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Think about a time when you received unclear instructions during a workshop or class. How did you react? Many people look to their peers for clarification; some people do nothing and await further instruction; a few people find the courage to ask the trainer for clarification; and others stop participating because they feel embarrassed for not understanding. Clear instructions are essential to avoid these scenarios, foster learning and create a safe learning environment.[image: ]

There is an art to giving instructions well. It is a true test of your communication skills and your understanding of how learning takes place. Keep in mind the following tips as you give instructions. 
Tips for Giving Clear Instructions 

1. Get everyone’s attention: Make sure you first have everyone’s attention. You can do this by using a signal agreed upon during the beginning of the workshop or making a noticeable sound or movement that draws people’s focus (e.g., clapping your hands, flicking the lights on and off). 

2. Explain the end goal: Tell participants what they will achieve by following the instructions. This gives participants context and helps them to fill in any gaps in your instructions. For instance, rather than simply saying “Mix the sand, gravel, and cement together”, tell participants why they are engaging in the activity by saying “We are going prepare concrete for latrine slabs. There are a series of steps we will follow. The first is to mix together sand, gravel and cement.”

3. Use verbal, visual and kinesthetic/tactile cues: Providing verbal instructions is usually not sufficient, particularly with complex or physical tasks. Incorporate visual cues into your instructions by writing them down or providing a demonstration. Use kinesthetic cues to provide emphasis and clarity to your words. For instance, if you want participants to use a specific material or tool for an activity, pass it around so they can touch and feel it. 

4. Be specific: The more specific you can be with your instruction, the greater the chances are that participants will perform the desired activity. Use the questions below to remember everything to include when giving an instruction. 

· What do they have to do? For example, “You will be drawing a picture of your home.”
· How will they be doing it? For example, “You will be doing this with your eyes closed.”
· What tools will they be using? For example, “You will draw on the piece of paper in front of you using a pencil.”
· How long do they have to do it? For example, “You will have 3 minutes to do this.”
· Where will they do this? For example, “You will be doing this at your desk.”
· With whom? For example, “You will be doing this individually.”

5. Give instructions in small chunks: If there are too many steps in your instructions, participants will forget what they have to do. Break your instructions into small steps. Be clear with participants before you give the first instruction, that you will provide a series of instructions and will need their attention once they have completed the first activity. For instance, you can say, “I’m going to give you a series of instructions. Once you have completed the first instruction, please stop talking and focus on me so I know you are ready for the next instruction.”

6. Write down the instructions: Many participants do not hear instructions the first time you give them or forget what they are doing part way through an activity. To avoid repeating instructions multiple times, write them down in a visible place. If participants forget or need clarification, they can read the written instructions for clarification. 

7. Check for understanding: After giving your instruction, check to ensure that participants understand what they have been told to do. You can do this indirectly by watching the participants’ body language. Participants likely misunderstood the instruction if they appear confused, aren’t starting the activity, are doing something incorrect, or are chatting to the participant next to them. Try rephrasing the instruction and incorporating more visual and kinesthetic cues to add clarity. You can also check for understanding by asking participants to explain the instructions to you in their own words. Once the activity has started, circulate around the room and listen to what the participants are discussing. This will give you an opportunity to see if they are on track, and to clarify any misunderstandings. 

Practice Giving Instructions
Think about how to clarify the following instruction using the tips provided:

Prepare the concrete using: 
· 12 litres of ½ inch gravel
· 12 litres of ¼ inch gravel
· 24 litres of sand
· 12 litres of cement 

Below is an example of how the tips can be used to effectively give this instruction.   
1. Explain the end goal: Tell participants that they are going to prepare the concrete to make a biosand filter box.
2. Use oral, visual and kinesthetic/tactile cues, write down instructions, and use small chunks:
· Show participants a biosand filter box and pass around a piece of concrete for them to touch.
· Explain that to get the right mixture of materials to make strong concrete we need a ratio of       1:1:2:1 (large gravel : small gravel : sand : cement). Write this ratio on flipchart paper with the name of the corresponding material beneath each number. 
· Explain that we need approximately 12 litres of ½ inch gravel, 12 litres of ¼ inch gravel, 24 litres of sand and 12 litres of concrete for one filter. Show participants a 12 litre bucket, and pass around samples of each of the materials.
3. Be specific: Explain that participants will be divided into small groups to prepare the concrete mix for the biosand filter box. They will be given a shovel, a 12 litre bucket, and access to the materials. They will do the activity in the workshop and will have 10 minutes to complete it. 
4. Check for understanding: Ask one of the participants to repeat the instructions in their own words. 

By giving clear instructions you contribute to a safe learning environment and enhance learning. The tips provided can be used in any combination and for any type of instruction, whether simple or complex, to ensure clarity.
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