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?The Training Alcoholism,Trainer. package 'designed to develop and/or upgrade

the training design and delivery s ills of inservice trainers in the fidld of alcoholism.

Inservice trainers wiih little or o formal background in design/delivery of adult.

education programs and who s end at least 50 percent of their time in training

activities. .

Trainers should have a prove track record in conducting inservice training. Trainer

should support the basic deI and deliyery procedures described in the materials.

The content of thc course covers: ,

Adult learning theory

Goal analysis

Organizational needs analysis

Job analysis

Performance analysis

Training group analysis

Instructional objectives

Mdthodology

Content validation

Evaluation design

Program implementation

Small group skills

Training,package materials include a trainer manual, participant work k oks, and

several addition& resource and reference books. (For 'further in nation see

page 188.)

(continued on Iskie bock cover)
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hotTrainilv
Alcoholism .TrainOri (TAT)
It -All Alpout 111

A. Overview of the Training Alcoholism
Trainers (TAT) Package

NCAE's Training Alcoh9llsm Trainers model is a

package designed for people who spend at least
half of their time training those who deliver
alcoholism services. The purpose of TAT is to help
improve trainers' skills in planning'and conducting
training for service providers in the alcohol field.
Trainers in,otherlields will also find these materials
useful in their work.%

The program is 40 hours long and consists of 26
sessions, which last from 4Q minutes to 21/1 hours
each; Complete presentation of the program takes
9 full training days. However, individual sessiqns
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 Manual

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

Section I gives details about course content and
methodology, the target audience, assumptions
about training and trainers, and suggestions for
ways of adapting the course to individual needs
and preparing to conduct the sessions.

414

Or

Section II describes...how the materials can be
shortened and adapted to meet particular,ndeds.

Section III contains instructions and suggestions
for conducting individual sessions and for using
the materials. This section is intended to be
used as a study guide before delivery. .

Section IV, the appendixes, contains sample
forms and materials that can be used in assessing

participant needs and preparing, conducting,
and evaluating the program.

2. Participant Workbook

V.

This workbook provides references and hand-
outs used in the preparation and delivery of the
training sessions. Each participant should have a

copy of the workbook or a copy of the appro-
priate handout.

° 5: Resource Materials
. 140

Three reference books are used in various ses-

sions of the course. It is rctommended that the
trainer have a copy of eacliAIt is not necessary
for Oarticipants tf4.have copies, although this
is desirable when p&sible. A listing of ses,sioris

that incorporate these books and knform'ation
.about purchasing them are included in the
Appendixes. Other publications cited are
optional for the trainer and participants.

8- 1
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the National Center for Alcohol Education (NCAE)
developed this Training Alcoholism Trs (TAT)
Package to provide those responsi6le for training

treatment and preventron workers in the field of
alcoholism with an opportunity to deepen their
understanding of systematic approaches in design-

ing and delivering training. This course was'pilot-

tested twice at NCAE with representative trainers

from across the country. Following these trials, a

revised verskm Was/field-tested nationally. The
presentedition of TAT reflects what NCAE learned
aboin the requirements of trainerl' in both series

of tests.

We feel confident that the model now can meelthe
needs of participants for whom the mateills were
prepared. Fleiiibility,has been built into the Model

to accommodate the time constraints and 'other

special circumstances we obSerOd in the field.

When only adapted portions of the course are con-

ducted, the segments selected should. correspond .1

to the felt needs expressed most strongly by

partiCipants on the assessment forms in section IV.

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

train employees delivering direct alcohol-

related services;

possess little or no formal,training in design/
delivery processes for training adults;

conduct training as part of their overall job

responsibilities; or

train frequently, but not necessarily full-

time.

The recommended number of participants is 16-20.

One trainer can manage a group this size for a day

or two. e recommendusing at least one additional

trainer for tf.aining that runs for more than 2 daysit

The recommended training group size divideslinto

four stnall grottos of four or, five participants each

for practice sessions. A singleslarge room is adequate

for the training if it is large enough or four or

. five groups to talk in conversational tones wiihout
distracting each other, but two or three additional

breakout rooms are desirable.

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

part of their overall job ruponsibilities. They
should support the.basic design and delivery pro-
cedures desCribed 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 audil

2

ence for the program is trainers, the facilitator*
should have a proven track record in conduciing

inservice training programs. both' requirements aee

important, because the trainer's Own presentation
of TAT mustAbe congruent with what the package

puts forth as good design and delivery techniqu6

to be learned by'the particpants. Practices that are

inconsistent with good training technique will be

apparent. - f.
B, The TAT Curriculum

The TAT curriculum is divided into two major

units Unit I presents,the fundamentals of design-

ing a training course'. Unit Il provide's instrUction

and practice in the skills needed to deliver training.

Unit I: Design\

Session 1. Orientation and Overview (1 hour)

A get-acquainted exercise is presented, as

well as an outline of the overall pur se and

content tlow of the training program.

Session'2. Basic AssumPtions (1/2 hour) .

Participants are exposed to the asiumptions

about the state of the art of training in the

alcoholism field and to the principles of adult

education on which the materials are based.
These assrfptions arid principles are made
explicit, and participants are given an oppor,
tunity to examine and react to them.

Stssion 3. Design Task Assignment12 hours)

Participants develop their own 10-hour train-
. ing events. All conditidns and options for

completion ore outlined. A Training Event

,Planning Guide (TEPG) is described and
analyzed to provide participants with a

process for completing their tasks. The task

requires practice in the six basic skill areas of
TNT: (1) conducting a needs assessment, (2)

analyzing a training group, (3) formulating
'Sppropriate outcomes, (4) devising an instruc-

tional strategy, ,(5) developing effective

.reethodologies, and (6) planning for evalua-

tion and feedback.

Session 4. Goal Analysis (1 hour)

Participants iniprove and refine their knowl-
edge and skills in order to distinguish between

4clear and fuzzy goals. This st5Sion'S work will

prepare them to examine the needs of the

drganization in which they work,

*The terms facilitator and trainer aro used interchangeably
throughout Oils manual.

. 9
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*sled 5. Organitetion Needs Analysis (1 hour)

,

Participants Jeer) the flist step in training
. needs IssesSMent. They identify orniza-
tional needs' by comparing the goals of en
organilation to the functions actually carried
out byi the staff. They examine:these organi-
zational needs and identify those that can be
met by training.

Session 6. Job Analysis (1 hour)

Step 2 in doing a needs assessment. Parti6
pants define the minimum level of compe-

- tency required to get a job yeminimum
.job expectations.

Session 7. Organizing D'esign Ressource Groups (1 hour)

Flkrticipants organize into groups to assist
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.

8. Performance Analysis I: Introduction (1/2
hour)

ParticiPants are introduced to a performance
analysis process and learn how to derive .an
individual's job-related needs by comparing
current performance to minimum job
expectatiohs.

9. Performance Analysis II: Questionnaire (1

Session

irgession

hour)

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

Session 10. Performance Analysis III: Inter;le (2
hours),

The theory and techniques of interviewing as

a tool in conducting a job performance anal-
ysis are presented.

Session 11. Training Group Analysis (1Y2 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.

Session 12. Instructional Obiectives (1 hour)

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

Session 13. Adult Learning Theory (1Y2 hours)

Principles of adult education are examined

and practiced. 'earticipants compare thpir
personpl learning habits to four characteris-
tics of adult learners: self-Concept, iccumu-
lated experience, readiness to learn, and
problem-centered orientation to learning.

Sisiion 14. Methodology I (2 hours)

An overview of thofield of adult training
methods and techniques is presented. A
bibliggraphy is suppliedt

Session 15. Methodology II (11/2 hours)

The principles of training design are illus-
trated witb.specific techniques, including
lecture, demonstration, role play, creative
thinking, and listening group.

Session 16. MethodolOgy III (1 hour)

Trainees are given model learning activities
as samples an'd are asked to analyze their
component parts.

Session 17. Content Validation (1 hour)

Participants becorne familiar with a procesi
for determining the validit of the content
of a session.

Session 18. Design Task Evaluation I (3 hours) .

Participants roView and apply a pkdesigned
rating forrhula to a colleague's completed
Training' Event Planning Guide (TEPG) for
a 10-hour training event.

,0

Session 19. Design Task Evaluation II (1%2 hours)

Strengths and weakttihses of training events
designed by individual trainees are analyzed
by the total group of participants.

Unit 11: Delivery

Session 20. Delivery Stage: Overview/Task Assignment
(OA 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. (Preparation time
for delivery task is included.)

Session 21. Physical Learning Climate (1 hour)

PartiCipants review two sample tbining event
checklists and identify' significant items for
their own training situations. The.), construct
a physical learning climate checklist for
future use in their own training environmentgf

3
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Session 22. Psychologk al !..earning'Climate houri

Th'e appropriate degree of trust and intima4
in a learning group Is...examined in rplation to

training objectives.
- ,

Session 23. Feedback 1 (,610 minutes)

Participants perform exercises in giving and \

'receiving feedback on trree variables: 'obser-

vation, inference, and feeling.

Session 24. Feedbackil I (..-1Y2 hours) y
Participants demonstrate their understanding

Of the principles.V feedback by.constriicting

short dramatizations,

Session 25. Small Group Skills (21/2 hours)

Participants learn one model for analyzing , D.

group process. Exercises focus on the when,

, who, and why of group process interventions.

Session 26. Delivery Task Presentation and Evaluation

(40 minutes per participant)

Participant s. deliVer their own learning activi-

ties and evaluate presentations by others.

C. Evaluation instrument*

4

Copies of all of the evaluation instruments admini-

stered to patticipants durirgi, course development

are contained in section IV: To make additional
copies, detach these pages and duplicate them or

retype them from the manual and then duplicate.

Each instrument is discussed briefly' here.

1. Pre/Post Cognitive Test

This instrument iS designed to measure the cogni-

tive -gains that occurred over the course. It can

be administered to all participants before the

training course and again as the last activity of
the course. In order for this to be as accurate a

vir gage of growth as possible, it is imperative that

facilitators cover,, during instruction, all the

major points listed in the session outlines.

2. Postsession Rating Form

This:form invites cornment frorn participants
on the utility, effectiveness, and clarity of the

delivery of a particular session. It asks them to

rate the relevance of the material to their needs

and to make suggestions for improvement. One

item relates to tip effectiveness of the facilitator:

It is suggested that this form be used only for

sessions of particular interest to the facilitator.
The rating form may be alternated with debrief-

ing seosions to give the facilitator oral feedback

on participants' reactions to the course. A few

rnihti tes,at the end of the selected session should,

.pe allowed for canpletiort of the fo,rm.
4

3; Debriefing Guidelines

The quystionS guide the facilitator in conducting

a short, informal meeting with selected partici-

pants about the prógreks of the course."'

4. Final Evaluative Review

The instrum,ent provides for an assessment of

the participants' perceptions ctf the,relevance

and utility of the entire 'training course and their

overall reaction to it. It is administered al the

endof the entire course '
Design Assumptions About Tt raining and

Trainers

NCAE developed these materials based on a num-

ber of assumptions about "good training".and

"good trainers."

1. Good straining accommodates adults who are:

independent,

experienced,

problem-centered, and

"now"-oriented.

2. Good training, therefore, is:

self-directed (the learner is involved in con-

ducting the, learning experience),

experienced-based (learning activities are

planned around theparticipant's experiences),'s

problem-centered (learning centers on learner

needs/problems, not on "covering" subjects),

and

immediate in application (learningcan be put

directly into action).

3. A goon trainer plans the event by:

laying out overall tfaining goal(s);

deciding who will attend (recruitment and

selection procedures);

assessing funding sources and costs to parti-

cipants and assigning responsibility for

finances;

setting the timespan for training in light of

'costs, participants' needs ands availability,

and trainer capability;

determining those strongly felt neods of par-

ticipants that can rdalistically be met within
'time limitations;



adaptinithe Materials to focus on these partic-;
ular paitkipant needs (suggestions' about adapt,/
ing the Materlals.are given in stctiOn II);

aiending to the.4ogistita4 needs of partici!
n (food, lodging, travel, etc.);

arranging for adequate yaining facilities;

acquiring and testing rOquired instructional
equipment; , s

engaging the group facilitAtors and conthnt
speCialists needed to, conduct the training;'and

coordinating the management and delivery
activities of eve'ryone involved in planning and
running the training program..

4.. A good trainer prepares.

S. A good' ttainer facilitates learning by:.

helping people feel comfortAble;

creating a healthy learning atmosphere;

being supportive and respectful, not judg-
mental;

being aware of his/her own 6iaS.es;

giving pahicipants some rein; '
. focusing on participants' problems;

drawirig on participants' expeences;

prwiiding practice in applying learning;

keeping a finger on the pulse of the groCip
and individuals withinit;

dealing effectively with participants who dk-
play behaviors that can impe'dergroup work
or obstruct learning;

surfacing and addressing the underlyring prob-
lems of the entire group or of subgroups when
they adversely affect program progress; and

(
40\ being) a good training team member..

E. 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.

Read sections I and II carefully.

Apply suggestions on adaptation and.select train-

ing focus.

, To prepare for each individual training sessi9nri
section III, it k suggestedsthat the facilitator:

:

° ,Reitiew the. summary page and determine the
relationship of the objectives of the session to
theprevious session and to the overall course;

Review the sequence of activities, the discussion

points, and the materials several times before the
session td become thoroughly familiar with ti;ti
session and'its content. .

Make cue cards for use ln,the.session. The
materials were designed for preparAion, not for
delivery. Trainers are strongly encouraged to
put piesentation materials Into their Own Words /*
and determine the amOtnt of adetailed instruc- °

tion they personally need. Tatiners stiould use
their Trainer Manual for quick reference during
group wOrk and breaks.(ve sample cue card in
appendixes).

r
Doublecheck to see that all the-materials, equip-
ment, and fuFniture listed on the summary page
are prepared or tained.

1 Use flip charts, which may9isily _be made by
writing or drawl with_ rkers on large-sized

paper. If a tripod is not available, flip charts can
be taped or tacked ,to the4all. A.chalkboard
and chalk may be used instead.

Make sure needed audiovisu.:'il equipment will be

available and operational when needed. If the
facilitator is to operate the equipment helshe.
must know how beforehand.

ow Rehearse the presentation ahead of time as if
the group were present. Once the facilitator is
sufficiently familiar with the workshop contents
and background material and hes prepared his/
'her notes and key questions, a final preparation
'step isto enlist a coworker, friend, Or family
,member to act as participant-audience and run

,oth'rough all the sessions as in an actual workshop.

An audience olone ,('Ir two i not the same as a
roomful, of Warticipirts, btiy this exercise Will
give the facilitator a -fW..for the flow of the

. activities, th"e pace and structure-of the work-
shoand the use of the session.cde cards, If no
one is available to serve as audience or the
facilitator ist uncomfortable with this' arrange-

t he/she should at least go through the
sessions step-by-st4by himself/herself.

Review TUC cards (or make them up) tbe evening

before delivering the session.
,

Check the operation.' and placement of equip-
ment, arrange materials and Obirniture as neces-

sary,and review cue cards one more time
before each session and before arrival of 'the

. participants.

A

.

q.
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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 I andll each are

self-contdined and can be conducted septrately 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 sessions withiri either unit can .stand alone.

A.., ComtiiniñOessions.into Minicourses

In circumstances where it is not feasible to present
the' entire TAT modekft to conduct either unit I
or unit II in its entirety, the facilitator can present
minicourses that consist of sessions assembled in
various Combinations to address these broad train-
ing.issues:

How, do we determine which of our agency's
problems can be solved through training?
Minicourse A: Assessing Organizational
Training Needs.

How do we determine the kinds of training
our staff needs?---Minicourse B: Assessing
Individual Training Needs.

What can we expectt.to get Out of training
that meets the needS of the agpncy andthe
individual?Minicourse C: defining Training
Ov,tcomes.

What goes in ) train ig to make it both pr:te
ductive and engaging?-Minicourse D: Adult
Education Theory and Techniques.

How do we htandle people in a training
situation?Minicourse E: Training Group
Discussion Leader.

The sessions that make up each minicourso have
been combined to permit the facilitator,to lead the
participant6 to a resolution of these ksues in a

reliable and methodical way. Included in the descdp,
tion of each minicourse are sugEstions for adapting

the materials specifically for this kind of (Ise by
making alterations in the manner of presentation
of the individual sessions in the course. These
adaptation recommendations refer to the, actual

Ifetlines contained in sectiOn III of the Trainer
Manual:The recommendations are given here as
part Of the treatment on adapting TAT to meet
particular requirements. A clear, understanding of
them will require that the facilitator first study
section III, Session Outlines.

Minicourse A: Assessing 0 ganizational Training
Needs

Minicourse A is'cornposed of:

Session 2--Basic Assumptions
Session 3---Design Task Assignment
SessionviGoal Analysis.

It is a 1-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.

7
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fhe f011owing adaptations are recommended for

inicp sc)..A;

0 gin the course with a Modifiet versfón
of. the Ihtroductioh and Welcome (seskion

:01) or a substitute warmup exercis'i, Tailor
the remarks. tO ttic group. Provide name-
tags onlyif pecespry. State that thc pur-
pos9 orthe initial'exercisb is to compare ,..
thgi,liartidpants' expectations with' thê
obktives' of the minicOuise. Carry out
activity C, tkieintroduttory Activity; in-
struct participants to focus on each.others:
expectations of" training in the course. .

Summarize the objectives of fissions 2, 3,
and 4 on newsprint, the blackboard, or a
transparency..Compare partfcipants' ex-.
peetations with ,what will, be coiterM.
Make-sure participants.understand Orteh
expectations will and will not be addressed.

In session 2, Basic Assumptions, the Open-
ing Remarks emphasizg assumptions about

trainrng that must be examined if one is
tccje-which organizational needs will
anihich will not be responsive to a
training solution. In F, Closing Remarks,

irsubstrtute the following fo1r7nimbers 1 and
2: "Participants need to have these assump-

tions in mind when they examincoorganiza-
tional needs for training."

In session 3, DOgn Task Assignment, for
A, Opening Remarks, substitute: !iThe
purpose of the seision is to enable partici-
pants to understand and apply the
vrganizational goal analysis section of the
Training Event Planning Guide (TEPG)
in the Participant Workbook:: Skip section
B, include C. Modify the task by istruci-
ing participants to read only the pages
headed @rOnization Goal Analysis of the
TEPG and prepare clarifying questions for
that section. The rest of D.can be used;
but, againronly with those pages of :MPG.

V

Instead of E, which is dropped, assigned
groups are to work through all of the
questions for one agency and identify *"

problems .they are having in carrying out
The prwess. Once the.large group is re-
convened, discussion centers on solutions
to identified problems. Conclude the
session with a brief walk-throUgh of majii4-

section headings of the TEPG so that
participants get a I;ird's;eye view of how
one would translate organizational needs
into training designs.

-,2,Minicourse Et: Assessing indlvidual Thining
'steeds'

Minicourse B consiSts of:

Session 6-10b Analysis
Session 8Performance Anajysis I
Session 9Performance Analysis II
Session 1 Or-Performance Analysis III.

"Nis is a 1-day program that on help an agency
define hieing needs of IndMdual staff Members,

r
A numberpf items are to he kept in mind by
thtlse using minicoursc B:'

The first ailaptation recommended for
minicourse A applies as well tolhis course

and to all the other minicourscs described
in thi; sectiom

Session 7 is omitted; it is not part of this
course.

The final session can be con cluded with i
brief summary of the points macte under
session 11, B, Training Group Composi-
tion, Lectufe and Discuston.

If time allows, the facilitator may wish to
take a quick wIlk-thfough of the rest of
the TEPG to give participants a feel for
what happen's to the data derived from job
and performance analyses.

If session 11 is added to minicourse B, th
resulting variation could fit into the 1-day
schedule. his version would provide
participants with the skills to select a
training focus responsive to staff needs
within the context of orgalTizationat goals.)

If sessions 11 and 12 wore to be added to
mOicourse B, participants would learn how
to translate training needs into 'specific
learning outcomes, and all six sessions
could still be completed in 1 daV.

3. Minicourse C: Defining Training Outcomes

V

Minicoase C is essentially a combination o(
courses A and B. It is composed of:

Session 2Basic Assumptions
Session 3Design Task Assignment
Session 4Goal Analysis
Session 6Job Analysis

.Session 8--1erfprmance Analysis I
Session 9 PerforMance Analysis I I

Session 1OI'erformance. Analysis III
Session 11---Training GroUp Analysis
Session 12 -Instructional Objectivem

This course can be conducted in 2 day's. While
combining two prior courses, it can, in turn, be

14



41

joined With subsequent mInicburses, depending
, pn available time and partIcipanW,neelds. For

example; Minicourses C and D can be combined
to create a 4=day course on designing educational
experienties for adult learners.

4. Minicourse Di: Adult Education Theory and
Technititises

Minicourse D is a l'-day course consisting oi:

s Session 137Adult Learning Theory
Session 1,4Methodology. I
Session 15Methodology II
Session 1.6Methodology

Sessions 13 through 15 can be presented as part
of this course without modification. However,
participants who have not gone through earlier
portiOns of TAT Win not be familiar with the
Training Evht Plahning Guide. Therefore, in
using session 16, the facilitator will:have to
explain thd major headings of TEPG beford
askik 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-
ing program on how to evaluate training events.

IP

Session
friawri

Expected

Outcome

However, sine() much of what is covered In these
iessions depends on an understanding-of the
materials in the previous seiiiöns, we do not
recommend their "coMbined use except vitIth

' participants who are well acqualniod with the
prior content. The firstol 9 sessions, which OM"
pfise unit 1 of TAT, provide. a 7-day course) on
the niljor aspects of training desigi).

Unit II 4:if TAT, Delivery of Training, takes 2 full
:days. Since the subject' is partitiularly impor-

. tant and the materials requIreho major chinges
only 'one minicourse configuration is recOm-
Mended.

5. Minicourse E': Small Group Discussion Leader

T.,his 1-day course consists of:

Session 22Psychological Learning Climate
Session 23Feedback I
Session 24Feedback 11
Session 2Small Group Skills.

