㗙䖯㸠Ḑᓣ䆒䅵ǃ㤝ᢳ᭛〓ҹঞ̍ܕ

ᔧⓨ䆆㗙ⓨ䆆ᯊ ᠔᳝̍䖭ѯ䛑ৃҹ䗮䖛ᡩᕅᬒࠄ䫊ᐩϞկܼ⧁㾖ⳟǄ䆒ⱘ䜡㕂⾡ḋˈ

Ԛ䗮ᐌ䛑䳔㽕᳝ϔৄৄᓣ䅵ㅫᴎヨ䆄ᴀ⬉㛥ᑊϢ᭄ᡩᕅҾ䖲Ǆབᵰヨ䆄ᴀ⬉㛥Ϣᡩᕅ

Ҿѻ㞾ϡৠᑈҷˈ᳝ᯊৃ㛑Ӯߎ⦄䆒ϡݐᆍⱘ䯂乬Ǆⓨ䆆ᓔྟПࠡ㽕ᇍ䆒䖯㸠Ẕ⌟ˈ

䖭ϔ⚍ᕜ䞡㽕Ǆ߮ᓔྟՓ⫼ PPT ᯊˈজ㽕䖲䆒ˈ䖬㽕䇗ߎڣˈ䖭ѯϧϮᡔᴃⳟԐ䍙

Тⓨ䆆㗙ⱘ㛑ˈৃϔ↉ᯊ䯈䖛ৢˈⓨ䆆㗙֓ӮҢᆍ偒偁ˈᑊᥠᦵ㾷އ䯂乬ⱘᡔᎻǄ 
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᭄ᡩᕅᴎ 

The software will also generate a variety of documents that can be used as handouts or as the 

basis for annotated speakers notes. It is advisable to attend training to learn how to develop 

computerized presentations. The training will cover how to design the layout, select fonts, insert 

illustrations, draft text and specify the speed and delivery of the text on the screen. When 

developing presentations you can select from a broad range of backgrounds, fonts, styles and 

formats. The software, particularly Microsoft PowerPoint, provides some of these and you can 

also customise to use company logos or personal favourite clip art, etc. Unless you have access to 

designer input, it is best to keep computer based presentations as simple as possible. One big 

advantage of computer-based presentations over the other two techniques is that you can change 

the presentation very easily and there is no 

need to change a hard copy unless you are 

providing the software generated handouts. 

ⓨ⼎䕃ӊৠᯊ䖬⫳៤ᕜϡৠ⾡㉏ⱘ

᭛ӊˈৃ ҹ⫼䆆Н䌘᭭Ўᇍⓨ䆆ݙᆍ

䅵ㅫᴎⓨ⼎ⱘヨ䆄⊼䞞ⱘձǄᓎ䆂খخ

䆁Ǆ䆁ࣙᣀབԩ䆒䅵Ꮧሔǃ䗝ᢽᄫԧǃᦦܹ⠛ˈ䍋㤝᭛〓ᑊ䆒ᅮሣᐩϞሩ⼎ⱘ䗳ᑺ

ᮍᓣǄᔧࠊⓨ⼎᭛〓ᯊˈৃҢЄᆠᔽⱘ㚠᱃䆒䅵ǃᄫԧǃḋᓣḐᓣЁ䖯㸠䗝ᢽǄ䖭

㉏䕃ӊˈᇸ݊ᰃᖂ䕃ⱘ PPTˈЎⓨ⼎᭛〓ⱘࠊᦤկњ⾡䗝ᢽˈⓨ䆆㗙гৃᦦܹ݀ৌᷛ䆚

䗝⫼ϾҎ୰⠅ⱘ࠾䌈⬏ㄝ䖯㸠㞾ᅮНǄ䰸䴲᳝ᴎӮ㦋ᕫ䆒䅵Ҏਬⱘᐂˈ᳔ དՓ䅵ㅫᴎⓨ

⼎ሑৃ㛑ㅔऩᯢњǄ䅵ㅫᴎⓨ⼎Ϣ݊Ҫϸ⾡ᡔᴃⳌ↨ˈ᳔ ⱘད໘ᰃৃ䕏㗠ᯧВഄᇍⓨ⼎〓

䖯㸠ׂᬍ㗠ϡᖙׂᬍ⹀ᣋ䋱ˈ䰸䴲㽕ᦤկ⬅䕃ӊ⫳៤ⱘᠧॄᴤ᭭Ǆ 

Look at the tips provided for OHP design above for guidelines to help produce effective and 

professional presentations. 

খ㾕ࠡ䴶᳝݇催ᇘᡩᕅ㛊⠛ⱘ䆒䅵ᡔᎻˈᇍ⫳៤᳝ᬜϧϮⱘⓨ⼎᭛〓ϡ᮴㺼ⲞǄ 

 

Objects, pictures or documentation which is handed around the class but which do not 

constitute a handout 

It can be useful to circulate objects around the class to illustrate a point the speaker is making. 

Examples of this technique are: 
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1) Mouldy records (sealed in a plastic bag) in a preservation management class 

2) An old hard drive in a digital records management class 

䆆Н䌘᭭Пˈկ⧁㑻Ӵ䯙ᅲ⠽ǃ⠛᭛ӊ 

䇒ූϞӴⳟᅲ⠽ˈॄ䆕ⓨ䆆㽕⚍ˈӮ䴲ᐌ᳝ⲞǄ 

 
Ā᭛ӊϢḷḜㅵ⧚ā䇒ූস᭛кሩ㾜˄2012˅⥟ع/ᨘѢЁҎ⇥ᄺ 

Ancient archives handed around the Records and Archives Management class 
Renmin University of China, 2012, photograph by Jian WANG 

 

䖤⫼ℸᮍ⊩ⱘ⼎՟˖ 

�˅ֱᄬㅵ⧚ⱘ䇒ූϞৃӴⳟথ䳝ⱘ᭛ӊ˄ᇕ㺙ล᭭㹟ݙ˅̠                                     

2˅᭄ᄫ᭛ӊㅵ⧚䇒ූϞৃӴⳟᮻ⹀Ⲭ偅Ǆ 

A similar technique is to circulate examples of documentation when either there is either too 

much or it is inappropriate to make copies for everyone. Photos, catalogues and books also lend 

themselves to this treatment. 

㉏Ԑⱘخ⊩䖬᳝ ᔧ̍᭛⤂ⱘḋᴀϡᅰЎ↣ԡᄺਬ䛑ॄϔӑⱘᯊˈৃ ҹӴ䯙᭛

⤂ḋᴀᴀ䑿Ǆ✻⠛ǃⳂᔩк㈡г䗖Ѣ䖭⾡ᮍᓣǄ 

Remember that individuals will be focusing on the circulated item at different times and may 

miss some of the accompanying lecture - it can be more effective to leave them out for students to 

examine during a break. 
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䆄ԣ ⬅̍Ѣ↣ᄺਬӮϡৠᯊ䯈ᇚ⊼ᛣᬒ㹿Ӵ䯙ⱘϰ㽓Ϟ 䖭̍ḋৃ㛑ӮՓҪӀ䫭䖛

ϔѯᔧᯊ䇒Ϟℷ䆆䗄ⱘݙᆍ——ᇚӴ䯙ḋᴀ⬭ᕙᄺ⫳ӥᙃᳳ䯈㾖ᆳৃ㛑Ӯ᳝ᬜǄ 

Other teaching aids 

There are many different types of teaching aids and it is possible that you will invent a few 

unique kinds of your own. The examples given here are intended as an introduction rather than an 

exhaustive list. 

݊Ҫᬭ䕙Ꮉ 

ᬭ䕙Ꮉ⾡ḋ ⓨ̍䆆㗙гৃҹ߯䗴߿ߎϔḐⱘᬭǄ䖭䞠㒭ߎⱘ՟ᄤᮼЎҟ

㒡㗠ϡᰃ߫ߎ䆺ሑⱘ⏙ऩǄ 

1) Resource packs and handbooks 

A resource pack is a collection of documents which supports the teaching or training. It is 

best to present them in a labelled folder. A handbook is also a collection of supporting documents 

but the material is bound together in a book. They are both integrated and comprehensive so that 

the learner has all the materials together. It differs from a set of handouts in that the material is all 

given out at once, usually at the beginning of the training. It may also contain information on 

subjects not covered in the classroom sessions. 

1˅៤༫༫᭭ݠ 

៤༫䌘᭭ᰃᣛ䕙ᬭᄺ䆁ⱘ᭛ḷ䲚ড়Ǆ៤༫䌘᳔᭭དᬒ䌈᳝ᷛㅒⱘ᭛ӊ།Ёᦤկ

㒭ᄺਬǄݠгᰃϔ⾡䕙᭛ḷⱘ䲚ড়ˈ᠔᳝ᴤ᭭ഛ㺙䅶៤ݠǄ៤༫䌘᭭ݠϸ㗙䛑ᰃ㒣

䖛䲚៤ᭈড়ⱘˈ᠔䳔䌘᭭ˈϔݠǄϡৠѢ≹≹ᢝᢝߚথⱘ䇒ූ䆆Нˈ៤༫䌘᭭ݠ

䗮ᐌᰃ䆁ᓔྟᯊϔᗻߚথǄ䖭ѯ䌘᭭Ёৃࣙ䇒ූϞ≵᳝䆆ࠄⱘᶤѯ⾥Ⳃⱘⶹ䆚Ǆ 

2) Videos, DVDs and audio tapes 

Videos, DVDs and audio tapes can be useful ways of reinforcing, introducing or filling in 

detail on the subject being taught. These can be shown to the class as substitute for a lecture or 

presentation and used exactly the same way with the participants free to take notes as they choose. 

They can also be used more interactively as follows: 

üüthey can be used in conjunction with an exercise sheet which requires the class to fill in 

details from the visual/aural experience 

üütime is allowed for discussion before and/or after the showing 
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2˅ᔩڣᏺǃDVD ᔩ䷇ᏺ 

 

ᔩڣᏺ 

 

DVD 

 
ᔩ䷇ᏺ 

ᔩڣᏺǃDVD ᔩ䷇ᏺᰃᇍ䆆ᥜⱘݙᆍ䖯㸠ᔎ࣪ǃ䆆㾷㸹ܙ㒚㡖ⱘ᳝ᬜᮍ⊩Ǆৃ

Ў䆆䇒ⓨ⼎ⱘ᳓ҷ㗠䇒Ϟ᪁ᬒǄᄺਬৃҹᅠܼڣ䇒ⓨ⼎ᯊϔḋ ᅠܼ̍Џഄއᅮᰃ৺

㽕䆄ヨ䆄Ǆ䖭ѯᔩڣᏺǃDVD ᔩ䷇ᏺгৃҹϟ߫ѦᗻᔎⱘᮍᓣՓ⫼˖ 
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üüৃϢ㒗д乬㒌ϔ䍋Փ⫼ˈ㽕∖ܼ⧁ḍⳟࠄǃࠄⱘݙᆍˈ฿ܙ䆺㒚ⱘݙᆍֵᙃ  

üü᪁ᬒПࠡǃПৢܕ䆌⬭ߎ䅼䆎ⱘᯊ䯈 

3) Document cleaning packs 

A document cleaning pack containing a mask, rubber gloves, plastic eraser, paint brush, 

duster etc. can be used to demonstrate simple document cleaning techniques. 

