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Médthodology |
Content validation
Evall;ation design |

Program implementation

Small group skills
COURSE ; :
MATERIALS: - Training package materials include a trainer manyal, partlupant workbopoks, and
several additional resource and reference bouks (For further in nation see
page 188.) _ , "

(continued on Inside back ¢over)




- TRAINER MANUA D
Trgmmg o

Alcohollsm Trqmers

J
~ A Program For Trainers
In The Field Of. Alcoholism
5 e “)
1
) g
(om ] o
& developed by
> National Center for Alcohol Education
NS
™ U.S. Department of Health, Education, and Welfare ‘
< Public Health Service’ . - ’ < -
8 Alcohol, Drug Abuse, and Mental Health Administration -
Natu))nal Institute on Alcohol Abuse and Alcoholism
5600 Fishers Lane, . ”~
| Rockyille, Mdryldnd_20857' A\

1978 oy c S




D& (AU Hactial X

I
$

These materials were develi}__ﬁiéd by the Na
materials, or assistance in the use of these

.
» .“n
* ’ . . o
' P
e v
‘
(R . .
B /M ’ !
K
ol s
r
] )
- <’ v v
~ - “ ;
.
! (/ )
. 1
* ’
H
> ~ ¢ T
: ]
.
' B
. .,/ .

(. - .
tional Center for Alcohol Education. For further information, additional
materials contact: o0 ”.

o Natiopal Centeér for Alcohol %iucation - ' -
© e 1601 North Kent Street 'Y ' : '
a - Arlirigton, Virginia 22209 .
st : ) v
" Telephone: (703) 527-5757 - *
; st

This publicatio.n was prepared by the Nati

" . . ’
onal Ce ntcrifor Alcoltol Education under contract number ADM 281-75-0013

from the Natjonal Institute on Alcohol Abuse and Alcoholism. NCAE is administered for NIAAA under this contract
by University Research Corporation. All statements herein do not nagessarily reflect the opinions, official policy, or
position of the National Institute on Alcohol Abuse and Alsoholism, Alcohol, Drug Abuse, and Mental Health Admini-

stration, Public Health Service, or the U.S, Department
R ! r

i

o

AL -

alth, Education, and Welfare.

"

-~

-




A A EI RSN ik
' R I ] , “,
] ' " . ' '
5 » ‘ “y 1) L 0
ontents
. . . > N ¢ -
¢
. (\ .
‘ ' 4
4
. " . ‘4. ‘ p N
‘ L, e e e
+ ) - ] " ‘ ! N - ) \ [ '
N . » . .
1 - ( i'!
| SECTION I: What Train.ing Alcohalism Trainers Is All About ’
A. Overview of the Training Alcoholism Trainers (TAT) Package e P oo ]
B. Theé TAT Curriculum . .......... NEEEEE R I .. 2
C. Evaluationinstruments .. ......... ... .\ . e / .. 4
* D. Design Assumptions Abouyt Training and Trainers . ... ....... B 4
E. HowtoPreparetoRunT‘AT.........' ......... ' 5
SECTION II: How to Adapt TAT to Meet Particufar Requirements
A. Combining Sessions into Minicourses ... ... ... [ e " 7*
‘ B. Using Individudl Sessions . ........... R e o
SECTION IlI:  Session Outlines . - . ‘ .
Session 1:  Orlentation and Overview . .. . . ... ... ov i, 13
Sesdon 2:  Basic Assumptions . .. ..... ...\ e 21 :
‘ . Session 3:  Design Task Assignment . . ........... e e 27 -t
‘ Session4:  Goal Analysls . ........... R e e T W - 35
Session 5 Organization Needs Analysis . .. .. .........0............. o 39
© Sessfon 6: ~ Job Analysis. ... e 47
Session 7:  Organizing Design Resource Groups . .. ................ . . 55
_ ~ Session 8:  Performance Analysis I: Introdoction . .. ...................... 59
a ' Session 9:  "Performance Analysis I1: Questionnaire . .. ... . R TR : 65
- Session 10:  Performance Analysis I11: nterviewing . . ... ........ o n
_ Session 11: Training Group Analysis . ..................... e : 1
e Session 12:  Instructional Objectives . . . . P e . 7
™ . *Session 13: Adult Learning Theory . ... .. ? ................. b e 93
3
. L ~ v _
R e . N




g i
€ . . “'\’, } 4
_ . )
. ' L] . S
< / ’\) o i ®
\ | 4 Yo . . : - . . e - , i Py ' )
_ Sesslon 14:~ Methodology | . . . . . . .. PP S e .. 99
.0 " Session 15: Methodology Il ... ... e e e 109,
- . ‘Session 16:  Methodology Il . . . . . e R A ERE R S | A
‘Session 17:  Content Validation . v ot e i e e [ 121 .
Session 18: Design Task Evaluation | .. ... . e 127
Session 19: Design Task Evaluation ] P R 133
g - ' Session 20: Delivery Stage: Overview/Task Assignment ........ e e 137
N ' Session 21:  Physical:Learning, Ciimate ................. e, 143
\ _ Session 22:  Psychological Learning Climate . . .. :....... e e e 14%
: : - Session23: Feedback | .. ... .. . e .. 157
. 3 Session 24: Feedback Il . ....... ... e Vi e 165
' Session 25: Small Group Skills ... ... .l e U VA
Session’26_: Delivery Task Presentation and Evaluation .............. e 181
SECTIONIV: Appendixes ................ S e 185
4 » . . . R
* ®
& “ \ N . ’
{, Y ’
4 . . .
1
', '
A p . ;
) / 7 , , /"’\\‘?
4 |
N . -
v . ’
L ‘ ' 3




; S "B ’ DI .
B ] = . . o : 4

e Lo T

-

s All About

f - a

‘
-
R . v

~ What Training
_ Alcoholism Trainers (TAT)
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* A. Overview of the Trajning Alcoholism e Section 11 describes.how the materials can be
‘ Trainers (TAT) PacKage - ' - shorteried and adapted to meet particularndeds.
NCAE’s Training Alcoholism Trainers model is a - Section 111 containsinstructions and suggestions
package designed for pe((?)ple who spend at least for conducting individual sessions and for using
half of their time training those who deliver ‘the materials. This section is intended to be
alcoholism services. The purpose of TAT is to help used:s a stqdy guide before delivery. °
improve trainers’ skills in planning'and conducting Section 1V, the appendixes, contains sample
training for service providers in the alcohol fjeld. forms and materials that can be used in assessing
Trainersinotherfields will also find these materials participant needs and preparing, conducting,
useful in their work.} and evaluating the program.
. >
The program is 40 hours long and consists of 26 : -
sessions, which last from 4Q minutes to 2% hours 2. Participant Workbook ﬁ \

each, Complete presentation of the program. takes
9 full training dz(ys. However, individual sessions
or various combinations may be used to suit the
‘needs, interests, or time requirements of the parti-
_cipants, The model consists of three components:
" a Trainer Manual, a Participant Workbook, and
+  Resource Materials,

1. Trainer Manyal

“This book contains complete instructions and
resource references for delivering the TAT pro-
gram. It provides the following information:

Section | gives details about course content and S

methodology, the target audience, assumptions
about training and}rainers, and suggestions for
way's of adapting the course to individual needs
and preparing to conduct the sessions.

v

t &

This workbook provides references and hand-
outs used in the preparation and delivery of the

. training sessions. Each particlpant should have a
copy of the workbook or 3 copy of the appro-
priate handout. '

* .3 Resource Materials

Three reference books are used

e
in varjous ses-

sions of the course. Itisr

ommended that the

trainer have a copy of each™t is not necessary
for participants td have copies, although this
is desirable when pdssible. A Iisti'ng of s'é)gsioqs
that incorporate these books and i‘.nformé‘nt_io‘n
about purchasing them are included in the
‘Appendixes. Other publications cited are -
optional for the trainer and participants,

A}
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“package to provide those responsible for training v
"~ treatment and preventfon workers in the field of

. to accommodate the time constraints and other

The National Center for Alcohol Education (NCAE)
developed this Training Alcoholism Trtiﬁ?s (TAT)

‘alcoholism with an opporwunity to deepen their
understanding of systematic approaches in desrgn-
ing and dellvering training. This course was pilot-
tested twice at NCAE with represenjtative trainers

'ence for the' program Is tralners ‘the facilitator*
should have a proven track record in-conducting
. inservice training programs, Both requirements are
important, because the trainer's own presentation
A of TAT mustsbe congruent with what the package -
: puts forth as good design and delivery techniques . -
to be Iearqed by. ‘the participants.
inconslstent with good training echnlque will be

Practices that are:

from across the country Following these trials, a apparent. - - r

revised verern was' ficld-tested nationally. The = \ :

present edition of TAT refiects what NCAE learned B, The 'FAT Curriculum

Z?Té:éhe requirements of trarnersfin both series The TAT curriculum is divided into two major

We feel confident that the model now can meet the
nedds of participants for whom the mateggls were »
prepared. Flexibility has been built into the model

spe i stances we observed in the field.
pecial circumstances we served in the field Session 1.

When only adapted portions of the course are con- -
ducted, the segments selected should correspond 7
‘to the felt needs expressed most strongly by S
participants on the assessment forms in section 1V.

-t ~

Whether conducted in its entircty or in segments,
the TAT package can benefit people who:

.

¢ train employecs delivering direct alcohol-
related services;

® possess little or no formal trainmg in design/
delivery processes for. training adults;

¢ conduct trainlng as part of their overall 1ob
responsibilities; or

e train frequently, but not necessarily full-
time. ’

The recommended number of participantsiis 16-20.
One trainer can manage a group this size foraday
or two. We recommcndausing atleast one additional
tralnerﬁ\zr tra|n|ng that runs for more than 2 daysf»
The recommended training group size leldLanto
four small grotips of four or five partlclpants cach
for practice sessions. A single large room is adequate
for the training if it is large enough for four or
five groups to talk in conversational tones witheut
distracting each other, but two or three addmonal -
break out rooms are desirable. '

Like the trainccs, trainers chiVering this program
should be those who regularly conduct training for
employees in alcohol-related service agencies as

part of their overall job responsibilities. They .
should support the basic design and delivery pro-
cedures deséribed in these materials and should

have previously demonstrated some facility in

using this material by designing and delivering
inservice training in accordance with the TAT
approach and techniques. Since the target audis

pi

. Session—"2.

Sgssion 3.

Session 4.

. ' . units\Unit 1. presents: the fundamentals of design-
ing a training course. “Unit 11 providés instrugtion
and practice in the skills needed to deliver training

Unrt l: Design\ '
L%

"Orientation and Overview (1 hour)

" A get-acquainted exercnse is presented, as

well as an outline of the overall purpose and

content flow of the training program.

Basic Assumptions (% hour) .

Participants are exposed to the assumptions
about the state of the art of training in the
alcoholism field and to the principles of adult
educatien on which the materials are baséd.
Thesc ass/n’fpilons and principles are made
0Xp|lClt and partlcnpants are given an oppor-
tunity to examine and react to them

Design Task Assignment 2 houts) ,

Participants develop their own 10-hour train-
ing events. All conditions and options for
complction are outlined. A Training Event
Plannmg Guide (TEPG) is deseribed and
analyzcd to provide participants with a
process for completing their tasks. The task
requires practice in the six basic skill areas of
TAT: (1) conducting a needs assessment, (2)
analyzing a training group, (3) formulating
“fppropriate outcomes, (4) devising an instruc-
tional strategy,,(5) developing effective
methodologies, and (6) planning for evalua-
tion and feedback. '

Goal Analysis (1 hour)

Participants improve and refine thelr knowl- -
edge and skills in order to distinguish between
Llear and fuzzy goals. This session’s work will
prepare them to examine the needs of the
drganization in which they work.

*The terms faellitator and trainer are used Intcrchangcably
throughout this manual.

.

>




- Session 6.

(™

Session 3. Organizatlon Needs Anélysis (1 hour) K ' _

Particlpants leatn the first step in training

_heeds a'ssessment They identify organiza- - -

. tional needs by comparing the goals of an

Session 7.

organizatlon to the functions actually carried
out by 'the staff. They examine ‘these organi-

‘zational needs and |dentify those that can be

~met by training.

: Job Analysis (1 hour)

Step'2 in doing a needs assessment. Partiti-
pants define the minimum level of compe-
tency required to get a job done—minimum

'job expectations.

Organizing Design Resource Groups (1 hour) .-

: Pﬁrticipants organize Into groups to assist

Session 8.

#Session 9.

Session 10.

Session 11.

/
<

Session 12,

Session 13.

individual members in completing training
design tasks. They work together in beginning
the task by assessing their personal strengths
and weaknesses in each of the six areas
mentioned under session 3.

_Performance Analysis I: Introduction (%

hour) ,

Participants are introduced to a performance
analysis process and learn how to derive an

. individual's job-related needs by. companng

current performance to minimum job

expectatnohs
Yy :
Performance Analysis II: Questlonnalre (1

hour)

v

Participants learn how to construct a question-
naire for use in analyzmg job performance.

Performance Analysis 111: Intervie%@
hours), ’

The theory and techniques of interviewing as
a tool in conducting a job performance anal-
ysis are presented

Traihing Group Analysis (1% hours)

An exercis®in the development of selection

_ criteria for participants in training groups is
" described. Advantages and disadvantages of

training population variables are’ discussed.

Instructional Objectives (1 hour)

Participants complete exercises designed to
sharpen the knowledge and skills necessary
for dlstlngwshlng between correctly and in-
correctly stated instructional objectives.

Adult Learning Theory (1% hours) (

Prineiples of adult education are examined

and practlced Partlcipants compare thelr
personal Iearnmg habits ta four characterns~
tics of adult learners: self-concept, accumu- -
lated experience, readlness to learn, and
 problem-centered orientation to leartiing. -
Session 14, Methodology I (2hours) - \ .
~ An overview of the field of adult tralning
methods and techntques is presented. A '
bibliqgraphy is supplied, .

-t

’

Session 15. Methodology Il (1% hours)

The principles of training design are illus-
trated with specific techniques, including

-+ lecture, demonstration, role play, creative .
thinking, and listening group.

Session 16. Methodology 11 (1 hour)

Trainees are given model learning activities
,as samples and are asked to analyze their
component parts. $

Session 17. Content Validation (1. hour)

Participants becorhe familiar with a process
for determunlng the valldlt/of the. content
of a session, :

.Session 18. Design Task Evaluation | {3 houts)

Participants review and apply a pfedesigned ¢
rating formula to a colleague's completed
Training’ Event Planning Guide (TEPG) for

a 10-hour training event.
I°

Sesslon 19. Design Task Evaluation I (1% hours)

** Strengths and weakM#ses of training events
designed by individual trainees are analyzed
by the total group of participants.

.

-~

Unit lI: Deliver‘y

Session 20 Delivery Stage: Overview/Task Assignment
' * (6% hours)

Eaeh participant delivers a 20-minute training
session to the group. Requirements and
options for this task are outlined. The method
and structure for evaluating the participants’
presentations are described. (Preparaition time
for delivery task is included.)

Session 21. Physical Learning Climate (1 hour)

L ¢
Participants feview two sample training event

checklists and identify- significant items for
their own training situations. They construct
a physical learning climate checklist for
future use in their own training environment®Y

; .
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'Sesslon 22. Psychological Learning Climaue (1 hour)
The appropriate degree of trust and 1nt|macy

in a lcarning group fs,6xamined in rplation to
tralmng objectives.

v

" Session 23 Feedback|(40 munutcs)

Participants perform exerciscs in giving and \

‘veceiving feedback on tpree variables: obser-
vation, inference, and feeling. :

Session 24. Feedbackell (1% hours) ~ §

Participants demonstrate- their undcrstandmg
-of the prInCIp|CS'Of feedback by constructlng
short dramatizations.

N

Session 25. Small Group SKills (2/2 hours)

2

. Participants learn onc model for analyzing
group process. Exercises focus on the when,

who, and why of group process interventions.
, R

Session 26. Delivery Task Presentation and Evaluation

C.

_ (40 minutes per partncupant) ” .

Parncupants dellvcr their own learning actuvn-
~ ties and evaluate presentations by others.

’

Evaluation Instruments oo

“ Copics of all of the evaluation instruments admini-
stered to pafticipants during. course development

are contained in section IV, To make additional
copics, detach these pages and duplicate them or
retype them from the manual-and then duplicate.’
Each instrument is discussed bricfly here.

1.

Prc/Post Cognmvc Test

This instrument is dcsngnod to measure the cogni-
tive gains that occurred over the course. It can
be administered to all parucupants before the
training course and again as the last actuvuty of
the coursc. In order for this to be as accurate a

‘“‘gagc of growth as possible, it is imperative that

2.

facilitators cover,. during instruction, all the
major points listed in the session outlines.

Postsession Rating Form

This form invites COniment_frorn,-participants
on the utility, cffectiveness, and clarity of the
delivery of a particular session. It asks them to

" rate the relevance of the matcrial to their needs

N

and to make suggestions for improvement. One
item relates to the effectiveness of the facnlltdt()r
“Itis suggested that this form be used only for )
sessions of particular interest to the facilitator.

The rating form may be alternated with debrief-
ing segsions to give the facilitator oral feedback
on participants’ reactions to the coursc. A few

LY

[

«D.

EY

(.

‘be allowcd for corhplotlon of the form. :

3. DebnefmgGuidelines I

!

mmutes\at the end of the selected sessnon should

"The questions guide the facilitator in conduct'ing
‘ashort, informal meetnng with selected partlci
" pants about the progrcs,s of the course.

4. Flnal Evaluative Review R T

y e

The instrum.ent provndes for an assessment of

the

participants’_perceptions af the: relevance

and utility of the entire traiting course and thelr
overall reaction to it. It is admnmstercd t‘hc

erideof the entire course,, \

. : . . N

Deslgn Assumptions About Trammg and

Trainers . %

*

ber of assumptlons about “good training” and
“good trainers.” -

1. Go

.

od -training accommodates adults who are:
independent,
experienced,

problem-centered, and

au&u'
<3

“NCAE developed these materials based on a num-

e ‘“now’’-oriented. N
2. Good training, therefore, is: .
o self-directed (the learner is mvolvod in con-

dUCtlng the learning cxpcrlcncc)

_cxpcrlenccd -based (Icarnlng activitics are

planncd around thcparttclpants cxpcrucnccs)

prob‘lcm centéred (learning centers on learne
needs/problems, not on *“covering” subjects),
and

r

immediate in application (lcarningcan bé put

dircctly into action).

’
a

3. A good trainer plans the cyent by:

laying out overall training goal(s’)'

deciding who will attend (rccrunmcnt and
sclection procedures);

assessing funding sources and costs to parti-
cipants and assigning responsibility for

* finances;

sctting the timespan for training in light of

‘costs, participants’ necds and: availabilit
Yy, Y,

11

and trainer capability; -

determining those strongly felt ncods of par-

ucnpants that can reallsuc‘nlly be met within
time limitations;

1




A good teainer faciltates learning by

¢ adaptmg the materfals to focus on these partlc- R
ular Partlclpant needs (suggestions about adamn :

. _mg the materlals are glven in shctidn II) R | : |

° ayfcndmg to thc {ogistica needs of partncn-
p{‘s (food, lodging, travel, etc. )

o arranglng for adequate tralning faciI|t|cs,

& acquiring and testing requlred |nstruct|onal
~equipment;

® engaging the group facilitdtors and conﬁ:nt -
spemalnsts needed tg conduct the training; and

] coordlnatlng the managemcnt and dcllvery -
activities of everyone involved i in planning and
running the training program,

L4

LA good trainer prepares.

® helping people fecl.comfortdble; ' .
® creating a healthy learning atmosphere; .

® being supportive and respectful, not judg-
mental;

- ® being aware of his/her own biasgs;

" ® giving participdnts some rein;

®. focusing on pzlrticipant;r,’ problems;

N

® drawing on participants’ cxchcnccs;
® providing practice in applying learning;

® keeping a finger on the pulse of the group
and individuals within 1t;

® dcaling cffectively with participants who dis-  \
play behavigrs that can impc)de'group work &
or obstruct learning;

o surfacnng and addressing the underlying prob-

lems of the entire group or of subgroups when )
they adverscly affect program progress; and , C

{ -
O\\bcfng’a good training team member.

,-/’l' N

How to Prepare to Run TAT

.

To prepare for the course as a whole or in various
session combinations, the facilitator should:

"~ ® .Review package contents. - T

® Read sections | and 1l carefully.

® Apply suggestions on adaptation and select train-
ing focus,

To prepare for cdch individual training sessign in
section H1, it is suggestedsthat the facilitator:

Ny

K

". are prepared okobt»aincd.
' OXUsc fltp charts\which may"
writing or drawing-with.

® Réview the. summary. 'pagej' and determine: the

_rélationship of the objectives of the session to
the previous session and to the overall course

" ® Review the sequence of activities, the disqussion.

pomts and the materials several times before the |

7 session td become thoroughly familiar with the

. session and'its content.

o Make cue cards for use In, the session The
“materials were designed for preparation, not for
delivery. Trainers are strongly encouraged to
put presentation materjals Into their own words
and determine the amdunt of.detailed instruc- =
tion they personally need. T&ﬁ?lcrs should use
their Trainer Manual for quick reference during.
group work and breaks (see sample cue card in
appcndlxes) ' .

el

’ . -
] Doub1cchcck to see that all the'materials, equip-
ment, and fueniture listed on the summary page

rkers on large-sized
paper. If a tripod is not available, flip cHarts can
be taped or tacked to the wall. A. chalkboard
and chalk may be used instcad.

“® Make sure needed audnovusual cqunpmcnt will be
available and operational when nceded. If the
facilitator is to operate the equipment he/she.
must know how beforchand. '

v Rghcarsc the prcscntatiod ahead of time as if
the group were present. Once the facilitator is -
sufficiently familiar with the workstop contents
and background material and hgs prepared his/
her notes and key questions, a final preparation
‘step is'to enlist a coworker, friend, ‘or family
,member to act as participant-audience and run

-ot’rfrough all the scssions asin an agtual workshop.
An audicnce of.one Or two i§ not the same as a
roomful. of pdr[ICImetS, bu} this exetcise will
give the facilititor a“féedfor the flow of the

. acfivitics, the pace and structure of the work-
shop,and the usc of the scssuonacdc cards. 1f no
one is available to serve as audicnce or the
facilitator ist uncomfortdblc with this arrange-
m‘lnt he/she should at least go through the .
sesstons step-by-steg’ by lllmsclf/hcrsclf

e Review ‘cue cards (or makc them up) the evening
bcforc dcllvcrln;, the scssion.

® Chvck the opcratlon and placement of equip-

ment, arrange materials and fwrniture as neces- |
sary, and rtview cue cards onc more time
bcfom cach session and before drrlval of'the”

« . participants,

LIS}




to Meet Parhcular ; L
Req unrements
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~ The sessions in this course were constructed to be used
in sequence over a 9-day period. However, they can also
“ * be conducted at spaced intervals. Units | and k1 each are
self-contdined and can be conducted sep!ratcly without
great difficulty. In addition, a number of sessions can be::
put together and used as independent units or minicourses
¢ that run for 1 or 2 days. And, as we will see further on,
. certain sgssions within either unit can stand alone,

3

A.. Comﬁiningﬁessions,into Minicéurses

¢

In circumstances where it is not feasible to present
the'entire TAT modsl.d} to conduct either unit |
or unit Il in its entirety, the facilitator can present
minicourses that consist of sessions assembled in
various combmatlons to address these broad train-

In/g,lSSUCS

/ ® How do we determine which of our agency's
problems can be solved through training? -
“Minicourse A: Assessing - Organlzatlonal
Training Needs.
® How do we determine the kinds of training
our staff needs?-Minicourse B: Assessing
Individual Training Neu!s

( @ What can we cxpectvto get out of tralnm;,
& that meets the needs of the agency and the
) ; Y individual?—Minicourse C: Defmlng Training

Outcomes.

! N ¢ ,
® What goes mM\g to make it both p_to/-

ductive and engaging?-—-Minicourse D: Adult
Education Theory and Techniques.

J

etk ek at aik

n . ¢ /“\
® How do we handle people in 3 tralning
situation? —Minicourse E: Training Group
Discussion Leader. . !

Y

The sessions that make up each minicourse have
been combined to permit the facilitator,to lead the
participants to a resolution of these issues in a °
reliable and methodical way. Included in the descrip-
" tion of each minicourse are sug{tlons for adaptlng
the materials specifically for this kind of Use by
making alterations in the manner of presentation
of the individual sessions in the course. These
adaptation recommendations refer to the. actual
tlines contained-irr sectidn 111 of the Trainer

Manual -Thé recommendations are given here as *

part of the treatment on adapting TAT to meet |
particular requirements. A clear.ynderstanding of *
them will require that the facilitator first study
section III Session Outlines.

- MinicourseA Asscssmgotganizatnonal Training
Needs

v

, Minicourse A is composed of: .

Session 2--Basic Assumptions
Session 3—Design Task Assignment
Session'4--Goal Analysis.

Itisa i-day course that should be ideal for alco-

holism workers (especially managers or those in

a position to.influence managers) responsible

for identifying the organizational needs of an
. agency that can be met through training.

o/ .

: 13\

.,




. . \’ ) o '."' .’ T e . "._, - /;' ‘ N DR ) .' x . " . " Coe v e L. .. "v
The followinga(faptatlons are recommended for 2 Mlnlcourse B' ‘Assesslng lnd(vidual ‘n'aining

r.
1

R -ﬁnim A, - : S Needs™ Ly

® Bégin tho course wlth a modifleﬂ Versi'on Minicotirse B consitts of: | '

. . Lo i
Lo " of.the Ihtroductieh and Welcome (sessjon L v
T :J) or a substitute warmup oxeicisé, Tailpr Session 8-Jab Analys(s

% T . the remarks. to the group. Provide name- ' Session 8—Performance Analysis | - ~,
VLo ' tags onlyif necesgary. State thaf the pur- . Session 9—Performance Analysis Il '

L L 4 . 50 of-the Initial'exercise is to compare oo Session 10—Performance Analysls I,

o e th partlcnpants ‘expectations with the ., This is a 1-day program that Gan help an agency

: ‘s . objectives of the minicougse. Carry out define tggining needs of indivndualstaff members,
. . activity C, the'Introductory Activity; in- | K A number of items are to bo Kept in, mlnd by
‘ struct participants to focus on each-others. * . thbse using minicourse 8.
! . ) _expectatlons of training in the course. . '

® The first adaptation rccomm}:nded for
minicourse A applies as well to_thiscourse "
and tg all the other minicourses described -

.in thIS sectiom :

L Summarlze the objectives of #essions 2, 3,
and 4 on newsprint, the blackboard, or a
transparency..Compare parti‘cipants ex-
pectations ‘with what wlll.be covegpd.
Make- sure partlapants understand whith —
expectations will and will not be addressed.

'

\ v

# - @ Scssion 7 is omitted; it is not part of this
course. . _ .

® The final session can be concluded with a
brief summary of the points made undet
session 11, B, Training Group Composi-

® Insession 2, Basic Assumptiops, the Open- . .

ing Remarks emphastzs assumptions about '

» training that must be examined if one is _ ) ) _ )

: tWhlch organizational needs will . " tion, Lecture and Dlscus&on.
i

4

an ich will not be responsive to a ® [f time allows, the facilitator may wish to
tralning solution. In F, Closing Remarks, - take a quick wialk-thfough of the rest of
Asubstftute the followipg fofumbers] and N - the TEPG to give participants a feel for
_ 2: “Partlcnpants need to have these assump- . what happens to the data derived from job
! tions in mind when they exammovorgamza and performance analyses.
tional ne(,ds for tralnlng - _' _ " Ifsession 11isadded to rminicourse B, the
® In session 3, Degign Task Assignment, for g resulting variation could fit into the 1-day
A, Opening Remarks, substitute: ‘The S . schedule. (This version” would provide
purpose of the segsion is to enable partici- pqrticipants with the skills to sclect a
N pants to understand and apply the _ training focus responsive to staff needs
wrganizational goal analysis sgction of the within the context of orgawizational goals.)
Training Event Planning Guide (TEPG) ® Ifsessions 11 and 12 wegre to be added to

in the Participant Workbook.” Sklp section

icourse B, participants would learn how
B, include C. Modify the task by mstruc; ™ P

to translate training needs into ‘specific

s« . ing pdrtlup‘.m,.ts t'o read only the.pages learning outcomes, and all six sessions
h‘Caded Organization C';oa'l Analysis of the could still be completed in 1 day.
» TEPG and prepare clarifying questions for - ’
that section. The rest of D-can be used! - 3. Minicourse C: Defining Training Outcomes

but, againsonly with those pages of TEPG. Minicoutse C is essentially a combination of|

. . - courses A and B. It is composed of:
. . Instead of E, which is dropped, assigned -

groups arc to work through all of the
questions for one agency and idcmify -~
problems they are having in cacrying ‘out

, ‘the precess. Once the:large group is re-
¢ . convened, discussion centers on solutions

- to identified problems. Conclude the
session with a brief walk-through of major — «a

section he.ldlngs of the TEPG so that

Session 2--Basic Assumptions
Session 3—Design Task Assignment
‘Session 4—Goal Analysis .
! Session 6—Job Analysis .
- Session 8--Performance Analysis | . '
Session 9—Performance Analysis 11
Session 10--Performance Analysis 111
Session 11--Training Group Analysis

. participants got a Bird’s:cye view of how ) Session 12 -Instructional Objectives: -
one would translate organizational needs % THjs course can be conducted in 2 days. While
¢ “into training designs. - - combining two prior courses, it can, in turn, be
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. " Joined with subsequem mlnlcourses, dependlng
+ " on available time and partlclpan;s nee,ds. For
~“example, Minicourses C and D can Be combined

B tocreate a 4-day course on designing educational % * .

,\A. .

experienges for adult Iearners o -

4. Minicourse D2 Adult Education Theory and
Techniduesﬂ S . . )
. . . A ) - - )
Mlnucourse D is a -day course conslsting of:

.

-+ Session 13 -Adult Learning Theory
Session 14-- Methodology |
Session 15—Methodology 1
Session 16~Methodology 1.

Sessions 13 through 15 can be presented as part
of this course without modification, However,
participants who have not gone through carlier
- portions of TAT will not be familiar with the
v _Training Evént Plahning Guide: Therefore, in
using session 16, the facilitator will- have to
explain thé major Weadings of TEPG before
askigg participants to compare items in the
_Model Learping Activity (handout 1) with the
ideal components on page 23 of the TEPG.
.(Participants need only page 30 of the guide.)