This minicourse provides information \out how
to observe and influence the dynamics of adult
learning groups. Session 22'may be too funda-
mental fortrainers who are already familiar with
group dynamics theory. It can be abbreviated

,
Recommendations for
Adaptation

2. Basic Assumptions Understand the basic
principles underlying

s education and adult
vrearning.

Focus on the opening pres-
--entation 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).

TiMe
(hours)

taw

3. Goal Analysis

141

Know characteristics
of clear and adequate
outcorne statements.

Read Mager's Goal Allays& 1

in preparation. You may
want to give participants a
chance to formulate and
critique goal statements.

1 2. Instructional Objectives Formulate specific learner
outcome statoinents.

ShOuld work as is. Mager's .1

Preparing Instructional
ObleetIves2 should.contain
answers to participants'
questions.

1Robert
F. Mager, Goal Analysis. (Uelmontptall(: s Fearon PubIlshers, 1972).

2Robort
F.'Magdr, PreponIng Instructional Objectives. (Belmont, Calif.: Foaron PublIshers, 1971).

<,\
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and presented as a brief revie0o stich traineri
at the beginning of session 23. Sessions 34S
are suitable both for startingtrainers o are

kerning these ikilis for the. first time d for
experienced trainers who wish to flne-tune
them"through pradtice.

4,

B. Using Individuakessione

1 0

A

Some individual sessions can stand alone. These are,

listed in thetable' that follows, Which givies the
number and name of each session, What partici-

,
e

pants ifill gain front it,.brief adaptation recom.
Vindati'onS, atld fhe time needed to conduit each
session'. ' 's. . ," -.

r

The assessment ins,trum ents a tabUlation.forms
in section IV Can be used by the trainer to find out

minicourse or session(s) his/her prospective
trainees would like to cover. '

The content and methodology of other sessions
. can be used alone.or in.combination by the-resourse .

fUl facilidtor in creative Oays 'that serve his/her
( own training situation.

Session
Expected .

Outcome

Recommendations for

Adaptation

Time
(hours)

13. Adult Learning Theori Understand Malcolm
Knowles' analysis of
four basic adult qualities
thataffect adult learning.

You might want to follow 11/2

.

up with sessions 14, 1 , and/or
1 6 at a later date. Th four

, combined constitute mini-
,_...course D. Session 13 requires

no changes when used alone.

22. Psychological Learning Describe climate that fosters, Use as is.

Climate learning.

23. Feedback I Know ground rules for
giving feedback.

Use as is.

n

24. Feedback I I la Gain skill in giving con-
structive feedback through
practice of ground rules.

Use as is. 11/2

.25. Small Group Skills Use model for analyzing what U;e as is.

is going on in a group.

21/2

16
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Session,
Outlines

\

'Program Goals

. .

Participants will understand and apply the fundamental skills needed to

design inservice alcoholism training and

deliver inservice Mcoholism training.

They will demonstrate theirdesign competencies by preparing and analyzing written training plans for specific
target groupi in accordance with a systematic-designprocess (unit I). fa

They will demonstrate their delivery capabilitfes by delivering and analyzing learning experienes in accordance
with Principles governing the selection and use of training methods for adult learners (unit II). e

REMINDER: section III is intended for. the trainer's use in preparing to deliver a session. Trainers.should make
their own presentation cue cards as their prepare. (See example oq page 200.)

li usin he Session Outlines, please note that the first page, or cover sheet, for each session indicates the ses-
sion goals ad objectives, total session time required, equipment, materials, primary training methods, and
meetingsroonn arrangements. The subsequent pages should be read across the double page. The lefthandgage
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.

o
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Session 1
,

Orientation and Overvi

GOALS/OBJECTIVa:

TIME REQUIRED:

EQUIPMENT:

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

PRIMARY METHODS:

MEETING

ARRANGEMENTS:

J-

.;

The goals of this session are to: (
1. e-stablish an atmosphere conducive to learning;

i
2. familiarizc participants with goals of die training 13rogr4am, and ..

3. famil i rize the participants with the sequence of activities of the, training progra

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

1. identify correctly by name at least half of the other members of the training gr Op and of.
the training staff,

- ii
2. distinguish between the design and delivery skills goals, and

1

3. relatc.the two goals to the overall training program sequence of events.

11/4 hours

Flip chart paper, tripod, masking tape or tacks, markers, name tags, pens or pencils, writing
paper,notebooks

Handout 1, GlOssary

Lecture, discussion, group exercise

Drawing 1, Round table setup

Drawing 6, Informal discussion setup

(See "Illustrations of Various Meeting Arrangements" in section IV of this manual.)

10.

x3

1. .



Time ',Sequence of ACtivities Materials

5 min. A: Introckiction and. Welcome

1. Tailor welcoming remarks to fhe p rticular
audience and situation. ,

2. Be sure to have tvme tags and other
materials listed ottiposite ready for

:distribution.

B. Opening Remarks

1. State purposes of this session.
5 min.

5 mM.

40 min.

14

it

2. Stafe sequence of activities.

C. kitrOductory Activity

1 Introduce training staff and clerical or
support personnel who will have Contact
with the trainees.

2. Trainee introduction exercise.

a. Divide trainees into pairs.

b. Instruct trainees to:

(1)- interview each other for personal
,data (i.e., where from, kind 'of work,
etc.),

(2) describe tokeir partners a recent
successful tT'aining experience, and

(3) describe to their partners a training
skill that each would like to acquire.

c. Allow 15 minuteVor interviews.

d Reconvene full group and ask each trainee

to: 4.0

(1) introduce his or her partner and

(2) report on knowledge gained.in tffe,
interview,

1

A2. Name tags, handouts,
Pens, pencils, paper

t Ie

;

`-t
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Orientation and Overview

PointS for': Discussion

A. introduction and Weithme

There are no discussion points for this section.

r

fo

Opening Remarks

1. The purposes of. this session are:

410

a. td acquaint the trainees with the overall design of the training program,

b. to introduce the trainers to the trainees, and

to introduce the trainees to each other.
2. During this session there will be:,

a. introductory activities,

b. a break, and

c. a brief overview on the content of the training course.

C. IndoThaTIctory Activity

There are no discussion points for this section.r

.4

4 a
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Session 1
:

Time Sequence of Activitie's Materials

15 min. D. Overview of Training Prcigram

1.. State goals of tcaining program.

6

2. Describe focus of teaining program.

3. Review sequence of activities.

9

16
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Orientation Qnd Overview

Points'for Discussion

D.

649.

Overview of Training Program
,

1. This training program is designed to achieve three malor goals:

a. Total -seminar goalParticripants will demonstrate competency in Understanding and
applying the fundamental skills needed to design and deliver training programs to adults.

b. Design skills goalParticipants will 'clemOnstrate their competency in underpnding and
applying the elements of a systematic design process by preparing and analyzing written
training plans for specific' target groups.

c. Delivery skills goalParticipants will demonstrate competency in understanding the
principles for selecting and facilitating training methods appiopriate to the special learn-
ing charactsristics of adults by delivering and analyzing specific learning exercgts.

2. The program will focus on the adult learning process. Four factors influence that process:
a. the learner,

b.. the environment,

c.'tj e methodology, and

d. th rainer
31 The focus during the first week will be on the learner and the methodology. Subjects will

be:

a. understanding the adult as a learner,

b. assessing the training needs of the adult learner, and

c.,constructing learning activities to rneel those needs.

The sequence on instrucOon will .be as follows-re-e
a. Needs Assessment:

41)

(2)

(3)
(4)

needs of the organization,

needs of the job,

needs of the worker, avd

selection of a training kroup.

b. Building a Curriculum:

deciding learning outcomes,

constructing learning activities, and

selecting evaluation strategy.

--v

17
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Sessi n 1

Time Sequence of Activities Materials

5 min.

18

D. (continused)

1

E. Closing Remarks

1. Have participants locate handout 1 for
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.

23

El. Handout 1, Glossary



Orientation and Oyerview

Points for Discussion

D, (continued) ,,...
, , ., . . .

,4. , The focus during the second week will be on We. trainer and the environment. Subjeas
will lie: 0

..,

,
a. The training environment:

(1) physical environmint and

(2) psychologicl environment.
b. The trainer.: t

(1) smalkiroup discussion.and

(2) large-autlience presentation.

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

E: CIQSing Remarks

I.

la. The purpose of the Glossary iS to acquaint the trainees with some words that have meanings
specific to this training course.

2. The first content session of the training program will 'introduce the trainees to thegbasic
assumptions upon which the coui?Se istluilt and which are essential for the understanding of
the subject areas that will be covered in the course.

Irs

19
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Ses-sion 2

BasI

ic Assumptions 4

.

GOALS/OBJECTIVES: The goals of this session are.to: '
1. far9i1iarize the participants with the basic assumptions that underlie the method of training

being used in TAT, / ,

2. persuade the participants to accept these basic assumptions for the purposes of the course,
and,

3. make sore that participaritsunderstand the Glossary Introduced In the,orientation session.

At the end of the session participants will:

1. be able to name three of the underlying assumptions and

2. he able to relate one type of assumption to personal experience.

TIME REQUIRED: 1% hours

EQUIPMENT: Flip chart paper, tripod in masking tape, markers

MATERIALS: Handout 1, Basic Assumptions 5.

(Handouts and t.'
Reference 1, Discussion Task Insttuctions (for flip chart 1)

references are found
in the Participant .

Glossary (introduced in session I)

Workbook.)

PRIMARY METHODS: L cture, small group discussion, panel discussion

MEETING
ARRANOEMENTS:

.

Drawing 6, Informal discussion setup

Drawiog 4, Workshop,4etup

(See "Illustrations of Various Meeting Arrangements" in section IV of this manual.)

10'
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Time Sequence àf ActiVities.
Materials

41

.. .9

3,.niin. A. Opening ke'rnarks
,

State Purpose of this.session..

.

. .,
,

5 min. B. The Basic Assumptio'ns ,i : t'' ,
% :.

. . 1.. Refet participants to hando4,1Basic 131. Handout 1,, Basic

-4

Assumptions.

Review basic assumptions.

.11

3Qmin. C. Small Group Discussion

t.

1. Divide trainees into 'groups of four or-five,

'2. Using reference 1 and flip charts with tasks
written out, instruct groups to:

a. share with each other their experience of
a concrete example of one or more of
the assumptions and

b. select 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 keep group activity ontrack.

25 min. D. Panel Discussion

1. Form a panel consisting of chairpersons 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.

1

Assumptions

22

).+

- C2. Reference 1, Discussion
Task Instructions (for
flip chart 1)



Basic Assumptions

'Points for Diecussion

A. topening Remarks

The purpose of this session is to familiarize trainees with the rationale that underlies the form
and content of this training programs

B, The Basic Assumptiohs

2. Thereare two kinds of basic assumptions to 6e considered:

a.1tsumptions about the prpsent state of the art of tiaining in the field of alcoholism and
b. ass mptions about adult education in gtmeral.

Small Group Discussion

The purpose of the discussion is to give participants anopportunitW to express their opinions
about the relevance of this workshop for them.

4

7

D. Panel Discussión

3. Lead question: What did you hear in your group?
Teaching points:

There is ii.. distinction between behAflor and attitude. T1. 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

23
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$ession. 2

Timle S.equence-of Activities Witeriale

a

7"7-7

V

41Mwewo,

ow.

ewA ,00
10 min. E. Questions and AnswerGlossary,

1. Ask trainebs to tvrn to theGlossary introduced
4. in previous session.

2., Review important definitions (see opposite).
A

1,

f

.os

3. An4wer cmestions.

2 min.- F. Closing Remarks

1. Summarize discussion of basic assumptions.

24

2. Link to nex.t session.

I.

.10

0eame

.00
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Point)thr Discussion

4

11

Basic Assumptions

.1...........1.1..."..1,./1.
E, Question And AnswerGlossary

2. The definitions given in the Glossary are derived from the basic assumptions just studied.
Important definitions to remember are:

Learner. The persOn for whom the trainingiactivity.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 Co and gets from others in the group. \
Learners have the obligation to help the staff help them reach their learning.goals. This

, can only 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 it nly guide learning, not create it.

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

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

, Neither the learner nor tke trainer is on trial; evalNetion is conducted to measure the
usefulness of the total training activity.

The more'knowledge and strategy a trainer possesses, the more chAely he or she can
malch 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

1. Trainees will' have the opportunity to see the basic.assumptions in operation during the rest
of the training course. ,

2. 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



Sesfiori 3

7777-7-

Design Task A signrn_ent

GOALS/OBJECTIVES: The goals of-this session are to:

1.. clarify the 4Wsign task assignment for the trainees and

2, familiarize the trainees with the Training Event Planning Guide (TEPG) and the planning
steps it sets forth.

At the end 6f the session the trainees will be able to:

1. name the design task stages and

2. explain the three discrete steps within each stage of the TEPG planning process.

TIME REQUIRED: 2 hours

EQUIPMENT:

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

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)

PRIMARY METHODS: Lecture, discussion, smalT group activity

MEETING
ARRANGEMENTS: Drawipg 6, Informal Discussion setup

Drawing 2, Workshop setup

(See "Illustrations of Various Meeting Arrangements" in IV of this manual.)

4

0
I.

27
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Session 3

Time Sequence of Activitibs

$ min. A. Opening Remarks

1. State purposes of this session.

2. State sequence of activities. .

5 min. B. Stages of the Design Task

1. Describe the design task.

2. lioevieW the three stages of the design task

(see opposite).

B2. Reference 1, Design
Task Stages (for flip
chart 1)

3. Clarify s age I:

a. Refer rticipants to handout 1, Design B3r. Handout 1; Design

Task Instructions. Tiask Instructions

b. Review the instructions.

c. Answer questions.

5 min. C. Use of the Training Event Planning Guide

(TEPG)

1. Refer participants to handout 2, TEPGand Cl . Handout 2, TEPG

allow a few moments for trainees to look it
over.

28

2. Discuss purpose and format of TEPG (see
opposite), but postpone questions at this time.



Design Task Assignment

. Points for Discu4ssion

A.1 Opening Remarks

1.i the purposes of this session are to:

a. make the design task assignment clear to the trainees; and

b. introduce the trainees to a planning instrument, the Training Event Riajining Guide
!I

(TEPG), and to.make sure the trainees understand its purpose and how to use it. 4
'During this session the trainees will:

a. go over the design task assignment and .

b. examine the TEPG in detail.

. Stages of the Design Task

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

2. The task will be.accomplished in three stages:

a. Stage IThe design itself. During the first stage each trainee will design a complete
training event.

b. Stage I I The firsi evaluation stage. EaCh trainee's design task will be evaluated intensively
by another trainee.

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

C. Use of the Training Event Planning Guiiie (TEPG)

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.

. 29



Session 3

Tirpe Sequerice of Activities

C2. (contin

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.

b. Reconvene full session and answer questions.15 min.

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
thein 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
33
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'Design TaskAssignment
4

Points for Discussion

C2. (continued)

b.. The TEPG is laid ot in Iwo major sections:
(1) the Needs Assessment section, which oncentr'ates on determining the needs that must

be satisfied by the training activity, an

(2) the Curriculum Buildinwection, which will serve as a roadmap foldeveloping the learn-
ing activities that make al) the design task.

2c. In general the format of thel'EPG follows both
(1) the curriculum of this course and

(2) the sequence for developing any training event.
d. The trldnees should find that as they learn a new skill they will be at the point in their

design task where 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 pagesiwilf be directly
applicable to all training iituations.

f. Structural points to bring out:

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

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

Review the 12 steps in the TEPG sequence and examine the structure of several pages.g.

D. Clarification of Needs Assessment Section

There are no discussion points for thiS sectiOn.

41$
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Sess on 3

Time* Sequence of Activities

1 10 min.

)11

Materials

,

'

E. Clarification of Curriculum.Building Section

1. Understanding the section:

a. In'struct trainees to re-form groups and take,
10 minutes to read the Curriculum Building
section and prepare clarifying questiols.

15 min. b. Reconvene full session and answer questions.

2. Applying the section:

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 discuss some, of the

difficulties mentioned.

5 min. F. Closing Remarks

1. Announce design task schedule (see opposite).

,
." '32

2. Anticipate next session.

p

E
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Design Task Assignment

Points for. Discussion

E. Clarification of Curriculum Building Section
. There are no disktsion points for this section.

Closing Remarks

1. Design tas,k schedule:

a. A fullIraining day will be devoted 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.

c. There will be6checkpoint sessions periodically to deal with any special probkms 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 analyze tilt goals of the event.

The next session will examine the subject of goal analysis in detail..

fr

1
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Session 4 Goal Analysis-

GOALS/OBJECTIVES:

TIME REQUIRED:

EQUIPMENT:

MATERIALS:
(Handouts and.

references are found
in the Participant
Workbook.)

-.PRIMARY METHODS:

MEETING
ARRANGEVENTS:

Participants will refine arid improve existing knowledge and skills necessary to identify cleariV
stated goals.

Given a list of 20 goal statements, participants will be able to judge correctly whether 17 meet
criteria for clearly stated goals.

1 hour

Flip chart paper, tripod or masking tape;markers

Handout 1, Goal Statements

Resource Material, Goal A nalYsIs by Robert F. Mager-

Flip chart.1, Goal Analysis (to be prepared based on discussion points listed under section A)

Flip chart 2, Elements of a Goal Statement (to be prepared based on discussion points listed
under section C)

Lecture, individual task, large group discussion

Drawing 3, Classroom setup

(See "Illustrations of Various Meeting Arrangements" in section IV of this manual.)
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Session 4

Time Sequence of Activities Maierials

5 min. A. Opening Remarks

1 State purposes of this session.

2. Define & goal and give reasons ftkr\analyzing A2. Flip chart Goal

it. Analysis

3. Give and then elicit examples of clearly
stated goals. Use Mager's Goal Analysis

A as a reference.

30 min. B. QuestionnaireGoal Statements

1. Refer.participants to handout 1.

2. 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:

20 min. C. LecturePrinciples of Goal \ nalYsis

Review the elements of a clea

5 min. D: Closing Remarks

1. Summarize discussion of goals.

36

2. Link to next session.

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

38

A3. Resource Material,
Goal Analysis

81. Handout 1, Goal
Statements

. ,
Flip chart 2, Elements .

of a Goal Statement

es

N
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qbal Analysis

Points for Discussion,

A. Opening Remarks

1. The purpose of this session is top understand how to formulate clear goals that can be inter-
preted in the same way by two or more people.

2. OtgOa.l is a statement of purpose or ititent. Goal anaiysis has three important functions: // .

a. It clarifies Where one wants to go!

b.. It simplifies how one intends to get there!

c. It states hOw one will know when one has arrived!

.>

B. QuestionnaireGoal Statements

There are no discustion points for this section.

C. LecturePrinciples of Goal Analysis

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 terms),and

* c. identify when the result will happen.
,

When a statement meets these criteria, it is possible to determine its achievement. The state-
ment of learning goalsmakes possible the mEasure of instructional effectiveness. This is the
rea ofi for including the topic of goal analysis.

D. Clo ing Remarks
, \

1. A clearly 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 pui-poses or ,

goals of a larger organization. Defining organizatiOnal needs and goals will be the subject of
the next sessiom 1



Session 5 Organization Needs Analysis

GOALS/OBJECTIVES:

TIME REQUIRED:

EQUIPMENT:

MATERIALS:
(Handouts and
references aro found
in the Partidpant
Workbook.)

The goal of this session is to make the participants understand the value of organizational
needs analysis and its relationship to plans for training.

By the end of the session participants will be able to name twe.ways in Which theh' own Job .

does or does not relate to the needs'of their organization.

1 hour

Flip chart paper, tripod or masking tape, markers, paper and pencils for all participants

* Handout 1, Discussion Guide

Reference 1, Organization Structure (for flip chart 1)

Resource Material, Analyzing Performance Problems

PRIMARY METHODS: Lecture, small group discussion, panel, and large group discussion

MEETING
ARRANGEMENTS:

t

Drawing 6, Informatcliscussion setup

Drawing,2, Workshop setup

(See "Illustrations of VariOus Meeting Arrangements'in section IV of this manual.)

. r.
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3 min, A. Opening Remaiks

1. State purpose Of this session.

2. State reason for this session.

5 min. B. Introductory t xercise

1. Ask trainees to take out pencil add paper. 111. Paper and pencils

2. Tell trainees to: A

a. draw an arc,

b. draw a second arc linked to the first arc,
and

c. draw a third arc linked to the first and
second arcs. 4(.

3. Show trainees the intended solutiona
circlocon a flip chart.

B3. Flip chart paper,
marker

4. Summarize exercise (see opposite).

10 min. C. Organizational Goals

40

1. Referring to flip chart 1, review points
relating to organizational goals analyzed
as inputs and outcomes.

4

Cl . Reference 3, Organiza-
tion Structure (for flip
chart 1)

9
,

I.



Organization Needs Analysis

Points for:Discussion
a.

A

A\,., Opening Remarks

Isi The purpose of this session is to examine the relationship between the goalkof an organiza-
tion and the functions Of the people in it. Organization needs analysis is the first stage of the.
Design Task needs assessment procedure.

2. The first step inidesigning a training event is to exarnine the goals and needs of the organiza-
tion that the tratining event is in... ided to meet,

B. Introductory Exercise -

4. It is 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 outcorpe can goals be achieved, .

C. Organizational Goals

1. Organizational Resources

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

,INPUTS > OUTPUTS
OUTCOMES

>EEFECTS. .

1

>IMPACT

Inputs are resources that are invested in a program or activity (staff, money, equipment,
etc.). These are combined in various ways to produce outputsthe 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
drinking). The effects of a program are intended to have some impact on the individuals,
groups, or colnmunities who are the beneficiaries of the program (decreased alcohol-related
illness, decreased property damage).

b. An organization's outoomes 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 an agency is A decrease in juvenile use of alcohol; why spend 60'percent of a training
budgey on training new intake counselors?
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*Session, 5

Time Sequence ai Activities°

9
20 min.