3˅᭛ӊ⏙⋕⫼ࣙ 

᭛ӊ⏙⋕⫼ࣙࣙᣀষ㔽ǃ‵㛊༫ǃล᭭‵Ⲃǃ⊍ⓚࠋǃᢍᏗㄝৃ⫼Ѣㅔऩⱘ᭛ӊ⏙

⋕ᮍ⊩ⱘ⼎㣗Ǆ 

 

⏙⋕ষ㔽 

 

‵㛊༫ 

 

 

⊍ⓚࠋ 
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4) Role-playing 

Role-playing is where members of the class are given a part or character to play in a fictional 

situation. This can be completely free-form where everyone can invent their view-point for 

themselves. It can be more effective if the trainer devises a detailed script. The objective is for the 

class to think about the subject in a real life situation and is particularly effective if focused on 

areas of conflict within and between teams 

for example relationships between 

archivists / records managers and IT 

specialists. 

4˅㾦㡆ᡂⓨᬭᄺ⊩ 

㾦㡆ᡂⓨᬭᄺ⊩ᰃ䅽ᄺਬ㰮ᵘⱘ

ᚙމϟᡂⓨ᠔㒭ќⱘϔϾ㾦㡆Ҏ⠽Ǆ䖭

ᰃϔ⾡ᔶᓣᅠܼ㞾⬅ⱘǃ↣ϾҎ䛑ৃҹҢ

㞾䑿ⱘ㾚㾦䖯㸠㰮ᵘⱘᡂⓨǄབᵰ䆁ᬭ

Ꮬ㛑䆒䅵ϔϾ䆺㒚ⱘ࠻ᴀৃ㛑Ӯ

᳝ᬜǄᴀᬭᄺ⊩ᮼ䅽ܼ⧁ᄺਬᗱ㗗᳝݇

⦄ᅲ⫳⌏⦃๗Ёⱘ䯂乬 བ̍ᵰ㛑䲚Ё㗗㰥

ಶ䯳ݙಶ䯳П䯈ⱘކさˈ↨བ䇈ḷḜ

ֱㅵਬ/᭛ӊㅵ⧚㗙ϢֵᙃᡔᴃϧᆊП

䯈ⱘ݇㋏ˈᇚӮ⡍᳝߿ᬜǄ 

 

Examples of publications which can be used as teaching aids 

Chapter Three of Selected Essays in Electronic Recordkeeping in Australia, edited by Judith 

Ellis (published by the Australian Society of Archivists, 2000), “Imperatives for Effective 

Recordkeeping a Two Act Play” by Helen Smith, is a very good example of a published role-play 

which illustrates the dynamics between the various organisational interests and players in 

corporate records management. 

ৃ⫼Ѣᣛᇐᬭ䕙Ꮉⱘߎ⠜⠽ᅲ՟ 

⬅ᴅ䖾ᮃg߽ᮃ˄ Judith Ellis Џ˅㓪˄ ▇߽ѮḷḜᎹ㗙णӮߎ⠜ 2̍000 ᑈ ⱘ˅ǉ▇

᭛к໘⧚ᢳ䇒˄2008˅⥟ع/ᨘѢЁҎ⇥ᄺ
Role-playing, Renmin University of China, 2008, 

photograph by Jian WANG 
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߽Ѯ⬉ᄤ᭛ӊֱㅵ᭛䗝Ǌⱘϝゴ˗⬅⍋Ӻgᆚᮃ˄Helen Smith˅㓪ݭⱘǉঠᐩ࠻˖᳝

ᬜഄㅵ⧚᭛ӊᖙ㸠ǊᰃϮᏆথ㸼ⱘ᳝݇㾦㡆ᡂⓨᬭᄺ⊩ⱘ㣗՟ 䇈̍ᯢњ⾡ᴎᵘ߽ⲞϢ

ӕϮḷḜㅵ⧚ҎਬП䯈ⱘব࣪݇㋏Ǆ 

Preservation Management of Digital Materials, by Maggie Jones and Neil Beagrie (published 

by Resource/LMA, UK, 2001) contains the “decision tree for selection of digital materials for long 

term selection” which can be used as the basis of a learning exercise to help participants recognize 

and apply components in a digital preservation strategy. 

⬅呺⧾g⨐ᮃ˄Maggie Jones˅ሐᇨg↨Ḑ˄Neil Beagrie˅᪄ݭⱘǉ᭄ᄫ䌘᭭ⱘֱ

ᄬㅵ⧚Ǌ˄ 䌘⑤/LMA ⠜݀ৌˈ㣅ˈ2001ߎ ᑈ˅ࣙᣀⱘĀ䗝ᢽ᭄ᄫ䌘᭭Ў䭓ᳳֱᄬ䗝乍

ⱘᷥᔶއㄪāˈৃҹ⫼ᄺд䆁㒗ⱘ⸔ˈҹᐂᄺਬ❳ᙝᑨ⫼᭄ᄫֱᡸ⬹㽕㋴Ǆ 

The US National Institute for the Conservation of Cultural Property produced the 

“Emergency Response and Salvage WheelTM” which can be used as the basis for an exercise 

around the various prevention and response measure that organisations need to have in place for 

disaster preparedness. 

㕢ᆊ᭛࣪স䗍ֱᡸⷨお᠔ࠊⱘĀ㋻ᗹᚙމᑨᇍϢᡶᬥ䕀Ⲭᶹ䆶㸼āৃ Ўᴎᵘ

ⓨ㒗⾡♒ᆇ乘䰆Ϣᑨᇍᮑⱘ⸔ˈ䳔㽕ޚህ㒾Ǆ 

 

8. Assessment 

Assessment is the process by which you and the class judge their existing knowledge and 

also their increased skills and awareness of the training subject matter as a result of the course. 

8. 䆘߸�

䆘߸ᰃ⬅䆁ᬭᏜܼ⧁ᄺਬ䆘ᅮ㞾䑿⦄᳝ⶹ䆚ⱘ䖛 ̍ЎᭈϾ䇒ⱘ៤ᵰ г̍ᰃ߸

ᮁ㞾䑿њાѯᡔ㛑ᇍ䆁Џ乬ݙᆍᛳᙳⱘ䖛Ǆ 

Pre-training assessment 

It can be useful (but not always possible) to have participants fill out a questionnaire prior to 

training which will give you as the trainer some background information on the class’ knowledge 

and experience in the field. This can also be helpful for participants in beginning to prepare for the 

training. The kind of questions to ask are: 

1) Name 
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2) Grade 

3) Current job 

4) General responsibilities 

5) How long in Records/Archives Management 

6) Qualifications 

7) Details of previous training courses attended 

8) Why they are attending this training 

9) What they hope to gain from this training 

10) Any other comments 

䆁ࠡ䆘߸ 

䆁ࠡ䅽ᄺਬ฿ݭ䯂ोӮक᳝ߚ⫼˄ᑊϡᘏᰃ᳝⫼ Ǆ˅䯂ोᇚӮЎ䆁ᬭᏜᦤկܼ⧁

ᄺਬ䆹乚ඳᏆ㒣ⱘⶹ䆚㒣偠ⱘ㚠᱃ֵᙃǄৠᯊ г᳝̍Ѣᄺਬ䆁ӞྟخདޚǄ

䆘߸䯂ोࣙᣀ˖ 

1) ྦྷৡ 

2) 㑻߿ 

3) ⳂࠡⱘᎹ 

4) ᴀ㘠䋷 

5) ᭛ӊǃḷḜㅵ⧚乚ඳᎹњ䭓ᯊ䯈 

6) 䌘ग़ 

7) ҹࠡখ䖛ⱘ䆁䇒䆺ᚙ 

8) Ўԩখᴀᳳ䆁 

9) ᳳᳯҢᴀᳳ䆁ЁᕫࠄҔМ 

10) ݊Ҫ䇈ᯢ 

Participant self-assessment 

Another useful form of assessment is participant self-assessment. This can be done in a 

variety of ways. You might provide a more general questionnaire for participants to assess how 

much they know about given topics to be tackled during the training. You can leave space for them 

to return to it after the training and rate their increased knowledge. Another approach is to begin 

the training with a set of questions or a quiz, allowing the class time to answer the questions or 

examine the problems set. You can then go through it when they have completed it and they can 
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assess for themselves what they knew before and after. 

ᄺਬ㞾៥䆘߸ 

ϔ⾡क᳝ߚ⫼ⱘ䆘߸ᮍᓣᰃ⬅ᄺਬخ㞾៥䆘߸ˈৃ 䞛⫼⾡ᮍᓣǄ䆁ᬭᏜৃҹЎᄺ

ਬᦤկ䕗Ўܼ䴶ⱘ䯂ो䇗ᶹ ߸̍ᅮᄺਬ䆁ᳳ䯈ᇍ᠔㽕ᄺࠄⱘ⡍ᅮЏ乬њ㾷ᇥǄৃ ҹ

䯂ोϞ㒭ᄺਬ⬭ⱑˈ⫼Ѣ㞾៥䆘Ӌˈⳟⳟࠄᑩњᇥⶹ䆚ˈ䆁㒧ᴳৢᇚ䯂ोᬊಲǄ

ϔ⾡ᮍ⊩ᰃ䆁ϔᓔྟᯊህᦤߎϔ㋏߫䯂乬ˈ㽕∖ᄺਬಲㄨˈ䖯㸠ᇣ⌟偠ˈᑊ⬭ߎᯊ

䯈㾷ㄨ䖭ѯ䯂乬ᇍ᠔᳝䯂乬䖯㸠ߚᵤ㾷ㄨǄᔧᄺਬᅠ៤䯂ㄨᇣ⌟偠Пৢ ᬭ̍Ꮬৃҹ䗤乬

䆆㾷ˈᄺਬৃℸ㞾៥䆘߸ˈⳟⳟ㗕Ꮬ㾷ㄨПৢ㞾Ꮕᥠᦵњાѯᮄⱘⶹ䆚Ǆ 

Feedback on class exercises 

During the course of the training it is likely that you will set the class some tasks to work on 

their own or in groups. It is very important that when the class reports back the trainer gives 

considered and useful feedback. The participants have spent time on the activity, may have been 

uncertain as to their ability to tackle the problem and will be looking for reassurance, and tips for 

improvement from the trainer. Usually the class will feed back orally, if they are in groups each 

group will have chosen a spokesperson. They may or may not provide a visual aid such as a 

flipchart sheet. When listening to the presentation look for the following: 

1) Has the group answered the question? 

2) Have they covered all aspects of the problem set? 

3) What was particularly strong in their presentation? 

4) What have they missed out or what could be better? 