Sessions 17, 18, and 19 can form a 1-day train-

-

. &-"‘, '." B "
" However, since much of what is covered in these :’" BV

. sessions depends on an understanding-of the

materials In the previous sesslons, we do.not

“recommend their combined use except with

\ * participants who are well acquaint’d with the
prior content. The firstH9 sesslons, which com-
psise unit | of TAT, provide a 7-day course on
the mYjor aspegts of training desigh "

“Unit 11 Lf TAT, Delivery of Traimng, takes 2 full
days. Since the subjoct' is particularly impor-

. tant and the materials require ho major changes, .
only ‘one minicourse conﬂguraﬁon is recom- .
mended. : ‘

.

- [y

-
.

5. Minicourse E: Small Group Discussion Leader

This 1 da‘y cou;;e consists of:

Session 22—~Psychological Learning Climate
Session 23—Feedback |- :
Session 24—~Feedback !

‘ “Session 25— Small Group Skills.

This| minicourse provides information ?xlouthow
to observe and influence the dynamics of adult
learning groups. Session 22 'may be too funda-

mental fortrainers who are already familiar with

ing program on how to evaluate training events. . group dynamics theory. It can be abbreviated
- . S
Expected Recommendations for Time
Session :
u Outcome : Adaptation (hours)
ot . . . P ) X
2. Basic Assumptions Understand the basic Focus on the opening pres- Ya

principles underlying
"4+ education and aduit

Co ’/’Ieaming. .

-

~—emtation and the use of
handout 1 and reference 1

«‘in the second set of assump-
tions. Skip the first set
(unless you have a‘special
reason to include it).

Know characteristics
of clear and adequate
outcome statements.

'

3. Goal Analysis

-«

)

Read Mager's Goal Analysis' 1
in preparation. You may

want to give participants a

chance to formulate and

critique goal statements.

Formuiate specific learner
outcome statements.

12, Instructional Objectives

Should work as is. Mager's 1
Preparing Instructional
Objectives? should contain
answers to participants’
questions,

.

]Rubert F. Mager, Goal Analysts. (Belmont.Calif:t Fearon Publishers, 1972).
7Robcrt F.'Magdr, Preparing Instructional Ob/ectlves (Bolmont Calif.: Foaron Publlshors, 1971).

@y »
.

Ay
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* andprosented as a brief review, to such trainers - - ' .pants WIII gain from it,. brlef adaptatlon recom- E "
" at the beginning of session 23, Sesslons 2325~ . nlondations,a d fhe time needed to conducteach A
. are suitable both for startinstralnersyﬁ)aro sesslon. _ », TN, e . Co
leartijng tifese 3Kills for the first time 2hd for e ‘ C g ) &f S
. experienced tralners who wish to finetune ©  The assessment instrumehtsa d-tabulation-forms W&
' them"through practics. _ _ InSection IV can be used by the trainer to find out  * .§:
e . e b ~which minicourse or session(s) his/her prospective |
B. Using Individual Sessiond ~ . N wouldliketocover. 7 3
The content and methodology of other sessions &
- Some individual sessions can stand alone. These are . can beused alone or In.combination by theresourse- P
. listed in the’table that follows, which gives the ful facilititor In- creative Ways that serve his/her o
- number and name of each sesslon, what partlcl ~ ( own tralnlng situation. '
¢ 4 . 7!
o . . . i ) 3 2
Session Expected: - ' Recommendations for % - Time o .
Outcome ' Adaptation , .  (hours)
- 13, Adult Learning Theory Understand Malcolm ~ " You might want to follow 1 Ty
d . Knowles’ analysis of -up with sessions 14, 15, andfor - .
. four basic adult qualities 16 at a later date. Tht four .
( : thataffect adult learning. . combined constitute mini- |
course D. Sesslon 13 requires
o A | /’—-no changes when used alone.
22. Psychological Learning Describe climate that fosters . -Use as is. 1"
. Climate learning.
23. Feedback | ~ Know ground rules for Use as is, woo
: +* glving feedback. ' ' )
24. Fecdback |l " W Gain skill in glving con- Use as is. w7
structive feedback through _ : ‘ P
practice of ground rules. .
'25. Small Group Skills Use model for analyzing what Use as is. of : 2%
C * s going on in a group. .
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‘Program Goals -
Partucupants will understand and apply the fundamental skills needed to _
e design inservice alcoholism training and
. deluver inservice alcoholism training. ,
They will demonstrate their'design competencies by preparing and analyzing written trainmg plans for specnf‘c
) target groups in accordance with a systematic-design-process (unit I)
They will demonstrate their delivery capabilities by delivering and analyzing learning experienges in accordance
with principles governing the selection and use of training methods for adult learners (unit 11). ST .
P REMINDER section Il is intended for the trainer's use in preparing to deliver a session. Tramers should make

their own presentation cue cards as they prepare. (Se¢ example on page 200.)

tp usin}\jh\f;essiqn Outlines, please note that the first page, or cover sheet, for each session indicates the ses-

sion goals and objectives, total session time required, equipment, materials, primary training methods, and

meeting' room arrangements. The subsequent pages should be read across the double page. The lefthand page
I specifies suggested times for each activity, the sequence of activities, and materials needed for that activity.

The righthand page outlines the points for discussion corresponding to the activity described opposite.
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Session "1 .. Orientation and Overview

GOALS/OBJECTIVES: The goals of this scssion are to: oo

: o)
[

TIME REQUIRED:

EQUIPMENT:

MATERIALS:
(Handouts and
references are found
in the Pacticipant
Workbook.)

PRIMARY METHODS: Lecture, discussion, group exercise

MEETING

ARRANGEMENTS:

r Y-

v
N
‘ . .

w
[}

1. establish an atmosphere conducive to learning; vt \ ’

2. famlllarlze participants with goals of the training p program ‘and

3. familigrize the partigipants with the sequence of activities of the. tralnlng progra

At the end of the session the participants will be able to:

* 1. identify correctly by name at least halfof the other members of the training group and of.

the training staff, ]
[ ]
JZ distinguish between the design and delivery skitls goals, and
3. relate the two goals to the overall training program sequence of events,

A

1% hours iﬁ*"“

Flip charl paper, tripod, masking tapc or tacks, markers, name tags, pens or pwcnls writing
paper, notebooks :

Handout 1, Glossary

AN
Y

(

Drawing 1, Round table setup "
Drawing 6, Informal discussion setup .

(See “lllustrations of Various Mceting Arrangements” in section IV of this manual,)




¢, Session 1 . . - . .

v . "ﬂ 4 i o K - e 0
. ,. N s . ene \ } N M . A .) 3
Time ' Sequence of. Activities . Materials -
H .\ . ) “ . R .‘ . . .\ y . T, ) . » - —
P . . : ’ . e * ‘). ..
5 min. A: Intnod'uction and Welcome . ) ’
. "~ 1. Tailgr welcoming remarks to the p rticular v
N4 audience and situation , . _ \ ' V — %
2. Be sure to have ngme tags and other | A2. Name tags, handouts,
materials listed opposite ready for - pens, pencils, paper LT
. distribunon . | | .
" . 5 min. B." Opening Remarks N \ - o
: 1. State purposes of this session. ' ~ L
a | | F ‘ . | ~ | i .
. ” . . . ) * . .
~ 2. State sequence of activities. )
. .\-/L
C. Introductory Activity ) - '
X, !
5 min. ‘ 1. Introduce training staff and clerical or ,
) support personnel who will have contact ’ '
with the trainees. ’ X
4
40 min. 2. Trainee introduction exercise.
) ' a. Divide trainees into pairs. S
- b. Instruct trainees to: '
(1)-- interview each other for personal
data (i.e., where from, kind of work,
etc.), .
- (2) describe to gheir partners a recent. o by
successful Paining experience, and
(3) describe to their partners a training : .
skill that each would like to acquire. '
c. Allow 15 minuteg for interviews. ’
[ ]
d. Reconvene full group and ask cach trainee
to: : - . e
“ (1) introduce his or her partner and C g et S
(2) report on knowledge gained in tWe g T ‘ .
. interview... «. ¢ .
. | 3
. L8
14 o




! ) ) : ' . . c '. v ‘. Va.»
- . .
. . . /‘( -~ , ~ - '
. C . Orientation a/,:ind Overview
¥ i . - L C i I 'y, /
. N . . B v ¢ . . ° I,' : <}. vl
V. . S, ’ : o .
Points for Discussion o S sl
. . . : i - - r -
A. Introduction and Welc'ome ' / e " ' S - -, \
There are no discussion points for his section. ' ! f ' e '
- ) ‘ ' ., { ' \ ’ ’j ’ - N -
\ \ - T '.h !
] ’ ‘% v H]
1 \\—_.
ﬁ Opening Remarks
1. The purposes of this sessnon are: ..
a. td acquaint the tramees with the overall desngn of the traimng program
; (. “ b. to introduce the tramers to the trainees, and A ' T
c. to introduce the trainees to each other.
2. During this session there will be: J - 3
. a. introductory activities, _ o '
o b. a break, and '
5 ¢. a brief overview on the content of the trammg course. .
C. Intfoductory Activity | _ . . .
' There are no discussion points for this section./ S :
!
{
y .
o
1 " I
‘.“ -
‘ ]
- el
' iy
“ 15
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Sessionf -

A}

" Time  Sequence of Activities '~ Materials i

15 min. D. Qvérview of Trai'ning Pragram

1.. State goals of tgaining program. . -
.. “ . ‘
8
~ o . .
| \1 @
‘ ‘ -~
> . \""q— (Al
| o
2. Describe focus of training program. -
-
- \ 3. Review sequernice of activities.
. - X
° ( L)
” - 4 "i'.,
1 \ ")'

@

16 | v | ' 21
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Points ‘for Discussion

v

[

i

-~

Orientation and Overview

- \
. - . - )
4 D. Overviewof Trﬁinir’)g_'Prqgrém ‘ _ T AR _—
~ 1. This training program is desigr)ed to achieve three mgi'or goals: ‘ _ o
a. Total seminar goal—Partioipants will demonstrate cb_mpetency in understanding and .
i ‘ applying the fundamental skills needed to design and deliver training programs to adults. .
" b. Design skills géal——P-articipants will ‘demonstrate their combetency in unQer;tanding and
applying the elements of a systematic design process by preparing and analyzing written o
training plans for specific'target groups. - . .- . o o
' > C. Delivery skillé_goal——Participants will dém'onstrate competency in understanding the o
principles for selecting and facilitating training methods appropriate to the special learn- ‘
ing charact&ristics of adults by delivering and analyzing specific Iearr_)ing exercises, g
2. The program will focus on the adult learning process. Four factars influence that process:
, a. thelearner, s - ' ' | ' |
" b.‘'the environment,
c. Xhe methodology, and )
d. théyrainer - Nz
3. T_hé'focus duri'ﬁg the first week will be on the learner and the methodology. Subjects will ’
be: o -
. understanding the adult as a learner, T
f v b. assessing the training needs of the adult learner, and
c. constructing learning activities to meet those needs.
k The sequence on instructjon will be as follows+— ' ' "
- - a. Needs Assessment: ‘
(1) needs of the organization, ;
. (2) needs of the job, -
(3) needs of the worker, and .
(4) selection of a training Zroup. ' '
b. Building a Curriculum: ) )
(1) deciding learning outcomes,
~(2) c?)nstruéting learning activities,and _
(3) sel;ecting evaluation strategy.
\
-~ v
17
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SessiQ@ 1

T/r_n_e Sequence of Actlvlties

Ar

D. (contipuéd)
|

E. Closing Remarks K

1. Have particlpants locate handout 1 for E1.

this session in workbooks,
a.. State purpose of Glossary. -

b. Ask trainees to read Glossary on their
own time and note any questions they
may have, All questions will be answered
in the first content session,

2 Link to first content session.

Handout 1, Glossary




Points for Discussion - R

“{continyed) , . _

jad J

4 . The focus durlng the second week will be on the trainer and the environment Sub;edts
) will be: . , _ _ , -

@
L

a. The training e_nvironment:
(1) physical environmént and
(2) psychological environment. . ) y T
b. The trainec: S
(1) smalkgroup dlSCussmn and y . o vy
(2) Iarge-auﬁlence preséntation. ' ot

4

5 Each week there will be an individual project for trainees to work on:
" a Week 1: Prep ration of a written plan for a training event and
b. Week 2: Delivery of a 20-minute training session.. '

- ‘s /\
E. ClqslngRemarks . .

°

. 8
1a. The purpose of the Glossary is to acquaint the trainees wnth some words that have meanings

specific to this training course.

.
A

2. The first content session of the tralnlng program will'introduce the trainees to thesbasic
_assumptions upon which the course is .built and which are essential for the understandlng of .
the subject areas that will be covered in the course.

19
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Session'2” . . ’Basic Assumptions *

[
GOALS/OB]ECTIVES The goals of thls session-are Jto: ' e 0 . .
T o 1 fan)lllanze the partlcnpants with the basic assumptions that underlle the method of trammg '
' ' being used in TAT, e .- o
2. persuade the partlcmants to acqept these basic assumptlons fer the purposes of the course,
.and,
3. make syre that participarits -u'nderstand"the Glossary introduced in the orientation ses“s_lcén.
At the end of the session participants will:  ~ '
. 1. be able to name three of the underlying assumptions and .
. ’ 2. be able to relate one tYpe of assumption to personal experience. -

L

TIME REQUIRED: 1% hours
' EQUIPMENT: Flip thart paper, tripod or masking tape, markers  , -

~

MATERIALS: ~ Handout 1, Basnc Assumptlons : 0 ' | g .

' L 3
(Handouts and Reference 1, Discussion Task Instructions (for flip chart 1) - ' /
references are found ’
in the Participant . Glossary (introduced in session [)
Workbook.) ' .
“PRIMARY MEITHODijcture, small group discussion, panel discussion : -
MEETING = ’ |

ARRANGEMENTS: - Dra.wiﬁg 6, Informal discussion setup
- ' Drawing 4, Workshopqetub

-

(See “lllustrations of Various Meeting Arrangem‘ents_" in section 1V of this manual.)

HT ' ' ’ ) 'z | cf
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. Sesgion -2- -
. . V—';:'., — s

Time. -Sequence of Activities
- . ) K /"t i -' .

3y
]

Materials
\ *

. Lo T

_ Opéning Rémarks .~ . |
- State purpose of tj}is_séssio“rm. )

LN

.
-

' The Basic Assumptions . - L © o .
1. Refer participants to handout:1—Basic.~ - - B "Handout 1, Basic
 Assumptions. - - - 7+ .. Assumptions
#2.  Review basic assumptions. ' L '
o S

C. Small Group Discussion
) | ' .

-~ . ° Al
*

.- . ~
ne . "
L 4

Divide trainees into groups of four or five.,

Using reference.1 and flip charts with tasks . C2. Referencel, Discussion

" written out, instruct groups to: o Task Instructions (for
. ' St . A ~ flip chart 1) L
a. share with each other their experiehce of _ \ -

a concrete example of one or more of
the assumptions and

~ gy, N

b. éélect*a spokesperson to represent the
group in the panel discussion that follows.

Check group selections to make sure both
types of assumptions are being discussed.

4. Circulate among groups during discussion
to kéep group activity ontrack.

Panel Discussion

1. ¢ Form a panel copnsisting of chairpersghs of
' each group, with the trainer as modefator.

2. Seat panel together at head of room. |

3. Have panel members discuss results of their
small group activities. Bring out the teaching
points listed on the opposite page.
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- Basic Assumptions

il

[}
: L4

- - Points for Discyssion -~ . -« T : o
A ‘Opening Remarks =~ B N . : L Lo
The purpose of this session is tp famillarize trainees with the rationale that underlies the form
and content of this training program, o Y T
B, The Basic Assumptiohs . . ‘ 3
¢ . v . . : h ' *

2. Thereare two kinds of basic assumptions to be considered: L
'aﬂmptions about the present state of the art of training in the fuield. of alcoholism and _
b. assumptions about adult education in'gqneral. ', '
“C. : Small Group Discussion -

o _ The purpose of the discussion is to give participants an_opportunitL to express their opinions
b/’ N about the relevance of this workshop for them. - '

L)

toe

. 3 )
. =
¢ ° i
' P4
. 4 S
D. - Panel Discussion ] . o .
" M
)1
o "3, Lead question: What did you hear in your group? e

' ¢ Teaching ‘points: ¢ .

e There is 'z;,distinctio‘n between behdvior and attitude. To change behavior, it may be
necessary first to alter underlying attitudes.

® The role of the trainer is to be a facilitator rather than a lecturer.
® Evaluation and feedback at predetermined intetyals are essential

"

&

L3

23




' ) ' “:r | '.l, .". ‘-\ivll‘v : . l:.‘ . . N !’ ,ln “‘\ ’, v:
. # I .' : . ' -
..\. -
N : R : = A N
Sessron 2 Y
v\ - o A1 - ‘ . 9 . T > X i "
T/l'm,e Sequence of Actlvities o Materials’ = . .
10 min, 'E. Questions and Answer—Glossary , ‘ ] e
1. Ask traingbs to turn to the' Glossary introduced
i@ in previous session, . '
2. Review important deﬂnitio_ns (see opposite) '
- I 1.‘ ’
’ s £ .
. ’ ‘ N
. . . N
e .. . * -
P .
v . R
< ' .
[} * N ¢
) . . ‘ N
_ 3.  Answer questions. |
2 min.- F. Closing Remarks '
© 1. Summarize discussion of basic assumptions. )
.- 2. Link to next session.
2 . ' S 2 §
. . s
L) r | {"; ‘ :)
) ; ;/ | T




- Point . Di ' A - '
i ng fo_r Hscuss:on |
-E. Qqestion;and Answer—Glossary S B

-

D

Important definitions to remember are:

- The definitions given in the Glossary are derived from the basic assumptions just studied,

Learner. The person for whom the trainingaactivity is created and presented. Ideally, his or
her behavior reflects commitment to the following assumptions:

® No one can motivate, teach, or train someone else: all individuals conduct their own
motivating and their own learning. Hence, all learners are responsible for the degree to
which they involve themselves in the learning activity.

® The learner is in charge of what he or she gives to and gets from others in the group.

® Learners have the obligation to help the staff help thém reach their learning goals. This

+ canonly happen in accordance with the degree to which they take their learning seriously.
The learners’ feedback to the trainer is essential to keep a course relevant to their learning
needs. '

Trainer. A guide who arranges learning experiences for others. Ideally, his or her behavior
reflects commitment to the following assumptions:

» . .
® The trainer can only guide learning, not create it.

M s

® A trainer doesn't train until he or she locates a specific need, just asa dentist doesn't drill
until he or she finds a specific cayity. )

e The more 2 trainer knows and accepts his or her personal needs and behavior styles, the
freer he or she is to lelp trainees in identifying their needs and behaviors.

.® Neither the learner nor the trainer is on trial; eval;etion is conducted to measure the

usefulness of the total training activity.

.

® The more knowledge and strategy a trainer possesse's, the more closely he or she can
match useful instructional activities with specific learning objectives.and individual
learning needs. ’ ' '

® The trainer is at all times a learner as well as a facilitator, learning from each person and
each training experience.

Learning. A relatively permanent change in a person’s overt or covert behavior, which is'not
a result'of normal maturation. The evidence for learning, which is an internal process, is '
behavior change, which can be observed. We, infer that learning has occurred from the
change in behavior.

F. Closing Remarks ﬁ B .

1.

~ Trainees will have the opportunity to see the basic assumptions in operation during the rest

of the training course. ' X

Trainees will also be able to make use of the assumptions while writing their own design - -
task, which will be explained fully in the next session, -

25




| Sés§i0ri 3

De'sign Task A;ssignmen’t

4 N,

GOALS/0B ] ECTIVES

TIME REQUIRED:
EQUIPMENT:

MATERIALS:
(Handouts and
references are found
in‘the Participant
Workbook.)

PRIMARY METHODS:

MEETING
ARRANGEMENTS:

1. name the design task stages and ‘ <
2. explain the three discrete steps within each stage of the TEPG planning process.
2 hours
Flip chart paper, tripod, masking tape or tacks, markers
}
. Handout 1, Design Task Instructions - ' .
Handout 2, Training Event Planning Guide (TEPG)
Reference 1, Design Task Stages (for flip chart 1)
'
Lecture, discussion, smaITgroup actlvity - . R
/
Drawing 6, Informal Discussion setup
Drawing 2, Workshop setup
(See “Nlustrations of Various Meeting Arrangements” in secﬁqp IV of this manual.)
\
-
\ .
'y
¥/
N
3 {’) o 27

)
The goals of-this sesslon are to:* - -

1. clarify the dpsign task assignment for the trainees and -

2. familiarize the trainees with the Training Event Planning Guide (TEPG) and the planning
steps It sets forth. N - :

At the end of the session the trainees will be able to

[}




* Bession 3‘

*

- . . +
‘ *»

N Time S_equenbeo'f Activitié's

T—

5 min.

S min,

S min.

»

A

C.

»

Opening Remarks | ,
1. State purposes of this session.
2. State sequence of activities. -
Stages of the Design Task
1. Describe the design task.
2. Review the three stages of the design task
(see opposite).
' TN
3. Clarify s‘a;ge I:
- a. Refer rticipants to handout 1, Design
Task Instructions.
" b. Review the instructions. 3
c. Answer guestions. ’
Use of the Training Event Planning Guide
. (TEPG) '

1. Refer participants to handout 2, TEPG—and
allow a few moments for trainees to look it

over.
2. Discuss purpose and format of TEPG (see

opposite), but postpone questions at this time.

o'

B2. Reference 1, Deéign

t

Task Stages (for flip
chart 1)

:&,

B3+ Handout 1, Design

Task Instructions

. , - \/

C1. Handout 2, TEPG
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-

.~ . ? Design TaskAssighment

. e
"

Points for Discussion * | Co | (

_ r—' ‘. ) - et 4
Opﬁhjhg Rgmarks\ . )
1./ The purposes of this session are to: ,

' ‘,3 a. m}ake the design task assignment clear to the trainees; and .

i b, i"r'ltroduce_‘the trainees to a planning instrument, the Training Event Rlapning Guide
(TEPG), and to make sure the trainees understand its purpose and how to use it.”

2. 'During this session the trainees will:

A.',

a. go over the design tas'k‘as.signme"nt and . B | '

.:;“ ] " b. examine the TEPG in detail.
"B. Stages of the Design Task -

The task for trainees during the first week is to design a complete training event of at least
10 hours in length. -

' 2. The task willi'bveaccomplished in three stages:

A

a. Stage 1-The design itself. During the first stage each trainee will design a complete
tralning event. :

b. Stage |1—The first evaluation stage. Each trainee's design task will be evaluated intensively
by another trainee. -

c. Stage l1l1—-The second evaluation stage. Particular aspects of the design tasks will be dis-
cussed and evaluated by the full group. -

LY P

~ C. Use of the Training Event Planning Guide (TEPG)

L4

4

. . .

2a. The Training Event Planning Guide is a series of worksheets designed to focus attention on
each sequential step of the planning process. Its purpose is to insure that all necessary steps
are taken in logical order. .

’




n , R « S, “* :
i -\, § 1'. N ‘ i
Sess:on 3" e
Time Sequence of Actlvltles - © Materials ‘'
. y o o
| , R T
(contimhjd) | - . . , |
' “

3. Assign participants to groups of three.
10 min. D. Clarification of Needs Assessment Section
+ 1. Understanding the section:

a. Instruct trainees to form the assigned groups
and take 10 minutes to read the Needs _
Assessment section and prepare clarifying _ @
questions.

15 min. b. Reconvene full session and answer questions.
15 min. . 2. Applying the section:

a. Instruct trainees to re-form groups and take -
15 minutes to discuss what each of the
three planning steps means to them. Ask
them to note any recent experiences in one
of these three areas.

10 min. b. Reconvene full session and discuss some of
the small group experiences. ! ‘

30 | ' 3 3 " g
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- v‘besign Task*Assignmen-t:

Points for Discussion

* C2. (continued) -

b.” The TEPG is laid oyt in two major sections:

(1) the Needs Assessment section, which doncentrates on determining the needs that must
be satisfied by the training activity, an '

-(2) the Curriculum Buildin ection, which will serve as a -roa@hap fofdeveloping the learn-
ing activities that make up the design task. . )

2c. In general the format of the TEPG follows both
(1) the curriculum of this course and _
(2) the sequef;ce for developing any training event.

d. The trhinees should find that as they learn a new skill they will be at the point in their

design task wheéré they need to make use of that skill and will be up to the appropriate page
in the TEPG. " '

e. The TEPG is designed primarily for inservice training; not all of the pages will be directly
applicable to all training situations. '

f. Structural points to bring out:

L 4

(1) The booklet is organized into two seétions. _ v
(2) There are three principal stages in each section.

(3) These six stages aré the major design categories and are the six skill areas TAT is focused
< on.

g Revi.e'w the 12 steps in the TEPG sequence and examine the structure of several pages.

'D. Clarification of Needs Assessment Section ' i
There are no discussion points for this section.




Session 3

Time | Sequence of Aotivmes o ) * Malterla[s“

T———

. _ E. Clarification of Curriculum. Building Secti0n N A
Ay 0min. - -1 Understanding the section: o .

. a, Instruct trainees to re-form groups and take‘
‘ * 10 minutes to read thé Curriculum Building
section and prepare clarifying questior)s

A

- 15 min. : b. Reconvene full session and answer questions
' 2. Applying the section:, o _ »
15 min. a. Instruct trainees to re-form groups and take

15 minutes to discuss what each of the *

three planning steps means to them. Ask

what special difficulties they foresee in com-  #
‘pleting these sections '

10 min. b. Reconvene full session and dlscuss some, of the -
' ' difficulties mentioned. : ‘

5 min. F. Closmg Remarks
1.  Announce design task schedule (see opposite).

2. Anticipate next session.

e




Points for. Discussfon

- Y y
"

E.  Clarification of Curriculum Building Section

There are no dis®sion points for this section.
. . )

F. Closing Remarks
1. Design tagk schedule:

-

a A full*training day will be ijevoted to both evaluation stages for the task.
b. To allow trainees sufficient time to complete their tasks, work sessions will be scheduled

each day throughout the workshop. . s
c. There will be’checkpoint sessions periodically to deal with any special problems that may
arise. '

~d. Resource groups to help participants with their tasks will be formed.

2. The first step in designing any training event is to identify and ana'lyze thé goals of the event.
The next session will examine the subject of goal analysis in detail.

\ e




’Sess’ion 4

‘Goal Analysis -

L]
~

L stated goals. -

‘criteria for clearly stated goals.

- TIME REQUIRED: 1 hour ~

GOALS/OB]ECTIVES Participants will réfine and improve existing knowledge and skills necessary to identify ciearly :

Given a list of 20 goal staternents partucnpants will be able to judge correctiy whether 17 meet

‘k . . ‘ ) N ' .
. EQUIPMENT: Flip chart paper, tripod or masking tape,'markers To.
MATERIALS: * Handout 1, Goal Statements . ,
. (Handouts and Resource Material, Goal Analysls by Robert F. Magér ~ _
references are found _ : ' - _ .
in the Participant Flip chart.1, Goal Analysis (to be prepared based on discussion points listed under section A)
Workbook.) - Flip chart 2, Elements of a Goal Statement (to be prepared based on discussion points listed

under section C)

-PRIMARY METHODS: Lecture, individual task, large group discussion .=~

’

. MEETING L .
ARRANGEMENTS: Drawing 3, Classroom setup

(See “lllustrations of Various Meeting Arrangements” in section 1V of this manual.)

35




Sess:on 4

. Tim'e Sequence of Actiwties o ,Maté'ria;rls

-

Smin, "A. Opening Remarks
1.. State purposes of this session.

—

2. Define 4 goal and give reasons fo\:ar)alyzing - A2. Flip.chart 1, Goal _,
it. ~ -Analysis

v

»

3. Giveand then elicit examples of clearly . A3. Resource Material,
stated goals. Use Mager's Goal Analysis -~ - Goal Analysis
« as a reference. ’

~

B. Questionnalre—GoaI Statements f

1. Refer-participants to handout 1.~ . B1. Handout 1, Goal
Statements

Instruct trainees to:
a. read each goal,

b. indicate whether or not the goal is
clearly stated, and

c. discuss answers with neighbors when
. finished.

C. Lecture—Principles of Goal Analysis | ' C. Flip chart 2‘, Elements

Review the elements of a cleakgpal. of a Goal Statement

\

" D. Closing Remarks

1. Summarize discussion of goals.

Link to next session.

2

Instruct trainees to bring copies of the goals
of their organizations to the next session.

’




Points for' Discussion

A." Opening Remarks . T ‘ N

1. The purpose of this session is to, underStand how to formulate clear goals that can be inter-
- preted in the same way by two or mare people. :

"2, “'goal ls a statement of purpose or intent. Goal ana&ysis has three important functions: /

i

a It _cl'a'rifios where one wants to go!
b. It simplifies how one intends to get there! 4
c. It states how one will know when one has arrived! _ T ; \ '

B.  Questionnaire~Goal Statements
There are no discussion points for this section.

A

C. Lecture—Principles of Goal Analysis h .

A clear goal is one that can be interpreted in the same way by two people To do this, a goal
statement must: .

a. state specifically the results to be accomplished
~ b. state the result in measurable or observable term/}nd
% ¢. identify whén the result wiII happen. , _

When astatement meets these criteria, it is possible to determine its achievement. The state-
ment of learning goals makes possible the measure of instructional effectiveness. This is the
reatson for including the topic of goal analysis.

" D.  Cloging Remarks . N T

1. Aclearly stated goal is a statement in measurable terms of an outcome to be achieved within
a definite time period.

2. Training programs do not exist independently but are established to serve the purposes or -
goals of a larger organization. Defining organizational needs and goals will be the subject of
the next session: ) '




‘Session 5 '~ . Organization _~Nééds'-A'_n_a"'lys"isf

LR

o e maa vens

’
*

GOALS/OB]ECTIVES The goal of this session is to make the partlclpants understand the value of Organlzatlonal
needs analysis and its relationship to plans for training '

’ ¢ 'By the end of the session Pparticipants will be able to name two: ways in which thcir own ]ob
does or does not relate to the needs of their organization, :
 TIME REQUIRED: - Thou . o - B
EQUIPMENT: ’ Flip chart paper, fripod or masking tape, mark'ers', paper and pencils for all participants
'MATERIALS: ., * Handout 1, Discussion Guido
(Handouts and " Reference 1, Organization Structure (for flip chart 1)
references are found : : S
in the Participant Resource Material, Analyzing Performance Problems |
Workbook.) ) o '

,

. . ’ ° * . '
PRIMARY METHODS: Lecture, small group discussion, panel, and large group discussion

o P

MEETING

ARRANGEMENTS:  Drawing 6, Informal discussion setup '

g

Drawing 2, Workshop setup

g

(See “Illustratlons of Various Meeting Arrangements” in section v of this manual )

PRTRPIPIK PO




‘T."-'"ef". Sequence of Activltles A Meterial_e T

szl L .