(continued)

2. Ask trainees to brainstorm examples of
inputs,.outputs, effects, and iMpaets for a
typical alcohol agency.

3. Rbview points listed opposite.

Small Group Discussion

Materiel

C2. Write on flip chart

11

1. Divide trainees into three small groups.

2. Refer them to handout 1, Distussidn D2. Handout 1, Discussion
Guide. Guide

3. Instruct trainees to:

a. discuss the goals of their organizations
(copies of which they were instructed to
bring to this session) using the Discussion
Guide to get started and

b. appoint a chairperson to represent group
in full session to follow.

20 min. E. Large Group Discussion

1, Reconvene all participants.

2. Request each chairperson to report on his or
her group's discussion.

3. Have participants discuss each report.

42
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Organization Needs Analysis

Points for Discussion

C. (continued)

2. Training is not a ways the top priority..

4

a. Training is frequently considered the solution to a variety of 41ministrative problems,
since training is aimed at increasing the efficiency of expe.ndittni of a major organizational
resource: human energy. .

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.
c. The goat4nd priorities of the organization will affect;

(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 plates on
training and the opportunity provided to exercise new skills,

D. Small Group Discussion

There are no discussion points fbr this section.

5

E. Large Group Discu ion

T ere are no disc sion point fqr this section.

't

43
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Time Sequence of 4ctivities

2 min.

44

Closing Remarks

1. Summarize importance "of analyzing organize-
, tional goals when Planning training.

2. Link to next session.

3. Refer to Mager & Pik Analyzing Performance'
Problems, as a useful source for fprther
reading on performance analysis.

sivoNf4x,

6

1

4.

F3. Referer41 2, Analyzlng
Performance Problems,
Or You Really Oughta
Wanna, Robert F. Mag-
er and Peter Pipe. (Bel-
mont; Calif.: Fearon
Publishers, 1970).



-Oiganiation.Needs Analysis

Poinis. for DIscuislon

Closing liemarks

1. Analysis of organizational goals can prevent unnecessary or inappropriate training and can
improve needed training,

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. Trainees
shotild be encouraged to read the Mager book.

4 45



GOALS/MEC/WES: The goal of this session is to familiarize tho participants with the relationship of the job tO the
overall organization and -to (*amine componen't job skill areas and job behaviors.

TIME RE() IRED:

EQUIPMEN :

MATERIA
(Handouts nd
references are found
in the Participant
Workbook.)

PRIMARY METHODS:

MEETING
ARRANGEMENTS:

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

1. list areas of responsibility for their own jobs,

2. compile a list of sequential behaviors necessary to ac mplish a task of one job area, and

3. assign minimal levels of acceptable performance that task.

1 hour

Flip chart paper, tripod or masking tape, markers, paper, and pencils for each Articipant

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

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

Flip chart 2, Revised Standard (also to be prepared from3ection D)

Lecture, individual task, large gr6up discussion

Drawing 3, Classroom setup

(See "Illustrations of Various Meeting Arrangements" in section IV of this manual.)

N
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Session 6

Time Sequenge of:Activities Meterials4

3 min. A. Opening Remarks

1. State purpose of this mean.

2. State sequence of activities.

15 min. B. The Job

1. Define "job."

2. Refer participants to handout 1, Sample Job
Description, Skill Areas; and Job Behaviors.

/1.

3. IndiVidual task:

a. Ask trainees to use the job description
section of handout 1 as an example 'and
prepare their own job descriptions.

b. Emphasize that trainees' desc tionsi
should,refer to their curren't responsibilities
and not repeat an outdated description.

c. Allow 5 minutes for task.

4. Discuss task with group, using ,,uestiont for
discussion opposite, if necessary.

20 min. C. The Job Behaviors

1. Define "job bihaviors."

48

Ask trainees to refer to the sample job
behaviors on handout 1.

1

^f,
0,

-5.,

B2. Handout 1, Sample Job
Description, Skill(
Areas, and Job Be-.
haviors



Points for Discussion

" A. Opening iterlarks

1. Job analysis is the second stage of the needs assessment process that is an Osential part of
the training Design Task. The purpose of this session is ts5 practice looking at the job in
relation to:

a. its place in the organization,

b. the behaviors or performance skills necessary 10 carry out its functions in the organiza.
,Alon, and

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

finally at methods of establishing competency levels.

The Job )
1. A "job". is defined as "the duties and areas of responsibility asigned to a job slot."

4

4. uestions for discussion:

What did you learn from till's exercise?

How does the job deséription prepared relate to the organization's goals?
eIs one area of the job more important than another; must one be given more time'than

another?

To w-horn does the person in the job described report? Is that person %Hy aware of the
scope of the job being performed?

What output is expected from the job and in what time period?
'C, The, J ob Behaviors

1. Each job description defines a number of duties. In order to carry out each duty a sequence
of specific tasks is required. These tasks are known as the job "behaviors."

49
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Session ,16

4

Time 'Sequence of Activities
at

Materials

C. (continued)

3. Expbin the job behaviors see opposite).

4.' Individual task:

a. Ask,trtinees.to use the samrile job
Iieliaviors of handout 1 as in example and
prepare a list of job blehaviors for one of
the duties.of their job descriptions.

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

c. Allow 10 minutes for task.

S. Discuss task with group by sampling a few
lists.

20 min. D. Defining Minimal Competency Levels

1. Define "comrpetency level."

2. Read the proposed national counselor D2. Flip chart 1, National
'standard for counseling and treatment and Counselor Standard1
discuss with group, using discussion points
opposite.

,1-

3. Read revised standard for counseling and
treatment.

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

a. Ask trainees.to write the minimum level
of competency necessa4 for their jobs.

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

1Proposed National Stdndard for Alcohollsm Counselors, final report submitted to NIAAA by Roy Littlejohn
Associates, Inc., Aim. 1974.

50
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Points for Discusion

C. (continued)

0

3. The job behaviors are the tasks required by. a single skill area of. the overall job. in this:case
the single skill area being defined by the job behaviori Is that of curriculum design.

I

D. Defining Minimal Competency Levels

1. A competeney 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 organiia-
tional goals?"

2: A proposed national counseling and treatment standard1 for alcoholism counselefs for
counseling and treatment is "the ability to establish a genuine theopeuticiblatiOnsAlp.4th
the client."

-
iscussion points:

What evidence, would show that a genuine therapeutic relationship was established?

To whom need the evidence be shown? $To the counselor? The agency drector? The
National Certification Board? The client himself?

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

3. A possible revised standard could bet "Demonstrates ability to establish a genuine thera-
peutic relationship with clients by retaining 20 percent of first inteiview clients for at
least two additional interviews over an 8-week period."

%
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Session 6

Time Sequence of Activities

D. (continued)

:.

MeOeciais

5. Discuss task with group, using discussion
points opposite.

2 min. E. Clojpg Remarks

1. Sunimarize session.

5 2

. Link to next sessiOn.

lo

`I

A

1/4

1/4



Job Analysis

Points for piscussion

-fa

4.1....,....
D: Icontinued)

5. DiscUssion poin,ts:

,

How do minimum competency levels affect training needs?

What would happen to a training program if minimum competency levels were not
stablished in advance?

ti?

Closing Remarks

1. in this sesskon the trainees have taken an intensiVe look at the job, the job behaviors, the
level of competency necessary for the job, and how these obncepts relate to training needs.

2. lnthe next 'content session the trainees wilklearn how to assesS the individual's performance
on the job.

t I)

/-4
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Session 7 'Organizing Design Resource Groups

,te;.

GOALS/OBJECTIVES:

TIME, REQUIRED:

EQUIPMENT:

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

1

Participants will assessiheir strengths and weaknesses in the six skill areas of the design task,
,using a standard.form.

By the end of this session, participants will have completed-arid analyzed a Self-Assessment
Guide covering the following Skills.:

.1 . Organization Needs Assessment .

2. lob and Performance Artalysis .

3. Training Group Analysis

4. Writing Learning Outcomes.

5. Curriculum Building

6. Evaluation and Feedback

PRIMARY METHODS:

MEETING a

ARRANGEMENTS:

I.

1 hour (includes 'A-hour work session).

Flip chart paper, tripod or masking tapf, markers

Handout 1, Self-Assessment Guide

Reference 1, Self-Assessment )-sk Instructions (for flip chart 1)

Reference 2, Formation of Resource Groups (for flip chart 2)

Lecture, small group discussion

Drawing 6, Informal discussion setup

Drawing 2, Workshop setup,

(See "Illutrations cif.V*Iis Meeting Arrangements" in section IV of this manual)
, 1

Ii

'pe

1.

,D)

41'
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aeoiuence of &tit/Nei

3 m n. A. Opening Remarks

State purpose of this session.

20.m n.

a

-

B. Small Group TaskSelfAssessinent

1. Distribute handout 1, Self-Assessmeni
Guide

2. Discuss guide (see opposite)

3. Divide trainees into groups ?three.

4. Using flip chart1 with task written out,
instruct trainees to:

7 B1. . Handout '1 Self.:
Assessment Guide

P.

: a. assess their strerigths.and weaknesses in

each of the six areas and.,

share .,with their colleagues their self-ratings
,,.:.,, -,--

, and the reasons for them. .

.5 min. ., C. 'Design Task Resource Groups

1. Reconvene participants.

Explain need for resource groups.

Using flip chart 2,instruct trainees that in
the work period following they are to:

'a. talk with each other and form groups of
three or four persons and

b. choose resource groupi'by the beginning
of the rfext session.

4. Point out to the trainees that it will be to
the advantage to have a balance of strengths
in as many of the design areas as possible.

,2 min. 'D. Closing Remarks

1: Link to next session.

2. Restate time when resource groups must be
formed.

Request trainees to bring their TEPG
packages to next content session.

4. Provide 30 minutes for a work session.

56

B4. Reference 1, Self-
Assessment Task In-
structions (for flip ,

chart 1)

S.

C3. Ref*nce 2, Formation
of Resource Groups ,

(for flip chart 2)
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Points for Discussign

..,

A. Opening Remarks

The purpnse of this session isoto sit up trainee resource groups tliat can. assist their members in
the completion of their design taski.

B. Small Group TaskSelf-Aisessment '''. .
t.

a

44

2. The Self-Assessment Guide is designed as an aid in analyzing persornl strengths and weak-
nesses in the planning skills outlined, in the TEPG.

C. Design Task Resource Groups

r

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 ski,represented among its members.
A design task wor-k period follows 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 contenaession.

P.
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Session-4-A Performatice Analysis 1Introduction

GOALS/OBJECTIVES: Participants will kn!ow the purpose of purformance analysis within a, training context.

By the end of the session participants will be able;tO describe the basic,process of performance
analysis.

'. TIME REQUIRED: ji hour

EQUIPMENT: Flip chart paper, tripod or maskinglape, markers'

'MATERIALS:
(Handouts and.

references are foUnd
6 in the Participant

Worktiook.)
,S

PRIMARY METHODS:

MEETING
ARRANGEMENTS: Drawing 6, Informal Discussion setup 11,

(See "Illustrations of Various Meeting Arfangements" in section IV Of this manual.)

Rererence 1, Steps in Performance Analysis (for flip chart 1)

ReferencO 2, Training Event Planning Guide (see session 3)

Handout 1, Flow chart .

Handout 2, Quick Reference Checklist,

Reerence 3, Problem Factors (for flip qiart 2)

tecture,voup discussion, question and inswer

.0A

*art

a

A
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SesiOrt 1.8-

Tithe -equence of AcqvItles MafOttals

min, A. Opening Remarks f
1. State purpose of this session,

10 min.

2. Relate session to overall needs assessment
process.

a. Organization Need Analysis

b. Job Analysis

c. Performance Analysis

B. Performance Analysis Steps

1. Review steps in performance analysis and

give an example of each.

2. Ask trainees to take out their co.ples of the
TEPG and point out that pages 13-16 cover
performance analysis.

Bl. Reference 1, Steps in
Performance Analysis
(for flip chart 1)

132. Reference 2, Training
Event Planning Guide

10 min. C. Application of Mager's Analyzing Performance
Problems.'

1. Refer participants to handout 1.
.

C1 . Handout 1, Flow Chart

2. Relate performance analysis steps to
questions in handout 1.

3. Wing reference 3, review possible caUses C3. Reference 3, Problem

'of organizational problems on flip Factors (for flip

chart 2. chart 2)

60
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Points for iscussion

Performanee Analys s ntroduction

,

A. Open14 Itemarks

1. The purpose of this sessionr is to introduce the traineesto the concept of performance analysis*
P

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.

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

c. The next step is to develop a means of analyzing the performante 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

1. See reference 1 for four steps in performance analysis.

2. The steps in performance analysis are.spelled out in the -11E,PG as follows:

a. Step 1 (identify workers whose performance will be analyzed) and step 2 identify be-
havior and knowledge that will be analyzed) are covered on page 13.

b. Step 3 (design method to collect necessiry data) is covered on pages 14-15.

c. Step 4 (analyze data and identify iiature of problem) is covered on page 16.
C. Application of Mager Book on Performance Analysis

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

,

a. The flow chart reproduced ;in handout. 1 summarizes the analysis process'(see Participant
Workbook, p. 44).

`N
tb. The checlIst in Participant Workbook, pages 45-47, handout 2 provides a guide to carry-

ing out the process. ,

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

a. knowledge/skill gap,

b. an external force, or'

c. an internal force.

61



Session. 8 c-

Time Secitenpe of Activities

(continrcl)

Materials

4, Ask trainees to suggest possible solutions
to these problems; elicit responses listed
opposite.-) 4'

5. Refer participants to Handout 2. C5. Handout 2,,Quick.
Reference Checklist

a. Walk through and explain Mager's Quick.
Reference Checklist.

b. Antwer questions after each issue.

c. Recommend teadingAnalyzing Perform-
ance Problems.

5 min. 0. ClosingRemarks
' A

1 . Review content of this infrodOctory session.

2. Link to next sessions,on data collection.

62

(

1Mager, R.F., and Pipe, P. Analyzing Performance
Problems. Belmont, Calif.: Fearon Publishers, Inc.
1972.

S.
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Points for Di cuss/on

C. (continued)

4. Points to elicit:

Performance Analysis ntroguction

An external force can be tddresse4y. administrative-action.
An internal force could be a ',viral probletm and require a counseling solution.
A knowledge/s ap may be ad ressed by training, either:T,7.,
a. with a progra withirthe agency, 1,

b. with an externa program,

c. with an inservice group training program; Or

, d. with one-to-one training.

Closing Remarks

1. In this session the purpose and method of performance analysis have been examined.
2. In the next two sessions methods of collecting data for the analysis will be studied.

4's
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Session 9 Performin-ce Analysis IIQuestioithaire
WM.

GOALS/OBJECTIVES: Participants Will know the foUr areas to be considered when constructing questions for a
questionnaire or standardizea interview when a performance analysis is being done.

By the end of the session participants will have analyzed a'sample questionnaire and.evaluated
it by examining these four factors:

1. form of response,'

2. place'offiluestion in overall sequence,

5. the wording of the question;and

ti; content of the question.

TIME REQUIRED:

EQUIPMENT:

MATERIALS:
(Handouts and

references are f
in the Particip
Wbrkbook.)

und

1 hour

Flip chart paper, tripod or masking tape, markers

handout 1, Guide to the Construotion of Questionnaires

Handout 2, Suvy of Work Plans of Young People

Handout 3, TeaNer Interview Questionnaire

Handout 4,,NGAE Questionnaire

Reference 1, Steps in Questionnaire Construction (for flip chart 1) (under B1 Points for
piscustion)

Reference 2, Factors in4Questionnaire Construction (foryilip chart 2) (under 132 Points for
Discussion)

PRIMARY IVWTHODS: ;Lecture, small group activity, large group disclAsion

MEETING
ARRANGEMENTS: Drawing 6, Informal discussion setup

-Drawing 2, Workshop setup',

(See "Illustrations of Various Meeting Mrangernents" in section' IV of this manual.)

1

Of

0
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Time Sequence of Activities Matbrials

5 min.

15 min.

66

A. Open,ing Remarks

S1,ate purpose of session.

.Questionnaire Construction

1. Review steps of questionnaire construction,
using reference 1 to driw up flip chart 1.

Present factOrs to be considered ic w sriting
questions, using reference 2 to draw up flip
chart 2.

3. Refer participants to handouts 1 and 2.

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.

63

81. Reference 1, Steps in
in Questionnaire
construction (for
flip chart.1) .

"4".

52. Reference 2, Factors in
Questionnaire Con-
struction (for flip
chart 2)

B3. Handout 1, Guide to
the Construction of
Questionnaires

Handout 2, Survey of
Work Plans of Young
People

B5. Handout 3, Teacher
Interview Question-
naire



Performance Analysis tr-L.Quesiionnaire

Points for Discussion

Opening Remarks

In order to analyze performance, as discussed in the previous session, it is necessary to collect
data on performince. The purpose of this session is to examine one of the most frequently used
methods of data collection, the questionnaire.

B. Questionnaire Construction

1. The steps in constructing a questionnaire.are to:

a. determine what infOrmation the questionnaire should be designed to elicit;
b.' identify who will be filling out the questionnaire;

c. develop a first draft, taking a and b into consideration;

d. revise the first draft;

e. pretest the questionnaire and then edit it on the baSis of that pretest (The pretes pro-
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:

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 ciiiitent.

et

67

-a;



;4.

.

Session 9

Time Sequence of Activities

B. (continued)

(6. Point out errors made in construction of'
handout 3 (see oPposite)..DiscUss how to
improve question 6.

20 min. C. Small Group Activityquestionnaire Evaluation

15 min.

5 min.

68

MOterials.

.0

1. Refer participants to handout 4, NCAE Cl, Handout 4, NCAE
Questionnaire. -

. Questionnaire

2. Instruct trainees to divide into resource
groups.

a

3. Assign each resource group 'a single principle
of writing a good questionnaire (form,
sequence, wording,or content).

4. Ask 40 resource group to identify good
and bad examples in handout 4 of the
construction princfple assigned.

D. Large Group Discussion'Questionnaire Evaluation

1. Reconvene participants.

2. Ask a member of each resource group to
present its examples.

3.` Discuss each example with 'full group.

E. Closing Remarks

1. Summariva session.

2. Link to next session.

1,10,

,

65

.



POMO for Discussion

rl

6. Errors of construction in Teacher Interview Questionnaire:

a. Paragraph 2 of Introduciion-7ambiguous wording

b. Question 2unclear

c. Question 213---too liroad

d. Question 7too open-ended

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

QUestion 6 could be improved by protecting the respondent's ego, asking, "Do you happeti'
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 hypothetie4 situation to make the respondent comfortable.

C. Small Group ActivityF.Questionnaire Evaluation

There are no discussiOn points for this section.

a

D. Large Group DiscussionQuestionnaire Evaluation

There are no disekission points for this section.

. Closing Remarks f

14)

1 The quality of data iollected is only as good as the quality otothe instrumeht used in collecting.

2. In the next session a more direct method of collecting data=the interviewwilt be examined.

6 43
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Sessaion 10

4

Perfor-mance Analysis 111Interviewing

GOAL:S/OBJECTIVES:

11

TIME REQUIRED:

EQUIPMENT:

MATERIALS:
(Handoutand
references are found
in the'Participartt
Workbook,"except

*. handouts 2, 8, and 9

in Section IV of
this manual)

lhe goal of this, session is to familiarize the Orticipants with the process of planning an
interview.

Participants will demonstraN this familiarity by developing a plan fcii a role.play interview
which takes into account factors specified in handout 3 of.thii'spssion:

1. interview objective(s),

2topics which need to be covered,

3. wording and sequencing of questions,

4. interview introduction._

5. setting and atmosphere, and

6. interview style.

13/4 hours

Flip chart paper, tripod or masking tape, markers, watch or clock with sec6nd hand

Handout 1, The Secretary's Hold Button

Handout 2, $ecretary's 12*.

Handout 3, The Interview

Handout 4, Interview Checklist

Handout 5, The Antabuse Problem

Handout 6, The Recordkeeping Problem

Handout 7, Interview Planning Guide

Handout 8, Senior Counselor's Role '

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

S. o

PRIMARY METHODS: LectOre, role playing, large group discuslion

IVIEETING

ARRANGEMENTS:

y

Drawing 6, Informal discussion setup and two separate planning-areas

(See "Illustratio.ns of Various Meeting Arrangements" in section IV of this manual.)

r.

11

0
1,



Seqt4erice ieof Activities

A. Preliminary..

Pdvately re4uesevolunteers f r the first role(
8

play, explaining that they wil act out brief -
"parts" before the group.

Opening Remarks

State purpose of the session.

C. Role Play I

la. Refer group to handout

b. itefer the volunteer for t e secretary's
role to handout 2.

2. Set up role play:

a. Oescribe role play.

b. Ask role players to sit i middle of group.

, c. Give trainees a few min tes to read the
problem statement.

d. Announce 3-minute limit on role Olay.
,1

3. Role play takes place. ' ..

4. Read handout 2 to entire roup.

5. Analyze role play with gro p (see opposite).
i

10 min. D. LectureThe Interview

1. Distribute handout 3, The Interview.

2. Explain that trainees need not take notes as
the handout contains all the material.

69

C1a. Handout 1, The Secre-
tary's Hold Button

C1 b. Handout 2, Secretary's =
'Role (Prepare one copy
before beginning of ,

session) /

4.

's

15

Dl. Handout 3, The Inter-
view.



e nre 5t .
st

,\(
Performance Ar*ysIVII Interviewing

,

Pioiiits for biscussiol

.
A. Prellininary

There are no.discussion points:* this section.

e.

Opening-Remarks; .

I.

The purpose of this session is to introduce trainees to-some of the dyratnics 9f interyiewing and
to khre them some practice by means of participating in rale playing.

C. Rolg./Play I

..

, / ,, ,
. / 4,

0.

2a. In'the following exercise, two tralhees5wil*nact (role play) an intervieif held to determine
-\ the cause of a performance problem. One trainee will play the interviewer, who is trying to

.......

discover the reason for a sfaff prOlem, txrd the other trainee will play the part of the secre-
tary, who is reacting to a fear he or 5 he does not realize he or she has. . --

''' %. )
.

i
r-

-

..../v a

'S'k elt----.
4

t ,f ,..' .