ᇍ䇒㒗дⱘড作ᛣ㾕 

䆁䖛Ёˈᕜৃ㛑䳔㽕ЎܼԧᄺਬᏗ㕂ϔѯ䳔⣀ゟᅠ៤ҹᇣ㒘Ўऩԡᅠ៤ⱘӏ

Ⲟⱘড作ᛣ㾕ᰃ䴲ᐌ䞡㽕ᗱ❳㰥ǃ᳝᠔⏅ߎǄᔧܼ⧁∛ᯊˈ䆁ᬭᏜ䩜ᇍ∛ˈᦤ

ⱘǄᄺਬℸ㉏⌏Ё㢅䌍њ㊒ˈ⬅Ѣ໘⧚䯂乬㛑᠔䰤ˈৃ㛑䖬᳝ϡ⹂ᅮП໘ˈ䳔㽕Ң

䆁ᬭᏜ䙷䞠ᇏᡒ⍜䰸⭥㰥ⱘㄨḜǃᬍ䖯䯂乬ⱘち䮼Ǆ䗮ᐌܼ⧁∛ҹষ༈ᮍᓣ䖯㸠ˈབᵰ

Ϯᰃҹᇣ㒘Ўऩԡᅠ៤ⱘ ⬅̍↣Ͼᇣ㒘䗝ᢽϔৡҷ㸼থ㿔Ǆৃ ҹ㗗㰥׳䇌བᣖ㒌ᵓㄝৃ

㾚࣪ᬭ䕙ᎹǄؒⓨ䆆ᯊˈ䆁ᬭᏜᳳᳯҢЁথ⦄˖ 

1) ᇣ㒘∛ᰃ৺ಲㄨњᑨㄨⱘ䯂乬˛ 

2) ᰃ৺⍝ঞ᠔᳝䯂乬ⱘϾᮍ䴶˛ 

3) ∛ⓨ䆆Ёᰃ৺ᰒ⦄ߎ⡍߿ⱘ䭓໘˛ 
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4) ᰃ৺䖬᳝䘫ⓣৃҹᬍ䖯ⱘഄᮍ˛ 

When the presentation is over, you might ask the class to give their views before adding your 

own comments. It is extremely rare that you will find nothing to say and you should try to spend 

an equal amount of time commenting on all presentations. 

ᔧ∛ⓨ䆆㒧ᴳৢ ᬭ̍Ꮬᦤߎ㞾Ꮕⱘ䆘䆎ᛣ㾕Пࠡˈৃ ҹ㽕∖ܼ⧁ᄺਬܜ㒭ߎ㞾ⱘ

㾖⚍Ǆ䆁ᬭᏜ᮴䆱ৃ䇈ⱘᚙމ䗮ᐌϡӮߎ⦄ˈԚᑨᇍ᠔᳝ⱘⓨ䆆㗙ϔ㾚ৠҕˈ㢅䌍ৠ

ㄝᯊ䯈䖯㸠䆘䆎Ǆ 

Assessment by trainers 

Although formal assessment is rare in the kind of training addressed in this Pack, it may 

occasionally be necessary to give detailed assessment on individual participants. If the assessment 

is for every participant as part of an accredited course, you should follow any guidelines given by 

the parent institution. In general it is advisable to develop some sort of marking schema for written 

work or oral presentations and to read through or listen to and assess each piece of work according 

to the same criteria. If the assessment is more informal, be honest in your comments — note 

where the work is good and suggest improvement where it is weak or there are gaps. 

⬅䆁ᬭᏜ䖯㸠䆘߸ 

ᴀ䫺ಞ⍝ঞⱘⳌ݇䆁Ё ℷ̍ᓣⱘ䆘߸ᑊϡᐌ⫼ া̍ᰃيᇨᖙ㽕ᯊᇍϾ߿ᄺਬߎخ

䆺㒚ⱘ䆘߸Ǆབ㋏䩜ᇍᄺߚ䇒ᇍ↣Ͼᄺਬ䖯㸠䆘߸ˈ߭ᑨ䙉ᕾϞ㑻乕থⱘ䆘Ԅ߭ޚǄϔ㠀

ᴹ䇈ˈ䗖ᅰᇍк䴶Ϯǃষ༈ⓨ䆆ǃ㊒䇏㒗дࠊ䅶䆘߸ᮍḜˈᇍ↣Ϯⱘ䆘߸ᑨ䙉

ᕾⳌৠⱘᷛޚǄབ㋏䴲ℷᓣ䆘߸ˈг㽕䆆おᅲџ∖ᰃ˖ᣛߎϮདા䞠ǃᓎ䆂ᬍ䖯ⱘϡ䎇

П໘ˈᇮᄬાѯᏂ䎱Ǆ 

 

9. Evaluation 

Evaluation is where the participants and trainers are required to judge the quality and success 

of the training. 

It is essential that the trainer receives feedback from participants on the effectiveness of the 

course. It is also important for participants to have the possibility to raise concerns, make 

suggestions and reflect on what they have learnt. Evaluation helps the trainer to refine and 

improve the designˈcontent and delivery on a regular basis. 
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9.�䆘Ԅ�

䆘Ԅᰃᣛ㽕∖ᄺਬ䆁ᬭᏜ߸ᮁ䆁ⱘ䋼䞣おコབԩǃᰃ৺៤Ǆ 

䆁ᬭᏜপᄺਬᇍ䇒᳝ᬜᗻⱘড作ֵᙃ㟇݇䞡㽕Ǆৠḋ䞡㽕ⱘᰃ 㽕̍䅽ᄺਬ᳝ᴎӮ

ᦤߎ㞾Ꮕ݇⊼ⱘ䯂乬ǃ㒭ߎᓎ䆂ˈҹঞডᗱ᠔ᄺࠄⱘϰ㽓Ǆ䆘Ԅ᳝Ѣ䆁ᬭᏜ㒣ᐌᇍ㞾Ꮕ

ⱘ䆁䅵ߦǃ䆁ݙᆍᥜ䇒ᮍᓣ䖯㸠ᅠᬍ䖯Ǆ�

General impressions in the training room 

As you gain experience as a trainer you will be able to tell from the behaviour of your 

participants and the group dynamics whether or not the training is effective. For example, if the 

group is asking a lot of relevant questions, offering their own experiences and problems and/or 

participating actively in 

the exercises and set tasks, 

this indicates that they are 

enjoying the training - 

and therefore are 

probably finding it useful 

and relevant. Often 

participants who feel they 

have benefited from the 

training will say 

something to the trainers 

as they leave the room - 

even a mere thank you 

implies that the participant has appreciated the experience! 

䆁ᬭᅸݙⱘᘏԧᛳ㾝 

   䱣ⴔ㒣偠ⱘ⿃㌃ ̍䆁ᬭᏜৃҢᄺਬⱘϾҎ㸠ЎВℶᇣ㒘㸠ЎϞ߸ᮁߎ䆁ᰃ৺᳝ᬜǄ

՟བˈབᵰᇣ㒘៤ਬ䆶䯂ᕜߛ乬ⱘ䯂乬ǃߚѿ㞾Ꮕⱘ㒣偠䘛ࠄⱘ䯂乬ˈ⿃ᵕখϢ㒗дҹ

ঞ⹂ᅮ㞾ӏˈ䖭㸼ᯢҪӀℷѿফ䆁ˈ㗠ৃҹ䅸Ў䆁ᰃҸҎ⒵ᛣⱘˈߛড়ᄺਬ䳔

∖Ǆ㾝ᕫ㞾ᏅҢ䆁Ё᳝᠔ᬊⲞⱘᄺਬ䗮ᐌ⾏ᓔᬭᅸᯊ䛑Ӯᇍ䆁ᬭᏜ䇈ѯҔМ ા̍ᗩা

ᰃ䘧䇶ˈ㸼ᯢᄺਬЎ䆁号䇶ʽ�

ЁᆊḷḜሔݐ㘠ᬭᏜӏᬭ䌘Ḑ䆁⧁˄����˅⥟ᨘ�ع�
3DUW�WLPH�WHDFKHU�WUDLQLQJ�FODVV��6WDWH�$UFKLYHV�

$GPLQLVWUDWLRQ�RI�&KLQD��������SKRWRJUDSK�E\�-LDQ�:$1*�
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Planning written participant evaluations 

It is however important to collect more concrete and objective evidence about the training 

which can be used to improve and plan future training events. You will want to gain information 

on: 

1) The participants’ experience of the training including the various sessions, group work, 

venue and facilities 

2) The participants’ assessment of the relevance of the training to them 

3) The effectiveness of the training in the participants’ experience 

4) The participants’ further training needs 

5) Whether the training has met any learning aims stated in the pre-course literature 

⬅ᄺਬߎخⱘк䴶䆘Ԅ 

ϡ䆎ᗢḋˈᬊ䲚᳝݇䆁䆺ᅲǃᅶ㾖ⱘॄ䆕ᴤ᭭ᕜ䞡㽕ˈ䖭ѯ߁䆕ৃ⫼Ѣᬍ䅵ߦ

ᴹⱘ䆁⌏Ǆ䳔㽕ᕫࠄϟֵ߫ᙃ˖ 

1) ᄺਬᇍѢ䆁ⱘԧ偠ˈࣙᣀϾ䆁ऩܗˈᇣ㒘Ϯˈഎഄ䆒ᮑㄝϾᮍ䴶˗ 

2) ᄺਬᇍϢ݊Ⳍ݇ⱘ䆁ߎخ䆘Ԅ˗ 

3) ҹᄺਬ㞾䑿ⱘԧ偠ᇍ䆁ᬜᵰߎخ䆘Ӌ˗ 

4) ᄺਬ䖬᳝ાѯ乱ⱘ䆁䳔∖˗ 

5) 䆁ᰃ৺⒵䎇䇒ࠡᅷӴક᠔䗄ⱘܼ䚼ᄺдⳂᷛǄ 

Timing and length of evaluation 

In developing your evaluation form you need to take into consideration the fact that most 

participants will not wish to spend a long time filling it out. You should also decide whether a 

shorter evaluation completed by most participants before they leave the room is of more value 

over all than a more detailed one which participants take away and which a proportion never 

return to you. For short courses it is best to give the evaluation out at the end of the day so that it 

can be completed before participants leave. If the training course is spread over several days it can 

be a good idea to ensure that the participants have the evaluation form at the beginning of the 

course - and you could even give them time each day to complete a relevant portion. Evaluations 

work better for longer courses than short ones; it is as if the participants are prepared to spend a 

proportional amount of time on it. 
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䆘Ԅⱘᯊ䯈ᅝᥦঞᯊ䯈䭓ⷁ 