“ 3min, A Opening Remarks . * . . L.
B _1'.' Statepurposeef thissession. o ) BY R

2. State"rea'son for this session. o,

o

5min. B, Introductory Exercise . .
o 1. Ask trainees:to take out pencil alid paper. B1. - Paper and pencils
"2, Tell trainees to: SR : .
. a. draw an arc, ‘ o o
' b draw a second arc linked to the first arc,
- and
. c. draw a third arc Iinked to the first and T
‘ - second arcs. A
) o 3.  Show trainees the intended solutlon——a ..+ B3. Flip chart paper,
| - ‘ circlezon a flip chart. . ' ‘ marker

4. Summarize exercise (see opposite).

)

10min.  C. Organizatienal Goals : - ,. J
1.  Referring to flip chart 1, review points } C1. Reference §, Organiza-"
relating to organizational goals analyzed tion Structure (for flip

as inputs and outcomes. _ chart 1)




e

Iy

| Points for' Disoussion'

N

A\ Opening Remarks

tion and the functions of the people in it. Organization needs analysis is the first stage of the:
K Design Task needs assessment procedure. S e

2. The first step in designinga training event is to exarhine the goals and needs of the organiza-
tion that the tra}ining event is ini. 1ded to meet. oo o '

B.’ Introductory Exergise - N

© .

{ : . )
R : 4 ' . _
4. Itis possible to follow directions carefully and still not accomplish the goal if the goal is not

clearly understood at the outset. Only by knowing the expected outcome of a job_and how
each task relates to that outcor})e can goal3 be achieved. .

C. ¢ Organizational Goals
1. Organizational Resources

-

" a. A systems approach to analyzing organization goals will divide an organization’s resources
and services intq the following components: '

| ~ O OUTCOMES T
*  INPUTS ———3 OUTPUTS ————HEFFECTS —~——S>IMPACT

Inputs are resources that are invested in a program or activity (staff, money, equipment,
etc.). These are combined in various ways to produce outputs—the products or services of
the program or activity (e.g., client contacts). These outputs are supposed to have effects
on knowledge, attitudes, or behavior (e.g., increased knowledge about alcohol, decreased

y drinking). The effects of a program are intended to have some impact on the individuals,
groups, or communities who are the beneficiaries of the program (decreased alcohol-related _
illness, decreased property damage). '

L S (

b. An organization’s outcomes are its goals. There should be an adequate relationship be-
tween.high priority goals (outputs, effects, impacts) and the time and dollar resources
(inputs) spent in achieving those outcomes. For example, if the highest impact priority
for ap agency is a decrease in juvenile use of alcohol, why spend 60°percent of a training
budgey on training new intake counselors? '

41
'y -

o ¥ « A

'y ' ' ‘
' "N\ The purpose of this session is to examine the relationship between the goals of an organiza: »




~Session 5 .

Timé Sequence o?_ActIvitfes'

LN
oy

VI L

 Materigs

'-C. (continued) - -
AR ‘2. Ask trainees to brainstorm examplesof

A typical alcohol agency.

——

R 3. Review points listed opposite.
20 min. D. Small Group Discussion \
1.  Divide trainees into three small groups.

2. Réfer them to handout. 1 Discmsidn
Guide.

3. Instruct trainees to:

Guide to get started and .

in full session to follow.
20min.  E. Large Group Discussion
T, . Reconvene all participants. -

her group's discussion.
3. Have participants discuss each report.

inputs,-outputs, effects, and impacts for a

a. discuss the goals of their organizations
(copies of which they were instructed to
bring to this session) using the Discyssion

: b. appoint a chairperson to represent group

2. Request each chairperson to report on his or

C2. Write oh flip chart

D2. Handout 1, Discussion

Guide




_,’Po'ihts-fo'r Discus,s/on . e | SR

‘{ - . . ~r . - T - - ‘.
C. ‘(con't_inu‘ed)_ I

\

2. Training is not}vays the top priority..

. \
a. Training is frequently-considered the solution to a variety of ai ministrative problems,

/  sincetraining is aimed at increasing the efficiency of expenditure of a major organizational
resource: human energy. . i oy

b. Training is not, however, always the solution. Other causes of the problem could be:
(1) inadequate program or community resources,
" (2) environmental or political realities, or
(3) unrealistic goals.

It is necessary to examine organizational goals before planning training because

a. Training may not be the true problem solution.

.+ b.Other training needs may be uncovered in such an examination.

” ¢. The goals énd priorities of the organization will affect; ) ' j
(1) the design of the training program,
(2) the location and physical environment for the training, and
(3) the opportunity to implement training.

d. The trainee’s “readiness tq learn will be affected by the value the organization places on
R training and the opportunity provided to exercise new skiils.
. .

D. Small Group Discussion : ' | M
There are no discussion points for this section.

'E. Large Group Discugsion !
There are no discussion points for this section. - . )

. ' "
1 b
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Sessmn 5 LT e
Time Sequence of Act;vities D . Materials
"2 min, F. Closing Remarks o | - -
' 1.  Summarize importance of analyzing organiza~
. tional goals when planning training
2, Link to next session. )
3.  Refer to Mager & Pipe, Analyzfng Performance F3. Reference 2, Analyzlng
Problems, as a useful source for further _ .Performance Problems,
reading on performance analysis. . - Or You Really Oughta .
) o Wanna, Robert F, Mag-
G, v " er and Peter Pipe. (Bel- ..
' “mont; Calif.:- Fearon
Publishers, 1970).
\ 4 "‘_\;
, .
.
> / M'(
- ¢
{ ,
E \
C
»
44 | 445
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e

Organizatior Needs Analysis -

"9

-~

 Points for Discussion

4

F. Closing Remarks . . - N

“ 1. Analysis of organizational goals can prevent unnecessary or inappropriate training and can
~ improve needed training. : e

2. Trainers generally train people to do jobs that meet organizational goals. How' to define
those jobs in the context of the organization's goals will be the subject of the next session.

3. Three sessions of this course will be devoted to analyzing performance problems. Tralnees
should be encouraged to read the Mager book

~

45




{_j.:f;‘.’.-,.Session 6

e Job Analysis

K3 L

D B VGOALS/OB]EC'IZIVES' The goal of this sossion is to familiarlzo tho particlpants with the relatlonship of the job to the R

\5

/

TIME REQUIRED:
&
- EQUIPMENT:

MATERIALS:
(Handouts and
references are found
in the Participant
Workbook )

PRIMARY METHODS:

MEETING
ARRANGEMENTS:

v

2. complle a list of saquentlal behaviors necessary tokgmplish a task of one job area, and

'Fli_p chart paper, tripod or masking tape, markers, paper, and pencils for each b‘articipant

" Handout 1, Sample Job Description, Skill Areas, and Job Behaviors

Lecture, individual task, large group discussion

overall organlzatlon and-to gkamine companent job skill areas and job bchavlors. .
”.

. ) ' . [T

By the end of the session participants will be able to:© -
. list areas of responsibility for their own jobs,

3. assign minimal levels of acceptable performance (for that task.

1 hour ‘

Flip chart 1, National Standard for Aloholisrm Counselors (to be prepared from. discussion
points listed under section D)

Flip chart 2, Revised Standard (also to be prepared fromPSection D)

®

1

..‘_
>

Drawing 3, Classroom setup

N

(See "1llustrations of Various Meoting Arrangements" in section IV of this manual. )

'
o ]

\‘“ = - o

I‘.“h\

-
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Session 6 i -
‘ Time Sequence of Actlvltles Materigls™ - -
3 min. A, Opening Remarks . u
- 1. State purpose of this sess’fon - /\
y N |
/" \ |
. / \ 4
: v
_ \
. ¢ . ) -%, .. -\\
2. - State sequence of activitles. - ' \ z '\_
. W ' v
15 min. B. The Job \
_ 1. Peﬂne “job." _ S , )
» 2.  Reéfer participants to handout 1, Sample Job B2. Handout1, Sample-]ob‘-
Description, Skill' Areas; and Job Behaviors. Description, Skill;
. - ~ Areas, and Job Be-
haviors _
3. Individual task: - \{
a. Ask trainees to use the job description o
- section of handout 1 as an example and- .
prepare their own job descriptions. |
b. Emphasize that trainees’ desc ' ‘tions “ ‘-\ -
~ - shouldrefer to their current responsibilities =
and not repeat an outdated description. .
-.c. Allow 5 minutes for task.
4. Discuss task with group, using ,uestions for | .
~ discussion opposite, if necessary. \\
L \
- . ’ ' / K a -\‘
v‘ \
i
20min.  C. The Job Behaviors | \
1. Define “job behaviors."” - \U " - \
.\ . \
2. Ask trainees to refer to the sample job :
behaviors on handout 1.
v v ‘ \ \'\';'7
X ' ‘ ) \
" | , J’*\_\ :
. - ‘ ’
L '. / ' = LY | ‘\
7 - Vo \\
5 Lo ‘/'..\ j AL
“ ‘ ;{\L..i.) N T [ - ".‘i -
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"' Points for D)'stés"iOn

* A. . Opening Remarks _ < ) S L :
1. Job analysis is the second stage of the needs assessment process that is an essential part of

7 the training Design Task. The purpase of this séssion Is to practice looking at the job in o “

-telation to: _
‘a. its place in the organization, _ o , | .
. b. the behaviors or performance skills necessary tp carry out its fuqét_ions in the organiza-

_ion, and’

- ct the minimum level of competency required to.get the job-done. .
2. Trainees will look first at job descriptioris, then at component behaviors or skills, and

‘_ finally at methods of establishing qompétency levels. *
B. The Job - : . :

1. A“job™is defined as “‘the duties and areas of responsibility assigned to a job slot.”

»

4, "Questions for discussion:

e What did you learn from this exercise? . ‘
® How does the job description prepared rélate to the organization’s goals?

. . . *‘,. ,
® |s one area of the job more important than another; must one be given more time than
another?

e To whom does the person in the job described report? ls that person fully aware of the
scope of the job being performed?

e What output is expected from the job and in what time period? | (

C, Thejo

b Behaviors

1.

Each job description defines a number of duties. In order to ciirry out each duty a sequence

" of specific tasks is required. These tasks are known as the job "behaviors.”

VN

. - ‘
I T T T S T

S
LI




'Session 6. o ‘;"'”'; )

- Time Sequence of Activities -

Matorials '« -

N ’

C. (continued)

o o -3, Explain the job behaviors (see opposite).

4, Individual task:

a. As'l}ua’nees to use the sample job o '
belfaviors of handout 1 as an example and .
prepare a list of job bphaviors for one of .
the dutles of their job descriptions.

v | b. Emphasize that they should list the
behaviors for a single duty.

c. Allow 10 minutes for task.

5.  Discuss task with group by sampling afew
lists. . N

20 min. D. Defining Minimal Competency Levels
' 1. Define “competgncy level.”

2. Read the proposed national counselor D2. Flip chart 1, National

‘standard for COunselmg and treatment and . Counselor Standard
( discuss with group, using discussion points
opposite.

“ 3, Read revised standard for counseling and
v , treatment.  ° ' _ ' .

4. Individual task: . D4. Flip chart 2, Revised
‘ ' Standard

Y . a. Ask trainees to write the minimum level
- of competency necessaty for their jobs.

, b. In this case the trainee must be the judge
\ of his or her own competency, as his or Y
her superior is not present. . ' .

*

1Proposed Natlonal Sténdard for Alcoholism Counselors, final report subrmitted to NIAAA by Roy Littlejohn ’
Associates, Inc., Aug. 1974, -

50
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~ Points for Discussion

L. . . JobAnalysis

C.

(continued) - ' S S _— e

3. The job behaviors are the tasks required by a sing‘léskﬂl area of tl{e overall job. In this case

Defining Minimal Competency Lgvéls
1.

2

3.

the single skill area being defined by the job behaviors }s- that of curriculum design. '

i

.

A competency level answers‘\\the_question: “How well must the individual be able to per- .
form the task in order to fulfill the job function and contribute to achieving the organiza-
tional goals?”’ o :

A proposed national counseling and treatment standard! for alcoholism counselews for
counseling and treatment is “‘the ability to establish a genuine thempeutic‘f&iatiéngﬁjp,\ﬁth
the client.” - : ' .

|
N

iscussion points: 1
v o What evidence would show that a genuine therapeutic relationship was established?

® To whom need the evidence be shown? *To the counselor? The agency director? The
National Certification Board? The client himself? - :

e It is important that the parties to whom performance is accountable agree in advance on
an acceptable level of ¢coimpetency.

A possible revised standard could be' “Demonstrates ability to est'abllsh. a genuine thera-
peutic relationship with clients by retaining 20 percent of first intefview clients for at
least two additional interviews over an 8-week period.” '

. _ )
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Foo Mo L

g mut At

’A\.‘,-»-ph s IWAN P Cheo]

P T T T



N .

. Session 6 - . T oo

'S . k . . ) . . .t . . T

Time - Sequence of Activitiés., " Materials

D. (continued) - ' - A B : \

"5, Discuss task with group, using discussion-
points opposite. - SR

&

2 min. E. Clo.gpg Remarks .
: 1. Sunimarize session.

s 2. Link to next session.

52 | | 5P




Points for Discussion

. P .
f @, . B i o <

.\ D

5

AT

'(continUed) | - | B .

v
t

]

J [
DIchssion points:

o How do minimum competency levels affect training needs?

‘s What would happen to a training program if minirhum competency Ievels were not
established in advance?

. E.  Closing Remarks a

1.

2.

In this session the trainees have taken an intensive laok at the job, the job behaviors, the -

* level of competency necessary for the job, and how these doncepts relate to training needs.

In‘the next content session the trainees will learn how to assess the individual’s performance
on the job. . : .

sy . £

‘g - 5‘,._.» -g ¢

<
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- Sess:on 7 b Organ/zmg Design Resource Grou,as
GOALS/OB]ECTIVES Partlcipants will assoss , thelr strengths and weaknesses in the six skill areas of the dqsign task,

. using a standard form . /',v

- By the end of this session partlcipants will have completed and analyzed a Self- AsseSsment
+ Guide covering the follpwing skills: - ,

1. Organization Needs Assessment .

2. Job and Performance Aralysis

3. Training Group Analysis A

4. Writing Learning 0utc6rnes_ B g _ o : .
5. Curriculum Building ) '

6. Evaluation and Feedback

TIMEiREQUIRED:
EQUIPMENT:

MATERIALS
(Handouts and
references are found
inthe Participa‘n‘t
Workbook.)

PRIMARY METHODS:

MEETING .
ARRANGEMENTS:

B . )

1 hour (includes Y-hour work sessidn).' .

Flip chart paper, tripod of masking tapg, markers” : Ca
« ) S
Handout 1, Self-Assessment Guide

-

Reference 1, .Self-Assessment_']'a'sk Instructions (for flip chart 1)
Reference 2, Formation of Resource Groups (for flip chart 2)

Lecture, small group discussion o "

Drawing 6, Informal discussion setup

@

'Drang2 Workshop setypy _;;gf. . o -

(See “'llu%trations of )/al@ahs Mcetmg Arrangements” in séction 1V of this manual)

i
- R LI - . - - 3
. o .
v, °
.
.

-




Session 7

i

56

<«

1
2,

D Closing Remarks

-

Link to next session.

Restate time when resource groups must be
formed. '

Request trainees to bring their TEPG

" packages to next content session.

Provide 30 minutes fox a work session.

) k //. )
; ¢ ' o
)

)

TIMe - ,Sequence of Activltles | | ‘

“3min.  A. Opening Remarks - - i : ; ) S
‘ " -+ State purpose of this session. : -
20__min’.' B. Small Group Task,-SelfaAssessment . o o

1.  Distribute handout 1, Self Assessment» . - B1. Handout 1, Self: )
Guide . , _ 4, ,Assessment Guide
"~ 2, Discuss guide (see opposite) ' .
- . 3. Divide trainees into groups gpthree.‘ K o
. " 4. Using flip chart 1 with task written out, B4 Reference 1, Self '
.¢ . - instruct trainees to: * Assessment Task In- -
‘ structions (forflip -
] K ‘:_ "chart 1)
L a. assess their strergths-and weaknesses in - "
+, . each of the six areas and-" ’
, - : . share wlth their colleagues their self-ratings / '
LT and the reasons for them : .
5 min, 'C." *Design Task Resource Groups =~ | S ‘ \ . .
1. Reconvene participants. ' . . )
.2. = Explain need for resource groups. =
. 3, Using flip chart 2, instruct trainees that in C3. Refdence 2, Formation
. .the work period followlng they are to: of Resource Groups .
(for flip chart 2) .
‘a. talk with each other and form groups of ' e, ’
) three or four persons and - '
b. choose resource groups by the beginmng
of the riext session.
4. -Point out to the trainees that it will be to ) BRI '
hglr advantage to have a balance of strengths
1 as many of the design areds as possible. e )
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____ Organizing Design R
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~ Points for Digcussion -, R

A. 'O.P'O"“;S Remarks ' : ’ L .

+ The purpose of this session is to sé up trainee resource groups that can assist their members in
the completion of theiy design tasks. : » _ ' : e

B. Small Group Task—Self-Assessment * ~ S - | S

¢ '. . , \.‘

2 The Self-Assessment Guide is designed as an aid in analyzing personal strengths ‘aﬁd weak-
€ nesses in the planning skills outlined in the TEPG. :

¢

C. Design Task Resource Groups

7
-

2. The resource groups are formed to provide trainees with help from other trainees with
complementary skills. No trainee will be strong in all areas of planning, but it should be
possible to assemble a group that has several of the skill'grepresented amotig its members.

3. A design task work period foilows_this session, during which_participants will have a chance
to form resource groups. ' '

D. Closing Remarks .
1. The next session Is a work period. . - , |
2. Resource groups must be formed by the beginning of the next 'contentfg_essjon. - .

) B . .
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Session 8+, Performance Analysrs l---ln troductlon
: . T T,' K ‘ » .“ " ‘
E GOALS/OB]ECTIVES Particlpants will know the purpose of pdrformance ahalysis within a trainlng context ‘ e
Yy . « By the end of the sessjon partlcipants will be able to describe the basic process of performanco
o 14‘ analysis. - . .
o LTIME Reoumso: % hour ‘ s ‘.
EQUIPMENT Flip chart paper, trlpod of masklng tape, markers _ '
-MATERIALS: . ’ Re\“eronce 1, Steps in Performance Analysls (for flip chart 1) - ' ’ B
(Handouts and "&'”i. Referonco 2 Training Event Planning Guide (see sosslon 3) ’
references are found )
®  in the Participant Handout 1, Flow chart ; .
Workbook.) Handout 2, Quick Reference Checklisy, '
' ’f\" R&ference 3 Problem Factors (for ﬂlp claart 2)
PRIMARY METHODS: Lecturo group discussion, question and answer o,
MEETING _ ‘ - ,
ARRANGEMENTS: - Drawing 6, Informal Discussion setup S :
" (See “Ilustrations of Various Meeting Arfangements” in section |V of this manual.)
\
. £ R N »
) " 6
-4
‘ .
[ v ;"\
(., = ‘
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Sess:on 3 Lo

l

sl AN

Tlme Sequence of Actlvltles

Pl e

M tarrats*”- e

. ST

v - Smin. A Opening Remarks. | v
' 1. State purpose of this session.

2. Relate session to overall needs assessment

_process.
« _a. Organization Need Analysis

b. Job AnZﬂysis

c. Performance Analysis

10 min. ©~ B, Performance Analysis Steps
S
.o 1.

give an example of each.

"2, Ask trainees to take out their copi@s of the -
.~ ' : : TEPG and point out that pages 13216 cover

performance analysis.

10 min. C. Application of Mager's Analyzing Parformance

Problems.’
1. Refer participants to handout 1.

Review steps in performance analysis and

-

2. . Relate performance analysis steps to

" questions in handout 1.

3,  Using reference 3, review possible causes <

-of organizational problems on flip
chart 2,

Referent:e 1, Steps in
Performance Analysis
(for flip chart 1)

Reference 2, Training,
Event Planning Guide

Handout 1, Flow Chart

Reference 3, Problem
Factors (for flip
chart 2)




Points for

A Opening Remarks

1. The purpose of this sesslon is to |ntrodupe the trainees to the concept of performance analysis-—
the process of examining behavior in terms of standards of performance,.

2. This session outlines the third stage of the needs assessment procedure:

a. The trainees have now had experience in identifying the goals of the organization and
relating training needs to these goals. - D

b. They have also practiced writing specific job descriptions and determining minimum
levels of competency for those |obs

c. The next step is to develop a means of analyzing the performan(:e of the people in the'
jobs to determine whether training is necessary in order to meet performance standards
and thus accomplish goals. '

B. Performance Analysis Steps g
1. See reference 1 for four steps in performance analysis. - - ’ .
2. The steps in performance analysis are.spélled out in the TEPG as follows:
. a. Step 1 (identify workers whase performance will be analyzed) and step 2 ﬂidentify be-
havior and knowledge that will be analyzed) are covered on page 13.
b. Step 3 (design method to collect necessdry data) is covered on pages 14-15. : .

c. Step 4 (analyze data and identify i\ature of probiem) is covered on page 16.
C. Application of Mager.Book on Performance Anaiysus

b [

‘2. The steps just examined are covered in the book by Mager and Pipe, Analyzing Performance '
Problems. »

a. The flow chart reproduced 6n handout 1 summarizes the analysis process (see Participant
Workbook, p. 44). /

AN
b. The checklist in Participant Workbook, pages 45-47, handout 2 provides a guide to carry-
ing out the process.

Training is not always the answer to an organizational problem. Mager and Pipe point out
hat a performance problem may be the result of:

/

(%

knowledge/skill gap,
b. an external force, or
c. an internal force.
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Sess:on 8 C *
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l e

wy " - T

E 4

\' Tlme

Sequence of Actlvlties 7 Materials

5 min.

62

C. (contin%ed)

4'

5.

Ask trainees to suggest possible solutions g ;
to these problems; elicit responsqs Iisted
opposite. - :

»t

Refer participants to Handout 2.

a. Walk through and explain Mager S Quick‘ .
Reference Checklist ' m

b. Answer questions after each issue.

c. Recommend reading Ana/yzlng Perform-
ance Problems. N , /,,

D. Closing Remarks

1.
2.

Revnew content of this introdﬁctory session.
Link to next sessions-on data collqption. \

L)

Mager, R.F., and Pipe, P. Analyzing Performance

Problems. Belmont Calif Fearon Publishers, lnc

1972.

Cs. Handout2 Quick-
Lo Reference Checklist

{
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Performance Analysis |-Introquction C
Points for Discussion Lo " S R . B
\ : w . o "‘.r»,\.-. ST ) f;. ‘ , g s R
C. (continued) : ' . ‘ A
4 4.  Points to elicit: ' o . I J i }i
¢ An external force can be tddresse(i\by administrative action. -~ R |
® An interhal force could be a perS‘%l\ial problem and require a counseling solution.
Ard .
¢ A knowledge/s ap may be ad ressed by training, either ‘
a. with a progra withi\he agency, ° v o,
i b.with an externaPprogram, , ' '
c. with an inservice group training prograim, or / B
. d.with one-to-one training. : : '
2 ) \ v
v z .
\D_, Closing Remarks . .
1. In this session the purpose and method of performance analysis have been examined &
2. 'In the next two sessrons methods of collecting data for the analysis will be studied. ) )
" ' ) ]
AN ! @
- \ I’
. ' % 4
- N
e ¢ e
¢
) . ) : @ : S ' . o . i '
4 6] 63
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“”’Sfés’s?on‘ 9 PerformanééAnalysis~II+Questiqfrb'aire'

e

@ N C -

. — )
GOALS/OB]ECTIVES Partlcipants wlll know the four areas to be considered when constructing questlons for a
- questionnaire or standardized interview when a performance analysis Is being done.

o~

By the end of the sesslon participants will have analyzed a ‘sample questionnaire and evaluated

it by examining these four factors

44 o
+ 1. form of response, . o .

2, place’ oﬁquestion in overall sequence,
3. the WOrding of the question,’and
4 the content of the questjon.

TIME REQUIRED:  Thour o | |

EQUIPMENT: Flip chart paper, tripod or masking tape, markers
. MATERIALS: _ Handout 1, Guide to the Construo‘fion of'Questionnaires : !
(Handoutsand  —  pr 09 Sugvey of Work Plans of Young People
references are found * .
in the Particip Handout 3, TeaCHer Interview Questionnaire

Wbrkbook‘.) Handout 4, NGAE Questlonnaire

; Reference 1, Steps in Questionnalre Construction (for flip chart 1) (undcr B1 Points for
Ty DiscusSron)

Reference 2, Factors in'Questionnaire Constructron (fo/fhp chart 2) (under B2 Points for

Drscussion) -
) . \/ - 4
PRIMARY METHODS: ,-QLccture, small group activity, largc group discussion : L
MEETING | ' ‘ -
ARRANGEMENTS: Drawing 6, Informal discussion setup
‘Drawlng 2, Workshop setup .
' (See “lllustrations of ¥arious Meeting Afrangements” in sectiorf IV of this manual.)
™
( . . . .
\ .
, |
|

65
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- 'Session 97
Time  Sequence of Activities = ~ § © Materials
-7 Smin A. ' Openjng Remarks " = . - “ "
o | . State purposé of session. . . -
L )
15min. - B. .Questionnaire Construction - . .
1. Review steps of questionnaire construction, B1. Reference 1, Steps in
using reference 1 to draw up flip chart 1. in Questionnaire
- ) ' Construction (for
| _ . flipchart.1) <’
- ' . ‘
v . - 2. Present factors to be considered igi writing B2. Reference 2, Factors in
T ( o questions, using reference 2 to draw up flip Questionnaire Con- *
chart 2. : : S struction (for flip
' chart 2)
9
3. Refer participants to handouts 1 and 2. B3. Handout 1, Guide to
v S the Construction of
Questionnaires
S : ~ Handout 2, Survey of -
’ f Work Plans of Young
. f People
4. Review the factors presented in handout 1 - ' .
to be considered in writing questions, using
handout 2 as illustration of the right way. ° \
5. Refer participants to handout 3. . v B5. Handout 3, Teacher "
Interview Question-
~ : naire
* , ]
66 a \ )
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Points for Discussion .
o _ % 3
A, Opening Remarks - o i | , >

In order to analyzeﬂperformance, as discussed in the previous session, it is _necessafy to collect

data on performaiice. The purpose of this session is to examine one of the most frequently used

methods of data collection, the questionnajre. . ‘ ' ' '
B. Questionnaire Construction

w1,

‘

The steps in cons;ructin'g'a questionnaire are to:

Ay .
iy

. > o

. determine what information the questionnaire should be designed to elicit;
. identify who will be filling out the quegtionnaire; - | '

. develop a first draft, taking a and b into co;lsideration .

. revise the first draft; S . ' ‘ : .

pretest the questionnaire and then edit it on the basis of that pretest (The pretesﬁ'l‘)r,o'-
- vides an opportunity for discovering the practical errors the questionnaire may “have. -
This step should never be left out.); and ' ' :

f. review the procedures as stated to eliminate any ambiguities in the instructions or wording
of questions.

2. Four factors should be considered when writing questions: /

o Qo 60 o W

4

a. the form of the response,
b. the place of the question in the overall sequence,
c. the wording of the question, and .
. d.its content. - S SN
. 9 ? R
1 ‘7_
r / ’d
\ .

Perfarmance Analysis Il—Questionnaire .

1 4




Session 9

Time Sequence of Actlvlties - i ~'M'ﬁ‘terialsi

- B, (continued) | ' _ ' A

N

6. Point out errors made in construction of *
handout 3 (see opposite). Discuss how to
V. improve question 6. | -

..............

F

Y, .
L A S e S

20 min. C. Small Group Activity—Questionnaire EvaluatiOn S , _
r . 1. Refer participants to handout 4, NCAE . C1. Handout4, NCAE S
o _ ~ Questionnaire. - _ % - <+ Questionnaire
' 2. Instruct trainees to divide into resource
groups. // .
. 3. Assign each resource group a single principle v
- - of writing a good questionnaire {form, .
. sequence, wording, or content). ' .
4, Ask each resource group to identify good L e
and bad examples in handout 4 of the’ . o B
, construction principle assigned. i _ ' E
15 min. D. Large Group Discussuon—Questlonnaire Evaluation . ' - /
1. Reconvene participants. - T /' )
2. Aska member of each resource group to 4 - '
i present its examples. . . ' ) /.
.4_ , 3." Discuss each example wuth fall group. ) /
| Smin.  E. Closing Remarks | - .
. ' 1. Summarizé session. T

2. LinK to next session. ‘

%

#




.' | Performance Analy;s/s II--

re

Pomts for Discuss:on

Quest:onnal

T

»

I .

4

/ ‘;1.

B, (Gontinued)

- . '

Errors of construction in Teacher Interview Questionnaire:

.
[

N ts

- .

a. Paragraph 2 of Introduc.fion.—,—ambiguous. worbding
b. Question 2—unclear - ! : N
c. Question 2B-too broad

d. Question 7~—too ppen-ended

pa—

e. All of the errors could have been dlscovered with a pretest and eliminated before the
questionnaire was used. .

Questlon 6 could be improved by protecting the respondent’s ego, asking, “Do you happen’

* to know?” rather.than, “Do you know?" or by qualifying the question first: “Some people '

feel this way, some that How do you feel?” Ask for positive comments first or pose the
question as a hypothetica( situation to make the respondent comfortable.

~ C. - Small Group Activity;}—Questionnalre Evaluation
There are no discussion points for this section.

‘ 1]
N . . -
~ R : . '
A\ i
. *
- D.” Large Group Dlscussmn—Questlormaire Evaluation L /
There are no dns&ussion points for this section.
¢ ©! ad 7 - C S Y ) N )
» .
N . e ‘ '
., E.  Closing Remarks . . v
1. Thequality of data collected is onIy as good as theé quality o@the lnstrume)nt used i in collecting.
In the next session a more direct method of collecting data—the interview—will be examined, .

