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Glossary’
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v

Learner. The person for whom the training activity is
created-and presented. ldeally, his or her behaviorreflects
commitment to the following assumptions:

\

" @ No one can motivate, teach, or train someone:
‘else: all individuals conduct their own motiva-
tion and their own learning. Hence, all learners
are responsible for the degrke to which they
‘involve themselves in the Iearnlng activity. .

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

® Learners have this 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 Ie_armng seriously. The
learners’ feedback to the trainer is essential to
keep a course relevant to their learning needs.

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

® The trainer can only guide learning, notcreate 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 cavity.

® The more a trainer knows and accepts his or hef
personal needs and behavior styles, the freer he
or she is to help trainees |n identifying their
needs and behaviors.

® Neither the Iearner nor the trainer is on trial;
evaluation is conducted to measure the useful
_ness of the totaI training activity. K

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

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

Session 1
Handout 1
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Learning. A relatively permanent change in a person’s
overt or covert behavior, which is rfot a result of normal
maturation. The evidence for Iearmng, which is an inter-
nal process, is behavior change which can be observed.
We |nfer thatearning has. occurred fromthe change in
behayi

I3

Instruction. A series of-events that manipulate the

learner’s environment to assist him or her in changing

his or her behavior to meet specified learning objectives. -

“Instruction is*a presenting ac‘ivity, as contrasted with

learning, which is a receiving/responding activity.

Learning Activity. The actual learning experience to A

~ which a learner is exposed during units of instruction.

Needs Assessment. Activities conducted to determine
If fraining is needed, as well as for whom, what kind,
how r&uch, etc.

Goal. A statement of purpose or intent.

" Objective. A statement of learning outcome in terms

which specify an observable behavior, an accepted
standard of achievement, and thg conditions under
which the behavior is to take p ‘

Mastery. A demonstration of behavior by the’learner
which shows that a prespecified level of learning has
occurred.

Cuiriculum; Training Design. The total instruction'al plan
for a given unit. It identifies learning objectives, training
content and methods, and evaluation techniques.

Training Package. The training d@sign}ué all materials
required to implement that design. (When the training
package is totally individualized, it can be called a learn-

ing package.)

Method. A basic approach to instruction, (Fofr example:
lecture, site visit, programed |nstruct|on ang small
group discussion.)
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Medla Any and all physical means (incuding speech or
prmt) used’ for communicatioh betweén a message sender -
anq a message recsiver. ) \

Simulation, A training activity thatis contrived to be like

etc.) . ot
oo 3 -'
: o ‘Group Two or more persons who Sfare the foIIowmg
RN characternstlcs i
! g
® They think of ‘themselves as a group with an
- identifiable membership. s
& They share a common purpose. ) o
® They work in a trusting climate where each
- member’s contributions are valued.
4 ., . \ "
I3 -

areal situation. (For example role play, training games, -

-

o, ' L ¢

-

» 'They pay,at,tontion t():ow-_ they wor'k'togAethe'r;A

\

. ‘They can, when they choose to, aot togethcr as_

asingle entity. L R

. v 4 .
> . . . [

Group Process. The complex forces which cause persons .
in a group to behave the way they do. Group process is”
“congerned with what happens in groups, given certain ;
condltnons and certain humap, behavnors it is not con-

cerned wsth(moral issues of how people ought to behaxfe

Intervention. An interruption of am ongoing at:tiv'rity that

lnfluences the direction, content behavior, or affect in a
group

-
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1. Assumptions about the present state of tr ining in
3 the a|C0hO|I5m treatment and prevent\u?}leld

Most trainers held treatment or prevention jobs -
before they*were assigned to a tralnmg joband
because of this tend to cluster their training
programs around skills which they have practited
or know best.

b. Few trainers in alcoholism have had an oppof®
tunity to learn formally adult education theory
. and methods.

s

c. Basic training in design and delivery skills for
~ those with training responsibilities will have a
payoff in the increase of quality care.

d. The same design process u:sed to plan an inser-
vice ;pb training program can also be applied to
other education needs of direct service agencies

4 Al

»
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SO e Session 2 -
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A such as community education, organization

development, staff development, outreach, etc.

B

2. Assumptions about education and Iearmng

. a. Education is a series of stny;tqrsd Iearnlng
activities designed to occur within a specific
“tige frame with the intention of.effecting a

change in the behavior of the participants.

b. There is a clei{r disti'nction between instruction
and Iearn)ng Learnlng is the goal mstructlon is
' the means '

e The/role of a trainer as facilitator of Iearmng is
/j;.dlstlnct from the traditional concept of the
“ teacher or instructor.

d. Training is a learnable skill. »
.. - ~
-
>
4
> ~
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1. -Share with each other your experience of a con- - ) . -t "
: crete example of one or more of the.assumptions 1 - -
I in either of the two sets. _ ‘ . . ﬁ .
2. Select a spokesperson who will represent your . - . : v
“group in a panel-discussior to follow. ' ' - .
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o .l Handout 1
A *
Design Task Instructions ~ * . ‘ |
. ’ . - . o -] .
“ o . | N
General Requirements: . Your completed task (10-hour ;[ﬁining gyent) must in-*

N

Length: A single training event that includes at
- leasts1 0 hours of learning activities.

Topic: Must be drawn from a feéL job training .
need (professional, clerical, skilled, or .
semiskilled) of a back-homé agency. .

Target Group: Must be one with which you have

had firsthand experience and
which will be willing to participate
in the event.

T Trainér: Mustsserve in an active leadership role as

facilitator, even though “experts” may be

introduced. o i
General Options: ' > .
Topic: ° Mﬁy focus on total skills required for

one specific job.

® May include several sele(_;tsd skills: re- Notc:
' quired for one specific job. '
® May focus gn a single skill required in
several job areas. B
® May include several sglected skills re- -
.quired for several job arecas. C -
Data: ® May be drawn from training plan or
agency .grant application or other ‘
) records. '
— ® May be collected by telephone (at .
. participant’s expense).
°

May be conjecture, if so identified (an
educated guess).

clude the following: -

1.4A statement of goals and objectives (learning

outcomes) for the training event. - ; ..
. - - '} . . ( .
2. Provision for a three-stage needs assessment ‘
process, covering: .
® organization needs analysis,. N
& job and performance analysis, and )
® trdining group analysis. 3 ”
."A description of the training group. ™~ *
4. A general outline of content sequence with

headings and large time-block schedule {or
total event. . -

5. A detailed outline, (minute-by-minute .sc‘ript)

» for at least one learning activity (1 to 2 hours). -
. g )

6. An evaluation and feedback plan.

Each of the above six requirements will be met
by filling out a Training Event Planning Guide.

IR}
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The Tralnlng Event Plannlng Gulde is designed as a dlsposable wérkbook to e used in prepanng a training program‘{qqpb ills. The TEPG outlmes
page by page a‘series of consecutive steps in.a comprehensnve plannlng process that might nat be necessary in its entlrety for every training event. For -
sgﬁ'ciﬂc events, therefore, not every page will necessanly be apphcable

. .
+ - " - ~~. "

The workbook may be used i two ways:

\ -~

v . . . 1
1., ltmaybe use&bx organization planners ona regutar basns as part ofthe planmng process to |dent|fy the training heeds ofan orgamzatlon

-~

2.« A trainer can/use the guide after a tralmng aﬁlgnment is given hlm or her. The guide lays out the steps to take after the boss has.said:
“Here is $506°to traln outreach workers—go to it.” L ' Co :

(The pUrpose of |nc|ud|ng the TEPG m the iréinmg practitioners’ clinic is tq give the'?)artlapdnts practice in following a step- by step sequem:e in pro-
ducing a written design for a tmmmg event which, by definition, is- usually a series of several related learning activities.) e

The major design categories are: B : " TN
o l Needs Assessment (pp. 4-1 9) . . . ' v - ’ Lo : v
Organization ol Analysis ) . - B
Job and Performance Analysis ' ‘ _
- Training QSroup Analysisy ' : L *f ‘ to

. Curriculum Building (pp. 20-27)

» Writing Learning Outcomes
Constructing Learning Activities - |
Stlecting Eyalua:tion Strategy & _ : :

The majer steps in the sequence are: _
1. Determine goals of the organization in which training will occur.’
2. Analyze the means which the organization has chosen to achieve its goals.
3. Determine the cffectiveness of each job in fulﬁlliné its pt'lrpose as a means to achieving a goal.

4. « Determine management’s purpose in sclecting a specific job for trainh}g.' ) ‘ ’

“

-




) 5 Det rmine the tasks and level of performance required by each specif ic ]ob " P
) 6. Determlne the‘perfo mance level of each worker in each specif’ c [ob . B _ \ _ )
7 Specnfy"‘training nee d" areas (knowledge skllls, attitudes) for cach specific |ob ; o |
_ 8. Determlne each worker s'readlness to learn the ‘tralning -necded” areas. S : '"o‘ ) .
i} 9}): Select'tralnlng topics and tralnlng groups by identifying areas~ic,ommon learmng needs : ' ’ _ _ '. . . " )
Qi 10. Determine learnlng outoomes by writing goals-and ot;[ectWes, both broad and specrfc, for each training topic f *
! 11. Select‘and eonst)ct Iearnlng aCtIVItIeS . . ) ' . . S

. 12 Determlne evaluatnon ‘goals and identify feedback mechanisms., (Necessary evaluation data will be found on pp. 8,9, 10, 11 12 24,25, and 33). |
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® NEEPS ASSESSMENT et T |

Necess'ary Evaluation Data 9rgamzatmn|.Gpal Analysu_s ' oo o

L

" The goals of the orl';ganhization in which the traihing event will take place are as follows:

L, _ Key Questions | b ‘

[

!

e What is the purpose of ‘the organiza- ) "
tion (agency, company, etc.)?

® What is the agency organized to do? _ o

® How.and when will the agency know ' ' '

-

® What tasks or jobs are required to ‘ : g
achieve thé goals?

. ® Who will be¥responsible for managing :
the tasks required to-meet the goals? .
p : ’

« when it has achiéved its goals? * . » . . . .

v—

Rationale:
. .

Some organizational needs will not be mét by training solutions. Determination of training need can only. follow identification of train-
ing as a solution to a larger organizational need. This larger need can only surface in an organizational goal analysis procedure. This step

is usually considered to be the sole function of management. However, the trainer needs this information and the payoff of a more rele-
vant curriculum is worth the risk of asking management to undertake a needs analysis. ’

[

18
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' NEEDS ASSESSMENT B S oy -
o , : (U . L ) , ' )
| \
V ' . ] . I . ) ) ‘ N TR - . . .. . . N » v
' oo | . Organization Goal. Analysis (continued)
: ) ) i - . v .
' BN T An analysis of the means which the organization has chosen to achieve its goals:
Key Questions - S U |
\ R N L ' \ ) w e ) . . o P
- ' & Cad the agency’s services be considered , ’ . ' ' .
its means to the end (goals)? P K - . : -8 .
o ® s the target job* (skill) one of th‘:se '
. e meins? ! ' .
o Isthe target I]ob effective? .
e What other means (jobs, services) are
there? )
@ How does the organization know that ' » ‘ §
it has chosen the right means? P ' o : : ' . C'.. .
_ L]
L] .il
8 ' i s
. ! R
! ®
. |
! —
. . ey
Rationale: This analysis helps to relate the need for training in this job (target job) to other training needs that the agency may have. Q . g' g 2.
. . 3
te) *The target job may be the job for which you have beén assigned to develop a training program. & N W

q y
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NEEDS ASSESSMENT . © . - . . . .
: . / o . . \4 - ) v . . k’ .
- . ~\ ‘ ' :
- . S : . . .. . . ) ™ >
Necessary Evaluation Data ' Orgamzatlon Goal Ana )/5!5 (contmueq) ‘
) ) T )
o ) © The followmg is an evaluation of how vital the. organizatlon believes the target job (sklll) is in
Key QUGStiOﬂS . "_ fulfllmg its goals _ o . N -
' . 8 - _' _ W S
° Ni}w much does it pay7 e B . PR _ ' | R S o
0‘ l”rlvateofﬁce7 N ' e e SR B A
. \_Specmhfrmges?’ . '
" ® How long-do workers stay in the job? , .
@ Ever the first to be affected by budget
cuts? _ .
® Isit supervised? . C ) o N s
° How |S|tcmluated7 ; _ , ,
® Could the organization do w:thout . _ : : \
it? \ E
L Y M o
\ B - ]
> e '
”. N
' . o
. \ . "i
" ' \ . ;
: v . N . _ _
Rationale; Agency goals affect the nyature, prioruty, and salary level of a |ob Thesé goals also affect the support services to the )ob the supervision
- T ‘of the job, etc, Priority ¢f training need will affect the program’s design, location, dnd followup.

~ ‘
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NEEDS ASSESSMENT "~ =~ . .
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. ¥ . | '... | . ‘ | | | ‘ s}
. I . Organization Goal Analysis (continued) .
rlecessary Evaluation Data . & a . vly _ ( ~ d).' o
‘ Man_agement’s purpose in selecting the target job (skill) for training is as'fqllo»\"/:s: .
s : ce _ o> g
Key Questions o : L S
] . L N . ) . b
LR Where did the order to train originate? - S e __ o v
® Who requested it?e | ‘-S’ v -
; ¢
® Diditresult from the yearly evaluation? . .
® Was a total-agency training needs . . . : j )
assessment conducted?- Tt
» s it really. needed, or was money _ ) :
- merely available? ' . _ . : ‘
‘ ) . . : . . . ’ e P ’ &y ' 2
’ \# .. ‘/ -\l . : .
Ty ’ ‘
L] 4 \ -
r N,
: b |
11
v ¥
.;r"""

Rationale:  This factor will influence the sense of immediacy for the event in the eyes of the trainees. Their readiness to learn may correspond to
this factor. ‘ : : )

-
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.~ Job Analysis . | T . N

Necessary Evaluatipn Data~ . . ' ‘ IR
" - — 1 The following.liét of behavigral tasks is necessary for the target job (skill) to futfi its Functid

Key Questions | - - o
° What tasksoqght to be done? ) . : o . .

“® What tasks does the ‘tradition of the . .
organization require? . . '

- ® What is the proper sequence? '
® What tasks does the profession usually-

expect? ' ' ' - i
-® What is a2 minimum example of _
competency? / , i

® What would a maximum example
be?

Ty

T

" Rationale: A measure, criterion, or standard fora job mus}, be determined before a person’s petformarice can be evaluated and training need identi-
fied. Jab analysls is a process of determining needed job function and competency level independent of the incumbent worker, '

iText Provided by enic [l »
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Key Questionsh. e

- ® Whose performance will be analyzed?

‘e What level of knowledge am | lookrng
f0r7 ! »

o What level and types of skills am l
looklng for?. N

-

'Y L i

0
Performance Analysrs S I
,The followmg plan is desrgned fo assrst the tralner in |dentify|ng defi crencies in knowledge or
skrlls on the part of the workersin the: target |ob (skill): “

) . . '

1. Name, locatron, job title of each worker in target job (skrll)c - } o
{ . B . ) . » e

-’

W“I w: a o

(:tionalc: The purpose of the performance analysis process is the identification f performance chiciencie's in skills and knowledge.
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Key. Questions
"o When will each pe!soﬁ be available?
® Where will the visit be?
- ® How longfor e.ach interview?
.-0 How can the worker be put at ease?
o What are the goals for each interview?

® What is the sequence of questions to -
be asked?

Performance 'Analysis (continued)

¢
3 k4

v | :

3 | I

' . ) . ", .,
3. Interview schedule for examining each worker.

i}

[t
s

.

4. Sample interview questions are as fbllo\bs:

RS

o

-

.

. L] [N v +
Rationale:  Observation, eviluation, and questioning about weaknesses is unpleasant and needs planning and forethought to yield valid data.

ERIC

IToxt Provided by ERI
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Performance Analysls (contln,u/edT S :
’ ’
. , _ _
. v 5 The followmg questuonnalres (attach if prepare(ﬁs separate msﬁuments) wull be used in -
o : anaWzmg the performance1cvel of each of the workers in the target job (skill):
. Key Questions = o e . P
. . - L R - LT i
s . . L //‘/ ' , . 4 -
® s cach question necessary? . - . . C _ S ~
. . o ~N .
® Does it Cover the content? 3 .
® Isiteasy to ynderstand? s - :
® Arc all the questions in a Ioglcal i e ,' e
sequence? ) | pe ‘
e R
9 . 4 ! ’ -
//' . N -
. // . .
A . o -
N . / N , i . .
,// ‘ , - / R
‘ e N
.' :;' ' ’ of 4 !‘
R , N . ' . “ |
} 4 i . ., - - O ‘) . r
_ ] ) ) B ‘ .
. * . , 9, . , s . . L
I ! . * . -~ o "
. " . (’,?m.\e:
. S W,
. L] k_)\ L - - .
¢ ' i I ’-‘. - S J v
" ’ vl . .JL'M >
v : . 4 '
s . R . . ) ° . - .. o
Rationale: Questionnaires should yield data thaf are casily summariZed and reported. Good questions arg not ad libbed! . P L
’ w ) I ‘ . . '
‘ Vo o . . ‘
v }“Jl ~
\‘1 o - » 4 . g -
ERIC | 26 . .
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i . ' \ .
. 1] é_l
P
» “ ° ¢ ’ '
. Performance Analysis (contmued)
- ’
“ . n y . PR .
T 6. After comparing the interview and questlonnaure data to the iob analysis data the following
PR . performance deficiencies havc been identified: :
* Key Questions : ,. , . /
g A. Worker and skill, knowledge, or attitude lacking: v cel dm
4@ How does the observed performance : , A e,
" of each’ task compare to what is . ' ' ’ ) '
required? - ? : . - _ , _ -
e Wpat knowlédge is lacking? . B. Worker and skill, knowledge, or attitude lacking: . - N o
) N . s . e, .
| ®.What'attitudes are lacking? .- W
|.* What skills are lacking? . b ~ ) '
17 _ , . Wi | de lacking: '
® Can training solve all the problems C. Worker and skill, kpo' ledge, or attitude’lac ng , o
" ldentified? . ' .
‘ . . D." Whrker and skill, knowledge, or attitude lacking: - IR A
) ] . ¢ ‘ .
s , \ . Q \_
¢ ° .
. . ) . { ) -
) E. Worker and skill, knowledge, or attitude lacking: - -
[} o v / ’
) ' ”‘“ .
. \ o, . -
. . 4 , , { .
\ . ' . .(continuc if nccossary on SUpi)lcmentary page) , .
A i . T :
Rationale: Performance analysis is a process. of comparing observed job behaviors with statcd bthavwral objectives for the ;ob
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NEEBS ASSESSMENT LA CoL A
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, Trammg Group Analysus . | ST BT E
* " — * The following' Iist of “training- needcd" areas is shared by each worker in thq,target iob (skill):
Key Questions . 2o Common knowledge needs /
L _ ) ' N
S ’ o .
® What deficleficy arcas are shared by a0 ‘ ¥ '
« enough people to warrant a training’ L
event? S y ’ .
® Are thorc any khowlodge deﬂcicncies ’ -~ ' ' " . .
in common? - * ‘ . . ‘
® Are there any skills Iacking in the total 2. Commion attitude needs: ' ’ "
group’ , A ; . . - . .
"o s the whole group Iacking in any basic ‘ ‘ v,
| eattitudes necessary to do their jobs i ‘ .
. well? N
h . ! f . .
B , e R ' i B
- . 3. Common skill needs: i ‘ ) : b
; . y
o : . " )
2 o ' - , L1
(continue if necessary on supplementary page)
1 ‘,3 .
Rationale: Seloction of training group should be determined primarily by the common tieed of the learners. .
. . . . 1 ’ . . . - o

9 8 ' ) .o , Al ~
o Lo '
ol . . .

. . ) '
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NEEDS ASSESSMENT \ A | T S .- ,
u e . . .
| R Training Group Analysis (continued) R
. : * :_,, - fhe following ‘'t gunlng -needed’’ areas are common to small groups of several workers but not
o the total group of workers in the target job (skill) _ . . e
. Ke estions o o o )
AR 1. Common need (knowledge skill, attitude) .
OLHow many narieties of knowledge .
~ deficiencigs have cmerged? ‘ _ ) )
. ‘o Can theso workers be sent’ elsewhere to - \ ,
-be trained in this Isolatéd deficiency? . ' o S _ .
. . - . .
® |s there a sufficient variety of attitude o ) . S
deficibncies to warrant a special train-- | "~ S 3 - s ' - i
) ing focus on attitudes alone?. 2. Names, location, title of workers: . B -
. P . s ' \ -‘
' /
. . 1. Common need (knowledge, skill, atti.tude): . :
'._J; ] ' . N
' b .
" 7 » V" ,
’ ) t 2. Nainos, locatiay, title of workers:
(continue if necessary on supplementary page)
I ¢ T >
Rationale:  Identification of training groups should be determined primarily by the common need of the learners. . o’

wll Toxt Provided by ERIC
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NEEDS ASSESSMENT .. - 4

. .
. ' v . .
Ky . tay .
. . . i, . . ¢ i . .
. R . N . - . — ] . ]
) . . . , . .
i d N . N . L]
/ * . T,
A} . . ‘ IS

Training Group Arfalysié'(éoﬁti'ﬁued) A

'

Viewing the workers in the target job (skill) ggoup as awhole, the following group characterlstics

oan be described:

Key Questions .

. 1. Pefsonal (age, sex, race, language, otc.):

® How many pcrsons carry the same@ ’ .
characteristic?

e How much aware of the characteristic . . : .
are they? . ' T - T

e Do they think of themselves as a
group? . o : L
! ' : “ -
® Should training groups be assembled | 2. Salary level and responsibility:
on the bpsis of one or several of these )
characteristics? . . ' o

‘ . Y

. .
Rationale:  There are advantages and disadvantages to various mixes of trainees. Some factors in selection are common interest of the learners,
heterogeneous or homogemous mix.of pcrsonal resource$ and traits, ratio of number of trainecs to trainer, tite, location, and financial
resources.

" . . , N
P NS T I T VNI . " » . N . .
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-

."_;}’ - M ._ .o v .
< ' Y - e
Training Group Analysis (continued)
. . . . A ‘ LY ]
4. Time available for training: - ~ ‘ | S s
.- Experience level in career field:
S
” '
[}
)
6. Other social, cultural, personal characteristics:
#
’ \’
. 34




" ’ v IR . ' o TN RIS e IR NN R .
: L . . e e T s R O A .

.y o . ‘ R . _f-' : o Ve ,, . T A ..‘.:5\}:{.,;:.3,.?1%; "“‘,.;;.; Sun g
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_ ’ Training Group Analysis (continued)
o The following is a rating of each worker’s.readiness to learn the common need ; previously
. ] . identified: ' ‘ ' )
Keruegtlons - .
: 1. Name _
® s the worker teachable at this moment? . . ' v
® |5 the worker interested in spending Is aware of need o ' : () Yes  ()No
time to learn now? S , . - g
. Expresses interest to learn -/ «{)Yes ()No
® |s the boss requiring cooperation? o ' e o
@ Does the worker realize his kﬁowledge, Can be motivated = ) 7 ) Yes - ()No
skill, deficiency? ' C _ - S
i - Special effort required , A f{)Yes ()No.-
v . 4 | *
‘ 3 2. Name .
, L Is'aware of need _ | ' ()Yes' ()No
Expresses interest to learn | ()Yes  ()No
Can be motivated ) t : ~ ()Yes ()No
Special effort required . ) ()Yes ()No
4 :
4
(continue if necessary pn supplementary page)
Rationale: Much training will be wasted if the learner is not ready, willing, and able to learn.
. !
10
o
. . ”o O‘ il’
g o - B I T
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NEEbs ASSESSMENT Y , |

} M \
\ - Tramlng &rOUp Selectwn’
an : — ; *_~Based on a consideration of organization need job need worker. deficiency need and interest;
) . alsp, based on a consideration of social, cultural, and personal factors; the following crlteria '
Key Questions ‘ (standards) for selection of individual trainees can be stated:
® (Can the trainees understand these? . - 1st criterion: .
e Could others outside the immediate © | - . ' . ' ‘ .
agency apply these criteria? ' .
® Are the criteria fair? v '
2nd criterion: o
) " - N;
W ) o §
N
_— *" 3rd criterion: )

4th criterion:

£ . 5

aroas of common need of the learners;
aroas of common interest 6f the learners;

Rationale: Selection criteria should be based on: @
M .
® advantages of heterogencous mix of personal resources; &
.
.

