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KE HOACH NGAY 25/01/2016 (1 DAY)

DURATION CONTENT

PHAT TRIEN TAI LIEU GIANG DAY
- Develop Coaching Materials

1 8:30+10:00 CHUAN BI TAI LIEU PHUC VU
GIANG DAY - Prepare For Coaching

2 10:00 =10:15 GIAILAO

10:15 = 11:20 THUC HIEN CONG TAC GIANG
3 DAY - Conduct Coaching

4 11:45-+13:00 NGHI TRUA




KE HOACH NGAY 25/01/2016 (1 DAY)
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13:30 = 15:00

15:00 =15:15

15:15 +16:30

THUC HIEN CONG TAC GIANG
DAY - Conduct Coaching

Giai lao

PANH GIA KY NANG THUC HIEN -
Assess Skill Performance

of Learners

PHAN HOI — UON NAN KY NANG
NGUOI HOQC - Provide Feedback and
Corrective Measures

on Learner’s Performance

PANH GIA HIEU QUA CUA VIEC
HUAN LUYEN CA NHAN - Evaluate
Effectiveness of Coaching



KY NANG HUAN LUYEN CA NHAN
WHAT ARE COACHING SKILLS?

QUY THAY cO PA BAO GIO HUO’NG DAN CHO RI
CA NHAN HOC SINH CUA QUY THAY CO?

CAN CHUAN BI GI CHO BUOI HUAN

LUYEN PO?



I. PHAT TRIEN TAI LIEU GIANG
DEVELOPING COACHING MATE




LY LICH NGUOI HQC
LEARNERS’S PROFILES

CACH HOC CUA NGUOI HQC
LEARNERS’S LEARING
STYLES

CONG VIEC (NHIEM VU)
TASK




NGUON NGUYEN VAT LIEU -
THIET BI - DUNG CU
RESOURCES — MATERIALS,
EQUIPMENT - TOOLS

MOI TRUONG XUONG AN TOAN
SAFE WORKPLACE

RUI RO - KE HOACH DU PHONG
RISKS AND CONTINGENCY
PLANS

THOI GIAN PAO TAO
TRAINING HOURS ALLOCATED



LY LICH NGUOI HOC

LEARNERS’S PROFILES

Tai sao gido vién phai tim hiéu hd sc hoc sin

La mot trong nhirng thanh cong cua muc ti
ay



LY LICH NGUOI HOC

LEARNERS’S PROFILES

Vay ho sé nguGi hoc gom nhirng noi dung nad

» PO TUOI - AGE
» GIOI TINH - GENL

» MUC TIEU NGHE-
CAREER GOAL

» CA TINH -
CHARACTERISTICS

» GIAO DUC -
EDUCATION




CACH HOC CUA NGUOI HOC
LEARNERS’S LEARING STYLES

Quy thay c6 hay liét ké co bao
nhiéu cach hoc?

XAY DUNG BAI GIANG THEO TUNG
NHOM HOQC HOC SINH




CACH HOC CUA NGUOI HOC
LEARNERS’S LEARING STYLES

» HOC QUA CACH N}
VISUAL

» HOC QUA CACH NGI
AUDITORY
| » HOC QUA HANH PON¢ ‘
KINAESTHERIC

XAY DUNG BAI GIANG THEO TUNG
NHOM HOQC HOC SINH




CONG VIEC (NHIEM VU)

TASK

NHIEM VU
PHUC VU

CHO CONG

TAC GIANG
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NGUON NGUYEN VAT LIEU — THIET BI -
DUNG CU

RESOURCES — MATERIALS, EQUIPMENT -

TOOLS

Gido vién can chuan bi day dd nguyén ph
dung cu, trang thiét bj va & trang thai hoa
nhat.