2,

s -
-

S
7




i

S
Session 10

AR

Performance Analysis I//_'g-'-/n térwéiwng '

GOALS/OB] ECTIVES

LY
P

TIME REQUIRED:
EQUIPMENT:

MATERIALS:
(Handoutsﬂdnd
- references are found .
in the Participant
Workbook, "except
-handouts 2, 8, and 9
in Section IV of
this manual)

.

PRIMARY.METHODS:

MEETING
ARRANGEMENTS:

™ o

B \_
\

Tlhe goal of this session Is to familiarize the participants with the process of - planning an
interview.

\

Participants will demonstrate this familiarity by developing aplan for a role pIay intervlew
which takes into account factors specified in handout 3 of. this’ session: ,

1. interview objective(s), , : . o
T

. wording and sequencmg of questions,

topics which need to be covered
" b ]
. interview mtroduction_,L T "

. setting and atmosphere and

o AW

w

. interview style.

> N R - PR ,

l%hours'

Flip chart paper tripod or masking tape, markers, watch or clock with second hand

.

-

Hand0ut 1, The Secrétary’s Hold Button
Handout 2, Secretary 5 Role _
Handout 3, The Interview ’ ‘ : '
- Handout 4, Interview Checklist

Handout 5, The Antabuse Problem
Handout 6, The Recordkecping Problem
Handout 7, interview Rlanning Guide
Handout 8, Senior Counselor’s Role

Handout 9, The Regordkeeping Problem: The Director's Role

Lectare, role playing, large group discuskion

Drawing 6, Informal drscusslon setup and two scparato planning- -arcas

(See “llustratiaps of Various Mcctmg Arrangomcnts" in section 1V of this manual, )

-

~




B Session 10

_.Vlflfhe_ Sequence of Activittes 3
" +
‘ A, Preliminary N
) ‘ Privately request‘\'olunteers for the first ro|e< ¢
~ play, explaining that they wil act out brief ~
o - . "“parts” before the group. : "
3 min. B.  Opening Remarks ‘ . )
- ~ State purpose of the session. .
V‘)\) . . . T ..
C. RolePlay! ) | -
5 min. 1a. Refer group to handout 1. ' C1a. Handout 1, The Secre- -
v ' - ' - tary’s Hold Butten.
¢ b. Refer the volunteer for the secretary’s. C1b. Handout 2, Secretary’s - -
rolé to handout 2. P Role. (Prepare one copy ‘
L : before * beginning of
) session) - [o %
2. Set up role play: " oo %
a. Describe role _blay. .
-’ b. Ask role players to sit ip midd_le‘ of group. o
) - ¢. Give trainees a few minptes to read the ~ 8
: problem stafement. . | ) .
d. Announce 3-minute limjt on'role play. ‘e S
) - |
5 min,, 3. Role play takes place. i . .
4. Read handout 2 to entire group. "
15 min. 5. Analyze role play with group (see opposite).
10 min. D. Lecture—The Interview | ,,‘
1. Distribute handout 3, The Interview. “ D1. Handout 3, The Inter-
' * “view-. -
2. Explain that trainees need not take notes.as :
the handout contains all the material. - .
72
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Pefformance Analysiq III-Interwewmg

B . : - ) L3 %'
POIﬁtS fOI‘ D/SCUSSIOH’ / . » o . v Lt
. ~ N .. T | . . . » . . ) ) . 3 ] . :‘
A. Prelimmary - ' ' S o c,o ot 0,
& There are no. discussion points Mt this section. : - o P . W
; . - ’ ’ . ' . v . i
N IS o [ . /._ . . & -‘f) i
B. X Opening Remarks S : - . ¥ ‘ Vo .
. The purpose of this session is to introduce trainees tosome of the dynamics of interviewing and - -\ N
to give them some practice by, means of participating in r&le playing ST
v L
LG RolglPiay 1 - o, S TN | o, v
» < ' ’ Y ', . : .’\
. \ we '% Tt ‘ - .
Q\' . | 4 ;“ . - ’
* N - ~ , “ ) : . 5‘) . N . .
' ( . R A )
. - -K A t‘( . | .
4} / N / _ P ‘n
2a_, In‘the followmg exercise two trafhees will&ract (role play) aninterview held to determine .
-~ the cause of a performance preblem. One trainee will play the interviewer, who is trying to
discover the reason for a staff problem, gpd the other trainee will play ii‘re part of the secre-
tary, who is reacting to a fear he or she does not realize he or she has. . -
" ' - \ . . ‘ l ) \ ' 1
v . . i .
- . ‘ ‘ - ’>
N . s
© Y ” - » - S * *
. . N ~ b : . AT
. 5. Begrn the analysis by askmg'the\role players to tell the group how they felt. durmg the role,
\> - play. This is very important, as it gives the players a chance to release any hostility that may ) A"
. have arisen in the course of the role play. Then, ask the group what they saw hap ing a )

D. Lecture—The Interview

what they think were the reagons for the Words and actlons of the two rolé players

Use the role play to point up the need for a trainer to prepare for an interview and the -
_importance of attitude-and Ianguage i.e., interviewing ‘“‘style.”

- -
% . .




| 'Fime” Sequence of Activities ) L ‘Materials R

A

N o 0 : : |
D. - (continued) '

Rl bl

3 Deliver lecture, covering points on opposite _ . ' | o '
_ page. 3 . o o C -

v N “ 4. Refeér participants to handout 4 and explain. ~ D4. Handout 4/ Interview "
T o m e Checklist

> (. ,
. A - ) '
50min. . E.' RoléPlays Il ahd 11 - |
"~ % Divide trainees into two groups. ’ o
Vo - 24 Refer group A to handout 5. ' , E2. Handout 5, -Antabuse
~ o | Probler «1
" 3. Refer.Group B to handout 6. AT E3. Haridout 6; The
. . ‘ ¢ Recordkeeping Prob-
. o ' ) : lem Statement
4. Refer 5II to handout 7. ! E4: Handout 7, Interview -
o g ' l _Planning Guide . -
5. Instruct eqch group to: ' O
" a. pick one.group mbmber to phay role of . T ?
. |ntcrviewer _ . o ..
e b. use handout 7 to plan a 6-minute inter- Ty,
. . ' viewthat will uncover the source of the < C,
’ & performance problem . Co , :
& Explain thaf when planning is compléted, each
’ group will select an individual from the opposite - .
group to play the part of the imterviewer for v

the interview they have planned.
7.  Allow planning time.




’

Pomts for Discussion N

(continued) L ' o

. v e ° .
3.. Points for the interview:

~a. Types of Interviews
e standardized interviﬂw
®  nonstandardized ifiterview : ‘
" b. Interview Process
¢ ¢ (1) Determine your objective. .
(2) Select the areas you need to cover to achieve your objective.
(3) " Arrange these areas in a logical sequence.
_ (4) Plan your introduction. a
‘ c. Interview Atmo\Sphere . _ _
¥ e.. Seating arrangement - ’ B
e Personal style -V . ' :

4, Handout 41s a checklist that covers the points made in the preceding lecture. This checklist
is provided for the trainees use both in their own back-home training situation gnd in the
role-play interviews that follow.

.E. RolePlays It and 1l o v
- There are no discussion points for this section.
: L. » . N .

o

-

RTe

- .
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| 'Se'quén_'ce Of Actjvities o S Materials

20 min.

76

E.

F.

T

S

(continued) . - ‘ SRR /

8. Setup role play:
a. Reconvene full session.

b. Explain the two options for conducting the
role play: .

(1) Noncoached—interview will conduct whole

role play without assistance from group. Y, AR
(2) Coached—trainer will interrupt role

play at periodic intervals.so that group

can coach interviewer.

c. Announce time restrictions: - ' _ . {
(1) Six minutes for each fole play.
(2) Coaching breaks every 2 minutes.
9. RolePlayil .

. a. Ask group A to select intetviewer from
_ group B. '

@

b. Give interviewer a copy of handout 8. { ' E9b. Handout 8, Senior
< . , *Counselor's Role (Pre-
' ‘pare one copy before
‘ngnning,of sessian)
c. While interviewer reads role, check whether -
group A wants to coach interviewer, -

d. Read handout 4, Antabuse, to full group.

¢. Commence role play, breaking for
coaching if desired.

10. Role play 11l works the same as role play E10. Handout 9, The
11, with groups reversed and new problem, Director's Role (Pre-
handout 9 pare one copy before
Role-Play Analysis o beginning of session)
1. Lead general discussion of both role plays, . .

again asking how each player felt and em-
phasjzing points made in lecture.

2. Specific analysis of problems:

a. Ask interviewer A to state what he or she
believed was the problem.

\ b. Ask interviewee to read hifor her role. '
¢. Repeat for group B. ‘
d. Discus} " )




A

N

SO Pe}fﬁfmance Ana’VS'S lli—Inter viewip 9

'Points for Discussion- . ' :

E. (continued) ' - o . S .

F. " Role-Play Analysis\ .. . | ,
There are o discugsion points for this section. S : :




Session 10

Time  Sequence of Activities

o

(continued) -

3.  Askeach group to state what objectives had
been set forth in its Interview Planning Guide.

Closing Remarks.

. 1. Summarize performance analysis sessions.

2. Link to next session.




Performance Analysis Hl—Interviewing =~
Points for_Disouslen. o - N _',,“ R jp .
——— R . . — R
F. (continued). g - o ' ‘ S .

G.. Closing Remarks . | ") e Lot e

1. In i_he past three sessions the subject of perforghance analysisfhas biee -explored, first in a | f .
general way and next by looking at two ways f gathering d3ka_to-détermine trajning needs. '




Trainmg Group Ana/ySIs- |

”

GOALS/OB] ECTIVESU The goal of thissession is to famlllarlze parﬂcipants wlth the dlfferent bases for selecting training

4

3

N, )
'
. “

N «
.
“

TIME REQUIRED:
EQUIPMENT:

([ MATERIALS:

“ (Handouts and "
references are<found
in the Participant
Workbook.)

MEETING
ARRANGEMENTS:

~* PRIMARY METHODS:

groups.

Participants'will demonstrfle their understandlng of this by applylng speqlﬂed selection critoria .

for building sample training groups; *
1

1. common need of learners,

2. common Interest of Iearners"

3. mixed or shaged characterlstfcs and -

A4 time and i'csource constralnts.

”

12 hours (include 30-migute work session) N N
Flib phart,papor; tripdd or masking tape, markers -

| Handout 1 Job Descriptions .
Reference 1, Selection Criteria (for ﬂip chart1) - e
Reference 2, Examples of Cammon Need

s

e

: s
Lecture, small group activity, large group discussion _ . .
Drawing 6, Informal Discussion setup | 1 '

. . .

Drawing 2, Workshop setup

(See “lustrations of Various Meeting Arrangements" in section |V of this manual.)

,,-

M ’

.. 78
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R v o

Time. Sequence of Actlvmes o S ' MaterieIS['

2min. - 'A. Opening Remarks |
State purpose of. thisA session. Cy
~ 1
Lécture and Dlscusslon-—-Training Group
Composition

1. Using reference 1, make flip chart 1 to review B1. Reference 1, Selection
selection criteria (see opposite). ‘ Cﬁteria (for flip chart
o |

- a. Explain common need ba,sis and illustrate Bla. Reference 2, Examples
with reference 2. . e of Common Need

b. Elicit teaching points apposite.

\ {

c. Learner attitude.
d. Time and resdurce constraints.
C. Small Group Task—Training Group Co&'nposition
' 1. Refer Trainees to handout 1, Job Descriptions C1. Handout 1, Job
‘ e .Desqr'iptions
2. \D_escribe task (see opposite). :

X’ 3. Instrhct'participantsw'

a. ‘Use pages 20 through 26 of the TEPG as a
guide in the task. .

. Read handout. 1.

.. Select a description and join others workKing
on.that description. (Make sure all three
jobs are worked on.)

. Select a group reporter to report to the
whole group later.




Points for Discussion

2

!
|

" C.  Small Group Task—Training Group Composition - -

A.  Opening Rq\l_nér!ks. | T o
~ The purpdse of this session is to provide trainees with criteria for determining the composition of
training groups. '

B. Lecture and Discussion—Training Group Composition

1. Selection ofxtraining groups can be determined ina number of different ways:

a. Groups may be assembled on the basis of common need—all bdrticlpants might have need
for a certain skill in training or might need help in becoming more open in a counseling
situation. Common need is the most usual basis for selecting a training group.

b. The group may be selected on the basis of shared or mixed characteristics, such as age ™
group, economic background, or educational level. Mixing group_characteristics has both
advantages and disadvantages. o L .

-

-Teaching points: _
® Mixed age group: the exposure to breadth of experience versus possible role conflict.

¢ Mixed sociocultur™, group: the opportunity for improving mutual understanding
versus difficulty in communication. : ' N

® Mixed training/educational experience: the opportunity for peer teaching versus-the

possible adverse effect of oversimplified material upon sophisticated participahts.. « o

' c.\ghe learners must all be ready and willing to learn.
! . ' . .
d. All learners should have the same amount of time available and similar resources. a

\ ! oo

\

2
I
v

2. The task is to identify specific criteria appropriate for bul{ding a trainee groifp for one of
the jobs described. It is assumed for the purpose of this task that there is a good-sized pool
of candidates available for the training. The object is to use selection criteria presented
eaflier as a basis for choosing the best possible trainee gr(rp with which to injtiate a training
program. ‘ o - L

v

-8

. 83
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T:me ] Sequence of Activitles

| Matoriqls

15 min. D, Large Group Discussion—Report on Tasks. .
1. Reconve eparticipants. -

2. Askeach roup reporter to present the
selection criteria identified by his or her-
group for.ghoosing training group members.

3. Encourage reaction and discussion following
- e , each presentation.

.'Zﬁnin., _ E. Closing Remar\s\ .

1. Review selection crlter‘a emphasnzmg
common need.

—

™~

¢

2. Link to next session.

3.  Provide 30 minutes for a work session.

a

>

i




e
. . - . P ‘ e : - . F 4,» . . . ) e
C . v ‘Training Group Analysis « .+
Points for Discussion - . - I
D. Large Group Discussion—Report on Tasks i
There are no discussion points for this section. !
E. Closing Remarks: = .’ _ _ . .
-1. Four criteria for selei:ting training groups have been exaniined in this session: ' »
. | v (
a. common need, the most important criterion; ':
b. shared or mixed cHaracteristics; - . )
c. learner attitude; and ' ?
d. time and resource constraints. -~ | , o .
2. Whenever possible trainees should adapt the criteria to select or analyze their training groups.
In the work session that follows trainees will apply the criteria to selecting a group for their
design task. ../ " -
) .
* N
A -
; ) r
/ e
- . /.'
" \
. ¢ . "®
° - & ¢ ' ~
85 . ”
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T

22

/nstrucnona/ Ob/ect/ve

Y . ) . IS
v . , - ‘ . . ‘ . Lo i\ n,

e

o

GOA LS/OB'ECTIVES

TIME REQUIRED:

EQUIPMENT:

MATERIALS:
(Handout is .
found in the

- Participant

Workbook.)

PRIMARY METHODS:

MEETING
ARRANGEMENTS:

R

" 3. Give criteria for acceptable performance.

® v '

Participants will refine and improve existing knowledge and skills necessary to dlstingulsh
between correctly stated and incorrectly stated instructional objectives. .

. At the end of the session participants w1ll be ablo to dlscrlminate among objectives which

do/do not meet these requnrements
1. State termmal bphavior
2. Include porformance conditions.

T

1 hour

Flip chart paper, tripod or masking t;xbe, markers

Handout 1, Self-Test (Sourceg R. F Mager (Belmont Cdll_@ chron Pubhshers) Prepar/ng

/nstruct/ona/ Objectlves.)

N

@

©

Lecture, individual task, large gtgqup discussion

' 3 ’
- :i .
. Drawing 3, Classroom setup
< B R . > . . ”
(See “Ilustrations of Various Meeting Arrangements”.in. section |V of this manual.)
-,
14

- oy

o r N
L] - -' & ° «

° ]
c 4 ¢ | ]

ate
-

v &R
.

-87
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Time ~ Sequerice of Activities” - Materials

2 _ .
- — — —— 7 _ —— = e
. . '.‘ N _,, . " ] 3 . ‘
. 3 min. «A. - Opening Remarks = " . . ;
L - -State purpose of this session.
' 430min.  B. Lecture—Instructional Objectives I s
1. Introduction ' ) '
. 3 . . . . o
a..Definition of instructianal objective. e
’“- N : l\ ‘ . P P
R A Example—Civil War history project. T _
. . . Y - .. , e T
LN : b v
N ?".“ = "
¥ ' ' _ Tt
. t '\' - - .
! . Y - 1 * .‘.9
r R N " <
- ’ - ° v :' .’" &
. ) ) . ’ T T . A
. Ree - x ’::n A N
e e .
. 3. Relationship between goal and instructional
- _ """ objective. ) L ) {
. s 2. . ' .
w:;J" ' . "

. 4. Components of a properly stated objective ’
% _include a statement of: ' N Vo

°

\\ a. terminal behavior, . -
\ ) . . - -

-
. . }
3 . )
\ - k) .
1 o 7
. .
-
¥
.

88
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,- ( ‘ ‘_f'}.ﬁ‘ ' .
w
, Lo N o 4; :
! IJ::‘.' ‘“” ! .p “ n “ s . . K \‘ I ‘".‘._' CT .’;"'.“‘(‘. .:.v ,.,I_- ”“-.' L %‘/\ - .
[ o ot { “ \,w . e LN ) - u_‘. Py "
v, [ " * a s X 4 1 " ', ~ s . .:;‘h Wi
“ LT L InstRetionafObjectives . v b
: . y . N ot e.‘ et K -\.ﬁ.‘ /:i N LI TR ... B . . o y
v ) - q o -').4 y ) ? o4 : ‘ bt . S T
- Poipts for Discussion-+; - . RN E | |
N A e Y A B S L
R g‘ .‘. l . . . . R 0 )‘ | “M :\v /ﬁ k'. - |.)J.'!- ’# K .' A.. ‘ ) ] i v .
AT ~ e . : - " . : R
S A Oﬁ_eniiy Remarks - . - . S e - L
e - 3 . o . . _ . i - 0 e . - . ._ . ".
<« .« The purpose df this séssion i3 to give trainees inte(\sive_pract_ice_in recognizing anq evaluating ST
3 o instr_uctiopal O,bjectiyes. e o " _Wc. P o Ci ‘ - .
.. B Lecture—Ipstructional Objecfives ° ' ' r}q‘ T T oo : (\\ .
N B > “ s e S S A o ) ' - : : N
o 1. \°,Jlntr();dijctio'n o L - G s T e
PP a: An lnstructionéil objéctive is a specific learning outcome that the.;tﬂiinér"wiéhc; the
.U 7.7 trainee to achieve. Ljke the goal studied earlier, the instructional objective must identify ~ '
t - v 3 . .
A ~ what theacceptable behavior is, how it can be measured, and \yhenqit will beaccomplished *.
. . . Si}tiSf@Cth'i!‘y. -~ ! y .l R - { L - B E .._‘,;,'!;‘ S "- - S e . - : ‘-'.._3.)‘" e !
o 2;/£xaimple—Civﬂ War history project - T . - e
" o n 2 LRI . : T T AU SR
a. A teacher was askied to perform a task with what seemed like a clear objeci ive—v_'t_o_teachm‘,'

. immigrants enough Cjvil War history to dﬂﬁ}w them to pass the naturalizatign test. “jw™ 0
+ b.The teacher decidedthiat when the immigrants could pases quiz on the subject, the gaal woo
“#  "would be achieved. The quiz inclided information known to be included g the natyalié.
' ~~ zation test. Three of the quiz itemsowere; - - - ';-" %‘ B !
«(1). Select the names of five Civil War generals from a list of proper-names. ... 7 7 e
. (2)- Name two sbcial, political, or economic causes of the Civil War. ;oo Co e

AN 18 [ / e ) -
S 4 N . ~L u -
PO - ;

- (3). Name and loE3te on a map four famous battles, ©* ~ - .. . T .o,

“

. ., Y T TR
_ - ¢. However, having established this meayis of assessing the students’ knowledge, the teachér . K
—_— had not specified the criteria for 5cogr_qctly written i?i"é‘t‘ructiohal objectiyé: A e

- . . Vl'

(1) How many correct answers were the$tudents tequired to give for eachi item? Did . - \

they have to know all the ahswers? - . o b - o

(2) Under what conditions were the answers to be given? Were the s,,ti::der!ts ai_lowedj;q et :
bring a textbook to'the qui/z?'. SN s : oh "N

- v . . .
(3) What amobint of time were the students allowed to answer the quéstions? Seéveral = = . . E
hours? Sevqral weeks?: : " : . S o .

-

3. A goalis a more inclusive statement than an jnstructional objective. (ﬂnefor more dbjectives ‘ K
may be derived from a broad-goal. Both goals and objettives may contain the same com- S
ponents. Qften goal statements do not include all three components. *~ 5w ., C e

- . 1 R . 'Il A . LA ‘ "
4. A corrgctly stated objective does the following: s et ®
' h . v T ¢

. a. Idlentifies terminal behavior. A statement of an objective isuscful onky'To.fhe extent that
S * it specifies w%t théearner must bé able to dg or performvhen he or'shg is dentonstrat- -
ing his or her mastery of the objective, This specific behavior must be bbsérvable. The . .
most important characteristic of a uséful objective is that it identifies the kingd of per- s .
, formance th® will be accepted as evidenge that the le¢ner has ach’_ieyed the oQieCtivé.“» T '
AT ) L ™ ' ‘ L e ™ ' L £

. ’ ' ' S, “ ‘ : “ o N \. .
.’ ' -» _ _ ’ \"'\'_ N W - 8.) .o ’
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~

Tlme §eq‘uence of Acuvit/e

Lo - .
,\o""'

A ’V ! ” "‘": ‘. .
B4 (continued) e T
¢ A L. 2
b. perfoymant:e conantlons nand |

: " o'l ’ o
LY . Yy

._Se|f~Tes°’t—Ana|y;ing Iﬁstrdctioﬁal Obiectivés l“- B | ) N
1. Dlstribute handout 1 containing Self 4+ - Cl Handout™ T, Prépar}n‘g i

;-

«, Tesgie “ o RS :  Anstrustional Ob]ec-
. T ) o - tIVes Self-Test '
Instrugt traifyees to:- - S LT R
Y e ) .
‘a, answer test questlonsr and,

b discuss answers with ne;ghbors when
comp!etg\

Discuss tiest*\vquestlons and :‘esu!ts wuth group\
_Emphasize nhc three components of a good
instructional oble(,tlvc . ,

€|osing Remarks,” -+ |

Summarize discussmn of ins ructnonar
objectives: -

Link ttt next session;

ERIC,

e
W




-

# R o " Instructional Objectivés =
. Poinss for Doussion L

)

-
B

- B4. (continued)

o . A . .
b. States performance conditions: Terminal behavior must be defined further by stating the

P Q o : conditions imposed upon the learner when-he or she is demorpstrati(!g mastery of the
. objective. Examples of such conditians are: - T
e (1) given a list of counseling terms, or ) , \ -
L ' (2)" without the use of a dictionary, or - ' ; T e
.@ C (3) with a standard set of tools, or AL ' . |
. ' (4) carrying a'40~'pound pack. ' .y

© *  c. States criteriq for acceptable performance. It is necessary to specify at least the minimum
acceptable performance for each objective in order to have a performance standard against
. which to measure the achievement of the objective. When teaching results cannot be
_evalyated, the-teacher is in the awkward position of being unable to demonstrate that
;7 " heéorsheis teaching anything at a@‘ - - ~ :
C. Self-Test—Analyzing Instructional Objectives

' 'There, are no discussion points for this section.

’ . . ¥
\ - - -
' D. Closing Remarks | / \

1. Once the goal is defined and the objective specified, the job of training is well on its way to
, M~ completign. * .

> 2 .The.nextﬁtep is to .iseli;ct those learning activities that will sati&fy the objectives and achic\k\
the goal. The kinds of activities appropriate for achieving instructional objectives for adult

!

- learners will' be examined in the next session.

. l -

o

91
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GOALS/0B mmvss. Tho goals of this sesslop are to: N
R expand the partlcipants knowledge of the" th&ty of adult learning and

2. facilitate the participants’ self- assessments of their own tendencies to foster or frustrate
adult learning.

Session13.~ . ' Adult mm/ng Theory

5

By the end of the session particlpants will be able to: *
1. name the four characteristics of adult Iﬁarnlng and . oo

4

2. cite examples of learning activities that comply with the four characteristics. g
TIME REQUIRED! 1% hours /

w .
EQUIPMENT: Flip chart papen-tripad, masking tape, markers
MATERIALS: Handout 1, Self-Diagnostic Work Sheet
(Handouts and Reference 1, Discussion  Questions (for flip chart 1)
refergnces are found . .
in the Partlclpan:m\ _ . _ . {
Workbook.) : : ‘
PRIMARY METHORS; l-ecture, brainstorming, individual exerclse,jnall group discusgjon, panel discussion ° AN
MEETING . !
ARRANGEMENTS: Drawing 6, Informal discussion setup , .
: Drawing 2, Workshop setup
(See “llustrations of Various Meeting Arrangoments’' in section |V of this manual.)
‘ ‘
2 3 /
\ , : .
' [
' R4

, |

/ ! v

. ‘ 1)

\ oy | . '

~ ‘/ 4
. - | 93
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Seés:on 13

0"

'ﬁ

Materials

Time | Sequence of Activitiesr o
. v -~ - - rr
. 3mjn. CA. Opening Remarks ' ) - ' A{
> 1 . Statepurpose of this sesslomb . T
) w4
10 min. B. Br@instormmg Exercise—~Characteristics of Adult
Learning ' \
1. Request trainees to glve as many characterls- R
tics as they can think of, usin?the questions
listed opposite as starters ' ’?/ . .
2. Record all contributions on blank flip B2. Blank flip charts
e charts. . '
10 min. ( C. Lecture—The Four Characteristics of Adult g
‘ o Learners )
\'\" 1. Make lecture points opposite. :
. o . N
! /.
. K
25 min, D. Indivigual Exerciser»Self-f})iagnosis . - ,
1. efer participants to'handout 1, Self- D1. Handout 1, Self-
. Iplagnostic Work Sheet. . Diagnostic Work Sheet
2. struct trainees to: T ) :
, y . fill out work sheet and ‘ o
. . \ . turn to a person next to them and
discuss what they do that accommodates
e these four characteristics. | ‘ '
- " 3. Ask trainees to comment on most effective ’ ’
and 1dast effective techniques the heard
- discussed. ’ . .
94 )
“ .
‘\, , "8 ;./
| \




e

Points for Discussion- B AN L L
) . , L (

e y > — ,

A. Opening Remarks : . o | - o

1. Thepurpose of this session is to introduce the trainees to the basic theories of adult education.

2. ° Adult education theories are based on research findings and to a degree on certain assump-,
tions about the nature of man and the process of human development. A basic principle is
that differenoes between adults are great and must be taken into account in training.

B. Brai\storming Exercrse~Characteristics of Adult Learning

© 1. Starter questions for brainstorming:
® Do all adults learn the same way? What are‘the differences?
® Do children and adults learn the same way? What are the differences?
e What are some of the ways adults beeo_rne‘ frustrated in learning?

Y

C. Lecture—The Four Characteristics of Adult Learners

1. Adultlearning differs from nonadult learning in the following ways:

3

a. Difference in self-concept:

(1) A child is a dependent person at birth, but as he or she matures he or she becomes
' more autonomous; :

(2) Each adult is at a different stage of autonomy;
(3) Adults identify themselves by their differences from others. .

b. Difference in accumulated experience: Adults have a broader base of experience upon
which to draw and to share with others. :

c. Difference in readiness to learn: Adults seek to learn what they have identified as
<1, important rather than what others deem important.

d. Difference in time perspective:

¢ v

(1) Adult learning stresses immediacy of application and .
(2) Adult orientation to learning is problem centered not subject-centered~——-
D. .Individual Exercise—Self-Diagnosis w
There are no discussion points for this section. . ., - v

{ . . "~ v . .

95
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Time  Sequence of Activities e " Materials

o L

[ .

10 min, ES Lecture—Adult. Léatning Activities '
‘ " 1. Makelecture points.opposite.

5

* o
, .
2 X e -

20 min. F. Small Gréup Activity—Adult Learnif'lg

b. Small gr\oup discussion of methods o(}
using the four E)tincipl'es. .

2.  Link to next sess‘ron.

Discussion :
1. Divide trainees into three groups. . N
2. Instruct trainees to discuss topics listed -~ F2. Reference],
opposife. Questions (fo
chart 1)
.
3. Instruct groups to.select a representative
to be a panel member in the discussion
following. .
O min. - G. Panel Disqussion |
. 1. Reconvene participants. - : .
2. Direct panel menibers to sit at the front of
the group.
3. Lead discussionicentered around qt,léstion; ’ o
| What areas did your group discuss? .
2 min, H. Closing Remarks
1.  Summarize events of the session. -
a. Féur principles of adult learning. o

Discussion
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" Adult Learning Theory

»

. Points for Distussion : | - i R
. \éh ,‘ . . §)‘) ) . r )
£\ Lecture—Adilt Learning Activities ~ - LT e

1.0 Adult le rnir}g activities must be:

a. Self-directed. Design the activity so the learner can be involved directly in conductirg\
the learning eXpen;jence : -

b Problem-centered. Make the activity applicable%o the learner 'S needs as deterined by
a needs assessment. Have.activities bear on interests and problems of the leatner.

. c. Expenenced based. Désign activities around the group’s individual or shared experiences

and backgrounds ,z

d. Immediate in appllcation The Iearner should be able to put what he or she learns to use

_ directly. P ,
F.  Small Group Activity—Adult Learning Discuz;suon \
;
2.  Discussion questions: ~ ¢
- ) . ‘ 14

y

-

e - Cite examples of Iearnig actlvitles that make use of one or more of the four principles
of adult learning.

e What problems might these activities present to the traditional teacher?

»

B I.

