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SECTION I. PLANNING INSTRUCTOR TRAINING SEMINARS

ritroduction

Background - *

In the fall of.1978, the Offqe of Drinking Water of the Environmental'
Protection Agency (EPA) contracted lvith Applied Science Associates, Inc.,
(ASA) todevblop a one-week training program-for state and regional water
supply training personnel. The resulting program, the Instructor Develop- ,

ment Workshop' (IDW) was designed to extend existing state'training personnel
skills and knowledges in the areas offing development and classroom
teaching technique'S. In the course of the IDW, participants from 23'states
gained first-hand experience developing and presenting a one-day instructional
techniques seminar to local instructors of,water plant operator training.
courses.

, On the basis of their experience, the majority of IDW participants
expressed the willingness and desire to conduCt similar training seminars
in their home states. However, many participants expressed. their concern
over having sufficient time to prepare instructional materials necessary -

for conducting, such seminars. This manual has been prepared to p ;ovide
persons who have operator training i ,nstructors under their supervision, e.g.,
state training officers, with,the basic instructional materials needed to
meet the common training needs of their. instructors. The ultimate purpose
of this manual is to assist the training supervisor in upgrading the quality
of operator training by providing instructor training to his/her instructors.

This manual is divrided'into two sections. Section I describe's the
gerleral procedures involved in planning one,or more seminars for operator
training instructors. Section II provides complete lesson 'plans and
training materials necessary for the actual'conduct of instructor training
seminars.

4

Overview of Seminar Planning

Research has indicated that effectivetraining is the result of good
,

planning and the application of a number of simple training development
principles. You can, provide effective instructor training by:

4
1. Knowing what an instructor actually must do to be considerecra

good instructor.

2'. Identifying the training needs of instructors under your super-
vision.

3. "Selecting thelessons from Section II of this manual which best
meet the needs- of your instructors,

4



c.

The remainder of this section will describe these procedures for plan-.

nind6effective instructor training.

Instructor Tasks

,...

Being.a good'-instructor for operator training course is a complex job,

involving a:number of tasks. The instructor must, of course, possess the

technical content expertise. regarding water-plant operation,before he or

she can be expected to pesform adequately.as an instructor. Reports from a

sample of 26 states acros the country indicate that the majority of opera-

tor training instructors are technically qualified in the area'of water

plant operation." In fact, most instructors have been employed because of

their expertise in this area. The majority may be considered subject matter

experts in he area of water treatment. F011" that reason, the instructional

materials i this manual do not address any of the technical aspects of

Water treatment. .

But a good instructor must be more,than techl-licaijy knowledgeable. A

good instructor must'also:

,

1. Decide that information the training audience needs and

requires. 1

2. Organize and prepare instructional materials in such a

way as' to optimize tra4.nee learning and the trainee's

motivation to learn. 0

3: Present developed instruction in the classroom e a

Way thatassures that the trainees learn.

4. Determine whether trainees are learning, and whal steps

can be taken when they are not.

By this descriptIon, a good instructor must not only be technically know) -,

edgeable, but must also be able to organize and prepare instructional

activities that will transmit this knowledge, and competently deliver pre-

pared materials.in the classroom. For the good instructor, the goal of all

lesson preparation and classrdom activities is optimization of trainee

learning.

While the 1978 survey.showed that most.operator training instructors

are technically competent, these data alsd indicate that only a small por-

tion of these.insUuctors have had any forinalized trainingNdn the areas of

tratning development or classroom presentation techniques. The materials

contained int-this manual have been designed to fill instructor -needs in

these two,gengral areas. Specifically, lesson Mans are provided for each'

of thirteen topic areas presented in Section II of this manual.* The first

eight lesson plans address the developMent and preparation of a good train-

ing prograffi. The last five lesson plans address classroom delivery tech-

piques. The title 'of each lesson is prelented in Table 1, along with a

rief description of its content and solofe.