ᅮࠊ䆘Ԅ㸼ᯊ 㽕̍㗗㰥ϔϾџᅲ 䙷̍ህᰃখ䆁ⱘ᭄Ҏਬϡᜓᛣ㢅䌍ᕜ䭓ᯊ䯈

㸼ḐǄৠᯊ䖬ᑨ㗗㰥ݭ฿ ᰃ̟⬅ᄺਬ⾏ᓔᬭᅸПࠡ฿ݭᅠ៤䕗ⷁⱘ䆘Ԅ㸼Ḑ᳝Ӌؐ˛䖬

ᰃᇚϔӑЎ䆺㒚ⱘ㸼Ḑ䅽ᄺਬᏺ䍄฿᳝ݭӋؐ˛བᵰᏺ䍄ˈ᳝ ϔ䚼ߚ㸼Ḑৃ㛑∌䖰ᬊϡಲ

ᴹǄᇍѢⷁᳳⱘ䆁䇒ˈ᳔དᔧ䆁㒧ᴳᯊᇚ䆘Ԅ㸼ߚথϟএˈҹ֓ᄺਬ⾏ᓔПࠡ

㛑฿ݭᅠ៤Ǆབᵰ䆁䇒ᓊ㓁њ㢹ᑆ ⹂ֱ̍ᄺਬ䇒ᓔྟᯊᣓࠄ䆘Ԅ㸼Ḑ䕗Ў⧚ᛇǄ

䆁ᬭᏜ⫮㟇ৃҹ↣㒭ᄺਬϔ⚍ᯊ䯈ᴹᅠ៤ᔧⱘ䆘ԄǄ↨䍋ⷁᳳ䇒 ᇍ਼̍ᳳ䕗䭓ⱘ䇒

ߎخⱘ䆘ԄӮ᳝ᛣНˈ䖭ᕫⲞѢЎᄺਬᅝᥦњⳌᑨⱘᯊ䯈⫼Ѣ䆘ԄǄ 

What to include in the participant evaluation 

Here is a checklist of the various aspects of the training to be included in the evaluation: 

1) Whether the course aims, learning objectives, etc. were met 

2) Specific questions about the relevance of each session: whether the information 

conveyed was appropriate and adequate; whether it was delivered in an interesting or 

engaging manner 

3) How participants received and benefited from any significant piece of course work that 

was set 

4) Whether anything was missing from the training 

5) Quality and relevance of handouts 

6) Convenience of the venue 

7) Space afforded by the venue 

8) Temperature and air circulation in venue 

9) General impressions of venue (conducive to training, relaxed atmosphere, etc.) 

10) Quality of catering: on time, adequate, value for money 

11) If the participants have any further training requirements 

ᄺਬⱘ䆘ԄЁᑨࣙᣀાѯݙᆍ˛ 

ϟ䴶ᰃϔӑᇍ✻Ẕᶹ㸼ˈࣙᣀњ䆁Ёᑨќ䆘ԄⱘϾᮍ䴶˖ 

1) 䇒ⱘⳂⱘǃᄺдⳂᷛㄝᰃ৺ᕫࠄ⒵䎇˗ 

2) Ϣ↣Ͼऩܗ䇒Ⳍ݇ⱘԧ䯂乬 Ӵ̟ᥜⱘⶹ䆚ᰃ৺䗖ᔧܙ䎇 ᥜ̠䇒ᮍᓣᰃ৺᳝䍷

ᓩҎܹ㚰˗ 

3) ᄺਬᰃབԩҢ䇒ූᏗ㕂ⱘ᠔᳝䞡㽕ϮЁ㦋ᕫⶹ䆚ᑊফⲞ㡃ⱘ˗ 
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4) 䆁Ёᰃ৺᳝䘫ⓣⱘϰ㽓˗ 

5) 䆆Нⱘ䋼䞣བԩˈᰃ৺ߛ乬˗ 

6) 䆁ⱘഄ⚍ᰃ৺ᮍ֓˗ 

7) എഄ᠔ᦤկⱘぎ䯈ᰃ৺䗖ᅰ˗ 

8) എഄⱘ⏽ᑺᰃ৺ড়䗖ˈぎ⇨ᰃ৺⌕䗮˗ 

9) ᇍഎഄⱘᘏԧॄ䈵བԩ˄ࣙᣀᰃ৺᳝߽Ѣ䆁ⱘ䖯㸠ˈ⇨⇯ᰃ৺䕏ᵒㄝㄝ˅̠  

10) ᦤկⱘ令佂ક䋼བԩ˖կᑨᰃ৺ޚᯊˈЄᆠˈ⠽᳝᠔ؐ˗ 

11) ᄺਬᇍѢ䆁ᰃ৺䖬᳝䖯ϔℹⱘ㽕∖Ǆ 

It is up to you whether you decide the evaluation should be anonymous or not. Anonymity 

will give your participants the freedom to be frank in their comments and judgements and in any 

case usually the most positive evaluations are marked by the fact the participant has chosen to sign 

their comments. 

⬅䆁ᬭᏜ㞾㸠އᅮ䆘Ԅᰃ৺ᑨ䆹ओৡǄओৡ䆘ԄᇚӮ㒭Ϣᄺਬⱘ㞾⬅ˈৃ ҹഺ⥛

䆘䆎߸ᮁǄ✊㗠џᅲᰃˈϔ㠀᳔᳝ᓎ䆒ᗻⱘ䆘Ԅ䛑⑤Ѣᄺਬ㕆ৡথ㸼ⱘᛣ㾕Ǆ 

How to phrase questions to give qualitative responses 

It is possible to develop evaluation forms which ask for more subjective and free-form 

responses from participants, for example using open questions such as “What did you think of the 

session on archival description?” However, twenty responses to this question, each potentially 

giving a unique variation, can be hard to render into a useful overall judgement on the success of 

the session and what might be done to improve it. It is better to ask a clear question and request a 

judgement based on a scale of one to five or six. An example of this approach is given below: 

 

Session� Was the content useful and 

adequate? 

Was the content delivered in an 

interesting way? 

 Circle number which reflects your assessment 

Introduction and First Principles 1  2  3  4  5 1  2  3  4  5 

   

 KEY˖ 1. excellent; 2. Good; 3. OK; 4. Poor; 5. disappointing 
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ᦤ䯂䆹ᗢḋ䕲ᠡ㛑ᕫࠄᄺਬ催䋼䞣ⱘড作ᛣ㾕˛ 

ৃҹࠊᅮϔѯ䆘Ԅ㸼ḐˈҢᄺਬ䙷䞠䆶䯂ϔѯ䕗ЎЏ㾖ǃϨϡᔶᓣⱘড作ᛣ㾕ˈ՟བ

Փ⫼ᓔᬒᓣⱘ䯂乬ˈ ĀԴᇍḷḜ㨫ᔩ䖭䚼ߚ䇒᳝ҔМⳟ⊩āǄԚ؛བᇍℸ䯂乬᳝ 20 Ͼಲ

ᑨ ↣̍ϔϾಲ䛑ৃ㛑㒭ߎϡⳌৠⱘㄨḜˈ߭ ᕜ䲒ᇍ䇒ᰃ৺៤ҹঞᇍ䇒䞛পԩ⾡ᬍ

ᮑ᳝ߎخᬜⱘᭈԧ߸ᮁǄ᳔ ད䖬ᰃᯢ⹂ᦤߎ䯂乬 ᑊ̍㽕∖ձߚЎ 1 㟇 5  1 㟇 6 ⱘㄝ

㑻䗤ϔ߸ᅮǄҹϟᰃ䖭⾡خ⊩ⱘᅲ՟˖ 

䇒ऩܗ�  ˛ᆍ䆆㾷ᮍᓣᰃ৺ᓩҎݙ ˛ᆍᰃ৺᳝⫼ǃЄᆠݙ

 ডԴⱘ䆘Ԅᛣ㾕ⱘ᭄ᄫϞ⬏ 

ᓩ㿔ᴀॳ⧚ 1  2  3  4  5 1  2  3  4  5 

   

 ㄝ㑻˖1.Ӭ⾔˗2.㡃ད˗3.ϔ㠀˗4.Ꮒ˗5.ҸҎ༅ᳯ 

 

Follow-up for participant evaluations 

Whilst it is good practice to evaluate training, there is no point in wasting time collecting this 

sort of evidence if you are not going to act on the results. If the evaluations are mainly positive, 

there may not be much that you wish to change - although participant evaluations can be positive 

yet include good ideas for changes in content or amplification of material either in the sessions or 

handouts. You will need to exercise your own judgement about minority negative evaluations. 

Perhaps the minority have valid criticisms which you can address whilst maintaining the things 

that the majority have obviously appreciated. This is where a combination of participant written 

evaluation and your own assessment of the training experience is useful. 

 

ᇍᄺਬⱘ䆘Ԅᑨ䞛পⱘৢ㓁ᮑ 

㱑✊ᇍ䆁䖯㸠䆘Ԅᰃᕜདⱘخ⊩ Ԛ̍བᵰϡᠧㅫḍ䆘Ԅⱘ㒧ᵰ䞛পӏԩᮑ 䙷̍М

ህ≵᳝ᖙ㽕⌾䌍ᯊ䯈ᬊ䲚ℸ㉏߁䆕Ǆབᵰ䆘Ԅ㒧ᵰᰃℷ䴶ⱘˈ߭ 㸼ᯢ≵᳝ᇥഄᮍ䳔㽕

ᬍ䖯˗ሑㅵ᳝ѯᄺਬߎخⱘ䆘Ӌᰃℷ䴶ⱘˈ݊Ёৃ㛑гϡУᬍ䖯ܙᅲ䇒ǃ䆆Нᴤ᭭ݙᆍ

ⱘདЏᛣǄৠᯊ䖬䳔㽕䖤⫼㞾Ꮕⱘ߸ᮁᇍᇥ᭄䋳䴶䆘Ԅ䖯㸠߸ᮁ г̍䆌ᇥ᭄Ҏᦤߎⱘᡍ䆘

᳝Ӌؐˈᑨќ䞡㾚ˈৠᯊ㓈ᡸЎ᭄Ҏ᠔⿄䘧ⱘخ⊩Ǆ䖭гᰃᇚᄺਬⱘк䴶䆘ԄϢᬭᏜ

ḍ㞾䑿䆁㒣偠䖯㸠䆘ԄⳌ㒧ড়ⱘⲞ໘᠔Ǆ 
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Trainer evaluation 

It is also good practice for the trainer to evaluate the training. Even if you only take five 

minutes to reflect on the participant evaluations and your own assessment of the way the course 

has worked this can be used to adjust any future repeat of the training. If you have been 

commissioned to deliver the training, or of you need to report on your training activity you will 

want to put together a more structured breakdown of the course. 

⬅䆁ᬭᏜߎخⱘ䆘Ԅ 

⬅䆁ᬭᏜᇍ䆁ߎخ䆘Ԅгϡ༅Ў㡃ㄪǄાᗩা㢅䌍 5 ⱘ䆘Ԅߎخ䩳ⱘᯊ䯈ᇍᄺਬߚ

䖯㸠ᗱ㗗ˈᑊᇍ䇒䖯ߎخ㞾Ꮕⱘ䆘Ԅˈ䖭ѯ䛑᳝Ѣᇍᇚᴹৠḋⱘ䆁ߎخ䇗ᭈǄབᵰ

ԴᏆ㒣㹿ྨ⌒ᦤկ䆁 ̍㗙䳔㽕ᇍ㞾Ꮕⱘ䆁⌏ᘏ㒧ߚᵤˈ߭ 䳔㽕ᡞߚ㾷ⱘ䇒ߚᵤᭈ

ড়Ў㋏㒳ⱘߚᵤਞǄ 

Here is a checklist of the various elements you might want to include in a report on a training 

course: 

1) Administration: as this might have been managed by you or by another agency, it is 

good to report on whether the administration of the course was effective. This could 

include registration, advertising and pre-course information, housekeeping and support 

at time of training delivery etc. 