G. Panel Discussion

There are no discussion points &)r this section

v

» ‘t .
‘*/ﬂ; T ow

H. Closmg Rem;ﬂ'ks : . N -y

’

o], " In this session,tramees have:

L
)

avexamined the four principles of adult education and ‘ ' ) . -
b had the oprportunify to d s how t5 apply these prmcuples S ‘

’

. ‘e ™ f .oﬁ ¢ " h
2. In the next seLs%on the sub;ect of how'to apply princlples of adult learning, or methodology, ‘
will be entered into in greater detail. s

| L | |
\ . ) t()U | v,
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Methodology |

GOALS/OB] ECTIVES

o

" TIME REQUIRED:
K
EQUIPMENT:

MATERIALS:
(Handouts and”
references are found.
" in the Participant

Workbook.)
3 * k:}}

PRIMARY METHODS:

MEETING'
ARRANGEMENTS:

o

The goals ofthis session are to! ' ) L0
1 intrdduce the. ;mcipants to the broad field of methodology and. '

°

2 provnde them with the blbllography and other tools,to undertake a study of the subject on.
~ their own., . -

: - . .
At the end bf the session participants will be ablo to . ' L
1. describe the diff¢rences between the major categories of training methods Lo
2. name the three kinds of learning outcomes, and o SN

3. write learning ob]emctIVe_s for each kind of Iearnmg outcome.

2 hours

Participant Wdrkbooks: flip chart paper, tripod or masking tape, markers

L]

Handout 1, 100 3 x 5 cards o ¢ -
Handout 2, Methods Categories

Ha"dOUtZ ‘Sfmele Action Words . S , | f’f/-\\

Handout Types ofh_oa[nlng Task Sheet

Handout 5 Approprlate Methods

Handout 6, Training of Tramers——%lected Bibliograbhy

Flip Chart 1, Methodology Sequence (to be piebared from section B1b)

Flip Chart 2, Cone qf Expefience (to be prepared from Reference 1)

Flip Chart 3, Sample Objeotives (optional; create own examples)

Lecture, audience reaction panel, question and answer, individual task werk

- . \ -

Drawing 3, Classroom setup
&

(See “Nlustrations of Varlous Meeting Arrangements in section 1V of this manual.)

"
~ ~
[

€

.- ™




‘Session14 . - .

)
i

Time - Sequence of Activities ; Materials )
5 min.* A. Preliminary ' ' ‘/ R
‘ 1. Select two-person audience reaction panel SR
i1 to sit in front r&wduring Jecture. . - T
o 2. Briefly describe concept of audience reaction L "t
“ - panel to the trainees selected. L. - .
L - v o : : : - " -
, %
3. Instruct the panel not to ask questions on
certain subjects—for example, no questions on
T simulation techniques, or any other sensitive?”
- o ' areas which thé trainer does not wish to deal )
* with at this time. ) ' “oan ki
10 min. B. Opening Remarks = ‘ '
' 1. . Introduce day of methodology sessions. -
a. State purpose of day. \ 5
‘ Lo Y )
- ~(.:_.. "' , fot . - ' -
3 b. e sequence of activities (;ee opposite). * Bl b. l5lip Chart 1, Methodo-
. u ! ~ - logy Sequence
é - -
( ) R h
L 8 S
-1 \’ . - . 4 . ' i <
A uw ; ~ ‘. : s Py 3:‘ o
o AN I . I
! ; T ‘A . . . gt
. 2. State purpose of session. N
<« !
. A ’
C. Lecture+Methods Overview .
5 min. 1. Set up audience reaction panel procedure. )
e Exﬁlﬁﬁe of lecture format; Tt
.‘ » . X .7
. b. Distﬁbute 3 x 5 cards. C1b.:Handout 1,Blank 3 x 5
. E cards
c. Instruct trainees to ask no questions during
. the lecture but to write them down on
o . - the 3 x 5 cards.
» ’x v
100 . .
» = '
o ‘ ,, : 92 \‘\ |




Points for Discussion . - . . - -
- " .f _ : qV:\ ‘ 4)‘{ :
A, Prgliminary
O ,’,,“'

2. An audlence reaction panél is a technlque designed to accomplish some degree of participa-
_ tion with a large aw?nce or with a smaller group listening to a lecture that covers a great
_.amount.of detall. It Ras an added feature of protecting the speaker from having to handle

questions about sensitive or unfamiliar materlial. (See C1 below for more detail.)

W . '
“B. Opening Remaiks.
_ 1. The entire day of training will be devoted to the subject of metho‘dology N

a. The purpose of the day Is to expand the trainees’ repertoires of training techniqués. This
will be accomplished:

(1) by surveying the wide scope of methods and techniques,
(2) by examining the principles for choosing various methods, and
(3) by explaining the principles of design used in sample exercises.
b. Four topics will be covered during the-day (sequence): - ' f

v (1) Methods Overview—What is a method? What is a technique? How are methods
categorized?

. - (2) Methods Selection Princnples—How does a trainer decide whnch method to choose?
Why select one technique over another?

i y Concentration on, Selected Techniques—Lecture, demonstratron role play, creative .
| thinking, auditlnc? reaction panel, Iistenlng team. . \

(4) Design of a Learning Activity—What are the components of a model exercise?;, How
should a learning activity usipg several techniques be désigned?

‘v 2, The purpose of the first session is to present a survey of methods and techniques and study
several principles of selectlon of, thope methods. v

C.” Lecture—Methods Overview 4 : ” . '

1a. This session has a high amount of content information; therefore, a high-content delivery
form——the formal lecture—has been chosen,

T T T ey P



.Sessioh 14

Time .

Sequence of Activities E /

. 20 min,

- 10 min,
10-min.

Break

C1. (Continued)‘ : o

d. Describe procedure to be used at end of
lecture: ¥ . ~
(1). Audience will pass cards to panel.

(2) Panel will sort cards, put questions in
a priority order, and ask questions of .
lecturer.

(3) Lecturer will answer only que?tlons
from the panel.

2. Lecture
a. Distinguish between method and technique

b. Describe types of method.taxonomies.

c. Distribute handout 2,§Methods ¢
Categories. , ~

#

z{. Describe category system used in handout

2. -

' i

3.  Audience reaction panel '
a. Answer questions posed by panel

b. Ask panel to repeat specifiq instructions
given privately at beginning of session.

94

| C2c. Handout 2, Methods

. Categories




Points for Discussion . N

I Nt

C1. (cbntinued) v

2.  Lecture points:
a. Distinction between method and technique:

(1) Method—A general type of learning exercise organization, such as Iarge group
methods, small group methods, correspondence school methods, primary school
methods, etc.’A method is the way people are organized for learning.

K (2) Technique—A specific type of learning actiwty within a general mgtho‘group
In‘handout 2 the method is “presentation,” the technique is “lecture.” focus is
on the utility of a technlque to achieve the stated objectives. A technique helips a .
learner to learn.

b. Training techniques may be categorized in a variety of ways: by audience size, frequency
of assembly, 1.Q. of audience, trainer role, audience rolq, expected learning outcome, etc.

c. In handout 2techniques are categarized by the degree to which the learner has input
into the learning situation:

(1) Presentation: aims at delivery of information. In presentation techniques the learner
is a I_istener, with little feedback.

o (2) Participation: aims at engaging the learner. In participation techniques the learner
7 " has means to demonstrate his or her reception of the material to the traiper.

(3) Simulation: aims at experiential learning. In simulation techniques the learner
directly experiences the le ning. * : .

t

"(4) Himan Relations: aims at interpersonal learnings. In human relatlons techmques
theslearner can achieve aff ctlvc goals. '

{

T




Session 14

. Time’,, Sequence of Aotivltles | o ” Materl'a[ ’. 2 '

- -

(?:ontinued) o ‘ : o ' .
J . o
-c. Pointout benefit of lecturer controlin ~ __ q
' } : this technique (see opposite). . . . '
’ D. Methods Selection Principles .
5 min, 1. Sample trainee experience by asking what

methods they use (5 minutés only). Lead . .

- question: How do you declde which method

F s ~ to use?
5" min. 2. Using flip chart 2, explain Cone of Experi; . D2. Flip Chart 2, Cone of

~2
L)

-

ence (see opposnte)'as transition to the Experience
discussiop of learning outcoimes (5 minutes _ .
only) , , o

w”
[y
~ . ’yﬁ@

10 min. 3.  State four criteria for choosing methods o ,
' (see opposite). - - y ) , .

.‘ | , \

10 min. 4.  State three types of learning and explain D4. Optipnal Flip Chart 3,
o (see opposite). Examples of.objectives in . Sample Objectives
each domain may b illustrated on & flip ‘ o, Lo
chart if necessary tq trainees understand- . ) N ‘ g
g, _ | ;

10 min. - 5. Refey trainees to handout 3 and explain. D5. Handout 3, Sample
: » . Action Words




Points for Diséussion

/

* Methodology |

L

C3. (continued)
,- N -
! 3c. With this technique the lecturer can control the kinds of questions-he or she is asked.
' For example, in the preceding lecture the panel was instructed not to ask questions on a
specific area. The lecturer can use this device to avoid controversial subjects or subjects  -+*
) with which he or'she is unfamiliar. ' \
D. Methods Selection Prmgples . g _ .
3
L4 ‘
2. Cone of Experience
<
a. The cone of experience is nota literal representation of experience levels but simply a
visual aid in explaining the various types of audiavisual materials. ,
lf There is no value hierarchy in the cone, but note that indirect .experiences are used most
wisely ‘when built on direct experiences. ., .
' c. Note difference between levels of abstractlon between verbal and visual receiving, heari%,
saying, seeing, and doing.
o , d. Note memory percentages as they are related to \evels of abstraction (mverse order).
People remember 10 percent of whattthey read, 20\percent of what they hear, 30 percent
_ of what they see,-and 50 percent of what they read, hear, and see.
3.” Choice of method is based on: (
. , . | ( './ "- '
a. type of learning outcome, ( , - ' oV
b. size of learning group,
c. physical resourcesavailable, and. . ‘
% d. degree of trainer skills and comfort. B
~ 4. Al learning objectives can be classified prumarily in one of three categories cogn|t|v~.
affective, or psychomotor. This division helps the trainer identify the nature of a give ‘;ff,.m .
Once the trainer knows whether the task is mostly thmking, feeling, or doing, he or sh&'¢a n’,
select a method ghat will produce the kind of learning.that is desired. '
; Note: Emphasize that while all of the demains are involved in any learning act, one of them
i is usually primary.
5.  Often the words used&o describe theMearning objective reveal the domain in which the

learning outcome is desired to he. Handout 3 gives
the domadin in which the expected learning outco
/ .

/ "

<

ples of words that may give clues

lies.

-

ey

‘
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Session 14 . . e ' o
o L s , ; - * ‘ - ] ppa—
Time  Sequence of Activities | " Materials
‘ »
D. (cpntinued)/
10 min. 6. Individual task o \ |
L a. Refer trainees to handout 4, Types of D6a. Ha'ii'('iout"4, Types of
- Learning Task Sheet. Learning Task Sheet
‘ C . b. Instruct trainees to: write an instruc- T ‘
’ . - tional objective in each o the three
- “domains of Iearning p '
10.min. 7.  Ask for two objectives in each of the three C
: . ~ discuss. o
LI .5 min. 8. - Refex trainees to handout 5, Appropriate , D8. Handout 5, Abpropri-
Methods, and discuss. If any.confusion ate Methods

"about overlapping methods has surfaged,
point ofit that such overlapping is inherent
in the category scheme and does no harm.

rd

/ . L »
5 min. E. Closing Remarkg .
' 1. Point out handout 6. E1. Handout 6, Training of
‘ : . Trainers Selected
. . - Bibllogr%

2. Summarize session.

\

3. Link to next sessien.

! [4 P ‘ '
, /




h ol

Points for Discussion . / ‘ | .
. - g0 ’ ! :

» D .(continucd) ’ | : o ‘k )

~’
7

t

E. Closing Remarks o | . . o ' f ‘

« 2. A large amount of irfformation has been conveyed in this session. Even with this high
concentration, the subject of methodology has barely been broached. This session should
. . serye as a framework for further independent study, based on the Blbllography distributed.

3. ./lsh the next session some specific techniques will be examined in detail. \ ‘
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. Session 15 Methodology Il -

L )

-

GOALS/OB]ECTIVES: The goal of this session is to familiarize the particip}ints with séveral training techniques useful + - /
. to the trainer in alcohol programs. ’

.
*

\

e,

s i By the end of the session the participants will be able to:
' \ -

1. name five specific training techniques and

;

\}

- /» / 2. describe the distingﬁishing‘ characteristics and most appropriate use of dacr>'technique. o
J [4 1 ) -
4 ‘ Y

TIME REQUIRED?  1%howrs o S , .

: . - /- i o
EQUIPMENT: Flip chart paper, tripod or masking tape, markers =, 4 : , ( S \) ~
MATERIALS: Handdug 1, Lecture , R
(Handouts and Handout 2, Demonstration ’
-references are found : . .
in the Participant Handout 3, Structured Role Play.. \ . . <
Workbook.) Handout 4, Brainstorming , X .

Reference 1, Listenin'ngeam Assignments (for preparing 3 x 5 cards)

3

PRIMARY METHODS *Lecture, listening team, small fhoup exercises
A 1

L
MEETING - y .
ARRANGEMENTS: Drawing 2, Workshop setup / ‘
) ' (See “Ilustrations of Various Mecting Arrangements’” in section 1V of this manual,)
. ] . | " . ‘
[ . ) '
¢ ~ . [}
v -
.'f .
] L)
. ’ /
’ -
hd .
1 . . . -

109




v 30 min. C.

ing team assignments—one to each
team. )

_Instruct listening teams toz

a. hsteg well to. the material on the assigned
subject area,

b. be prepared to answer the questlon aske{l
on the assignment card, and

c. save all their questions for the end of .the
lecture. .

Lecture—Four Selected Adult Learning Techniques

The Lecture o
a, Refer trainees to handout 1, Lecture.

b. Using handout 1 as content source, discuss
the lecture as a technique, with emphasis
on the purpose of the lecture, (see
opposite).

The Demonstration

a. Refer trainees to handout 2, Demonstration.

\

w A 0.'[ |

Cla. Handout 1,

. . o
’ . ) R E TN ""
Session 15. CL
: : . . E ‘
Time  Sequence of Activities ‘Materials
Smin. A Opening Remarks
~ . 1. State purpose of session. ' .
2. Name techmques that will be descnbed ar L AN
' used. ; '
r ’ it
/ £ ;\ ’ ‘
5 min. B. Listening Team - | *
. , . 1. . Divide trainees into four groups seated at
. four separate tables. ‘
- « 2. . Describe listening team technique (see
: _ opposite). > ,
\ . - \ )
Distribute 3 x 5 cards descrit;in‘g listen- B3. Reference 1, Listening

. Team Assignments.(for

3 x 5 cards)

Lecture

C2a. Handout 2, Demonstra-

tion
®




Methodoloby /l

Points for Discussion .

14

A. Opening Remarks ‘
1. The'purpose of this session is to present a few adult learning techniques in detail.

2. The tephmques that will be studied in this session are some that are frequently used by the °
trainer in al¢ohol programs. They are:

.. lecture (presentation technique), ' v ' N
b. demonstration (presentation technique), ,
c structured role play (simulation technique), and \- '
d bralns'torming and, the Nine-Dot Exercise (creatlve thlnking) |

“During the presentation of the above techniques a second Iarge-audience partmpatlon
technlque-—the listening team—wull be demonstrated.

B. Listening Team -

2. In the Ilstenlng team technique each team represents the whol¢ audience for a specific
+ ibject or aspect of'the lecture. The lecturer addresses his or er remarks on that topic to the
-assigned listening team and the team may not interrupt during the presentation. The team
may ask questions when the presentation is completed.

‘

C. Lecture—Four Selected Adult Learning Techniques :
1. The Lecture # | ‘ ‘ ' -

+ . t .
: . I ’
b. In the ldture the emphasis is on the listener—the point is not to cover the field but to
have the listener understand the major points being presented.

-~

. rf'/ . »
2.  The Demonstration .




Py

Session1s . .

.

Time = Sequence of Activities - Materials -~ |-

C2. (continued)

ST . b..Using handout 2 as content source, discuss, ]
the demonstration as a technique, with .
- emphasis on points listed opposite. - - ) \

id +

3. The Structured Role Play :

a. Distribute handout 3, Structured Role ' C3a. Handout 3, Structured
, Play. _ . _ Role Play

the ryle play as a training technique, with
. emphhsis on the purpose of role playing
(see opposite).
-~ 4. Creative Thinking Exercise: -
a. Draw nine dots on a flip, chart as follows: ‘ C e

A l e '\ R ' .

. ook

b. Usinihandou_t 3 as content source, discuss

b. Refer to this only as “‘nine dots”; de not L
call this a “‘square” or a “‘box."”’ Do not '
answer questions.

c. Instruct trainees to copy these dots and to
~ connect all of the nine dots in the following"

manner: : _ '
e . Use only four straight lines. - 2
! e Do not retrace aline. ¥
k | e Do not lift pencil from paper at any time.
d.’Allow 5 minutes for confusion to set in.

- €. Demonstrate correct solution: : S -

f. Make point about creative thinking: No ‘one )
told you that you had to stay within an
imaginary box. Creative thinking involves .
breaking'out of an imaginary box.

AY ) .

“

112 SN |
N . oy . \
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Points for Discussion S

« r

C2.

(contihued) ' - o ‘

3.

b. Pomts fo emphasize in discussion of the demonstration

_/‘r\

(1) The functions of showing and telling should be kept separate in a dembnstration.
(2). ‘Listeners should have the opportunity to practice the technlque demonstrated

The Structured RoIe Play

o

b The purpose of structured role play is to instruct. The concepts that the trainer wants to '

convey should be weII thought out ahead of tnme

tlon because they saw the dots as a bix.

I

&

o
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| Session 15

.
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T

Planning Guide to the next session.

Time . Sequence of Activities Materiali
C.> (continued) . ° :
\ ' 5. Braihste_orrr;ing _ e U
a. Refer tsainees to handout 4, Brainstorming \/GSa Handout 4, Brain- .
’ ' ’ o ' storming |
i . / b. Using han@but 4 as content source, discuss B
brainstorming. . -
> ¢. Brajnstorming example: , X
" (1) ask trainees to come up with as many -~ ,'
uses as they can thmk of for a baIIpomt -
pen; . -
! (2) encourage fa'rfetched 'uses,'such as "a
pogo stick for mice.’
ro ! d. Emphasize nonevaluatjve factorin brain-
storming (see opposite).
o - '
15 min. Break '
10 min. D. Listening Tearn Discussion ’
Allow 10 minutes for each team to discuss its .
assigned discussion questlon and to foxmulate .
_ . questions. .
N :
20 min. E. Listening Team Report '
1. Ask each team to present report on its g [
assjgnment.
2. Answer questions from each team.
5 min. F. Closing Remarks
1.  Summarize session. ‘
2. Linkto ﬁex’t sessi-on. <
b - M
3. Ask participants to bring Training Event




Points for Discussion

4

C. (continued) . o
- ’
5.  Brainstorming - ¢
{ : .
v v . '
12 .
x ) .
. , .
o, .
d. 'IZhe trainer should never seem to judge the ideas presented during brainstorming. The
) ' emphasis is entirely on quantity of ideas and not at all on quality. If the participants
begin to worry about whether or not they have good ideas the effectiveness of the brain-
storming will be lost. _ v
Break , ‘ - : .
‘ #D. Listening Team Discussion ‘ ‘ ‘ -
! There are no discussion points for this section.
. ¢ * -'.“
E. Listening Team Report ) '
There are no discussion points for this section.
- ¢
F. Closing Remarks o : ,

K

1. During this session the trainees‘Qave had a detai’lec_l ekposure to several useful training -

teéhniques. .
2. In the néxt (and final) methodology session the traineel will consider how to put various
techniques together to form a complete learning activity. ‘
. ]
[ 4
.

: {
. [
/ : :
v : v o
: 10 115
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Session 16 -

\'.\-

S _- f'MerhoﬂblogyNL;'..r
| : —ly o g

GOALS/OBJECTIVES:

TIME REQUIRED:
EQUIPMENT:

MATERIALS:
(Handouts and
references are found

i\:xhe Participant
rkbook.)

- PRIMARY METHODS:

MEETING
ARRANGEMENTS:

-

’

o p _
The goals of this sesston are to:’ . _
1. familiarize the participants with the components of an ideal learning activity ahd
2. acquaint them with one fo'rmat for recording a learning a\ctivity. A

! . N ) T
I

By the end-of the session partlcv)ants wﬂl be‘able tor . 7 . . v

1. name 10 of the 16 components of an ideal l,earnlng actlwtyéwd < '

2. relate those components to specrf”c Iocatrons in the sample format. L T
. RN e . S r - N ‘%{ .

1 hour, 10 minutes - . . N \

Flip chart paper, tripod or masking tape, markers’

L} .'
Handout T, Model Learning Activity . v,
Handout 2; Case Study: Pathway Residence
Hando’ut 3, Board/Dlrector Problqm Sheet
-Reference 1, TraLnrng Event PIanmng Gurde (from sessron 3) |
Lecture, sma(lgoup discussion,'large group discussion, panel discussion
w A .- iy
Drawmg 2, Workshop o . A T
(See” “IIIustratrons of Varlous Meetlng Arrangements" in sectlon IV of this manual.)
i ¢ 4 )
! S ,
. A\
( f ' )
- ) " 1 » Y ’ , ‘ ‘
- / ' ' ‘ .
N . s * - .
- . ’
? .
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Session 16, « - | » | ~
" Time " | Sequence of Activities . | " Materials® .
Ly - .'._. - .‘ ' "_ - . ~. ‘l.\ > .

-

5min. ' A.” Opening Remarks
: ' State purpese of session.

4 : - "
‘ ] . . v "
/ , . ‘o X

' 20.min. . B. .Group Dlscusswn~ a N ' LT
' \ 1. 'Ask trainees to refer to page 23 of the TEPG ~ ~ B1. Reference 1 , Training *
N (16 components of an ideal learning activity) " _ Event Plannmg ‘Guide
- - - and to the design form pages.that follow. {from session 3).
- ' 2. Discuss each.component of learning activity ' '

planning and the design forms (Se\e opposite).

-/ . e

\

20min. _ C. -Small Group Task—Model Learning Activity- ‘ K
. 1. Distribute handout 1, Model Learning C1. Handout 1, Model
o s Activity ' Learning Activity
2. Instruct trainegs to: ~ . v - LN
., ‘a. divide into resource groups; ‘ |
b. read the model exercise, handeut 1, and " - \ )
¢ discyss its relationship to the list of ideal : . .
' - components on page 30 of the TEPG;and . .

c. select amembgr to represent the groug
1n the panel discussion that fo)lows. A

20 min.  D. Panel Dlscusswn—-Model Learnmg Activity

1.+ Have panel sit at head of room, facing other
trainees. C -"

2. Acting as moderator, have the panel cover

., the questions listed opposite. :
L4 ‘ »

g

- [ .

- . A} . . . .
’ PR -

5min. ' - E. Closing Remarks o P s ek & ‘ ..
i Y . \ v . ER A .
l‘ . . . . . - . e . .
P - 1.+ Review purpose of this session. AN .
s . . " , . Yo . ': ot .
. - 2. Relate this session to assigned Design Task. R A
P :g . b :‘ i i "
- . \ ¢ l' ’
t
roow . . C
13 . - . . ,
. * ~ . :

. .
v. l o, e R '
L - “n
" 0 N
F “w . LS N .
. Y . o o 1 T
. - ‘ LR .




+

]

learning activity.

o - F

* B. Group Discussion : S ¢

2. Discussion points: ) '
. . . M v
+

o A weII planned ac@fy must specify al/ mformatloh and res

® The desngn forms\w/bre set up to include all of the 16 components listed. - ‘

'~ ."The purpose 6f thns sessuo‘n is to famnllarige tf)e tramees with tf\e -components of a well desugned

)

> Ve LN o
v

ources'needed by the trainer..

.

. , - ' ‘
| SR | Methodology III ";
o Jv LA . o ([ } » . ’ ) . ‘ . # :
. Points for Discussiorr ™. ./~ . ¢ <L y P
. . ‘ — 4 . ' . s ., !\' | ' . \‘ "
A, Opemng Remarks ° e - ' T

: e The forms are not required for the Design Task. <
C. Small Group Task—Model Learning Activity . _ - .
There are no discussion points for this section. ' <N
\ *
‘ ¥
x e @

D. Panel Discussion—Model Learning Activity

Discussion questions:

LY

¢ Does the model Iearmng activity include all the components listed in the TEPG"
e How could this activity be |mpr0ved7

e Would it be possible for you B train directly from thls activity as written, without

further preparation?

E. Closing Remarks

1. The purpose of this exercise has been to give the partimpants an opportumty to analyze and
assimilate the components of an ideal learning activity. .

2. The model Iearning activuty studied in this session can be used as an example of the amount
of detail necessary for the specific Iearning activity required in the Design Task.

\

-

(M

a

)
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. Session7 . - S Conte‘nt‘Va-lidat(on“j:.."'_

y M PRl e < ..')

e . -
*- GOALS/OBJECT IVE}' The goal of this sesslon is to impress upon the part}icipants the need to provide avalid source .
W ) ;" for the content of.their training sessions. - o o
. S ’
P By the end of the sessioh partielpants will be able ‘to . . " '
- ' 1. give reasons for validating sources of content and ' ‘ _
¢ 2, describe at least three klnds of sources that can be tappcd fh authenticating content. ., 2t
TIME REQUIRED: 50 minutes - ‘ S :
© EQUIPMENT: ._Flip chart.paper, tripod or ma;klng tape, mar&brg ’ . ) _ .
‘ . . i . . .. . . "" -
MATERIALS: Handout 1, Content Validation Gu'ide
(Handouts and Hardout 2, NCALI Packages
references are found - - . ,
- in the Participant.. Standard packages of materials may be obtained from the National Clearinghouse on
Workbook.) " Alcohol Information, Box 2345, Rockville, Md. 20852. Be sure to give NCAL(sufﬂcIcnt

time (at least 3 weeks) to provide packages.

© Handout 3, NCALI ?ddress (prepare from above if thereuds not enough time to obtain NCALI
o packages) .

Reference 1, Content Choice (for flip cha'rt 1) .

- 1

PRIMARY METHODS: - Lecture, large group discussion

MEETING | - ; - ,
. ARRANGEMENTS:  Drawing 6, informal Discussion

(See "llustrations of Various Meting Arrangements" in section IV of this manual, )

\
. [
L S *
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" Session 17 |
. R / . . ¢ .\ R . ) “, j
Time-  Sequence of Activities | Materials -
‘ = . . 4 x\ A o - ' ’ - 2
SR v Ty - A' N N _ ",_.\ .
_ oo Coo - j . - . - ’
5 min. ~A. - Opening Remarks , . . i
" . State purposes of session., "/\‘\ - {
e # ‘
. 15 min. B. Demonstration of?Nee'd‘ for Expert Souroés : _
' 1. Show flip chart 1 to trainees. ’ B1. Reference 1, Content
' K K Choice (for flip chart 1) »
2. Ask trainees to choose the objective for which ' ' ' '
. 8 k they prefer to design afession. .
3.  Ask for a show of hands for those.choosing " ’
. each objective. . . _
‘ 4. Discuss (see opposite). -
10 min. C. Small Group Discussion . ’
g 1.  Ask trainees to share.experiences in which .
) they were trainers in a subject with which  *
they were not familiar. ' X ‘
2. Discuss with full group (see opposite). "
15 min. D.. Lecture—Content Validation '
) ' ‘1. State purpose of content validation.
o . ‘. ‘\& o A
2. Wefer trainee{ to handout 1. Discuss various D2. Handout 1, Cohtent
. . "experts” available to the trainer, using Validationf>uide
handout 1.7 \
\, -
- v
\
.
Q .“ ‘
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- Points for Disgussion

e rm

. b -
- " X " - .
. . '

D)

A. Opening Remarks TR S ' . :

- : ) ' t ’ v
The purposes of this session are to introduce the trainee to someof the soutces of valid confent - e

for training sesSions and to increase the trainee’s abillty to make the best use of the various éxpert . .
sources available to him or her, ' ' 0 .

B. Demonstration of Need for Expert Sources
' K ' . LN

T

- -

4. Point (jut that trainers prefer to train on subjects with which they are familiar. However, it

( is not necessary for trainers to be absolutely familiar with all subjects—expert sources, -
“judiciously used, can compensate for laclg of trainer knowledge. A
C.  Small Group Discussion . ’ '

- . +

b

2. Elicit the point that rapport between trainer and trainee is lost if the trainer does not have
command of his or her subject matter. o .
D. Lecture—Content Validatio/® ‘ ‘ - St
1. The process of content validation has two objectives: Ny ‘
a. to provide the trainer with a source for content that is not familiar tg him or her and

" . b. to provide the trainer with a means of validating content that is known to him or her. “™

o 1] ' v
2. There are several “‘experts” upon whom the trainer can call for his or her source material:
s : . .

a. The trainer himself or herself is a valid source, providing:
4

g

(1) he or she is sure his or her way of presenting material is effectjve; or

(2) he or she is familiar with the background of the Material—sources, derivatives, and
logic; or

e -

‘ (3) he or she could do an educated research job on the subject.

b . b. The trainees could be the experts if:

(1) the learning objective involves an affective outcome that can be achieved by group
efforts or |

(2) there is enough knowledge among individuals in the group for the trainer to struc-
ture a sharing session.
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«; - Session 17 4 o
. Time Sequence of Actnqtles e ‘7\\ . Mgterials = . b
D. (continued) . . C ' :
w '. , » .
.J_ . N . A) ' '
\ «
y “
L] ’
v ' L ;I
Q .
¥ Discuss content validation (see opposite). s
5 min. “E. Presentation.of Nationat Clearinghouse on Alcohol -
Information Material .
1. Distribute handout 2, NCALI packages,or = E1. Hapdout 2, NCALI
"' handout 3, NCALI address. . packages (order from
, : - Clearjnghouse) or hand-
. out'3, NCALL! address
. B . ~ (see first page)
- , 2. Review contents. ‘ T
) 2 min. F. Closing Remarks e
1. Review session. e
. 2. State utility of session. /. .
. . » !
3. Link to next session. % ) ‘
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| fContent Validation

Y’ A v

I

Points for Discussion .-

o ) ' 3 . Ly . ' -
D. (contipued) BN '
L J » , .

. oc Filras, tapes, and literature can serve as the expert: .
1) especially when a cognitive application, such as a test, is planned, but .
a . » ) v it )
= (2) in such a case the content should be discussed by the trainer to show trainees the
. application and relevance of the materials. - : LV

d. Another person may be the expert if he or she is more familiar with the subject matter,
able to help with research, or able to present the subject to the group.

