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Objectives
Using this guide, participants will be able to:







Understand the difference between adult learners and child learners so that when
creating a lesson plan, the participant will select presentation methods which best
fit the needs of the adult learner;
Develop an understanding of learning styles and the participant’s own style so
that when creating the lesson plan, the participant can plan instructional activities
to address all learning styles;
Develop a lesson plan to help structure the training;
Understand questioning strategies so that during the training session, the
participant will be able to assess student understanding, engage students in the
learning process and encourage independent thinking.

Election Judge Training Context
8240.1600 ELECTION JUDGE BASIC TRAINING COURSE.
Subpart 1. Length. The election judge basic training course must be at least two hours
long.
Subp. 2. Materials. The training authority shall provide examples of all forms which
election judges must complete in the course of their duties; with examples of
forms of identification acceptable for purposes of Election Day registration,
including any forms of student identification issued by educational institutions
in the area; and with the materials contemplated in the training plan.
Additional materials may be provided by the training authority as the
authority considers useful.
Subp. 3. Use of equipment. An electronic voting system or specimen paper ballot
and ballot box must be used at each training session to familiarize each
election judge with the voting procedures for the method of voting employed
in the precinct where the judge will serve.
Subp. 4. Course content. A basic training course must include necessary information
and skill development in the following areas:
A. how to use the training materials to find answers to questions arising in the
polling place on election day;
B. preparations on election day before polls open;
C. judges' duties during voting hours:
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(1) election day voter registration;
(2) persons allowed in polling place;
(3) challenge process;
(4) voting process;
(5) spoiled ballots;
(6) assistance to disabled voters; and
(7) absentee ballots;
D. basic election judges' duties after polls close;
E. new laws, rules, forms, and procedures;
F. major problems at prior elections; and
G. how to follow instructions from the head election judge.
STAT AUTH: MS s 204B.25
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Adult Learning Principles
Answer the following questions about a learning experience you’ve had in the past few
years: (Note: This could be either a positive or negative experience.)

What helped you learn?

Describe the learning environment (i.e. hands-on, vendor lecture, off site) :

Was that trainer effective? Why or why not?

What could have been done to improve the training?

What could you have done to make the training more beneficial for yourself?
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FOUR STAGES OF LEARNING
Learning is a continuous and life-long process. We are constantly progressing through
four distinct and mutually supportive stages.

Concrete Experiences

Testing implication
of concepts in new
situations

Observation and
Reflections

Abstract Concepts and
Generalizations



Experiencing - Often by having an experience (discussing, reading, feeling or taking
on a responsibility), we begin to think differently about things.



Reflecting - Experiences can prompt us to reflect on the possibility of making
changes. Reflecting might involve assessing our own behavior, our contribution to a
particular situation, speculating how the situation or our own approach to it might be
improved.



Theorizing - Once we gathered the necessary information about the experience, we
are in a position to form generalization or conclusions and create a strategy about our
next steps.



Testing - Finally we can test our theories to see if they work. If they do, they become
part of our knowledge or skills. If they do not, we either modify them or drop them
altogether.
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KEY DIFFERENCES BETWEEN ADULTS AND CHILDREN AS LEARNERS
Adults differ from children as learners. An adult has assumed responsibility for
himself/herself and others. Differences include self-concept, experience, readiness to
learn, time perspective, and orientation to learning. The following chart identifies some
key differences between children and adults as learners:
Child and Adult Learning Characteristics
Children

Adults

Rely on others to decide what is
important to be learned.

Decide for themselves what is important
to be learned.

Accept the information being
presented at face value.

Need to validate the information based
on their beliefs and values.

Expect what they are learning to be
useful in their long-term future.

Expect what they are learning to be
immediately useful.

Have little or no experience upon which
to draw, are relatively "blank slates."

Have substantial experience upon which
to draw. May have fixed viewpoints.

Little ability to serve as a knowledgeable
resource to teacher or fellow classmates.

