
 
 

LESSON PLAN 
 

TITLE: COMMUNICATION SKILLS - GIVING INSTRUCTIONS 

SUGGESTED TIME: 1 Hour 

 
RATIONALE: Clear communication is the foundation of good supervision, though individual 
styles of communication may vary considerably. Supervisors must ensure that the messages they 
send and the messages they receive are clear and understood in the manner in which they are 
intended. These skills are essential for building trust, and critical whether the supervisor is 
interviewing, delegating, informing, coaching, problem-solving or motivating. In this module, 
participants will explore the connections between clearly communicating instructions and their 
success as supervisors. 

 
Performance Objectives: 
After completing this module you will be able to . . . 

 demonstrate techniques for giving clear instructions 
 

Trainer Materials: 
 Participant Workbook 
 Chart stand and pad 
 Markers, variety of colors 
 Copies of the 2 diagrams for “Instruction Giving” project 
 Squares of paper, 2 per participant (at least 6 inches by 6 inches) (Origami paper, 

construction paper or cut up chart paper) 
 

SYMBOL CODE KEY FOR LESSON PLAN TEXT: 
      Trainer notes 

Participant responses 
Trainer's spoken words to participants 

@       Suggested amount of time for activity 
Thumbnails of participant workbook pages are also embedded in this lesson plan. 

 
 
 

Contributed by SC Dept. Of Probation, Parole & Pardon Services 

Authors: Frances C. (Betty)  Gurnell and Renee’ Bergeron 
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@ 10 Minutes 
 
O  You will need one or two nerf balls, koosh balls, or something 

similar. You will be giving instructions for participants to play a 
simply relay game; your instructions, however, will be quite 
confusing. You will be demonstrating how a good learning activity 
can be ineffective if the instructions are not clear. 

 
I would like for all of you to get up and stand in a circle, kind of 
close together, and make sure you know the names of the people to 
your left and to your right, oh, and the person directly across from 
you. (Wait a couple of minutes, long enough for them to almost 
complete these instructions.) Oh, stop. Wait a minute. I messed up. 
I’d like for you to form two lines, the same number of people in 
both lines, one behind another, single file. Then find out the name 
of the person in front of you and the name of the person behind 
you. (Pause while they line up in two single file lines. When they’ve 
almost finished, continue as indicated here . . . ) Oh, gosh, you’re 
facing each other’s backs now. That won’t work. Sorry. Turn and 
face the other line, so that you’re standing shoulder to shoulder and 
we have two rows facing each other. Now when I give you the ball 
(hand one ball to the person at the end of each line) and say “Go!” 
I’d like you to begin to pass the ball from one line to another. 
Ready? Go! (Let this continue for a minute. There will probably be 
confusion, and hopefully some laughter.) Oh, this just isn’t working 
out. You can sit down now. 

 
How did you like that little energizer game? 

 
Not much! 

 
What was wrong with it? 

 
It was confusing; instructor kept changing instructions; instructions 
weren’t clear; instructor didn’t seem like she knew what she wanted 
us to do. 

 
What could the instructor have done to make this more clear, to 
make the instructions easier to follow? 

ANTICIPATORY SET 
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She could have practiced giving the instructions ahead of time; she 
should have been clear about what she wanted us to do; she should 
have given us one task at a time; she could have explained the goal 
of the exercise. 

 
How many of you have had someone, a supervisor, a parent, a 
teacher, give you instructions that were about as confusing? 

 
Many or all. 

 
What were the results? 

 
Confusion; mistakes; anger; feeling stupid; being embarrassed; 
wasted time and resources. 

 
Supervisors need to give instructions many times during a day. 
Sometimes they are simple to give, understand and follow; other 
times they can be confusing. Giving instructions on the job is very 
similar to giving someone directions to get from one location to 
another. If the instructions are not clear, they are not likely to 
reach their destination. On the job, if the instructions are not clear, 
the job is not done well or even not at all, time and resources are 
wasted, the supervisor is frustrated, and the employee is confused 
and sometimes angry. 