. When an outside expert is brought in, the trainer should be especially careful to see that
. he or she is familiar with the rationale of the training program and with its goals.and *
objectives. o -

-

f. It is helpful to develop a set of questions you want the outside expert to discuss during’
his or her presentation. These should be reviewed with him or her well befare the session
to allow time for preparation, )

3. The discussion can be led to bring out the following points:
¢ Content must be valid, but the trainer does not alwaYs have to be the source.
. There are two kinds of outside experts: .
(1) technical experts, who can impart data in a structured wziy, and
(2) celebrity experts, who can lend credibility to the program. |
E. Presentation of National Clearinghouse on Alcohol Information Material

There are no discussior(\ points for this section. - . , ‘ L _ .

’

+ -

*

F.  Closing.Remarks o ) ) ‘ .

1. During this session the trainee has been exposed to sources of content validation and to
some means of dealing with outside experts. ’

-

2. The ahility to broperly use outside experts will be of particular help when the trainee returns
to his or her own training job where hie or she will'frequently have need of, or be required to

make Use of, outside experts.

3. The next two sessions will be devoted to evaluation of the Design Task. N
- N \ \
J
L t*
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Sesszon 1@ R Deszgn Task Evaluation |

) d ’ - ~ . e
v
GOALS/OB]ECTIVES The goal of this session is to provide experlencﬁ In evaluating a. tra[nlng design
~ . Bythe end of the session participants will be able to rate their partner s Deslgn Task accordlng o '
i to evaluation guldellnes ‘ . :

TIME REQUIRED: 3% hours \

EQUIPMEN%: Flip chart paper, trlpod or masklng tape, markers
,  MATERIALS: ' Handout 1, Evaluatlon Guide ,

(Handouts and Handout 2, Numbered 3 x 5 cards - . ’ B
, references are .f“nd . E[t . - - : :

in the Participant Flip Chart 1, Evaluation Stages (to be prepared from sectlnn' A2)

Workbook.) '

— ,

PRIMARY METHODS: Lecture e

MEETING , ' | "

ARRANGEMENTS:  Drawing 6, Informal discussion setup . ‘ - N

(See “llustrations of Various Meeting Arrangemerits" in section IV of this manual.)

1




Sesslon 18

Y v . e

Time Sequence of Actlvltles DA 'Materials"
. s ;

3 min. A. Opening Remarks . g _
1. Explain purpose, allaying any anxiety over ’,-

‘e ’ evaluation -
L » L.
2. Describe overall evaluation process, using A2. FlipChart 1], Evaluation
) flip chart 1.° - Stages
] _ T o
4min. B, Useof Evaluation Guide I RN
' 1.  Refer trainees to handout 1, Evaluatio oo - B1. Handout T, Evaluation
Guide. e Guide.
2. Askall partrcrpants to glance through | _ ~\’_ :
© guide. _ _ )
. 3.‘ Describe use of the guide. s .
g - " ‘ |
. | ® . .
. ) ' (
2 min. C. Partner Selection | o ' . ,
1. Distribute 3 x 5 cards numbered in pairs. C1. Handout 2, Numbered :
. : _' 3x5 cards 2
' . 2.  Instruct particrpants to locate their partners . L JV
' by matching numbers. ' '
4 min. D. Procedure for Stage | ' ’
‘ ' ' 1.  Assign each person a partner (persons-are

not allowed to choose their own evaluator)
. 2. Describe steps (se¢ opposite). '
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“ Design Task Evaluation |

Cy-

—

Points for Discussion -

14 3 ‘o 3
. ) S l —
~A. Opening Remarks = ' ) - 4 - |
1.- .The object of this program is ot to have the participants produce letter-perfect training
\ designs but to have them retugp to their jobs with improved skills and knowledge in the
training design area. Practice, followed by dis€ussion and analysis of each person’s training
design, will lelp each to develop better training sessions. I ) .
2. The evaluation will take place in two stages: _ _ ¢ ‘ S

a. In the first stage partners will examine and evaluate each other’s Design \“mks.

b. In the second stage there will be a general discussion of some of the good pointS of
_individual plans. -

B. Use of Evaluation Guide ' ce . : .

Ay

3. The Evaluation Guide:
a. Follows the order of the TEPG.‘

" b. Has rating points that may be used by each partner to help in the process of evaluation.
Use of the rating point system is not required. ‘

c. Will not be handed in nor even be seen, by the trainer.
d. Is intended to assist the discussion between the partners.

C. Partner Selection \

\

2. Persons are not to choose their own evaluator.

\

D. Procedure_vf{r Stagel . ' _ » .

2.' This stage of the evaluation proceeds as follows:
a. Each participant reads his or her partner’s Design Task carefully.

b. Each participant then evaluates that Design Task, using the evaluation guide, if he or she
chooses. & '

¢. Using the formal evaluation as a springboard for the discussion, the partners will then
engage in intensive discussions of each other’s tasks. '

a




Session?8 -
Time  Sequence of Activities .0 Materials
- . o .“ N - . : i_k
2min,  E. Closing Remarks » .. )

1. Remind participants of time allotted'('.’f' )

hours),

_process. -

-

130
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2. Link to'second stage of the evaluation ,
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..~ . DesignTask Evaluation! . .
‘Points_(#r“_plscu'ssion [ L ‘ T
f ‘. : ‘ N / ‘ . . -_,.J" } . ’ _.
E.. Closilg Remarks . ‘

2. Onge the participants have completed the intensive evaluation which is now beginning, they |
will be prepared for the group evaluation session that follows.

)
L
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‘Session 19"

. -D'e's:i‘gn, Task EVa/aa'tionII; '-

GOALS/OBJECTIVES:

. TIME REQUIRED:
EQUIPMENT:

MATERIALS:
(Handouts and
references are found
in the Participant
Workbook.)

MEETING
ARRANGEMENTS:

PRIMARY METHODS:

The goal of this session is to prowde partictpants with .the opportunlty to examine trathmg .
plans exhibiting good examples of each of }Ke TEPG planning aréas.

.

Participants will be able to evaluate strengths and weaknesses of selected plans by comparmg
them to tie processes described in.the TEPG

N
J

Yahours a
~

7

Handout\l, Resource Group Assignments
o »

Small group discussion, presentation, and large group discussion

! .
Drawing 1, Round Table setup

Drawing 2, Workshop setup

(See “lllustrations of Various Meeting Arrangements’’ in sectnon IV of this manual.)

N




Sess:on 19

o"

“Time . Sequence of Actlvmes

Py Iy

' ‘ .
3min. - A, Opening Remarks
1.  State purpose of sessidn

2.  State sequénce of lctivities_.

-

L.
9‘

" Resource Group Evaluation
1.  Divide trainees into. resource groups.

2. Refer participants to handout 1. B2.” Handout 1, Resqurce
' - Group Assignments

g +

Instruct groups to select from their Design ' <IN
Tasks an especially good example of the :
process(es) specufled on their assignment
cards. - g
Presentation of Resource Group Evaluation -

1. - Ask eath group to present the example(s)
chosen
2, Encourage free dlscussion of the presented
~ examples.

L

‘Closing Remarks B
1. Review events of Design Task week.

-

2. Link to Delivery Task week.
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IR \ Design.Task Evaluation |l ‘
- Points for Discussion -, " oo T e
A. Opening Remarks S o . SR . T o
/,.‘;1, The purpose of this session is tq relate the evaluation of the Design Tasks to the sub]ect
_areas that have been examined during the preceding Sessions. _ }
2- . During this session trainees in their resource groups, wills - S
4~ a. Discuss indivndual tasks from the point of view of one or twor of the foliowing subjects'
(7). Organization Need Analysus, e i p ;
‘ (2) Job and Performance. Analysis 3 . . .
L - (3) Training Group Analysis, . ' ' . A' L . A
.- _\ (4) Statement of Learning Outcomes, . B L | '
| (5) Curriculum Bdilding, and_ Lo e B

(6) Evaluation and Fee{iback

b. Follownng this there will be a full group dlSCUSSlon of good examples of different com- ~
ponents of the Design Tasks. _ . s

B. Resource Group Evaluatlon .
There are no discussion points for this section. . . -
br + .

© . ' -

. » .
? -
. .
- R *
. . - .
.

i

&£ \ _ : .
C. Presentation (\{,Resource Group Evaluation , >
There are np Hiscussion péints for this section. ’ '
ig' Closing Remarks SO | R ' .
& ]
1.  In the precedirfg week the trainees have concentrated on preparation for a traimng session; . .

that is, how to determlne training needs and how to plan a currifulum for adult learners.

.2.  In the next week trainees will have the opportunity to practice and study the actual delivery
- of a training session-segment. /
# .

A




Session 20 - Delivery Stage: Overview/Task Assignment

0

-

GOALS/OBJECTIVES:
'

K}

TIME REQUIRED:

. EQUIPMENT:

1

MATERIALS:
(Handouts and )
references are found -
in the Participant

" Workbook.)

A

PRIMARY METHODS:

MEETING .
ARRANGEMENTS:’

. By the end of the session partlmpants will be able to

T
T e

The goals of this session are to:

‘ L
1. acquamt the participants with the row of the D&Wery Task week of the course and

2. give the parﬂcipants the opportunity to decide on their Dellvery Task presentation.

Y

J1. specify two areas of study in developing delivery skillsand
2. select an area for practice.

6% hours
Fllp chart paper, trlpod or maskmg tape, marljers scissors

Handout 1, Delivery Task Options f

Handout 2, Presentation Evaluatlon Form

‘ Reference 1 Dehvery Task Week Flgw (for flip chart 1)

»
A !
s

Lecture, disgussion, individual activity . _ ‘

Drawing 6, Informal Discussion setup

(See “llustrations of Various Mcytingﬁr,rangehcnts" in section | V*of this manual.)

S

/
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.. Session 20 LT

IPT A reyreeaiey p ey

.,

.. Time. Sequence of Actlvmes A Materials
10 min, . A. Opening Remarks - ° ' S . R ;
: " 1. Review first week of training practlﬂoners ' ) _ N
c‘in‘c ,-’: . .; ' N . - '
.y . o Pt : ) _ Co
2. Forecast activities of the second week, using A2. Reference 1; Delivery. =~ -
, * flip chart 1, - . -Task Week Flow (for C
o Co e o flipchart1) o L
‘ . lh . - R
(. '
LT
15min. B. Delivery.Task Options . ‘ L : o ) _' .
‘ _ 1, Refer trainees to handout 1, Delivery Task . = B1. Handout 1, Delivery *
: ! .- Options—and explain Delivery Task (see | _ Task Optiohs
’ Co opposite) ) :
', . [
o ’ : . -
2. Allow time for participants 'to read handout 1.
: : . Discuss the options (see opposite for pojnts » \
L o to emphasize <
-~ p ) . / ‘ /’
< E . \ e . . .
1) L .
. 4. Note availability of physical resources such
as flip charts, markers, scissors, etc.
5. Answer questions,
"15min.  C. P;esentatioﬂ Evaluation .
' 1,  Refer trainees to handout2 Presentation © C1. Handout2, Presentation . -
Evaluation Forms. 1 - Evaluation Forms -

s

-




" Delivery Staye:Overview/Task Assignment

g

- oy R Y

Points for Discussion .

A. Opening Remarks

B.

1.

2,

During the first week of.the TAT program the trainees concentrated on the design of a
learning activity. Two variables that affect the adult Iearning process—the learner and the
methodology—were examined in depth. "

During the second week the delivery task period, the trainees will examine the other two
variables—the trainér and the environment-that affect the adult learning process. Learning

will be structured around content sessiogs arid delivery laboratories. Specifically, trainees
will: T

a. study the effects of the physical and psychological climate on training;

b. learn about feedback, both positive and negative, :
c.-develop some-small group skills;

-

4

d. present their own learning activitles; and ' )
e. recejve evaluation of their learning activities from other participants.

Delivery Task Options

1.

By this time the trainées have acquired informatiOn related to the theory and practice of
training. The purpose of the Delivery Task is to give them some actual experience in putting

. that knowledge to use. By giving the trainees the actual experience of using new methods

the Delivery Tagk will help them to approach the introduction of néw methods back home
with greater skill and confidence. .

Discussion of options—points to emphasize;

Ll

a. Presentations may be done individually or in groups.

b. Presentations may be segments of the Design T8sk completed in the prevlous section of
the TPC or may be new techniques entirely. _ -

c. The feedback section of the last 20 minutes is as important as the presentation itself.

(1) The participant directs the evaluation and determines in advance which points he
or she wishes to be evaluated. -

(2) The evaluation may take any form; i.e., large or small group discussion use of pre~
pared evaluation instruments, etc. :

4

4y

Presentation Evaluation

1.

The evaluation forms are passedtout at this point to give the trainees some idea of how their
delivery task work will be judged.




&

Time

- g! - A
Se'quence of Activities

.

" Materials

!

5 min.
(4% hrs.)

-C.  (contihued)

ey ¥
L

o

-2 Igfscuss the f;)rms (see oppasite for points

to emphasize). , .
t
3.  Answer questions. .

D. Choice Period ‘

1. Instruct trainees to take an hour to decide
on their task and determine the mannéer of
presentation.

E. Return of Trainees

1. Ask trainees to write down subjectand
manner.of ¢hosen presentation.

Ascertain schedule preferences (who would
like to be first, in morning or afternoon).

3. State that each trainee will be given 20
» minutes for delivery.and evaluation.

3

\

F. Closing Remarks -

1. Four and one-half hours'included for prepara-
tion of the Delivery Task.

2. Link to next session.

K3

Vi

4
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o Delivery Stage}

. ! * . s °

rview/Task Assignment

Points for Discussion o

. » . ‘
C. (continued) _ o . .
. 2. Discussion of evaluation forms—points to emphasize:

-

a. The evaluation forms may be altered by the participants at will—evaluation pants may be
added, sections may be left out, €tc. Presenters should review the forms and select those
“items they want used in this evaluation. '

b. The forms, if used, need not be collected nor seen by the trainers.

c. The rating scales\are intended to facilitate evaluation and do not represent a formal score
on the presentatioy. ‘ .

\_

. 4 (
D. Choice Period
.There-are no discussionspoints forthis section,
E. Return of Trainees ’
There are no discussion points.for this section. .
#
- F. Closing Remarks [
2. The next session, Physical Learning Climate, will be the first content session on learning ~

activity delivery.

* »

' 12/ - S 4
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Sefss-ic)‘_n. 21

W

%

GOAL§/QB]I!CTIV§S
S

TIME: REQUIRED:

EQUIPMENT

MATERIALS
(Handouts and ,
references are found
in the Participant

Workbook. )

PRIMARY METHODS:

MEETING
ARRANGEMENTS:-

The goal of this session is to make the participants aware of the importanée of setting the
physical learning climate for a training session. -

o

Participants will be able to construct a physical learning ciimate checklist for their.own future
use in their own-training environment using the NCAE checklist as a guide. 2

1% hours e S
Flip chart paper, tripod or masking tap;e, markers

Handout 1, Conference Facilities Request Form
Handout 2, Conferende Task Analysis _
Handout 3,A Phy5|cal Learning Climate Checklist = *

Lecture, discussion, individual task

Prawing 6, Informal Discussion setup
Drawing 2, Workshop setup

(See “lllustrations of Various Meeting Arrangements” in section IV of this manual.)’

LS

Physi¢a/ Learning-clim.afe o 2

v .
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Session 21 | | :
: .' . . . -v ) J’ -‘ll. - " aa . g " e 3 c .‘ ;.'_
Time  Sequence of Activities _ Materials -
- 3min. A. Opening Remarkls' | 2 - o o
. . 1. State purpose gfthe day’s sessions. . ' e

2. State sequence of activities.

~

"~ 10min. . B. Lecture—The Physi_cérLearning Climate ‘
1. Define climate. S

¥

-

-
i

2. Note need for physical comfort, ]

a

3. Note two physical comfort factors often
overlooked by the trainer.

¥ :
15 min. C. Discussion—Aspects of the Physical Learning
: Climate : . ‘
1. Refer participants to handouts 1 and 2. C1. Handout 1, Conference
: ' Facilities Request Form
. ’ Handout 2, Conference
. Task Analysis
2.  Ask them to read forms. 4
3.  Discuss the forms from viewpoint of effect :
o ~on physical comfort (see opposite). . v

A

30 min. D. Individual Task—Developing a Training Needs

Checklist
1. Refer participants to handout 3, A D1. Handout 3, A Physical
A Physical Learning Climate Checklist. o Learning Climate
‘ k ) Checklist
144 " B T /

w




-

%o

Phys‘ibal'Learning C_limat'é :

-

-

-+ Peints for Discussion

A. Opening Remarks _ 7\'
1. This session.and the session following both deal with the “climate,” or environment and
 atmosphere, in which learning takes place. The purpose of these sessions is to show the ,

- trainees how thélearning climate can bk defined and understood and how it can be manipu-

lated for maximum training effectivenes

There will be two learning climate sessiorls:

a. The first session will deal with the physical envirohment.
b. The second will focus on the psychological atmosphere.

B. Lecture—The Physical Learning Climate _ A _ ;
1. The word *climate” is used in this session .to mean .the complex network of messages that -
are communicated from the physical, organizational, and psycho)ogical environment.
2. The most important requirement of the physical climate for an adult learning session is that .
it be comfortable and not detract from the material being presented. If the learners are
made uncomfortable by noise, hard chairs, or lack of ventilation, they will be less able to
concentrate on material. .
3. Two physical factors pertaining to the training session are often overlooked. They are:
. h]
~ a. The movement of the trainees to and from the training site. If directions are not clear )
and accurate or if parking is very difficult, the resulting frustration can be an obstacle to
learning. o - -
b, The.introduction of trainees to each other. Such measures as use of tags or introduction
exercises should be taken to help trainees get acquainted easily.
C. Discussion—Aspects of the Physical Learning Climate
3.  Discussion points: | * : R
® Point out the function of each form and ndfte how the elements are arranged.
e How could the forms be improved? : S,
e What factors affecting physical environment have been left off?

Individual Task—Developing a Training Needs Checklist
. [ . w

There are no diseussion points fo\this section.

'




Sess:on 21

' ljlme * Sequence of Act/vmas - R ‘_M_a_terials"

' D. (con‘tinued) o - \
L 2. . Instruct trainees: ’ \
1 : '\‘)‘ \\'
B_ ol a. using the: handout as a guide, to develop N
¢ ‘ a checklist with additional detail for v -
* their own training situation, as desired.

b. to discuss the task with other trainees
when completed. ' :

15 min. E... Large Group Dlscussion—Training Needs
Checklist .

i . 1. - Ask trainees to share mnovative or interest-
| ing ideas that arose during the individual %"
®

task. _
2. Make teaching points (see_oppos‘ite).

~

2 min. F. Closing Remarks : \
1. Review purpose of session. )

2.  Link to next session.




\

I

.

* Points for Discussion . |
: T . T : o i
D. (continued) : ' {
™ s
S . .
A N . N . . LA N N ’
E. Largéﬁ}Group Discussion—Training Needs Checklist

i ‘ S .

‘#

2. Teaching points:
® Physical settings always make a difference to the learning climate.
® The trainer can manipulate the physical Setting.

® The trainer should be aware of the tendency of trainees fo develop their own turf; to
- prevent this, the trainer should keep the trainees moving from seat to seat.

¢ In general it is preferable not to get involved with serving meals to trainees: the choice
of menu, etc. may detract from the “sticking-to-business” objective of a training session.

F. Closing Remarks

1. In this session the trainees have investigated the effect of the physical setting on the adult -
learning process. ' “ N

2. - In the next session the psychologiczil setting of a learning session will be sfudied.

-

%




| SeSsion 22 "

Ps ycho/ogica/ Leam'ingﬁ Climate

GOALS/OB]ECT IVES:

=

TIME REQUIRED:

EQUIPMENT: \:'\
MATERIALS:
(Handouts and
references are found
in the Participant
Workbook.)

PRIMARY METHODS:

MEETING . :
ARRANGEMENTS:

\ Handout 1 Settlng a Learmng Cllmate

The goal of this fessmn is to familiarize participants with elements of the psychologrcal
lcarning climate'and ways of controlling it,

By the end of the session participants Will be able to:,

1. name three of the five points in the o enness continuum and

2. give an example of the kind of interview goal that can be best achleved throughaeach of
these three continuum points.._ I

v

1 hour

Flip chart paper, tripod or masklng tape markers

Refcrence 1, The Openness Continuum (for fI|p chart 1)

Flrmqharts 2,3, and 4, Sample Target Groups (to be prepared from section C2)
N . )
Lecture, ’gr.pup discussion, pair exercise

\

- A

Drawing 6, lnférmal Discussion setup

(See “lIIustratrons\of Various Meeting Arrangements" in section IV of thls manual.)

_-\. '
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\ ATime .Sequence of Activities Materials \ SN
5 min. A. Opening Reﬁ\arks
State purpose of session.
10 n'\'inl. . B. LecturexThe Psychological Learning Cllmate ‘ |
' 1. State the reason for studying the psychological -
learning climate. "

P

2. State the relationship of the trainer to the
psychological learning climate.

4." The Opénness Continuum.

~ a. Using flip chart 1, review points on the
. continuum (see opposlte)

\\
\
\\
b. Relatd the operiness contmuum to
training. N\
N,

150

State the best time to set a learning climate.

RN

B4. Referencel, The Open-
ness Continuum (for
flip chart 1) .

4
N
o
3
N
\\
. \
\
N\
\\\\ )
RN
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‘Points for Discussion

.- Psychological Learning Climate

A,

' ’ 3 o ' S
Opening Remarks : - o | »:—.Lb
The purpose of this session is to give the trainees the opportunity to develop an awareness of and
to practice control over the psychoelogical learning climate of a training group.. 3-2 '

Lectu~The Psychological Learning Climate
1.  The psychological Iearningcfimate is important because:

- /

a.. Learning cannot take place if the Iearr‘er is un’dj(_ threat, feels anxious, or is@ any psychg- '
logically uncomfortable state. ’ -

.

b. In order for learning to occur it is necessary to have a learning atmosphere in which the -
trainees feel relaxed and accepted. - - -

2., The trainer-is responsible for establishing the psychological climate and a successful trainer
will usually devote about 25 percent of his or-her energiesio creating the climate most con-
ducive to learning. ‘ ‘

3. The best time to set a good lear'ning climate is at the beginning of the training session, when
the learners are.ready to get down to business. However, at the beginning of a session the
trainees are likely to feel a bit awkward about the session and about each other; the trainer

should attempt to establish a free, open atmosphere from the beginning.

4a. The degree of openness may be thought of as lying on.a conti'nuum, from least open to wide
*open. Points on the openness contipuurnt are as follows: .

(1) Least open—discussion of impersonal things, such as “our work” or “what we do in our
region.” Good for high-content delivery. ' '

(2) More open—personal discussion, such as “my work” or “what I do.” This stage is good .
for job-training. - - _ -

(3) Still more open—personal but factual discussion, such as “what | like or dislike about
my job.” Still good for training. E ;

(4) Focused openness--nonfactual, affective discussion, such as “what I'm afraid of” or
“what I do badly or well.” Good for gchieving affective goals. v

( Points beyond this are not usually appropriate for task-oriented training groups but are
Nappropriate for counselor training programs and the like. B

b. The trajner should consider the openness continuum in his or her planning:

. (1) He orShe should consciously decide which pojnt on the continuum will best enable him
' or her torachieye his or her training objectives, as the degree of -openness is in direct
relationshipnto the nature of the goals and the success of training.

{2) An ir{appropr % degree of openness is often the cause of probléms ina tra'ming session.
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Session 22

Time Sequence o_fl Ar:tlrzltlés.

L ‘Materlglé >

- z
"
SRS

B

10 min. C. Group Discussion-—SeIecting the. Appropriate
' Degree of Openness .

and training goals one by one. .

%
o

'2.  For each target group, have trainees discuss 4
_* what degree of opefiness would be appropri- '
ate (see opposite).

L

3@'min. D. Pair Exercrse——Controlled Opennéess, Interviewing .
1. Divide trainees into pairs. ' o

2. Instruct one member of each pairr to fnter-
- view the other member, taking 5-minutes, - -
and finding out: . .

’ a. one thing the intervrewe,e likes about his -
_ or her job, -

> b. one thing he‘or'she .dislikés abouté?t, .
¢. one thing that interests him or her, and
*d. one thing that motivates him o’l her,

3. Instruct -trainees to reversé roles and repeat
exercise. :

Reconvene participants. '

5. ‘Lead discussion of exercise, using discussion
questions opposite if necessary.

152 L

s

'
. .
N -
c, N
. . . B :
. . 4 L '

T I . YT

b 1.- Uncover flip charts showing target groups - C1. Flip Chart 2,3,and 4,
‘Sample Target Groups
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% Psyghological Learring Climate «
A R [ v - o . R
Points for Discussion . Lt
- . ) - '( .
. L. - Group Discussion—Selecting the Appropriate Degree-of Openwess | o
o . - . .o ) .
} L} ' . . . ) B ’ N ' . ’ ) [ ;
il - . L ' - . E h‘l . .
2... Samplb target groups and training goals: :
f . ) ""__. . ' \ ’ ¥ %
’ T e Physicians“‘—éinformfabou_t' new treatment facllity‘\;‘ ,
) . Senior Army offi_pérs—lnform_gbout Army regulatjons .
. ® Inservice counselortraining—empathy training. . N
+ Appropriate degtées-bf ogen’nesj for the sample target groups:
e Physicians—least open because this situqti'on requires a high-content delivery, .. _
_®_Senior Army officers—least open because officers are more used to a highly 'structured -
- learning environment and age’inore tomfartable in it. ,
. ‘@ Inservice couh;e!or training—focused openness because it is appropriate for achievement
- of affective goals. I oL . ) :
D- »->Pair Exercise'—-Contrpl_led@pénness ~Interv_iéwlng o
- 2. The purpose of this extrcise is for each interviewer to experience the feeling of cor{tro‘l over
, the interview and to. discover the kind of openness and trust levels he or she can estaf)lish. “
3 - « . + . - / . v
- R - g , ,:
. ' 4 o0 IS
~ ~ » ’ ’ -
- ® i r A s ':‘ ’ -
. , o 7 .
5.  Disciission questions: . .- > . o .
: . 4 ) . ' Iv . B - <
® 'Was it easier to be the interviewer or the interviewee? v
(e Was a degree gptrust between partners established? ) .
.. - ®-Did each interviéwer Know what information he or shé was after and how to get it?
- @ Did the interviewer feel that the communication wis under: his orher control? N
Al < '\“ $ \ ’ -l;.
. R ) . i ) - H
* - A. 5 - ) 1 l?,\ i 153 !‘ |
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Tlmfe Sequence of Actlwtles ' - Materials )
— . . . . o )., . %( BERE ) oy
\'5 min.  -E. " Closing Remarks . ' | S 4o S
AN . 1. Refer trainees to handout 1 Settinga ~E1. Handout 1, Se?jng a L
Léarning Climate. : ~ Learning Climate
2. Ask trainees to read handout 1, which ' T

' summarizes the points made about the psy-.
- chological climate, on their own time.

3. Summarize the two\sesslons on |earning
climate. . . .

4. Link to next session.
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.Ps ycholog/»o_al‘_Leiarn

,
p—

. Péints for Discussion

ing Climate -

. \\‘

E. Closing Remarks ‘ | : : ‘ ’ L

-

3.

y

{ . - .
In these two sessions the impoftance of trainer control of the physical and psychological

_learning climates has been examined and trainees have'been exposed to some means of con-

trolling both climaté elements.

- The trainees, now that they have ledrned about the elements of the learning climate, may

wish to apply this knowledge immediately to their Delivery Tasks in the work session that-
follows. ' '




__ Session23

SR [,FeédbaokJ

TIME REQUIRED:
EQUIPMENT:

MATERIALS:

PR!MARY METHODS:

FrTING
ABRANGEMENTS;

.y

e

GOAI.S/OB]F.C?WES' The goal of thls session is to famlliar\ze participants with the process of glvlng and recéiving
_ feedback and various kinds of feedback between persons. , ’
By the end of the session participant's will be-ablo to: /

1. distlhguleh“between the three feedback levels of observation, inference, and feeling and
2. name three forms of environmental feedback not commonly noticed.

| L ’ _ .
40 minutes’ ' : _ '
: : » .
Flip chart paper, tripot or m’asklng tape, markers o ' o

Flip Chart 1, Types of Feedback (to be prepared from section B) ' : :
Flip Chart 2, Feedback Process (to be prepared from section B) ' T

Lecture, individual and pair exercises discussion

Drawlng 6, lnformal Discussion setup

«(See “Hiustrations of Various Meeting Arrangoments" in soction IV of this manual&



Session 23 s

Time' Sequence of Actlvitie,s'_ | I | Ma'tgrlals

. n -
. . Y . . [
. T . “ X . . o

3 min. A. Opening Remarks : , .- N
State-purposes of this session. , . o

v

5 min. B. Lecture—-Feedback
N . 1. State purpose of studying feedback

‘

' 2. State types of feedback. . | . 82 Flip Chart 1, Types of 4'
: : o ) . Feedback  —

3, State advantages of good communication -
levels. .

4, Discuss listening and being attuned to
feedback. :

, . .
15 min. C. Eye Focus Exercise

. s ~ . _

' 1.” State purpose of exercise. : o o

2. Divide trainees into pairs. | '
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. Pdiht_s for Discussion

TR

FERENY

-y

l" .
)

~ - ’ v . ) . . N \ .
_ A. ,Opening Remaiks ’ o * c s
++ . The purposes of ‘this sessiop-are.to enable the trainees_to develop an awareness of the ever-présent
- phenomenon of feedback and to help them acquire skills in communication and feedback. .
*B. Lecture—Feedback - _ S e
' 1. By studying how feedback works it Is possible to develop ways. of 'improving it as a source of
~ -communication between trainer and trainee. - - SRR o
v 2. Feedback may be: '
/" a. verbdl, in the case of content feedback, or | «
' . b. nonverbal, when psychomotor activity is involved. ,
¢. When verbal and nonverbal messages areé in harmony the communication is experlenced
as genuine and believable, ST ‘
3. Empirical evidence indicates that the better the communication level is, the be"t‘te_r the
training situation will be in¢erms of: o , : .
a. openness, - ' : © o . (
" b. learning,; v
c. creéativity, . ’
. work, and : ) T ’
e. goal achievement.
4.~ The trainer needs to monitor the feedback from the learner in order to direct the flow of
- the learning activity. Listening to feedback is a three-step pr(l;esgq: T T
a. Observation, including: ' '\\ "L
(1) hearing the verbal content of the. mzssagcs, AR
" (2) hearing the feeling tone behind the words; and .
X (3): seeing the nonverbal messages transmitted g movemenits. _ T ’
b. Inference, or drawing conclusions from incoming data. Such inferences may always be .
checked with the learner for accuracy.
c.”Emotions-or feelings, which should always be acknowledged, so that reactions on thé ,
« basis of past experience may be prevented from interfering with presént learning conditions.
C. EyeFocus Exercise © . | ¢
1. The purpose of the following exercise is to demonstrate to the trainees how much input is
being transmitted constantly by the “‘here and now" environment. L
( - . ' e
4 / k\
L4 ™ '
: ‘ ¥ C 7 v ' 159




Sessr/on 23

N Tlme/" Sequence of Act:vities

- §
/ C. (continued)

’

3. Delivering instructions sm'oothly and slole,
~%'with pauses where appropriate, tell trainees
L ter S , '
k , ,\ a. Lock eyes with partners.
“ " b. Listen to other sounds, the sounds that are
always present in the room, such as the:

(1) -ventilation,
(2) chairs squeaking,
'(3) sounds in the foyer, and

(4) sounds of other people.in the.building
as a whole. . «

c. Move hands to the side of the head, just
beyond the limits of peripheral vision.