Significant ability to serve as a
knowledgeable resource to the trainer
and fellow learners.

from the NVAA specialized offering "The Ultimate Educator" by Edmunds, C., K.
Lowe, M. Murray, and A. Seymour, 1999.[electronic version], retrieved 3/30/06 from
http://www.ojp.usdoj.gov/ovc/assist/instructor/section2.html

Office of the Minnesota Secretary of State

7

LEARNING STYLES
Most people have a preferred style of learning. Do you know what style of learning you
prefer? Trainers need to be aware of their own preferred learning style because it will
influence the way they design their training sessions.
Below that are nine sets of four words. Using a scale of 4 -1, rank in order each set of
four words that best characterizes your learning style. A "4" indicates the word that best
describes your learning style; a "3" is the next best; a "2" is the next most and a "1" is the
least that describes you as a learner.
1.

Discriminating

Tentative

Involved

Practical

2.

Receptive

Relevant

Analytical

Impartial

3.

Feeling

Watching

Thinking

Doing

4.

Accepting

Risk-Taker

Evaluative

Aware

5.

Intuitive

Productive

Logical

Questioning

6.

Abstract

Observing

Concrete

Active

7.

Present-oriented

Reflecting

Future-oriented

Pragmatic

8.

Experience

Observation

Conceptualization

Experimentation

9.

Intense

Reserved

Rational

Responsible

Total

Total

Total

Total

After completing the ranking for each set of four words, add the numbers down for each
column. The column with the highest total represents your preferred learning style.
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Learning Styles:


Column 1 - Concrete Experience



Column 2 - Reflective Observation



Column 3 - Abstract Conceptualization



Column 4 - Active Experimentation

GENERAL DESCRIPTION OF LEARNING STYLES
ACTIVISTS - Concrete Experience


Involve themselves and without bias in new experiences.



Enjoy the here and now and are happy to be dominated by immediate experiences.



Open-minded, not skeptical, and this tends to make them enthusiastic about
anything new.



Philosophy is "I will try anything once."



Tend to act first and consider consequences afterwards.



Days are filled with activity.



Tackle problems by brainstorming. As soon as the excitement from one activity
has died down they are busy looking for the next.



They tend to thrive on the challenge of new experiences but are bored with
implementation and longer term consolidation.



They are gregarious people constantly involving themselves with others but, in
doing so, they seek to center all activities around themselves.

REFLECTORS - Reflective Observation


Like to stand back, ponder experiences, and observe them from many
different perspectives.



Collect data, both firsthand and from others, and prefer to think about it
thoroughly before coming to any conclusion.
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Thorough collection and analysis data about experiences and events is what
counts so they tend to postpone reaching definite conclusions for as long as
possible.



Philosophy is to be cautious.



Thoughtful people who like to consider all possible angles and implications
before making a move.



Prefer to take a back seat in meetings and discussions.



Enjoy observing other people in action.



Listen to others and get a handle on the discussion before making their own
points.



Tend to adopt a low profile and have a slightly distant, tolerant, unruffled air
about them.



When they act it is in the context of a wider picture, which includes the past as
well as the present and others' observations as well as their own.

THEORISTS - Abstract Conceptualization


Adapt and integrate observations into complex but logically sound theories.



Think problems through in a vertical, step by step logical way.



Assimilate disparate facts into coherent theories.



Tend to be perfectionists who won't rest easy until things are tidy and fit into a
rational scheme. They like to analyze and synthesize.



Keen on basic assumptions, principles, theories, models and systems thinking.



Philosophy prizes rationality and logic. "If it is logical, it is good." Questions
they frequently ask are: "Does it make sense?" "How does it fit with that?"
"What are the basic assumptions?"



Tend to be detached, analytical and dedicated to rational objectivity rather
than anything subjective or ambiguous.
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Approach to problems is consistently logical. This is their mode of thinking
and they rigidly reject anything that does not fit with it.



Prefer to maximize certainty and feel uncomfortable with subjective
judgments, lateral thinking and anything flippant.