0y

advantages of homogencous mix of personal resources; and
time and resource constraints.

3. !

I T L T I T T T T T T T T




NEEDS ASSESSMENT .

et
- : ' v
l ) N . . - N
i Training Group Selection (continued) S e
Based on an appllcatnon of ‘the selection criteria, the foIIowmg persons are selected to partlclpate
. in-the 2-da tramlng event: :
: y . .
] ;1' - [ 7
» \ .
¥
)
<4

1
2 5. 8
[}
. .
'
t 'y
: ]
[
F
» ~
3, ' ' " 6. ' 9. etc.
-
L
A‘IJ
5 %
-‘w\.
\:f'
.
3 Y
34
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CURRICULUMBUILDING: ~ * . 0
Learning Outcomes - S S o |

‘0

1

Necessary Evaluation Data - Goals for t_he.2-Day Training Event

"The following goals are broad statements of what | want the trainees to know and be able to do '
when they have finished the program: _ - "%

, Key Questions - . N
' o what do | want them to know? ' ~ 1. Goal:’ ' | o ‘ o " B
® What do | want them to do? | - T : & -
® What attitude changes do | want to . - ‘ \ ' » '
bringabout? "~ - :
@ What.do 1, as trainer, want to do in R : L ,
this program?- . - 2. Goal: : v
L ; , , /
® Does each goal statement express some ‘M

general measure of how and when |
will know that the desnred result has
happened?

3. Goal: - : : ) '

4, Goal:

Rationalc “If you don't know where you are going, you won't know how to get there!” o Ny

Before a curriculum can be #sembled, these need areas must be translated into statcmems of learning outcomcs When stated in‘proad
terms they are pedled “‘goals’’; when stated in specific terms they are called “‘objectives.”

5 .
‘ e Q3
S . 3




CURRICULUMBUILDING: |~ - < .
Learning Qutcomes -~ - S S

 Necessary Evaluation Data ) | Goals for the 2—Day Traimng Event (continued)

' . The following ob]ectlves are spemf'c and measurable statements of how and when the tralnees
Key Questlons ” will demonstrate that they have achleved the goals of the training program:

® What will convince mgghat the new
“ skill has been learned? 1. Objective:

[ 3 How can | measure it during the train- . ,
mg program7 ) i » . ’

® Does ‘each statement. of objective _ _
describe a’performaned? _ . . . - .

® Does ea¢h statement of objective de- 2. Objective: ’
scribe thd conditions under which the
trainee will perform?

® Does cach statement of objective
“describe a criterion or standard for ‘ ‘ RN

S

evaluating the trainee's performance? 3, Objective:

Coe : . 4. Obijective:

. - . B P +
Rationale: “How will | know one when | see one?"". ' ‘
An objective is stated in terms of-an observable bchavnor, an accepteg standard oY achievement, and the: condmons under which the be-

havior is to tdko place.

T U v T
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CURRICULUM BUILDING ,. . P R L
“Learning Actlvmes L |

{ . Search for Content Resources

The followmg sub]ect (content) categories -are suggested by the- goals and objeCtIVeS of the
. ; . ‘program: ‘ :
“Key Questions

a
) :

@ What subjects are usually appropria'\te Lo : k
for achieving my knowledge-goals} , " -

® What subjects are most often included
“in courses which teach the skills IT .
have identified? gt '

" If 1.were to go to a library for back- . S /

- ground infarmation, what subject ' o : o
headings would | look 'up?

-

\

ay

-

& ]
ik

Rationale: This step will snmpllfy the proccss of sclecting expert resources and canned exercises, since avallablc htemturc is usually lndexed by
- © ‘subject rather than by behavnor !

; '\a 3‘/ '\..' *




CURRICULUM.BUILDING:
Learning Activities -~

., -
"““\-.

Will the exercise achieve the ob]ectn(e7 1

Y

Are the Iearners 9e|f directed?
lgthe focus problem-centered?
Are the tasks experience-based?

Do the skills have !mmedlacy of appli-
cation?

1s there adequate time for task
completion?

Are more breaks needed?

—t
—

\t/(tt

_‘ .
O§°.°°.\'.°‘-E-”:‘=“S”N‘

. ‘Comfortable variet
. Summary of the majbr points of all lecture content.

®- |s the room ‘Iarge enough and well 12.
lighted? 13
14

15

16

ached are sampfle copies of learning activity forms specifically designed to achleve the ob;ec-
s as stated, Each design has accounted for the following components;

e e gt

Goals and objectives of th;e session;.e. » both broad and specific- statements of Iearmng
outcomes. . .

“Length of time required for each activity. S
Equipment negded for presentation. '
Copies of all materials to be distributed.
Statement of primary methods to be used. .
Description of room arrangements, o :
A clear statement of the purpose of the actnvnty and its linkage with the previous activity.
An activity to test participants’ understanding of the goal of the exercise.

An identification and justification of the expert resources forcontent input.

W of activitics. . /

Detailed list of newspYint illustrations.

. Major discussion point} desired to. emerge from small group diScussion or brainstorming.
. Prepared statemefts fol all group tasks,

. A review activity in whigch trainer and learner pull together the central concepts so that the

group has a sense and refognition that real learning has taken place.

- Method of evaluating wHether or not the goal was achieved. -

\_ :; | | K

achieve stated objectives and (b) the following
assurfiptions of adult learning theory:

4

/ -

[

-

Rationale: Selection and sequencing of specific Iearnmg actlvmes
. “mustfbe determined by (a) their appropriateness to

® Planned learning activities for adults must provide for their unique
physiological, psychological, cultural, and social characteristics.

® Adult learners learn bost when their Iearnlng activities are self-
directed, problem-centered, experience- bascd and have immediacy
of dppllcatlon
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‘Date

Training Group

-

Objectives o - , e . I oM |

Tokq| Time

ent -, g SV

Handouts ' ' o N .

Techniques - . N

eating . : o \ o

Arrangements _ ' AN /7,-
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‘ URRICULUM BUILDING .
Learnmg Activmes “

’

.«" Key Questions

A ' .
] Ca_:n this exercise be used as is or does
- it require adaptation?

”~

" Can | facilitate this exercise or do |
have to have someoné else to do it?

@ Does this exercise require the use of
materials that are not. available or too
expensive?

® Would this exercise consume morc
time than it is worth? _.

o Would it spawn,unwanted tangents?

. R N 1
&
. v .
o
() Its effectiveness can be measured ‘ . r ©
. ’ J . L s
+
3”] b /(« * ! u
v
® »
¢
! ¢ "
- , | ,
) - lorm

Evaluatlon and Selection 6f Predemgned Exerclses R

Attached are any predesngned (canned or packagcd) Iearning activlties that have been- selected -
. to'be used in the 2-day training eyent. Each has feen choesen and evaluated according to. the - ..

followmg factors ' . :
8.
() 1s most appropriate to achieve objecthves as state’r). . - e
: . . by , ”
* Q ' . R

\ St - ‘A
@ . .

| ) Accommodates adult learning characteristncy i.e. actlwty is sclf dlrected, problem centered,
*and experiente-based and, has lmmediacy of appllcatlon '

~

Rationale Selection and soquonclng of specmc Ioarning activities should bo dotermined by thenr approprlatcness to achieve stawd objectives and by
. the ostimated ability of the trainees to benefit by them,

‘_ EKC' . o

uiText Provided by £nc [ ¢
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( 7.

| _Sequencmg of Learhing Activities o ey

. Key Quéstion‘s

. e \Wﬁt type of logical ﬂow--toplcal

cause and effect, level of difﬂculty-
would be best for the learners?

® What natural sequences arg demanded
by.the subject matter?

\ .
®. Does readihess to learn indicate a
" sequence?

¢ Doecs interest level?

® Docs each exercise have cloar Imkage
with the next?

" ® Dbes any activity presuppose knowl-
edge or skills that have not
‘taught?

The followmg sequential ﬂow identifies all major dearning. oXercises and their relatuonship to -
each other. They will be presented in this-order dunng the 2 -day training.t event, (List by title of
"iitivity only, or draw a diagram of the flow )

& S o

~ . L4 -

»

3

4

“4

\ /
Rationale:

[™S

Both the trainer and the trainees will benefit by understanding the reasoning behind the schedule to be presented later. Any future changes ,

in schedule can be more effectively negotiated if the sequentlal requirements of the curriculum are understood.

’ »
[ . +

Y T




CURRICULUM BUILDING: -
FLow

\

A

| Key Questions

What time does each éesiign begin?
Coffee breaks?
'~ Meal broaks?

Free time? S

Is there sufficient time to move-from
room to room?

" Fatigue factor?® :

,5'h Is there time to relax and assimilate?

® isa getting-acquaintcd exercise needed?
e Final ceremony?

H
r

N

" Schedule of Learning Activities

.

. The following is ag hour-by-hour schedule of the activities for the 2-day training event: , ' .

\

M

ke g e




CURRICULUMBUILDING: - = =~ 7
EVALUATION-FEEDBACK ~ , ~ . * o |

Evaluation Method . - . . S e /5

Necessary Evaluation Data
g - r

The following items are necessary to Insuréﬁa flow of feedback about whether the objectives of

o - the exercises are being met and whether the goals of the program will be achieved:
Key Questions S - .

: S _ ' 1. Statement of evaluation goals.

® What information is wanted? : ) \ ' /(/

® Where in the sequence of activitles is-
feedback necessary in order to be able

: Learning activities that require special evaluation.
~ to make adaptive decisions? g q p .

L=

b

3. Evaluation jnstruments (attach a copy).

{ 4._ Speclfic fecdback activities (list in scqucnce giving the title of the learning activity and the
feedback technique used) .

T NS

~

) 5. The persor, who will monitor the trainmg ovent will be (name : ) ana his or
her role will be (role ). j
'3

6. The following activities will be needed to support the newly learned skills:

4

- 4N e P o . ' .
7. The followjng persons sh@uld receive a report on the results of the training event:

& P, ) R
- “*
Rationale: Evaluation is not a ﬂhal stop In the sequence but a continuous process of foedback and review. Thls process matches results to stated *

goals and must be planned before cach stage in the desiygn process.

¢ . AN
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' - Reference 1 . e B )
, v ) N f
[N f . ' .
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~ ¢
Design Task Stages | | o .
) . N . ) . '.”‘ . . L ‘
(for flip chart 1) . - : ~ S . ot
STAGE I The.Deslén Stage. Each trainee designs a complete learning activity. . - ‘
. STAGE 1l:  Evaluation |. Trainees evaluate each other's Design Tasks. .
- - STAGE Ill:  Evaluation H. Group evaluation of gooci points of individual Design Tasks.
¢
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R ' } Sq‘ulomi”/f G
C ‘Handout1.. .

5 G

R (Y : '

: / ’ \

. | k ,

. e o
o R : b

Instructlons: Place a checkmark in the appropriate l;lank for oach'statoment, ° )
1. C(Zlichts will use no alcohol in any forr}; for a period of 6 months. '
clear f
— . unclear
not sure .
2. Counseling staff will show an awarencgs of clients’ potential for recovery. . ' S .
clear ' j, ‘
unclear - . “
not sure
3. Counsclors will defend the rights of clients at the local social service agency.
- . Clear \ /
unclear ' . (o
| Ve

not sure

v

4, Secretaries on duty during evening hours will identify clients who are in a crisis situation and refer them to a
counselor within 3 minutes.

!

5
. ' - A
— - clear
\I
unclear )
not sure
5. Staff will make every effort to reach the black population In this community.
. S ¥
° v‘Clcar( . '
unclear '
, not surg - *
- . ’ O 35 ,
15
O

Aruitoxt provided by Eic:




- V,SAGssldrz\;d -
Handout 1
(contl'nuc?i)
! “}

B

6. "fl'h'e number of black clients In the progravn'\ will be increased by 15 percohi within the next fiscal year.
’j .

f
| —— Clear

— unclear ,

)

not sure P
/ 7. Al members of the committee wlll agree on a means of providing detox services durln?his meeting.

o~

clear

unclear

not sure

8. Acentralized data collection system for Smith County"s mental health services will be operational by January 1,

1977. o R

A

s clear

unclear

—————

I
not sur¢

9..,Local judges will be convinced of the need for a DWI program.,

(
clear

—— unclear o \ ¢
. hot sure
10. The number of alcoholic admissions at Smith County General Hospital will ingrease by 10 percent during the
. next fiscal year, ‘

N
s Clear

unclear

A
1

\

not sure

11, Of the clergy who attend this workshop, 25 po\rccnt\ ill make client referrals to this clinic within the next
month, ' ‘ .

clear
L uncleag

. hot sure¢

-




12, Student nurses In this course will know how to care for }fc'ﬁ\ollc patients in wittidfawal,

—e Clear

unclear
not sure : o - N
. . ISR . ' , I o L N
13, Local physicians will support the alcoholism clinic, - P « o\
— e Clear .
— unclear : ' S .- . B ¥
: o . R '

not sure

14, A written agreement on provision of family cou'nsclling services #ill be signed by a majority of this committee
during this meeting.

—  Clear ' . \{

——w . unclear s : : '
‘ . . & " ) .

not sure . P

L]

15; The Smithtown Lions Club will pledge $500 to furnish the new halfway house by January 1, 1975, _ .

~E

- Clear

unclear : g

- notsure ,
16. The number of alcohol-related accidents in Smith County will be reduced.

< e Clear - )

unclear
N

‘ NN not sure
17. Psychologists at the Mental Health Centbr will M-'forta'blé working with alcoholic clients.

“

cloar

o~y ‘
, unclear - o o
not sure : . ’ .
v A \ '
. _
‘ AN 49
n
- ) ~ v
Y. \‘ : - a ‘
s ‘ © 4 - )

N ! : G
., M ) : ” . "5' ""' ‘ " oy
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(continued)

18, People 'in'the'Spanisﬁsp
3 4
e Clear

.
. _ unclear .

v e« DOt SUre

19. The number of community volunteers in the prggram will be increased by 75 percent this year.

~

—  clear -

——_ unclear-

not sure !

-«

20. Joint siaffing sessions will be 'heldeeekly between Family Services and alcoholism clinic staff for the ne%

calendar year.

clear

- unclear

—_—

— .. Notsure

H.

o 0

y

0g communlty will feel welcome and comfortable at the alcotiolism clinic,. }

“
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1. What are some of the goals of your organizatlon? ' . o C -
. How do the goals and needs of your organizatlon affect the ways in which speci : jobs-relate to one another?

3. How.do organizational goals and needs affect the pl‘iority which these jobs are glven in terms of material
support, supervision, status, and salary? : S e

4.  How do organizational goals and needS‘ affect the training outco'mes of any prl‘ggram you design?
» ) IEaR

!

ERIC K " e

Aruitoxt provided by Eic:




Reference; (\ SRV

~ Organization Analysis

(for/flip chart 1)

. INPUT > ORGANIZATION |—>|  JoutPuT * |+—{ EvALUATION

I n * . Al —r

it

e
B

ERIC | | - X .
- .
\ ) '




Aruitoxt provided by Eric

Sample]obdescrlptlon : ' o @

The individual serves asa member of a four-person team within the Experlmental Education Laboratory.
Each team—under the dtreotuqn of a team leader—researches, develops, designs, delivers, and records training
programs for practlt:g)ers in the field of alcohol abuse and alcoholism. _ :

Skills needed to perform ]ob"

~J. Design needs assessment techniques and gnalyze results. ve
. Developlearning outcomes (goals and ob]ectlves) stated in behavioral terms.
. Select methods and strategies appropriate for goals.
. Perform a range of adlult education methodologies.
. Record curriculum desngn'!n format usable.by others. @
. Familiarity with literature in field of adult education and curriculum development.
. Function as a team:member.’ S

Job behaviors (tasks) required'by a single skill area:

Skill area: Record curnculum design in format usable by others.

. ; : - i ' :
Behaviors: ; ' : LY

1. Writes clearly stated goals and obiectives for session.
2. Knows and can state the purpose of the session, |ts linkage with previous and following session; and
the principal learning points of the sessian. '
. Designs exercises which give a balance between cognitive and affective Iearning and writes clear in-
structions for their implementation. {-
. Records each learning point in proper sequence. '




oo

St Handout?

§

. -gl
.Organization Need Assessment (pages %11 of TEPG) -

[}

‘. Weak
Bt

»

N

Job and Performance Anélysis (pages 12-16 of TEPG).

Weak . : ’ |
. 1 '

LR

.

Training Group Analysis (pages 17-23 of TEPG)

Weak
1

Writing Learning Outcomes (pages 24-25 of TEPG)

Weak -
1

\

Curriculum Building (pages 26-32 of TEPG)

Weak
1

.
: Eva{uation and) Feedback (page 33 of TEPE)

[N *
Weak
1




Refmnco l

Self- Assessment Task Injtructlons P - ‘ |
(forf//pchartl) S o P SR o
L o ~ ~ : L AR

Ve .‘_v' . . ) . . . . '

» s .
Assess your own strengths and’ weaknesses in each of the six areas and. share wrth your colleagues your self ratings L
and the reasons for them. : _ R . -

. ,
“ o . R

<

\'_"-4.

AN . } ,
.Formation of Resource Groups
(for flp chart 2) _ ;
A |

Choose resource groups by the beginning of the next session. Talk with each other and.form groups of three or
o, > four persons. ‘ . ) .

- b
Y It will be to your advantage to have a balance of strengths in the six arcas. ' 4

w ' : B . .

.
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* Flow Char

Arrange:.
forma
training

No

' Arrange
practice

IR
T

Arrange A
feedback -

(;hqtpge job

RSO TEN

Arrange
on-job
mlqlng

e d |
Transfer or Kgim
terminate |-

-Potdntia[ solution

Source: Mager, R.F, ar_\d Pipe, P. Analyzing Performidnce Problems (Belmont, Calif.:

IS

44 ’ \ ._/'_/
e

t
¥
~Describe

performance
discrepancy

Airanzo
positive. | . -,
consequengce| -

No -

Performance
matters?

Arrang e
consequen

Yes

Obstacles?

Remove
obstacles

Select best -
- solution(s)

Implement
solution(s)

Fearon Publishers, Inc., 1972), p. 3.
{

)

.
.

o5
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tu

Key Issues ) % .Questions to ASk | o L o

pry
St pe E ) - " _ ?
;

'~v" Helsn’tdoing\yhathes,hdbld o SR : ' 3
be doing. / think I've got a S

tralning problem, _
1. What is.the performance Why do | think there is a -training problem? . .
discrepancy? ‘ , e ' , “
. . What is the dlfferencc between what is bcmg donq and what is supposed _ }
‘ " tobedone? , o
. ! ) . ' What is the event that causes me to say that thlngs aren 't right? » .
‘ Why am | dissatisfied? = y o .
. 1 ' : - : ' ' C
2. Isit important? Why is-the discrepancy important? g ' l
' What would happen if | left the discrepancy alone? k
Could doing something to resolve the d]scwpancy have any worthwhile : ’ oo
result? ' ' ‘ )
. ' . . - ;1 .
3. Isit askill deficiency? - Could he do it if he really had to? _
B ,, ~ Couldhedo itif hislife depended onit? -+ - -
' . Are his préscnt skills adequato for the desired performance? ;. %
I, Yes. Itis a skill deficiency.
He couldn't do It If his life - . T
¢ depended oh It. : ‘ - ) : ’
4. Could he do it in the past? Did he once know how to perform as desired? , . L o \
" ' Has he forgotten iow to do what | want him to do? -
. . 5. Is the skill used often? How often is the skill or performance used? Pra ) .
) Does he got regular feedback about how well he performs? o ' '

Exactly how does he find out how well he iajdoing?

L4

Sourco: Mager, R, F. and Pipe, P, Analyzing Performance Problems {Belmont, Callf: Fearon Publishers, Inc., 1972), pp. 101105,
. : 2

36
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™ Handowit 2.
(contlnued)

. ‘h\
\

©

Key Issues

Questions to Ask

Ao
N

6. Is there a simpler solutjon?

L .

-+ 7, Doeshe have"what it takes?

I It is not a skill deﬂciency
He could do It If he wanted to.
8. Is desI[ed perf‘ormance |
punishing?

9. Is nonperformance
] .
rewarding?

{
" 10. Does performmg really
matter? i

!
A

BA
ks

Can | change the jab by providing somé kind of job aid?

Can | store the necded information some way (written Instructlons,
checkllsts) other than in someone’s head?

Can | show rather than train? .
Would informal (i.c., on-the-job) training bo sufficient?

!

Could he larn the job? . :
Does he have the physical and mental potcntlal Bo perform as desi[cd7 '

Is he overqualified for the job? . ) ' ‘

& v . )"

What /s the cansequence of pcrforming as dcsirod?
Is it pumshing to perform as cxpeotod7 : )
Does he perceive desired performance as being geared to penalties?

Would his world become a litter dimmer (to him) if he performed as
desired?”

L]

>

-

" What is tho result of doing it his way*instead of my way?

What does he get out of his present performance in the way of reward,
prestige, status, jollies?

Docs he get more attention for mlsbehaving than for behaving?

What event m the world supports (rewards) his present way of doing
things? (Are you inadvertently rewarding irrelevant behavior while
overlooking the crucial behaviors?)

Is he "“mentally fnddcquate " 5o that the Iess he doost) less he has to-
worry db‘&pt?

Is he physically inadequate, so that he gets less tired if he does less?

s

Does performing as desired matter to the performer?

Is there a favorable outcome for performing?

Is there an undesirable outcome for not performing?




-

o Handogt 2 o
o (continued) - L

At
e

Key Issues | - - Questions to Ask .
— . ;

4

) -

gof satisfaction for bcrfdrmlng?

'y gt .
Is he able Yo'take pride in his performance, as an individual or as a -
member of a group? ‘

. " Docs he get satisfaction of his necds_’from.thc job?

11. Arg there obstacles to : What prevents him from performing?
performing?

.

Does he know what is expected of him?
Does he know when to do what is expected of him?
Are there conflictlng'dcmallds on his time?

Does he lack the authority’k
.. .the time?
.« .the tools?

Is he restricted by policies or by a “right way of doing it”’ or “'way
we've always done it" that ought to be ¢hanged?

Can | reduce interference by improving lighting?
.. .changing colors? .
.. . .increasing comfqrt?
.. .modifying the work position?
. .reducing visual or auditory distractions? )

Can | reduce "‘competition from the job"’~phone calls, “‘brush fires,"’
. demands of less importance but more immediate problems?

1V, What shpuld I do now?

§ 12.'Which solution is best? - Are any solutions inappropriate or imposs?lilo to-implemcnt?
Are any solutions plaihly beyond our resources?
What would it “‘cost’ to go ahead with the solution?
What would be the added “value" i_f 1 did?
Is it worth doing? , .
Which remedy is likely to give u§ the most reswlt for the least effort?
Which are we best equipped to try?

Which remedy interests us most? (Qr, on the other side of they,coin,
which remedy is most visible to those who must be pleased?)
]

a8




| ‘ ¢ " (
teps in Performance Analysis -
‘(i"or flipchart 1)

gt

{

»

€y . . J \
1. Identify workefs whose porformance‘ivlll Be analyzed.
2. 1dentify behavior and knowledge that will be analyzed.
3. Dc-s.lgn method to collect riecessary data and collect that data.
4. Analyze data and identify nature of broblem'.