 

 
 

@ 15 Minutes 
 

I would like for you to work with the others in your group to make 
a list of guidelines you think would be helpful to follow when giving 
someone instructions. Take about five minutes, and select a 
spokesperson for your group. 

 
O Trainers, be sure to model “giving clear instructions” by checking for 

understanding. At the end of about five minutes have each group’s 
spokesperson report out and write their guidelines on newsprint - 
clearly - so you can post them for the remainder of this module. Here 
are some suggested responses. You might wish to add any of these 
that they left out. 

INSTRUCTIONAL INPUT 
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@ 20 minutes 
 
O Arrange participants into pairs. You have instruction sheets for two 

different origami projects. Give a different project to each person in 
the pair, along with several square sheets of white paper (6 by 6 or 
8.5 by 8.5 inches works well.) 

 
Be sure to practice the instructions you will give them for this 
activity! 

 
Explain that each person will be giving their partner instructions on 
how to fold their paper to make the object on their instruction sheet. 
Both partners may talk, and the person giving the instructions may 
look at the person’s project and give feedback. What the instruction- 
giver may not do is show the instruction sheet or do the task for 
them. They will need to follow the guidelines for giving clear 
instructions that are posted on the wall. 

 
As indicated in the guidelines, they will all have a practice period 
first, to see how to fold the paper, and to plan how they will give 
instructions. It would be helpful to divide them into two groups for 
the practice session so that they cannot see what they will actually be 
folding in the exercise. 

 
Here is the instruction sheet that goes with each “project.” 

GUIDED PRACTICE 

Guidelines for giving clear instructions 
 

use terms familiar to person 
explain one task at a time 
if more than two steps, write the instructions down 
review your written instructions to make sure they are clear 
demonstrate or show an example 
ask for feedback (check for understanding) 
if the task is lengthy, establish some check points to make sure they are on the 
right track 
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After everyone has completed the projects and has given feedback, ask the 
following questions: 

 
In your instruction-giving sessions, what were some things the 
“supervisor” did that were particularly helpful? 

 
What were some things that “supervisors” did that were 
confusing or misleading? 

 
What could “supervisors” have done to help clarify the 
instructions and make them easier to follow? 

 
How did the planning time affect your success with the project? 

 
What are your suggestions for additions to our GUIDELINES 
FOR GIVING INSTRUCTIONS list? 

 

 
 

@ 15 minutes 
 

Why is it important for a supervisor to give clear instructions? 

SUMMARY AND EVALUATION 

Instructions for “Instruction-Giving Project”

C Your task is to give your partner instructions to make the paper
object illustrated on your sheet. 

C You will have five minutes to give the instructions to your partner.

C They can ask questions and you can give feedback.

C Do not show your partner the instruction sheet with the diagrams.

C Do not complete any of the task for your partner.

C After we call time, evaluate how well your partner followed
instructions. 

C Get feedback from your partner on how well you gave instructions

But before you begin ....... you will have 10 minutes to plan how to give the
instructions. 
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In order to reach goals and to be successful, employees need to be 
sure of what is expected of them. When instructions are given hastily 
and without much thought, time and resources are wasted, 
performance slips, and moral can slip along with it. 

 
How do you know when your instructions are clear? 

 
Check for understanding, ask for feedback. 

 
What are some key factors to remember when giving instructions? 

 
O See guidelines list for suggested responses. 

 
How can you tell if your instructions were clear? 

 
Check for understanding; observe individual work; give and receive 
feedback. 

 
In wrapping up the section on communication skills, I’d like for 
you to take five minutes or so to complete the reflection guide. As 
indicated here, you will not be asked to share this information with 
anyone. 

 

 

REFLECTIONS ON INSTRUCTION GIVING 
 
Make your plan: Now that you’ve practiced improving your instruction giving 
skills, make a plan by taking a few minutes to respond to the following questions. 
You will not be asked to share this information with anyone else. This can serve as 
a guide for you to work on your skills when you return to your workplace. 

 
 
What did you discover about your strengths in giving instructions to others? 

What are some the areas in which you need to improve? 

How can you work to make these improvements? How will you know when you have 
reached your goals? 