PRAGMATISTS - Active Experimentation


Keen on trying out ideas, theories and techniques to see if they work in
practice.



Positively search out new ideas and take the first opportunity to experiment
with applications.



People who return from management courses brimming with new ideas that
they want to try out in practice.



Like to get on with things and act quickly and confidently on ideas that appeal
to them.



Tend to be impatient with ruminating and open-ended discussions.



Essentially, practical, down-to-earth people who like making sensible
decisions and solving problems.



Regard problems and opportunities "as a challenge."



Philosophy is "There is always a better way" and "If it works, it is good."
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Keys to Adult Learning
Research has shown that adult learning is significantly different from childhood learning.
Keep in mind the following key points about adult learners:
Time - Adults have many responsibilities in their lives, therefore, less time for learning.
They also have a lot more choices of what they could do with their time. Time spent
learning must be seen as a worthwhile investment and must be cost-effective.
Student/Trainer Relationship - A good trainer works in partnership with their students.
Adults see the trainer as resource and someone who can give guidance.
User-Urgent and User-Relevant - Adults are more prepared to learn when they see an
immediate use for what they are learning and it is relevant to their success.
Roles - Adults have many roles and do not see themselves as learners.
User-Friendly - Adults want their material to be presented in a language, which is easily
understood and free from jargon.
Attention Span - Adults have a short attention span for about 20 minutes.
Peer Group- Adults are influenced by peers and do not want to look foolish.
Education - Adults have a wealth of experience that may influence their learning and
self-perception.
Prejudices - Adults are influenced by prejudices.
Humor - Adults learn more when they are relaxed.
Fear of Change - Adults, by nature, are conservative and cautious. They have a
tendency to justify the "rightness" of their opinions.
Risks - Adults are less willing to give up a behavior is it has been working for them.
Learning involves risks.
Previous Experience - Adults' previous experience will color any new concept
introduced. Statements like, "I've heard this before and it didn't work and why should
your way be any different?" are made.
Pain and Pleasure - Adults do things to avoid pain and receive pleasure.
Ability to Learn - Adults' willingness to learn is not related to their ability to learn.
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Incentives - Adults need incentives to learn. Incentives will draw people to the trainer’s
course.
Loss of Sense of Discovery - As adults grow older, they lose their sense of curiosity.
They need to have the right environment and motivation to experience excitement of
discovery.

Point to Ponder
"It is ultimately the individual's responsibility to learn. You are the
teacher/facilitator can help or hinder another person's attempts to learn. By
failing to recognize limits, by ignoring or even constructing barriers, by not
understanding how a person learns, you can be a negative influence on someone's
learning. By facilitating learning and helping your participants, you can be a
positive influence."
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Lesson Plans
The lesson plan answers the following questions: what do you want the student to learn,
why should they learn this material, and how will they learn it? Here are elements from a
lesson plan template that you may find useful:

(Used With Permission from LessonPlansPage.com)

Lesson Plan Title:

Election Judge Training

Concept / Topic To Teach:

How to do the job of an election judge properly

Standards Addressed:

Election Law (may insert appropriate statutes)

Goals and Objectives:
Why do you want to do this? So you can identify what the student should accomplish
and how you know they learned what you identified. Goals are general statements about
what should be learned, while objectives are specific, measurable, short-term, observable
student behaviors.
Tips for Writing Objectives
Objectives should specify four main things:






Audience - Who? Who is this aimed at?
Behavior - What? What do you expect them to be able to do? This should be an
overt, observable behavior, even if the actual behavior is covert or mental in
nature. If you can't see it, hear it, touch it, taste it, or smell it, you can't be sure
your audience really learned it.
Condition - How? Under what circumstances will the learning occur? What will
the student be given or already be expected to know to accomplish the learning?
Degree - How much? Must a specific set of criteria be met? Do you want total
mastery (100%), do you want them to respond correctly 80% of the time, etc. A
common (and totally non-scientific) setting is 80% of the time.