4. Discuss exercise, using discussion questions
opposite if necessary.

A

“15min.  D. Here and Now Exercise
1. Divide tv‘xﬁ:\e'vés' into pairs. ~ 7
- 2 - - 2. Instruct oke member of the pair to ask the
other to tell what he or she observes and then
. remain silent.
- B 3. Instruct the other membeér of eath pairto .
. describe to the first exactly what he or'she is
' L o . observing at the present monjent, in the here
- and now, with no inferences, feelings, or
' conclusions. N

4. Allow 3 minutes for the ‘exercise. ‘
| 5. Instruct trainees to reverse roles and repeat
p S ‘ exercise. ; ( ’ !
: 6. Discuss the exercises, using c‘uestions for
‘discussion opposite if necessiry

¢
H e
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T il

. {Points for Discussion

" C. (éontinued)'

Discussioh questions: .

-
a

‘6 What new sounds did the trainees hear thgt they were unaware of befare the exercise?

® Were they aware of the extent of their perjpheral vision as shown by moving their hands
with their eyes locked forward? : '

® Can feedback from the environment ever be totally prevented¢
Here and Now \Exerd!se' C

\

~Questions and points for discussion®

-

_,,mo/
* Wasit possible to limit what was being described absolutely to the here and now?
@ Was it difficult for the partner receiving the feedback to remain silent?

° People want to put a meaning to or make an infarence from. what they observe; this is
what gives rise to subjective feeling,

Ny
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Time  Sequence of Attivities - |
**  2min. . E. Closing Rempis L B
) © .77 1. Reviewsession. v S S

- . 2.. Link to next session.

.

ERIC

Aruitoxt provided by Eic:
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“Feedbac 3 ;o

" Points for Disussion .- - g0

E Closing Remarks _ AR o o v S

1

- 1. During this session the trainee has.been shown that feedback is present in évery__,piti:atien, : - ) \
- . even the most controlled, and it is necessary for h/im or her as-a trainer to be -tec!mptive and .
aware of this feedback. - . -0 I S
2, In the next session the trainee will learn about the two Rinds of feedback: negative and

positive, ' . . . o Y

L

REasia et




Session24 - - 4 _ Feedback il

v — e ¥ ” i ue - Tty
. .

GOALS/OB]ECTIVES The goal of this sesslon Is to lnorease understandlng of and sklll in recelving and. dlvlng useful
. feedback.. .. . _ .
By the end of the session partlclpants will be“able tb' ‘
1. name three of the five rules. of giving feedback and _
2. apply all five rules by crlthulng a dramatlzatlon in Whlch negative feedback s given.

o

TIME REQUIRED: - Tshowss. |

i

EQUIPMENT: Flip chart paper, tripod or masking tape, markers

MATERIALS: ° Handout 1, Rules of Feedback

(Handouts and Flip Chart 1, Negative Feedbaok Task Instructlons (optlonal to be prepared from section C)
references are found

in the Participant Flip Chart 2, Positive Feedback Task lnstructlons (optlohal to be prepared from section D)
Workbook.) S ‘

PRIMARY METHODS: Lecture, group dramatization, discussion
MEETING . ~ -
ARRANGEMENTS: . Drawing 6, Informal Dlscusslon'setup

Drawing 2, Workshop setup '
(See “lilustrations of Varlous Meeting Arrangements” in section IV of this manual. )

-
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Sess:en 24 s

Y . I eam

Time _. Sequence of Activities» o - " Materials

<

~3min. A Opening Remarks
1. . State purpose of this session.

/\

2. State sequence ef 'aetivities. ' \ ' | | .
S o . ' ' 4 _.... ! . - e ‘.‘
15 min. -+ B. The Rules of Feedback | . . o 4 |
1. Refer t{ainees to handout 1, Rules of B1. Handout 1, Rules of
Feedback. - Feedback )
2. “Review thefive rules. - ' .
o ~ 1 ¢ N
v, # o I
35 min. C. Negative Feedback Exercise B . - '
i . . ) Lo \‘.
1. Set up exercise: "
- a. Make introductory remarks.
v ‘ﬂ ” . : . ]
. é K .
+ b. Describe exercise.’
o Al » ) ' . ¢
¢. Divide trainees into groups of four or five. ;1 : @
d. Instruct all trainees that the dramatization =

- . should be constructed around a training,
management, or counseling situation, with
one persan playing the role of trainer, and
‘ o - therest as-participants. - W

e. Instruct hal\f of the groups to prepare a Cle. Flip Chart 1, Negative
dramatizati i\ in which the trainer receives _ Feedback Task Instruc-
negative feedback , ' tions (optional) _ A\

.f. Instruct remaining groups to prepare a
dramatization in which trainer gives negative ' _ ¢
- . feedback. ;

_ g Stress that these dramatizations should
illustrate the right way of dealing with
negative feedback. : !

2. Allow preparation time.

166 | o 149
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Feedback II

Y

Points for biécussion a |

1 st

8. The Rules of Feedback_ : y \ ¢
. ) .. . . ) . ! ' .

—

RS Y

| N . S?_

A OpeningRemarks o o EE !

-1, The purpose of‘his session is to give the trainees practice in giving and receiving the two
. kinds of feedback: positive and negative. , v

2. This will be accomplished through two group dramatizations that will illustrate the correct
~ way to handle each type of feedback T . _

°

"2, Rules of feedback
alt should be requested by the- recipient and remain under his or hér control,’
b1t should be specific and refer to things, places, and events not people‘ B
. It should be directed to-behavior or events which are amenable to change. .

d. It should be current. RN
) e. It should b¢ related to, and limited to, the goals and ob]ectives of the training program. ‘
C. ‘Negative Feedback Exercise . 2 ~

1a. Both giving and receiving negative feedback arouses anxiety—the one because it raises fears
of being destructive, and the other because it might lead to being hurt. The purpose of this
exercise is to give practice in handling negative feedback situations.

b. In the exercise the trainees will divide igto groups of not more than four or five.’ Each group
will have 15 minutes to prepare a dramatization of a situation Tnvolving negative feedback.
Each group will then present the dramatization to the others.

¢

gt

167
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.. Time  Sequence of Actlvftle_s e |
-« N ) : ) L ' - . N IR
“C:. (continued)<f SRR | Ml . R
e " 3. Present draﬁna’tizations: 2 R | ~"’  R
. a. Limit each dramatization to.5 minutes. - o
o e . ) S A
o b. Discuss each dramatization, usfng dis- ) - ) : .
.\ - cussion questions oppasite as needed.
N ‘ . . e N ,
\* o T . ' o / .
35 min. h ,D. Positive Feedback Exercise " . o R

1. Set-up exercise:. CoL A L
a. Make introductory remarks. ‘ ' oy ‘

; '
Y
w
’
¢

-

¢ b. Describe exercise.

\) ' - . Repéat all steps of previous exercise, sub- . D1c. Flip Chart 2, Pasitive

| , ) stituting positive for negative feedback. Feedback Task Instruc-
' tions (optional)

]

7 e2min. E. Closing Remarks ' . S ‘ S
1. Review purpose of session.

AY

2. Link to next session. o




- Points for Discussion SR B

(continued) Y ‘ . ) A L o o, e

. . T .
. a7 0
’ . . _ N
- .
N

3b. Discussion questions: " - -

4

¥ What principles of feedback did the dramatization iIIustrate? B .
" @ What rules were violated? : . | 3
o ls negative feedback better presented vereally or nonverbally? . - ‘ »
‘. D. Positive Feedback Exercise . | S ‘
A n . ' N \C) . . ’
_la. Positive. feedback also arouses anxiety——the giver wonder,s if he or she is being'sincere and .'

the receiver questions whether the i“eedback is real. ' . '

.

" b. The feedback exercise just: completed will now be repeated to illustrate the techniques of
giving and receiving positive feedback

. -
. R 20
' 3] ! P ,\V

C e : e . N R4 y .
o

E. Closing Remarks ' - ‘
1.  The purpose of this session has been to give the trainges practlce in the difflcult art of giving )
and receiving feedback. : . .

2,  The ability to give and receive feedback is especially important in dealing wr@ small groups, .
. which will be the subject of the next session. « "

Ny
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- Session 25 ; " Small Group Skills

' L]

'GOALS/OB]ECTIVES The goals of this session are to: - o
1. introduce th partlclpants to the tech nique of ob,servlng group processes and
2. famiiiarize the participants with some ways of n‘]aklng interventions in the group actlvlty; :

v

By the end .of this session p?art‘f?’ipants wili be abte to:

1. demonstrate their understandlng of observation technlques by selecting appropriate exam-
- ples from agroup dramatization to liiustrate communlcatlon patterns, group declslonmaklng,
and group needs and

)

f &
€ 2. analyze and evaluate Intervention techniques suggested by trainee group for one resolution
. !

of a-critical incident.

TIME REQUIRED: 2% hours
EQUIPMENT: Flip charmaper, tripod or masking tape, markers, vldeo tape equlpment Iarge name badges for
. “role players to wear,to identify their characters, paperand pencils B
MATERIALS: Handout 1, What to Observe in a Group o v S
(Handouts and Har\dout 2, The Situation Role Descriptions - v ' '
references are found . ' .
in the Participant - Handout 3, Group Process Note Sheet ¢ .
. Workbook, except Handout 4, Interventions
haridout 2, Role . Handout 5, Bypasses for Roadblockers.
Descriptions (in ~ - 4
Section IV of ) :
this manual.) . ‘ : . . e
o Feo. -
PRIMARY METHODS: Lecture, group dramatization, discussion, smali group exercise -
MEETING - » o
ARRANGEMENTS: Drawing 6, Informal Discussion setup
Drawnng 2, Workshop setup » .
(Sec "lllustrdttons of Various Mcetmg Arrangements’ in section IV of this manuai.) ’

Y
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) Sesgion25 = - o Sy |
Time = Sequence of Activities ~~ ~. . Materjals . o

,"’g ‘ l‘ . . j‘\ ; ) 0 B ' .-‘ | f .. .. .‘.. . . - ‘ ow
- A, Preliminary - -3 B S e
1. Secure eight volunteers to take part in the : N
. following group dramatization, t : :

r 2. Tell them they will be playing parts, to be
) . ' described later, to illustrate group interactions.

Smin. " B. Opening Remarks — oy
' 1. State purpose of this session. ' . '

U : . ! ' e : ] .

i 2. State sequence of activitles.

15 min. C. Lecture—What to Observe in a Group ;

] Refer trainees to handout 1, What to Observe 'C1. Handout 1, What to
in a Group, which is the basis for the lecture. Observe in a Gr.toup

2. - Discuss techniques of group observation. [ ,

& . <

—

4 Bl - . . /

3. Review the thrée stages of an evolving group. s
. ’

"

4.  Answer questions.
60 min.  D. Group Dramatization—Staff Meeting
1. 1 Describe activity. ) ' —

!
Y

172 v '
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'Points for Discussion

\/‘

.. Preliminary ; ¢
" There are no. discusslon points for this section. ' x

"

Opening Remarks

- The purpose of this session Is to introduce the trainees to the subiect of group observation

“and to the techniques of intervention, as well as to give them practice in  using small- group

skills.

This session will center around two activities: : .
- a. a dramatization that will serve as a model for _group obsevation and

b. small-group dramatizations of intervention techniques ; o

Lecture—-What to Observein a Group

2,

Group observation} i .

a. Group observation should include both content and process - ‘ - ‘
(1) Process is what is happening in the present. ‘
(2) Content is what is being discussed and usually derives from the past.

b. Communication patterns (Who talks to whom? When? Who leads the discussion? Who -

influences decisions?) are important observation points.

c. The observer should notlce how the group finally acts: how the decisions are made and
by whom. -

The needs and productivity of a group change wnth its age. There are three principal stages

‘in the evolution of a group:

a. lnfancyfThe group is a collection of individual personalities displaying approach/aveidance
behavior to one another. The trainer will need to give personal attention to each member,

- b. Adolescence—The group may now bé characterized by aggressiveness, as the individuals

form factions and partnerships and leadership and group norms are established.

c. Maturity—The group has solved its group conflicts and is ready to proceed with the’task
at hand. Rarely is a group able to devote more than one-third of its allotted meeting time
to the actual task. :

(

Group Dramatization—Staff Meeting

1.

Eight trainccs\ave consented to dramatize a classic group situation-the staff meeting—for
the benefit of the rest of the course members. Each of the eight has been assigned a role to
‘play but none knows the role of the others; therefore, they will be reacting to each other’s
roles in a real way. Following the 15- minute dramatization there will be a video tape replay
of it for further observation and then a discussion of the group dynamics that were cxhibltcd
in the dramatijzation. 0 e {

- : : 173
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. ) D. ] (continuéd)

2. Assign roles to volunteers and pass outa
description of each role to the appropriate
individual. (Participafits are to gee only their

7 . _own role descriptipns,) Give each a badge

. with the name of the character he or she
will play. . :
" 3. 'Refer group to handout 2, The Situation.
: ' Allow time for trainees to read it.

4. Have volunteers present the dramatization.

5. Introduce video tape replay.

6. Refer trainees to handout 3, Grdup Process
Note Sheet and advise all viewers to make
( notes on processes they will witness.

’ 7. Run video tape.

'8. Discuss the dramatization, using questions
for discussion opposite if necessary.”

W
9. Ask the role players to read their character
statements to the audience.

10. Summarize dramatization and link to
intervention section of session.

10 min. Break y
10 min. E. Lccture——lntervention Techniques

;) 1. Refer trainees to handout 4, Interventions—
¢ and handout 5, Bypasses for Roadblockers— °
and allow time for participants to look
over briefly.

\ - 2. Défine intervention.

3. Review when interventions are made.

174

D3. Handout 2, The
"~ Situation

D6. ,Handout 3, Group
, Process Note Sheet

E1. Handout 4, Interven-
tions
Handout 5, Bypasses
for Roadblockers
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E.

T — - - —p - ey

(continued) ' : S ‘ .

\ .'M | Ec;

) [
4. In order-to allow the role players a chance to observe group process the. dramatization will-
be viewed on video tape.

g
“

“ip

8. Questions for discussion: s

¥

&

What kinds of communications patterns were  observed?

How were group decisions made?

What group needs and individual needs were evidenced? /~ -
Who made attempts to focus the task or to lead the group?

- Who agreed or disagreed with'whom? °

, . - » » % .

10." During this dramatization trainees havg been shown what to look for in the small group »
process. In the last part of the session they will fearn what to do or say when they observe
the group getting off track.

-~ 1
" Lecture—Intervention Techniques ¢

1. " The handouts$ show several types of interventions, The major kinds are task and climate

interventions. Interventiond may use humor, if appropriate.
L)

2. .Anintervention is an interruption of an ongoing group activify that influences the direction,
content, behavior, or climate of a group.

3. Interventions are made:

a. When a group needs to be moved from a nonproductive area to a productive one.
b. When the work on the task needs to be Speedcd up.

kv .

N - »1\,{

.1),




Sesslon 25

»-Time' Sequence of Actlvltles i-

) o ENcontinued) '

v 4.

5.

, 10 min. F. Group‘Discussion—-lntervenﬁonTechniques-

1.

2,

3.

\‘ 40 min. G.- Small Group\EXercise—lntervention Techniques

1.

¢ 176

-

Review who can make an intervention.

v

A
,Review why Idterventionsare made,

""}ﬁ | |
. -
. .

earlier. .
- Read critical jncident situation (see opposite)

h

Discuss how to handle the incident, using
questions for discussion (see oppasite).

o

Describe activity (see opposite)

Divide trainees into groups of four.
Allow 15 minutes for preparation.
Have groups read their incidents:

a. Allow 5 minutes for each presentation and
discussion.

b. Use questions opposite for discussion after
each presentation :

.

—~

Ask trainees to give examples of interventions
\ from the staff meeting dramatization observed

L) /

T

2
)

@

b‘. .

L%




- .~ - SmallGroup Skills :
Point®for Discussion .. - P oy
TE. ‘(contlnued) B y . 3 . L,

4, The intervention can be niade by a group member as well as the trainer If a nonproductive |
situation continues fdr long enough, the intervention will usually be made by a group mem-
ber; however, the trainer normally steps in to speed up the process. ’

5 Interventions are made. to o '
- a, maintain the balance of a mature group, .
b. maintaim the grQUp process centerjng on the task and
¢. maintaip the learning climate of the group. _ 5

¢ F.  Group Discussion—Intervention Techniques o | : I 5

2. Critical mcident—A trainer is in the migddle of a training session. Participant X comes in Iate_
again and begins asking questions. This.ls the second day of the course, and he or she has
done this three different times. No one has yet called it to his or her atténtion.

30 estions for dlscussion o ‘ N

. . ,
t LIS v . . . > 3

VAN Should the trainer intervenel . -
o if so, how, and when? S . A
® Ask trainees how they would handle the sutuatlon / ' ' AN

-

j s
tﬂ G. Small Group Exercrse-—lnterventlon Techniques

1 " ..Small groups will construct a“critical incident, such as the one iust discussed including an

example of intervention by atrainer. , .

Tt ., . ©
s

4b. Questions for discussion..

Why was this form of intervention chosen?
What other interventions were considered?

e Wasthe intervention climate- or task-related?
e What was the effect of the dramatization?
Teaching points to elicit: ‘

e Interventions are |nfluenced by many variables.

-® They are very:. unpredictable.

e Interventions can be detrimental as well as useful, . j
C ' Y 177
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Materials - .
. e )
| 10min.. H. Closing Remaks - o L
L S Summarize session. | “ o ) L

Time  Sequence of A.ct‘ivltles.'

i
q

2. Link to Delivery Task presentation period.

=
=
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"7 -~ SmallGroup Skills

:

"POi_nt_Sfor'DBquss"iqn_} o S )

Cr

H. Closin_g Remarks ‘ o ' o C T
" 1. Diiring this séssion the partigipants have learned that the trainer Isqbnsian_tly observlng_tl{e _
trainees and how their activities conform to the goals and objectives of the program. He or -
. she has learried how to make an intervention In a group process:to protect the learning
~ climate and/or to focus the task. o ' : o _
2. The rest of the training program will be devoted the presentation of the Delivery Tasks by
the trainees. s . : :
’ * g ) » \\\
. 4 '
v ’ - '
\
¢
~(":'}h
-7
| .
!
}

av . /

;
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GOALS/OB ] ECTIVES:

N

TIME-REQUIRED:

EQUIPMENT:

MATERIALS:
(Handouts to be
found in the
Participant

Workbook.)

PRIMARY METHODS:

MEETING .
ARRANGEMENTS:
o
L

- and are inserted to remind the traine

The goals of the ilvery Task presentation are to: : R
1. give the particlpan practice in using unfamiliar delivery techniques and *

. give them exp,adence observing and evaluating delivery techniques, of others..

] During the presentation period participants will deliver their own learning activities and evaly--_
. Bte presentations by others. Because this part of the training program is performed by the,

trinees themselves, the few notes glven on this session refer to thé beginning of the session
of some Importar)t points to make before thé presenta-

tions begin.

Depends on the number of participants. Allow at least 40 minutes for each presentation.

. ' S -
Participants should be responsible for equipment for activities. Video tawequipment is

recommended for the evaluatidn activity for playback 7nd assessment.

" Make sure there are plenty of evaluation guides available participants are responsible for. pro-

viding their own materials.

_ Handout 1, Evaluation Guide (from session 18)

Reference 1, Presehtation Schedule (prepare ahead of time);_

Depends on particular presentation.
JI ) -
Depends on particulat Presentation. .

BN , )
[ 3
!
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Session 26

' B ‘
L o - *
| ,Time Sequence of Activitles SR Materials
[ A. Opéh{ng Remarks . |
. NS . L Y o
P 1. lntroduce presentation_period ‘ ,,
' ) © 2. State role.of trainer during the presentation _ .
period, S : “ ) '
’ . SN |
L v . . 4 '
B. Reminders to Trainees - ‘
' 1. Instructions to evaluators.’ B1. Handout 1, Evaluation
, ‘ Guide (from session 18)
4/ N N | |
’ J
2. Time: «
‘ “ a. Announce time restraints
« ’ b. Announce schedule of Design Task B2b. Reference 1, Presenta-
\> _presentations. _ tion Schedule 4
o 9 besign Task Presentations o« ot : \ e
. 1.. Turn session over to first presenter. ' !
’ 2. Following each presentation, have presenter )
~ ask for comments, as time allows. . . . . &
‘ D. Closing Remarks / K3
3 ,x'@l’ ’ L ;
[l ~ ‘P
L] . b
o ts w N |
- Q‘ P ;
A 46:
- »
\ \
‘.‘\ ‘ .
] o
\\ 182 16p
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Dellvery Task Presentat/on and Evaluatlbn

Polnts for Dlscussion

,_/‘

i

A. Opening Remarksy:

1.~ The final section of the training session will be devoted to the presentation of individual

trainee’s Delivery Tasks.

2. During the presentation period the' trainer will turn the course over,\to the trainees:

~a. Trainees will deliver the activities,
b. Trainees will evaluate the deliveries.

Ay

-]

c. Trainees making presentations should consider the trainers to be members of the groupv

B. Remindeys to “Trainees

-

> ~

W, .

1a. Presenters may wish to have audience evaluate them in specific areas, in which case they kN
should notify the audience before starting the presentation.

b. . Presenters are to select two trainees to act as intensivexvaluators before the beginning of "

"‘-\ ‘the  presentation.

\%

L]

c. >,Presenters are to make sure the audience has enough copies of the evaluation guide if use -

of this aid is desired.

-y

2a. Presenters will be held to the allotted amount of time-, give or take a few seconds.

C. Design Task Presentatrons '

“There are no discussion points for this section.
<«

.

D. Closing Remarks

.

\ e

1. Thank trainees for their presentations and ask if there are any final questions or comments.

2. Briefly review the major topics of the training course.

P

1y

-

183




60 %

v EK

‘Contents L 5 Lo ' Lo
Handouts. . . ..o v
_.Purchase Information for Resource Materlals-. . . ... ... ..............
A Note to the Trainer Regarding Needs Assessment e e e e
MlnicourseAssessnfentForm et e e e e e e,
“Tabulation of Participant Minicourse Assessment Forms .. ... .........
SessionAssessmentForm....................._.'.'.'............
- Tabulation of Session Assessment Farms.......t..oo o
lllustrations of Various Meeting Arrangemunts ce
Saniple Prasentation CueCards . ...
Participant Pre[Post Cognitive Test. .
AnswerKey ............
Participant Postsession Rating Form . e
DobrieﬂngGuidelines.............'... .....

« Participant Final Evaluative Review .+ ................ Ceeea

.....
L B I T R T S T O
........
L T L
.......

......

() \




S

/.

< Ston 10,
" Handpug 2.
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- )

- . .- b:v ’ ) S
*o  Secretary's Role.
) '.{ ) : - t . Wpts

M v

..
> . " .
3 4a . Lw T
oo e -

The Secretary has only been on the job 2 monthgand ﬁas 'ré\gﬁeived.“no trajning or edcucahtloh ,about‘;icohbl or alco-
<olic people. He'or she is afraid of “drunks.” He or'she is also reluctant to-admit this feamto anybne around thig \
9ace." He or she needs the job and warrts to succeed. ..’ > o S S

3
v !
. .

poo T
®

;- .+ Sesslon 10 .
- Maridout 8 * .-
. C .

v R,
- .

. & A& 'I - .
- v . L . .
~ Senior Counselor’s Role .~ o | .

I4 . .
PN ; T > v e . . ’ Yot
The Senior.Gounselor is an A.Azmembét. All hé"or she knows about Antabuse is what he or she has heatd in
%A., and the information has been comradictogy. The other counselors in the ggency are in the samersituation.

v

e senior counselor is suspicious of “ghrinks” and believes chemotherapy 'to,be'an extreme measure. He or she

loves A.A. and is very defensive about its effectiveness. The senior counsetor dds not know the interviewer and is

»

siuspicious of his or her motives. .

-

-

Y

: : o L : . Sp.ss'ion,lO ‘
: . ' o n ""7 Mertfout 9 *
. Director’s Role ’ . S .
. 9 . : - .
_ The Director feels that time spent onjpaperwork is not as valuable as time spent {n pounseling. Therefore, the

staff has never been taught how to keep clignt records and ;6 organizational priorities would have to change
before the proper atmosphere woulgd exist to support careful recordkeeping. . ¥

# The director is reluctant to admit:'th_is even to himself or hersif. He or g}\g usually blames the staff for poor / MU

~ )
.t

#  records. : i n

\

—
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Role Descriptions.

L

~ [Note to trainer Copy arid pass foles out indlvidually, one fo a player. Do not give playérs copies of roles other _
than their own. ) - B _ o : I ¢

. " . . . . . : LAl
: . L . .
.
~

You are treatment-oriented, care about your staff and patients, and believe agency decisions should-be !

made democratically by the staff. You are impatient with administrative details and leave the bulk of the
paperwork to the administrator, . Yo o !

9

Director:

-~

Administratof: - - ¢
PR

v

You are hard working and overworked. You do not believe- your role Is to make administrative decisions for s e
the agency, but you are more than willing to carry out/those requests that the director makes of you. o

_ ~ Social Worker:

.

You are young, intelligent, and well frained in clinical social work but lack agency experience. You often ’

. e L, N ° X - oy - . - M A e
. feelunsure 6f yourself, discquiraged with your mistakes, and"anxious to learn from others more expérienced.
- w4 /Tn' . . L . X

.i’sychlq.loglst:. ‘ - . \ : o ‘ / e , -

Cd

li}ébti&ply new to the agency, you believe it lacking in bo-tH"ﬂrrm" dir&ction and good administration and ‘

believe,you could do 4 better job at both. You are a good psychologist, however, and/)elicvc you can catch

more flies with honey tan vinegar.
S - . : .

X ~ . B -
Counselor |: LT . ! .

A -

»

You are casygoing, fikéblc, and willing to go along with any decision. You hive a good sense of humor and
like to clown, ’ '

v K

EEN

N . » - .
Counselor I1: * N

v

v

You are wll trained, have. 2 yelrs’ experience, and are very seripus and,jptense about your work. You
believe the psychologist is just What the agency needs. !

» Counselor IIl: . . - | / o
You have been sober for 3 years and',_hRVc been a counselor for approXimathy a year. You rely hcavi}y\bn
. AA for help with your clients. You Kave trouble staying in the here and ndw.

Counselor IV: o . '
de " . ,

, ~ oA ; e : ‘

You are:middlo aged, Have a wealth of experience in a variety of agencies (both good and bad), and are in
A.A. 12-stefwork. Your modest salar'y;.is supplemented by a gerieroys Ariny pension (you retired as a full
cdolonel). You are n&turc, wise, and moderate. The grateful benefactor was your client. )

.
a

.
+ . K
’ «

. .
. Mv »

PR
: ..-"'




Obtainini Resource Materials . e

[-N . . ..
L4 . v
e s .

) : . ) a & ¥ . : .
* . . The facilitator will need a coi)y of each of the following books, which contain important content covered In . ‘
, various sessioris of the training program. These materials may-be available. from your public library or other ’ ¢
g local educational resource center such as a community college or university extension. N
Goal Analysis (for use in TAT session 4) _ - ' ‘ *
Robert F. Mager . v . | '
Lear Siegler, Inc./Fearon Publishers .
6 Davis Dr. ' . - ! .
Belmont, Calif. 94002 _ D ‘ ' - . .
Analyzir{g Parformance Problems (for use in TAT session 8) / ]
) 7 Same author and publishér ' o '
' . . . ‘ . | . O‘ ‘
' Preparing Instructional Objectives (for use in TAT session 12), . . - o P
‘ . ! '
Same author and publisher . e, .

- IR '15')’ L
: c | .

N T T T
T T T e T
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- A Note to thé‘Traincr Pl(iagarding Needs Assessment . .~ :

. v
’ . - . _ . .

. . . . R

L T

@ -

4
\

S o ' o [ ' ' B . ' : a. .
The target audience for whom this training prograim was designed Is described on page 2 In sectign | of this
manual. On the following pages are forms to help determiqe more precisely the needs and InterbSts of the- target

~audlence,as a basis for planning a minicourse or some other modification of the to'tql cautse.

Two sets of forms are provided: one for selecting a minicourse and one for solocting Individual sessions,
consists of two parts: an assessment form to send to
responses.

ns, Each set ‘
prospective participarits and worksheets forr/tabglatlng their .

~

' S e D Ce N '
The assessment form should be sent to prospective participants alon

g with a cover letter announcing the course
- dates, lacatian, and other descriptive Information,,as well as Instructions for completing and returning the form.

The tabulation of responses-can be accomplished by using the appropriate Workshogts. Step-by-step Instructions 1
are‘Included for determining the minicourse or sesslon most participarits are interested In. =~ - '

The assessment forMs and fabulation worksheets provided are: . - .
® Minicourse Assessment Form - { '

“ . ’ LY
® Tabulation of Minlcourse. Assessment F_on\nsv ' M '

® Session Assessmant Form’ . ‘
® Tabulation of Session Assessment Forms : . 4

Please note that these forms are provided only as models and may be adapted by the trainer to fit a particular
situation. ~ "o "

S - w

Y




/

g

' , Yo Py . | . ' ;

(for 1 to 2 days of training) ' Jooo N o
The training program you are invitﬁd to apply to attend will last: . Y ; .
(to be checked by trainer) : | _ - - '

taay [ o | , w |
2days [ | ._ ' . . R

)

-

**********************i*m***m#*i*

- - ° ~

N !
v / .

***************(**‘************************************
\‘ !

.