RUI RO - KE HOACH DU PHONG
RISKS AND CONTINGENCY PLANS

. LUON LUON
L HOACH DU P

~ §| CHO BAI GIANG
8 CUP PIEN, NGAP NI




THOI GIAN PAO TAO
TRAINING HOURS ALLOCATED

N = N ’ BIET RO
RN | ‘ THOI GIAN
PAO TAO.
XAY DUNG
BAI GiANG
HOPLY




CHUAN BI CONG VIEC PHUC VU GIA
PREPARE FOR COACHING




I1. CHUAN BI CONG VIEC PHUC VU

DAY - PREPARE FOR COACHING

CAC KIEU NGUOI HOC KHAC |
NHAU
DIFFERENT LEARNER’S STYLES

CAC LOAI VAT TU DUNG
TRONG GiANG DAY

DIFFERENT TYPES OF
MATERIALS THAT MAY BE USED
FOR COACHING




I1. CHUAN BI CONG VIEC PHUC VU
DAY - PREPARE FOR COACHING

NHUNG RAO CAN DOI VOI NHUNG NGUOI LON
KHI PI HOC
BARRIERS TO ADULT LEARNING




I1. CHUAN BI CONG VIEC PHUC VU
DAY - PREPARE FOR COACHING
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CAC NHU CAU HQC TAP VA SU DPIEU CHINH
CAN THIET POI VOI NHU CAU CUA HO

Different Types of Learning Needs and the
Adjustments Required to Address their Needs



I1. CHUAN BI CONG VIEC PHUC VU
DAY - PREPARE FOR COACHING

THIET BI CAN THIET CHO VIEC HUAN LUYEN
Facilities Required for the Coaching



TIEN HANH GIANG DAY
CONDUCT COACHING




Cung c?ip thong tin can thiét cho ngwoi hoc
Essential Information Provided to the Learner

1. Muc ti€u
Goals - Learning objectives

2. NOi dung
Contents




Cung cap thong tin can thiét cho ngwoi hoc

Essential Information Provided to the Learner

3. Phwong phap giang day - Coaching methods

* DEPA (Demonstrate, Explain, Pratice, Assessme

e CAu trdc ctia muc tiéu huan luyén - Structure
coaching

* Phuong phap thu sai - Trial and error method 7?77

* Minh hoa va thuc hanh - Demonstration — practice

4. Danh gia — Assessments
anh gia gitra ky - Formative (eg mid-term exam)
anh gia hoc phan - Summative (eg final exam)




Su quan trong cua viéc chuan bi cho nguwoi hoc

Importance of Preparing Learners for Coaching

Tao cam giac thoalr mai cho nguo1 hoc

Cac bude huan luyén c4 nhan
 Thong bao van tat vé hoat dong huan luyén - Cc
short briefing relating to coaching activity
« Nhic lai muc tiéu cua bai hoc - Confirm lea
objectives (goals) and application back at work
Cung cép thiét bi va vat tu cho viéc huan luyén -
coaching materials & advice on preparation for ¢
Pat cau hdi cac van dé lién quan




Su quan trong cua viéc giai quyeét moi quan tam

cua nguol hoc
Importance of Addressing Learners’ Concerns

* Thé hién su quan tdm chan thanh ¢ nguo1 hoc
sincere interest in learners

 Hay lang nghe va gia1 dap tat ca cac cau hoi cua

hoc - Let learners ask and clarify questions

* Tralo1 mot cach ro rang va suc tich - Answer
clearly and concisely




Su quan trong cua viéc giai quyeét moi quan tam
cua nguol hoc

Importance of Addressing Learners’ Concerns

* Tra 101 mdt cach rO0 rang va suc tich la gi?
answer clearly and concisely?