5. Begin the analysis by askin ithe.role pliyers to tell the group how AO felt:during the role.
play. This is very important, as it gives the players a chance to release any hostility that may ,

have arisen in the course of the role play. Then, ask the 0oup what they saw hap irig air"
what they think were the rea Ons for the tVords and actions-of the two role players

. .,. :..

Use the role play to point up Ihe need for a trainer to prepare for an interview and the
importance of attitude-and language, i.e., interviewing "style." .

D. LectureThe Interview

(c

't.

)411

4

- 4

.6.,
Is
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Session 10

Time' Sequence of Activities

41,

P. (continued)
4

3. Deliver lecture, covering points on opposite
page.

Materials '

4. Refer participants to handout 4 and explain. D41 Handout 4,1 Interview
" hecklist

50 min. s E. ROleYiays II ahd III

"L. Divide trainees into two groups.

Refer group A to handout 5. E2. Handout 5, .Antabuse
Problem

E3. Handout 6, The
Recordkeeping Prob-
lem Statement

4. Refer Oil to handout 7. E4, Handout 7, Interview
Planning Guide ,

74

e

3. Refer.Group B to handout 6.

5. Instruct each group to:

a. pick one.group inëmber"to play role of
-

interviewer,

b. use handout 7 to plan a 6-minute inter-
view'sthat will uncor the source of the
performance problem.

Explain that when planning is completed, each
group will select an individual from the opposite
group to play the part of the interviewer for
the interview they have planned.

7. Allow planning time.

4

`

1' 0,

U.
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Performance Analysis IIIInterviewing

Points for Discussion

13:: (continued)

3. Points for the interview:

a. Types of Interviews

Standardized interview

nonstandardized interview

b. Interview Process

d (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.

c. Interview Atmosphere

Seating arrangement

Personal style -

4, Handout 4 is 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 situtiori rd in the
role-play interviews that follow.

E. Role. Plays II and III
, There are no (liscussion points for this section.

At,

,F 75
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Session 10

Time Sequence of Activities

E. (continued) .

8. Set up role play:

a. Reconvene full session.

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

(1) Noncoachedinterview will conduct whole
role play without assistance from group.

(2) Coachedtrainer will interrupt role
play at periodic intervals so that group
can coach interviewer.

c. Announce time restrictions: _

(1) Six minutes foi .60 role play.

(2) Coaching breaks every 2 minutes.

9. Role Play II

"br
a. Ask group A to select intei-viewer from

group B.

b. Give interviewer a copy of handout 8.

c. While interviewer reads role, check whether
group A wants to coach interviewer.

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

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

10. Role play III works the same as role play
II, with groups reversed and new problem,
handout 9.,

20 min. F. Role-Play Analysis

1. Lead general discussion of both role plays,
again asking how each player felt and em-
pha4zing 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 hig her role.

c. Repeat for group B.

d, Discuss.

76

a

E9b. Handout 8; Senior
%Counselor's Role .(Pre-
pare one copy before

4ginning
of sessico)

E10. Handout 9, The
Director's Role (Pre-
pare one copy before
beginning of session)

4

co



14

Performance Antilysis nterviewieg

Points for Discussion

E. (continued).

a. "

. Role-Play nalysis

There are o discu sion points for this section.

. 4

11.

77



SesOon 10

Time Sequence of Activities

2 min.

F. (continued)

3. Ask each group to state What objectives had
been set forth in its Interview Planning Guide.

G. Closing Remarks

1. Summarize performance analysis sessions.

2. Link to next session.

Materials

'



Performance Analysis III- nterviewing

Points for Discussion

F. (continued).

G... Closing Remarks

1. In the past three sessions the subject of perfor ance analysi as bee explored, first in a
general way and next by looking at two ways f gathering d a. termine training deeds.

2. lb the next session participants will leam how to loo t mg needs for an entire group:

o-

,s

79



-GOALS/OBJECTIVES1.

Aiwa

TIME REQUIRED:

EQUIPMENT:

MATERIALS: ,
e

(Handouts and
references arefound
In the Participant
Workbook.)

The goal of this session is to fatniliarize partiCipants with the different bases for selecting:training
groups.

ParticipantsVill demonstrite their understanding of this by applying skified selection criteria .

for building sample training groups; "

1. common need of learners,

2. common interest of learners.,

3. mixed or shated characteristics, and

4. tinie and 1;esource cOnstraints.,

14 hours (include 30-minute work session)

Flip chartpaper, tripdd or masking tape, markers
41

Handout 1, Job Descriptions

PRIMARY METHODS:

MEETING
ARRANGEMENTS:

ct

Reference 1, Selection Criteria (for flip chart 1)

Reference 2, Examples of Common Need

Lecture, small group activity, large group discussión

Drawing 6, Informal DiscuSsjon setup
%.

Drawing 2, Workshop setup

(See "Illustrations of Various Meeting Arrangements" in.section IV of this manual.)

76

a/
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Session:11

Time Sequence pf Activities

2 min. A. Opening Remarks

. State purpose of this session:

10 min.

30 min.

82

wI

B. Lecture and DiscussipnTraining Group
Composition

1. Using reference 1, make flip chart 1 to review
selection criteria (see opposite).

a. Explain common need basis and illustrate
with reference 2.

b. Elicit teaching points opposite.

c. Learner attitude.

d. Time and resource constraints.

C. Small Group TaskTraining Group Composition

Refer Trainees to handout 1, Job Descriptions

2. Describe task (see opposite).

tr

3. lnstriict participants jo:

a. ,Use pages 20 through 26 of the TEPG as a
Kuide in the task.

b. Read handout.1.

c. Select a description and join Others worVing
on,tirat description. (Make sure all three
jobs are worked on.)

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

Bl. Reference 1, Selection
diterii (for. flip chart
1)'

Bla. Reference 2, Examples
of Common Need

Cl. Handout 1, Job
Descriptions



raining Group Analysis

Points for Discussion

A. Opening Remarks

The purpose of this session is to provide trainees with criteria for determining the composition of
training groups.

B. Lecture and DiscussionTraining Group Composition

1. Selection of, traininl groups can be determined in a number of different ways:

a. Groups may be assembled on the basis of common needall participants 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.

Teaching points:

Mixed age group: the exposure to breadth of experience versus possible role conflict.

Mixed socioculturbilbgroup: the opportunity for improvirig mutual understanding
versus difficulty in communication.

.

Mixed training/educational experience: the opportunity for peer teaching verstwthe
possible adverse effect of oversimplified material upon sophisticated participants. 0

The learners must all be ready and willing to learn.
d. ll learners should have the same amount of time available and similar resources.

C. Small Group TaskTraining Group Composition

2... The task is to identify specific criteria appropriate for bui ing a trainee grail) for one of
the jobcde-SCribed. It is assumed for the purpose of tills task that there is a good-sized pool
of candidates available for the training. The object is to use selection criteria presented
earlier as a basis for choosing the best possibre trainee grclup with which fo initiate a training
program.

. 83
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ession 11

Tim Sequence of Activitie's Materials

15 Min. D. Large Group DiscussionReport on Tasks-.

1. ReconveN participants.

2. Ask each iroup reporter to present the
selection criteria identified by hills or her
group for.choosing training group members.

3. Encourage reaction and discussion following
each presentation.

E. Closing ReMark

. 84

1. Review selection critela, emphasizing
common need.

2. Link to next Session.

3. Provide 30 minutes for a work session.

et,



a

Traininj Group Analysis I,, .

Points for Discussion

D. Large Group DiscussionReport on Tasks

There are no discussion points for this section.

E. Closing Remarks ,

1 . Four criteria for selecting training groups have been examined in this session:

a. common need, the most important criteilon;

b. shared or mixed cliaracteristics;
PS

c. learner attitude; and

d. time and resource constraints.

2. WheneVer possible trainees should adaiit the criteria to select or analyze their training groups.
In the work sesiion that follows trainees will apply ,the criteria to selecting a group for their
design task.

ac
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Session 12 Instructional Qbjectiv s'
GOALS/O CTlyES:

TIME REQUIRED:

EQUIPMENT:

MATERIALS:
(Handout is
found in the
Participant
Workbook.)

PRIMARY METHODS:

MEETING
ARRANGEMENTS:

11.

0.

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

At the end of the session participants will be.able to discriminate among objectives which
do/do not meet these.requirements:

1. State terminal bphavior.

2. Include pôrformance,conditions.

3. Give criteria for acceptable performance.

1 hour

q

FRp chart paper, tripod or masking tape, markers

Handout 1, Selffest (Source R. F. Wger (Belmont, Cali4: Fearon Publishers) Preparing
Instructional Objectives.)

Lecture, individual task, large dcup discussion

Drawing 3, Classroom setup

(See "Illustrations of Various Meeting Arrangements",in, section IV of this manual.)

\

4."

e.
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Sesaion 12,1,

Time Sequetice of Aotivitles7 Materials

3 min. A. Opening Remarks

State purpose Of this-session.

", 30 min. U. LectureInstructional Objeitives

88

1. Introduction
a. ,Oefinition of instructional objec,tive.

t. ExampleCivil War his,tory project.

vs,

cbst
*

3. - Relationship between goal and instructional
o'bjective.

A' *

7.

"S.

4.
904o.

\\

Components of a properly stated objectiCie
include a statement of:

a. ,terminal behavior,

,



,

8.

00enitis Remarks -

B, Lecturelpstructional Objecfives

The purpose Of this seSsion it to give trainees in reccigniii4 an evaluatini
instructional o,bjectlyes. . ,

4 o.

4-

1. ° Introduction , ! .
4 '''* % A -

4 4

( ''' a: An instructional Objective Is a specific learning outcome that the. tralnir'wlihes the. . z .

trainee to achieve. Ljke the goal studied earlier, the instructional objeetiv,e must identify
what the acceptable behavior is, how it can be measured, and when it will be accomplished ''`.

. sftisfaetorhy. i.-
. r .

xampleCivii War historcsprOject °
, . -

sh. -r- . ,, . .'

immigrants enough Civil War history to lik.4 them to pass the natutalizati ri test.
a. A teacher was askikd to perform a task with what seemed like a clear objecTe.---to teaCh ....

., , ..,

4 b. The.teather deddeitthat when .thelmmigrants cotild Pastra 'quiz op the.submt, the goal
,

'
would be achieved. The quiz incltided information known to be inCiudedtif the,natirralifti,
zation test. Three of the quiz itemsAvere: .#.'

...,,

..
. ., (1), ,Select the names of fiVe Civil War generalS from a list of ptopernames.

ft,

(2) Name two sbcial, political, or economic causes of the Civil War.
, .

(3), Name an o ate on a map four famous battles,a l .
,t.

c. However, having established this mean's of assessing the students' knowledge, the teacher
had not specified the criteria for a .corrgetly written rattuctional objectie:

.

(1) How many correct answers were thotudentscequired to giie for each keili. Did
,

they have to knoW all the answers? 410- .
or.. 4 ,..

v, k .
(2) Under what conditions :were tile answers to be given? Were the Itipents allowedly .. 3 4

3 e..bring a teRtbook tolhe qui ..?

(3 What amoimt of time were the students allowed to answer the qu6stions? Several
,

hours? Several weeks?, 4 4
e

,i3. A goal is a more inclusive statement than an Ostructional objective. 0(nefor more objectives
May be derived from a broad-ftgOal. Both goals indobjettives may tontaki the,same com-
ponents. Often goal statements do not include all threecqmponents. '°- IP:ot . . .,

4. A corrckctly stated .objective does the folloWing: ".. - ....
44

30

ye 'AI.
k

o

,

a. I entitles ternhinal behavior. A MateMent of an objective iusu(onlfj1oJh &tent that
llj specifies wh t thelearner mist be able to do or perforn..*hen he or'b is.dWonstrat-
i g his Or her astery'of the objective. Ihis specific behavior must be Observable. The/

most Important characteristic,of a usful objectiVe is that it identifies 4h,e kin0 of,per.
formance thlt will be accepted as evidenv that the leUner has achieyed the objective,.,

91,14

'4
,

4

A

:31
1.4 rt.

ftc

I

a

3

'4*

\

3 4.

89'



11 04,1.

".

V
pvl,

, 0. ..
1

134. (continued)
01+

b. Pe4rfo.rniance

f
-Self-TeitAnalyzing Instructioital Objectives

1. Distribute handout 1 containing,SeM

c'onitionand ,
P 4 I

o

' ,

. criteria fOr, acceptable pprforrwanCe.
^,N

" /'
2. lnstrus.t trainees to:

'a,.. answer test questionsr.and,

b. discuss answers Wiih nejkhbors when
completed,'

Discuss testkquestions and results with group%
Emphasizelhe three components of a good
instructio'nit objective.

D. 'CloSing Remarks',"
,

0

11.

11
5.

.4.

1., Summarize discussion of ins ructional.
objettives: --. '

2. Link t 1 next seslion.
`L

,

/

40'0

"

".

4.

'""

#4,1

'ft

I

- C1. Handouef, Prepar)ng
Thstruational Objec-
tives, Self-Test

3'

4-

I.

I tk

cA



, .

.4

instructional Objectives

, Points for D cussion r\

ft

B4. (continued)

b. Statei performance conditions: Terminal behavior must be defined further by stating the
conditions imposed upon the learner when.he or she is demonstrating mastery of the
objective. ExamOes of such conditiwas are:
(1) given a Nst of counseling terms, or
(2)' without the use of a dictionary, or
(3) with a standard set of tools, or
(4) carrying a 40-pound pack.

c. States crlterla 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

,cev314afed, theteacher is in the awIward position of being unable to demonstrate that
46 or she is teaching anything at a

C. Self-TestAnalyzing Instructional Objectives

There are no discussion points for this section.
/I(

,

Closing Remarks

110

1. Once the goal is defined and the objective specified, the job of training is well on its way to
completion. 1

A 2. The next,itep is to Sel9ct those learning activities that will satisfy the objectives and achieve
the goal. The kinds of activities appropriate for achieving instrktional objectives for adult
learners will' be examined in the next sessihn.

"4
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eSesion

GOAL /OBJECTIVFS

TIME REQUIRAPt

EQUIPMENT:

MATERIALS:
(Handouts and
references are co

in the Participant
Workbook.)

i
PRIMARY METHOW

MEETING
ARRANGEMENTS:

ii

Adult Jeenjpg Theory

The goali of this sessiop are to:

1. expand the participants* knowledge of tholthelity of adutt learning and

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

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

1.. name the four characteristics of adult learning and

2. cite examples of learning activities that comply with the four 4haracteristics.

11/2 hours

Flip chart paftroripod, masking tape, markers

H,Ipdout 1, Self-Diagnostic Work Sheet

Reference 1, Discussion'Questions (for flip chart 1)

;

1.acture, brainstorming, individual exerciseimall group discus&lon, panel discussion

,4"

Drawing 6,,informal discussion setup

Drawing 2, Workshop setup

(See "lllustr4ons of Various Meeting Arrangements" in sect* IV of this manual.)

S.

86
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Time Sequence of etictivities# Materials

3 m n. A. Opening Remarks

1 . Statepurpose of this session/.

at

10 min. B. Brpinstorming ExerciseCharacteristics of Adult
Learning

10 min.

1. Request trainees to give as many characteris-
tics as they can think of, using_the questions
listed opposile as starters. (

2. Record all contributions on blank flip
charts.

LectureThe Four Characteristics of Adult
Learners

1. Make lecture points opposite.

25 min. D. lndivi4lual Exercise,--Selt-Diagnosis
t

1 Fefer participants tp, handout 1, Self- D1 . Handout 1, Self-

lagnostic Work qieet. Diagnostic Work Sheet

2. istruct trainees to:
A. fill out work sheet and

. turn to a person next to them and
discuss what they do that accommodates
these four characteristics.

B2. Blank flip charts

"41

94

3. Ask trainees to comment (in mostieffective
and lelast effective techniques thq heard
discuSsed.

v.



Adult Leariiing Theory

Points for Discusgion

A. Opening Remarks .

1. The purpose 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 differenees-between adults are great and must be taken into account in training.

B. Braitorming ExerciseCharacteristics of Adult Learning

11

1 . Starter questions for brainstorming: 41

I. Do ail adults learn the same way? What arethe differences?

Do children and adults learn the same way? What are the differences?

Whit are some of the ways adults becore, frustrated in learning?

- C. LectureThe Foiir Characteristics of Adult Learners

'4

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

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 an d to share with others.

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

d. Difference in time perspective:

(1) Adult learning streises immediacy of application and

(2) Adult orientation to learning is problem-centered;not subject-centereth----

D. Individual ExerciseSelf-Diagnosis

There are no discussion points for this section.

95



Stssion 613
C.

Time- $equence of Activities Materials

10 min, Ei LectureAdult.Ldarning Activitiq

1. Make lecture points opposite.

26min. F. Small GreUp ActivityAdult Learning
Discussion

1. Divide trainees into three groups'.

2. Instruct trainees to discuss topics listed F2. Reference 1, Discussion

opposite. Questions (for flip
chart 1) j

3. Instruct grouPs to select' a representative
to be a panel member in the discusgion

following.

*lb min. G. Panel Disqussion

1. Reconvene participants.
,

2. Direct panel meMbers to sit at the front of
the group.

3. Lead discussionicencered around cstion:-
What areas did ,Vour group discuss?

2 min. H. Closing Remarks

1. Summarize events of the session.

a. Four prinaples of adult learning.

b. Small group discussion of methods oc
using tile four kinciples.

2. Link to next session.

rI
Wet
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Adult Ceigning di"heory:
11

'Points for Distussion :

e\Lecture-4dült Learning Activities
I

_1.
Adult les-ninfi aFtivities must be: .

a. Self-directed. Design the activity so the learner can be involved directly in conductin
the learning exPerjence.

b. Problem-centered. Make the activity applicabletto the-learner's needs, as deteilnined bY
a needs assessment. Have.activities bear on interests and problems of fe learner.

c.-Experienced-based. Design aetivities around the group's individual or sbareld experiences
and backgrounds.

d. Immediate in application. The learner should be able to put what he or she learns to use
directly.

F. Small Group ActivityAdult Learning'Discussion

2. Discussion questions:

Cite examples of learlg activities that make useof one or more of the four pr,inciples
of adult learning.

What problems might these activities present to the traditional teacher?

No.

G. Panel Discussion

There are no disCussion points ior this section.

4. -

H. Nosing Iternirks
= .1. In this session,trainees have:

av.examined ,the four prjncje of adult education and

had the opportunity to d ss riw tS apply these principles.
, ,

In the next ses ion the subject of hovrre apply principles of adult learning, or methodology,
will be entered into in greater detail.

9r)
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sessiort14 . Methodology. I

GOALS/OBJECTIVES:. The goals of bis session are to:

TIME REQUIRED:

EQUIPMENT:

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

PRIMARY METHODS:

MEETING'
ARRANGEMENTS:

A

1. Intrdduce the.p ipants..to the.boad field of methodology and.

2. provide them with the bibliography and other tools.to undortake a study of the subject on
their own.,

4.

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

1. describe the differences between the major categories of training methods,

2. name the three kinds d'f le.arning outcomes, and

3. write learning objectives for each kind of learning outcome.

2 hours

Participant Workbooks, flip chart paper, tripod or masking tape, markers

Handout 1, 100 3 x 5 cards

Handout 2, Methods Categories

Handout -5-a-IIle' Action Worth

Handout , Typds of1J..earning Task Sheet\ i .
Handout 5;,Appr;pi-iate Mettpds

Handout 6, Training of TrainersAtlected Bibliogr*hy

Flip Chart 1, Methodology Sequence (to be prepared from section B1 b)
..

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

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

Lecture, audience reaction panel, question and answer, individual task wor,k

11

A

Drawing 3, Classroom setup
S

(See "Illustrations of Various Meeting Arrangements" in section IV of this manual.)

99
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Session 14

7777- '1

r"

Tirne Sequenpe'of Activities Materials

5 min. A. Preliminary

1. Select two-person iudience reaction panl

4 to sit in !Nat r -dtiring jecture.

2. Briefly deccribe concept 6f audience reaction
panel to tlie trainees selected.

14

3. Instruct the panel not to ask questions on
certain subjectsfor example, no questions on
simulation techniques, or any other sensitive0
areas which the trainer does not wish to deal
with at this time.

10 mine B. Opening Remarks )

1. Introduce day of methodology session. -

a. State purpose Of dak.

5 min.

Ary.

4.0

e sequence of activities (see opposite). B16. Flip Chart 1, Methodo-
, logy Sequence

'

-,.

.State purpose of session.

*1-
C. Lecture-o-Methods Overview .

1. Set up audie ce reaction panel procedure.

Ex lam use of lecture format;

15. Distribute 3 x 5 cards. C16.1-landout 1, Blank 3 x 5
cards_

. -
c. Instruct trainees to ask no questions durmg

the lecture but to write them down on
the 3 x 5 cards.

100
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Methodoio0

Points for Discussion

An audience reaction panel is a technique designed to accomplish some degree of participa-
tion with a large au ce or with a smaller group listening to a lecture that covers a great

..amount.of detailIt as an added feature of protecting the speaker from having to handle
questions about sensitive or unfamiliar material. (See Cl below for More detail.)

B. Opening Remaiks

1. The entire,day of training will be devoted to the subject of methodology.

a. The purpose of the day is to eXpand the trainees' repertoires of training techniques. 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): .

(1) Methods OverviewWhat is a method? What is a technique? How are methods
categorized?

(2) Methods Selection PrinciplesHow does a rainer decide which method to choose?
Why select one tec)rique over another? ,

t

Lly Cconceptration on,Selected TechniquesLecture, demonsiration, role play, creative
thinking, audi9ncf reaction panel, listening team.., , .

(4) Design of a Le4ning ActivityWhat are the components of a model How
should a learning activity usifig several techniques be designed?

2. The purpose of the first session is tolpreserit a survey of methods and techniques and study
several principles of selection ofthope methods.