9
2
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Table 1

Lesson Descriptions

LESSON 1. betermiriing training content.

This lesson covers the three general steps to be taken in deter-
mining the content of any training program, regardless of whether'
the program is to be two weeks or one-hour long: These 'are: (a)

analyzing a 'job into specific tasks, (b) deriving the skillt and
knowledges required toerform those tasks, and (c) idenOfying
those areas in which a training audience is weak with respect to
the required skills and knowledges.

LESSON -2. Writing useful training objectives.

The purpose of this lesson is to explain the steps involvtd in
writing performance-based Objectives for the trainee to accomplish;
as opposed to objectives that describe what an instructor does in
class. Emphasis is placed on the procedures for writing good
training objectives. This lesson, a portion of which is'self-

_instructional, provides practice exercises in recognizing and
writing perforiance-based objectives.

LESSON 3. Sources of operator training materials.

This lesson,list and describes numerous sources of operatOr
training materials and focuses on the services provided by EPA

-through the National Technology and. Operations Training Center in
Cincinnati, Ohio. PrOcedures are discussed for accessing audio-

, visuals, including slide/tapefilm, and video tape instructional
1p-rograms,as well as completed'training units of relevance to
water plantoperation.

LESSON'4.' 'Selecting ibst)luctional methods.

'The lesson explains the factors to be considered before selecting
the instructional method(s) to be used with any segment of train.-.'

. ng.. Guidelines are provided for selecting the instructional
method(s) which will optimize the trainee's learning of specific

. .

content areas..

1:
LESSON 5. Selecting instructional mediae

This lesson.eXplores the types of media that can be considered
useful in operator training.,. Guidelines are provided for the
selection of the'best medium foreach type of training,centent.

.

r
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Table t (continued)

LESSON 6: Preparing a lesson plan. :

The importance of% well-written lessal plan is -discussed here.

The general layout of a
lessOnplan)is%pre§ented, as well as

4descriptions of the proteduresor ioreparihg a Useful lesson plan.

LESSON.7. Preparing simple visual aids..

The purpose of-this lesson isto familiarize the operator instruc-

tor with the criteria to be used for evaluating -common forms of

visual aids, both self-made and commercially prepared. Guide-

lines'-are provided for the general procedures to-be followed in

the prepa tion of a number of visual aids commonly used by most

operator'ins uctors. Effiphasis is plated upon increasing trainee

learning with he use of simple visualaids. A portion of this

lesson is also self-instructional.

LESSON 8'. Evaluating instruction.
'

This lesson emphasizes the 'use of-evaluation to determine not only

trainee performance, but.also instructor and training program

effectivenest. Guideline't' are q4ided for the preparation of 0

Humber of common types of test i ems typically used by operator

. instructors. The_purpose of the Oidelines is to improve the

relevance and quality of tests, quizzes and/oroexercises adminis-

tered to operator trainees:

LESSON 9. Controlling classroom learning.
.

This is the first of five AessonS concerned with effective train-

ing delive'iy. In this lesson, the variables ,which affect trainee

: learning are desci'ibed and the responsibilii'yfor controlling

*those variables to gptimize Mime learning is clearly placed '

upon the instructort A set-,of simple, easy -to -read principles'

are'destnibed which all instructors can use to increase their

.trainees' learning, regardless of the instructional method used:

.

LESSONS .10, 11,12 and 13.. Training delivery.
r '

In each of these lessons, a common training delivery. technique is

examined. Good and poor eAampleS' of each technique are demon-

striated on video tape: The video tape demonstrations are used as,

springboards for discussions which-detail for'your instructors

those behayiors which foster and those which hinder claisroom

learning. Emphassis-is,solely ,upon classroom delivery techniques

in each lesson:
. Lesson 10c., Training delivery: Lecture ,

Lesson +I. Training delivery: Group discussion

. Lesson 12. Training delivery: Demonstration -

. Lesson 13. Training delivei-y: Trainee performance

4 1 1
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Determination of 'Training Requirements
to

.