4 Giai doan cho viéc huan luyén ca nhan
4 Stages to Coaching

Thé hién sy quan tam chan thanh & nguo1 hoc

sincere interest 1n learners

 Hay lang nghe va gia1 dap tat ca cac cau hoi cue
hoc - Let learners ask and clarify questions

* Tra lo1 mot cach ro rang va suc tich - Answer
clearly and concisely

Néu khong c6 cau tra 101 tai thot diém do,

ay thong bao ngud1 hoc mot cach chan thanh

a cung cap tra 10i vao dip khéc - If no answer,

form honestly and provide answer later




4 Giai doan cho viéc huan luyén ca nha
4 Stages to Coaching + Need awareness

* Learner’s ackground
* Set clear performance

standard
e Learning style

Giai doan 1
Phan tich tinh hudng

Stage 4 Stage 2
Evaluate Achievement Plan activities
of goal

* Objectives of coaching
Stage 3 * How to achieve
e Build rapport Implement Activities * Venue of coaching
» Active listening * Time
* Observation
* Provide feedback

* Motivation



4 Giai doan cho viéc huan luyén ca nha

4 Stages to Coaching » Nhan thire sy can thiét
* Trinh d6 hoc sinh
 Lap ti€u chuan thuc hién ro
rang
Stage 1 « Kiéu ngudi hoc
Analyze Situation

Stage 4 Giai doan 2

Evaluate Achievement Hoat dong lap ké hoach
of goal

. Muc tiéu huan luyén
Stage 3 » Cach thure
e Build rapport Implement Activities * Noi
» Active listening * Time
* Observation
* Provide feedback

* Motivation



GIAI POAN 1. PHAN TICH TINH HUONG

ANALYZE SITUATION

Nhan thirc su ca

Need awareness

e Trinh do0 hoc
Learner’s backgrou

e Lap tiéu chuan thud
r0 rang - Set
performance standard

e Kiéu nguoi

Learning style




GIAI POAN 2. HOAT PONG LAP KE HOACH

PLAN ACTIVITIES

Muc ti€u cua viéc huan luyén — Objecti
coaching

« Lam thé nao dé dat duwoc — How to archive
» Pia diém huan luyén - Venue of coaching
* Thoi gian




GIAI POAN 3. HOAT PONG TRIEN KHAI

IMPLEMENT ACTIVITIES

Xay dung moi quan hé d6i véi nguoi
Build rapport

» Lang nghe tich cuc — Active listening
* Quan sat — Observation

* Tao dong luc hoc tap cho nguoi hoc




GIAI POAN 4. PANH GIA KET QUA PAT PUQC

EVALUATE ARCHIVEMENT OF GOAL

Muc tiéu huan luyén cé dat duoc khong? -
goals achieved?

* Hoat dong huan luyén thuc hi€én c6 dung nhu ké

dé ra khong? - Coaching activities go as planned?
e C6 van dé khong mong doi xay ra khéng? —
unexpected problems encountered?
C6 phan hodi gi tir ngudi hoc khong? - Any feec
from learner?

Co6 nhitng cai tién can thiét nao khong?




Dac diém cua ngwoi hoc va qua trinh giao tiep
[earner’s Characteristics and Communication Process




Ban giao tiép nhu thé nao véi nguwoi hoc?

How do you communicate with your learners?

» Bing 10i noi

» Ngon ngtr khong 101




Giao tiép bang 10i néi — cach thirc dé thu hit sw
tham gia cua ngwoi hoc

Verbal - Ways to Engage Learner’s Participation

LAM THE NAO ’
S p— Vi DU - EXAMPLE

Pat cau hoi
Ask questions

Phai cu thé - Be specific of what you want

e Néu s lwong cau hoi ban muon tra 10 -
Cac ky thuat phan State the number of responses you want
ung * Dua ra trat tu trinh bay - Give an order
Response of presentation
techniques * Dat gi61 han thoi gian - Set time limit

* Ho1 luan phién — Rotate the contributors




Giao tiép bang 10 noi — cach thirc dé thu hut su
tham gia cua ngwoi hoc

Verbal - Ways to Engage Learner’s Participation

LAM THE NAO HOW VI DU - EXAMPLE

Nén tranh viéc no1 16 101
Avoid careless language

Van im lang

Tao su 101 cudn

e K¢ chuyén




Giao tiép bang ngén ngir khong 1oi

Non-verbal - communication with learners

TI LE SU DUNG - USES (%)