C. LecturseMethods Overview
4

la. This session has a high amount of content information; therefore, a high-content delivery
formthe formal lecture--:has been chosen.

101
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Session 14

Time Segoence of Activities

20 min.

Cl. (continued)'

d. Describe procedure to be used at end of
lecture: or

(1), Audience will pass cards to panel.

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

(3) Lecturer will answer only quetions
from the panel.

2. .Lecture

a. Distinguish between mettiod and technique.

Materials

b. Describe types of method.taxonomies.

c. Distribute handout 2,1Methods C2c. Handout 2, Methods
Categories.

i

11. Describe category system used in handout

10 min, Break

10 min. 3. Audience reaction panel

a. Answer questions posed by panel.

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

102
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Methodology I

Points for Discussion

Cl . (continued)

2. Lecture points:

a. Distinction between method and technique:

(1) MethodA general type of learning exercise organization, such as large group
methods, small group methods, correspOndence school methods, primary school
methods, etc:A method is the way people are organized for learning. .

(2) TechniqueA specific type of learning activity within a general methq 'group.
In 'handout 2 the method is "presentation," th6 technique is "lecture." focus is
on the utility of a technique to achieve the stated objectives. A technique helps a .

learner to learn.

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

c. In hAndout Ttechniques are categorized by the degree to which the learner has input
into the learning situation:

two

Presentation: aims at delivery of information. In presentation techniques the learner
is a listener, with little feedback.

Participation: aims at engaging the learner. In participation techniques the learner
has means to demonstrate his or her reception of the material to the traiver.

Simulation: aims at exper ntial learning. In simulition tediniques the learner
directly experiences the le ning.

1-1. man Relations: aims atJ interpersonal learnings. In human relations techniques
th olarner can achieve aff ctive goals.

103
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Session 14
,
(Time ') Sequence of Activities

C3 : (Continued)

1. 1

I.

Materlei

c. Point-out benefit of lecturer control in
this techniqui (see opoOsite)P

D. Methods Selection Principles

5 min, 1. Sample trainee experience by asking what
methods they use (5 minute's only). Lead ,

question: How do you decide which method
to use?

Using,flip chart 2, explain Cone of Expert- D2: Flip Chart 2, Cone of
ence (see oppoiiteras transition to the, Experience

discussion of learning outcolues (5 minutes
only).

10 min. 3. State four criteria for choosing methods
(see opposite). -

10 min. L. State three types of learning and explain
(see opposite). Examples otobjectives in
each domain may bti illustrated on a flip
chart if necessary to trainees' understand-
ing.

b . Optional Flip Chart 3,
Sample Oblectives

10 min. 5. Refer trainees to handout 3 anti explain. D5. Handout 3, Sample
Action Words

104
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Methodology

Points for Dis ussion

C3. (continued)

:r 3c. With this technique the lecturer can cgntrol the nkinds of questions he or she is asked.
For example, in the preceding lecture the panel was instructed not to ask questions on a
speoific afea. The lecturer can use this device to ayoict controvetsial subjects or subjects

)

with whia orshe is unfamiliar.

D. Methods Selection Priooiples

A

2. Cone of Experience

\

a. The cone of experience is not a literal representation of experience levels but simply a
visual aid in explaining' the various types of audiovisual materials.

There is no value hierarchy in the cone, but note that indirec.t.experiences are used most
wisely 'when built on direct experiences. ,

c. Note difference between levels of abstraction, betwii, verbal and visual receiving, heari/,
saying, seeing, and doing.

d. Note memoi-y percentages as they are related to evels of abstraction (inverse order).
People reAember 10 percent of whatethey read, 20 ercent of what they hear, 30 percent
of what they see,sand 50 percent of what they read, hear, and see(

3. Choice of method is sbased on:

a. type of learning outcome,

b. size of learning group,

c. physical resqurcos available, and

d. degree of trainer skills and comfort.

(.(

4. ftll learning objectives can be classified primarily in one of threccategories: cognitiv
affective, OT psychomotor. This division helps the trainer identify the nature of a givb
Onee the trainer knows whether the task is mostly thinking, feeling, or doing, he or sh
select a method that will produce the kind of learning.that is-desired.

Note: Emphasize that while all of the domains are involved in any learning act, one of 'them
is usually -primary.

5. Often the words usedko describe thelearning objective reveal the domain in which the
learning outcome is desired to tie. Handout 3 gives mples of words that may give clues
the domain in whieh the expected learning outcon lies.
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Session 14 owe.

Time Sequence, of Activities Matedals,,

411

10, min.

5 min.

106

D. (continued)

6. Individual task

a. Refer trainees to handout 4, Types of
Learning Task Sheet.

b. Instruct trainees to: write an instruc-
.. tional objective in each o the three

domains of learning.:

7. Ask for tWo objectives in each of the three
discuss.

D6a. Hanilout1.4, Types of
Learning Task Sheet

8. RefeQrainees to handout 5, Appropriate D8. Handout 5, Appropri-
Methods, and discuss. If any.confusion ate Methods

'about overlapping methods has surfaced,
point otit that such overlapping is inherent
in the category scheme and does no harm.

E. Closing Remarkl

1, Point out handout 6.

2. Summarize session.

:

3. Link to next session.

111
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El. Handout 6, Training of
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BibliograAy
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1

Points for Discussion

Methodologyi

1

D. (continued)

E. Clo'sing Remarks

4

fof

a

2. A large amount of iriformation 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 Bibliography distributed.
1the next session some specific techniques will be examined in detail.

.4

f6
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GOALS/OBJECTIVFS: The goal of this session is to familiarize the participants with several training techniques useful
, to the trainer in alcohol programs.

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

1. name five specific training techniques and

2 2. describe the distingtiishing characteristics and most appropriate use of daci.5iechnique.
r f i

..
4

--
TIME REQuilittri- 1y2 hours

EQUIPMENT:

MATERIALS:
(Handouts and'

-references are found
in the Participant
Workbook.)

Flip chart paper, tripod or masking tape, markers

Hand° t 1, Lectuire

Handout 2, 'Demonstration

Handout 3, Structured Role Play,.

Handout.4, Brainstorming

Reference 1, Listening Team Assignments (foe preparing 3 x 5 cards)

PRIMARY METHODSh Lecture, listening team, small eoup exercises

MEETING
AR,RANGEMENTS: Drawing 2, Workshop setup

(See "Illustrations of Various Meeting 'Arrangements" in section IV of this manual.)

44
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80ission 15.

Time Sequence of Activities 'Materials

5 min. A. Opening Remarks

1. State purpose of session.

2. Name techniques that will be described or
used.

5' min. B. Listening Team

o, 1. . Divide trainees into four groups seated at
,..

four separate tables.
. . 2. Describe listening team technique (see

opposite). P

3: Distribute 3 x 5 cards describing fisten- 'B3. Reference 1, Listening
ing team assignmentsone to each . Team Assignments (for
team. 3 x 5 cards)

4. Instruct listening teams teg

a. lislep well to, the material on the assigned
1 subject area,

b..be prepared to answer the question aske(1
on the assignment card, and

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

30 min. C. Leclu'reFour Selected Adult Learning Techniques
gel1. The Lecture

a, Refer trainees to handout 1, Lecture.

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

2. The Demonstration

a. Refer trainees to handout 2, Demonstration.

110

C1a. Handout 1, Lecture

C2a. Handout 2, Demonstra-
tion

.4b.
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Methodology II

Points for Discussion

I.

A. Opening Remarks

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

2. The techniques that will tie studied in this session are some that are frequently used by the
trainer in alcohol programs. They are:

lecture (presentalion technique),

b. demonstration (presentation technique),

c. structured role play (simulation technique), and Nt.

d. brainstorming and, the Nine-Dot Exercise (creative thinking).

\ During the presentation of the above techniques a second large-audience participation
techniquethe listening teamwill be demonstrated.

E. Listening Team

2. In the listening-team technique each team represents the wh audience for a specific
\ Abject or aspect oi the lecture. The lecturer addresses his or er remarks on that topic to the
-assigned listening team and the team may not interrupt duri g the presentation. The team
may ask questions when the presentation is completed.

C. LectureFour Selected Adult Learning Techniques

1. The Lecture ail

b. In the lotture the emphasis is on the listenerthe point is not to Over the field but to
have the listener understand the major points being presented.

2. The Demonstration ,

"Ne
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Session 15
, .....11111.

7.

Time Sequetica of ActiVities Materials

C2. (continued)

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

3. The Structured Role Play

a. Distribute handout 3, Structured Role
Play.

b. Using handout 3 as content source, discuss
the r le play as a training technique, with
emph sis on the purpose of role playing
(see opposite).

4. Creative Thinking Exercise:

112

a. Draw nine dots on a fliRchart as follows:

b. Refer to this only as "nine dots"; do not
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:

s Use only four straight lines.

Do not retrace a line.

Do not lift pencil from paper at any time.

d.-Allow 5 minutes for confusion to set in.

é. Demonstrate correct solution:
(3)

(1)

(.4)

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.

C3a. Handout 3, Structured
Role Play

.*



MethodOlogill

Points for Discussion

C2. (continued)

b. Points fo emphasize in discussion of the demonstration:

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

3. The Structured Role Play
1

b. The purpose of structured role play is to instruct. The concepts,that the trainer wants to
convey should be well thought out ahead of time.

Li

1. The nine dots were never described 4 a box, yet the trainees had trouble with the solu-
tion because they saw the dots as a b x. /

4

40
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44

.Se\ssion

1.

Time. Sequence* of Activities Material

C.s% (continuee1)',

5. Braihstorming.

a. Refer lainees to handout 4, Brainstorming

b. Using hanebut 4 as content source, discuss
brainstorming.

c.,Brainstorming examPle:

(1) ask trainees to come up with as many
uses as they "can.think of for a ballpoint
1141;

,soit
(.2) encourage farfetched uses, such as "a

pogo stick for mice."

d. Emphasize nonevaluatIve factor in brain-
storming (see opposite).

15 min. Break

10 min. D. Listening TeaM Discussion

Allow 10 minutes for each team to discuss its
assigned discussion qustion and to founulate
questions.

20 min. E. Listening Team Report

1. Ask each team to present report on its
assignment.

2. Answer questions from each team.

5 min. F. Closing Remarks

1. Summarize session.

114

2. Link to next session.

3. Ask participants to bring Training Event
Planning Guide.to the next seAion.

C5a. Handout 4, Brain-
gorming

%, .3



MethodOlogy

Points for Discussion

C. (cont'inued)

5. Brainstorming

4.- 1.

A

d. -rhe trainer shcfuld never seem to judge the ideas presehted during brainstorming. The
eniphasis 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.

Break

fb. Listening Tegm Discussion

There are no discussion points for this section.

E. Listening Team Report

There are no discussion points for this section.

40'

F. Closing Remarks

1. During this session the trainees leve had a detailed exposure to several useful training
teaniques.

2. In the nest (and final) methodology session the trainees will conider how to put various
techniques together to form a complete learning activity.

'
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Session 16

a,

Methopology 141
40,010

. r ,

GOALS/OBJECTIVES:. The goals of this session are to:'

1. familiarize the participants v./4h the' components of an ideal learning activity ahd

2. acquaint them with one foimat for recording a learning aftivity.

By the end,of the session participants will beable ,
,

1. name 10 of the 16 components Of an ideal Learning activity tkid
,

2. relate those com onents to specific locations in the sample fOrmat.
4

TIME REQUIRED: 1 hour, 10 minutes

EQUIPMENT: Flip chart paper, tripod or masking tape, markers'

MATERIALS:
(Handouts and
references are fbund
irlthe Participant
ItOr ook.)

Handout 1, Model Learning Activity

Handout 2-, 'Case Study: Pathwaj,,Residence

Handckit 3, Board/Director problem Sheef

Reference 1, Training Everif Planning Guide (from session 3)

PRIMARY METHODS: Lecture, smailioup discussionjarge group discussion, panel discussion

MEETING
ARRANGEMENTS: Drtawing 2, Workshop

z

5

(See Illustrations of Various Meeting Arrangements" in se,ction,IV of this.manual.)

a

I 4/ /

05.
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Session 16

Time Sequence of Activities .

5 min. A. Opening Remarks

State pUrpg,se of session.

20,min. . B. ,Grotip DiscuSsion---

1. 4sk traines to refer to page 23 of the YEPG
(16 components Of an ideal learning activity)
arid to the design form pages,tkat

2. DiscuSs each component of learning activity
planning and the design forms (see opposite).

20 min.

20 min.

5 min.

C. Small Group TaskModel Learning Activity.

1. Distribute handout 1, Model Learning
Activity

2. Instruct train*s to:

a. divide into resource grdups;

b. read the model exercise, handput 1, and
4 d &Ws, its relationship to the list of ideal

components on page 30 of the TEPG; and

c. select agnemlly to represent the groqp
In the panel discussion that follows.' ./

Panel DiscussionModel Learning Activity

1. Have panel sit at head of room, facing other
trainees. c. -

2. Acting as moderator, have the panel Covet

the questions listed opposite.

E. Closing Remarks

1/1. Review purpose of this session. ,

.
2. Relate this session to assigned Design Task. ;

Materials

I .1

A

B1. Reference 1, Training
Event Planning Guide
(from session 3),

Cl . Handout 1, Model
Learning Activity

,

:/

0

V.

ft,

A
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'Methodokigy \!,

Points for Disciasiod

A.., Opening Remarks

.'The piirpos-e (fí this sessiob is to familiarigt tfn trainees with t6e.coMponents of a well-designed
learning Sctivity. 4.

B. Group Discussion

(

2. Discussion points:
.>

A well-planned acOry must specify all information and resources'needed by the ti-ainer...

The design formsVere set'up to inclnde all of the ,16 components listed.

The forms are not required for the Design Task.

C. Small Group TaskModel Learning Activity'

There are no discussion points for this section.

D. Panel DiscussionModel Learning Activity

2. Discussion questions:

Does the model learning activity include all the components listed in the TEPG,?

How could this activity be improved?

Would it be possible for you it train directly from this activity as written, without
further preparation?

E. Closing Remarks

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

2. The model learning activity studied in, this session can be used as an example of,the amount
4tt of detail necessary for the specific learnifig activity required in the Design Task.

r"\ °

4
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Session-17 Cdntent Validation:

e

! .

GOALS/OBJEcTIVEy.. The goal of this session is to impres;.upon the participants the deed to provide a valid source
4, for the content of,their training sessions.

TIME REQUIRED:

EQUIPMENT:

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

By the end of the session participants will be able
4

1 . give reasons for validating sources of content and' .

2. describe at least three kinds of sources that can be tapped ki authenticating content,

minutes

Flip chartpaper, tripod or maing tape, mariceu

Handout 1, Content Validition Guide

Hai-Mout 2, NCALI Packages

Standard paekages of materials may be obtained from the National Clearinghouse on
Alcohol Information, Box 2345, Rockville, Md. 20852. Be sure to give NCALisuffIcient
timelat least 3 weeks) to provide packages.

Handout 3, NCALI /9dress (pre.pare from above if thereis not enough time lo obtain NCALI
pac k ages) I

Reference 1, Content Choice (for flip chin 1)
4

PRIMARY METHODS:

MEETING
ARRANGEMENTS:

4

Lecture, large group discussion

Drawing 6, Informal Discussion

(See "Illustrations of Various Meeting Arrangements" in section IV of this manual.1

p.
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Ses.sion
,

Time Sequence of AdtivIties Materials
.1

k

5 min. , A. Openitig Remarks

State purpoies of session. ,

15 min.
r

B. Demonstration of.Need for Expert Sources

1. Show flip chart 1 to traineei.

2. Ask trainees to choose the objegive for which
they prefer tO dbsign afgession..

3. Ask for a show of hands for those.choosing
each objective.

4. Diseuss (see opposite).

10 min. C. Small Group Discussion

1. Ask trainees to share.experiences in which
they were trainers in a subject with which
they were not familiar.

2. Discuss wifb full group (see opposite).

15 n4ji. D. LectureContTit Validation
1. State wirpose of content validation.

a

122

m ,

Reference 1, Content
Chtoice (for flip chart 1)

2. Oefer trainerks to hindout 1. Discuss various D2. Handout 1, Cottent-

"experts" aviilable to the trainer., using Validation&uide
handout 1.-

,

ci
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Points for Discussion

A.

B.

ar.

ob,tent Va I i da t io h

To

Opening Remarks

The purposes of this session are to introduce the trainee to somexrf the'soutces f valid content
for training sesMons and to increase the trainee's ability to make the best use of the variou expert

4sources available to him or her.

Demonstratidn of Need for Expert Sources

4. Point Out 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 subjectsexpert sources ,

judiciously used, can compensate for laeltof trainer knowledge.
C. Small Group Discussion

2. Elkit the point that rapport between trainer and trainee is lost if the trainer does not have
command of his or her subject matter.

-4
D. LectureContent Validatiofia

1. The process of content validation has two objectives:

a. to provide the trainer with a source for content that is not familiar ty him or her and
. b. to provide the trainer with a means of validating content that is known to him or her.

2. There are several "experts" upon whom the'trainer can call for his or her source 'material:

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

(1) he or she is sure his or her way of presenting material is effective; or
(2) he or she is familiar with the background of the Materialsources, derivatives, and

logic; or

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

123
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Session 17

Time Sequence of Activdtiss

5 min.

2 Min.

D. (continued) :

Y., Discuss content validation see opposite).

E. Presentation-of NationakClearinghouse on Alcohol
Information Material

1. Distribute handout 2, NCALI packages, or
handout 3, NCALI athlress.

2. Review contents.

F. Closing Remarks

1. Review session.

2. State utility of session..

3. Link to next session.

I.

El . Handout 2, NCALI
packages (order frcim
Clearj,nghouse) or hand-
out"3, NCAL1 address
(scee first page)



Points for Discussion'

r
*Conteni Validation

D. (continued),
J

c. Films, tapei, and literature can serve as the expert:
(1) especially when a cognitive application, such as a test, is planned, but6

.n. " ' (2) in such a case the content should be discussed by the trainer, to show trainees the
application and relevancy of the Materials.

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.

e. 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 goalsand
objectives.

f. It is helpful to develop a set of questions you want the outside expert to discus during'
his or her presentation. These should be reviewed with him Of her well before 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 way, and
(2) celebrity experts, who can lend credibility to the program.

IE. Presentation of National Clearinghouse on Alcohol Information Material

There are no discussion points for this sectipn.

F. Closing.Remarks

1. buring this session the trainee has been exposed to soprces olcontenNalidation and to
some means of dealing with outside experts.

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

3. The next two sessions will be devoted to evaluation of the Design Task.

sN

t .
vb
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Session(1 Design Task Evaluation
.

,

.

GOALS/OBJECT1VE$: The gOal of this session is to provide experienc1 in evaluating a,training design.
I

w
By the end of the sesSion participants will be able to rate their partner's Design Task according_

to evaluation guidelines.

TIME REQUIRED: 3% hours

EQUIPMENT: Flip Chart paper, tripod or masking tape, markers

MATERIALS: Handout 1, Evaluation Guide
(Handouts and

Handout 2, Numbered 3 x 5 cards
references are And
in the Participant Flip Chart 1, E'tvaluation Stages (to be prepared from seCtiork A2)
Workbook.)

PRIMARY METHODS: Lecture

MEETING
ARRANGEMENTS: Drawing 6, Informal discussion setup

(See "illustrations of Various Meeting Arrangements" in section IV of this manual.)

4

tf,
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Session 18:

Time Sequence of Activities' Materials

3 min. A. Opening Remarks .

1 : Explain purpose, allaying any anxiety over
evaluation.

r

Describe overall evaluation process, using , A2. Flip Chart 1, Evaluation

flip chart 1. Stages

4 min. B. Use of Evaluation Guide
It

1. Refer trainees to handout 1, Evaluatlor Bl. Handout t, Galuation

Guide.

2. Ask all participants to glance through
guide.

3. Describe use of the guide.

(

2 min. C. Pariner Selection

Guide

1. Distribute 3 x 5 cards numbered in pairs. Cl . Handout 2, Numbered

2. Instruct participants to locate their partners
by matching numbers.

4 min. D. Procedure for Stage I

1. Assign each person a partner (persons-are

not allowed to choose their gwn evaluator

128

2. Describe steps (see opposite).

4

.f

3 x 5 cards .



Design Taqk Evaluayon I

Points for Discussion

A. Opening Remarks

1.. .The object of this program is Iot to have th.e participants produce letter-perfect training/c

designs but to have them retu to their jobs with improved skills and knowledge in the
training design area. Practice, followed by discussion and analysis of each person's training
design, will help each to develop better training sessions.

2. The evaluation will take place in two stages:

a. In the first stage partners will examine and evaluate each other's Design i'asks.

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

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 intebded to assist the discussion between the partners.
C. Partner Selection

2. Persons are not to choose their own evaluator.

D. Procedurd:or Stage I

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.

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

129
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Session18

Time Sequence of Activities

2 min, r. Closing Remark'sA

1 . Remind participants of time allotted (3
hours),

2. Link tsilsecond stage of the evaluation ,
process.

130
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Materials

'
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a

Design Task Evaluation 1

Points Discussion

a

E.. Closi g ReTarks
1, pproximately 3 hours have been allotted for thisotage of the evaluation.

2. S ce the participants have completed the intensive evaluation which is now. Iieginning, they
w II be prePared for the group evaluation session that follows.

a

a
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Session 19 Design,Task Evaluation Ii

GOALS/ORJECTIVES:

TIME REQUIRED:

EQUIPMENT:

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

PRIMARY METHODS:

MEETING
ARRANGEMENTS:

. ,
The goal of this session is to provide j)articipants with the opportunity to examine trathing :
plans exhi 6iting good examples of each ofe TEPG.planning areas.

.

Participants will 'be able to evaluate strengths and weaknesses of selected plans by comparing
them to fffe processes described in the TEPG. ,

11/4 hours

Handout\l, Resource Group Assignments

Small group discussiori, presentation, and large group 'discussion

Drawing 1, Round Table setup

Drawing Workshop setup

(See "Illustrations of Various Meeting Arrangements" in section IV of this manual.)