P_ro'ble'm Factors

-\ (for flipchart 2) '
! Knowledge/8kill Discrepancy .
) Environment
y Motivation/Attitude
_l&// 3 )
. A}
) [-
S
48
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o

Decisions about Form of Respons&‘to.a‘()uestion -

1. Can the quostion best be asked in a form calling for check answer {or short answer of a ward or two a
number, or a letter), free answer, or check answer with “followup froe answer?

Best results are often achieved by means of a gombination of free-answer and check-answer methods, or by - e
- compromises between them. Thus, single questions may ¢onsist of an Initial check-answer part Inmediately N L
" followed by free-answer parts which inquire into the meaning of the check response and obtain examples,

statements of the respondent’s assumptions, the strength of his or her feelings on the point, etc. For
oxample _ ‘ 4

Are poople at tho head of your company interested in their employeés, or don't they care?

. Don’t care

Interestad . Other answer .In
\ - what ways do they show that?
Tho simpleyes or no response (and.slmilar cholcos such as agreo or disagree, do or do not) are appropriate for

many questlons deallng with points of fact and with issues which are clear cut and on which well-crystallized : - ©
views are held. Even an direct yes-or-no qugstions and simple two-way comparisons, however, it Is usually

found desirable to include an intermediate response of “‘doubtful,” “not sure,” or “no difference, eotc. A

graded series of response possibilities frequently glvesme investigator additigmsl or more accurate information

than a dichotomous response and presents the question more adoquately d acceptably to the respondent. -

The most common multrple choice responses utilize threo, four or five gradations. A widely used special
form of multple choice (the “cafeteria” question) asks the respondent to choose from a list of assorted words
or. statements the one(s) that best represents his or her polint of view. The items may or may not be arranged
in order from high to low, good to bad, etc. to form a crude scale. Examples of several of these forms follow:

Suppose a person is asked by a close friend to do’something that requires a personal sacri-
fice. In your country, how strong an obligation would a person of your age feel to help:
his friend?

©

not strong at all — Veéry,strong

not very strong . €Xtremely stforig -
rather stron B

8 / . \
Puta “1"" in front of the thing that is most important to have or to do In order to get

ahead in tho world. Put a 2" before the next most lmportant etc.

. pull — . brains

. good luck 2. hard work

v, .




o Sosslon9
P ' Mandouﬂ

?

oo . . . . . . ’ -

“ Of course, you want ALL, these. thlngs~but whlch will lnﬂuonco you most whcn it
A : Mbmcs to chagsing your next.car? Check 3items,

. ' o a'ppearance operating econamy
x ; ' . : po

e "comfort ' t . oplekup - - o

. X { Lo :
? e dépendability - . safoty LA e K )

o g
' - PR N e
- KY ] e LY

e 248 of control k smoothness _ :
. - . v .
—  firstgost . " e SPpeed
[‘1} . . . .
v 2. If achecklistis used does it cover adoquately all the slgnlﬂcant alternatlves wlthout overlapplng and in a

-defensible order? °

"y -

\

.Declslons About the Place of the Questions-in the Seduence

: 1. . Is the answer to the question likely to be Influenced by the content of the preceding questions? ' o o
Do earller questions create a certain set of expectations that might influence answers to this 'q_uestlon?w | -

Do preceding questions aid the recall of ideas that might bear on this question? v s

'

Does the question become Inapproprlatc if certaih answears were glven prevlously?

o

When both general and speclfic questions are to le asked on a topic, it Is usually advisable to have the gengral
ones come first. Thus, if people are to be asked what improvements they desire In their working relatlons lnd
: also how they like their foreman, the first qucstlon must be placed before the second. Otherwise, better
\ supervision will be disproportionately cmphaslzcd as a ddsired improvcment simply because it has been freshly ™

called Yo mind. . . . .

Earller aucstions may also create a gencrally favorable or. unfavorable mental set toward the topic considered. .

2, s the qucSlIon led ﬁp to in a natural way? ‘ S :
v v o' . . !
Decisions About Question Wording

o )
N Can the questlon be misunderstpod? Doces it con(ain'di?;:ult or unclcar phrascology’

Are the words simple enough for the least educated rcspondcnt7

/
Are any terms used in a specialized way, and |f s0, is the meaning made clear by pictures or othc.w.se7
.8

Is the sentence short and simple? Is-there any looseness or ambiguity? What clse could the qucstlo'z mean to
arespondent? ! ,

Is the meaning clearly distinguished from other ideas the respondent may think the question-asks—ideas that
m may seem more natpral or important to him or her? -

S

‘ | Could unintended emphasis on a wotd or phrase change the question's meaning? 0

, If any suspicion of misunderstanding remains after qucsuons hdvc been worded.as clcdrly as posslblc, good
practice calls for followup questions to determine just what the respondent meant. Calling for an example of
what is meant may suffice.

.
[ . sk

"

s
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DecisionsAbout Question Cantent S o L S

1. s the questlon necessary? Just how wlll it be useful? ¥

Does the subject matter requlre a separate questlon or can it be integrated with other qu?tlons? o (N S ®
Is the polnt already sufficiently covered?

" |5 the question unnegessarily detaited and specific for the purpose of the study? For instance, instead of
taking the age of each child in a family, it may be sufficient to get the number of children under 16. Whatls
it you really want tovknow? ' : . :

-

-

2. Areseveral questlonsnéeded on the sub]ectmatterof thoquestion? . - C . v

Should the questlon be subdivided? Be careful of efforts to cut corners by combining two Issues in one _
question, such as asking views about changes In wages and hours.in the same question. . (///

3. - Does the question adequately ‘cover the ground Intended?

. Forexample, if you want information about total famrly earnings, a question about the respondent'’s “eamlngs" "

may be inadequate, since |t may not lead him. qr her to mention “other income'’ or the earnings of others in .
the family.’ ' )

4, | Inion questions, is further informatlon needed about the intensity of the respondent S convlctlon or R

cn . . fAENgs? L : . . . N

onnectlon with questlons on stcrotypcs, for example, it may be Important to find out not only whc«ther
¥ tespondent has ccrtain stereotypes, but also what ¥motion, f any, is attached to these stereotype,

' Techniques for ascertalning intensity of opinion include “feeling ther ometers,"” on,which the respondent
rates directly that he or she feels ‘‘very strongly,” “fairly strongly,**etc.; scales running from one extreme of \
feeling to the other; asking about the respondent’s behavior (e.g., how miuch he or she has discussed the ques-
: tion or read about it; whether he or she has joined an prganization or written, to a newspaper, etc. ). e
5. Does the question need to be morc concrete, speciﬂc, and closely related to the respondent's personal g
experience?

Is it askdd in too gencraﬂ a form? Can the |nformation bebbtained more_ easily by referring it more closely to
the respondent s own behavior? ’

' . < o A

Does it use psychological alds to aid in recall, such as having the respondent recal) experiences in temporal

B \ scqucnce--Work)ng back from the present, etc.? For example, it is often effective to use behavior indicators  * : .
instead of, or along with sub]cctive expressions of feeling. One can ask not only, “How did you like the A v
. book?” but also “Have you recoromended it to anyone else?’’ S ~ \ﬁ

6. Wil the rcspondent give the Inforrnation that is asked for? .o

Is the r¥aterial too private, or embarrassing—likely tolead to rcslstancc,;vaslon, ordeception? Whatwbjection : e
might a.person have to answering? Does the question “put him or her on the spot,”” or make the respondent
feel he or she is being quizzed? Can one get the information in.a manner which would not offend, or should
" it be omitted? Do any special conditions exist at the time and place of the survey to augment suspicion or
resistance?’

»
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- Sufvey of Work Plans of Young Pedple
Lo '11; . .
., . - ’ Y
', v - 10 Ip ﬁeneral hgw do you fool about the opportunities that are open to young p‘eopie today -for getting jobs and

}

=

earning a Iiving? In-.comparison with say, a generation ago, would you say. that'therg are more Opportunities

now, fewer opportun itles now, or about the same opportunities now?

More now

Fewer now

1.

Same —_— 'Do'n't know

About how ‘much schooling do you think most young people need these days to get along well in the world?
(Show card.) .

‘|,' .

2

3.

wrlte in respondent’s answer and then code.)

-

A grammar school education

‘ Some high school.plus trade or business school

A high school diploma

-~

A high school diploma plus trade or business school «

Some college plus trade or business school
A college degree

A college degree plus additional schooling

No opinlon'

3. Suppose some outstanding young person asked your advice on what would be one of the best occupations to
#  aim toward. What onie occupation do you think you would advise him or her to aim toward? (Intervlewer

) .
Ry .‘ “

Y

Professional
Semiprofessional

Proprietor, manager, official (except farm)

Farmer or farm manager

.-~ Clerical, sales, or similar

f A a
————




Y
Protectiye service work :
| 7 Y ‘
" Other service work" . .
. /

Laboren(farm or nonfarm)

No pinion R -7

. N

What do you think is the most important single th|ng for a young person to consider when he or she is choos—
ing a Ilfe 's work? (Report verbatim.) e - !

lfyou had ason or daughter graduatlng from high school would you prefer thathe or he go tocollege, WO}JId
you rather have him or her do something else, or wouldn’t you ‘care one way or the?other?
¥

College Somethingglse —— . Wouldn't care ....._..__;.1' Don’t know ...’,.__.__

v

Suppose your son or daughter had a choiee : among three typés of jobs: a secure j()b wlth alowi income, a job
with good pay but a 50-50 risk of losing it, or a job with extrcmely high income and a great risk of losing it.
Which would you advrse him or her to accept? .

Secure jol/_/__ 50-50 risk Great risk ____ " Don’t know
If you had a son or daughter just getting out of school, would you Iike to see him or her go into polifics as a
lifework? ‘ W .

Yes No Don't know. .

Do you think that today any young person with thrift, ability, and ambition has the opportdnity to rise in
the world own his or her 6wn home, and earn, say, $10,000 a year7
"Don't krya/___;___ n,

a. What kind of work does the head of your houschold do? (lnlervrewer/ write in respondent’s answer

Yes, - ‘ No

Flnally, ¥ q I|ke to ask you a fow questions about your family,

. / hi
and then code below.) S N / )
(a) Head of-house : (b) Father
Professional : —_— ' ‘ .
. Semiprofessional . —_—

: \’/

53
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(continued) - - : g

.

P

* \ .’“ o . . '

. Proprletor, manager, gfficial (except farm)

< Farmer or farm mangger

Clericaly sales, or si[r‘\ilar . o

_ / o .
- + . .

Craftsman, foreman, or similar.

.

s ’ 3 . '
0 : Operative or similar work

€

Domestic service work

. . . :
Protective servite work

———— g

Other service work

Laborer (farm or nonfarm)

0
.

b.  What kind of work does (did) ybur father do? (Interviewer: write in respondent’s answer and then code

above.) - . : - . >

c. What was the name of the last scjfool you attended?

/
!
]

_ What was the last year you completed? -

- (Inter\de(er: writé in respondent’s answer and then code in proper column below.)

/

Male , Highest grade "Female 0
completed . .
A /.
: Grammar school o . ' /
. v . . B
. Some high school ; _ _ ;/
: : : T ' y /
_— High school ¢ 4 /
—_— | Some college | . ’
/ College * _ |
Postgraduate R -

%

LY

- No-wife/husband '

d.  What about the education of your wife/husband? (Interviewer: ask same questions as in
¢ and thgn code in proper column above.) .

RN

! L
+ .

54 i 65
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(contlhued)
- ]
X \ . )
\ o 0. . Would you please look at this card and tell me which Ietter best indicates your total family ;,f"-,
. income? (Show card.) d)) p
: A. Less than $2,000 D. $6,000-7,999 - __ | A
B.$2,000-3,999 % E. $8,000-9999  _____
e t ‘ S Y ;
C. $4,000-5 999 o F.$10,000and over ____ . '
f.  Estimated age of respondent (Interviewer. estimate, don 't ask.) ‘
" 2029 40-49. _ L - 60-69 -~
30-39 50-59 70-plus ;
g. Sex of respondent. - Male Female o ;
; h.  Interviewer’s rating of socioeconomic level.
Upp.er' ———  Uppermiddle Lower-middle Lower
i. Interviewer’s narf\e - v . o L " -
j.  Date _ _ ‘ . ‘
k. City : . - .
f % N !
’ 4 t:
3 \ / _ |
! 4
§ ’ o Sy o w .
o ' .
!
. \ ) .
\ ° L[4 "
4 86 . 55
! ‘ v
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S '..;f ' (comlnued)
e ' ’ o
Sample Card oo
' AN .
@ ", ,
(front of card) . o '\(bdck of card)
A voung person today should have: "A.  Less than $2,000.
1. A grammar school ¢ducation x B. $2,000-3,999 '
. 1 2. Some high school plus trade or business C. $4,000-5,999 Pa
g school . D- $6,000-7,999 o
’ |- 3. Ahigh school diploma v E.. .$8,000-9.999
4. A high school diploria plus trade or F. $10,000 and over W
. business school  * "« . \\ )
5. 'Some college plus frade or business E
school AN
. 6. A college degree ' S
' 7. A college degree plus addltional .
RN schooling e "
At “\a . k4
{
’ . . AU R o
. . J
\(? ® .
' ¢ A e )
IR S ” 6 _
we N
T N \
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»

Date:

‘ Sthool & District:

Interviewer:

Interviewer: M

g

Hello. 'm : . ,and I'm with the General Learning Corporation in Washlngton D.C. We are
’ worklng with the D|V|S|0nof Plannlng, Research, and Evaluhtion in the State Education Department in Providence.
Our main task is to help plan ways in which crlterlon referenced tests might be developed and used cohstrUCtlvely
in Rhode Island. There is concern that the present testing program with standardized or norm-referentced tests is
ofonly Ilmlted valye to teachers, administrators, parents, and others.

'

As’ part ofour study, we. are talking with sonte teachers and othersin a number of districts to obtain some flr§’£~
hand information about how people go about setting goals, planning, testing, and evaluating educational pfograms
*for*the students'in Rhode Island: :

’

Thls interview is strictly anonymous. We will not use your name, or identify your school or district'as such. We
would appreciate your views on various aspects of the matter. - .

1. First,' what grade or grades have you taught this year?

Are there formal performance goals and objectives for all the grade students in this
~district in each of the following areas?:

v

. Reading: Y | DIK

. English (or other . . :
Language Arts) , D/IK.

. Sgience ' . D/K’
d. Math ’ - ' D/K

e&ocial Studios , . DIK
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[ . ' : ' e T » ) . . ® ' - Lo o ..
: - : o ' ' e ~ b o K .‘ L . e L - .
. . . N ~ A. . - . .. ‘ ‘. '\. o | . o . . - . . ‘
. ) » - . _\' . B . ‘\: '. . .
. ) B - . , B . t.\~. . . . -~ 3y .
* S Y« LT . - - ""» S
" 2B.1. How are instructronal programs presently planned and evaluated in the area you are most famillar with'!‘ e
L ’ ! . T ' L . .
$ <. A Read\ng . S L et R R "
v N . A . .‘,. - . . v J . 'L " b *
. . B he ) , v . . . . . ) * . A ,'.‘-):‘,."W. 4 .
- - b. Other Language ﬁts w_\ o - L é N L »
Voo - . ¢. Sciénce ) o . g e _ g
‘g ’ ' . :l‘ . . : . ’ . l.-l " < ' . e I 0 . .
‘ . . * - Dooe . . _ L . . oo
. d Math SRR Y Ty .
K . . ) - f o ., . ° '\
. \ . . ) . . \-- - . - ] » I3 o . . "-. . l‘\b\ ) a3 .
)} " -c. Social Studies o LT . S R L L
."‘ . L ‘ ' v { T ¥ : \J\' ”» . - 1 ‘o
WL (GodoQ_B)-u e - e N e
. . T - \
' 2B.2. Does it vary for other subjgcts that,you know of? R ] © ]
) e o c. . . "“ * .. P ]

v o v “:A M 4 oW » .
(3. How do. teachers determine the needs of students in the dlfferent subject areas Ay the bcgmhlng,o{,the S

v year? o i : L R Y
£ / ’0_ . ° * /" " .

. o &0 m ’ b j
~ 4, During the year how do teachers at your grade levelitake into account individual differences?

5 , . - . v .
S o |
;. Are you fanmiiljar with Prdiect»Qpén-—tl;e State Department’s que_stior\n%nire about educationfgoals? T

) T ’ T 4
Yes . . . . ‘

_ .
- .-\ ’
A - ¢
. No : ) .
o ' ' : s r ’ . ’ '

_ 6. © Wouldht be useful to'you to have';def‘mtlon and measures of genergl cchrccmonal goals for all students
S (1) in basrc skill$ and (2&;_1 personal and sOclaI development‘? ' - S

P
,_,ee :
. i

~ N l’ - ’ K

Yes (How) s 2. Yes(How) " '

X . - ] . — B ; ’ . .

No (Why not) o

7. What has been youyr experience in writing behavioral objectives? What subject areas? .
® u : . .
(1f some, go to Q7A) " T ' ) '

4 L} (('

. (If none, go to Q8) ‘ .

. ,
. i / < Sl . PR
S A . Ld
—
. . o
. - M .
‘ .
. "

A, - What has been your experlence in usmg test items keyed to beh.wrora[ ob1ectuves7 Wh.\l | preas? '

. h - " .

v -.

.- oo

2

. ] 3 )
8 Do you see crlgugon rcfcrenced teg\w\dlfﬂ:%ng from present st,andardind or norin- refereneed tcsts2 (H
. yos, igwhat ways?) ) .

Y . ¥

Rrore izt e . : . . o mo

Y

o '
} . . ..
L) . R
- .

4 L™ -,':.é"- .
No (Why not) . \7

oo , ' . : L .
B (\‘..... T . / . N - e

)
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NCAE Questionnaire

o RETURN TO: IR !

THE NATIONAL CENTER FOR ALCOHOL EDUCATION

1601 North Kent Street .-
" Arlington, Virginia 22209
' }

s

\ .
Application

1, Name:

.Position:

v

Name and Address of Qrganization:

.Telephonc:

" «. Date of Birth: _ » __» Sex:
"\"\ .. N o N } ]
! ;R(‘:Fiovercd Alcpholic: Yes If yes, years sotbriety i

” Education: -

" Highest gr}c{ivc gompleted ___

Type of degree » *

AR Y

Years in current position: ;.

Total years of administrative expericnce:

{ g

List two positions held immediately before becominx{dminiétrator of this proggam: . ~
I . . »

Ay

] C

.

2.

" g ol
Have yoy had any previous training.in:

»
3
3. ¢ r

Program management and administration

Mobilization and use of community resources

1

Evaluation of programs and services

™

Aruntoxt provided by Eic:
cu
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’ . ‘ . ) ’ o L . . . .
. . . . : .
v . ' : . 3
o . L2 R . . .
- o - 3 .

Are you responsible for more than one halfway house?

50, how many? - ' — -‘Lm
What is the estimated population of the city where your program Is located? y
0 - 25,000
’ " 25-50,000
, : 50 - 100,000 ‘
e/ 100,000 & over
Do you consider this an: : ' - V

Urban area
s : 4 . Ay .
L Suburban area __" . oW
. _ Rural arca i o 3 .

AR - " Other (specify) .
' ' v , o : :
Il.  Profile of Program - a : S .

Staffing . : | .

Number of full-time staff:

Positions:, » ,

/ ' X ’ . .\.

,—‘—“ ’ * ’

Numbér of part-time stqff:

Positions: : ' , , )

g .

\
’ ] + 7

.- Nurv{bcr of volunteer staff: ~4% - .
. Grants and Funding Sources .

Total opcraiing budget for previous year R




U seslon9.
. -~ Handow 4, .~
v oo v (continue)

’]n') Lo ’ N )
o - v : Do funding sources impose operating '
Type _ ¢ Amount/fyr. ) rules, regs., otc.? ' :
Local | Yos . No . ' b
State _ —_— ~ Yes ‘No ¢

Foderal ) —_— Yes No .
Third_-Pariy Paymcx‘;ts - ' Yes *+_No . )
Donations f e . .~ Yes —— No_#& .
- Charities, foundations o | - , .
{United Fund, Community , -
Chest, ctc.) - Yes No

Other (specify) _ I ’ ' Yes No

. Client fees/ycar ‘ - : . “ .
L e : T | . .
What is the weekly fee charged to resident? . ll : )
Is this week|y fee negatiable? . . : Yes No
Does majority 6fcllient fees come from: . ‘ : '

Client carnings? :

. oa

Subsidizing agencies (welfare; voc. rehab.)?

What is the client capacity of your program?

-

What is the average number of clients in residence at any point in time?

Client Characteristics

t

Majority of clients are of what socioeconomic status? t

Majority ethnic p0pulation's%ved: g S

White

Sowy

Bllack . " . _ .

Spanish-speaking (

n

Other ($pecify)

k3




W9 e e e
continued) o

w v

‘Clientele sex ratlo: .
o : A St ‘

~

All male

All female :
1) 7 .
percentage of women

Mixed : percentage of men

Age range of clients _ ~

- . N ‘.

-Average age of clients _ S : !

Approximate length of cliert stay : o

‘
i

What ptreentage of your client intake comes from recruitment efforts?

-
-

What percentage of your clients are self-referred? ) ] \ :

© What p'ercentagQ'ofglient intake comes from referrai sources? .

. 3 . o

Major referral sources: - (

Legal — courts, probation, etc.

Medical — hospitals, mental health centers,"other (rcatmenkagenciesktc.

< .
o

Social Service Agencies — welfare, vocational rehabilitation, etc.
. .

Other (specify)

’

t . C ]
Program Services

Services offered clionts: e

\

ey
-

Does program provide detoxification (medical withdrawal ussistapce) on premises for new or reudmittc@

clients?

<

Out-of-house

-

Is A.A. involved in program services? In-house

»
-»




" Handoutd ol
~ (continyed) 7. -
L ' ’ '.,.
Advisory-Boards ‘ -
Does program have:
‘ A a.  Advisory Board which represénts a parent agency? . =
. - - If so, name of parent agency:, : '
‘ ' : [ ‘ .
E b.” Community Advisory Board? - //'w
. - | L ' - . . . . i
\*‘Rﬁiatlons . .
. CoL : .
Is there a halfway house association within your state? Yes No , <
. - ‘ A - e .
Are you or ybur program a member? _ Yes . No
° v .
" Regulaiory Agencies
. | _ - ..
Is your program regulaged by standards at the: ' oo )
) . . Q Coa ' ’ " . P
. a | State level ' : . Yes < _No’ : o
. ; . [
b. Y Local level Yes No
¢ \\ ) . L] ’ .
Do these stabdards: - ' L = /
y y ' & ®
. ‘ a.  Help program * Yes No - a -
'3 o L - . .
. ~ b. Hinder program , N o Yes No
— . ) )
\ ) N N\ Y o> 2o
Explain briefly: . - e
\ l . i ) . w ' g/
R l‘ 7 “'( A s
- t 1 - -
e v . 4
Are you aware of standdrds that are being developed ona nati:)\wvide Ny
baéi_s and why they dre being developed? _ Yes No ~ -
0 Neods m’ ¢ ' ‘
. ceds ‘ | J "
d& ) . . w b
How do you think you would benefit by attending this training pr_cvam? -
. L '
) ) .
" s
N 3 ( . . \‘ - 63 . .‘ .
\ ’q | %
‘\ . . ]
e )
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(continued) . T

N
'

R = T Tt * - -

Whaf do you feel are the most pressing problems you have in managing yéur program?

rnternally:

Y

In relation to other agerties:

4
" vn [

A

0 o 4

Aruntoxt provided by Eic:

o ¥ g
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-

Halfway House Admimstrators Traimng Program
Needs Assessment Form

v
v

L4

To prospective training program participants:

p _is\our aim to conduct a training prdgram on halfway house administration that will be as useful as possible to
those¥who attend. To that end we ask you to consider topics that might be includad and rate them in order of
* their impertance to you in improving yoyr ability to do your job effectively.
é" .« . ' .' . .. . A . - R

~ 1
[}

~ . NCAE Staff

Directions: Listed below are six categoyies of knowledge and skills often needed by halfway house directors.
Under each category, (fiscal management, personnel, etc.) are listed some related topics. To help us design a

training program most appropriate to your needs, please read each topic and cif¢le the approprldtc number as

follows -

imp_ortant'to‘include

“hice to include

do not include .
NA = “not applicable”; not part of my job o o

-

Then, in the space provided, add any topics not on the list that you think are important to include in-the trairﬁr{g
. program, or comment on the topics-listed. For example, is there a particular aspect of that toplc that you fing
particularly troublesome or_ that you think shouid be empha5|ﬁd7 _ ) N _‘

Fiscal Management

Annual budget preparation

M(?nthly and quarterly reports

Financial records.