In the space 'prov*ide_d below_‘, rank the following minicougse topics in the order that represents your strongest

training needs. (1 = strongest; 5 = weakest)
(A) Assessing Organizational Training Needs—learning how to identify agency needs, problems, and
concerns that can be addressed by training (¥day) _ L
(B) Assessing Indlviduzzl Training Nﬁqu—learnlng how to ascertain the training needs of agency staff
(1 day) L ' o
/ (C) «Defining Training Ou tcomas—léarping how to define the outcomes/expectations of a training event
{2 days—do not selodl if program runs only 1 day)
(D) Aduit Education Theory and Toghnidues~—how adults-learn a
- day) N
. ‘ '
()~ Fraining Group Discussion Leader

nd how thelr learning is facilitated (1'

—how to got groups of adult learners to work productively (1 day)

Y

‘ o ' f
Letter . Full Title of the Minicourse ' ’ |




Tabulatlon of Participant |
Mmicourse Assessment F orms

(for 1- to 2-day progfam)

(7

1. Count up the number of 1 ratings received for each minicourse and multiply by 5 to get course-score:

PR

»

-

Minicourse

. . -

# of 1 ratings .

.
S

A. Assessing Organizéthnal Training Needs
- o

B. Assessing Individyial Training Needs

C. Defining Training Dutcomes
_ \ .
D. Adult Education TReory and Techniques

E. Training Group Discussion Leader .

v

a

e

MRS

. 2. Count up the number of 2yratings received for each minicourse and multiply by 4 to get score:
. . . >

Y
'

Minicourse

3

# of 2 ratings
. [ %3

K

. -
Assessing Organizational Training Needs

Assessing Individual Training Needs
v

_Defining T'raining Outgomes ,"
!

Adult Education Theory and Techniques

. Training Group Discussion Leaddy

N

B A 1701 provided by ERic:

?




o ;
.

B 3. Coupt up.the number bt;s'rait,lvngs réc,él\iéd fiot each m'llr'\lcéﬁr'i_é’ﬁﬁdmﬁltlpiv'l.i\'r??l}-tb‘g:qvtAs'(;‘qg'lqé'f:"jh"‘ S

J

ot
ek .

Minicourse

T A o Y

N . .
Assessing Organizational Training Needs

* Assessing Individital Training Needs
Defining Training Outcomes -
Adult Education Theory and Techniques

. Training Group Discussion Leader »

1 a

-

. °

4. Count up the number of 4 ratings recelved for each minicourse and multiply by 2 to get score:”

[

L

Minicourse

" #of 4 ratings

Assessing Organizatianal Training Néeds
A;sessiqg Individual Tfaining Needs
Defining Training Out_(:c;mes -
Adutt Education Thé(w and Techniques

Traintng Group Discussion Leader. -

H

.

o . »
v

" 5. Count up the number of 5 ratings recelved for each minicourse and make that number the score:

" -

-

Minicourse

Cw

# of 5 ratings

'

A. Assossing Organizational Training Needs

)

B. Assessing lndlvldyaﬁ'mlnlng Needs

.

C. Defining Training Outcomes

-

D. Adult Education Theory and Techniques

-

. ; b
. Training Group Discussion Leadet




; e ! . -Z'u" .
6, Add score’s Tse under 15 to got cumulative scores: .~ -
" Lo ) . ) . .. .'v.," ) * " N . ‘ : |
- S Score. - Score "Score Score - Score "
Minicourse. from from from  from from ‘Total
< ) 1 ' 2. 3 S 5
A. Assessing .
Organizational
‘Training Needs
* —X :
B. Assessing o r'} .
Individual. © - ' . co S
- Tralning Needs - ' .
C.' Defining Train-
ing Outcomes . ‘ o
D. Adul E({uca-' e
tion Theory and
Techniqaes - : s
E. 'Training G oup - - ' " ' ‘ e
Discussioh '
Leader 3 - X
7. Select the minicourse with' the highest score.”
i‘ !
i \ ~
N
i \\\‘
A
>
A RV -
@ ] N




" In the space provided below; rank the five most important session toplcs in the order that represents your strong-
ost training needs. (1 = strongest; 5 = weakest)

-

(A) Basic Assumptions—an understandmg of the baslc principlgs underlylng adult learning (45 mlnutes)
(B) Godl Analysis—dealing with “fuzzies”: know how to develop clear and adequate outcome statements
(1.hour) .

(C) Instructional Objectives—how to formulate specific learner outcome statements (1 hour)

(D) Adult Learning Theory—covers Malcolm Knowles’ analysis of the four basic adult qualities that affect
' _ adult learning (1% hours) ; .

(E) Psychological Learning Climate—-how to (‘jreate a climate that enhances learning (40 minutes)

{F) -Feedback I—ground rules for giving feedback in group learning situations (40 minutes)

(G) Feedback 11—practice in applying feedback ground,rules (1% hours)

(H) Small Group Skills—how to analyze the dynamics of a group that is/is not worklng well (2‘/1 hours)

(1)  (Other session(s) trainer. would like to adapt and run)

| P
, Letter Full Title of the Sesslan
‘l , \
3.
4, - : .
5. \ -
° 3‘
: (
b .
!j\‘_ \v J
Py P
194 L 3 \




7 (Fot Trainers Use) -\

a ‘\-\
\ , \
, . N
» . . \\ B
h . R - \'\ ; ° ' ” '
- (for conducting individual sessions) N ,
1. Countup the number of 1 ratings received.for eacff'ggsslon and mul;iply.by B-to gef course score:
7 -Session ' - #of 1 ratings ~ . Score
J 4 _ ) .
A. Basic Assumptions ' — . X5 -
B. Gdal Analysis . X5 —_— ‘
C. Instructional Objectives \ o - : o X5
.. L]
D. Adult Learning Theory , _ . X5 o
E. Psychological i_oar:ning Climate ' , S X5 & |
F. Fetdback | . 5. s ]
\ G. Feedback I X5 e .
| H. ~Small Group Skills - " ,, - SoxsS - N
I. Other Session(s) | 2| X5 .
) i ; _,/l.l‘
o , ¥
§ /'1":
\/ \ ’ s . ,I',ff/ ¢
\ \ * ) .. g
o ) "' /"~
. /I » ¢ - ( .
ey :',y.
2
‘ I. ’ \ Y .
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i

. 2,;'(;ount up the nu‘ﬁl\ber of 2J§atirig'§ r¢q§lved far-each séssion ari'd;mu!tlp!y'by. 4_'to got s<';-ore_:'«$.. -

Sesion . o # of 2 ratings : N - Score
' A. Basic Assumptions , .X{. i
| B.  Goal Analysls X4 — -
C. Instructional Objectives X4 .
D. Adult Learning Theory ’ X4. —
| E. Psychological .Lear-ningClimate _ . X4
T ' Lo 5 L
3 Feedback | : AN . ~— - X4
. . BN \
G. Feedback Il ’ T X4
H. Small Group Skills X4 -
"1, Other Session(s) X4
3. Count up the number of 3 ratings received for each session and multiply by 3 to geLscoré:
. . J . i o
Session #of 3 ratings Score
—-{ A.--Basic Assumptions X3
B. " Goal Analysis X3 —_—
C. Instructional Objectives ‘ > " X3 .
D. Adult Learning Theory / X3 —
E. Psychological Learning Climatg X3
F. Feedback | . X3
G. Feedback I X 3 .
H. Small Group Skills ° X3 ‘_7
I. © Other Session(s) X3 — e
-\ ) 4
. v‘. l’.“. - . ,‘, . v
1% o : LY 3




e

L s .." '-.‘: ',.J,_ R

B -4 Count.yp the number of 4 ratings received for each mgl%n and multiply by 2 to get score: -~ -

Sesslon. "t ¢
[ .

i

* fhof 4 ratings |

A. _Basic' Assumptions

B. Goal Analysis

Instructional Objectives

_Adult Leamihg Theory
Psychological Learnlnﬁ Climate
Feedback | "

Feed_bac_k "
Sméll Group Skills

Other Session(s)

Ar

\
X2

'x-g'
X2
X2 .
X2
X2
X2

X2

e
i

5. Count up the number of 5 ratings received for each session and make that number the score:

Session

¢

. #of 5ratings

A. Basic Assumptions
B. Goal Analysis
C. Instructional Objectives

“D:_" Adult Learning Theory

F. Feodback | -
G. Feedback |1
H. Small Group Skills

I, Other Session(s)

7

\

E. Psychological Lehrning Climate. .




LR

+ T

-~

6, Add score of each minicourse under:1-5 to get-cumulativeadores:

o

B

) ~ Score
from

.

'

Minicourse

Sdore . - .Score -
from. ~ from.
2" '3

.\

. Sgore
from_
4

ScIOr‘e
from
5.

A. Basic
Assumptions

Goal Analysis

Instructional
Obijectives

Adult
Learning
Climate

-

Psychological
Learning
Climate

Feedback |

Feedback |

Small Group
Skills

o

Other Session(s)
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Aruitoxt provided by Eic:
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2. Classroom ’ _ .+ .. 5/ Theater

GO0

*3. Auditorium ' 6.

ILLUSTRATIONS OF VARIOUS MEETING ARRANGEMENTS

' 4) Workshop

Informal Duscussuon

o

Desk or Table
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o Satﬁple Presenfation Cue Cards

('actual aize S 8)

v’
~

»

a

medla
~ materials
cequipment

- A

B:‘l

Rcferonce] ","
(forﬂlp
& cbaru)

0

Referonco 2

Sesslon 11°
i

- _Mﬁki. Training Group Analysis B

Y

] v L

Opening remarks (2 minutes)

L) Purposc—to provide criteria for determlnlng compositlon of tralnlng groups: ~ .,
¢

“Lgcture and dlscussion (10 minutes) ' - AR

v

® Solection can bc based oh common nocd«nmost usual

¢ Solgction-may be based on shared or mixed charactcrlstlcs, which has both advantasd‘b
and dls;xdvantagos ‘

"

‘& Toachmg polnts — mixed age group—exposure to.breadth of oxporlonces Vs, posslble
role gonflict;. "
od sociocultural grouphopportunity for mutual undofstandlng
vs.,,communlcatlon difficulties; and i
— mixed traimng[cducatlon cxpcrlcnco—mpportunl&y .for peer teaching
vs. adverse offect of ovorsimpliﬂbatlon on 50phlstlcatod partlclpants

a

® Lcarners myst all be ready and willing to Ioarn

B

° ° _“ ¢

e -All Icarncrs should have similar timc and rcsourcqs availablo

‘media
materials
equiproent

_Handout 1

-Session 11

C.

mﬁ:’_gofcr partlcipami tQﬁa&cs 971 5 of TEPG

Nl
- B V
J - L .
Title: ,Training Group Analysis
L]

.
L] o

Small group task - traming graup composition (30 mlnu(bs) . r .

® Purpose—to identify specific crltoria for bulldlng a tra[pco youp of,¢ one ofuthe )obs
described. ,

* T

L0 v

® Road«handout I v.r o -
v"g' o

i
] Mako suro all ghreo job dcscrjptlons are workcu on
o

u

Q Solect a reporter for oach group.

Large group discussion ~report on task (15 mlnutos) -

" e Ask gmup reporters for crltorla.|dontl(§ by oach gro p‘-. -’
® Invito discussion foll8wing cach presentdtion )

Closing rema’ifksTQ anutqs)

@ Roview criteria ~ common noed,’
. shared or mixed charadtorlstlcs, »
> I¢arner attitude, and i
Wo and resourco constraints.

K Thoso criteria are tp bo used in following work sosslon'

’




'

y Traming choholism ‘i'rairrgrss- ,
3 Participant Prefi’ost CognitIVe

"

’ ‘ : . . . r . . : : o
o - : . . - .
. : : * . e e . . - i
. N . - . " . K] : Lo
o N _ . . . R 7
. . . . . .

T
N tin
. . T
g ' K :
8 . .. -
L) M

.\ V - ﬁ - . . ';:, - T - . . . ) j ) ‘ ..- . oy
. ; . ‘L . . - “ .o ] \ . W _g .- . R .t ;- ) — ‘. q'
. . : . Tonk . oo . e
Tt * © -~ 4 ) " ' - . ' A .\,
. n"‘ RS 4 we o7 -"- ’ -( ‘ "" M
. o -, Y .?' A /. L ) o o .. M .:E
/‘w""; 2 . t . : . . . . . . . - . - T
%j’artlcipant $ Name &‘ L Dacte : . - . " - - P
. N - . ' - ‘-j' ' ’ . . - *
1. The mpst effeciive way ‘to select thé members of a tr‘:lpipg group j; to (clnﬂe one) ' Koo 1
. \ < -
(a) Accept everyone who expresses intergst | rn attending - . * . . S ,
) ’ ’ b 2 . ) v
» (b)  Accept those wrth similar )ob functioms and level of responsibility ., T
ot (c) Accept those’ yith sumiiar backgrounds bf cduratlon experience,.and polnts ofyiew. R T

1)

Tralnlngsolutrons are most successfuhn cases where performance problems are“caused by: (crrcle bne)

- (a) Er}vrronment—external forces, o . - o L .l
(b) :Motivatlon/atﬁtude—nr’i}ernal forces. b i.r,‘ . i , ‘ .,.' . 7 )
" ) tackof skill krlowledge. , B | B
' (d) . Equally successful. for aII of the a’ﬁove J -_ . ] . L '

(3

3 Witich of the following are concerns of the Trainer (T) and which are’outside of his or her 00ncecn and
should therefore be handled by someaqng other than the trainer (0)? Please place a T {Trainer) or ©, (Other N
* Porson) in the blank provided.

. .
. N v g 1

- - v - vy,

v (a) Identification of proper training group g e
PR ) - ¢ | - S -
- (b) Temperature of meeting;room' ' R r ‘ \
1\ N “a [ ) A . ) »
= (¢} Curriculum develdpment . h 3 , .
u ) . ‘ ° '
"~ —  (d) Dotetmination of organizational goals - - . S, I
1o, o * &
. ¢) Building in mechanisms for trainee feedback and evaluation oo "
8/ 5 [ 2
1.2 ' ' ) . . .
A H(f) Availability of pens, paper, etc. N N C>/ ' . .
— (g} Degree of psychologi:;i\comfort Sf traincos in the training situation . o :
—  (h) Selection of prospective trainess and dedeription of selected group: < L -
h o » . w . . 2
8 T S R 4 Le
—_ “Arrangement of fnceting room chairsand tables -~ - o

r"\ . 3 L .

- J_'“ T : ’ P
Throughout the eourse of planning for a trainirig ovent, ypi'may have to obtali information from various _
sources. An interview s one techniquo. What aredwo dlszldvantages:oi an interview?

. L] N . i ) .




A
“»

8.

9.

From the ,fqllo wmg Iist, choosa thc correct}apswer to aach of the followlng three quastlons. , erte the word

10. !Llst thrde things to look Lor in-observing groups that would assist in assessing the group.
: v

= In the prbper blank, R .

1 . 4 ' ’ Vl_' . \v' ’A . . . ' ' " B
. Leobure Method Persaas/ve Methot . ’
N y Demonstration Role Play . : /

S L4 " .

Survey -

I} f
{ f o ——

W

If the volOme of information to be Qosgered‘(n a.training sesslon Is sizable, the training group numbers 25,
and the Instructor s very knowledgeable,

hat method of delivery would be preferable?

rx - - 4 g =

If the inférmation fo be covered Is emotionally chatged yet clearly deflned, the trainee group numbers 12,

" the traincos are comfortable with each other and the trainer, and the trainer feels that these trainees learn i

L

best through observation and feedback, what method of deljvery WOuld be preferable?

ot - . . AR
. “ A ’ AR
If a tralnlng sesslon Is to be designed with the purpose of explalning to a three- member counseling staff the
proper. pracedure for recordkecplng as requlred by new Federal leglslatlon, what method of dellvery would ]
be preferable7 . o :
l)A V J ’
Trdiners of adults should be able to wrllo clear learning goals when preparlng a training plan. Clrcle the_ A
clearest of the following goals: (’ : .
" (a) Student nurses in this course will léarn how to care for alcoholic patlents in. wlthdrawal ( e
e

(b) Student nurses.in this course will understand the sym’btoms of lmpendlng DT’ s, RS
(c) At the completion of this session, student nurses w’lﬁ“ﬁe able to state three symptoms of lmpendlng

'DT’s, and thrgerrgcommended things to'be done for the patient. :

s 8 J

Llst three characteristics of learnlng activities. approprlate for tse with adult tr.nnlng groups. Learnmg
activities should be: ' _ T . '

! N v . -

~ . ; N

mn . . =

. .
* >

\ . ™
’ R ks -




11 At times,. task and/or climate lnwrvontlon by lhe tralnor may be lndlcatod Whloh of tho following ar¢ most .
~ approprlately defined as Task Interyentions (T) and Which as Climate lnwrventlons (C) Ploase place a T

(Task lntorvontlons) ora"“c” (Climate Interventlons) in me blal'lk
lOl R
(a) Humor almed’ at easing wnslon, anxloty.

. | L ,
. ....___ (b) Offar an analysis. summary, and/or clqlflcatlon of matcrlal that has bden covored s0 far,

. ‘l, l\
e c) ldentlfy resoufces that might be useful. N[

C— " (d) _Showqmpathy for the verbal or no'nverbal"affertln'..a_gvroup.

——— - (¢) Diagram or write out what has been spoken, to provide clarity and/or focus.

N
a

wirs  (f) Confront. Give data to back up any confrontation,

12, -Circle any applicable response. An instructional ob}ectlve functlons as a tool:
, (@ to determine feasibility _ i
(b} o fix accountabllﬂlty .
‘ (c)  to guide broper plan@g
(d)  to Insure cloar communicatfon
(e) to evaluate performance . ' —_

13. List three of the decisions that have to be made in the construct/on of a quostionnalre.

. y 1Y
[
1 ) M - ) ~ "
( ) \
‘ L
@ ] ¢
A
(3) & -
_ <«
oy . " . M . .
14, TheProcess of comparing observed job behaviors to stated behavior objectives for the job is called® (circle
one), ' A K | . . o
(a) - Goal Analysis o .
(b) Job Analysls\ Y
(c) Porformancc Analysns © _l } .. oo ‘
(d)  Functional Analysis T . A K _ <

. N N M “
15, Learning goal statements must be measurable to bc evaluatod The best example of such a measurable goal
statomcnt 11 (circle one) ¢

! o - (a) /\t the end of the tralmng session, ;Sartlclpants will undcrstand three training issues,

' (b) /\t tho end of the cours, pamlclpants will have defined a training group in their agcncy,‘and will
Jwrite ah inservice training plan for the sext 6 months. , \" oS

f
!

N

. (e Atthe complotlon of the course, social workers- wlII be aware of the rcfcrral sources for alcoholics in
/ their oommumly : N \ "

¢

|




..

e

17.

204

© 15 it nocessaty for Instructlonal oblectlvcs tq spel %ut pOTH (1) deslred behavlor to bo demonstrmd by

the Ieamcl'ugnd (2) spcclfk: standard of Qieptable porformancb? R

- Yos [::l No"

If yes ‘state why both elements are cssentlal in three to four sentences. o

If no, state whether-gnly (1) or (2) s essential’and why in three to four scntoncoé.

1

»

-

’

A

". . . - : . : ¢

’
X

~

Match the following words in section A with the proper deflnltlon in section B. Place tho nUmber of the

word from section A on the blank in section B. /
- SECTIONA =+ . ¢
(1). Needs Assessment (7) Goal Analysis
(2) Goal . . ~{8) Job Analysis L
(3) Curriculum’ L (9) Performance Analysls . ¢ .
(4) Method (10)  Climate Setting g
(5) Simulation - ' '(11)  Openness Continuum )
(6) Media -~ , '

!;1 A /

- ' SECTION B

A basic approach to instructlon For example lecture, slto visit, small group discussion, °

~

The process of dcscribing a |ob slot and its unctlon Indopendont of the lncumbant workor.

R
Activities conducted to determine if tralnjhg Is need'ed,as well as for whom, what kind, how much,

etc. "’ . L .
. -
.¢ .
A tool for assessifi the loarnlng cllmate of a group

A tralnlng dctivlty that is contrived.to be Ilke a real sltuatlon. . L ' .
A statcmcnt of purposc or intent. N , .
- ¢

R

The total instruotional plan for a given unit. It identifies learning ob]cctlves, training conton and

methods, and pvaluation technigues. / ‘ .

-

Any and all physical means Usedstf communlcatj/on botwoen amossage sonder and a mom ()
receiver.

. * N

e e : . : ., ', FVOEITOUTVETRICM A

!
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AP ' S | L o g
oo 18, Listed below are soven major ovents ln ﬂw development of trainlns. For eaoh of these we wbuld Ilke you to

, respond to two quostlons° co o B -

-

P

- (a) How woll does your training organizatlon porform each event? | , .
() How well do you perform each event? - SN I S

+*

. &
[N

.
: s N

: . o ) ) ’ —p‘nn—-n Gy e G S prin v————

(1) Assessment of Training Needs. EX VG GFPVPF EXVGGF P VP

(2)  Sotting of Tralning Goals and Objectives ~ EX VG G F P VP EX VG G F .P VP
: A% -~ .~ Y e e - — . i — e sy s topas * .

(3) Development of Curricula ' EX VG GFPVP EXVGGFPVP

. ' /\_ "'. . Ghars gl S " Vovyy  v— -——--———--;--‘-——-'F

(4) Seléction of Training Methods and Materials EX VG G F P P.. EX VG G F P VP

(5), Pracurement of Training Resources , EX"VG G F P VP EX VG GF P vP

(6) Conduct of Training Sesslons EX VG G F P VP EX VG GFP VP

e G f— fpni i il bat i otviv S a————

(7) Evaluation of Training ' EX VG G F P VP EX' VG G F PP

*EX = Excellent

VG = Very Good . : t (o
G =Good , '

F = Fair : ‘ S

P =Poor .

VP = Very Poor
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" Tfairj‘ing Alcoholism: frainers

Answer Key for "

4o
“-

 Participant Pre/Post Cognitive Test

o 5

Source of Content

lSosslqn 11,841
Session 8,C.3

TEPG
Session 21, Handout 3
TEPG
TEPG
TEPG
‘Session 21, Handout 2
“$e%sion 22, Handout 1
Session 22, Handout 2

h.
i.

(1) costly
subject to bias of interviewer _ Session 10, Handout 3

. 1 99
lecthire gethod  -Session 15, Handout 1
‘ Sessiop 15, Handout 3

T
T
T
T
T
T
T
T
T

demonstration

self—dlrecféd
problem-centered
eyperience-based .
immediate in application

contenit vs, process _ Sés&lon 25, Handout 1 _
communication ‘ c - , :
decisionmaking procedures i _
individual, group, task needs \

' Session 25; Handout 41

£y g

t

&

Igc (




‘Answer Key (cont'd)

»o

2ea T,

13 form of response . -

17 . ’

“sequence of questions

" wording of queltions

. contenf of questions -
14 <, e S
TSob v .
16, Yes o e Co s

*  The desired behavinr indicdtes what performance -

> will be expected as evidence of learning. A

| ", . standard of acceptable perforimance sérves as a

measure of how well, or to what extent the
objective was achleved.

17, 4 ,
8
. -1/ ) i

1 - i

5 '

2 y .
w3

6 ' : ™,

sp_urce o’fContant- :

éhcck Mager for content

Sectienﬁ Handout 1

TEPG, p. 16- -
Session4 - .
Session 12, "~

»*

o Sy

“Glossary .
TEPG
“Glossary
Session 22, Handout 1
Glossary
Glossary
Glossary
* Glossary

»

P




o .

o . " 2. N R "
" "Participant Postsession Rating ‘For—m’ o
_ fadminMiged at end of each session) '

~

Sesslon Title _ . o Date _

Ploase circle the response which most'aceurately reflects your reaction to this session.

3 . o
-1.  Relevance of session content to your needs:

"Highly . - ' . Very
Relevant . -+ Adequate i o trrelevarit

L 9 . 3 | | T

Relevance of session methodology to your needs:

Highly.' B _ C : - - . Veyy,
Relevant T ; / Adequate * . . ~ Irrelevant
) ' 2 .3 | c 5

Relevahce and usefulness of hapdouts (if a[;plicablc): ,

Highly - . ' . CoEN ' ' Very
Relevant ’ Adequaté ' Irrelevant

1 “ ',_ 'D 2 ' ¢ . 3 N . 5

-

Degree to which you understoBU the objectives of the session:

' S ,,f Did Not
Thoroughly : : Y : - Understand
Understood e o ‘Them At All,

1 2 | 3 . sh

_Degree to which obiéétivcs of the session were achieved: ‘ .

© Completely _ ' . I TN . ", Not Achieved _
Achieved ) _ ' © ALAIRY
1 \ B SR ' ' '

Y

Degree of your interc;st in the session:
Extallent _A
1, ‘ S .3
Applicability of session content to your job duties and roéponslbiliticsd: ‘
ﬁlghly . ' : Very . .
Relevant -‘ ' - Vlrrelevant

-5

A Fuirmext provided by R

'




3

{

Aruitoxt provided by Eic:

- Effdctl’vqpess of facilltator pr,oso'nt'ailcin: i

CExtiomely :
Effetve . .-~ - B

i

3

.. Mléase offer any general comments or'sugges\tlon;- for impravement of the session. !

&

L

) o .4 ;

‘Extremely

Ineffective
5




Debriefing Guidelines |

N 3

N .
< : «

" These questions are designed to elicit verbal reactions frofy participants after the training program is concluded.
The resulting information will complement the data collected on session rating forms (if used) and the final reac-

-

tion form. : . : - L,
1.  What sbociﬂc topits or sessipns did you like? Distike?. For what reasons? o s
LY . . ’ . ' . . C . : o

' w, o o ' ’ . . 1

'

2.  Howcan sgeciﬂh topics or sessions be imprqved?

N
v . - .

s Y v . . % .

.

s . 5 . ’

3. ‘Which methods are most effective? Ineffective? ‘ e

P

4. How can the instructor’s role be,improved? . ,

S ! !
5. In general, will the content covered be useful to you on your job? If not, why not? : SR
\ R : v .
~ : l . ’ ) . L -~ )
V . . "
,. . ‘ i 5 s
5:/,_Wcre‘the'day’s activitios in keeping with the session goals and objectives? Were the objectives achicved?
' |/ _ R S .
1Y “ - . . ’
V 1 1) \ ¢ L ] .
7. Whatother general comments or recommendations do you have? 0
- . . : ’ y AR
l !
. ) ) ,
) 4
\
v g - e
210 * ‘. & N )
v M ‘l 8 “‘) .
. . ‘
‘e 4 . ‘
. : ‘ ) 1
' e . (AT s
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e T b

- Participant Final Evaluative Revuew s -
(to be administered at ena’ of last sess/on) TN ' - .

- . n S | . ’
. . . g . - .

Looking back over the entire COUl‘Se, pleasé rate the- following aspects of your overall reaction toit:

a.  Relevance of seminar content to your needs Do
Very _ . ‘ ‘ Fairly - Not
Relevant Relevant o - ~ Relevant -
1 .2 3. 4 _ 5.
b.  “Mix" of intellectual materials with examples or applications: ’ X

" Very o S Far = | : o Poor
Good Mix Lo Mix o ' «  Mix
1 . 2 -3 ' 4 5.
c. Traine_r/team.pe'rformance (le., clarity, uhity, cooperation): . © '
Very . : T ; .
Good : _— ’ Fair . ' Poor

. . . . - r© R L]

N I 2 . 3 . 4 e s
d.  Course environment (site, acceSsibility, matcrlqis, arFangements,et_c,?:
Very . . ' Not
Appropriate , Appropriate _ . Appropriate '
1 -2 3. 4 ‘ - 5

1 Q
c. Opportumty to inform course staff and other participants of your changing n“eods views, etc.:
Amplc ‘Opportunity : Some, thtle or No Opportunity
To Be Heard Opportunity - . To Express Myself
1 C 2 3 4 5
f. Delivery of new information: -
All New . . Some New : - No New
Information ‘ Information _ « Information
’ . - - { .

1 7 2 : 3 : 4 -5
g Please rate the course as a whole: .
Very Good \ . Fair  « Poor
1 ‘ * ‘ 2 g 3 4 S
During, the course, what presentation or activity was most rewarding to you? . P




i

° 73, During the course, what presentation or actlvky was least rewardl‘ng toyo

-

7.

‘Why? o

u?

- - Why? ( : A
How valuable were the handout materials and readings? ' '
Most Fairly Not
Valuable Valuable ’ . Valuable
1 2 3 4 _ 5
\ X N -
How would you rate the inar as a whole in relation to: s .'
a.  Clarity with which goals and objectives were stated:
Very Clear ' Clear Not Clear
b .
1 2 3 4 5
b.  Achievement of stated goals and obicctivcs:‘ fo
High Moderate Low
Achievement Achievement Achievement
1 2 3 4 s
List any u'nanticipéted benefits you received from attending this program:
| | o %
/
 {

Please.add any other comments or reactions below relating to any aspect of the training that had an impact '
on you and that we have not covered in the previous questions (hotel accommodations, meals, support
staff, sequence of events, workload, library, etc.): :

( :

.

U.U% GOVERNMENT PRINTING OFFICE H)'Is)-.?ll!‘?(il/g")_

.




FACILITIES,
MATERIALS, &
EQUIPMENT
NEEDED:

TIME:

!‘ . t.

METHODOLOGY )Trevcourse s presented in a small group for?nat wlth 10‘20’particlpants.

The course has very lrttle lecture. It relles heavily on expe ntial actlvitles, work--
shops, discussions, rale plays, etc C o
The bartlcipants will be called upon to draw from and share thelr ast work experl
ences In order to solye problems with which they are confronted during tralnlng

In short, thé course is designed.to present new information and devqlop now skills
‘in the context of participant's past experience.

"

o

® A meeting room to accommodate 16-20 partlcipants (wlth space for small
group work, either in same room or in breakout rooms)

® Three resource booklets for facilrtator S wse in preparation (sce Iist on page
188) - '

s . . T e

® Hip chart

] Vldco tape cqurpment (optional) . e

!

0 Duplicatmg facilities for running off assessment and evaluatlon mstruments

_ Dcpendmg upon the necds, mtcrost and time of the group to be tgained, smgle

sessions or a combination of sessions may be used. Total program length is 40
hours = 26 sessions which run from 40 minutes to 2% 'hours each.

An assessmcnt process is deschibed in section IV of the Tralner Manual to assist ,
trainers in failoring the training offered to the needs and time constraints of their
own target group.

~ "END OF DOCGMENT"
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