9.
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.

titr fe 'equenae OActivities

3 min. A. Opening Remarks

1. State purpose of seist:

2. State sequ6nce of *ctivities.

30 min. B. Resource Group evaluation

40 min.

2 min.

134

e

1. Divide trainees intoresource groups.

2. Refer participants to handout 1.

3. Inttruct groups to select frcon their Design
.Tasks an especially good example of the
process(es) specified on their assignment
cards.

C. Presentation of Resource Group Evaluation

1.. Ask eath group to present the example(s)
chosen.

2. Encourage free discussion of the presented
examples.

D. 'Closing Remarks '-

1. Review events of Design Task week.

2. Link to Delivery Task week.

SI

121

B2. Handout 1, Resource .

Group Assignments



4

4

On

P.

Deiign,Task Etialuation II

Points for Discussion

A. Opening Remarks

I, The purpose of tbis session is to relate the evaluation of the Design Tasks to the subject
areas that have been examined during the preceding Sessiiins.

2. , During this session trainees, in their resource groups, will ,

a. Discuss individual tasks from the point of view of one or two of the fdllowing subjects:
(1), Organi/ation Need Ana ly.sis,

(2) Job and Performance Analysis,

(3) Training-Group'Analysis, .

(4) Statement olLearning Outcomes,

(5) Curriculum 13:lilding, and,

(6) Evaluation and Feeflback.

b. Following this there will be a full group discussion of good examples of different com-
ponents of the Design Tasks.

B. Resource Group Evaluation

There are no discussion points for this section.
-r

Presentation AtResource Group Evaluation

There are no tliscussion pOints for this secfion.

I: Closing Remarks
,,,
c, -,

1. In the precedirrg week the trainees have Concentrated on preparation for a training session;
that is, how to determine training needs and how to plan a currltulum for adult learners.

.2. In the next week trainees will have the opportunity to practice and study the actual deliveryiof a training session-segment.
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Seasion 20 Delivery Stage: Ovprview/Task .Assighment

GOALS/OBJECTIVES:

TIME REQUIRED:

'EQUIPMENT:

MATERIALS:
(Handouts and
references are fotind
in the participant
Workbook.)

,..

The goali of this session ate to:
.

4

/
1. acquaint the participants with the fIcniv of the DAlvery Task week of the course and

I give the panicipants, the opportunity to decide on their Delivery Task presentation.
. t

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

. specify two areas of study in developing delivery skills and

2. select an area for practice.

.61/2 bours

Flip chart paper, tripod or masking tape, marljers, scissors

Handout 1, DeliverY Task Options

Handout 2, Presentation Evaluation Form
V

Reference 1, Delivery Task Week FV (for flip chart 1),

PRIMARY METHODS: Lecture, discussion, individual actRiity

MEETING
ARRANGEMENTS:. Drawing 6, Informal 'DisCussion setup .

(See "Illustrations cif Varibus MeftinglArrangeMents" in section l Vof this manual.)

d".
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Time SequencorActivities

10 min. A, Opening Remarki

1. Review first week of training practitioners'
clinic:

... .

Forecast activities of the second week, using A2. Reference 1; Delivery.
flip chart 1, Task Week Flow (for

., flip chart 1)..

e-

A

15 min. B. DeliverY.Task Options

1, Refer trainees to handout 1, Delivery Tagk B1. Handout 1, Delivery
Optiongand explain Delivery Task (see Task Optiohs
Opposite).

2. Allow time for participants to read handout 1.

Discuss the options (see opposite for po,ints
to emphasize).

4

4. Note availability of physical resources such
as flip charts, markers, scissors, etc.

5. Answer questions.

15. min. C. ,Pyesentatioh Evaluation

1, Refer trainees to handout 2, Presentation
Evaluation Forms.

138

Cl . Handout 2, Presentation
Evaluation Forms

4.
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Delivery Stet e:,9verview/Task Assignment

Points for Discussion

a

A. Opening Remarks

1. During the first week bi,the TAT program the trainees concentrated on the design of a
learning activity. Two variables that affect the adult learning processthe learner and the
methodologywere examined,in depth..

2. During the second week, the delivery task period, the trainees will examine the other two
variablesthe trainer and the environmentthat affect the adult learning process. Learning
will be structured around content sessions and delivery laboratories. Specifically, trainees
will:

a. study the effects of the physical and psychological climate on training;

6. learn about feedback, both positive and negative;

c.- develop some small grnup skills;

d. present their own learning activities; and

e. receive evaluation of their learning activities from other participants.

B. Delivery Task Options

C.

1. By this time the trainees 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 Rutting
that knowledge to use. By giving the trainees the actual experience of using new methods,
the Delivery Tatik will help them to approach the introduction of nerw methods back home
with greater skill and confidence.

3. Discussion of optionspoints to emphasize:

a. Presentations may be done individually or in groups.

b. Presentations may be segments of the Design rlisk completed in the previous 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.

F.

Presentation Evaluation

1. The evaluation forms are passedettat this point to give the trainees some idea of how their
delivery task work will be judged.
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Session 20

Tithe Sequence of Activities Materials

C. (continued)

2. "cuss the forms (see opposite for potnts
to emphasize).

3. Answer questions.

60 min. D. Choice Period

1. Instruct trainees to take an hour to decide
on their task and determine the manner of
presentation.

15 min. E. Return of Trainees

1. Ask trainees to write down subject and
manner of hosen presentation.

2. 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.

F. Closing Remarks 1+5 min.

(41/2 hrs.) 1. Four and one-half hours'included for prepara-
tion of the Delivery Task.

2. Link to next session.



Delivery Stage: verview/Task Assignment

Ss

Points for Discussion 01r..
4

C. (continued)

2. Discussion of evaluation formspoints to emphasize:

a. The evaluation forms may be altered by the participants at willevaluation pants may be
added, sections may be left out, etc. 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 icales re intended to facilitate evaluation and do not represent a formal score

on the presentatio

Closing Remarks

D. Choice Period

There-are no discussionvoints fo this section.

E. Return of Trainees.

There are no discussion points,for this section.

(

2. The next session, Physical Learning CliMate, will be the first content session on learning
activity delivery.
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Session 21 Physical Learning Climate

GOALVQBJICTIIS:

TIME. REQU IRED:

EQUIPMENT:

MATERIALS:
(Handouts and ,

rqerences are found
in lie Participant
Wo kbook.)

PRIMARY METHODS:

MEETING
ARRANGEMENTS:

The goal of.this session is to make the participants aware of the importance of setting the
physical learning climate for a training session.,

PartiCipants will be able to construct a physical learning climate checklist for their.own future
use in their own-training environment using the NCE checklist as a guide.

11/4 hours

Flip chart paper, tripod or masking tape, markers

Handout 1, Conference Facilities Request Form

Handout 2, Conference Task Analysis

Handout 3, A Physical Learning Climate Checklist

Lecture, discussion, individual task

Drawing 6, Informal Discussion setup

Drawing 2, Workshop setup

(See "Illustrations of Various Meeting Arrangements" in sectkm IV of this manual.)

a.
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Session 21.%
Time Seqyence 9f Activities

3 min. A. Opening Remarks

1. State purpose he day's sessions.

10 min.

15 min.

State sequence of activities.

B. LectureThe Physical Learning Clhpate

1. Define climate.

2. Mite need for physieal comfort.

3. Note two physical comfort factors often
overlooked by the trainer.

C. DiscussionAspects of the Physical Learning
Climate

1. Refer participants to handouts 1 and 2.

2. Ask them to read forms.

3. Discuss the forms from viewpoint of effect
on physical comfort (see opposite).

30 min. D. Individual TaskDevelopinga Training Needs
Checklist

1. Refer participants to handout 3, A
Physical Learning Climate Checklist.

4

144 -09

Materials

Cl. Handout 1, Conference
Facilities Request Form

Handout 2, Conference
Task Analysis

D1 . Handout 3, A Physical
Learning Climate
Checklist



Paints for Disoussion

T-11

ot it

Physi6al Learning Climate-

A. Opening Remarks

1. This sessiomand the'session following both deal with the "climate," or environment and
attnosphere, in which learning takes place. The purpose of these sessions is to show the
trainees how thAearning climate can b defined and understood and hoW it can be manipu-

*

lated for maximum training effectivenesk.
2, There will be two learninkclimate sessio s:

a. The first session will deal with the physical environment.

b. The secondwill focus on the psychological atmosphere.
B. LectureThe Physical Learning Climate.

1. The word "climate" is used in this session to mean the complex network of messages that
are communicated from the physical, organizational, and psychological 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:

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 in obstacle to
learning.

6, 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. DiscussionAspects of the Physical Learning Climate

3. Discussion points:

Point out the function of each form and milie how the elements are arranged.
How could the forms be improved?

What factors affecting physical environment have been left off?
D. Individual TaskDeveloPing a Training Needs Checklist

There are no discussion points for\this section.

130
145
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Session 21

Time Sequence of Activities

15 min.

D. (continued)

2. Instruct trainees:

a. using the.handout as a guide, to develop
a checklist with Additional detail for
their own training situation, as desired.

b. to discuss the task with other trainees

when completed.

E. Large Group DiscussionTraining Needs

Checklist

1. Ask trainees fo share innovative or interest-
ing ideas that arose during the individual
task. °

2. Make teaching points (see opposite).

2 min. F. Closing Remarks

1. Review purpose of session.

146

2. Link to next session.

Materials



Physical Learning Cli Mate

Points for Discussion

D. (continued)

E. LargeGroup DiscussionTraining Needs Checklist

2. Teaching points:

Physical settings always make a difference to the learning climate.
The trainer can manipulate the physical 'etting.
The trainer should be aware of the tendency of trainees to develop their own turf; to

, prevent this, the trainer shquld 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.

2. In the next session the psychological setting of a learning session will be studied. 11
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Session 22
f

Psychological Learning,Climate_

GOALS/OBJECTIVES: The goal of thisjession is to familiarize participants with elerriehts of the psychotogical
learning climate-land ways of controlling it.

By the end of the session participants l be able to:,

1. name three of the five points in the o enness continuum and

N

TIME REQUIRED:

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

PRIMARY METHODS:

MEETING .

ARRANGEMENTS:

2. give an example of the kind of interview goal that can be best achieved through,each of
these three continuum ppints.,

1 hour

Flip chart paper, tripod or masking tape, markers

Handout 1, Setting a Learning Climate
'

Reference 1, The Openness Continuum (for flip chart 1)

Fliti,Oarts 2,3, and 4, Sample Target Groups'(to be prepared from section C2)

Lecture, gtpup discussion, pair exercise
1/4,

Drawing 6, Infrmal Discussion setup

(See "IllustrationS\pf Various Meeting Arrangements" in section IV of this manual.)

\,
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.SOssipn 22 *,

, Time Sequence of Activitie iWaterials

5 min. A. Opening Remarks

State purpose of session.

10 min.

150

B. LecturetThe Psychblogical,Learning Climate

1. State the reason for studying the psychological
learning climate.

4.

2. State the ielationship of the trainer to the
psychological learning climate.

3. State the best time to set a learning climate.

The Openness Continuum.

a. Using flip chart 1, review points on the
continuum (see opposite).

b. Relath the openness continuum to\N

training.

B4. Reference 1, The Open-
ness Continuum (for
flip chart 1)



,

vrr .""7.71"17,7,71,Y,

Psychological Learning Climate

Points for Discussion .

A, Opening Remarks

The purpose of this session is to give the trainees the opportunity to' develop an awareness of n
to practice control over the psychological learning climate of a training group.

B. LectutibThe Psychological Learnins Climate
1., The psychological learning climate is important because:

a. Learning cannot take place if the learrier is urtc17 threat, feels anxious, or ist any psycho-
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 energies to treating the climate most con-
ducive to learning.

3. The best time to set a good learning climate is at the beginning of the training session, when
the learners arejeady 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 thoughtof as lying on a continuum, from least open to wide
open. Points on the openness continuurti are as follows:
(1) Least opendistussion of impersonal things, such as "our work" or "what we do in our

region." Good for high-content delivery.

(2) More openpersonal discussion, such as "my work" or "what I do." This stage is good
for job.training.

(3) Still more openpersonal but factual discussion, such as,"what I like or dislike about
my job!' Still good for training.

(4) Focused openness-,--nonfactual;affective discussion, such as "what I'm afraid of" or
"what I do badly or well." Good forgchieving affective goals.

( Points beyond this,are not usually appropriate for task-oriented training groups but are
ppropriate for counselor training programs and the like.

b. The tr ner should consider the openness continuum in his or her planning:

(1) He or e should consciously decide which point on the continuum will best enable him
or her to thieve his or her training objectives, as the degree of openness is in direct
relationshi to the natdre Of the goalsand the success of training,

(2) An inappropr ,txes degree of openness is often the cause of problems in a traibing session.

13.1j
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Session 22

Time Sequence of Activities
.110011.114110

10 min. C. Group DiscussiOnSelecting the Appropriate
Degree of Openness .

1. ° Uncover flip charts showing target groups
and training goals one by one.

2. For each target group, have trainees discuss
what degree of openness would be appropri-
ate (see opposite).

152

Pair ExerciseControlled Openness Interviewing

1. DiVide trainees into pairs.

2. Instruct one member of each pair to inter-

, view the other member, taking 5 minutes,
and finding out:

a. oneshing the interviewep likes about his
or her job,

b. one thing he or she dislikes about at,

c. one thing that interests him or her, and

d. one thing that motivates him o hers,

3. Instructtrainees to reverse roles and repeat
exercise.

4. Reconvene participants.'

5. 'Lead discussion,of exercise, using discussion
questions opposite if necessary.

00,

C1, Flip Chart 2, 3, and 4,
Sample Target Groups

,



Points for Omission

C. Group DiscussionSelecting the Appropriate Degreeof Opensess

r.

Sarnia% target groups and.training goals:

.

Physiciane,inform.about new treatment facility,
J

Senior Army officersAnfotm.about Army regulattons

Inservicecounselortrainingempathy training. .

A'pprbpriate degries.Of opennesS.for the sample target'groups:

Physiciansleast open becausethis situation requires a high-content delivery.
, Senior Army offiCersleast Open because officer's are more used to a highly .struCtured

learning environment and.arenuire comfortable in it...

Inservice counselor training4Ocused.openness because. it is apriropriate for achievement
of affective goali.

-,Pair Exercise,ControlledOpenness Interviewing

Climate

2. The purpose of this exbrcise is for each interviewer te experience thefeelhl of coritrpl Over
the interview and tO.discover the kind of openness and trust levels he' or she, can establish.

5. Disclission questions:

wo. 'Was it easier to be.the interilewer or the interviewee?

Was a degree *rust between partners established?:

- Did each interViewer know what information he or she was after and how to get it?
Did the interviewer feel that the communkation was under his orher ,control?

g
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Seisslon 22

Tillie Sequence of Activities

5 min.

is

154

Materials

E. Closing Remarks

1. Refer trainees to handout 1, Setting a
Liiarning Climate.

Ask traibees to read handout 1, which
summarizes the points made about the psy-
chological climate, on their own time.

Summarize(the.twosessions on learning
climate.

1

2.

Link to next session.

El . Handout 1, SeIgng a
Learning Climafii

.1

4

A



Psychological Learning Climate
P int for Discussion 4'

E. Closing Remarks

at

3. In these two sessions the impottance 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 Climate elements. --

4. The trainees, now that they have learned about the elements of tloe learning climate, may
wish to apply this knowledge immediately to their Delivery Tasks in the work session that
follOws.

9

155



.

Session 23 Feedback

GoALS/OBJECUES: The goal of this seision is to familiarize participants with the process of giving and receiving
feedback and various kinds of feedback between persons.

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

1. distinguish-between the three feedback levets of observation, inference, and feeling and

2. name three forms of environmental feedback not commonly noticed.

TIME REQUIRED:

EQUIPMENT:

MATERIALS:

PRIMARY METHOD&

A ANGEMENTS:

01!)

.

40 minutes.

Flip chart paper, tripOt1 or Masking tape, markers

Flip Chart 1, Types of Feedback (t0 be prepared from section B)

Flip Chart 2, Feedback Process (to be prepared from section B)

Lecture, individual and pair ekercises, discussion

Drawing 6, Infottnal Discussion setup

, (See "Illustrations of VarioUs Meeting Arrangemerrts" in section IV of this manual

".
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''S,es.asion 23

Time Sequence of Activities Mativia Is

3 min. A. Opening Remarks..

State purposes of this session.

5 min. LectureFeedback
State purpose of studying feedback.

2. State types of feedback. 132. Flip Chart 1, Types of
Feedback

3. State advantages of good'communication
levels.

4. Discuss listening and being attuned to
feedback.

1.5 min. C. Eye Focus Exercisef
1. State purpose of exercise.

2. Divide trainees into pairs.

I)

158 14 ,
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Points tor Discossion

40.4......41Rmlwowobow.

A. Opening Rentarks.
.

. ,

.. The purposes of 'this sesslop.are.io enable the traineektO develop an awareness of the ever-preient
phenomenon of feedback and to help them acquire skills in conmiunicatiorcand feedback.
.LectureFeedback _-

1. By sttidying how 'feedback works it is.possible to develop ways.of improving it as a source of
communication between trainer and trainee.

2. Feedback may be:

a. verbal, in the case o contentleedback, or

b. nonverbal, when psychomotor activity b involved.

c. When verbal and nonverbarmessage; are in harmony the,communication is experienced
as genuine and believable.

3. Empirical evidence indicates that the better the ComMunication level is, the better the
training situation will be in (terms of:
a. openness,

b. learriingo

c. creativity,

.d. work, and

e. goal achievement.

4. The trainer needs to monitor the feedback from the learner
the learning activity. Listening to feedback is a three-step pr
a. Observation., including: .

(1) hearing the verbal content of the messages,

(2) hearing the feeling tone behind the words; and
(3). seeing the nonverbal messages transmitted movemeritS.

b. Inference, or drawing concluSions from incoming data. Such inferences may always be
checkect with the learner for accuracy.

N.

order to direct the flow of
est,:

c>Emotions.or feelings, which should always be acknowledged, so that reactions on the
basis of past experience may be prevented from interfering with present learning conditions.

C. Eye Focus 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,

co,
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C, (continued)

3. Delivering instructions smoothly and slowly, ,
with pauses where appropriate, tell trainees
to:

15 min,

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. ,

A

c. Move hands to the side of the head, just
beyOnd the limits of peripheral vision.

Discuss exercise, using discussion questions
opposite if necessary.

D. Here and Now Exercise

1. Divide t r(%inee into pairs. 71?

2. instruct o e member of the pair to ask the
other to tell what he or she observes and then
remain silent.
Instrud the other member of eaCh pair to
describe to the Wit exactly what he or'she is

observing at the present montent, in the here

and now, with no infetences;Ieelings, or
conclusions.

4. Allow 3.minutes for the exercise.

5. instruct trainees to reverse,roles and repeat
exercise.

(
4

1 \
6. Discuss the exerckes, using 4 uestions for

discussion opposite if necessity.

\ Iti
4

' 4
4 %

,.

4
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ee.dback I

iPoints for Discustsion

4

C. (continued)'

4. Discussion que.stions: .

01

131
What new sounds did the trainees hear that they were unaware of before the exercise?
Were they aware of the extent of their peripheral vision as shown by moving their hands
with their eyes locked forward?

Can feedback from the environmeht ever be totally preventedi
D. Here and Now Exerdise

ar.

6. 'Questions and points for discussion:

Was it possible to limit what was being describe- d absoluiely 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 t*/ observe; this is
what gives rise to subjective feeling.

g.

r

161
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Time Sequence of A0Mtle's

Closing Re

1 . Review session.

2. Link to next session.

4

Materials

('

.;



Points for. bisoussion

E.. Closing ReMarks

1. During this session the trainee has.been shown that feedback is preent in every,sitOation, .

even the most controlled, and it is'necessary for him or her asa trainer to be reeeptive and
'aware of this feedback.

In the next session the trainee will learn about the two ItInds of feedback: negative and
positive.

(

eta.

rtf
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Session 24

GOALS/OBJECTIVES;

TIME REQUIRED:

EQUIPMENT:

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

PRIMARY METHODS:

MEETING
ARRANGEMENTS:

Feedback II

The goal of this session is to Increase understanding of and skill in r4eiving aqd giving useful
feedback...

By the end of the session participants will 'belable to:

1. name three of the flve rules of giving feedbck and

2. apply all five rules by critiquing a draMatization in Which negative feedbck is given.

11/2hours

Flip chart paper, tripod or masking tape, markers

Handout 1, Rules of Feedback

,

Flip Chart 1, Negative FeedbaCk Task Instructions (optional: to be prepared from section C)

Flip Chart 2, Positive Feedback. Task Instructions (optional: to be prepared from section D)

Lecture, group dramatization, discussion

Drawing 6, Informal Discussion.setup

Drawing 2, Workshop setup

(See "Illustrations of Various Meeting Arrangements" in section IV of this manual.)

( 1417

ler
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Time Sequence of ActivitieS Materials

3 min. A. Opening Remarks

1. State purpose söf this session.

2. State sequence of activities.

15 mirr. B. The Rules of Feedback

1. Refer trainees to handout 1, Rules'of
. Feedback.

2. 411teview the five rules.

35 min,

166

C. Negative Feedback Exerdse

1. Set up exercise:

a. Make introductory remarks.

b. Describe exercise.'

V)

c. Divide trainees into groups of four or five.

d. Instruat all trainees that the dramatliation
. should be constructed around a training,

management, or counseling situation, with
one person playing the role of trainer, and
the rest asparticipants.

e. Instruct hakof the groups to prepare a
dramatization in which the trainer receives
negative feedback..

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.

14 9

81. Handout 1, Rules of
Feedback

Cl e. Flip Chart 1 , Negative
Feedback Task Instruc-
tions (optional)

z
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Points for DiScussion

A, Opening RemarkS
e... .,

1. The purpose of/his session is to give the trainees praatice IR giving and recehling the two
4 .

kinds of feedback: positive and negative.
. . to'

2. This will be"accomplished through two grouP dramatizations that will illustrate thecorrect
way to handle each type of feedback.