= LOI NOI - VERBAL
= AM THANH - VOCAL
= NGON NGU HINH THE - BODY LANGUAGE




Thuyét tao dong co hoc tap giup hoc tip hiéu qua
Motivational Theories that will Contribute to earner’s
Effective Learning

o . TudkhéngiatV dé ho vwot qua khoa hoc
He thong cap bac néu chirng té dwoc kha nang
cua Maslow v€ nhu

cau

SN Novoi hoc s&8 duoc danh gia
trong-

SR tOt bdi GV

Giao tiép 2 chiéu v&i GV
& SV

= W
MOi trudng an toan dé

thwe hién khoa hoc
R -

Nhu cau an, &, sinh ly,




Nhirng diém chinh trong qua trinh huén luyén ca nhan

Key Learning Points to be Highlighted During Coaching

Coaching Process
( DEPA) Prepare




DEPA

Trong giang day thwc hanh,
thwong sir dung minh hoa 3 lan
- Demonstrate 3 times

el T Lan th nhat:
By ot on Gido vién 1am mau - Hoc sinh
| ok quan sat
Y -l The first time:
EESE e Teacher performs - Student

- M observes




DEPA

Lan thi hai:
Hoc sinh lam cung giao vién
Second time:

Student and teacher do together

\
Lan thit ba:

Hoc sinh lam mo0t minh - gido
~ f vién quan sat va swra sai

e = Third time:

Student does alone - teacher
observes and repairs




Phan tich cong viéc
Task Analysis \
V

GIAO VIEN

MOT CONG PHAI CHUAN
VIEC CO iT BI TU VIEC
NHAT 7 NHO NHAT

BUOC ‘

TUY THEO TUNG MON HOC, BANG PHAN TICH
CONG VIEC SE KHAC NHAU




Steps
BUOC

Performance
Standards

TIEU
CHUAN

Tools,
Equipment,
Materials &

Supplies

Required
Knowledge

YEU
CAU SU
HiEU
BiET

Safety
AN
TOAN

Attitudes
THAI
PO




LAM BAI TAP

QUY THAY CO HAY CHON MOT C
VIEC, MON HQC CUA MINH PANG G
DAY. HAY XAY DUNG BANG PHAN T
CONG VIEC PE HUONG DAN THUC H
CHO SINH VIEN CUA MINH




PANH GIA KY NANG NGUOI
Assess Skill Performance of Learn




Sw quan trong ciia viéc 1ap ké hoach danh gia
Importance of Following the Assessment Plan

PAT CAU HOI
QUESTIONING

QUAN SAT
OBSERVATION

TRAC NGHIEM
QUIZZES

BANG HANH PONG
ACTIVITY SHEET




LAM BAI TAP

QUY THAY GO HAY LAP
KE HOACHPANH GIA
SINH VIEN VE BANG
CONG VIEC MA QUY
THAY PA CO LAM




CUNG CAP THONG TIN PHAN HOI C
NGUOI HOC
Feedback During Coaching




Sir dung nguyén Iy SMART khi cung cap thong
tin phan hoi

S pecific : Cu thé
M easurable : Do lwong dworc

A ttainable : Kha thi

R elevant : Thich hop

T ime bound : Th¢i gian rang buoc



A A ~~ 2 ‘AQ

¥
P ..

. ,}\ 1/ TATSAO PHAI CAP THONG TI} «v 3
5 PHAN HOI CHO NGUOI HOC? -
WHY DO YOU PROVIDE
FEEDBACK TO YOUR
TRAINEES?
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S 2/CUNG CAP THONG TIN PH
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CAM ON QUY THAY CO PA THA NBGIA
BUOI NHAN RONG

i