Good businegs practices

Third-pacty p'ayments

flnsuraﬁcé

Contracting for goods and services

Wre to look for funds

;VI()ncy-savin[; techniques

Director/board relationships




« .- .. Handoutd R
{contiomed). . .. . ..

‘_.. Y

h

Comménis. suggested additional toplcs, etc.:

Low . ' ® . \ : )

Personnel
Sta_ff re‘quirements, schedules, coverage . 1 -2 | 3 - NA
Job descriptions, duties and responsibilities - ) 1 2 3 - NA

Salaries, benefits. | S 2 3 NA

\ Job satisfaction (career development) o 1 2 3 - NA
i Onethe-job training . S 2 . 3  NA
5 Hiring and firing ) ) . 1 2 3 NA

’ Resolving conflicts S 1 2 3 NA
Policies for field placements (interns., graduate ' SN _
students) : : 1T 2 . 3  NA ‘

Use of volunteers ' 1 2 3 NA

Evaluating job performance 1 2 3 NA
¢ . - , 3
\. Making assignments, delegating responsibilities 1 2 3 NA

.Comments, suggested additional topics, etc.:

\

LN

‘.

Prograri |

#: ' Progranl',) description\ . : . 1 2 3 NA
Intake criteria, procédurcs, policies T 1 2 3 NA
" "Resident ¥ecords o 27 3 NA
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v (continued)

Resident rights | S | _4 | 1 | 2. | 3. | ~, NA /
Physicalleﬁvironment . 1 | 33 | NA

Monitorihg act'lvitles ‘ ‘ /_\" N 1 .2’ 3 NA

Fire, zoning, and building codes ~—. A , 4 2 3 NA i ;
Accreditation and other operating’requiremer.\ts. - 1 2 3 ° NA ‘ ‘ R

.Comments, suggested additional topics, etc.:

/

\ . . 4 . ..
Community Relationships ' ; .
. “"Continuum of care” concept 1 2 3 NA e
: -
&fluenoing public policies and regulations on ‘ : ., o
halfway houses, étc. 1 2 -3 NA
Locating potential resources . 1 2 .3+ NA .

~ Affiliate agreements ' . 1 2 & NA

Public refations (use of media) i b 2 3 NA B

Liaison with agency representatives . - , 1 2 3 NA
| - . .. - o .
Coordination of resources for individual : . L , /;y )
residents _ S 2 73 NA oy
Referrals : . _ 1 2 3 NA .

Comments, suggested additional topics, etc.:

LRIC

>

‘
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 Handout 4
(contlnued)

. Planning -

Determinatjon of needs )

Setting realistic goals
Establishing priorities

O_rganiiing and using inrformation

. -
Comments, suggested additional topics, otc.:

Using Data for Decisionmaking
As a basis for change
Collecting relevant information

. ! .
/ Identifying problems

-Comments, suggested additional topics, etc.:

4
w
Now that you have rated the above topics, please go back and indicate by using the numbers 1 through 6 the *
order of importance you attach to each category. For example, if you think Community Relationships is the
most important category, place a “1” next to it. If you think Flscal Management is second in importance, place
a 2" next to it, and so on. . T :

Thank you for the time you have taken to complete this fOrm Please add any other comments you think would
help the planners of the training program, /




~ Roference 1

" . Steps in Questionnaire Construction .
(for flip chart 1) ‘

What

Who

First Draft

Revise

Protest and Edit

Procedures

. Factors in Questipnnaire Construction
(for flip chart 2)

The Form of Response
The Place in Sequence
The Wording
The Content

ERI

Aruitoxt provided by Eic:

8
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’

e agency secretary She is the person who handles all incoming calls. On two documented occasions
in the past week, she has put acutély intoxicated clients on “hold"-for 5 minutes or moré and her manner has

“been abrupt. The agency director has askedyou, as the training ofﬂcer to meet with her in order to deterrmne '
the cause of this problem. ° :

Cast:
Antagonist—Secretary

- Protagonist—interviewer (Training Pfﬂcer)

‘.

JAruiToxt provided by ERiC
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Handout 3

" . . -
%, - 'n:

. ThcApctsonaI interview is one method of gathering data about the performance of an incumbent in a $pecific posi-
tion. Talking with the worker's supervisor, the worker in peron, or a group of workers offers the advantages of a .

quick exposufZto the feelings and attitudes of the worker abiout his or her job, and.a firsthand opportunity to e P

gain the worker's assistance in analyzing the causes of performance problems. However, Intervigws are costly in
. terms of time and preparation, and the mformatlon galned from them is sometimes sublcct ta the sub;ective

|ntcrprctattons of the g\tcrviewer Lty
Thcrc are "two basic types of interview that you may want tq,usc ina pcrforrmancc an%sw . ' U
The flrst type of interview is the standardized or stguctured interview. This type of mt;@ will be most o

useful when you want to obtain the same type, quantity, and quality of informatigrffrom all the people
with whom you tal[< The standardized interview consists of a series ofpredctermmod questions which the
|nterV|cwcr asks of all interviewees in the same manner and order.” .

& +

"The sccond type of interview is the’nonstandardized interyiew. This:will be most useful when you want to
cxplore broad problems with a numbcr of people It is used to galn ificreased undcrstandlng and insight
rather than specific data. £ . *

-
°*

There are four basnc steps for the plannlng of any |ntcrwcw ~

&
1. Whatever your needs are, and no matter which t,ypc GT mtcrwew format you may use, you need to determine
in adVancc what your objestive is for the' lntcrvww Why precidely are you talking with this person or group, .
andwhat do you want to knpw when the intcrvncw is complctcd Umt you did not know before?

ave been determined, Sclect “the areds whlchwou will need to cover in the interview .
"in order 16 achXyé those ob;cctlvcs All topics-to be covered should be rclcvant specific, and approprlatc - S,
to the smmtlon nd to problems of both the mtcrwewcr‘ and thee mterwcwec T . .

3\ Arrange the topu,s to bc covorcd in a logical scquénce If you afe plm'mng a standarducd mtcrvncw the - <~
tOpILS need to be presented j in th,c fie¥m-of a series of questions dcsugncd to elicit the information you need.

Use 1e same gundclmcsior thc construction of these questions that yott would use -for the cons:%'cﬂon of

a qucstlonndlrc FrKe qucstlons need to be clcdr, short, unembarrassing, and understandable to the |ntcr- (

- viewde. !
"

3. ..Plan in advance your introdugtion to the interview. You should cover the purpose of the inh'icw the
groupmoplc who will be interviewed, and how you will use this data when you have it. In some cases,
it would be dpproprlatc 'to offer to make the results of the series of jnterviews avmldblt‘qto thosc |nvolvcd

Y

once you have correlated and interpreted it. ' .

Once you have completed these preparations, you necd tc; pay some attention to the setting in which.an interview

will occur. Is privacy necessary to the success of the interview? People will talk more freely in a private satting.

Is that what you want? Should the interviw occur on your turf or theirs? People will féel more comfortable and

at case in their own offices, but they may also feel more in control; and thereby attempt to divert the putpose of

the session. What atmosphere would be most conducive to your purposes? /\ neutral territory for example, a
iL,Sldurdm might be a solution. s, '

4 - -

71
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What kmd‘of atmosphere dor you °want to create? if you sit atross a table fror® the |hterviewee, a feeling of
equahty and task orientation may result, If yw.are behind a desk, he or she will feel subordinate. If you sit
e tog,ether with nathing between you, you, will greate a morg relaxed, soclai atmosphere. ‘A walk-together while
talklng, will create the 'samé feeling with a sense of activity that may result in a nre |m,pactful rola fo/ he
interviewee, , - 1 S % AT U .

.,

- " ow : a. e )
© Yéur ~personal style will aiSo have great mpac?fgn the responses of the interviewee. Those of you wrth counseling
" backgrounds-know.all the tricks here. In an unstandardrzed interview, open-ended questions will elicrt more \
+ » information than a yes-no guestion: Above all’ remember the fact that-your job is to gather inforthation, not to e
" . judge it or the person wito gives it ‘Don't argue or criticize cither verbally or attltﬁdinally This will only sto'ﬁ‘
the flow of information from the mterviewee {f you are dealing with an issue that is sensitibe to the |ntervIeWee, i
let the penon know that you understand what he or she Is saying by feeding back to him or hef your perception
. of wh@t is,being said. |[In other words . . .,” and hat | heat you saying is® .. are two good ways to begfﬁ' that <
.gnable you to'check the acctlracy of your percepti{s while you let the interviewee know that you care and hear .

- & what he or she is tellmg youk - 4 ¥

~

\ Group interviews can reveal the dynamics of a wprk snuatron and also provides intorviewees wrth the sounding
’ boards they sometimes need.to provide verbal inférmation. Ifyou keep the objectives of the interview clearly
in your mind, you should be able to sit back and listen to the group, throwing in questions or commients designed SO 1
only-to keep the grqup on course, This is also one way of eliminating the time{eost‘factoi of .intefviews; but it )
sometimes fails to elrcrt accurate or complete. informatlon because the anonymity factor is not present.

v [
« .
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‘ M SR 2@‘1 o /
L q'.' -. B N .. ) . §J~ /\ N - 'J .
Interyview,Checklist SRR S N I
. (' o 7 - s ' 1\ v
v \ P o W i ? ) . . " , v , .
v e v - *'\8' / o * ' ’
) N 3 . o s . - ' 4 . \ 1 ? -
—~ . - , N ¥4 v
m . v L 4 * W . - ‘\ : ‘ . ¢/ . . . ‘
The following che‘ckjist is provided“to assnsj:«‘g revne\/ing |ntcrvicw-sesslons. \ ' - * “ - o o
Are t’\e obﬁ;c,twes clearly Hffnedf SR . o ) !
’ "’ ._. M o" v
"2, Isthe lntroductory statement- completo and convincing? o B St - * "
3. - Does the schedulc dea) wittytcms that respondents are Iikcly to feel gcnumel‘y unportant’ cor L 4
, a . .
. ? : . ) ) .
4. Ilave»tnvial and irrelevant questions been avoided? o .o N ;“‘ . i ,'M/" -
5" Do the qucsflons avold unnecessary de\talls or specuﬂCanons? $ A & S
7’ N . . B s - )
“ 6. Are the questions clear and ungmblguous? . , [ Vo oW o* o
7, Do the questions fi f't the respondent’s situation? o : o~ o ~-/-/‘ '

' :\ . . - . . M . .un"v

w 8. Ar‘ Iaadmg questions avoided?. . ™ - o ‘ < N

> ) . . . R . . R \

A 9. Do thé questions encourage the rcspondent to be definlte in hlmr hor answprs w}thout forcmg dafiniteness / )
. wherelitis |nappropr|ate? ' . ) . : . ¢ .
10, Do the questions ehcnt resp;anses of sufficient depth to avoid sdperﬂcmllty? . ' ’\

. . I § R
11, Are questlons dSk(‘d in such a yay th:it the respondent will not be embarrassed? ' . O N A
12‘. .Are questions asked in*such a way that the respondent will not feel thd‘thcre is a hidden purposc inthe . e

YnterV|cw7 _ , S _" Y
+ 13. Do the questions pcrmit the rcsponq_[l\t to present his or her own point of vuew or frame of refesencc? N 2. .

4

14, Is the schedule complete? .
. . ,

.
-
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AU Problem Statement :
T ' . " ‘ . / '
: ) 1 : . s
‘An alcoholism treatment faciity has reéently. hired a psy_chia_tﬁist to prescribe V_Antabuse to some of its clients. In
. tho 3 months hetias been there, only offe client has been refdrred to him for Antablse by the counseling staff,
: ~ The directot of the agency has asked you, as a trainer,.to meet with the senior counselor of the agency. The.
‘ * purpose of the meeting is to determine the cause of the performance problem. o — i
- "The Cast: . | ' L
- Antagonist—Senior Counselor e o A
) ' Protngonisl'«Interviewer I : ‘ ' ’
. w . | )
. ,_‘ ' . ' ) s
2 : ,/ . é: B o ' !
P /The Recordkeeping Problem o R )
Problem Statement -

)

An alcoholism treatment agency has been told by the JCAH accreditdtion tgam that it will be denied accreditas
_ tion unless it revises its recordkeeping system. Up until now, the counselors have kept no record of treatinent
. plans for clients or of the implementation and evaluation of such treatment plans. The agency dircttor and a
training officer from anather nearby alcoholism agency are meeting to determine the cause of this problem.
The trainer has been asked by the director to provide consultation on the developmont of a training solution
to tl7-"is prgblcm. v ¥

ey 4 '

N ‘ ] hg,. Cast: 3 : N . .
~ Antagonist--Director

[ " Proti noist'-'l'r"a'ining Officer ! ,

. ] /l ,
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Interview Planning Guide i

Y

1..  What are your objectives for this interview?

2.3
3 In what order will you cover these topics?
i .
Q

o
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Job Descri

glrector, Alcoholism Treatment Ag}mcy ' - .
Duties: To take admlmstratlvo and suporwsory responsibility for staff of four professionals and six
paraprofessionals. . e

To take programing and’ communlty coordmatlog,fesponsubllity for a. comprehensivc, community based
agency.

-

To be responsible for insuring a level of agency functioning iat wil meet JCHA accreditation standards.

Job Description: : - ,

/
Alcoholism Counselor, City Heal}h Departmont Alcoholism Treatment Unit

3
[]

Duties: To be responsible for a treatment case load of 25.individuals, from intyke through treatment termination.
Must be capable of both group and individual counsellng, and of functioning on a multudisaplinary
team. Some commumty education and Inservice trdlqlng yesponsubllmes ' N

N
v oa

Job Description:
New Father of Twins

Duties: Must be responsible for insuring dependable incomé providing efidtional support for new mother, and

sharing infant-care responsibilitics from 6 p. m/o 6 a.m. weekdays and full time on wee'konds and
hohdays

4




*

Selection Criteria =~ - - S
« (for flip chart'1) :

A
~

-~ . ]

Common need of the learner

Common interest of the learner e
~N »

Mixed or shared c¢haracteristics

_Time and resource constraints -

Examples of the common-need basis of training group selection are: .

(1) Training Secretaries

~ Session 11
Moferance 1
Reféren(ig 2

Not all secretaries necd to know how to take shorthand; for example, sqme might have access to Dictaphone
equipment. Before undertaking training of any secrct.mal groups, therefore, the trainer should perform a
‘training group analysis that would determine which sccretdnes need to know shorthand. Specific groups for

those who do need to know and those Who don’t can thcn be formed.

(2). Training Managcrs of Training Programs ' L

A training program for training managers might be broken down mto those
skills and those, such as fndnagcrs of training programs,awho do not.

(3) Counselor Tralning

“w . . ' ‘

»

ho locd t& know delivery

Counselors functlon best when using counscllng methods with which they pre comfortable. Therefore the
initial training group analysis should separatg the group as a whole inio sm ller units based on a common

degree of comfort with particular-mettrods.
L3

-
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Handout 1 .

Self-Test

T
I

- *

A, Do the foIIowmg statements mclude performances? Does each at. Ieast tell what the Iearncr will be domg

i

when dcmonstrating achicvement of the ob]ective? et 4 .

" .. 0

Jtatesa
, | Performance,

. . <. T - "~ YES NO

1. Understand the principles of salesmanship. ‘

Be able to write three oxamples of the logical fallacy of the undlstrlbuted middle. . .

Be able to understand the meaning of Ohm's Law

. Be able to name the bones of the body.

(8]
Know the needs for nursing care associated with the stresses Qf life sntuatlons and
with common aspects of illness. o

oA W

Be able to really understand the plays of Shakespeare.

o

7. Be able to identify (circle) ob;ectlves that include a statem,gnt of desired

.performance. N R “ . ) .
8. Beable to recognize that the practical application of dcmocr_atic ideals ' : e /
requlres time, adjustment, and continuous effort e ) :

o

9. Appreciate the ability of others, and perform as an Lintelligent spedtatf

10. Be able to describe the indications for the usefof a pacemaker.

-~ 1

Source: Mager, R.F. Preparing Insrruct/ona/ Objectives (2d ed.) (Belmont, Calif.: Fearon Publishers, Inc., 1515), pp. 124 26,
128, 130

' 4 -
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Session 12

Handout 1

T2, Be able to write an ¢ssay on evolution.

13. Using any reference materials, e able to name correctly every item shown on
each of 20 blueprints. ' !

14. Be able to write a description of the steps involved in making a blueprint.

15. On the 25-yard range, be able to draw your service revolver and fire five rounds

from the hip within 3 seconds. At 25 yatds all rounds must hit the standafd
silhouette target.

16. Be able to know well th

cardinal 7 f grammar.

IJ. Given an oral description of :?'?thts involvell in an accident, be able to fill
. out a standard accident repo . ) ‘

18. Be able to write a coherent essay on the subjegt “How to Write Objectives for
> ¢aLourse in Law Apprecuatlon ""'Course notesmay be used as well as any
ﬂ'rcfert:n(:cs

' % Be ablé to dcven)p logical approaches in the solution of personnel problems.

;20 Withouls \fercnce materials, bé able to describe three common points of viéw
« .o - regarding racial inferiority or sup(,rlorlty that are not supported by avd|lablc
e e rcsearch

Py .~ N ..
Co e L~ e
. - . .
- . .
. . e Y .

, v N -
* " * 1 WA B *a

. v

. N - '
— .
. .

%ﬂ

R ST TRy N IO

. @& ' / b
. . '
. . _
~Self-Test v ‘
- - ¥ . ’ [
. ¢ .
* - ! {\ \
(7% , . . N P
B. Road the statcments belaw: Plyce acheckmark jn the' zrppr“bpriat'e column to indccatc ny cthtic of a
o useful objectivc you find in each. ' .
* » . ¥
..... S . - o . o o w
& O
1 v
. A
o Q
. E o
B . _:‘\ 4 / . 8 =] Lt-L-j
~ ! ) o . Z &
: | £ 8 8
11. Demonstrate a knowledgc of the principles of mngnetlsm b4

(cdntinued)._ » },
«,'} L ¢ ™
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‘Handout1: -
(conftinu@d)

How'd You Do? w

. . : = . 4" Statesa , o
RPN | - . ‘ .. FPerformance’. -

T = >

t <

- 1. Understand the principles of salesmanship. - . >

YES
. Be able to@three examples of the logical. fallacy of the undistrsbuted mlddlc _..__‘/_.
Be able to understand the meaning of Qhm’s Law. » J—
Be able to.the bones of the body. . ‘ .' ,a__‘{.._

o

Know the needs for nursing care associated with the stresses of lifc situations and
with common aspects of ilness.

at o

6. Be able to really understand the plays of Shakespeare

flf’Be able to_obfcctives that include a statement of desired

performance. ‘ _ —_—
x " : -
v-/ 8. Be able to recognize that the practical appl.ication_,of,cfemo,cratic ideals . _ : '
requires time, adjustment, and continuous effort. —_ _L T
. ) & . . 4
9. Appreciate the ability of others, and perform as an intelligent spectator. - —_— _.Z_.
10. Be able tothe indications for the use of a pacemaker. _Z_ —
> . \ ! :
. . % N
& . > ] ’
{ . :
A N . , i: 12 ' »
- a x‘ Y
. ™\ I 2 -
., A""’ -~ N N
v > -
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-, ST T Handoot 1
: : - ; (continued)

S.elf-Tgst '

.~ v ) ’
o . 4 . s 1 . ~ .
- . " < . . . . B
B . e e, . A

'y

- - . . : - . ws ¢ s it . N
Performances are circled. « . .o : : . "
Conditigns are underlined, , ' ’ . .
Criteria are in jtalics. v "
L , U .
I 2 9z
- ¢ ) 2 Q e
o * % t o -
& 8 @
R ‘ U ‘& z- oo
’ " . . "A. ur 8 o ¢
a . [+ 9 (@] N
_ : 5

Aot

1. Demonstrate a knowledge of the pri'nciples of magnetism, . g

12. Be able toan essay on evolution. . R Vo .
v

13. Using any reference mgterlals, be able to correct/y every /tem shown on
¢

each of 20 blueprints. . ¢ - ) - l/’ '/ '
14. Be able to.a deSCHptlon of the steps mvolvcd ln making a blueprint ‘/ .
15, On the 25- -yard range, be ab'lc’To.your service revolver(and fire five rounds) e
within 3 secorég’s At 25 yards all rounds must hit the standard . i / / ‘ / .
silhouette targey: . % . . .
16. Be able to know walf the cardl al rules of grammar . ' . e

17 Given an oral description of the events Involved in an acc/dent bé ab- . . .
CouDa standard accident report. v/

18. Be able to write a cohcrent\cssay on the subject “Hpw | t6 Write Objectwcs for '
. aCoursg in'Law Appregiatlofi Course,notes may be used as well as any ‘/ v
references,, + - .. ) T \ :

-

R

19. Be able td develop logical approachcs in the,et)jufxon of personnel problems

20, Without reference matetja(s, b e.abl&three common points of view ' o et
regarding racial inferiority or superfonty that are not supported by avallable : I/ Vv .}(:‘
research. s . : :
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" Self-Diagnostic Work @sileet" o

2%

... T CHARACTERISTICS OF
, -~  ADULTLEARNERS -

)

THINGS 15% THAT FULFILL
THESE CHARACTERISTICS

THINGS | DO THAT VIOLATE
" THESE CHARACTERISTICS

) »

1. Self-concept

-

e ’
(g v

.2, Acgumulated -
Experience

3. Readiness to

Learn |

- 4. Immediacy of
! Application -

1

82

,

(s S

93

From the monograph "The Leader Looks at the Learning Climates¥ by Malcolm Knowies. Published and copyrighted by Leader-
ship Resources, Inc., Falls Church, Va. It is repraduced here by special written permission of the publisher.
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Discussion Questions

. (for flipchart 1) = )
t ® A
. .
. - * )
1. Cite examples of learning activities that make use of one or more of the
four principles of adult learning. , , .
2. What problems might these activities present to the traditional teacher? _ ‘ .
. Ty
A
l" .
- 4
> 3
| Lo - .
’ l ] :
5
83
ERIC' - 94
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. Session 14
Handout 2

¥

‘

M'etho,ds Categories

\

Lo [

1. Presentation Methods

Lecfure \
Television Video Tgpe
Debate ﬂe\
Dialog :
Interview

Symposium

Panel B
Demonstration

Motion Picture, Slides
Recording, Radio
Dramatization

Exhibits

Annotated Reading Lists
Programed Instruction
Self-instructional Materials

2. Participation Methods—Large Group

i Question and Answer Period
‘ Forum

Listening Teams

Reaction Panel

Buzz Groups,

Audience Role Play

3. Participation Methods—Small Group

Brainstorming
Case Discussion
Guided Discussion

" Book-based Discussion
Problem-solving Discussion
Creative Thinking
Fi.shbowl :




4. SimuJation Methods

. Role Play e
Critical-incident Process ~ . o .
Case Method : : . :

Games

S. Human Rela{ions Methods_

T-Groups : L -
Laboratory Training . '
- .