.

.

The,Rules of Feedback / g. ,
1

,
,

Feedback 11

\

Rules of fóedback:

a. It_should be requested by the-recipient and remain under his or her control,:

b. It should be specific and refer to things, places, and °events; not people, '

c. It should be directed to behavior or events which are amenable to change.

d. It should be current.

e. It should be related to,lnd limited to, the goals and objectives of the training program.

'Negative Feedback Exerciski

la. Both giving and receiving negative feedback arouses anxietythe one because it raises fears
of being destructive, and the other because it might lead to being hurt. The purpose athis
exercise is to give practice in handling n'egative feedback situations.

b. In the exerciie the trainees will divide into groups of riot more than four or fir. Each group
will have 15 minutes to prepare a dramatiz ion of a situationTnvolving negative feedback.
Each group will then present the draniatiza ion to the others.

1

149

vit
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Session 24

..717

rime Sequence of Activkla$ Material

(continued) 4

3. Present dramatizations:

a. Limit each drainatization to,54,ttninutes.

1%. Discuss each dramatization, using dis-
, cussion questions opposite as needed.

4

35 min. ) D.- Positive Feedback Exercise

1. Set up exeydise:

a. Make introductory remarks.

b. Describe exercise. ,

.02 min.

168 .

c. Repeat all steps of previotis exercise, sub-
stituting positive for negative feedback.

E. Closing Remarks

1. Review purpose of session.

2. Link to next session.

r

-

.

D1c. Flip Chart 2; Positive
Fiedback Task instruc-
tions (optional)

A
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Points.for Discuisiim

(continued)

3b. Discussidn questions:

. What.principles of feedback did the dramatization illustrate?

What rulits were violatedr

. Is negative feedback better presented ver ly or nonverbally?

, D. Positive Feedback Exercise
\':)

_1a. Positive feedback also arouses anxietythe giver wonders if he or she is being sincere and
the receiver ciuestions whether the.teedback is real.

b. The feedback exercise just cdmpleted will now be repeated to illustrate the techniques of
giving.and'receiving positive feedback.

al
gp-

5

. Closing Remarks

1. The 'purpose df this session has been,to give the trainees practice in the difficult art of giving
and receiving feedback.

2. The ability to give and receive feedback is especially important in dealing wit4 small groups,
which will be the subject of the nex't session.

1 51
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Session 250 Small Gioup Skills
4 a

'GOALS/OBJECTIVES: The goals of thisseision ore to:

1. Introduce thi participants to the technique of observinagroup processes and %

2. familiarize the participants with some ways of Making interventions in the group activity.

By tlie end.of this session 4rtiipants will be 4ble, to:

1. demonstrate their understanding of observation techniques by selecting appropriate exam-
, ,

ples from a group dramatization to illustrate coMmtinicatiOn patterns, group decisionmAing,
and,sroup needs and

A

2. analyze and evaluateintervention techniques suggested by trainee group for one resolution
of a'critical incident.

TIME REQUIRED: 2'A hours

EQUIPMENT: FUp charlOpaper, tripod or masking tope, markers, video tape equipment, large name badges for
'role players to ,wear,to identify their characters, paper and pencils

s

MRTERIALS: Handout 1, What to Observe in a Group
(Handouts and Handout 2, The Situation Role Descriptions
references are found

Handout 3, Grtup Process Note Sheetin the Participant . -

Workbook, except Handout 4, Interventions
handout 2, Role Handout 5, Bypasses for Roadbiockers,
Descriptions (in
Section IV of
this manual.)

,PRIMARY METHODS: Lecture, group dramatization, discussion, small group exercise
.1

MEETING
ARRANGEMENTS: Drawing 6, informal Discussion setup

Drawing 2, Workshop setup

(See "Illustrations of Various Meeting Arrangements" in section IV of this manual.)

i 5? 171



rime Sequence of Activities Materials

5 min.

15 min.

A. Preliminary

1. Secure eight volunteers to take part in the
follovring group dramatization.

2. Tell them they will be playing parts, to be
described later, to illustrate group interactions.

Openi411,emarks

1. State purpose of tills session.

21 State sequence of activities.

C. LectureWhat to Observe in a Gioup

). Refer trainees to handout 1, What to Observe Cl. Handout 1, What -tO
in a Group, which is the basis for the lecture. Observe in a GEoup

24 - Discuss techniques of group observation,

3. Review the three stages of an evolving group.

4. Answer questions.

60 min. [3. Group DrimatizationStaff Meeting

1. e Describe activity.

172



Small Group

Points for Discussion

A. Preliminary

There are no.discussion points for this section.

B. Opening Remarks
>

1. The purpose of this session is to introduce the trainees to the subject Of group observation
and to the techniques of intervention, as well as to give them practice in using small-group
skills.

2. This session will center around two activities:

a. a dramatization that will serve as a model for group obselvation and

b. small-group dramatizations of intervention techniques.

C. LectureWhat to ObserveTh a, Group

2. Group observation'.

a. Group observation should include both cdntent 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 notice how the group finally acts: how the decisions are made and
by whom.

3. The needs and productivity of a group change with its age. There are three principal stages
in the evolution of a group:

a. Infancy7The group is a collection of individual personalities displaying approach/avoidance
behavior to one another. The trainer will need to give personal attention to each member.

b. AdolescenceThe group may now be characterized by aggressiveness, as the individuals
form factions and partnerships and leadership and group norms are established.

c. MaturityThe 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.

D. Group DramatizationStaff Meeting
1: Eight traineeskive consented to dramatize a classic group situationthe staff meetingfor

the benefit of the rest of the course 4tiembers. 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 fpr further observation and then a discussion of the group dynamics that were exhibited
in the dramatization.

173
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Tim Sfiquence of Activities

D. (continued)

2. Assign roles to volunteers and pass,out a
description of each role tO the appropriate
individual. (ParticipaOtiare to fee only their
own role, descriptitms.) Give each a,,badge
with the name, pf 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, Group Process
Note Sheet and advise all viewers to make
notes on processes they will witness.

7. Run video tape.

II. Discuss the dramatization, using questions
for discussion opposite if necessary.'

9. Ask the role players to read their character
statements to the audience.

10. Summarize dramatiiation and link to
intervention section of session.

10 min. Break

10 kn. E. LectureIntervention Techniques,

174

1. Refer trainees to handout 4, Interventions
and handout 5, Bypasses for Roadblockers
and allow time for participants to look
over briefly.

2. Define intervention.

3. Rtview when interventions are made.

1

D3. Handout 2, The
Situation

D6. 'Handout 3, Group
Process Note Sheet

El . Handout 4, Interven-
tions
Handout 5, Bypasses
for Roadblockers

.

0.
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Points for Discussion

D, (continued)

Small Group Skills

I
4. In order to allow the role players a chance to observe group process the dramatization will .

be viewed on video tape.

op

V

8. Questions for discussion:

What kinds of comMunications patterns wereobserved?

How were group decisions made?

What group needs and individual needs ytere evidenced? /AP

Who made attempts to focus the task or to lead the group?

Who agreed or disagreed wijli whom? ,

, &, # 4
10: During this dramatization trainees have been shown what to look for in the small group .

process. In the last part of the session they will learn what to do or say when they observe
the group getting off track.

,

E. LectureIntervention Techniques
1. The handoutt show several types of intervenlions, The major kinds'are task and climate

interventions. Interventioni may use humor, if appropriate.

2. An intervention is an interrujition of an ongoing group activity 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 speededup.

lot ,

I 5 6
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Time Sequence of kilt/Nes Mater Ipls

E.444icontinued)

4. Review who can make an intervention.

10 min.

5. Review why interventions'are made.

F. Gioup-Discussionlntervenflon.Techniques

1. Ask trainees to give exaMples of interventions
from the staff meetingdraMatizatio4 observed
earlier.

2. Read critical incident situation (see op`posite).

3. Discuss how to handle the incident, using
questions for discussion (see opposite).

40 min. G.- Small GroupExerciseIntervention Techniques

1. Describe activity (see opposite).

176

2. Divide trainees into groups of four'.

3. Allow 15 minutes for preparation:

4. Have grouiis read their incidents:

a. Allow 5 minutes for each presentation and
discussion.

b. Use questions opposite for discussion after
each presentation.

If

,

CI
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Small GrOpp Skills

Poin for Mcussion

-E. (continued)

4. The intervention can be niade by a group member as well as the trainer. If a nonproductive
situatiqn 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 prdeess.

5. Interventions are mide to:of

.a. maintain the balance of a mature group,

b. maintain the group process centering on the task, and

c. maintain the learning climate of the group.

F. Grodn DiscussionIntervention Techniques

2. Critical incidentA trainer is in the micldle oi a training session. Participant X comes in late
again and begirwasking questions. This.ls the second day of the course, and he oe she has
done this three different times. No one has yet called it.to hiS or her attention.

3. estions for discussion:

Should the trainer intervene?

if so, how, and when?

Ask trainees how they would handle the situation.

G. Small'Group ExerciseIntervention Techniques
1. Small groups will construct a 'critical incident, such as the one lust discussed, including an

example of intervention by a trainer. '

4.1

4b. Questions for discussiow,

Why was this form of intervention chosen?

Wlqat other interventions were considered?

Was-the intervention climate- or task-related?

What was the effect of the dramatization?

Teaching points to elicit:

Interventions are influenced by many variables.

They are very unpredictable,

Interventions can be detrimental as well as useful.

177
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Time Sequence of Activities Materials

10 mm. H. CloSing Rernaits

1. Simmarlie mission.

178

04,

+.1

Link to Delivery Task presentation period.

4



pr011 GroUp Skill#.

Points for Ditcussion

\ ,Closing Remarks .,

. ,1. During thli session the participants have learned that the trainer is-cOnstantly observing the
trainees and .how their activities conform to the goals and objectives pf the program. He or
she has learned how to make au intervention in a group procesko protect the learning
climate and/or to focus the task.

, .

The rest Of the training.program will be devoted the presentation of the Delivery Tasks by
the trainees.

4

.1

tr'

1 79
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Session 26. De very Task Presentation and Evalluation

GOALS/OBJECTIVES: The goal's of the. ;livery Task presentation are to:,

1. give the partidpan practice in using unfamiliar delivery techniques and

TIME.REQUIRED:

EQUIPMENT:

MATERIALS:
(Handouts to be
found in the
Participant
Workbook.)

, give them ex once observing and evaluating delivery techniquekof others..

During the presentition perio participants will deliver their own learning activities and evalw,
, . te presentations by others, Bec se this part of the training program is performed by.the

trainees themselves, the few notes ; ven on this session refer to the beginning of the session
and are inserted to remind the traine f some important points to make before the presenta-
tions begin.

r
Depends on the number of participants. Allo at least 40 minutes for each presentation,

PRIMARY METHODS:

MEETING
ARRANGEMENTS:

4

Participants should be responsible for equipmen for activities. Video tagkequipment is
recommended for the evaluatiOn activity for playb k and assessment.

Make sure there are plenty of evaluation guides available; participants are responsible fork pro-
viding their own materials.

Handout 1, Evaluation Guide (from session 18)

Reference 1, Presentation ScOedule (prepare ahead of time)

Depends on pafticular presentation.

Depends on particulat Presentation.

4;

I
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Time Sequence of Activities

A. OPeidng.Remarks

.iniroduce presentation period..

2. State rolLpf trainer during the presentation
period,

B. Reminders to Trainees

1. Instructions to evaluators.

2. Time:

a. Announce time restraints.

b. Announce schedule of, Design Task B2b. Reference 1, Presenta-

presentations. tion Schedule

C. besign Task Presentations

1. Turn session over to first presenter.

2. Follo'wing each presentation, have presenter
ask for comments, as time allows.

Closing Rettiarks

81. Handout 1, Evaluation
Guide (from session 18)

6



Delivery Tfisk Presentation and Evaluatibn

Points for Discussion

A. Opening Remarks,

1/

1. The finat section cif the training session wilt 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.

c. Trainees making presentations should consider the trainers to be members of the grourgo
B. Reminde11 to Trainees

la. Presenters may wish to have audience evaltiate them in specific areas, in which case they \
should notify the audience before starting the Presentation.

5 \h. Presenters are to select two trainees to act as intensive.evaluators before the beginning of \
tke]presentation.

c. 'Presenters are to make sure the audience has enough copies.of the evaluation guide if use
of this aid is desired.

2a. Presenters will be held to the allotted amount of time., give or take a few seconds.,

C. Design Task Presentations

There are no discussion points for this section.
4,

D. Closing Remarks

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.

a
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A .Note to the Trainer Regarding Needs Assessment 189,,.

.Minicourse Assesshiént Form .
, 190
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.. . 4,, 194
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Participarit Pre/Post Cognitive Test
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.
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a

Secretary's Role

4 tl'
r.

4. di

4

e
F.

us, SecretarV has only been on the job 2 montiv:and Has riceived nno training or education aboutilcohOl or alccp-

-holic people. He'or she Is afraid of "drunks." He orshe isjlsO reluctant to-admit this feanoto anybne Paround thiti

p)ace." Hepr she needs the job and wants.to succeed.

4

4 ,

411

Senior Counselor's Role
7i 7

/"

The Senior,Counselor is an A.A,:membh. All'hki she knows about Antabuse

., and the 'information has been cotlraalctocy. The other counselors in the

e senior counselor is suspicious of "shrinks" and believes chemotherapy 'to

loveS A.A. and is very, defensive abOut its effectiveness. The senior counsellor d

suspicious of his or her motives.

4°.

4 Director's Role

9:

. o'

...A t41
4.

0

, -Appal 1()
klaii\dout 8

rw'

is what he or she has heard in
Agency are in the same-3Ituation.
tin extreme measUre. He or she

s not knclw the interviewer and is

44

Session,10
bientrout 9

The Director feels that time spent on Paperwork is not as valuable as time spent in pounseling. Therefore, the

staff has never been taught how to kcp cli.ent records and oganizafional priorities would have to change

before the proper atmosphere woul exist to support careful t ordkeeping.

# The director is reluctant to admit. this even to himself or:herself. He'or thp usually blames the staff for poor /
4. records.

, .
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Role Docriptioris
[Note to trainer: Copy arid pass roles Out individually, one to a player. Do not give playOrs copiei of roles other
than their own.] ..

^

Sins* 2$
ilandbut 2

Director:

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 tIle administrator. .

Administratoh

You are hard working and overworked. You do not believe your role is to ma.ke administrative decisions for .5

the agency, but you are more than willing to carry outithose requests that the director makes Of you.

Social Worker:

You are youv, intelligent, and well (rained in clinical social work but lack agency experience. YOU often
feel unsure of yoursel(,*cliscq0raged with yotir mistakes, ancranxious,to learn fiom others more experienced.''

.rsychologist:

Rebttively new to the agency, you believe it)acking in bog-Mira direction and good administration and
believetyou coulddo a better job at both. You are a good psychologist, hbwever, andibelieve you can catch
more flies with, honey Om vinegar.

Counselor I:
A

You are easygoing, liOble, and willing to go along with any deCision. You have a good sense of humor and
like to clown.

: Counselor II:

You are w011 traintd, have. 2 years' experience, and are very serious and,intense about your work. You
6elieve the psychOlogist'is just 4/hat the agency needs.

Counselor III:

You have been sober for 3 years ana.have been a counselor for approximately a year. You rely heavijy on
A.A. for help with your clients. You have trouble staying in the here and Ow.

Counselor IV:
v.

Yottaremiddlo aged, have a wealth of experience in a variety of agbricios (tioth good ;Ind bad), and are in
A.A. 12-steervoric. Your modest salar'Yxb supplemeated by a gerieroo Afty pension (you retirpd as a full
colonel). You are Ature, wise, and moderate. The grateful 6enefactor was ybur sclient.

r. V

)

)

1 6 187
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Obtainil Resource Materials

40'

.1

The facilitator vAll need a copy 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 ))ublic library or other

local educational resource center such as a community college or university extension,

Goal Analysis (for USQ in TAT session 4)

Robert F. Mager
Lear Siegler, Inc,/Fearon Publishers
6 Davis Dr.
Belmont, Calif. 94002

Analyzing Performance Problems (for use in TAT session 8)

/ Same author and publisher
cr,

Preparing Instructional Objectives ((Or use in TAT ses'sion 12),

Sameauthor and publisher .

188
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A Note to the Trainer Regarding Needs Assessment

a

The target audience for whom this training program was designed is described on page 2 in.sectik I of this
manual. On the following pages are forms to help determine more-Precisely the needs and intergts of the targetaudience,as a basis for planning a minicourse or some other modification of the total course.
Two sets of forms are provided: one for selecting a miniZourse and one for selecting individual, sessions. Each set
consistS of two parts: an assessment form to send to prospective participants and worksheets forAabulating theirresponses.

The assessment form should be sent to prospective participants along with.a Cover letter announcing the course
dates, location, and other descriptive Information,Qas well as instruciions for completing and returning the form.
The tabulation of responses can be accomplished by using the appropriate Worksheets. Step-by-stop Instructions
areincluded for determining the minicourse or session most participants are interested in.
The assessment for)fis and rabulation worksheets provided are:

Minicourse Assessment Form

Tabulation of Minicourse Assessment FoETs,

Session Assessment Form

, Tabulation of Session Assessment Forms

Please note that these forms aro provided only as models and may be adapted by the trainer to fit a particular
situation.

ft

168
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inicourse Assessment FQrnii,

(for 1 to 2 days of training) Js

The training program you are invi ed to apply to attend will lasl:

(to be checked by trainer)

. 1 day

2 days
*,

>

,

***************
, . I

.
-..

.
.. .

. .

In tho space pp:A/idea beloW, rank the following minicowse tótics in tho order that represents your strongeit

training needs: (1 = strongest;.5 = weakest)

(A) Assessing Organizational Training Needslearning how to identify agency needs, problems, and

concerns that can bo addressed by training (eday) .
. 1

_

(B) Assessing Individa Training Nbgdslearning how to ascertain the training needs of agency staff

(1 day) ,

(' (C)
t ,

(Defining Training Outcomeslearning how to define The outcomes/expectations of a training event

'(2 daysdo not selea if program runs only 1 day)

.

(D) Adult Education Theory and Tochniqueshow adults.learn and how their learning is facilitated (1

day)

(E) training Group Discussion Leaderhow to get groups of adult learners tb work productively (1 day)

Letter .
Full Title of the 411n/course

2.

.

3.

4

S. al

r
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411
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Tabulation of Participant
Minicourse Assessment Forms

(for 1- to 2-day program)

1. Count up tAe number of 1 ratings received for oach mhiicourse and multiply by 5 to got courie.score:

..

Minicourse # of 1 ratings , Seore

A.

B.

C.

D.

E.

Assessing Organizational Training Needs
...

Assessing lndivldfaI Training Needs

Defining Training utcomes
I

Adult Education T \oarY and Techniques

Training Group Discussion Leader .

.
.

(..,

X 5
c.

X 5

X .5

X 5

X 5

'
`----

.

)

2. Count up the number of 2kratings received for each niinicourse and tnultiply.by 4 to get score:
I.

.
.

Minicourse
.

# of 2 ratings
...

Score.

/
A. Ass'essing Organizational Training Needs

B, Assessing Individual Training Needs.
o

..

C. Defining Training Outcomes ;

1

D. Adult Education Theory and t echniques

,
E, Training Group Discussion WO,.\

.

i

\
.

.

X 4

X 4

X 4
.

X 4

X 4

.,

,

\-
.

tt



J' r

I.

3. Cotlitt up the humber Of 3 ratings received for each minicourieahd midtiply by l.to'gg sore:

:
.

Minicourse i: # of 3 ratings
.

,

Score

A.

B.

C.

D.

E.

Assessing Organizational Training Needs

Assessing Indiyidilal Training Needs

. , .

Defining Training Outcomes
..,-,

.

Adult Education Theory and Techniques

Training Group Discussioti Leader .
i 0

A

.

"

.

X 3

X 3

,

X 3

X 3

X 3
0

mw171waliwa:

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

.--....4.

._,......_-_-

4. Count up the number of 4 ratings received for each minicourse and multiply by 2 to get score:-

I.

.

Minicourse
,

.

# of 4 ratings Score

-
A. Assessing Organizational Training Needs

B. Assessing lndMdual Training Needs

C. Defining Training Outcomes

D. Adult Education The and Techniques

E. Trainfng Group Discussion Leader..

,

X 2
. .

, X 2

. X 2
-,....

X 2

X 2

,

J

_________

________

________

________

114

5. Count up the number of 5 ratings received for each minicourse and make that number the score:

.-

, . .

Minicourse

, 8

# of 5 ratings Score

-,

A. Assessing Organizational Triining Needs
,

...
B. Assessing Individual TrAining Needs

C. Defining-Training Outcomes
,.

..

D. Adult Education Theory and Techniques
.

E. Training Group Discussion Leaden
.,

e 0
,

0 .
________

----
.

. -,-----

192
50



)

ro under 1-5 to get cumulative scores:

.

Minicourse.
.or

.

Score
from

1
,

Score -:)Score
from from

2 3

Score ,, Score
from from Total

. 4 S

A. Assessing

Organizational
Training Needs

.

.
.

.

B. Assessing

Individual
Training Needs

,
. .

.
.

,

C. Defining Train-
ing Outcomes

.
.

D. Adul E uca-
tion T ry and
Techniq es -

.

,
E. 'Training G

DiscUs,sioh

Leader
.

oup

. ,

.

.

7. Select the minicourse with the highest score.'

.0



!,

0.

Ses1 on Assessment Form

In the space provided below; rank the five most important session topics in the order that represents Your strong-

est training needs. (1 = strongest; 5 = weakest)

(A) Basic Assumptionsan understanding of the basic principlfis underlying adult learning (45 minutes)

(B) Goal Analysisdealing with "fuzzies": know how to develop clear and adequate outcome statements

(1 .hour)

(C) Instrylonal Objectiveshow to formulate specific learner outcome statements (1 hour)

(D)' Adult Learning Theorycovers Malcolm Knowles' analysis of the four basic adult qualities that affect

adult learning (1% hours).