2) Course aims and objectives: here you will want to repeat the aims and objectives and 

report on how well they have been met both from your own assessment and from the 

evidence of the participants’ evaluations 

3) Programme: you should include the programme as it was delivered (probably this is 

better as an appendix), together with any relevant comments or explanation. You can 

note here any changes you would make in future as a result of the various evaluations. 

4) Course content: you will want to spend some time here going over the course content 

and commenting on how it worked on delivery together with the participants comments. 

This will need to be both specific to individual sessions and cover how the various 

session worked together as a whole. 

5) Guest speakers: if you have had guest speakers you will want to comment on their 

performance (again from your own assessment and the participant evaluations) and offer 

suggestions for change or improvement as appropriate. 
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6) Class participants/composition: here you would detail the numbers, places of work, 

general background and any other relevant information about the group you have 

trained. 

7) Participation levels: most training demands some level of participation or attention. You 

should note here your own impressions of how active the class has been. 

8) Participants’ evaluation: this is the most important bit of the report. Here you will 

summarise the evaluations, perhaps giving a statistical breakdown, and comment (if 

necessary or appropriate) on the returns. 

9) Any significant piece of course work: for longer courses you may have set a piece of 

work for participants to complete before the end. You should describe it here and add 

any relevant comment or assessment of your own. 

10) Handouts: again, the participants will have evaluated these but you should detail what 

you provided and add your own assessment and comments. 

11) Venue and catering: although the participants will have commented on this, your input is 

also useful — for example, you may not have had much choice in the venue or caterers 

12) Equipment: participants may not have been asked to comment on this but for you and 

the guest speakers the equipment and facilities in the training room are important. 

Comment on them here. 

ϟ䴶ᰃϔӑᇍ✻Ẕᶹ㸼ˈࣙᣀᑨ䆁䇒ਞЁ㗗㰥ⱘ⾡㋴˖ 

1) ㅵ⧚˖ϡ䆎⬅䆁ᬭᏜ㞾Ꮕˈ䖬ᰃ⬅݊Ҫᴎᵘᇍ䆁䇒䖯㸠ㅵ⧚ˈ䩜ᇍ䇒ㅵ⧚

ᰃ৺᳝ᬜߎݭਞᰃᕜ᳝Ⲟ໘ⱘǄਞৃࣙᣀ⊼ݠǃᑓਞᅷӴঞ䇒ࠡⱘᚙމҟ㒡ˈ

䆁ᯊⱘৢࢸㅵ⧚ֱ䱰ㄝᮍ䴶Ǆ 

2) 䇒ⱘⳂⱘⳂᷛ ̟ℸ໘㽕䞡⬇䇒ⱘⳂⱘⳂᷛ ᑊ̍ḍ㞾Ꮕⱘ䆘Ԅᄺਬⱘ

䆘Ԅᛣ㾕ᇍ䇒⒵䎇݊ⳂⱘⳂᷛⱘᑺߎਞǄ 

3) 䇒䅵ߦ˖ᑨ䆹ᇚ߮߮ᅠ៤ⱘ䆁ⱘ䇒䅵ߦ˄ৃ㛑᳔དЎϔϾ䰘ᔩ˅̍ 䖲ৠӏ

ԩ᳝݇䆘䆎ᛣ㾕㾷䞞䇈ᯢϔ䍋䰘ϞǄЎ⾡䆘Ԅⱘ㒧ᵰ ᇍ̍Ҟৢ䇒䅵ৃߦ㛑

 䛑ৃ䆄ᔩℸǄⱘӏԩᬍߎخ

4) 䇒ݙᆍ ̟䖭䚼ߚ㽕㢅䌍ϔѯᯊ䯈ᇍ䇒ⱘݙᆍݡҢ༈ࠄሒⳟϔ䘡 খ̍✻খ

䆁Ҏਬⱘᛣ㾕 ᇍ̍䇒ݙᆍⱘ䆆ᥜᬜᵰབԩߎخ䇈ᯢǄ᮶㽕ԧࠄ↣ϔऩ⣀ⱘ䇒

ऩܗˈজ㽕ᇍϾ䇒ऩܗЎϔϾᭈԧ䖤ⱘᬜᵰབԩߎخ䇈ᯢǄ 
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5) ⡍䙔Џ䆆Ҏ˖བᵰ䇋њ⡍䙔Џ䆆ҎˈᇍҪӀⱘ㸼⦄г㽕ᦤߎᛣ㾕˄ৠḋ㽕Ң㞾Ꮕⱘ

䆘Ԅᄺਬⱘ䆘Ԅܹ˅̍ ᑊᇍৃ㛑ߎخⱘ䗖ᔧবᬍ䖯ᦤߎᓎ䆂Ǆ 

6) খ䆁䇒ⱘҎਬ/㒘៤˖ℸ໘߫ߎখ䆁ⱘ䆺㒚Ҏ᭄ǃᄺਬⱘᎹഄ⚍ǃϔ

㠀㚠᱃ҹঞ݊ҪⳌֵ݇ᙃǄ 

7) খϢᑺ˖᭄ⱘ䆁䛑㽕∖᳝ϡৠᑺⱘখϢᗱ㗗Ǆৃḍ㞾Ꮕⱘॄ䈵ˈᇚ

䇒ූϞᄺਬⱘ⌏䎗ᑺ䆄ᔩℸǄ 

8) ᄺਬᇍ䆁ߎخⱘ䆘Ԅ 䖭̟ᰃਞЁ᳔Ў䞡㽕ⱘϔ⚍Ǆℸ໘㽕ᇍᄺਬⱘ䆘Ԅߎخὖ

ᣀˈг䆌䖬㽕㒭ߚߎ乍㒳䅵ˈᑊᇍᬊࠄⱘড作ᛣ㾕ߚߎخᵤ˄བᖙ㽕ৃ㸠ⱘ䆱 Ǆ˅ 

9) Џ㽕䇒Ϯ ᇍ̟Ѣᯊ䯈䕗䭓ⱘ䇒ᴹ䇈ˈৃ 㛑ӮЎᄺਬ䆒ᅮ㽕∖䇒㒧ᴳࠡᅠ

៤ⱘ䇒ϮǄᑨ䆹ℸ໘ᇍᏗ㕂ⱘ䇒Ϯߎخ䇈ᯢ ᑊ̍ᡞ㞾ᏅߎخⱘⳌ݇䆘䆎

䆘Ԅ⏏ࠄ䖭䞠Ǆ 

10) 䆆Нᴤ᭭˖ᄺਬгӮᇍ䆆Нߎخ䆘ԄˈԚ䆁ᬭᏜᑨ䆺㒚䇈ᯢ䛑ᦤկњાѯ䆆Нˈ

ৠᯊгᡞ㞾Ꮕᇍ䖭ѯ䆆Нⱘ䆘Ԅᛣ㾕⏏䖯এǄ 

11) എഄϢ令佂˖ᄺਬӮᇍℸথ㸼ᛣ㾕ˈ䆁ᬭᏜⱘᛣ㾕гϡᑨᗑ㾚ˈሑㅵ䗝ᢽഎഄ

ᡓଚᮍ䴶ˈ䆁ᬭᏜᑊ≵᳝ᇥ䗝ᢽⱘԭഄǄ 

12) 䆒˖ᄺਬৃ㛑ᇍℸ≵᳝㽕∖ᛣ㾕ˈԚᇍѢ䆁ᬭᏜ⡍䙔Џ䆆Ҏᴹ䇈ˈ

䆁ᬭᅸݙⱘ䆒䆒ᮑ䴲ᐌ䞡㽕Ǆᇍ䆒䆒ᮑⱘ䆘䆎ᛣ㾕ᑨ⏏ࠄℸ໘Ǆ 

 

10. Appendices 

10.1 Training definitions 

Assessment 

The trainer’s— and sometimes the participants’ judgement of individual existing knowledge 

and progress of those participating in the course. 

 

10. 䰘ᔩ�

10.1 ὖᗉ䞞Н�

䆘Ԅ 

䆁ᬭᏜˈ᳝ ᯊгࣙᣀᄺਬ ᇍ̍খ䆁䇒ⱘҎਬᏆ᳝ⶹ䆚পᕫⱘ䖯ℹߎخⱘ߸ᮁǄ 
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Brainstorming 

Group exercise where participants call out ideas to solve a specific problem or plan a 

particular project and the ideas are listed on a flip chart or whiteboard. Suggestions can be called 

out in any order; no explanations, justifications or comments are needed. 

༈㛥亢ᲈ 

ᣛϔ⾡ᇣ㒘㒗д Ў̍㾷އᶤϔ⡍ᅮ䯂乬㗙㾘ߦᶤϔ⡍ᅮⱘ䅵ߦ ᄺ̍ਬ㜅ষ㗠ߎ㸼䖒㞾

Ꮕⱘ㾖⚍ˈ᠔᳝ⱘ㾖⚍䆄ᔩᣖ㒌ᵓⱑᵓϞˈϡ乎ᑣˈ᠔᳝ᓎ䆂䱣ষ䇈ߎˈϡ䳔㽕ߎخ

ӏԩ㾷䞞ˈгϡ䳔㒭ߎ⧚⬅䆘䆎Ǆ 

Break-out groups 

Small groups which work on the same problem or different aspects of the same problem at 

the same time. On completion of the task each group reports back to the class so they can compare 

other groups’ ideas with their own and the trainer can give feedback. 

 㒘ߚ

Ў㾷އৠϔ䯂乬 ̍㗙ৠϔᯊ䯈㾷އৠϔ䯂乬ⱘϡৠᮍ䴶㗠ߚߦЎ㢹ᑆᇣ㒘Ǆᅠ៤

ӏৢˈϾᇣ㒘㽕ܼ⧁∛ˈᑊᇚ݊Ҫᇣ㒘ⱘ㾖⚍Ϣ㞾Ꮕⱘ㾖⚍ߎ↨䕗ˈৠᯊˈ䆁

ᬭᏜৃҹ㒭ќᛣ㾕ড作Ǆ 

Break-out rooms 

Rooms where smaller groups of the class can work without disturbing or being disturbed by 

others. 

ᇣ㒘⌏ᅸ 

Ўֱ䆕ܼ⧁ߚ៤ⱘ㢹ᑆᇣ㒘ৢѦϡᑆᡄᡄˈ㞾ߚ༈⌏ⱘぎ䯈Ǆ 

Buzz groups 

Informal short sessions where the students talk to the people next to them about a given topic. 

Usually used to break up a lecture or presentation. 

Јᯊᇣ㒘 

ᣛ䴲ℷᓣǃⷁ᱖ⱘϔϾᯊ↉ˈЈᑻᄺਬህᶤϔ㒭ᅮⱘ䆱乬䖯㸠Ѹ䇜Ǆ䗮ᐌ⫼ѢЁᮁ䆆䇒

ⓨ䆆Ǆ 

Case study 

Description of a real-life experience related to the field of study or training, used to make 

points, raise issues or otherwise enhance the participants’ understanding and learning experience. 
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These are particularly useful when no practical experience is possible within the course. 

