PART II: TEACHING
PRESERVICE AND
m INSERVICE TEACHERS

Part II of the notebook includes an introduction followed by the four sections
described below.

Presentation Tips

This section provides presentation tips for delivering a presentation that maxi-
mizes the learning of all participants. It also includes two sample evaluation
forms that can be adapted and used to assess the success for your training.

Inservice/Preservice Presentations
This section includes content and resources to deliver instruction on

e Teaching Science to Students with Disabilities
e Accommodation Strategies

e Universal Design of Instruction

* Information Access

e Computer Lab Access

¢ Computer Access

* Universal Design of Web Pages

¢ Universal Design of Distance Learning

Presentation Materials

This section includes overhead projection templates, videos, and handouts to use
in presentations.
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INTRODUCTION TO PRESENTATION

MATERIALS

The materials included in Part II of this
notebook can be used for developing a
presentation to deliver as a preconference
workshop, conference presentation, teacher
workshop, presentation for your school or
district, or lesson for a preservice/inservice
course.

Materials are also available in electronic
form at hitp://www.washington.edu/doit/
MathSci/. Here you will find the content
included in this notebook, as well as
additional examples of web pages that
use universal design principles. With

a live Internet connection, you can use
the site during a presentation. Or you
may prefer to download the files for

an offline presentation with a browser
capture program (e.g., Browser Buddy™,
WebWhacker™).

The teaching tools included in this section
are listed below. Permission is granted to
reproduce printed materials and video pre-
sentations for noncommercial, educational
purposes provided the source is acknowl-
edged.

Presentation Tips
This section provides suggestions for pre-
paring and delivering effective instruction.

Included are examples of a short form and a

long form for evaluating a presentation.

Preservice/lnservice
Presentations

Presentation objective, preparation guide-

lines, outlines, and scripts are provided for

the following topics:

e Teaching Science to Students with
Disabilities

e Accommodation Strategies

e Universal Design of Instruction

Information Access

Computer Lab Access

Computer Access

Universal Design of Web Pages
Universal Design of Distance Learning
Courses

Preservice/lnservice

Presentation Resources
Included in this section are black-and-white
templates that can be used as references or
copied onto transparencies for use in pre-
sentations. A large number of templates are
included to optimize presentation options.
Choose the templates that work best for
your audience and meeting time. A version
of these slides formatted in a PowerPoint
presentation can be found at http://www.
washington.edu/doit/MathSci, and follow the
“PowerPoint Presentation Slides” link.

Also included in this section are videos in
DVD format for use in presentations. They
are also available online at
http:/[www.washington.edu/doit/ Video/.

Now you are all set to DO-IT!
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Presentation Tips

These training materials provide options for
delivering presentations that will help cur-
rent and future math, science, and technol-
ogy teachers fully include students with
disabilities in their classes.

To give effective preservice and inservice
training in which participants gain informa-
tion in a dynamic way, make sure to

* prepare well in advance;

* incorporate universal design principles;

e facilitate interaction, sharing of experi-
ences, and creative problem solving
within the session; and

e promote a welcome and nonjudgmental
learning environment.

Details are provided in the following sec-
tions. Consider incorporating some of

the following suggestions to make your
presentation more effective. They are based
on content in the DO-IT publication entitled
Building the Team: Faculty, Staff, and Students
Working Together.

Prepare Promotional Literature

“When you can do the common things
in life in an uncommon way, you will
command the attention of the world.”
(George Washington Carver)

In many cases, the content of these materials
will be delivered as one part of a preser-
vice or inservice course. If so, integrate the
content with topics covered in the rest of the
course, perhaps within a unit on diversity,
challenged learners, gifted learners, or
learning styles. If you are responsible for
promotion of your course or presentation,
create an accurate and inviting description.
Empbhasize the relevance of the content

to the audience. Include a statement in
promotional materials on how participants
with disabilities can obtain disability-related
accommodations for the presentation. This
statement will provide an example that may
be adapted for participants’ use in their own
publications.

Prepare Your Presentation

“The mind is a wonderful thing. It
starts working the minute you're born
and never stops working until you
get up to speak in public.” (Unknown
source)

The quality of your presentation is most
directly related to the quality of your prepa-
ration. Rarely will you have difficulties in
your presentation from being “overpre-
pared.”

* Believe in the importance of your mes-
sage.

e Visualize yourself giving a great speech.

e Organize your material in a way that
is most comfortable to you by using a
script, outline, notes, or index cards.
Number them.