(E) Psychological Learning Climatehow to treate a climate that enhances learning (40 Minutes)

F.) 'Feedback Iground rules for giving feedback in group learning situations (40 minutes)

(G) Feedback llpractice in applying feedback ground/ules (VA hours)

(H) Small Group Skillshow to analyze the dynamics of a group that is/is not working well (2'A hours)

(I) (Other session(s). trainer. would like to adapt and rim)

Letter Fa Title of the Sesslon

a.

4

5.

194
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Tabolation of $essionessm.ent Forms

(for conducting. Individual idIssions)

1. Count up the number of 1 ratings received.for eaci4ession and Multiply.by5 to get course score:

:Session
' )

# of 1 ratings

, .

Score

A. Basic Assumptions

B. Goal Analysis

C. Instructional Objectives

D. Adult Learning TheorY
..

E. Psychological Leaining Climate

F. Fdback I ,

.

G. Feedback II

11: -Small Group Skills

I. Other,Session(s)

i

-

,

,

i

.

X 5

X 5

X 5

X 5

X 5

X.5

,
X 5

X 5 ',
I+ '

X 5

_______

,
o

,
.

._...,___E -

, 01



2,,Count up the number of 2 ratings received for..each session and multiply by 4 'to get score:.

Session
.

# of 2 ratings . Score

. ,...,

A. Basic Assumptions
., .

B. Goal Analysis

C. Instructional Objectives

D. Adult Learning Theory

E. Psychological Learning Climate
r

1

f. Feedback I

G. Feedback Il

H. Small Group Skills
,

I. Other Session(s)

.

,

'

.

e .

-----_,,

,

. 1

X 4

X 4

X 4

X 4

. X.4

. ,
1

, X 4
,

X 4

X 4

.

.._...
---..,.
_.--,..

________

.

.

.

,
,

3. Count up the number of 3 ratings received for each session and multiply by 3 to geLscore:

Session # of 3 ratings
._

Score.

A.Basic Assumptions

B. Goal Analysis

C. Instructional Objectives ,

,

D. Adult Learning Theory

E. Psychological Learning Climat

F. Feedback I ,

G. Feedback II

H. Small `Group Skills

I. s Other Session(s) .

.

P

.

, '
.

X 3 ,

X 3

X 3 ,. .

X 3 --,------

X 3

X 3

X 3 _________,..

,

.

X 3

196
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4. Count,0 the numher of 4 Tatings receiVed for eath ieSsion and multiply by 2 to get score:

, , .

Session ,.
,,

0

of 4 ratings
.

. . Store
,

. .
.

A. Basic Assumptions , .

.
,

B. Goal Analysis
.

.

C. Inttructional Objectives

IX Adult Learning Theory

E. Psychological Learning Climate
,

F. Feedback I

1

G. Feedback II

H. Small Group Skills

I. Other Session(s)

.

.

..,

.

,

. ,

:

t

.

.

X,2'

i
g 2

X 1,

X 2

X 2 t,

X 2

X 2

X 2

X 2

________

________

________

.--
.

5. CoUnt up the number of 5 ratings received for each session and make that n`umber the score:

-. ...

Session
.

. .

? . .

# of 5 ratings

.

nr___,Skore

o

A. Basic Assumptions

_

B. Goal Analysis
.

C. Instruciional Objectives

IY.: Adult Learning Theory

E. Psychological Liaming Climate

F. Feedback I .

G. Feedback II
.

I-1: Small Group Skills

I. Other Session(s)
,

.

,

,

$

P

. ,

.

,

,

.,

- ,

.

-



.

0, Add score of each mInkourse tindei' 1,5 to Ot.cumulative4cores:

\

Mlnicourse

Score
from

, 1

,

Sore .

frOm,

.

Score

from,
3

. Score

from
4

...

Score
froM

5

.

Total

A. Basic

Assumptions . .

. .

. Goal Analysis . . .1 /

C. i n s truc don al

Objectives
,

e .

,

, ,

4

D. Adult
Learning

..

Climate

,

,

.
. .., ,

.,

E. Psychological
Learning

'Climate `'
'1

.

.

.
,

F. Feedback I i
,. .

G. Feedback II
.,

,

Fl.

4

Small Group
Skills ,

. '

il. Other Session(s) Q.......0.

,
. ..

7. Select the session(s) with the highest score.

Nib

A

si

#

a,

A'
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A/

ni

: .

I LOSTRATIONS pF VARIOUS MEETINGAliRANGEMENTS
. .

.

1. Round Table Dikpussion

,p,000

*Po

00000

900 0'00
*

. Auditorium

:okft

0000000000000000
SYMBOLS:

0000
0000
0009
0000

Chai`r

r

4. Workshop

Ooo oo
000
i000

D
00-Cr

r

000
,

7..
Theater

a 4 3

44

1

Informal Discugsion.

- D

Desk or Table ru Podium'

199

;

11

4



4(.6

,

4tb

'77777.77,1 .

Presentation Cue
4,

Cards

a

(pNal eile.Sot .

,r .

r .

P

'

.. .

s

d V4,s

,;r. 171..

*

;

4

.

A

4

media
materials

,equ'ipment

Re2ference 1,

(for flip
410;1)

Reference 2

.4

SeOlon 11 .Adataitiot. Training Group Analysis
'

A. Openihg remarks (2 minutes) 4
°

',Purposeto provide criteria for determining composition of training groups- .
B. Lecture and discussion (10 minutes)

4

"
A

Teaching points, mixed ago grouplexposure to.breadth
s6.

Selection can be based oh common needmost usual.

Selection-may be- based on shared or mixed characteristics,

and alsadvantages.
4

4 role conflict;

-4;

which has both advantageii

of experiences vs. possible

Ved s.ocioculfural' groupoppertunity for mutual understanding
.. .

.vs.,comniunication difficulties; and
mixed training/education experienceopportunityfor poor teaching

vs. adverse effect of oversimplifitatibm on Sophisticated pailticipants.
. . ,,

Learners must all be reldy and willing to learn.

All learners should have similar time and resources available.

`op
91, I

1944

'av

.1

media
materials
equipment

iHandout 1
\,

AP

, "A

Session 11

Ow,

Title: .Training Group Analysis,.

'C. Small group task training gronp composition (30 mInuths):,

Purposeto identify,specific criteria for building a trainee group

described:
.

Refer participand tq eages 9/15 of TEPG.
A

4

Read4andout. 1 °
Make sure all Ihree lob descrptIons are worked on.

I Select a reporter for each grotip. ..
Large grout discussidi "report on task (15 minutes) '

...

Ask eau' p reporters for criteria identi by each groft
Invite discussion following each presen ion

E. Closing remaitks r2 minutqs)

41+ Itevievroriteria L common need,- .

shared or mbee'd charaeterlstIcS, *
.

learner attitude, and 4

---stInie and resource constraints.
. .. - ....- .

These criteria aro to be used in following work se4lon:

.4

u

....-

ovrie of,the lobs

t

3
0.

ft

,

4 oy

,

.°4

4,5

. . A r

.

es.

'

.40°.
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,

.1 I

.0 .

4 ^ r

triniiii Alcollo!lin -rfainis."
Paeticipant Pre/Post:' agtiltive sti: at ,

(to beadmInIstered4t tha beginning and end qt.warp ;* ,'.,
11 t. I

VI

articipant's Name

.

'N

Date

. lhe m*st effeAve way 'to select the enembets of a tlipipg group 1,45 to: (cirdle Ong)

(a) Accept everyone who expresses interest in attending. .
. . .

(b) Accept those with similar job functions and level of responsibility.
I.

(c) Accept those'vtith similar backgrounds bf education, experienc4and points pcyjew.
..t. .." 1 . ,, ,

Tralnin&golutionS are most successfut in cases where Perfonnance ptobrems allfcaused by: (circle bne}, .
4, . - ,4. .kk 0

'(a) Eqvironmentexternal forces;
, .

(b) Motivation/atiltudehiernal forcet.
. ... i'

(c) Lack of skill kn'owledge.

(d) Equally successful,for all of the above.
A 4'3: Wbich of the following are concerns of the yralner (T) and which areoutside of his or her concern and

4 should therefore be handled by someoz other ttian the trainer (0)?. Please *place a T (Trainer) oil 0...,(0ther
. ' Person) iin the blank provided. .

.
1

(a) Identification of proper training roup

(b) Ternkrature of meetintroom 11"

n

(c) Curriculum develbpment

(d) DetaMination of organizational goals

(e) guilding in mechanisms for trainee feedback and evaluation.

-1(f) _Availability of pens, paper, etc.
.

(g) Degree of lisychologiccomfort 8f tr:ainees in the training situation

(h) SeleCtion of prospective trainees and dription of selected gr'oup.
v -. v ,

(i) 'Arrangiement of/meting room chairs'Ad tables ,

0

.
. ,p,

4. Throughout the' oottese of planning for a training event, you may have to obtain information
sources. An interview is one technique. What arektwo disadvantagOof an interview?

0 , .
- "? 46

0 .
::

n
* i ,

f
.

-. i

, 4
41,

from various

0).

4

°

201
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Prom tile ,following list, chooie the1 correctkiswerto each of the folloWin# threttquestions. Writethe word

In the proper blank,
1 . .

*1;
Lecture Method Persuasive Method

Demonstration ROle Play.

Survey .

'4

5, If the volOme of information to be.coered a.training session is sizable, the 'training group numbers 25;

and the instructor Is very knowledgeable, that method of.delivery would be preferable?

0.-

6, If the inthrmationio be covered is emotionally chamed yet Clearly.defined, the trainee group numbers 12,

the trlinees are comfortable with each other and the trainer, and the trainer feels that, these trainees learn

best through observation and feedback, what method of dellyery would be preferable?

7. If a training session Is to be designed with the purpose of explaining to a three-member counseling staff the

.. proper. procedure for recottlkeeping as required by neW Federal legislation, what method of delivery,would ,

be preferable? .

.,
.,

/

8. Trdiners of adults should be able to write clear learning goals when preparing a iraining plan. Circlet the

clearest-of the following goals: . (-

(a) Student nurses in this course will learn how to care for alcoholic patients in withdrawal. (

(b) Student nurses.in this course will understand the sym$toms of impending DT's,

(c) At the completion of this session, student nurses'Wat-66 able to state, three symptoms of impending

DT's, and threiNcommended things to' be done for the patient.

9. List three characteristics of learning activities appr.opriate for ?Ise with adult training groups. Learning

activities should be:

(1)

(2)

I
.1

I

4.

4

I 1

,

0 .- --. ...

. I : .

10.
tList

thr e things to look l'or in observing groups that would assist in assessing the group.

202;
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114. At time's, .taik and/or climate intervention by the trainer May be indicated. Which of the.following:are mostappropriately defined as Task interventions (T) and Whickas-Cilmate interventions (C). Plea° place a."T"(Task interventions).or a "C" (Cilmate lotorventirans) :in She blank
.

!!
t, (a) Howie; aimed easing tension; anxiety,

I V, 1.'7"
P.,"

(b) Offer an analysis, summary, ancifor cialification of material that has (Men covered so far.

(c) identify resoutces that might be useful. N,

(d) Show empathy for the verbal oe nonverbal affe t In a group.

(e) Diagram or write out what has been spoken, to provide clarity and/or focus.

(f) Confront. Give data to back up any confrontation.

12. Circle any applicable response. An instructional objective functions as a tool:
(a) to determine feasibility

(b)- to fix accountability

(c) to guide tooper plantg
(d) to insure clear communicatron

(e) to evaluate performance

13. List three Of the decisions that have 'to be made in the construction of a questionnaire.

14.. The'Orocess of comparing observed job behaviors to stated behavior objectives for the Job is called': (circleono),

(a) Goal Analysis

(b) Job An'alysis,:

tc) Performance Analysts
t(d) Functional Analysis

0 .

P 115, Learning gopl stateinents must be measurable to be eyaluatod. The best example of such a measurable goal,.staornent II: (circle one) r
.

(a) \ At t4 end of the training session, tarticipants will understand three training issues.
.,

a
(b) At the end of the coursv, pa4icipan ts 'will have defined a training,group in their agency:and will

write ah inservice training plan for the next 6' months. , ,,' ,., .1 .,.

(c) At the completion of the course, social workers-will be 'aware of the referral s'ources for alcoholics Fritheir community,

4

I.

44%

a

t.
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16. (It necessary' for inii(uetional objectives tQ'spel ut RpTH. 1 ) desired behavior to bo demonstratotby

'the loarner.and (2) specific standard Of aeptabIe perfoepancO?

Yes No

If yos, state why both elements are essential in three to four. sentences.

If no, state whotherpnly (1) or (2) is essentiarand'why in three to four sentencesi

17. Match the following words in section A with the proper definition in section B. Place the number of the

word from section A on the blank in section B.

SECTION A

(1) Needs Assessment (7) Goal Analysis

(2) Goal (8) Job Analysis

(A) Curriculum (9) Performance Analysis

(4) Method (10) Climate Setting

(5) Simulation (11) Openness,Continuum

(6) Media -

204 ,

SECTION B

A basic approach to instruction. For example, lecture, site visit, small group discussion.

The process of describing a job slot,and its unction Independent of the Incumbent worker,

*
Activities conducted to determine if train) g Is needed, as Well ai for whom, what kind, how much,

etc.

A tool for assessing.the learning climate of a group.

A trainini activity that is coptrivod.to be like a real sltuation..

A statement of purpose or intent.

-

The total instructional plan for a given unit. It identifies learning obJectIves, trainingomen and

tpethods,iand pvaluation techniques.

Any and all 'physical means used for cbnimunicat3on I;etween a message sender and a -mita e

receiver. ,



.771^ T.7,^4r7,---,^T"^`,7;
0 .4

-;r:;

lir
.1 a. LiSted beloW aee'seven major events in the development of training, i4a.r each'af these we wOaki like you to

Qrespond to two questions:

(a) HoW well does your training organization perform each event?

(b) Hew well dO)./ou perform each ()vent?
.

(1) Assessment of Training Needs

(2) Setting of Training Goals and Objectives

(3) bevelopment of Curricula

(4) Selection of. Training Methods and Materials

(5), Procuiement of Training Resources

(6) Conduct of Training Sessions

(7) Evaluation of Training

*EX = Excellent
VG = Very Good
G = Good
F = Fair
P = Poor
VP = Very Poor

.--OtgenIzatIon Yourself

EX VG G' F- .P VP* EX vcc F P VP
.00

EX VG G F P VP EX VG --"G ---F VP1

ow.. a a a aa yam* *MY. 41.04.

EX VG G F P VP FX VG,G F p VP
mo. wow a MIPWal SOMILOW

EX VG G F P VP EX VG G F VP
=Tin Mil I 1 madam, 110.i. 10.1

EX t'VG G F P. VP EX VG G F P VP...
EX VG G F P VP EX VG G F P VP

ammo.. ami down a..
EX VG G F P VP .EX' VG G F P -VP

'1 84

s.

7
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Traitling Alcoholism tralhers

Answer Key for

Participant Pre/Post 'Co nitive Test
r

1,10t$

1. b

2'. c

3, a. T
b. T
c. T
d. T
e. T
f, T
g. T
h. T
I, I

4. (1) costly
subject to bias of Interviewer

5. icctjire ethod

6. r6ie

7.

8. c .

9.. self-directed
pfoblemcentored
eglperience-based,

immediate In application

10. content, vs. process

communication
decisioninaking procedures
individual, group, task needs

11. a. C

b. T
c, T
d. C

0. T

f. C

demonstration

*

t7

r,

Source of Content

Sessiqn 11, 0.1

Session 8, C.3 ,

TE PG

Session 21, Handout 3

TENS
TEPG

TEPG
Session 21, Handout 2
SeIsion 22, Handout 1
TEPG
Session 22, Handout 2

Session 10, Handout 3

Session 15, Handout 1

Session 1.5, Handout 3

Session 154landout 2

Session 12

Session 13, p. 5

Seson 25, Handout 1

Session 25; Handout 4

6

ski

-*



Answer Key (cuned)

%.7

12,, all

13.. form of response
. I sequence of questions

wording of queitions
conteRt of luestions

14. c

13. b

16. Yes

Spurn pf Content
,

dheck Mager for co.ntent

Sectio.nt, Handouc 1

The deiired behavilr indicates what performance
0 will be expected as evidence of learning. A

standard of acceptable 'perfdmance serves as a

measure of how well,-or to What extent, the
objective-was achieved.

17,

TEPG, p.. 16-

Session 4

Session '12

4. Glossary .
, TEPG ,

1 'Glossary
1 1 Session 22, Handout 1

5 Glossary
2 Glosiary
3 e

Glossary
6 Glossary

a 01,

.1 86

OM.

a.

,
p

t;

-

1,0
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A

.0 .

.r '7

. 'I..,

Participant Postsession Rating cl'o.rm

,(admlAtiol at end of elach sesjlon)'

Session Title

`
_

Ce

.
Date

Please circle the response which mos_facearately reflects your reaction to this session.

-1. Relevance of session content to your needs:

Highly
Relevant Adequate

1 2 3

2. Relevance of session methodology to your needs:

Highly
Relevant Adequate

1 2 3
"

3. Relevance and usefulness of hapdouts (if aPpliCable):

4

4

Very
Irrelevant

f

Vety
Irrelevia

../.-. Highly -
.r:,-NN Very

Relevant Adequate Irrelevant
0

1
. 2 3 4 . 5

D

4. Degree to which you understo6t1 the objectives of the session:

Did Not
If

Thoroughl Understand

Understood 'The-m At All

1 2 3 4 5A

5. Degree to Which objectives of the session were achieved: .

1

.
4 ,

Completely . ,
NOt Achieved

Achieved
A At Alt-'

.1 \ .. 2 3 . 4 ...i:' .:. - 5 \'--

6. Degree of your intere,st in the session:

Extellent

A 1,
4

7. ApplicabilitY of session content to your.job duties and responsibilities:

Highly
Relevant

1 2 3 4

187 :
208

r

iew

.0

Very..

Irrelevant



Effeptivcoes0 of facilitator prpsentation:

.ExkorrielY
tffectIvo

1

Extremely
Ineffective

9, Please offer any general comments or suggektions for Improvement of the.session.
\ .1

Adtk - 4

t

ft

,-

0

is

x on

'

1

5.

::."P;tjf.

41V

209
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0

,

Debriefing uidglines

', !, ':.

A,

I.

. ,1

77-71177.V777777Tir.7.",1-77,!'' r,
Y' .1,

;,

o

,I./1..

: 7

.
4"4

'10'
4 .

.k°

These questiOlis are designed to elicit verbal reactions from 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.

1. What specific topits or sessions did you Ilke? Dislike?. For what rea;ons?
-

,

2. .How can specifib topics or sessions be improved?

3. Which methods are most effecti4? Ineffective?

4. How can the instructor's role be,improved?

5. In general, will the content covered be usdul to you on your job? If not, why not?

,fr".1_Were the' day's activities in keeping with the session goals and objectives? Were the objectives achieved?

0, /

7. What other general common4 or recommendations do you have?

2i0

-189
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Participant Final Evaluative Review
(to be administered at end of last session)

' V

1. Looking back over the entire course, pleasi rate the.following aspects of your overall reaction to it:
a. Relevance of seminar content to your needs:

- )Very Fairly Not
'

Relevant Relevant Relevant
1 2 3, . 4 5

b. "Mix" of intellectual materials with examples or applications:,

Very -',. Fair Poor
Good Mix MIX . Mix
1 2 3 4 5 .,

c. Trainer/team_performance i.e., clarity, unity, cooperation):

Very
Good Pair .

1 2 3
s

d. Course environment (site, accessibility, materials, arrangements, etcj:
Very
ApOopriate Appropriate
1 .2 3

e. Opportunity to inform 'course staff and other participants of your changing Aeds, views, etc.:

4

Poor

5

Not
Appropriate

Ample:Opportunity
To Be Heard

Some,

Opportunity

2 3

Little or No' Opportunity
To Express Myself

5

f. Delivery of new information:

All New . Some New Ns() New
Informaticin Information Information...
1 2 3 4 5

g. Please rate the course as a whole:

Very Good

1' 2

Fair Poor

3 4 5

2. During the course, what presentation or activity was most rewarding to you?

i 90 211
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. During the course, what presentation or activity was lea.s1 rewarding to you?

Why?

4. How valuable were the handout materials and readings?

Most
Valuable

Fairly
Valuable

3

5. How would you ratc the inar as a whole in relation to: ,

a. Clarity with which goals and objectives were stated:

Very Clear

1 2

b. Achievement of statcd goals and objectives:

High

Achievement

1

Clear

3

4

4

z

Not
Valuable

5
-

Not Clear

5

Moderate Low

chievement Achievement

2 3 .4 5

6. List any Unanticipated benefits you received from attending this program:

7. 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 accorhmodptions, meals, support

staff, sequence of events, workload, library, etc.):

21 2
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METHODOLOGY: , )Tbo,course Is presented in a small group forThat with 10=20'participarits.

The course has very little lecture. It relies heavily on exPccietialactivitlos, work-,
shops, discussions, role plays, etc.

The barticipants will be called upon to draw from and share their ast work experi...
:s

ences in order to solye problems with which they are confronted du.ring trairiing.
In short, the' course is designed to present new information and develop neW skillsr
hri thp context of participant's riast ex.perience.111

FACILITIES,
MATERIALS, &
EQUIPMENT
NEEDED: A meeting room to accommodate 16-0 participants (with space for small

group work, either in same room or in breakout rooms)

Three resource booklets for facilitator's use in preparation (see list on page
1881

,

11

Rip chart

- Video tape equipment (optional)

Duplicating facilities for running off assessment and evaluation instruments

Depending upon the needs, interest, and time of the group to be t4ained, single
sessions or a combination of sessions may be used. Total program length is 40
hours = 26 sessions which run from 40 minutes to 2'A-hours each.

An assessment process is desdibed in section IV of the Trainer Manual to assist
trainers in failoring the training offered to the needs and time constraints of their
own target group.

4.

"END OF DOCUMENT"