Sensitivity Training

Nonwverbal Exercises

Values Clarification Exercises . .

. L8
v _/ (\
.
b
)
\
. y
./ '
1 "t
}
, .
‘ »
‘ a
- \ ' 'y
~ < .

. « - . .
‘ _

In-basket Exercises ’ . \A/\

s

© 0 Section 14

Handout 2

- (continued)

-
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‘Handout 3 \ P
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\ ¢ ¢
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i ', .
. 1 \ '
. . d ' . » v * ' '
’ . . '\\!‘. . ’ R ]
. Sample Action Words to Describe | -
~ Expected Learning Out¢omes - ’
° ’ * \
0 . - . } ’
J v
T . f . , .
/ . : .
Cognitjve Domain* T N St (
(\¢ ’ . assoclate ~choose - . characterize . calculate adapt
identify compare classify compile administer- .
indicate Rl contrast . group » compute <+ analyze.
label decide . match convert create oo
locate differentiaté rank define develop ,
name | rocognize rate - determine diagnose - -
reply select specify diagram formuylate
state, . . tabulate evaluate ) synthesize
cite- injerpret
_enumegatg organize : ’
list plan ,
* * . . . ' ¢
Affective Domain
like - empathize _
excited: apprecigte N o
patient approve | ' .
comfortable interested ) ’ ’ .
alert independent \y :
sensitive confident . . - N : 2)
: ) \
) respect !
0} ] ! — .
Psychomotor Domain '
. grasp assemble ’ . )
lifu copy
press + insert ( .
pull load
( 5 rfmm‘ remove o , x
: tighten replace )
turn trace . e
' twist 4 type v .
& : o '
¥ The words in this category are organized into five columns of increasing complexity. The words in the firspERRRNN describe .
. behaviors requiring recall of facts; the words In the last column describe behaviors of a problemssolving ¢ ¢
“ ¥) ’
- ra ‘\ .
- _‘ . ¢ P N
"
. "‘ !
LN . J
-~ g R
. < ' » N
< . '
. 86 ,
N U
) . Qs
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v o [

Y

LN

)
Y.
B

Types (';f(Le‘iimi ng Task Sheet

¥

Cognitive Learning Objective B

Affective Learning Obiective
.
\
!
~ ’
\
|
£sychomotor Learning 9bjectivc
’ It 3 -
WRCE P
~
)
\]
v ,
4 e
™ .
/
‘

L
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‘. Handout 5

-
e T

A Cos , . it A ‘ R I
- 'I . . . . . ) \ - ‘;‘ .‘
o . - * ) ' | " : _ B
| N |
~ Appropriate Meth%s !
. . ,‘ . l ‘v.
»Cognitive Type of Learning Outcome (ﬁnowl}dge, Understanding) | L.
:\ » : \:N,__:,// o
1y N
PRESENTATION _
S . Lecture. - ' Motion Picture ' ' -
. Television, Video Tape . - Slide Film
. " Dobate . Dramatization
/ Dialog Recording
! Interview Exhibits
Symposium . Field Trips ..
Panel _Reading , ™
i , + Group Interview i Computer-assisted Instruction )
\ e . Demonstration™ ] Essays '
' . Colloquy T Exams
AUDIENCE PARTICIPATION
i , _ Question-and-Answer Period :
Forum !
] Listening Teams '
Audience Reaction Panel ‘ : /
Buzz Groups
Audience Role Playing ,
Case Discussion o w
Case Method _ *
] " ‘ »
é ? ~
i LY
‘ ! :

Adaptod and reprinted by pormission from Malcolm Knowles, Modern Pructice of Adult [.ducation (New York: Assoclation Press,
* 1970), p. 292,
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‘ - - ] i . ;- H »
- Affective type of learning outcome (attitudes, values, interests)

{

Experience-sharing discussion S
Role playing '
Case'-method .
Games
T-Group
Nonverbal exercises
Counseling . . v
Consciousness-raising groups ’
‘ . Pegformjng arts, dramatization
Field. trips
Values clarification exercises
Some presentation techniques

\,

Psychomot(;r types of Iearnihg outcomes (performing physical skills)

] ’ . -
. / .
. Skill clinic
N Drill
Coaching .
Behavior modification
s . Simulation games . .
Demonstration and’ rz\cti'ce‘\
Internship . . ’
]
* !
' N -
' ~ '
r 94 .\
\ ~
{ (
‘ -
' AY * .
8y
<
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DESIGN AND DELIVERY y

A Bibllography of Research on Group Tralning. 344 references listed in Pfeiffer, }. W , and ]ones J. E.

U The 1974 Annual Handbook for Group Facllitators. San Diego, Calif.: Unlverslty Associates, p. 160 R

* American Society for Training and Development. ASTD Professional Deve/opment Manual (for tramer‘s)

Madison, Wis.: ASTD, 1974.
Bion, W. R. Experlences In ' Groups. New York/ Basic Books, 1959.

Bullough, Robert S, Créatlng Instructional Materlals. Columbus, Ohio: Charles E. Memle Publishing
Company, 1974. .

Dyer,.William. Modern Theory and Method n Group Tralnlng New York: Van Nostrand, Rein!hold 1972.

Egan G. Fage to Face: The Sthall- Group Experlence and.dnterpersonal Grawth. Monterey, ¢ Calrf Brooks/
* Cole, 1973.

Engel, Herbert M. Handbook of Creative Learning Exerclsés. Houston, Tex.: Gulf Publishing Company,
1973. , . R

Gordon, T. Parentbffectlveness Training. New York: Peter H Wyden, Inc., 1971.

"

Hilgard, Ernest R. “Learning Theory and Its Applications,” New Teaching Alds for the American Classroom
Washington, D.C.: U.S. Government Printing Office, 1962.

Johnson, Stuaft R.,.ahd Johnson, Rit; B. Developing Individualized lnstructlorra/ Materlal, Palo Alto,

'\ Calif.: Westinghouse Learning Press; 1970. -~

Kemp, )errold E. Instructional Design: A P/an for Unit and Courset Development.’ Belmont, Calif.: Fearon '
Publishers, 1971,

' '"'LaBenne W.D.,, and Greene B.'|. Educational lmp/lcatlons of Self- Concept Theory. Pacific Palisades,

90

Calif.: Goodyear Publishing Cdmpany, Inc., 1969.
‘ Luft, J. Group Processes: An /ntroductlon to Group Dynamics. Palo Alto, Calif.: National Press, 1963,
Mager, Robert F. Goal Ana/ysls Belmont, Calif.: Fearon Publishers, 1972.
Preparing Instructional Objectives. Belmont, Calif.: Fearon Pubiishe!'s 1971.

Mager, Robert F., and Pipe, Péter. Analyzing Perform’nce Prob/ems or You Really Oughta Wanna. Belmont,
Calif.: Fearon Publishers, 1970.

M|Ies, Matthew B. Learning to Work In Groups, A Program Gulde for educatlona/ Leaders, New York:
Teachers College Press, Colum bia University, 1971.

National Drug Abuse Training Center. A Manual for Training Deslgn Valldatign. Arlmgton Vlrgmm
National Drug Abuse Training Center, 1974, v 1 %

National Training Laboratory Institute. Reading Book: Laboratories In Human Relations Tra/nlng, Learn-
Ing Resources. Fairfax, Virginia: Natlonal Training Laboratory Instl,tute, 1973.

"'"Session"M-: ' I o . o o e cee o
- Handowt6 - .- - My T S
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]

. DESIGN AND DELIVERY (Continued).

. Pfeiffer, |. WiIIiarh, and Heslin, R. /nstrumentation In Human Relations Training. San Diego, Calif.: Univer-
- * . sity Associates, 1973, | - ' ' . '

. Pfeiffer, . William, and Jones, John E. T{zg Annual Handbook forbfou}) Fac///tators and A‘Handbook of 2
Structured Experlences for Human Relations Training, vol. I-IV. San Diego; Calif.: University Asso- .
ciates, 1972. - S ) - :

Rice, A. K. Learning for'Leadership. London: Tanslock Publications, 1965. v /

. . W

"Il EVALUATION o

Bloom, B., Hastings, J. T.,.and Madaus, G. Handbaok on Formative and Summative E valuation of Student
- Learning. New York:*McGraw-Hill, 1971. \

. Craig, R., ah‘d Bittel, L., (eds.) Tralning and Deve/bpment Handbook. Néw York: McGraw-HiIi, 1967.
Harless, H. H. Objective Objectives. Falls Church, Virginia: Har.less Technologists, 1972. _
Harless; J. H., and Lineberry, C.‘S. An Ounce of Analysis. Falls Church, Va.: Haress Technologists, 1972.
Mager; R. F. MedSuring Instructional Intent. Belmont, Calif.: Fearon Publishers,A 1973. N
Margolis, F. Training by Qbjectives. Combridge: McBer and Company, 1970.

Popham, |. Cr/ter/on-Rel‘ﬁerencedAMeasurgment. Englewood Cliffs, N.J.: Educational Technology Publi-
cations, 1971. : .

Thorndike, R. L., (ed.) Educational Measurement £2d ed.). Washington, D.C.: American Counc'ﬂ on
Education, 1971.

. . . ’
Tracey, W. Designing Training and Development Systems. New York: American Management Asso{ciation,
1971. e '

Weiés, C. Evaluation Resear&h. Np_yv Jersey : Prentice-Hall, 1972.

1. PERIODICALS ) o . v

’ 4 .
Americari Society for Training and Development. Tra/%g and Development Journal. Madison, Wis.

§ Educational Technology Publications. £ducational Technoldly. Englewood Cliffs, N.J.
. ’ . \
(_. :

IV. CASSETTE MATERIALS S :

-

Chaddock, Paul H. “H(W(;)esigﬁ a Train-the-Trainer Course\' (cassetteno. T003). 1%s Angelés, Calif.:
Development Digest Campany, 1973,

. -

Note: Thisis oﬁe of many tapes on training put qut by the American Society for Training ahd Development
(ASTD). You can send for their latest listing by’ writing ASTD, P.O, Box 5307, Madison, Wis.
.53705. ’ .

!

-Mager, Robert Px, and Pipe, Peter. “Criterion-Referenced Instruction.” (A 3-weck, 3§-modu|e coursé that
represents the state of the art in individyalized instruction for designing training programs.) This
course may be obtained by writing Mager Associates, Inc., 13245 Rhoda Drive, Los Altos Hills, Calif.

'94022. - ’
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The Cone of Experience

RS . : ‘ . . . . - ,"':»' -'\ . 1 o ~
/ . - '
" - ..... ” - . . .
ABSTRACT ' Types of Materials - ’
A - PEOPLE RECALL i o Baoks, pamphlets, reprints, teaching machine program,s,( A :
10% programed text, homemade materials LT Pt

i : -

i " Flat maps, chalfboards, sketches, cartoons,
/. Visual Symbols

3 diagrams, charts, graphs , : T -
. : -\\ - . . ..
20% \ ) ./ ‘Recordings, Radio, Photographs, illustrations, filmstrips,
) Still Pictures slides, recordings . E .
3. N : . ' -
£ " : . - B
.2 s C. . ) .
. g 30% Z Motion Pictures - Films, discussion guides
3 - , ’ | — -
ha o . : ) .Pr\ogr;m guides, video tapes,
2 ' Television ) discussion guides .
&‘C)) ‘ ’ “ h ) s .
5 50% . / Exhibits \ Displays, bulletin boards, posters
(%3
v

. / , Field Trips \ - Itineraries, observation guides

/ Demonstrations \ Apparatus,_raw materials, chalkboard

| ' g / " Dramatized Experiences . \ _ Plays, scripts, puppetry

. )
. J) / " Contrived Experiences ' \ Models, mockups, objects, specimens
' . ” i LN . e x
70% ' ; . Direct, Purposeful Experiences Work shocts,; observation guides, .
" CONCRETE ‘ ' e manuals g‘m
- . - . ) g f
' Qo
© Fipm Edgar Dale, Audio-Visual Methods In Teaching, rev. od. (New York: Holt, Rlnchart, and Winston, 1946, 1954), p. 00 Reprinted-by permission of Holt, Rinchart, ' § 1 »
w and Winston. ~ e

&) Z - . \ . ‘ _ !
exdc® ' , - 104 .
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*iLéct_(lre o

‘z,’. What ’ _ . . . (\ i) _ R

A carefully prepared oral presentation oflnformatlon presented for the purpose of havmg others understand
the mformatnon or to motivate or |nﬂuence the, attitudes of the listeners.

When — ° - ' )

4

+  Factors Whléh |nﬂuence choice of th lecture as the teaching method are: RS N

-

1. degree of | expertlse or knowledge qf the instructor in relation to group knowledge. Where is the knowl-
edge? Ifitisin the group already, the t;rainer should use the group.

2. the size of the learning group—20 or more.
3. time available—a lecture is quick. S -
4. availability of other self-instructional materials. : o A
5. goals of the trainingactivities. _
.. Y

Advantages .
The lecture offers a more-direct and controlled flow of information than other meth_od‘s. It:
1. conserves time, .
2. is a persuasive technique, . “ ’
3. presents a system and order-for a large volume of facts,
4. can make effective use of audiovisual alds, and : \
5. can make information available to those who cannot use printed materlals

Disadvantages
The lecture:

" 1. may bedull, A ’ N

2. lacks group participation, . -
3. requlres more lengthy research preparatuon L
4. requires speaking ability, and . ! '
5. focuses on the'instructor rather than the learner.

Components of a Good Lecture .

A good lecture should: *

1. motivate group interest and link the subject matter to the interest, values, and needs of the audience.

2. be well organized and clear. Learners in the “audience’’ role are not used to working very hard on the
activity. Use orderly sequence, clear transitions, etc.

3. be well developed. © g

4. be well presented in terms of physical, vocal, and attitudinal factors.

‘ . S ( \
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. How to Prepare ' e o .

Selsion15
Handout'v -~
. (continged) -

1. Analyze the learning group Start wrth the learner and asses$ what he or she knows already; his or her
needs and characteristics (age, education, readiness to learn, etc.).

2. Determine the goal (exact purpose) to be accomplished. Why does the learner need to know, by when,
how will it be used?

3 ‘Determine the main points and do necessary research. Limit the number to three or four-—-audiences
can't handle more than four points. : \\

4. Organize main points, subpoints and materials: Determine sequence.(tlme space, logicdl, topical, easy- ‘
“to- difficult, |nterest Ievel cause-to- effect, problem and solution, etc:) in advance.

5. Develop and support the points. Several development techniques or methods can be used dépending on -
- the objective. For ‘example: S A

)
to instruct:

explanation process . ,
. definition process ' o _—
classification process o

. description

narration

o a0 ow

to persuade: ' .

. N ._r'gx"
appeal to emotions, feelings S

reasgning process
human interest stories . _ .
use of vivid detail v X ’

a o o

to illustrate: ‘ ' o

comparisons ' . ) fe
statistics and data - * '

quotatlons

speci ficity—~actual names, places, happenings, events (we Iose interest in the abstract) 8
use of familiar, close-to-home examptes’ . d
human interest T ' T >

™o o0 o

6. Analyze the environment; for example, will a microphone be needed? .
B .

»

—
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- . Sesslon 15 .

~ Handout 1
{continued) ,
, .
ample Outline of a Good Lecture
Lecture topic: (Title)
Goal (Purpose): (Sentence or two)
Nature of Audience: '(Paragraph)
INTRODUCTION
I Interesting and arousing opening sentence (gain attention).

Il. " Relation of topié to group (establish commo_n‘ground). ‘

- BODY

. _ -Statement of purpose a‘no)ummary of main points.
Il. - Examples. '

111 Ilustrations.

IV. Full development of subpoints with examples and illustrations.

" CONCLUSION
I.  Summary of points, ‘

Il.  Future application of®his material.

JII. What will'be covered at next session.

-~

Adapted and reprinted by permission from “The Lecture’” by Harold P. Zelko in Tralning and Development Hundbool"‘, Robert L. '
Craig and Lester R. Bittel, (eds.), (New York: McGraw-Hill, 1967), pp. 141-153.
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L e A " . _ 1. Handout2
1 3 . ) ) : Ry DA t . \ . o

What . ;' N ¢ o .. oo
A demonstration is a carefully prepared presentation that shows how to.perfotm an act or use a proceaure.
It is accompanied by appropriater visual explanations, illustrations, and questions. The basic process

o 3 . 'S

is show and tell and practice. ) .

When

. +

se a dempnstration to:

1 t€ach how to perform an ;ict, use a new procedure, or product; _
2. romote confidence that a procedure is feasible for the learner to undertake; e
3. promote interest in learning and use of a procedure; and '
4. . -present pro'tjedures that are demonstrable and for which an expert is available.
Adv. ' o : - .
aptages ) s o | .y
The demonstration offers the opportunity for . f
1. -practice under expert guidance; > . ' FS \
2. "immediate gorrection of error; and .
~ 3. more direct experience of learning than oral or written presentation of same material.
. \ o . .
Limitations o N a ' -

The demonstration: - . . e,

o *

1. may be expensive, bulky, and inconvepient; ' ! e
2. should be restricted to a small number of learners (one-to-one would be best) and
3. suffers when a clumsy demonstration leads Q‘u;mgiable audience reaction.

o » R .

Components of a Good Demonstration

A good demonstration should: ’ _ > i : . . [
. 1. __present demonstrable procedures; ‘R ‘ '
2. be given by a qualified demonstrator who is accepted by the learners; .

. 3. make use of real, not simulated, equipment (Situations may be mmulated for example, an airpl%cock-

pit is real but the S|tuat|on~fly|ng——|s not.); \

4.  give each learner a chanee to pracnce, ¢ “ .
5. have the services of a loglstics chairman to work alpng with the demonstrator;
6. include effective safety precautions; and ’
7.  take place in a comfortable environment;
8.  have provision for showing evidence ‘ofglearned skill fog each learner; and 9
9.  separate showing from telling clearly. ~ . Y
~
Adaptod and reprinted by permission from “Lraining-Alds’ by Louis S: Goodman In Tralning and Development Handboo/z,
Robert L. Craig and Lestor R. Bittel, (eds.}, (Now York: McGraw-Hili, 1967}, pp. 318-320. ~
’ .
¥, N 97
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- . ;L . . . ' . ) ] . o .ﬁ.‘ .
- How.to Prepare and Presﬂ .'. . s C et . - S
g : . . oo A , '
RS o 1.7 Analyze the learnfng group, ! - . T s T _
RN “2.%  Determing' the® goaf ot KRR | - S
3. Select:personnet. ' . ¥ e : T C ' e
' Ca, Den‘ionstrator If_ more than one is requnred all perSohs should be able to \hork smbothly; - . .~ Vg
, O * b, Commentator Can be used to eXplain whit somaone else Is dolng.must be as much an expert.”: Lo
B 4 ) 7 as the demonstrator; commentary must not upstage the demonstration. L s oat S
.~ ¢. Chairman: Handles arrangements introduces den‘lonstrators, concludes the session. Does not .
. Y - have to be an expert. L . _
' ' 4. Write up a scenario or script. : oo . R,
Sample'Outllne of a Good Demonstration - - ) R « ¢ .
. ", Prepare the workers: , Coe - " "
. 1. . Puﬁncm at ease. ‘ . - N ' . ‘ e
2. State the job to be learried. : g " _ S
3. F]nd out what ls-already known about the job. . .~ ) o
4. ' Get them mterested In Rearning the job. ' S e :
5. Arrange them i in corrdct position to learn. ' TN
f.  Present the operation: 3 . o ot ’ . | ) . ,
1. Tell, showgand |IIUStrate lllustrate means.to embellish the “showing’ with examples, compari-"
) . sons, pictures, etc..
B * 2. -Take one step at a timie—follow ngld sequence. ‘
, e 3. Stress key points (identify area ofdlfflculty —most tasks have only a 5 pe”rcent or10 percent
. area of difficulty). , .
. . 4. Summarize, repeat, ahd question to éstablish understanding.
g Il.  Practice performancd: :
Y ’ A w
L. 1. - Have worker perform the task.
2. Have worker identify areg of d|ff|culty and stress key points.
v , 3. Make sure worker understands by asking:
“Whydoyou______ "
“What would happenif____ "
““What else do you do?”" .
“What do you do next?”’
4.  Repeat where necessary. . .
IV. Followup (supervisor's role): ”
. ¥ .
1. Put worker on his own. . . -8
) 2 Design_ate a helper. !
3. Encourage questions. . .
4 Taper off training supervision. : . v
( 5 4 lnstltute regular supervision. / .
. -
5 ’
%98
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Structure?R,ole Play. - -
, » , . . w . 14 )
v . . . . N "
- . - a i
s 1 i * [
, ) % . . -
. N * . - . . " .
What s ' R
Role play is a directed method of buman interaction that involves reallstl.c behavior in imaginary situations.
Its purpose is to teach. . < 7 , _ N \
There are two principal types of role play R ' . .
) 1. Spontaneous—a Iaboratory techmque that offers insight into personal behavior, and .
2. Structured—a dramatic instructional process that focuses on facts and relationships.
A structured role play may be.covert or open. Under open conaitions all information is known to all
partu;lpapts with no secrets, hidden agenda, or special instructions. Under covert conditions, certain |nfor-
mation is Wlthheld or special instructions are given to the players independently. 'Y
Characteristics . . . ‘ ' J
A rolaaplay: PR f ° '
1. is distinct from actmg (performing arb) psychbdrama (spontanelty of players) and socnodrama
(directed at the audience); * ,
2. does not require dramatic ablllty—don 't ham it up;
3. should clearly illustrate the principles to be taught, not the techniques of |IIustrating, and
4.  must be under the firm contrdl of the trainer. ,,\
When " ' ‘ )
- Role play should be used when the, goal is in the areas of: . R
- 1. human relations problems,
2. leadership traifing, - ¥ ' N
3. establishing trust climate, . : N
® 4., teaching attitudes, o ‘
5. consciousness raising, . .
6.  collective bargaining, and o
7. problem-solving skills. : ‘ o - .
] - .
Advantages ) .
». Argoodrole play: 5
1. maximizes active role of learner, - . ' !
2. gives players and observers the opportunity to learn througﬁ\obscryation and feedback, and
3. offers rapid communication of’personal valuks and attitudes. .
. \ . . , . L
" 4 A
\ Ll
. Iy A3 W F
" "8
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‘Handout3 . (. ¢ e o » O
. (contintied) o . . : o _ AR
, - ‘: \< 3
R 't‘\ » . \' | . ? '.- : ) . \ ~ o
. Yo
] . ,° t - » - \ - L " . '
Disadvantages ‘ ; : . } : .
) The rolé play: . , o e * N ; _
1., Is a high-risk technique for the trafner, as playcrs frequently feel embarrassm }nt resent “discovery,”
" "turn hostility foward trainer; - K v
2. requires control and pregise learning objectives; . ‘ g L
3. isdifficult to evaluate for effectiveness; ’ ' o .
' 4, can erode trainee confidence in trainer; o
5. causes fear and anxiety in players;and - . L o
6.  technique may obscure the'subject matter. T . ,
_ AR .
' components ofa G%od Role Pl({ : ‘ . o -
A good role play has: o oo T
. 1. precise-statements of training objectives, ,
2. aclearly stated problem area, =
3. thoroughly researched case data,
, 4.  an antagonist role,
5. aprotagonist role, Y )
. 6., preparation time for role players,
- 7. preparation of observers, .
8.  controlled enactment, and T ]
9.  structured postenactment. ' - -
- . : 4 {
How to Prepare: ' _ .
oot L ’ . Writeup
’ 1.  ldentify a geneml problem area, "
2.  Collect data--facts, typical incidents, otc.
3. -Dejermine specific training goals. h S
4, Wylte the
a.’ dd@ptlon of background and setting, : ' -
b.  description of each player's role, and
c. observation guid8s to assist audience in analyznng what you want them to look for.