* Proofread all printed materials.

* Practice, practice, practice—by yourself
and/or with someone. During practice
sessions, you can work out the bugs and
add polish to your presentation. (Note:
A rehearsal usually will run about 20%
shorter than a live presentation; adjust
your content accordingly.)
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As participants enter, provide them
with index cards and ask them to write
at least one question they have about
the topic of the presentation. Read them
silently as people settle in. Address the
questions throughout the presentation
and/or at the closing.

Have a backup plan for delivering the
presentation if all of your audiovisual
materials become “unavailable.” Do not
rely on technology to work.

Test all audiovisual equipment. Practice
using PowerPoint and other visual dis-
plays. If you are using a videotape, make
sure it is set to the correct beginning
point and at the appropriate volume.

Check the lighting. If you need to adjust
it during your presentation, practice the
adjustments before you begin. Consider
showing someone else how to make the
adjustments for you.

Have a glass of water available for your-
self.

Think about questions that might be
asked, and rehearse brief, clear answers

to each.

Memorize the first few minutes of your
presentation.

Review your main points.

Dress for success.

Create a Comfortable Learning
Environment

“The worst human fears are speaking in
front of a group of people, dying, and
speaking and dying in front of a group
of people.” (Unknown source)

Create a learning environment that is com-
fortable and welcoming.
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Arrive early and get a feel for the room,
including its temperature, size, and over-
all setup. Rearrange furniture as needed.

Warmly welcome participants, use eye
contact and a welcoming posture, and
thank participants for coming.

For smaller groups, ask them to intro-
duce themselves and indicate what they
hope to learn. For larger groups, poll
the audience, asking them to respond to
questions related to your topic. For ex-
ample, ask the audience, “How many of
you have had a student with a learning
disability in your class?” and then ask
one individual to elaborate.

Create a safe and nonthreatening en-
vironment where participants are not
afraid to ask questions. Encourage them
to share experiences and ask questions of
you or other participants.

Emphasize that everyone can contribute
to the learning process.

Clearly identify the objectives at the
beginning of the session.



Keep to the time schedule, but show that
you value participant input by not rush-

mg.

e Frame questions so that they are easy to
understand.

e Do not criticize or allow audience mem-
bers to criticize other participants.

e Maintain confidentiality and ask the
audience to respect the privacy of other

participants.

e State rules or have the group help create
rules of conduct.

Manage Your Anxiety

D=

Speak about what you know. Keeping
your presentation within the realm of
your knowledge and experience will
build confidence and minimize nervous-
ness.

¢ Focus on delivering your message, not
on how you feel.

* Smile. Be relaxed, poised, and at ease on
the outside, regardless of how you feel
internally. Acting relaxed can help make
you relaxed.

e Keep presenting! Your anxieties decrease
the more presentations you give.

Create a Strong Beginning

“There are two kinds of public speakers—
those who admit to their nervousness and
liars.” (Mark Twain)

“The greatest talent is meaningless
without one other vital component: pas-
sion.” (Selwyn Lager)

Nervousness before a talk or workshop is
healthy. It shows that your presentation is
important to you and that you care about
doing well. The best performers are nervous
prior to stepping on stage. Below are sug-
gestions for ensuring that anxiety does not
have a negative impact on your presenta-
tion.

e Use nervousness to your advantage—

channel it into dynamic energy about the

topic.

e Remind yourself that you and the audi-
ence have the same goal and that, there-
fore, they want you to succeed as much
as you do.

Most audiences give you only 30-120 sec-
onds to convince them to listen to you. Keep
your opening simple and exciting.

Consider using a short icebreaker
activity.

e A tasteful, humorous commentary can
be effective if related to the topic.

Explain the purpose of your presenta-
tion in one sentence that is free of pro-
fessional jargon and emphasizes what
participants will gain.

Start off with a natural pace—not too
fast and not too slow—to establish a
strong, positive image. Make a strong
ending statement that reinforces the ob-
jectives of the presentation.
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Incorporate Universal Design
Principles

“I have the simplest tastes. I am always
satisfied with the best.” (Oscar Wilde)

Model accessible teaching methods that
your participants can use. Incorporate uni-
versal design principles to address the needs
of participants with a wide range of knowl-
edge, abilities, disabilities, interests, and
learning styles. Examples are listed below.

* Use large fonts. Make copies of slides
and other visuals available.