This is often called the ABCD's of objectives, a nice mnemonic aid!
(Bixler, Brett, 1-11-06, [electronic version] Retrieved 3-30-06 from
http://www.personal.psu.edu/staff/b/x/bxb11/Objectives/index.htm)
Goals and objectives must be tied to assessments and are generally created jointly. There
are several assessment options, including formal, standardized assessments (like pencil
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and paper tests), formal, non-standardized assessments (projects with evaluation rubrics)
and informal assessments (objective observation). Each strategy has value. More details
on assessments are included later in this document.
General Goal(s):
Participants will understand the new laws, rules, forms and/or procedures and
where to look for clarification and assistance so that when staffing the polling
place, they will carry out their assigned duties with 100% accuracy.
Specific Objectives:
Participants will understand the new laws, rules, forms and/or procedures and/or
where to find the information so that when asked a question regarding how to
perform, the participants will answer or be able to find the answer with 95%
accuracy.
Participants will demonstrate understanding of the new laws, rules, forms and/or
procedures so that when performing their appointed task, they will effectively use
the available materials with 95% accuracy.
The Anticipatory set:
The Anticipatory set is a short activity or prompt that focuses the students' attention
before the actual lesson begins. It is your ice breaker – how you will draw your students
into your topic. It identifies why the learner should want to participate in your session,
eases initial anxiety, sets a tone for the session and invites creativity.
Required Materials:


Election Judge Guide



Election Judge DVD or Video



Electronic medium to play Election Judge DVD/video



Election Judge Training Kit
o Activities
o Worksheets
o Assessments (evaluation form)
o Certificate of completion