Ḝ՟ߚᵤ 

ᇍϢᄺд䆁乚ඳЁⳌ݇ⱘᶤϔ⦄ᅲ㒣ग़ⱘᦣ䗄 ⫼̍ҹ䆕ᯢ䆎⚍ǃᦤߎ䯂乬݊Ҫ

ᮍ䴶ᔎᄺਬⱘ⧚㾷ᄺд㒣偠Ǆᔧ᮴⊩䇒ූЁপᕫᅲ䰙㒣偠ᯊˈḜ՟ߚᵤ⡍᳝߿⫼Ǆ 

Certificate 

A piece of paper or light card which documents that a student has attended a training course 

and/or records achievements in a course.  

䆕к 

䆄ᔩᄺ⫳খ䆁䇒ǃᅠ៤ᶤϔ䇒ⱘ㒌ᓴव⠛Ǆ 

Class activities 

Activities where the students actively participate to solve a problem, plan a project, etc. 

Serves to establish the students’ level of knowledge or reinforce learning. 

䇒ූ⌏ 

ᄺਬ⿃ᵕখϢ㾷އᶤϔ䯂乬䅵ߦᶤϔ乍Ⳃㄝㄝⱘ⌏Ǆ䇒ූ⌏⫼ᴹᦤ催ᄺਬⱘⶹ䆚

∈ᑇˈᎽᄺдᬜᵰǄ 

Course 

A series of lectures, training sessions or days that comprise a discrete learning package. 

䇒 

ϔ㋏߫ⱘ䇒ූᥜ䇒ǃϧ乬䆁ˈᑊᵘ៤ᣕ㓁᭄᮹ⱘऩ⣀ᄺдऩܗǄ 

Coursework 

Coursework is a piece of work set for participants to be completed during the time the 

training takes place. 

䇒Ϯ˄ᣛϢ䇒Ⳍ݇ⱘϮˈৃҹᰃϔ乍䆩偠ǃϔ㆛ⷁ᭛ˈ㗙ϔϾⓨ䆆Ǆᕫߚᇚ

䅵ܹⳌ݇䇒ⱘᘏ៤㒽ПЁǄüü䆥㗙⊼˅ 

䇒Ϯᰃϔ乍Ꮧ㕂㒭ᄺਬǃ䳔㽕䆁ᳳ䯈ᅠ៤ⱘᎹǄ 

Delivery 

The act of transferring the whole of the training to the participants — this covers the time in 

the classroom, not the design and preparation of the course. 

䆆ᥜǃᬭᥜ 

ᡞ䆁ⱘܼ䚼ⶹ䆚Ӵᥜ㒭ᄺਬⱘ㸠Ў——䆆ᥜা⍝ঞᬭᅸݙⱘᯊ䯈 ϡ̍ࣙᣀ䇒ⱘ䆒
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䅵ϢޚǄ 

Distance learning 

Learning where the trainer and the students are separated by distance and interact primarily 

by post, computer (e-mail, bulletin boards, Websites, Usenet groups, etc.), phone or a combination 

of these and other communication methods. 

䖰ᄺд 

ᣛ䆁ᬭᏜϢᄺ⫳ഄඳϞߚᓔⱘϔ⾡ᄺдˈЏ㽕䗮䖛䚂ӊǃ⬉㛥˄⬉ᄤ䚂ӊǃBBSǃ

㔥キǃ⬉ᄤᏗਞᷣ㋏㒳ㄝ ǃ˅⬉䆱Ϟ䗄ᮍᓣⱘ㒘ড়ˈҹঞ݊Ҫᮍᓣ䖯㸠ⳌѦѸ⌕Ǆ 

Education 

A systematic kind of instruction or intellectual and moral training designed to give 

participants a broad and/or deep understanding of the topics covered. Usually associated with 

children and young people.  

ᬭ㚆 

ϔ⾡㋏㒳ᗻⱘᣛᇐ㗙ᱎ䘧ᖋϞⱘ䆁 ᮼ̍Փᄺਬᇍ᠔⎉ⲪⱘЏ乬᳝ᑓ⊯ǃ⏅ࠏ

ⱘ⧚㾷Ǆᬭ㚆䗮ᐌ⍝ঞᄽᄤᑈ䕏ҎǄ 

Evaluation 

The participants’— and sometimes trainers’— assessment of the training course covering all 

aspects from catering and accommodation to course content and performance of the trainers. 

䆘Ԅ 

ᄺਬˈ᳝ᯊгࣙᣀ䆁ᬭᏜˈᇍ䆁䇒⍝ঞⱘ᠔᳝ᮍ䴶˄Ң令佂ԣᆓࠄ䇒ݙᆍ

䆁ᬭᏜⱘ㸼⦄˅ߎخⱘ䆘ԄǄ 

Experience 

Knowledge or skill resulting from actual observation or practice of event or technique. 

㒣偠 

Ңᅲ䰙ⱘ㾖ᆳ㗙Ңᶤϔџӊᡔᴃⱘᅲ䏉Ёᕫࠄⱘⶹ䆚ᡔ㛑Ǆ 

Expertise 

Expert opinion, skill or knowledge in the field. 

ϧᆊᛣ㾕 

ᶤϔ乚ඳЁˈϧᆊⱘ㾕㾷ǃᡔ㛑ⶹ䆚Ǆ 

Facilitated learning 
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Training characterized by students having a high degree of involvement in all aspects of their 

learning.The teacher’s role is facilitator and organiser providing resources and support. 

Participants learn with and from each other and set their own objectives.  

 ᇐᓣᄺд

ᣛҹᄺਬᄺдⱘᮍᮍ䴶䴶催ᑺখϢЎ⡍ᕕⱘ䆁ᮍ⊩ǄᬭᏜⱘ㾦㡆াᰃЎᇐ㗙

㒘㒛㗙ˈᇍᄺਬᦤկ䌘⑤ᐂǄᄺਬᕐℸⳌѦᄺдˈ䆒ᅮ㞾ᏅⱘᄺдⳂᷛǄ 

Facilitator 

Person who facilitates or eases and enables discussionsˈgroupwork, projects etc. May chair 

or choreograph entire training course or programme.  

 ᇐ㗙

ᣛᇐᄺਬ䅼䆎ǃᇣ㒘Ϯˈᐂ乍Ⳃ䅵ߦㄝᕫҹ乎߽䖯㸠ⱘҎਬǄᡓᢙЏᣕ㓪ᥦᭈϾ

䆁䇒䆁䅵ߦⱘ㘠䋷Ǆ 

Handout 

A hard copy text which supports, expands on, organises or otherwise provides follow up to a 

presentation or course. 

䆆Н䌘᭭ 

ᣛ᭛ᄫᠧॄ〓ˈᇍⓨ䆆㗙䇒ќҹᬃᣕǃᠽሩǃᭈ⧚ᔦ㒇㸹ܙⳌ݇ݙᆍǄ 

Individual learning 

Where learners plan and organise their own learning path, may be a mixture of attending 

classes and studying alone. 

Ͼԧ࣪ᄺд 

ᄺਬ㞾㸠㾘ߦǃ㒘㒛㞾Ꮕⱘᄺд䅵ߦˈৃҹᰃϞ䇒Ϣ㞾ᄺⳌ㒧ড়ⱘᮍᓣǄ 

Knowledge 

Theoretical or practical understanding of a subject or profession: an individual’s range of 

information on a topic 

ⶹ䆚 

ᇍᶤϔᄺ⾥ϧϮ⧚䆎ᅲ䰙ⱘњ㾷ˈϾҎ݇ѢᶤϔЏ乬ֵᙃⱘњ㾷㣗ೈǄ 

Learners 

People who place themselves in a position to learn from any form of training or education. 
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ᄺਬ 

ᇚ㞾䑿㕂Ѣӏԩᔶᓣⱘ䆁ᬭ㚆๗ഄⱘҎਬǄ 

Learning outcomes 

Set of stated objectives that should be achieved as an outcome of the training. 

乘ᳳᄺд៤ᵰ 

ϔ㋏߫Ў䆁ⱘ㒧ᵰᑨќᅲ⦄ⱘ᮶ᅮⳂᷛǄ 

Lectures 

Presentation delivered to a large number of learners by a teacher, usually 50–55 minutes of 

uninterrupted discourse from the teacher with no discussion, the only learner activity being 

listening and note-taking. 

䆆䇒ǃ䆆ᑻ 

⬅ϔԡᬭᏜ䴶ӫᄺਬ䆆ᥜⱘ䇒ˈབᵰᬭᏜϡ㒘㒛䅼䆎ˈϡЁᮁ䆆䇒ⱘ䆱ˈϔ㡖䇒

䗮ᐌЎ 50-55  ヨ䆄Ǆخⱘџাᰃ䆆خ䩳ˈᳳ䯈ᄺਬ㽕ߚ

On-the-job training 

Very practical training designed to give working participants either the necessary skills to 

carry out their job or to enhance their skills and knowledge to enable them to advance in their 

careers. 

㘠䆁 

ᣛ䴲ᐌ⊼䞡ᅲ䰙ǃᮼ㒭ќখ䆁ҎਬᓔሩᎹᖙⱘᡔ㛑ˈ㗙ᔎⳌᑨᡔ㛑ⶹ䆚ˈ

ҹ֓㘠Ϯ⫳⎃Ёᕫҹᰟछⱘ䆁Ǆ 

Participant 

Student, learner or other attendee of a training course. 

খ䆁ⱘҎਬǃᄺਬ 

ᣛখ䆁䇒ⱘᄺ⫳ǃᄺਬ㗙݊ҪখϢҎਬǄ 

Practitioner 

Person who is actively practising their profession.  

ᅲ䏉Ꮉ㗙ǃϧϮҢϮҎਬ 

⿃ᵕҢџⳌ݇ϧϮⱘҎਬǄ 

Presentation 

A focused talk, using visual aids, on a given subject to inform, instruct or persuade the 
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audience. 

ⓨ䆆 

ϔ⾡䞡⚍さߎǃ䩜ᇍᶤϔ⡍ᅮЏ乬ǃ߽⫼ৃ㾚࣪䕙䆒ЎӫᦤկֵᙃǃӴᥜⶹ䆚

㗙䇈᳡ӫফ䆆㾷ݙᆍⱘ䆆㾷Ǆ 

Profiling participants/learners 

The act of researching and assessing the constituency of possible learners for training or 

education.  

ᇍখ䆁ⱘҎਬ/ᄺਬ䖯㸠ߚᵤ 

ⷨお䆘Ԅৃ㛑ফ䆁ᬭ㚆ⱘᄺਬᅶ᠋㕸ⱘ㸠ЎǄ 

Sessions 

Discrete portion of a training programme dedicated to a delineated topic: can be a lecture, 

exercise or any other type of delivery. 

䇒ऩܗ 

䆁䅵ߦЁ⣀ゟⱘ䚼ߚˈջ䞡Ѣᶤϔ⡍ᅮⱘЏ乬˖ৃҹᰃϔ㡖䇒ǃϔ乍㒗д݊Ҫᥜ䇒

ᔶᓣǄ 

Skills 

Practiced ability or facility in doing something. 