* Be prepared to provide electronic, audio,
and large-print copies of slides and other
visuals.

e Show captioned videotapes. If these are
not available, provide a transcription of
the content upon request.

e Arrange for a sign language interpreter
if one is requested by a participant.

e Keep the physical environment barrier-
free.

e Use a clear, audible voice. Use a micro-
phone as needed. Face the audience at all
times.

e Make sure the room is well lit.

e Use multimedia in your presentation,
such as videos, overhead transparencies,
visual aids, props, and handouts.

e Demonstrate how to verbally describe
the content of overhead transparencies,
PowerPoint slides, and other visuals.

Create a Dynamic Presentation

“It is the supreme art of the teacher to
awaken joy in creative expression and
knowledge.” (Albert Einstein)

If your audience enjoys and remembers
your information, it is because you present-
ed it in a dynamic or compelling manner.

e Talk to your audience, not at them.

e Project enthusiasm for the topic without
preaching. The majority of communica-
tion is nonverbal, so how you look and
sound is vital.

* Present your material in a well-orga-
nized manner, yet be flexible to adjust
to your audience. Let participants know
if you wish to field questions during or
after your presentation.

e Speak to the knowledge level of your
audience. Define all terms they might
not be familiar with.

e Choose your major points carefully, and
illustrate them with examples or stories.

* Incorporate real-life experiences into
your presentations. Recruit students or
instructors with disabilities to share their
experiences. Ask audience members to
share experiences, and use these exam-
ples to illustrate key points or to answer
questions.

* Role-play interactions between students
and educators.

¢ Use natural gestures and voice inflection
to add interest to your presentation.
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Address different learning styles by
incorporating a variety of instructional
methods that use a multitude of senses
(e.g., visual, auditory, kinesthetic).

Repeat questions participants pose to
ensure that the entire audience under-
stands them.

Redirect discussion that wanders from
the topic at hand.

Postpone questions related to resolving
individual/specific problems to private
discussions later. Do not get locked into
an extended dialogue with one person;
move on to questions from other partici-
pants, and offer more time to talk after
the presentation.

If people ask questions that you can-
not answer, say that you will locate the
answer and get back to them (and then
do!), suggest appropriate resources that
will provide the answer, or ask for sug-
gestions from members of the audience.

Give demonstrations.

Never apologize for your credentials or
your material.

Tailor your topic to audience interests.
Never read your presentation.

Talk clearly and in well-modulated
tones. Avoid speaking too rapidly, softly,
or loudly. Make sure that the ends of
your sentences don’t “drop off.”

Maintain eye contact. It conveys confi-
dence, openness, honesty, and interest. It
also lets you know how the audience is
responding to your presentation. In large

D=

groups, mentally divide up the room
into sections, and then make eye contact
with different people in each section on a
rotational basis.

Use hand gestures naturally, gracefully,
and to emphasize points. When not ges-
turing, let your hands drop to your sides
naturally. Avoid putting your hands in
your pockets, on your hips, or behind
your back. Avoid fiddling with clothes,
hair, or presentation materials.

Maintain good posture, but do not be
rigid.

Occasionally, stop, move from one spot
to another, and then resume speaking.
Don’t pace.

Remember that adult learners

have a wealth of experience;

are goal-oriented and appreciate out-
comes more than process;

have set habits, strong tastes, and little
time to waste;

have strong feelings about learning situ-
ations;

are impatient in the pursuit of objectives
and appreciate getting to the point;

find little use for isolated facts and pre-
fer application of information; and

have multiple responsibilities, all of
which draw upon their time and energy.
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Make Your Presentation
Interactive

“It is better to ask some questions than to
know all the answers.” (James Thurber)

Avoid simply lecturing to your audience.
Engage your audience in active discussion.

e Listen attentively before responding to
questions.

e Encourage interactions between audi-
ence members.

e Present an accommodation challenge
and ask audience members how they
would address the issue.

e Respectfully reflect back to people what
you observe to be their attitudes, ratio-
nalizations, and habitual ways of think-
ing and acting.

* Allow plenty of time for questions. Ad-
dress all questions within your presenta-
tion, or direct participants to appropriate
resources.

e Demonstrate or provide hands-on expe-
riences with assistive technology.