Pencil/pen



You may add other items to this list such as time cards, voting
equipment, and other materials specific to your polling places.
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Step-By-Step Procedures:
This is where you decide what presentation method you will use for each topic. Use
variety of delivery options when deciding what techniques you will choose. Adults have
different learning styles and preferred methods of learning, and they hate to waste their
time (get bored). Plan your instruction so it keeps moving. Changing approach or
activity every 15-20 minutes is one way to appeal to a variety of learning preferences and
retain attention. Techniques you can use here are to change formats, change presenters or
simply incorporate a brief activity that allows movement or peer interaction.
Presentation methods can include lecture, demonstration, video, discussion, question and
answer sessions, case studies, group problems and even games. Using small group
exercises and incorporating questions and activities helps participants retain focus.
Visual aids can enhance your training. Examples of commonly used visual aids are
whiteboards and chalkboards, flip charts, overhead projectors and transparencies,
electronic presentations and videos/DVDs. While each technique and visual aid can
make a difference in how the information is received, it is important to plan ahead to
determine which combinations will add interest to your presentations.
When preparing your presentation, remember to plan how you will welcome participants
and open your presentation. This is where you set the tone for your learning and make
your students feel comfortable. Your students need to know who you are, what to expect,
ground rules and basic housekeeping considerations (like the location of the bathrooms
and when to expect a break). Remember the basic rule for delivering a message, tell
them what you will tell them, tell the, and tell them what you told them.
Questioning strategies
A standard method for keeping students engaged in training is to ask questions.
Questions can help you determine the needs and expectations of the students, their skill
levels, and connect you to your audience. They help you make sure of their
understanding before moving forward. Questions increase student participation,
reinforce key learning points, and correct misunderstandings. The key to getting the most
out of your questions is to use them effectively. It is not what you ask; rather how you
ask it that makes the difference. However, remember that if you ask a question, you must
give adequate time for a response, even if that feels uncomfortable. This increases the
likelihood that your question will generate an answer,
Consider your instructional goals and use questions that reinforce them. The questions
you ask will help students see what topics you consider important. You can use questions
to signal a change of topic or direction in the presentation, use “probing questions” to
seek information, or ask follow up questions that will encourage participants to expand,
clarify, or justify the answer. They can be used to wrap up a discussion. Questions can
connect important concepts, to explore the knowledge base of your participants, or to
encourage independent thinking, exploration, invention and intuitive navigation.
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Your number one goal as a trainer is to create independent learners. Questions are a great
tool to help students take responsibility for their own learning. If you are limited in
training time, ask polling questions which require participants to raise their hand rather
than verbalize a response. Asking questions frequently during class discussions is
positively related to learning facts. Use them well, wisely and often.
Closure:
Recapture your main points and tell your audience what you told them. Remind them to
use the tools and materials you presented. This is your review section where you tie
everything together.
Assessment Based On Objectives:
This is how you know your students met your learning objectives. It also helps you
improve the learning experience. The following is a brief description of several types of
assessment.
Formative assessment – this is where you determine how well your students understand
the materials presented. You check for understanding and use the information to adjust
the training.
Summative assessment – this is the final testing activity which evaluates what the student
learned.
Formal assessment – structured and recorded testing.
Informal assessment – an objective strategy that helps determine student understanding.
Peer-assessment – fellow participants provide feedback to each other about their learning.
Self-assessment – the student evaluates their own learning experience. An example of
this is the seminar evaluation tool which usually follows presentations. Here the
participant is asked to rate both the experience and their own learning gains.
The best way to decide how to evaluate student achievement is to make sure you identify
what you want the participants to know and what evidence you need to demonstrate this
knowledge. When leading work related presentations, the most common tool is the post
session evaluation. This is generally a combination of multiple choice and open-ended
questions which require a written response. You will have the opportunity to participate
in this evaluation process at the end of today’s training.
Let’s look at the objectives presented above and see what assessments could demonstrate
the achievement of the participant.
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1. Participants will understand the new laws, rules, forms and/or procedures and/or
where to find the information so that when asked a question regarding how to
perform, the participants will answer or be able to find the answer with 95%
accuracy.
a. Your Election Judge Training Kit has worksheets and activities you can
used to evaluate your student’s accomplishment of this objective.
2. Participants will demonstrate understanding of the new laws, rules, forms and/or
procedures so that when performing their appointed task, they will effectively use
the available materials with 95% accuracy.
a. This is an on-the-job performance evaluation.
Conclusion
This guide briefly explores many things to consider as you prepare to train your election
staff. What you see is only the tip of the iceberg; this summary is simply prepared to
give you a starting point. After reviewing these materials you should have a greater
awareness of adult learning principles; learning styles including identifying your own
style; the components of a lesson plan; and how questions work to enhance student
learning. Take what you like and leave the rest. Now it is up to you to put these
principles to the test.
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Evaluation
In order to determine this course’s effectiveness, please give us your reactions, and make
suggestions for improved training.
Course Title: ____________________________
I represent:

 County

 City

Date: ________________________
 Township

 School District

Your Title:______________________________
Your Name (Optional) ____________________
Agree

Tend to
Agree

Tend to Disagree
Disagree

1.

The trainer used effective stories and/or examples to
illustrate points.

4

3

2

1

2.

The material was presented at a pace that
was effective and easy to comprehend.

4

3

2

1

3.

The trainer was knowledgeable about the
topic.

4

3

2

1

4.

The content of the course was relevant to
my job.

4

3

2

1

5.

The training materials were logically
organized and easy to follow.

4

3

2

1

6.

The training materials communicated the
information to help me perform my job.

4

3

2

1

7.

The manuals and handouts were complete
and accurate.

4

3

2

1

8.

The length of the course was appropriate.

4

3

2

1

9.

I plan to apply what I’ve learned in this
course to my job.

4

3

2

1

10. The course objectives were clear to me and
met.

4

3

2

1

11.

4

3

2

1

Overall, I was satisfied with this course.
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Please indicate your knowledge and skill level:
Low

High

Before Course: 1

2

3

4

5

6

7

8

9

10

After Course: 1

2

3

4

5

6

7

8

9

10

What was most useful or meaningful about the training session?

What was least useful or meaningful about the training session?

What are you going to do differently as a result of the training session?

Additional Comments:
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