ᡔ㛑 

ᣛҢџᶤџⱘᅲ䰙㛑ᠡ㛑Ǆ 

Small group work 

Tasks set by the trainer to be undertaken by the class divided into small groups. They may all 

be given the same or different tasks to do. 

ᇣ㒘Ϯ 

⬅䆁ᬭᏜᏗ㕂ⱘӏ ᇚܼ̍⧁ߚߦЎϔϾϾᇣ㒘ќҹᡓᢙǄᇍ䖭ѯᇣ㒘ৃᏗ㕂Ⳍৠ

ϡৠⱘӏǄ 

Speakers 

People who train or teach by delivering lectures or presentations. 

ⓨ䆆ҎǃᬭᏜ 

䗮䖛ᥜ䇒ⓨ䆆ᦤկ䆁ᬭᄺⱘҎਬǄ 
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Students 

Learners, but more often associated with those attending university or a longer course of 

study. 

ᄺ⫳ 

ᄺਬˈԚᐌᣛ䙷ѯখᄺ䇒㗙䕗䭓䇒ⱘᄺਬǄ 

Study 

To investigate or acquire knowledge of a subject in depth. 

ⷨお 

お㦋পᶤϔᄺ⾥⏅ሖⱘⶹ䆚Ǆ 

SWOT analysis 

Exercise to assess strengths, weaknesses, opportunities and threats offered by a situation or 

object. 

SWOT  ˅ᵤߚᵤ⊩˄ᔎǃᔅǃᴎǃॅߚ

ᇍᶤϔ໘๗џ⠽ⱘӬǃᔅǃᴎӮফࠄⱘ࿕㚕ߎخ䆘Ԅⱘ⌏Ǆ 

Syndicates 

See break-out groups 

ᇣ㒘 

খ㾕"ߚ㒘" 

Teach 

To transfer knowledge in a theoretical way, usually in a formal environment such as school or 

university. 

䆆ᥜǃᬭᥜ 

䗮ᐌᣛℷᓣⱘ⦃๗ЁӴ䗦⧚䆎ⶹ䆚ˈ↨བᄺ᷵ᄺǄ 

Teaching aids 

Items used in the classroom to aid teaching and training. May be visual aids or interactive 

tools. 

ᬭ䕙Ꮉˈᬭ 

ᬭᅸ䞠Փ⫼ǃ⫼Ѣ䕙ᬭᄺ䆁ⱘ᠔᳝⠽ક㺙㕂Ǆৃ ҹᰃৃ㾚࣪䕙䆒ѸѦ

ᓣᎹǄ 
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Teaching resources 

Anything used by teachers and trainers to develop into their own materials to use when 

delivering training, such as books, journals, Websites, bibliographies, databases, equipment, etc. 

ᬭᄺ䌘⑤ 

⬅ᬭᏜ䆁ᣛᇐҎਬҹ⫳៤䆁ᯊ㞾䑿Փ⫼ⱘ᠔᳝䌘᭭ˈ՟བкᴀǃᳳߞǃ㔥キǃ

খ㗗кⳂǃ᭄ᑧǃ䆒ㄝǄ 

Techniques 

Technical skills and methods to achieve a practical task. 

ᡔᴃ 

ᅠ៤ᅲ䰙ӏⱘᡔ㛑ᮍ⊩Ǆ 

Theory 

System of ideas and principles used to explain a practical occurrence or methodology. 

⧚䆎 

⫼Ѣ㾷䞞ᶤ⾡ᅲ䰙Ꮉᮍ⊩䆎ⱘᗱᛇॳ߭ԧ㋏Ǆ 

Train 

To transfer knowledge and skills that enable participants to carry out their work; tends to 

focus on job skills and awareness-raising. 

䆁 

ᄺਬӴᥜҢџ݊Ꮉ᠔䳔ⱘⶹ䆚ᡔ㛑ⱘ䖛 ̠䆁䞡⚍ᕔᕔջ䞡Ѣᦤ催Ꮉᡔ㛑

ᦤछᛣ䆚Ǆ 

Training aids 

See teaching aids 

䆁䕙ᬭ 

খ㾕“ᬭ䕙Ꮉ” 

Training materials 

Lecture notes, exercises, lesson plans, etc. used by the trainer interacting with the learner. 

䆁ᴤ᭭ 

ᣛ䆁ᬭᏜՓ⫼ⱘˈϢᄺਬⳌѦ≳䗮ⱘ䇒ූヨ䆄ǃ㒗дǃ䇒䅵ߦㄝǄ 

Visual aids 

Visual representations which support presentations in the form of words, cartoons, graphs, 
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illustrations, photographs. These can be OHP transparencies, computer-generated projected 

images, handouts, flipcharts, posters, objects etc. 

ৃ㾚࣪䕙䆒 

ҹ᭛ᄫǃव䗮ǃ㸼ǃᦦǃ✻⠛ᔶᓣᬃᣕⓨ䆆ⱘ⾡ৃ㾚࣪ਜ⦄ᔶᓣǄࣙᣀ催ᇘᡩᕅ

Ҿ䗣ᯢ⠛ǃ⬉㛥⫳៤ⱘᡩᇘڣǃ䆆Нǃᣖ㒌ᵓǃᣖˈᅲ⠽ㄝǄ 

10.2  Further reading 

There are many resources which archival educators and trainers can draw on to get ideas for 

the development of training materials and courses generally. Any experience of training, from first 

aid, health and safety, to practical session on new computer software and evening courses and 

classes taken for pleasure can be used as an opportunity to re-examine one’s own teaching and 

training techniques. 

If you have access to the world wide web there are many sites that can be invaluable to 

trainers. A search on the subject matter will yield research material for new training areas and a 

search on techniques can also be very productive. It is also possible to find illustrations of all sorts 

for visual aids and handouts. 

10.2 䇏⠽�

ϔ㠀ᴹ䇈ˈ᳝ 䆌䌘⑤ৃկḷḜᬭ㚆Ꮉ㗙䆁ҎਬՓ⫼ Ў̍䆁ᴤ᭭䇒ⱘࠊᅮ

ᡒࠄ♉ᛳǄ᠔᳝ⱘ䆁㒣ग़˄ҢᗹᬥعࠄᒋϢᅝܼˈࠄݡᮄ⬉㛥䕃ӊⱘᅲ䰙᪡䆁Ўњ

⍜䘷㗠䗝ׂⱘ᷵䇒˅䛑ৃҹ㾚ЎϔϾᴎӮˈ׳ҹ䞡ᮄᅵ㾚㞾Ꮕⱘᬭᄺ䆁ᮍ⊩Ǆ 

བᵰ㛑䆓䯂ϛ㓈㔥˄জ⿄Ѧ㘨㔥˅̍ ᳝ᕜ㔥キᇍ䆁ᬭᏜᴹ䇈कߚᅱ䌉ǄབᵰᇍЏ

乬ݙᆍ䖯㸠᧰㋶ˈ߭ Ӯᕫࠄᕜᮄ䆁乚ඳᮍ䴶ⱘⷨお䌘᭭ བ̠ᵰᇍ䆁ᡔᴃ䖯㸠᧰㋶гৠ

ḋӮ᳝ᕜᬊ㦋ǄгৃҹЎৃ㾚࣪䕙Ꮉ䆆Нᴤ᭭ᡒࠄ⾡㉏ൟⱘᦦǄ 

 

Bibliography 

We offer here a short reading list as an initial starting point for those who wish to develop 

their teaching and training techniques more fully. 

The Open Learning Handbook, Phil Race (Race, 1994) 

Preparing to Teach, Graham Gibbs and Trevor Habeshaw(Cromwell Press, 1984) 

52Interesting Things to Do in Your Lectures, Graham Gibbs, Sue Habeshaw and Trevor 

Habeshaw (Cromwell Press, 1995) 
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Planning a Course, Ian Forsyth, Alan Jolliffe and David Stevens (Kogan Page, 1995) 

How to Make and Use Visual Aids, Nicola Harford and Nicola Baird (VSO Books, 1997) 

খ㗗᭛⤂ 

ℸ ៥̍ӀЎ䙷ѯᏠᳯ䖯ϔℹܼ䴶ᦤछᬭᄺ䆁ᡔ㛑ⱘҎਬᦤկϔӑㅔⷁⱘ䯙䇏⏙

ऩˈЎ䯙䇏ⱘ䍋⚍Ǆ 

z ǉᓔᬒᓣᄺдݠǊ̍ 㧆ᇨg㦅ϱ˄Phil Race) 㨫˄㦅ϱˈ1994 ᑈ˅ 

z ǉЎᬭᄺޚخǊ̍ Ḑ䳋क़ྚgঢ়Ꮧᮃ˄ Graham Gibbs ˅⡍䳋ᓫgજ䋱㙪˄ Trevor 

Habeshaw˅ড়㨫˄ܟӺ࿕ᇨߎ⠜⼒ˈ1984 ᑈ Ǆ˅ 

z ǉ䆆䇒Ёৃҹخⱘ 52 ӊ䍷џǊ̍ Ḑ䳋क़ྚgঢ়Ꮧᮃǃ㢣gજ䋱㙪˄Sue Habeshaw ˅

⡍䳋ᓫgજ䋱㙪ড়㨫˄ܟӺ࿕ᇨߎ⠜⼒ˈ1995 ᑈ˅ 

z ǉ䇒㾘ߦǊ̍Ӟᘽg⽣䌯ᗱ˄ Ian Forsyth ǃ˅䰓݄gШ߽˄ Alan Jolliffe ˅िg

㩖᭛ᮃ˄David Stevens˅ড়㨫˄催ḍgԽПˈ1995 ᑈ˅ 

z ǉབԩࠊϢՓ⫼ৃ㾚࣪䕙ᎹǊ̍ሐসᢝgજ⽣ᖋ˄ Nicola Harford ˅ሐসᢝg䋱

ᇨᖋ˄Nicola Baird˅ড়㨫˄VSO кߎ⠜ˈ1997 ᑈ˅ 

 

10.3 Useful contacts ᐌ⫼㘨㋏ऩԡ 

International Council on Archives 

The International Council on Archives’ mission is the advancement of archives worldwide. In 

pursuing the advancement of archives, ICA works for the protection and enhancement of the 

memory of the world. The Website, http://www.ica.org/ has many useful pages for archival 

educators and trainers, the publications page is particularly useful as it contains standards and 

studies (research results and guidance on current issues for archives and records management, 

prepared by ICA’s international professional committees and working groups). These can be found 

at: http://www.ica.org/en/publications The address and contact details are: 

Conseil international des Archives 

60 rue des Francs-Bourgeois 

75003 PARIS,France 

Tel: (+33) 1 40 27 63 06 

Fax: (+33) 1 42 72 20 65 

E-mail: ica@ica.org 
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1����ᐌ⫼㘨㋏ऩԡ�

䰙ḷḜ⧚џӮ 

䰙ḷḜ⧚џӮⱘՓੑᰃ֗䖯Ϫ⬠ḷḜџϮⱘ䖯ℹǄ䗑∖ḷḜ䖯ℹⱘৠᯊ ̍䰙

ḷḜ⧚џӮЎֱᡸᔎϪ⬠ⱘ䆄ᖚ㗠ᎹǄ㔥キ http://www.ica.org/ЎḷḜᬭ㚆Ꮉ㗙

䆁Ҏਬᦤկњ䆌᳝⫼ⱘ㔥义ˈ݊Ёⱘߎ⠜⠽义䴶⡍᳝߿⫼ˈ⎉ⲪњⳌ݇ⱘᷛޚⷨお˄ࣙ

ᣀ᳔ᮄⷨお៤ᵰᇍᔧࠡḷḜϢ᭛ӊㅵ⧚䞡䯂乬ⱘᣛᇐ ⬅̍䰙ḷḜ⧚џӮⱘ䰙ϧϮྨ

ਬӮᎹ㒘㓪ࠊ Ǆ˅᠔᳝䖭ѯ䛑ৃҹ http://www.ica.org/en/publications ϞᡒࠄǄ䰙ḷḜ

⧚џӮⱘഄഔ㘨㋏ᮍᓣབϟ˖ 

Conseil international des Archives 

60 rue des Francs-Bourgeois 

75003 PARIS,France 

Tel: (+33) 1 40 27 63 06 

Fax: (+33) 1 42 72 20 65 

E-mail: ica@ica.org 

 

International Council on Archives: Section on Archival Education and Training 

This Section of the ICA aims to establish closer contacts among teachers of archival science 

and to work towards the development of methodology and preparation of tools to assist them in 

their teaching tasks and in their contributions to the development of the profession. The Section’s 

Website can be visited at http://www.ica-sae.org/. It is the first place for archival educators and 

trainers to look for news of conferences, publications and projects for their field of expertise. 