* Give useful or entertaining prizes for
responses from the audience or have a
drawing for a prize (e.g., a video).

e If your audience is small, ask members
to identify themselves and their experi-
ences/interests related to the topic.

e Involve the audience in a learning activ-
ity. People remember more of what you
teach them if they are able to learn it via
an activity.

e Actively involve your audience through-
out your session.

e Ask how they have used specific accom-
modations or worked with students with
specific disabilities. Ask questions like
“Has anyone done this? How did it work
for you?”

¢ Stimulate group interaction and problem
solving.

e Develop a discussion to help partici-
pants integrate themes and key points.

Include a Group Activity

“Real prosperity can only come when
everybody prospers.” (Anna Eleanor
Roosevelt)

Include a short activity that makes an im-
portant point and encourages participation
and discussion. For example, announce that
you’'re going to have a five-minute activity,
and then ask your participants to choose
someone sitting near to them to share with
each other two things:

1. One thing they are very good at.
2. One thing they are not very good at.

Write and read aloud the instructions on an
overhead projector, PowerPoint slide, or flip
chart. Give them three to four minutes (there
will be a lot of laughter/lighthearted talk), and
then say you're not really interested in what
they do well; ask people to share things that
their partner does not do well. (This usually
ends up funny—they enjoy telling things like he
can’t do math, he hates public speaking, she’s not
good at fixing things around the house.)
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After the fun, make the point “You have Have participants discuss case studies in
experienced, in a small way, what a person ~ small groups. In the section titled Access to
with an obvious disability experiences all Math and Science, there are examples of Stu-
the time—that people notice FIRST some- dent Abilities Profiles that can be used for case
thing he is not particularly good at (e.g., discussions in your presentation. Each case

walking, seeing, hearing) and don’t take the  study is formatted as a handout that can be
time to learn his strengths. A disability may  duplicated for small-group discussion.

impact 10% of his day/life, yet it is consid-

ered his defining characteristic by others. Address Key Points

We need to pay attention to what everyone,

including those with disabilities, CAN do,
rather than accentuating what they can’t
do.” To emphasize the point, ask them to
reflect on how they felt when you said you
weren't really interested in what they do
well.

The benefits of this activity are that it is
short, fun, and effective. It addresses the is-
sue of attitudes, yet it does not have some of

“Enthusiasm is one of the most power-
ful engines of success. When you do a
thing, do it with all your might. Put your
whole soul into it. Stamp it with your
own personality. Be active, be energetic,
be enthusiastic and faithful, and you will
accomplish your objective. Nothing great
was ever achieved without enthusiasm.”
(Ralph Waldo Emerson)

the negative elements of traditional simula-
tions that leave people feeling that having a
disability is impossible to deal with. This ac-
tivity is also good to use when talking about
internal and external barriers to success for
students with disabilities, which can include

a lack of self-advocacy skills (internal barri-

er) and negative attitudes/low expectations

on the part of the individuals with whom

they interact (external barrier). For guidance

on simulation activities consult, “Disabil-
ity-related Simulations: If, When and How

to Use Them” in Review of Disability Studies:

An International Journal (Burgstahler & Doe,
2004).

Incorporate Case Studies

“Adults remember 90% of what they say
as they do a thing, 70% of what they say
or write, 50% of what they hear and see,
30% of what they see, 20% of what they
hear, and 10% of what they read.”
(Unknown source)
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Be sure that your presentation covers the
most important content for your audience.

Explain the legal requirements regarding
accommodating students with disabili-
ties in clear, simple terms. Make it clear
that legislation, such as the ADA and
IDEA, provides broad statements about
accessibility but that our judicial system
ultimately decides what is legal or illegal
in a specific situation.

Explain the rights and responsibilities of
students with disabilities, teachers, and
the IEP team.

Describe specific situations that have
occurred in your building/ district, in-
cluding what was successful and
situations that could be improved and
how.
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e Demonstrate low-tech and high-tech
accommodations. Discuss and / or dem-
onstrate adaptive computer technology.

e Explain the ways many accommodations
that are useful to students with disabili-
ties can benefit all learners.

e Provide information on school and
district resources and procedures (e.g.,
providing a presentation outline).

Provide Resources For
Participants to Keep

“The philosophers have only interpreted
the world in various ways; the point,
however, is to change it.” (Karl Marx)

Make sure that you provide your audience
with information they can follow up on after
your presentation.

e Provide written materials of key content
for future reference.

e Provide contact information, and invite
participants to contact you with ques-
tions after the presentation. Distribute
business cards or phone lists.

e For further exploration, refer partici-
pants to http:/[www.washington.edu/doit/.