5. Prepare a discussion plan to assist in developing key points when the role play is complete.
Eractment and Discussion .

1 Describe the problem area.
2. General discussion to allow some personal identlflcatlon with the problem
3. Distribute materials: | : CLT .
.. a.  observer forms,
b.  background information, and _
- ¢. “role briefs (ahead of time for covcrt) Establish understanding by asking role player: *What do
you understand to be the essentials of your role?"” _ .

4
\ . b .
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T R e Sedonds . o

-b. strlctly timed,;
c. ' neutral—don’t be a therapist. In open role play switch roles if challenge ls too dra
 make the challenger meet his or het own challenge.

5. Discussion:

\

“

a.  Problems, -
" b, lIssues raised, ' .
* ¢, Relationships, and - . v :
d.  Alternative strategies.
* * . F 4
Examples of Role Play Protagonist-Antagonist Titles ’
Protagonist - o Antagonist )
‘ Board Member ' Stockholder .

Counselor ~ ~ . Client .

' Fiscal qfﬂcer "4 - Line Manager

. Husband Wife ) ' .
Wife ’ . Husband e :
- Instructor Student’ )
Interviewer ' Interviewee _
Manager Supervisot - -.
Military Officer ' ' " Enlisted Man or Woman
Parent , ] Child _
Pastor o o Parishioner o A .
; Physician : Patient

Salesperson ) Client ‘
Shop Steward - Employee '
Staff Specialist B Line Manager’ oA '
Supervisor ) . Employee ’

The protagonist is one who carries the burden or responsibility for dccisionrfmking He or she has the power or
authority to act or to reconcllg. conﬂlct The protagonist genierally outranks the antagonist and is the trainee to

whom the issue is presented, the role player who is on the hot seat, or the person who supports or advocates a
position when seeking to solve a problem . , 9,

Desirable Behavior: o

. Llistens, is openminded, noncritical, nondlrectwe supportive, focuses on problem, smccre Iooksatdntagomst

Undeslrable Behavior:

Talks excessively, pitches his or her approach to “sell”’ own point of view, falls to Ilsten closeminded, shows
displeasure, argues, sarcastigiinsincere, talks to wall. :

The antagonist is generally subordinate to the protagonist and is displeased with some action past or present or

* likely to be taken in the future, He or she is someone who is unconvinced and challenges the authority of the
‘lprotagonlst--one who is adversely affected by some action and may be frightened.

&

Antagonist Behavlor , _
. Normally, the amagomst will, at tlfo outsat, reveal behaviqrs such as: sullen, talks excessively, needles,
critical or sarcastic, oxhibits facial expreSSlons of unhappiness or displeasure, or argues.  *

n/lc and’

ST PR e - - ] JHandout 3
n / . S : & L~ \ - (contlnued),
. I ,
. | S
< R ' \
. [ - e
4. Enactment oflO—-'lS inutes. Keep the enactment: . . *
a.  controlledi.e. rao not allow the player to introduce dew.data;

101
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'Brainstorming ; SR C
v . . ; . ! . . . ‘. — :‘ ' . » . .
of - X . Y.
‘ 3 ' v ‘'
A ! .
) . | S .
¥ »
What

Brainstorniing is a technique whetoby creative thinking takes precedence over the practical. The idea is to

put before the group all ideas possuble with ho thought to the'practicality of the |deas The partlmpants are -

.urged to be as “freewheellng” and uhinhibited as pgssible. L .
When . . ;o : " : : .
Brainstorming may be used: . * 'V).
.o 1. to put as many new and novel ideas as possnble Wore the group for evaluative discussion,

2. to encourage practical-minded individuals to thipk beyond their day-to-day problems and to think
quanmatlvely instead of qualitatively,
.ito move out on a problem when the more conventionat technlques have failed to come up with a
%olution,.and ‘

to develop creative thinking. ' ! "

g

Advantages ' . _ .. S

1. Many people are thrilled at the freedom of expression inherent in brainstorming.
2. * Solutions to previously insoluble problems can be discovered.
- 3. All members of the group can be encouraged to participate.

Dlsadvantages '

1. Many individuals have difficulty getting away from practicalities. )
2. Many of the suggestions made may not be worth anything, ) ot ®
. 3 In the evaluation session it is nécessary to criticize the ideas of fellow members.

Physical Requirements

1. A meeting room with a chalkboard or other surface on which the |deas produced can be'written
hurriedly and preserved for the followup discussion penod
2. A conferenge table or semicircle arrangement to expedite discussion following the brainstogming.

Procedure

1. The chairperson explains the procedure to be used, and a recorder is selected to list the suggostipns.
" 2. Asideas are thrown out they are recorded in public view.
3. Theideas are discussed to determine if any havépractica{application to the problem-at hand.

»

Sitnila\r Methods and Techniques

. f .
Brainstorming is different from any other group tochnique, although principles of group.discussion and
buzz sessions are much in evidence.

L4 ‘ . .

g Lo ' oo
\{ ‘ \
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- Listening-Team Assignments
K (for3x5 card,g) ' . e

- . )

- . S
: ’

Write out listening team assignments on separate 3 X 5 cards or slips of paper before session begins.

“Team 1

.

Listen to the presentation on the lecture and discuss: What did we-hear that was new? Ojd?

Team2 . . : .
Listen to the presentation on the demonstration and discuss: What did we hear that was new? Old?

¢

Team 3
- Listen to the presentation on the structural role play and discuss: What is the role of the trainer in the
role play? '
+ Team 4 _ . - " ' o .

Listen to the presentation on creative 'th,inking and djscuss: What is the role of the trainer in this technique?

L) ) .

.
T . . w
.
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“ . - Handout T
Model Learnmg AétMty o | o
‘-_,.,.A e - 5 s pri Lo "
Session No T/t/e. Director/Board Re/at/onsh/ps o Da)?.'

foe

X

‘ \

- Goals/QbiéctiveS:

~ )

-1 Time Requlred

Equnpment

’

Materials:

Prlmary Methods:

Meetmg _
" Arrangements:

™ == Sz

V.

]
)

Eacil‘participant will attain incréased awareness and understanding of the elements
and issues associated with organizing and m’}intaining effectiye,relationships with the
halfway house board of dlrectors that hav been demonstrated to be successful in
other halfyay houses. v :
1

‘ They will be able to: \

[hst at least three types of people to include on the ideal board and explaln how they

can be helpful, and C , N

\

2. name two strategies for dealing with a troublesome board.

3 hours » : ' ‘ | '

~ Video tape equipment (optional, but strongly recommended)

1 microphone 1 portapack

[

. 2 cameras ' 1 VTR tape deck °
- 1 VTR tape deck - or 1 monitor

1. monitor _ 1 microphone

1 mixer

»

- Handout 1-Director/Board Guidelihes

Handout 2—Case Study: Pathway Residence

Handout 3—Board/Director Problem Sheet .t

Handouts 4a-4f—Instructions for Role Players :

Handéut- 5—Guide for Role-Player Observers (piace in envelopes with name the rTiEhT‘/
before) , .

Handout 6 ~Group Process Observation Sheet (from session 2)

Handout7—Hidden Agendas Information Sheet

Group discussion; role playing

In one room, drawing 1--roundtable setup; in a second room, drawing 6—discussion
set up for six people, witi.ufficicnt chairs surrounding the circle for the remaining
participants. Video cquipment placed so that cach role player can be casily photo-
graphed, especially when talking. Micrephone should be placed to record all speakers
audibly. , §

(,odc HH, ;

»
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:.Hando t‘ . ' o, . . . . ' . ) | .. : ‘8
* (contintied) oo S ' - :
Session ‘No. ’ ) 1
Time - Sequence of A'ctivllties. . SR Mqteria/so

30 min. A, Introduction _
. 1. . Review purpose of session.

\-;' 2, Distribute the .Director/Board Guidelines. -+ A2, Handout 1—-Director/
: _ Board Guidelines
Dlscuss the |temg with contributlons from '
the group

ﬁt' - .s

®

60 min~ B. Role-Playing Exercise

e © (If video eqdipment is not available, carry out . ,
exercise as directed.)/

1. Explain that the next activity is a role- -
playing exercise designed to dramatize
: some of the difficulties that may arise _
on a halfway house board. These back- . : ¢
ground materials will set the stage.

The night before, decide who will play
each role and put the appropriate instruc-

tions and role description (handout 4) in ' .
an envclope bearing the participant’s ' ,
name. Choose people whom you think Y
will be least self-conscious i in a role- playmg ’
situation. ' ’
2. Distribute handouts 2 and 3, Casc.Study: - B2.” Handout 2—Case
S Pathway Residence and Board/Director Study: Pathway
Problem Sheet and allow participants Residence; Handout3—
-about five minutes to redd. ' Board/Director
' Problem Sheet
3. Announce that different participants will B3. Handouts 4a-4f— Lo
do diffgrent things in the exercise. ' Instructions for Role
Distribute role-player envelopes to Players
. selected participants and instruct those - .

participants to retire to room 2, take a
Seat in the inner circle of chairs, and read
their instructions,
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) ’ . Session 16

' ' ‘Handout 1
. ‘ _ ' . . (continued)
| T/tle. D/rectpr/Board Re/at/onsh/ps
Points for Discussion = ~ L : - ~.
. : [ . : L™
. o , ' . ' l
*A. Introduction . T o v

1. An active, cooperative hoard of dlrectors can be"an indispensable resource to‘a program
’ admmlstrator This session will focus gn some of the elements of an effective board and
some of the things an administrator slrould consider in establishing and maintaining a sound
wgrking relationship with the board. In this exercise, the administrator js a halfway house
dlrector but the concepts are generally applicable. g

D

3. Under iitem 6 of the Dlrector/Board Gurdelmes you may W|sh to add ‘these pomts

o Banker — Any bank officer is helpful, but if you are planning to purchase property,
it may be especially useful to have a banker from the mortgage department.

L Leglélator This person can be particylarly helpful in workmg out problems with
publré agencies such as licensing bureaus: :

Other agencies to consider for board representation, depending upon the nee\is of the house, are
State, county, or municipal employment services; unions; churches; educational institutions;

" Salvation Army; and police department.

Rble-Playing Exercise
There are no discussion points for this section.




pants and handout 6—Group Process
. Observation Sheet to the rest. Answer , . _
- questuons , Sheet

5. Al observers move to room 2 and sit
in chairs around inner circle.

6. Inform role players that the other
‘ participants are observers. Ask them-.
; to introduce themselves as the char-
acters theyfre playing and b‘egm the
meeting.

e~

. (Video taping starts here: Use intro- -
ductions to check for placement of
cameras and microphones. Be'sure
cameras can focus without obstruction
on each role player as he or she talks
and that each voice records audibly.)

7. After 15 minutes, terminate role L
playing whetherghe play has been com-
pleted or not.

8. Ask the group process“"B'ervers to :
report their observations. - )

9. Askrole player observers to report their
observations.

10. Ask role players to read their roles to
the group in the order they appear on
the problem sheet. :

« 25 min, C. Hidden Agendas '

1. Distribute the Hidden Agenda |nforma- _ C1. Handout 7—Hf:(iden
Agenda Information

tion Sheet, handout 7, and;read the. .
introduction to the group. } Sheet’

. 2. Lead a discussion of the role-play
situation, asking participants to draw
on their observations either of the
group process or the role players and
on reports by the role players of their
intentions and feelings. See questjons
opposite. _: .-

~i

108

- Handout 6—Group
Process Observation

"S.éss'ion 16+ | LY I * ,, ;L
Handout 1 . :
(continued) _ S . _ o .
Time Sequence of Activities . - Materials.
‘ . - 4. Distribute haﬁd'outS Guide.for Role- , B4 Handout S—Guude for |
' ~ Playet Observers to selected particj- o Role-Player Observers

N




o R
l q [ . : . _/ ) .
: ' o Session 16"
i * - Handout 1
. - A (continued)
S - oTitle: D/rector/Board Re/at/onsh/ps
Points for Discussion L S
1 ‘ ‘ '
| / C.
‘ .
- |
u {
v . "_’/ ('3 ":"
¢ ¢
4
»
v
’ .
C. Hidden Agendas
,.
~ &

2. Aim toward generalizations that answer these questions:

a.
b.”

c.’
)

—

How do hidden agenda affect the group; how do they affect each member?
~ What are some indicators that hidden agenda are operating?

Is the recognition of hidden agenda necessary to understand what is going on in the =
group?

109
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- Session 16 . 3 )
. , - ‘Handout 1 T O -
SR (continued) = - . . - . ) o
. : ' . S ) ’ ) 3) » : .
! ' SBS.‘SIOIQNQ. : - ‘J YL, o , '
Iime  Sequence of Activities " .Materials
. . ,' . S | - . < . i . - \
15 min. Coffee Bréak | ' . N
h N \ .
_(During break, rewind tape and set up mofitor . - K
in room 1 where all participants can 'see screen.) 5 .
.45 min. © D. _Vide;) Tape Replay ‘ '
f ' 1. Pldy through the tape once completely
> without comment, asking participants
to observe and note the following: ‘
a. Examples of group process functions _
(task-,mair%pnancé) and obstructing . ' wapn
actions. . ' o
' “ b.. -Examples of nonverbal behaviors
that convey feelings that role
players have reported,_
2. Play tape-again, this time stopping tape
on signal from either you or participants \
‘ to point out examples of either category
- (aor b above). ‘
‘ E. Summary )
i- ) . Summarizeé major points.
/ , ¢
>
4
bV
7’ . > ¢ A
” ’ 12
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"o S (continued)
| T/t/e. f)/rectog[ﬁoard Relationships
N ) i
M ) / . » AN
Points for Discussion " | .
/ . v A |
7 | .J . "
. . ‘ . -
D. Video Tape Replay _ T e

If video equipment is not available, lead a dlscussmn askmg for the same examples as hsted
oppogiite Less time will be required if vndeo tape is not used. o

E. Summary
1. Touch briefly on seven points listed on Hidden Agenda Information Sheet.

2, Suggest that parficipants’ read remaining paragraphs at their Igis‘bre’.
3. Cite general implications of this exercise for diréctor/board relationships.

Human factors are as |mport§1t as organizational ones in the functioning ofa board It is
important for a director to know each of his or her board members.

-

h L
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1. State laws on organlzatlon of nonprof"t corporatlons vary o : v o
~a. Variances can be obtarned wnthln states, ' : . '

b. State attorney s office will render a decrsron on ambrguoas or disputed points wnthout chargé .

2 Thehistory of z\halfway house and the personallties involved will greatly affect a partlcular sntuation

3. If.ahalfway house is one component of a camprehensive alcoholism program it should have a separate
board of directors (e.g., mental health boards too medlcally orletiils
“ A

4. , Model bylaws appear in AHHAP gurdelrnes.

5. Géncrally, the following recommendations are made: . : 1 ”
- a. Term of office averaging 2 to 3 years; |
b. An automatic termination clause be written into bylaws;
c. B@r'd miembers bé érrcc;uraged to attem{‘hational meetings such as AHHAP wp_enever possible; arrd

d. A five- to seven-person executive board is best working size; maintain an advisory board for publié rela-
tions purposes (promment citizens, Senators, or Congresspersons) whose members are kept rnformed

monthly by mail. 8
- 6. The ideal executive board is composed of the foIIowmg —
a. banker )
b. lawyer; )
¢ legislator (State or city);
d. physician (internal medicine, not psychiatry): ’
e. recovered alcoholic; ' . '
f. accountant, businesspcrson, or public relations/mezﬁa person. _ v

7.  Noone from State ialcohollsm program should be on executive board because of possible conflict of interests;
may be on advisory board. -

8.  Director may of may not be a member,

a. He or she is responsible for implementing policy. \
b. Familiar with day-to-day operation of house, problems, impact of policy changes.

- . &
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Learning Activity Handout 2—~C‘§se Study: Pathway Résidence

s N
. L)

A ‘ - .
» ) . . . . ’ . . . . ‘ . .« I ' u
- Pathway was founded in 1970 as a nonprofit halfway house program by a cammunity group under the ,Leadergﬁip
of the Blairville Council of Churches. A fund drive raised money to furnish an 18-room house donated anony-

mously by a wealthy church member, » ' ,
o . v . , . . R

Progralﬁ Goals ' ' - .

" Pathway was founded “to aid and dssist alcoholic men-who manifest a desire for rehabilitation” and “to provide

food, shelter, and counseling in order to assist the alcoholic person ir] his recovery.””

-

" Program Description -~ _ ' , S : B

Pathway accorhmodates 24 people and averages 20 at any one time. The residents range in age from 2] to 72. The
dverage age is 47. All residents are referred from either Iega‘!' or medical sources. Most of the residents are from the
lower income tevel and qualify for semiskilled or unskilled jobs. Residents pay $30 per week when they are eni-
ployed, and the average length of stay is @ months. ) )

. - ¥ . ' "
The program includes group therapy, A.A., Bibl study, and individual counseling (in_c,uding vocational and
pastoral). For other needs, residents are referred to cooperating agencies. v o

-

Staff . ~' R _

The four full-time staff members include the diréctor, resider')t manager, cook, and assistant cook. Five volunteers -
provide clerical help 10 hours a week, pastoral counseling, and Bible study; and a psychologist from the neaky
hospital holds a group meeting ohe evening a week. ’ )

-

Board of wrectors - . ' ‘ .

Pathway has a.nonvoting advisory board which includes a state legisator, a Congressman, and the quarterback of a
professional football team. Throughout the year policy decisions are made by the 15-member Hoard of djrectors. -
The executive board of six includes the officers of the board (president, vice presiden_t, sqcretary, tredsurer), the

- house diréctor, and the personnel committee chiirman. The other officers, except the president, also chair
committees. ’ ' 5 ' :

Budget N ‘

i
. Pathway house operates almost entirely on the income from resident fees. Actual income last year totaled
$25,386.11. Donations amounted to $250.

g . L4

i
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Learning Activity Handaut 3—Board/Director Problem. Sheet

Participants ‘ . . ‘ IR

a. Rcv Marvin Turner +president; director of Blairvillo Council ofChurch&s

"

b. Louns Haber ~*vice presndent lawyer and lay leader of Bfairville Methodjst Church
c. John J. O'Hara, S.}. — secretary; associate pastor of St. Ignatius Chyrch | . .
d Roberta Stevens — treasurer vice president of Blatrvillc Savings & Trust o

¢. Geraldine Stone — chalrperSOn pcrsonnel committee; director of Christian education at the Blairville
Presbyterian Church-  * X

N ‘f. Jack Simon - board member; director of Pathway residence / . h

N ‘. ' ' N N ' L N
Problem ' P L e . .
A special meeting of the executive board has been called to consider the matter of locating supplemental funds to .
pay for byilding repair-and renovation, A recent building inspection uncovered these violations: leaking roof,
peeling plaster in 13 rooms, inadequate wiring throughout, substandard bathroom fixtures, and a faulty heating -

unit. One estimate already received for these repairs is $16,680.

-

-

The purpose of the meeting is to develop a plan to obtain the funds which will be submitted to the full board for
approval erend Turner, board president, is chairing the meeting.
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Participants should notllook at eachr‘bther’s roles.
Each person should read his or her part, carefully and play the rolc conscnentlously

" Put yourself in the role that you are glven. - :
Parttcmants should not overact. |

> Be natural but emphastze behavior aimcd at fulfilling your role.

S v oA w o =

just before the sessidn begins, lntroduce yourself to the whole group by the name of the role you afe
playing. Other role players will do the same. . 3 A\

: Role Description -

You are Rev. Marvin Turner, president of the board of directors and director of the Blairville Council of Churches.
You were a member of the founding board and want to preserve the status quo. You also like your position as\
presiding officer. v

LY

[

%

ah

3

Participants should not look at each other’s roles.
Each person should read his or her part carcfully and play, the role conscientiously.

" Put yourself in the role that you are given. .
Participants should not overact, /

Be natural, but emphasize behavior aimed at fulfiliing your role.

AN A i ol e

Just before the session begins, introduce yourself to the whole group by the name of the role you are play-

{ing. Other role players will do the same.
4

Role Description

You are Louis Haber, vico presidont of the board, a’lawyer and an infludhtial lay leader in the Blairville Methodist
Church. It Is your view that “God helps those who heip thcmsol\/os and therefore you are lukewarm to the-idea
of seeking outside help for money. Also you think that the dlrcctor Jack Simon, should bear the major responsi-
bility for solving financial pgoblems.

’
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¢

Participants should'not look at ¢ach other’sroles.
Each person should read his or her part carefully and plgy the rdle conscientiously.
Put yourself in the role that you are given. )
Participants shoﬁld not overact. ' ‘

Be natural but emphasize behavior aimed at fulfilling your role.

S W =

Just before the session begins, introduce yourself to the whole group by thc name of the role you are play-
ing. Other role players will do the same.

Role Description . f
Al '

You are John J. O’Hara, S.J ., secretary of the board and associate pastor'of St. Igﬁatius Church. You are an
“experienced administrator as well as an activist and a strong believer in mobilizing the community to megt a
crisis. Moreover, it is your opinion that you would be more effective as board president than Reverend Turner.

A

Learning Activity Handout 4d—Instructions for Role Players

“»

Participants should not look at each other’s roles.

Each person should read his o®her part carefully and play the role conscientiously.

Put yourself in the role that you'arc givcn. _ : ’ v
Partigipants should not overact.

Be natural, but emphasize behavior aimed at fulfilling your role.

S v AW

Just bcforé{hc session begins, introduce yourself to the whole group by the name of the role you are play-
ing. Other role players will do the same.

. Q . .. . )
Role Description . _ . N~
You are Roberta Stevens, treasurer of the board and vice president of the Blairville Savings & Trust. You have
recently joined the executive board and do not know too much about alcohol problems, but you are extremely
interested and have godd management Ideas. Also your experience in business has taught you the value of system-
atic planning. :

116 -. TN
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Participants shoyld not look at each other's roles, - .

1.

2.
-3,
4,
5.

"

Each person should read his or her part carefully and play the role éonscientiously. "
Put yourself in the role that'you are given.
Particlpants should not overact , : : o
‘Be natural, but emphasize behavior aimed at fulﬂllmg your role. N )
Just before the session begins, introduce yourself to the whole group by the name of the role you are play
ing. Other role players will ‘(.io the same. /
Role Destription |

[} .
You ar¢ Geraldine Stone, cha‘lrn(;n\of the personnel committee and director of Christian education of the
Blairville Presbyterian Church. You were-a member of the founding board. Your solution to the current funding
problem is to organize a volunteer committee to make the repairs and do the redecorating. Generally you follow
the lead of the board president, Reverend Turner.

"o ' '

Learning Activity Handout 4f—Instructions for Role Players

Participants should not look at cach other's roles. ' g
Each person should read his or her part carefully and play the role conscientiously.
i

v

1
2
3. Put yourself in the role that you are given.
4 Participants should not overact.

5

Be nat‘ural but emphasize behavior aimed at fulﬂlllng your role.

6.  Just before the séssion begins, introduce yourself to the whole group by the name of the role you are play-
ing. Other role players will do thc same.

»

Role Description

You are Jack Simon, board member and director of Pathway Residence. You assumed that position 2 years ago,
and through hard work and ingenuity have made substantial improvements in the program. You sce this planning
effort as the first step toward getting the.board to do some long-range planning to meet future nocds such as
salary increases for staff, improvements to meet accreditation standards, otc.

»

o
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Learning Activi&y Handout 5—Guide for R-ol_e-Pla);ér Qbservers
' E. ~ . . . . ' . ‘
] - BERE

1. You will observe ___~ | who is playing the role of »

2. Besure you are seated-where you can sée.this person clearly.

©

3. In.your observation, Iogk for answers to the following questions: ‘ \

a. Was his-or-her participation gencral, specific, or lopsided? S ? ' (

13

R

c. Did his or her contributions indicate that he or she was listening to others in the group?