䰙ḷḜ⧚џӮḷḜᬭ㚆䆁໘ 

䆹໘ⱘⳂᷛᰃḷḜᄺᬭᏜП䯈ᓎゟᆚߛⱘ㘨㋏ ᑊ̍߯ゟ⾡ᬭᄺᮍ⊩خࠊᬭ

䋵⤂Ǆ䆹໘ⱘ㔥キ㾕ߎخǃᅠϧϮᡔ㛑ᬭᏜᅠ៤㞾ᬭᄺӏᎹˈЎणㄝᮍ䴶

http://www.ica.org/668/about-section-for-archival-education-and-training-sae/about-education-and

-training-sae.htmlǄℸ㔥キᰃḷḜᬭ㚆Ꮉ㗙䆁ҎਬᇏᡒӮ䆂ᮄ䯏ǃϧϮ乚ඳߎ⠜⠽

乍Ⳃⱘ佪䗝Ǆ 

 

UNESCO Archives Portal 

The UNESCO Archives Portal is another useful site for archival educators and trainers. The 
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Website, http://www.unesco.org/webworld/portal_archives/, has online access to the rather elderly 

but nonetheless still relevant RAMP studies covering basic archives and records management 

issues. 

㘨ড়ᬭ⾥᭛㒘㒛ḷḜ䮼᠋㔥キ 

㘨ড়ᬭ⾥᭛㒘㒛ḷḜ䮼᠋㔥キᰃϔϾḷḜᬭ㚆Ꮉ㗙䆁ᬭᏜᐌ⫼ⱘ㔥キˈ㾕

http://www.unesco.org/webworld/portal_archives/ˈৃ㒓ᶹ䯙ᯊ䯈ⳌᔧЙ䖰ⱘϔѯ᭛⤂ˈሑ

ㅵབℸ 䖭̍ѯ᭛⤂ⱘݙᆍҡ✊Ϣ᭛ӊḷḜㅵ⧚乍Ⳃⱘⷨお᳝݇ ⎉̍ⲪњḷḜϢ᭛ӊㅵ⧚ᮍ䴶

ⱘᴀ䆂乬Ǆ 

 

The International Records Management Trust 

The IRMT Works mainly in developing countries. The Website, http://www.irmt.org/, is 

primarily of interest to archival educators because of the training materials from the Managing 

Public Sector Records. These can be downloaded from 

http://www.irmt.org/downloadlist/education.html. 

The IRMT’s address and contact details are: 

Haines House, 6th floor 

21 John Street 

LondonWC1N 2BP 

UK 

Tel: +44 (0)20 7831 4101 

Fax: +44 (0)20 7831 6303 

E-mail: info@irmt.org 

 

 䰙᭛ӊㅵ⧚ֵᠬ䞥Ӯ�

䰙᭛ӊㅵ⧚ֵᠬ䞥ӮЏ㽕থሩЁᆊ䖤Ǆᇍ㔥キ http://www.irmt.org/ᛳ݈䍷ⱘ

Џ㽕ᰃḷḜᬭ㚆Ꮉ㗙 ̍Ў㔥キݙ᠔᳝ⱘ䆁ᴤ᭭ഛ䩜ᇍㅵ⧚݀݅䚼䮼ḷḜ᭛ӊǄ䖭ѯ

䆁ᴤ᭭ৃҹҢ http://www.irmt.org/downloadlist/education.html Ϟϟ䕑Ǆ 

䰙᭛ӊㅵ⧚ֵᠬ䞥Ӯⱘഄഔ㘨㋏ᮍᓣབϟ˖ 

Haines House, 6th floor 

21 John Street 
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LondonWC1N 2BP 

UK 

Tel: +44 (0)20 7831 4101 

Fax: +44 (0)20 7831 6303 

E-mail: info@irmt.org 

 

ARMA International 

ARMA International publishes a large number of publications which can be used both as 

texts for students and as the raw material for developing teaching materials. They also offer 

e-learning solutions which are a good way of learning about a modern way to deliver training and 

education. 

They can be contacted at: 

13725 W. 109th Street, Suite 101 

Lenexa, KS 66215 

USA 

Tel: (+1) (913) 341 3808 

Fax: (+1) (913) 341 3742 

E-mail: hq@arma.org 

 

䰙᭛ӊㅵ⧚ҎਬϢ㸠ᬓᎹ㗙णӮ 

䰙᭛ӊㅵ⧚ҎਬϢ㸠ᬓᎹ㗙णӮ˄ARMA˅ߎ⠜њ䞣ⱘߎ⠜⠽ˈ䖭ѯߎ⠜⠽᮶ৃ

ҹЎᄺ⫳ⱘᬭᴤՓ⫼ ৠ̍ᯊгৃҹЎᬭᏜ㓪ݭ䆁ᬭᴤⱘ䌘᭭ᴹ⑤Ǆ䆹णӮ䖬Ў⬉ᄤᄺ

дᦤկ㾷އᮍḜˈᰃᄺдᦤկ⦄ҷ࣪䆁Ϣᬭᄺᮍ⊩ⱘ䞡㽕⏴䘧Ǆ 

䆹णӮⱘ㘨㋏ᮍᓣᰃ˖ 

13725 W. 109th Street, Suite 101 

Lenexa, KS 66215 

USA 

Tel: (+1) (913) 341 3808 

Fax: (+1) (913) 341 3742 

E-mail: hq@arma.org 
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Society of American Archivists 

Like ARMA, SAA has a strong publishing section and produces many publications that are 

useful for archival trainers and educators. 

The Society can be contacted at: 

527 SouthWells St., 5th Floor 

Chicago, IL 60607 

USA 

Tel: (+1) (312) 922 0140 

Fax: (+1) (312) 347 1452 

E-mail: info@archivists.org 

 

㕢ḷḜᎹ㗙णӮ 

ڣ ARMA ϔḋˈ㕢ḷḜᎹ㗙णӮ˄SAA˅ᢹ᳝ᔎⱘߎ⠜䚼䮼ˈЎḷḜ䆁ᬭᏜ

Ϣᬭ㚆Ꮉ㗙ߎ⠜њ䆌᳝⫼ⱘߎ⠜⠽Ǆ 

䆹णӮⱘ㘨㋏ᮍᓣЎ˖ 

527 SouthWells St., 5th Floor 

Chicago, IL 60607 

USA 

Tel: (+1) (312) 922 0140 

Fax: (+1) (312) 347 1452 

E-mail: info@archivists.org 

 

The Archive-Skills Consultancy 

The Archive-Skills Consultancy is a commercial partnership specialising in archives and 

records management work, including both projects which address a wide range of client 

requirements in the field and training for clients in-house as well as an independent training 

programme aimed at a wide range of participants in need of practical, fit for purpose and 

affordable training. The TASC Website, http://www.archive-skills.com/, contains info-bytes on a 

variety of key issues for archives and records management, extensive useful links pages and a 

growing section on self-training opportunities and ideas. 
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The Archive-Skills Consultancy can be contacted at: 

May Cottage 

1 Fountayne Road 

London N16 7EB 

UK 

Tel: (+44) (0)20 8806 8631 

Fax: (+44) (0)20 75026522 

E-mail: info@archive-skills.com 

ḷḜᡔ㛑䆶݀ৌ 

ḷḜᡔ㛑䆶݀ৌᰃϔᆊϧ䮼ҢџḷḜϢ᭛ӊㅵ⧚ᎹⱘଚϮড়䌘݀ৌˈ݊ Ёࣙᣀϸ

乍Ⳃˈ⒵䎇ḷḜϢ᭛ӊㅵ⧚乚ඳᅶ᠋ⱘᑓ⊯㽕∖ˈᑊЎݙ䚼ᅶ᠋䖯㸠䆁ǄЎ⒵䎇㉏ᄺਬ

ⱘᅲ䰙䳔㽕ǃ䗖ড়⾡䆁Ⳃⱘǃᦤկ䋳ᢙᕫ䍋ⱘ䆁ˈḷḜᡔ㛑䆶݀ৌгᦤկऩ乍䆁

乍ⳂǄ݀ৌ㔥キ http://www.archive-skills.com/ࣙњḷḜϢ᭛ӊㅵ⧚ᮍ䴶㉏䞡㽕䆂乬ⱘ

䞣ֵᙃǃᕜ᳝⫼ⱘ㔥义䫒ϔϾϡᮁⱘǃ᳝ ݇㞾៥䆁ᴎӮϢᛇ⊩ㄝᮍ䴶ֵᙃⱘ⠜

ഫǄ 

ḷḜᡔ㛑䆶݀ৌⱘ㘨㋏ᮍᓣЎ˖ 

May Cottage 

1 Fountayne Road 

London N16 7EB 

UK 

Tel: (+44) (0)20 8806 8631 

Fax: (+44) (0)20 75026522 

E-mail: info@archive-skills.com 

 

Training the Trainer Resource Pack, Chinese Translator can be contacted at: 

Prof. Jian WANG 

School of Information Resource Management 

Renmin University of China 

No. 59, Zhongguancun St. 

Haidian District 
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Beijing 100872 P.R. China 

E-mail: wj@ruc.edu.cn  

ǉ䆁ᬭᏜ䆁䫺ಞǊЁ᭛⠜䆥㗙㘨㋏ᮍᓣ˖ 

 ᬭᥜع⥟

ЁҎ⇥ᄺֵᙃ䌘⑤ㅵ⧚ᄺ䰶 

࣫ҀᏖ⍋⎔ऎЁ݇ᴥ㸫 59 ো 

100872 

E-mail: wj@ruc.edu.cn  