Conclude With a Strong
Ending

“The greatest good you can do for another
is not just to share your riches but to reveal
to him his own.” (Benjamin Disraeli)

The most important and remembered words
you speak are the last ones.

* Summarize key points.

e Consider concluding with examples that
show the importance of providing edu-
cational opportunities for students with
disabilities, perhaps of a student with a
disability in your district who worked
well with the IEP team, received the
accommodations he needed, graduated
with a diploma, and went on to succeed
in higher education and/or employment.

¢ Empower your audience to use informa-
tion you presented to improve access
for and education of all students with
disabilities.

Improve Each Presentation

“What I hear, I forget; what I see, I remem-
ber; but what I do, I understand.”
(Confucius, 451 BC)

Take steps to gain feedback about your pre-
sentation that will lead to improvements in
future presentations.

e Practice your presentation with col-
leagues or friends and ask for their
feedback.

e Videotape your presentation for self-
analysis.

e Evaluate your presentation through
an anonymous written survey. Two
examples of evaluation instruments are
included on the following pages.
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Evaluation Instruments

[ DO-IT | Presentation Evaluation—Short Form

1. Please indicate your agreement or disagreement with these statements where

1= Strongly Disagree and 5= Strongly Agree. N/A = Not Applicable.

Strongly Strongly
Disagree Agree
* Iam better able to find resources in my
building/ district to accommodate
students with disabilities. 1 2 3 4 5 N/A
* I gained knowledge about legal obligations
relating to students with disabilities. 1 2 3 4 5 N/A
* I gained knowledge about specific accommodations
for students with disabilities. 1 2 3 4 5 N/A
e [ gained knowledge about technology available to
support students with disabilities. 1 2 3 4 5 N/A
e The presenter(s) was (were) well prepared. 1 2 3 4 5
e Overall, the information presented was useful. 1 2 3 4 5
¢ The handouts will be useful. 1 2 3 4 5 N/A
2. The length of the presentation was about right too short too long
3. The amount of material was about right not enough too much
4. Tam Male Female

K-12 Teacher Administrator College Faculty
Other

161



-

Presentation Evaluation—Long Form

, Part One: Help us know what you learned as a result of this presentation.
Please indicate your agreement or disagreement with these statements where
1= Strongly Disagree and 5= Strongly Agree. N/A = Not Applicable.

[ DO-IT |
Strongly Strongly
Disagree Agree
1. Iam better able to find resources in my
building/ district to accommodate
students with disabilities. 1 2 3 4 5 NJ/A

2. I gained knowledge about legal obligations
relating to students with disabilities. 1 2 3 4 5 N/A

3. Igained knowledge about specific

accommodations for students with

disabilities. 1 2 3 4 5 N/A
4. I gained knowledge about technology

available to support students with
disabilities. 1 2 3 4 5 N/A

5. Please answer the following questions with responses based on today’s presentation (as
opposed to what you already knew). Describe one thing you learned today about each
of the following;:

a. Legal issues affecting students with disabilities:

b. District/building services and resources for students with disabilities:

c. Accommodations that can be used for students with disabilities in classes or labs:

6. Describe additional information you would like to have in order to more fully include
students with disabilities in your classes.
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Part Two: Please provide input to help us improve our professional development offerings.

1. Please indicate your agreement or disagreement with the following statements where

N

w

54

1 = Strongly Disagree and 5 = Strongly Agree. N/A = Not Applicable.

Strongly

Disagree
o The facility for this presentation was appropriate. 1 2
e The presenter(s) was (were) well prepared. 1 2
eOpverall, the information presented was useful. 1 2
e The pace of the presentation was appropriate. 1 2
eThe question and answer time was useful. 1 2
e The handouts will be useful. 1 2

Which part of the presentation/material was the most useful to you and why?

Describe what could make the presentation more useful.

3

3

4

4

Strongly

Agree
5 NJ/A
5 NJ/A
5 NJ/A
5 NJ/A
5 NJ/A
5 NJ/A

To whom would you recommend a workshop on this topic (check all that apply)?

The length of the presentation was

The amount of material was

Teachers of: (subject)
Instructional Assistants/ Paraeducators
Administrators

Other (please specify):
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about right too short too long

about right not enough too much
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Part Three: Please tell us about yourself.

Male Female
Teacher of: (subject)
Administrator Other

Have you ever provided an accommodation to a student with a disability? Yes__ No___
If yes, please give an example:

Additional Comments:
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