A\

d. Were his or hcr contributions centered on solving the group 's problems or were thcy directed by personal . "
needs, aspirations, attltudcs and values? " .

% » \
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4

_Group Process Observation Sheet

<
-

1. What group functuons dld you notice?
’ (check categories that apply, as often as you notice them)

Task functions . . ' Maintenance functions

— . Initiating = - ~ Encouraging

Jriformation or opinion : Harmonizing
seeking ' .
v : — Compromising
. Information or oplnlon f
giving , — Gatekeeping

Clarifying or elaborating _____ Standard setting

What actions were present which obstructed group effectiveness?
(check as many times as it is noticed)

— Blocking
Rccbgnition seeking
Dominating

Avoiding
What characteristics of effective groups did you notice?
(check as many as apply to the group ‘you observed)

A Participation evenly "Open communication of
divided ' ideas and feelings

Participation contributed —— Decisions made by consensus on
to the work of the group ' important points

, Organizatioﬁ appropriate to : Intended results accomplished
the task '

)

Constructive atmosphere

9
Comments:
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lntroduction ' ' \

>

»

The purpose of this skill vs& to demonstrate that “what went on undernea?{h the table”’ interfered in a rather ..

_dramatic fashion wlth whag was going-on ' above. In other words, the participants’ needs, Wthh influence their

aspirations, attltudes, and values, affect the way they react to the surface task.

* What to do About Hidden Agenda - A

!

(% Remember that the group is contmuously working on two levels at once: the surface level and the hldden
agenda level. Consequently, the group may not move as fast on the surface as the participants might
expect.

Look for the hidden agenda that are present. Recognition is a first step in a diagnosis of group difficulty.

Sometimes a participant can make it casier for a group to bring its hidden agenda to the surface. The
participant may say, for example, *“l wonder if we have said all that we feel about the issu‘e. Maybe we
should take time to go around the table so that any furt)rer thoughts can be opened up.”

4. Some hidden agenda can be presented and talked about and should then become casier to handle. But
many hiddefi agenda would hurt the group more if they were talked about openly. Group participants need
to be sensitive to the possible dangers and should try to recognize what a group can and cannot face at a
given point. - ’

~

5. Do not scold of pressure the group when hidden agenda are recognized. They are present and legitimate and

must be worked on in much the same manner as the surface task. At different times, hidden agenda should

be given different amounts of attention, depending upon their influence on the surface task and the nature .

- of the group and its participants.

6. * Help the group find methods ofsolvmg hidden agendas as they would handle surface agenda. Although the
techniques may vary, problem-solving methods are needed for handling hidden agenda.

7. " Spend some time evaluating progress in the group’s handling of hidden agenda. Each experience should
indicate better ways of handling agenda more openly. As groups mature, hidden agenda are reduced.
Evalyation sessions in the last 15 minutes of a meeting can profit a group immensely.

In our discussion of the previous exercise we have seen that an individual’s behavior in a group sifuation is neither
random nor accidental. People behave according to personal motivation--what we might call needs. Those needs
may be social or emotional. They may be expligit in the group or hidden as in the skill exercisc. They may be
known to the individual or unknown to him or her. )

If a person’s behavior is not random or-haphazard but rather is need-determined, then the very act of joining a
group must be the expression of personal needs. g
N , : . ’

w
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‘ N . v S \ :
We all have needs They can take dlfferent forms and can be satisfied in different ways According to psychologist S o

.Abraham Maslow, the sum total of an individual’s needs is arranged in a hierarchy, with physical needs and the

~ need for security at the base of the arder. Physical needs (e.g., food, shelter, warmth) are those which must be

¢y satisfied in order to maintain life. Needs for security must be fulfilled if the organism is.to flinction within his:

' environment. For example; if the individual is not to be overwhelmed by feelings of anxrety, there must bea .
«b- degree of stabillty and consistency within the enviranment. -

When the basic survival needs are met and when there is contact with society, other needs may press for satrs-

faction. These are the social, ego, and self-fulfillment needs which can be optimally satisfied in a group situation. &
Sacial needs become evident as individuals seek acceptance from others. With the fulfijlment of social needs, ego

needs press for satisfaction. And it is anly as the individuals find answers to the mystery of their own unique

|dentity that they can then begin to be aII that they are capable of being. .

Group participation, then, is motivated primarily by Certaln needs for which mdlvrdunls seek fulf‘llnnent ex-
pression, and satisfaction. People join groups, therefore in search of something—s(ﬁtething personal and impor-
tant for théir own senses of well-being and comfort. While individuals share certain common human needs, the
fulfiliment of these needs is sought in unique ways. The individual’s needs for feelings of belonging, acceptance
recognition, self-worth, self-expression, and productivity are evident among those néeds that motivate desires for
group life. .

While individuals become group participants because they have certain needs for which they seek cither ex-
pression or fulfillment, and while these nceds are personal and subjective, they are not necessarily “selfish.”
It is both “normal” and “natural” for the individual to bring to the group desires for the satisfaction of personal
needs. What we are concerned with is not whether these needs should be satisfied, but rather with the conse-
“quences of their expression for others and for the group as a whole. What we want to question is whether the
fulfillment of one individual’s need blocks other individuals and the group from achieving their goals. If this is,
in fact, found to be the case, we will then want to help the individual to express his pr her needs i in ways which
“are helpful for and congruent with the needs of the other group partrcnpants and with the goals of the group.
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Content Choice
(for flip chart 1)

“Participants will be able to recognize an alcoholic person in a clinical setting.”"

“Participantiiwill be ‘able to develop complete sociograms on alcoholic

¥

 “Participants will be able to transport alcoholic c_Ii_enr.\'_ts'by. ambulance from
Main Street to Smith County Hospital in no more than 7 minutes.” = -
L) b
A -
U]
]
®
& ( S
. -
' . 'v" &

(»s ’

& : /

‘."f..

NG IR ¢ ‘
5 Y "
% ) ’ ! -~ 1 N
%‘f wV ! * -
v 132 ~
122 :
4 a




"~ WHO IS THE EXPERT?

0y

Am | the expert?

Content Validation Guidé

- --Are the trainees the
experts?

i

I

Are ﬁlfns,~tapes, or -
articles the experts?

Is'someone else the:' -
expert?

Do | know the content?

Can | learn the content? IS

Do they already have the informa-
tion they need?

How do they néed to look at it
differently? T A
o -

*

Can | find the information |
want in these media?

Are they the most effectch' ways
of transmitting the tontent?
”

¥

1 -Can someone else tell me and my

trainees what we nced to know? - -

;3."?
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Evaluation Guide

‘- MRS . .
» . : ] a

. (100 Points) . ,  Organization Need Analysis . . \
25 States what the agency is organized to do. - o o \
25 . States how the agency will kno“;'when it has Schieved its goals. .. ) o . ' \
~25 - --States what tasks and jobs are required to achlgzve-the'goal-s,- L AU . -
25 States how necessary is target job (skill area) for achieviﬁg the goals. ' v |

(100 Points) Job Analysis ' L _ A ’
. | 50 . Containsa detailed list of behavioral tasks which are necessary and essential for the ]ob”to _ \x_‘
_ ! fulfill its functlon " . ‘
50 - . Contains a described minimum level of performance for each task.. \“\‘ : -E‘g.\‘
(100 Points) Performance Apalysis . . " ."'\_ ' ‘ \\'._
25 : Contains a questionnaire to determine level of competency. \‘.‘\ ' l \\
25 Contains an interview plan;i.e., key interview questions and a schedule of\mtervaews (both \\
' individual and group). : \ \
25 Contains a diagnostic test. ' - V .."\
25 Contains a list and description of skill deficiencies. ' ‘\

(200 Points) .. Training Group Analysls/ ‘ | - | "‘:._.
25 ’ States comnion learning need in kriowledge area. ' . ‘\\ ~ » . ’
N 25 States common learning need in skill area. _ v N
b 25 . States common learning need in attitude area. _ ) \'\\ ' L
25 Dés;;ribes a process for determining ea’ch trainee’s readiness to learn. \'-,\
25 ' States‘rat‘ionale" for hetegogeneous, homogeneous mix of personal resofirces and jrai‘lé.
25 - Contains a profile of the social, cultural, personal characteristics of the group. \
25 Lists selection criteria. ' : Y

25 Contains a plan for applying selection criteria. ) y




ST e Seslon 18y
o Ty e e e Handoud )
| e (continbed)

Y

. s a . . i .
\\ . . . . i
A . . X . e ) . R -

‘

(150 Points) - LearnlngrOUtcomés _ . .
.50 . Goals for the 2- day training event are clegrly stated; i.e., they describe ln broad terms what B .
. the trainees should be able to do after the event has concluded ) : ' :
25 * Objectives for the 2-day event, as a whole are |ncluded and can be related to speclﬁc Iearn- : .,
Ing activities. - L : : R
25 ' Each learning activity contains one or more. cIearIy stated ob]ectwes whlch descrlbe an A
o "~ observable behavior. : : .
o addrtlon to observable behavior each ob]ectlve clearly descrlbes an accepted standard of
Co ‘achievement. . A
25 ... naddition to observable behavior and accepted standard of achlevement each ob;ective -
clearly descrlbes the conditions under which the observable behavior is to take place .
. <
(250 Points) - Curriculum Building Rating Sheet _
10 _' " Contains a visual representation of the content flow and sequence of Iearnlng' activities, - . -
10 Contairis an hounby -hour schedule detailing start and finish trmes, breaks, etc
10° " “Contains an outline for each learning activity to pe used in the 2day event
20 ~ Cantains a variety of learning methods and techniques. L : -
25" Selection of specific Iearnlng activities are tlearly appr0pr|ate for achieving the stated

bb;ectlves

"

25 Taken as a whole, the selection and sequencing of the learning actlvltles fulfill the trainee’s *
E need to be self-directed,

25 The Iearnlng activities are designed to accommodate the problem-centered interest of adult

T learners. - . ..
. 25 Each Iearnlng actlwty provrdes the trainees wnth an occasion to top their personal experl- *
_ences in relating the subject matter. C i ( d
50 - Specifically states the role of each facnlltator and resource person to be used, - ' .
50 ' ‘0 \ Contains a list of logistical arrangements that must bse garned out in advance of the training )
event. .

| )
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(150 Points)

S

10
10
10~

10
10
10
10
10
10
10.
10
10
10
10

(200 Points)

'50
25
25
25
25
25
25

126

(7. ‘Adequate time required for each ativity.

Evaluation - ‘ : !

N | 1 RN
One learning activity Gontains the foflawing items:  *
v 1. Statement of goaals and objectives for Shls'speclflc aéthlty. -
2. Clear statement of linkage with the prevlous actlvlty, : 1

i

3.. An actlvity 1o test the trainee's understanding of the goals of thg exerclse.

T 4,_. Veriﬂcation of content, validity; i.¢,, an Idenkflﬂcation of the ekpert source for content

ora ]ustlﬂcatlon for the use of expert resources. . -
5." Compfortable variety of techniques.
6. Major points summary for all lecture content.

8. Detailed listing of newsprint illustrations. =
9. List of major discussion points. -

.10.’- Written statement for all group tasks.

11. A review activity and concluding remarks.

12, Listof equipment required for presentation.

13.  Copies of all materials to be distributed.

14. Identification of pr.imary.‘method:s to be used.

15. Description of room arrangements.

«Contains a statement of goals for evaluating the total trajning event.
Contains c.opies'-of ¢valuation instruments,

Identifies a monitor/evajuator arld describes the role.

Contalns a distribution plan for the report of the evaluation.
Identifies followup activities needed to support newly learned skills. '

Evidence of feedback and two-way communication designed into each leapningbastivity.

Evidence of continual comparison of training objectives to organization goals.

4
-

"
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Resource Group Assignments
\\ (for handout n . : 1
Y
 Resource Group 1 . ' :
Share an especially good example of organization need analysis and of job and porformance analysis.
kesource Group 2¢ : _ - | ’ ' A
» Share an especially good example of training group analysls and of a statement of learning outcomes.
' - - ) <f ' 3 . /'. -t
.« Resource Group 3: V
Share an especially: good example of curriculum building. )
‘ . +
* ) . ) . o I - . . -..
Resource Group 4: '
K , Share ancspcclally good example /of evaluation and feedback.
v& ) ’ . H )
4 P .
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£
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Handout 1

Organﬁi'atlon . /\ |

A.  Individual

v

Note; If all partlclpants choose individual prescntatlons, two audlence/revlew groups will be’

« " formed. e
B. Group.-_ ' ’ ,

- : 1y
Note: Groups limited to three porsons.

Content - _

A.  Deliver a 2@-minute segment of an exercise written up In the design task.
For oxample demonstrate one objective or one activlty

B. Demonstrate a partlcular technique.

For example: process a role play or
: improve a particular presentation skill.

.
0

Factors . o

A. A 20-minute group feodback session must be planned to follow each presentation. This session must

be structured and havé its goals established. . .

B.  Each presonter mus\mlcs;t jo advance a team of two special evaluators for in- depth feedback and
assistance in critique of the videotape. :

C. Al presentations will be video taped and viewing time scheduled.

D. Four and one-half hours of preparation time will be available during scheduled training hours.

[}

LIS

A




-(,_,.:-Handnu_t‘z__ SR

Presentation Evaluation Form

- TRAINER

7,

Rate the trainer's overall performance wlth ragard to the followlng characteristics on a scale of 1+5 where:
1= Poor, 2=Below Average, 3= Averago, " 4= AboVe Average, 5 = Excellent

A. Preparedness. How prepared do you think the facilitator
4 was to conduct this session?

Personal delivery style. How well was the facilitator able
_to-communicate this information to your group?
(1) Vocabutary ' ~
(2) Ciarity of expression
~(3) Pacing, pausing, emphasis
(4) Volice prbjection .
{5) Gesturing
(6) Logical development -
(7) Adequacy of illustration examples
(8) Appropriateness of humof .
(9) Pronunciation -
(10) Enunciation

' (11) Enthusiasm

4
4
o
4
4
4
4
4
4

1o SR RO NN N
Wow W W W oW W oW oW W W
(> Y, BT, B R Y Y BV |

Group skills. How Wcll was the facilitator able to load -
the group and moderate the discussion?

(1) Sendltivity/perception of group dynamics.
How well did the facilitator sense and
respond to grOUp needs and reactions?

(2) Nonjudgmental attitude
Participation oncouragemcnt
Appropriate interventions

(5)  Keeping group ontrack, on topic, moving
along

e .
Initiation and summarization of gliscussion




.D.- Psycholoslcal Ioamlng cllmate.

- (1) Host Role. How well did the facllitator
' ‘make people feel welcoine and comfortable? .

(2) . Trust Level. Was the degree of trust appropriate
' to Iearners goals and objectives?

(3)  Session Control. How well was the facilitator
able to stay on top of what was happening? .

LEARNER

Rate the group reaction with regard to the following charaéteristlcs on a scale of 1-5, where
1= Poor, 2= Belo Av age, 3 = Average, 4 = Above Average, . 5=EXcellent

A. Rcceptivlty to content - .

B Receptivity to method ' 1
C ReccptMty to facilitator : -0
D

Partlcipatlon in group mothodology/ group -~
interaction

Responsiveness to facilitator directions
Overall group reaction _ o
Did the group appear to be overly dominated by:

B

—=  facilitator ~—_ one participant

¢

_ a few participants _ none of these

s




' <w N
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-

3 Memonowsv T
1= Poor, ~ 2= Below Average, 3= Average,
A Approprlateness to content. How wcll do you think

the method(s) (group discussion, games, role plays,
etc.) used In this session helped the group to
understand the content? -~

B. Approprlateness for group. How well do you think
thé'methods used in this session matched the
capability and interest of the group?

C.  Feasibility for facilitator. How well do you think
the methods used in this session matched the
capability of the facllitator? .

D.  General group interest. Regardiess of how well the

" methods were catried out, how would you rate the
methods used in this session in capturing the
interest of thb group?

‘E.  Content validation. Was the validity of the content
established by the trainer?’

F.  Media. (visuals, movies, slide-tapes, handouts, etc.):
(1) Appropriateness to content
(2)  Appropriateness for group
(3)  General group interest -

(4) . Facilitator gomfort with equipment

ENVIRONMENT _ I

1= Poor, 2 = Bolow Average, -3 = Average,

A.  Advance preparation §

« B. . Room temperature
C. Roomsize -

- D. I'urniture,grrangcment
E. Gcncral physical comfort
F.  Materials ~ . . ‘

G.  Lighting

Rate the sesslon methodology ltself with regard to the following characteristics ona sccﬂe of 1-5, where.

- 4= Above Average,

NN NN

W L W w

5= Excellent

S e

(conw

5
5
5-
5

3 .
Rate the environment in which the session was held on the following characteristics on a scale of 1-5, where:

T S M S G §

4 = Above Average,

1

N N N N NN

5 = Excellent
3 4
3¢ 4
3 4
3 *
3 4
3 4
3 4
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/Delnvery Task Week Flow
(for fllpchart 1 )

TRAINER

a) Two content sessions:
1. Feedback ! and 1
2. Small'group skills
b) Delivery Laboratory;
1. Technical skills of delivery
2. Technical skills of monitoring
ENVIRONMENT
a) Two content sessions:
1. Physical learning climate
2. Psychological learning climate

Delivery Laborato\ry:
1. Technical skills of staging
2. Rel;itionship of method to tralning room '

A1
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Handout 1. - -
NCAE Conference Form 1 e
CONFERENCE FACIL’ITiES REQUEST FORM

;s

Conference
| Number:

Group:

Address: : : Name of Contagt:

~

Tel. No.: (.

i
- » ;

Number of Participapts: — - Number of Méetin_g_Roonis Needed: _

q

Confcrence Dates: Start i ! ~ End __ | /
WRITE ALL ADDITIONAL DETAILED |NFORMAT|0N ON REVERSE SIDE

‘ o Number of
DATE(S) Month ° Day Year . TIME: ) Rooms Needed

o Day 1 : . From: - To:
- Day 2' - From: To:-
‘lﬂ)ayS'_ - " ' . From: ~ To:

. . -
Day 4 / “ Frem: . To:

L]

Day 5 ' K From: To:

A

HOTEL NEEDS:

t e e gl . v,
(Please submit ggrticipant name and’a_fddress list and indi.\QduaI arrival and departure information as soon as
available.) ' ' :

Number of single rooms: i Double rooms:

Arrival date: . e - Time:

Departure date: Time:

TRﬁNSPORTATION NEEDS:

'(Ad&itional details on back.) _ .
' o No, of Station
From » To . Time(s) - passengers Wagon

e )
[~




DAY 1.

Other:
DAY 2,

Other: |
DAY 3,

Othe.;:
DAY 4.

Room .

101
|
» 102

- 103

-MEEﬁN:G'R()oMNiaalis':_-__\.-_ .
. (Additional detailpon'back.) .

Id

104

101
A
108
103

104
101

102
103
104
101
102
103

104

~ Other:

134

102

103

104

‘ 'No.of ‘
Occupants

Time

. ., ‘Typeof

- e .
. ooy
- -i,
. I

.Fl'lm'lture'
Setup. .

v Audiovisual

. Equipment .

S \4_..

-

.
> 3
K}
\
N f
]
- .
’
.
o
r —

1
9
T

- .
PO T T TY L T T T L T N




o N

EQUIPMENT NEEDS:

10.
11.
12

13.

14,

15.

FOOD NEEDS:

. ea . . AN

Number

Item , Needed In Room(s)

A-V Equipment Opcrator
Needed in Room(s)

:(wrlte in room number(s) )..

Cha’l,kboard

Flipchart easel and pad * — -

Note pads, pens, or pgncils L )

35-mm slide projector

Opaque pro]ectof

Overhead projector

Vel
\

TV camera ()

Video tape recorder
Vi c *
16-mm film projector . :

Audio tape-re'cordef ,

&

Microphone

e

P.A. systemt.

Other: o . .. - - o '

TT

Other: =

Otper: 4

(Please attach detailed schedules and information as to menu preferences and types of service.)

BE SURE TO INCLUDE THE FOLLOWING INFORMATION:

1> Date ' R
2. Time (and duration)
. Location .
4. Number of participants |
5. Type of function (coffé¢ break, luncheon, buffet, dinner, cocktails, etc.)
6, Menu preferences (hot, cold, kinds of foods, menu)
7. Kind of service (buffet, table service, bar, etc.) "

\ l4p

M

Sesskm 21
" Handout 1°
(contlnucd)\
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L 4 S Dl A Timels)

_CONFERENCE PERSONNELNEEDS: 1. - , . .

......

¢ 4. Receptionist: -~ | D e

Other: _ _ .;" . _ ! e

Oi&cer: - ; _ : - : : >
| - [ONLY APPLICABLE 'IJ_O_NCAEfsPONASORED CONFERENCES] )
FINANCIAL NEEDS (ESTIMATED): |
 PER DIEM - o o
0 | 1. Participant/Trainée per diem $ \ [day .- ’ ‘
"Number of days per diem ) ’
. Tdtal anticipated ;;er diem $' . /Partiéipant/Trainee g
) ;‘ 2. Conferee per diem $ s /day
Numb_t;r of days per diem (
Total anticipated per diem $ - ‘ i [Conferee ) | \
3. Consultént/Trainer pcridiem $ .+_/day :
b Numlser of days per diem ‘

[Consultant/Trainer

Total anticipated per diem $

HONORARIUM/FEE : : _ ' _ -

/[day ! B

[Conferee , . o S -

1. Conferee honorarium $

Total anticipated honorarium $

2. COnsultant/T'raincr fee $ ’

/day . ' ' .

“

Total anticipated fee $ [Consultant/Trainer S

»
:

FINANCIAL VOUCHERING EXPLANATION TO CONFERENCE .o
. % - .
Date and time for financial vouchering explanation and completion of forms during conference:

@ 4

Date ' Timc‘\ . - . ' .

26 | ‘k | ¢
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NCAE Conference Form 2
CONFERENCE TASK ANALYSIS -

Vitl.
X
X.

Determine Conference Dates-
Mail Logistics Packets -
Hotel and Alrline Reservations

_Inventory -,

Conference Packets
Plan Check an‘d Review

Site Preparation/Food.and Meal Functions

Financial ' ¢
Conference Supporw
Postconference -

Determine Conference Dates and Number of Participants '
A. Receive confetence facllitles' request form

B. Discuss conference faclllﬂes request form with conference manager
® General meeting room needs '
o, General hotel needs
® General food needs
® General transportation needs
C. Reserve conference space
D. Reserve hotel Tooms
E. Review invitation letter

Marl Logistics Packets

~=" A, Draft logistics packet

® Letter
Logistlcs information
Lodging/travel form and envelor}e
Itemized expense statement instrucgions
Marriott Hotel brochure

Conference manager's review and approval.»

" .

Type labels-

Type final copy,

Xerox packets

Stuff and mail packets

. ,
~

'~--.;-'.-'Handout2--“.. N




T syl o
Meied 2T Handout @

SR .'_(contlnuod) L -
. \ R . ' T :
}’ 2w O : : ’ - Lt e e
" . -Hotel and Alr‘!ne Reservatlons L o . o
- " A...Record and file |odglng/travel forms vt
. B. MaLke final hotel/alrline reservations \ C
~C. " Mall travetinformation to participants - ‘ C
g
! D. Acknowledge changes-
. IV, Inventory Conference Supplies E ' ‘
. ® “Carrying cases ] ®. Chalk
' ® Note pads ‘o Napkins
® Pens ¢ Cockt?\ll T_"-_ i
o Binders Dinner = o
- Sma" . . . .' . '/_.\\‘. '.;\,,:. [:'ates
] Medium . o . : * " Dinner
P Large . ‘ ‘ Snack
® “Where It's At..." S ‘ Bowls .
e Visitors' Bureall brochures . “ @« Glasses o
e Name badges ' Sherry (50z.) " :
Holdeérs é Drink (6 or 7 0z.)
Inserts . . Water (8 0z.)
e Dymo label tape (brown), e Coffeo
e Diplomas and.folders - ® Sugar
. Index-tabs (for'b,iﬁdersj L C?eam :
e Three-hole lined paper, e Tea | L e
e Three-hole Xerox paper- g ® Cocoa *
e Large mailing envelopes (for logistics packets) @ Stirrers
e Masking tape . ® Soda
. ® Markers ® Liquor \ v
® Easel pads ] juices -
T
138 - ' \ 149.
o
' .‘_:._...» ¢ N




~ F.. Deliver to administﬁve assistant in charge of conference A L \ AL

’ \'A. -Generic work program and facilities request form )

. B. ‘Develop work plan for perlod of conference for assistant(s)

Conference Packets

A. Prépare labels (2) by partlcl_pan.tname:,'. _; ' I e o RIS ;
B. .Prep;are name badges f0r'par'tlcipants and sf;ff : | _ o o | _ |
C. Prepare table nameplates for participants and staff S A ‘ L T".l,'i : . (\
D." Attach labe!s tocarrying cases and binders . X | " |
E. StuffpacketS' S * ' o o . [ )
® Pad . - L - E 4
® Pen e : o .. )
® “Where It's At..." B o ' ) R

@ Etc. Y o o ‘ " ! - *
9 . “., . .' ‘

Plan, Check,.and“Revlew

N

B. Generlc work program and facilities request form -

C. Generic work program and facilities request form
’ ' '

D. Generic work program and facilities request form

Site Preparation/Food and Meal Functions _ -

A. Detailed followup discussion to I.B above

® Specific meeting room and furniture needs

® Specific equipment needs (inclades receptionist’s typewriter)

® Specific mealand food needs

® Specific personnel needs (conference réceptionist, additional driver/assist(s) )

® Specific transportation needs

C." Arrange for off-hour air-conditioning and buildiné aécess_ ' T

D. - Atrange meeting rooms ' J

® See conference chec

® Conference manager's review and approval
)

A}
¢ s . . . .

E. Fill equipment nceds. o -

® Requisition or rental




andout 2
ntmuod)

f-

F Arrange f00d/rneal noeds R R A - o
‘ Q_Hospltallty suite (see conference checklist) : .t_'_,_ IR | - 3"-._0' .
® Doputs/snacks” R ) . - o B ‘
® In-house meal functions (see conference chocklist) R A e
» erange menu with conference manager ‘ - S | |
& Arrange with caterer - v ' .
" e Restaurant meals . '. .

a
Arrange with restaurant
- ~ Arrange menu with conference éganager

KN

-Prepare custom menu
_ Arrange for payment
- “*, . Menu to restaurant

G. Arrange for Additional Péssonnel
. ¢ Receptionist -
' . Phone lists -

-, """Q'f:;,"' Receptignist inistructions -
A Driver/Assistant l : | '
H. Arrange for local participant transportation \

o.. Hotel/NCAE /Hotel |
,,:' ° NCAE/Restaurant/HoteV T

2 e ER. .
VI, 'Financtfl | o ‘
. A _Estlmate and request advance to cover conference’s incidental cost.
B." Prepare itemized expense statement for each participant and corfsultant trainer *
C. Process parti.cipants’ itemized exg;ense statex.\ents : o

Disbﬁrse expehse’ checks to participants

Substqg,tlate cash advance with receipts -

mom o

. Review and approve restaurant, hotel, and transportation bills




ERI
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I 6 m ' m

Conference Support | - ‘,' |
Coordinate assistant(s) activities w
Hospitality suite (see conference ,checklis't)
Meeting rooms (s‘ee cot?ferc.n,ce checklist)

-Meal functions (see conference checklist)

- Lodging and transportatlon changes '

Local transporgation

Daily feedback and coordination

‘-

General support

Postconference

A. Get feedback frohh confegence manager

»
] [l

,7'1 Smi’on 21 g

:  Handout
cohtinued




142

(comchd)
CONF’ERENCE CHECKLIST P
MEETING ROOMS - S | |
2. Ashtrays (}:Ioan and sufﬂélemnumber) g - o o ,

'3 lce watqr/pltchers and glasses (sufﬁtient numbm)
- 4. Pads and penclls (if requostedwin place and pencils sharpened)

l) \ C ' .'(ll‘# ,l.’ . LS

1, Furnlturo arrangement (sufﬂcient table spa(:q, seatlng, Neatn;sss)

5 Audiovisual oqulpn\eht (if requosted) |
A Prolection equlpment (with- power cables connected, stands, ready for use)
B. Recordlng oqulpmont (audio andlor video, power cables connected, fresh tape, {akeup reels, micro-

phones, camerss,.etc.) L ( i '
C. Amplifying equipment (mlko(s) on table, flcor, lavaller, otc) ¢ o . -
"Dy Chalkboard(s)‘andlor cascl(g)-w_/fresh pads N ‘ : BN
"E. Chalk, erasers, Magic Markers, pointer | .
F. Podium | - .

6. Namoplates in placé (if requested)

7. Name badges in place (if requested)

8. Trainée packets and/or materials in place (if requested)

9. Coffee and/or food (if requested—tea, cocoa, sugar, cream, stirrers, cups)
10. Lights and ventilation {check for blown-out bulbs)
11. General neatness of room and exactness ofeplacoment of materials, cquipmcnt and supplies
IMMEDIATE (WITHIN REASON) POSTMEETING CLEANUP

MEAL FUNCTIONS

. Time (anticipate and theck"delivery time)
. Dining furniture (sufficient number and placement)

“

1
2
3. Buffet furniture (not blocking traffic)
4. Basi¢ food/menu (check delivery—salt, pepper, butter, croam,'sugﬁr, serving utensils, etc.)
5

. Additional food ° : -_ Y o
A. Soft drinks [ T ' -
' B. Milk D. Water
6. Supplics (when needed) > . '
A. Napkins ] E. Glasses
B. Plates F. Tablecloths

Q. Utensils “ G. Ashtrays
D. ‘Cups -

7. “Leftover" containers and alumyj

8. Trash contalners (logistigall
9. Lights and vmtilation
10. General ncatni&ss of room and exactness of piacement of food, platos, utensils, etc.
IMMEDIATE (WITHIN REASON) POSTMEETING CLEANUP

-
- 53 :

ut inconspicuously pldced)
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11" HOSPITALITY SUITE

\ /.
1, Drinks S | R
A, Sherry L ' J, Clubsoda - : 0 "
B. Dubonnet | . #K Gingor ale - ‘ ,
C. _ Dry Vermouth . . L - Seven- -up Ct
D. Scotch | YT M. Cola |
E.  Bourbon . ' R N Orange juice (smaller cans)
F. Vadka - : - 0. Tomato juice (smaller cans)
G. Gin . P. Apple juice (small) .
" M. Seagiam'sSéven  ° .. Q. Punchor frult drink (quality)
N Tonic water (quinine) ‘v ‘ .
2. Supplies . , : . L : -
A. Plates ! - . - . F._Serving uteaslls (Ifnoedcd) ‘
B. Napkins — ' G. Can opener : o
. C. Glasses ' . ) H. - Corkscrew
“D. Utensils . I. Bottle opener ° ) .
E. Knlves ' ' |v
3! Snacks (asmqgested) (sufﬂcicnt) - {f
"4, lpd1s;ldual invitations at hotel registration desk by 12 m. (2 p.m. latest--with correct room number and
time i ¢

5. Check announcement posted on lobby directory for correct room number and time’
6. Room arranged by 3:30 p.m. ‘
7. Room cleared as soon as possible or by 11:00 a.m, following day

AV




Space
Lighting - S
#Acoustics/Outside Nolse -

Decor 4

Temperature h
Ventilation

" Seating . > Comfort/Position

Seating Arrangcménts/Grouping/MoblIit);/Res'tLChange .

Refreshment . '
Ashtrays

Restrooms

Audiovisual ‘aids

Coétrdcks

Parking

Traffic Directions

Name Tags or.Cards

Records/Addreres, etc.

+
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| Setting a _Leahniﬁgf'!ﬁ_limate'

4]

In addition to the’ physlcal envrronmeht in whlch people learn there Is also a psychologrcal envlronment that -
affects the froedom and openness individuals feol toward the learing. This Is called the psychologlcal learnlng 2
climate and Is one of the most important aspects of a training pt‘ogram. Setting the psychological Iearning cllmate

is a tricky business for a varioty of reasons° o ® : 0o A

- ® The beginning of tralnrng is the time people’arg | most likely to be hostile toward and suspicious-of the
. trainer, the trainlng process, and the other trai@es ,

'Sotting a Iearnlng climate rcquires great awareness-and ﬂexibility on the part of the trainer, who must [
. as§oss where the group is and respond to its issues as they become evident.. I

) .The process of setting the climate often emtails what many trainees most resist and Ieast admit—the
" ‘nebd to break down the distance-making mechanlsms, defenses and masks between themselves and

others. - - - )

Setting the learning climate also entailg what many tralners find most difficult—the need to stay patient
and noncontrolling while the {raineés surface their ‘hostilities and suspicions and start to make their
issues known, ¢ - :

If the proper learning climate is not set, the trainer will fihd his-or her job much more difficult; perhaps even
‘impossible. The most important time to set the learning climate, therefore, is at the beginning of the program.
Successful tralners usually devote about 25 percerit of their energies, both befor¥ training begins, and during the .
program, to-designing and creating the rightlearning climate. Such an effort i§'necessary because people cannot be
forced to learn before they are ready. It is better to devote as much as 90 percent of the program to climate setting—if
that is what the group needs—in order to got 10percent gaod, productive learning out of the session, rather than
push a great deal of content at learners who are not ready to receive any of i, : N

Generally speaking, a tralner can assume that a Iearmng climate has been set for training when:

® the group demonstrates feelings of comfort that allow individual members to participate without anxiety
ot self- consciousness,

there is a vislble level of mutual trust, openness, and respect between participants and trainers;
; : h

individuals in the group show that they are participating in the training program because they want to
rather than because they have to or feel they should; and

they can expréss confidence they will benefit from the training,

-




aﬁm‘o‘“’?? ...-'-. " "' " . "V.':__ li'. .. . | ,x: ' j.‘ _‘_'. . 7‘. ’.. - . e S . R : . . Co L :

- Different tra ning situations reduire dlffercnt degrees of opennes&-sensltlvity tralnlng, for example, demands e
- considerably more openness than does training In a manual skill. Tralners must be able to select the degree of -
openness that is appropriate for a group and they must be able to particlpatc openly to the appropriate Sogree. "
When the atmosphere is too open, or if it is not open enough, the trainlng will suffer frbm the resultant discom-
fort, anxiety, and mistrust, Setting 4 good Iearnlng climate depends upon the skill and sensitivity of the tralner.

T SN

The varying dogrees of openness can be expressed on a contlnuum of levels from not open to combletely omn

"

. Not Qpen_. : i _ Completely Open’ 5 -
~ Minimal trust, I ) Focused ' Maximum trust,
sharing, and honesty Openness ' . ' sharing, and honesty*
- ] . o _ : DR
A B C : D S~ R oo .

kd

\ sy ; -

o ‘ . “What do | do that . . ’ "
: “Name, rank, and N is most likely and . . “Things I'd tell my
. . serlal number" least likely to got o - analyst”
A the job done.” ' o

In level A the focus is on things: *“our work” or “what we do in our region.” At B more persgnal discussion- .
arises: “‘my work” or “what | do.” Increasingly personal but rejatively safe areas are explared at C: “what |

like or dislike in my work," while at D still more personal and more risky areas about feelings, such‘as “‘what I'm
afraid of”" or “‘what 1 think | do well or badly" are coygred. Degrees of openness beyond D aré not generally
appropriate for task-oriented tralning groups but are useful in training for sensitive roles such as that of counselor.

‘

. A trainer should consciously decide where, on the continuum thé group-should be to achieve the maximum learn-
_ ~Ing, given the nature and goals of the training and the nature and background of the trainecs. The degree of ‘open-
\ ness is in direct relationship to the goals of the training. “Trainers may fail either by not having a sufflclently open
atmosphere for partlclpants to take reasonable learning risks of by having too open or semltherapeutic an atmos- s, .

phcre thus intorfering with task-oriented learning. : '

v ’
.

» W

.

Adaptad and roprlntod by:pormission from Tralning of Tra/hers Course Manual, Natlonal Drug Abuso Tralning (,ontor, Rosstyn,
Va. s ' . . -I r:i ! ‘t ]
- . “ r . + . / .
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The Openness Continuum , - |
(for flfpchan‘ 1 ) ' . o
\“ s B - \: \ .‘_ ;
 Notopen: | oL Complotely open:
: per: _ . Focused Lompletely open:
Minimal trust, - y Opénness  » Maximum trust, K ‘ .
. sharing, and hgnesty.}hf . P o sharing,.and honesty’ = . ‘ R
. o -~ ! ; - . ‘ '
A B C D E
| “Whatdo | do that
“‘Name, rank, and is most likely and “Things I’d tell
serial number”’ least likely to got my analyst” .
| theffob done.” . ' ‘
Y .(‘ . / -

ERIC - .
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Rules of Feedback -,

o .
K i “

it should be-asked for by the recipient and remain under his or her control.
It should be specific and refer to things, places, and events; not people.
It should be directed toward behavior, events, or things that can be changed.

It should relate to the current situation.

in the trammg sntuation, It should be related to goals and objectiVes of training.

ERIC

PIANAS , /
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Whatto.Observe inaGroup -~ N\ s

s g o . . Uy
N : \'> . . .

“

~ One way to learn in a conference is to observe and analyze what ls happening in one's. -group, All of us haVe . - ~
spent our lives in groups of varlous sorts—family, gang, team, work groups, etc.—buit rarely have we taken the R A
time to-stop and observe what was going on in the group or.why the members were behaving the way they were. _ I

. One of our main goals here is to become better observers and better participants. - - r T

But what do we look for? What isthere to see magroup? . S R

I

¢

I.  Content versus Process . _ J

When we observe what the group is talking about, we are focusing on the coritent. Wh'en We try to observe -
how the group is handling its communication, i.e., who talks how much or who talks to whom,we are
focusing on group process.

Most topics about the back-home srtuatibn emphasizhre content: ‘“What i is good leadership?” “How-can -
| motivate my subordinate” and “How can we make meetings more effective?”: -These topics concern

issues which are there and then in the sense of being abstract, future, or past~or|ented and not-involving us.
drrectly.l In focusing on group process, we are looking at what our graup is doing in the here and now and

how itis workrng in the sense of its present procedures and organ( ation. . v _
N In fact, the coment of the conversation Is often the best clue to what process |ssue may be on people’s .. .
R “minds when they find it difficult to confront the issue directly. For example 3
‘ ‘ Content Process . £
1. Talkrng about problems of authority that there is a leadership struggle going on in the
- -back home may mean. . . group. 4
2. Talking about how bad group meetings that members are dissatisﬂed with the performance
' usually are at the plant may mean. . . of their own group. o
3. Talking about staff who do not really dissatisfaction with the trainer’s role in the group.

help-anyone may mean .

‘

At a simpler level, Iookrng at process really means focusing on what is going on in the group; trying to
understand it in terms o?other things that have gone on in the group.

¢

'
- [N

Adapted - and roprinted by permission from Tralning of Tralners Course Manual, Natlonal Drug Abusy Training Contor, Rosslyn,
Va. i ! .
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' Communlcation

One of the easlest aspects of group process to observe is the. pattern of communication. -
1. Wh talks? For how long? How often? " '
5. Atfhom do people look when they talk?
X i &ther individuals, pOsSiBIe potential supporters
b. th¥ group ' '
c. noone
3. Who talks after whom, or who interrupts whom? .
4. What style of communication Is used (assertions, questions, tone of voice, gestures, etc.)?
The kinds of observations we make give us clues to other important things, such as who leads' whom or who
influences whom, ‘ _ Q
Decisionmaking Procedures

Whether or not we are aware of it, groups are making decisions all the time. Some decisions are made
consclously and in reference to the major tasks at hand, while some are made without much awareness

.and in reference to group procédures or standards of operation. It is important to observe how decisions

are made in a group, so the appropriateness of the decision and the consequences of given methods may bé
assessed in terms of what the group members really bargained for.

‘ Group decisions are notoriously hdrd to undo. When someone says, “Well, we decided to do it, didn't
we?” any budding opposrtroh is quickly immobilized. We can only undo the decision If we reconstruct it,
undéfstand how we made it/ and test whether this method was approprlate

Some methods by which groups make decislons

1. The Plop: . *‘I think we should introduce ourselves.” . . .silence. “
2, The Self-Authorized Agenda: “I‘think we should'introduce ourselves. My name is Joe Smith.”

3. The Handclasp: ‘I wonder if it would be helpful if we introduced ourselves? | think it would. My
‘name is Peter Jones." o

4. Questions: {‘Does anyone object?" or “We all agree?”
5.-Majority-Miharity Voting
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.‘IV‘ Indivldual Group, and Task Needs CL § } : A
In every ongoing group there are three types of: needs to deal with at all times:. individual needs, group

needs, and the task needs. The length of time oach type requires depends upon many variables, a major one
being the age of the group. The:following dlagram shows different stages of:an evolvlng group

- "-_aw'r
x4
a
3
L3

We

INFANCY ADOLESCENCE ~ MATURITY

[ = Personal Needs — getting each indlvidual into the group, in spite of-his or her hidden agendas.

We = Group Need§ — developing useful membership roles, ground rules, procedures, and group structures
' as peeds emerge.

-~ ‘

. \
It = Group Task — focusing on the agreed-upon objective(s):
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_The Situation - - .~ "% : g
' : i
v f A
You are one of eight staff members of a poorly-funded treatment agency.' Th\e‘-e_taff includes:
Director. o A
Administrator - ' : R ' . !
Social Worker - ‘ - " N
 Psychologist 4 o
v . * R
“Counselors 1 and 2—nonalcoholic ‘ " \\ . o
Coimselors 3 and 4——rebovering alcoholics , \ \
" -An unexpected windfall has come your way. A wealthy arid grateful client his offered to pay for '&mplete
redecoration of the waiting room— money no object—providing you can get him or her a list of requirem‘e\m by re
" the end of the day o ]
N The present waiting room measures 15 by 30" and has an entrance door from the street and one at the back - :
_. which leads to the offices. It has twd wlndows facing the street; the walls are palnted light brown and the pIaSter ° - g
'is chipped; the floor is dark-red tile; there are 10 straight-backed wooden chairs ln "the room and a wooden table -
, for the recepti nist and her telephone.
The director has called the staff together for a 30-minute meeting to decide oh requirements for redecoration. .
N = ’ - " '
. | '
) - . A ’ “7
» N ’ * ! .
’ . - ° R a
U? - P .
L ] ' J
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'G&r(_mb' Process Note Sheet . .'
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1. COMMUNICATION
*PATTERNS

2. GROUP
DECISIONMAKING

W

3. GROUP
NEEDS

)
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Aruitoxt provided by Eic:

Adapted érLd reprinted by 'porm_lssion from Tmlhlng of Tralners Course Manual, Nationai Drug Abuse Training Conter, Rossiyn,
Va. ' _ .
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BURE . o ' . ; . o
. ) . . . ot

.8 . . .
3 . N .y . e o : . B

L Task Interventions oo o . .o ‘ e e o Cr. .
. « Clarify agreed-upon goal(s) C T . L ; v L ~ ,,'.
® Suggest division of labor for subtasks ne,eded to c&?nplete Job.. - . o : ) B
oo " @ Observehow much time is left, or if ti)ey; did not budw their time auggest they do. n v ' o
’ N . * N @ .
R ‘@ *Play devil's advocate—needle them, : - . o = ';“ ' ' T
v\\ T ® Review critical issues and/or decisions they face. B } e "
TR Identify | reSources that might be useful. T o
o . { ® Remind | group members of why they need to complete their task; for exama'ie to gct aq sarller‘ break, or
: it's a-needed action before the next step can occur. ' - . e A t e .
) ° Diagram or write out what has been spoken’ this provides clarity-and focus. Lo ) K .

° Offer an anaIysus, summary,or Clarlfl(ﬁitlé)ﬂ of material thdt has been cobered 50 far.
— . . ‘t » S ) : u

. @ Others <. N v S - . .- [
- N j‘w‘-", -

Climate Interventions .. e - _ ' N
Y ® Humor, aimed at easing tension and anxuety 4
: o
°

Silenge, a,{ﬁﬁfd &1 building tension or encouraging group par‘tlcmati ;

. . . ° Traintr séﬂ (ﬁsci()sure Describe the feelmg you are haying and the sourc'é of that feeling. If the timing is .
Ly right, discuss brieﬂy such issue/as tramee feelings about authority: For Gxampie “kill the leader, or .
. ' “leadler as Parent.’t - ;o . .
’ ® Show empathy for thbcrbal or nonverbal effect (cllmate') in a group. /‘; o
’ ~® Ask open-ended quesflons for clarification For exampie, “I'm cOnfused—\,ari Jnyone" tell me what' 5 )
. ’ oing on?"” -t ) , : 3 ’
N i L R
L @ Confront. Usually this ixa. direct, blunt report of somethipg that is occurrmg which his not been openly
recognized. Give data to back up any confrontation. — - . » :
- @ Offer a story or anajogy torillustrate a point. This type of intervention is usually very good or very bad
® Keep M‘@i um& shedrpt v # ‘

4 . - - ' B

PAruntext provided oy enic [N
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Climate lntewentions _ . o K3
* To intensify climate' Move from a question to an exercise, L | v
® To cool down climate: Ignore challenging questions. Suggesf a break. - - K
° Change environment by adjusting thermostaf, rearranging chairs, moving Indoors/outdoors, etc, ¢ : v

® Others i — . . - | ) ' -

> ,

Adapted and roprintoed by pormission from Training of Tralnaers Course Manual N,;tlonal Drug Abuso 1ralnlng Contor, Rosslyn, .
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1. BULLDOZER: “It's got to go this way."
Possible interventlop: we've agreod to abide by majority rule.
w2 MULE: 4 wo_n'tile‘t youi" . o
Possible intervention: Are we ready for a recess?
3. RECOGNITION.SEEKER: "I neod another stroke.”
Possible intervention: One stroke per meeting Is our limit.
4, GROUP SNATCHER: "If I'm funny enough they’ll join me. I’II try clown antics and then a funny joke or
ridicule.” ' .
Posslble intervention: | sense you're not happy with our gr&lp gonl.

' >
5. WINDY: '"Now'ty 20th point is. .

Possible intervcntion Let's appoint-a timekceper to ring a bell aftcr anyone has spoken more than 3
* minutes. . .

' 6. DRIFTER: “Hwe you heard akout. . .that renginds me of. . * ' '
Possnb|e intervention: Let's appoint a subject-keeper to ring a bcll when we get off the subject. .

.
L 4

7. MANIPULATOR: “I'll trick-them Into voting to have it my way.” . . -
. Possible intervention: | don't think you're giving'us your real reason. Could we look at your proposal
below the surface? '
8. HELPLESS: "Someone do it for me - I’'m so dumb.”
/ Possible intervention‘ Why don’t you just watch for awhile, until you gain confidence?

9. SLLE CONFESSOR “I'm no gdod - I'm always doing it wrdng."

Possible intervention: You may be rlght. oy )

10.  PARTISAN: "My side is the right side.”

Possible intervention: You may be left. _ _
( . ' ™~

Adapted and roprlnlod by permission from Tralning of Tralners Course Manual, Nati@nal Drug Abuso Training Conter, Rosslyn,

Va, Q
156 U . o ' ! : R
N / : o .

Bu.h. TOVINNMENT PRINTING OFI1CHT 1078-281-206/121) 16‘17

it