.

.'
, .,

Conducting seminars for instructors of.operator training courses which,.
.

. ,

are meaningful and helpful requires first, that one identifies the knowl-,
edges and skills that are required tp be a good instructor, and second,, to
determine how mano of 'these knowledges and skills are'possessed by your
present or future instructors. As indicated earlier, the knowjdges and
sicills required to be a good instructor (other than those' of technical-
nature) have already been identified as part of the original contract
effort, and forM the content basis for the.thirteen lessons in Section II
of this Manual. What is initially required of you as a: training-supervisor,
is to determine the instructional weaknesses of your instructors in order
to choose those llesson topic areas which mdst,aptly address their needs.More specifically, your initial efforts should determine just-how much your
instructors know about the areas of training development and good clash-
room delivery techniques, Awareness of what your instructors know in these
areas will enable you to design a seminar or series -of seminars addressing

ionly those specific areas n need of improyement, Develbping seminars 1,
around your instructors' knowledge "gaps" will assure the.most,effectiye
use of available seminar training time, aid in maintaining instructor

- interest and motivation, and ultimately upgrade operator training, b
strengthening instructor weaknesses.

I .
Two methods are suggestedin this section tohelp'you'identify the

strvgths and weaknesses of your instructors,. Bbth techniques.are self-
assessment based, and take little time to adninfster..,'The first method,

. the use of the Instruttor Background sheet, can be used to get'a very rough
estimate of those areas in which in5lriktors have had experience. A copy
of this.snOt is:feund,,in Table 2,- '_Review_.of is self-report information

. will indicate number of yea s of insuctional experience, areas of instruct,
strengths and weaknesses' and prior instructor training. In question

.- 'number 84 tile parentheses found each letter indicate the lesson 1

, .. number of th.6 lesson 13-Ian in. IT' whiV addresses,that particular,

.

item. For Oample, 8,c "Preparing learnerrbased-training objectives," is '
'the center of focus in Lesson'2'in Section II of this manual.

.

.. . . ,
. . Areas there instrOctors have indinted .low levels of-experience can
provide the bat:is for selecting lestonswin Section II to structureone or.
more training seminars. This sheet ran be modified to sui,' -your individual
purposes, and is prente0 only, as one suggested method for assessing
instructor.charaqeristics:

. , .. .
.

... .,. ,
4

A second method of obtaining specific information regarding instructor

...

strengths and weaknesses consists of aAeries'of qUestions regarding the
content of each of the, thirteen lessons found 4n Section.II of this manual.
The Instructor Questiormaire (with suggested answers). found. in Table 3, ' .

was onginally,devefOped and used as a pre:-test for the one-week
'

,

InstructorlievelOpment Workshops conducted by EPA, Ideally, you would have .
your instpctorstcomfile.te this questionnaire a number of weeO before you

. plan to conduct your first seminar. This will enable yobfo score the
questions and identify those content areas most useful to .your instructors.

A

.
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Table"2

,Instructor Background Sheet

1. Name
2. Date

3. Phone 4. Present Position/Title

Years in Position
.

5. - Major instructional respbnsiOities

6.. Number of years with intrucVr responsibilities

7. Major:. job functions/responsibilities
OS

8. In' your job as an instructor.how much

experience have you had with:

Lesson

(1) Determinibg the tasks 'a trained .

operator must perform to:do a good

job

(Circle One)
Very

None Experienced

(1) fi. Identifying "gaps" in operatOr

knowledge in order to develop

relevant training. -N

(2) c. Preparing learner-based traintng if"

objectives

(3) d. Using IRIS or the Instructional

R.,esirceS. Ce4ter.

(4)(5)° e. Selecting instructional methods/

." media which optimize trainee learning.

(6) f. Preparing thorough :lesson plans.

(7) T. Preparing appropriate audiovisual aids.

(8)_ h. Evaluating instructional quality.,

(9) i. 'Manipulating variaWks which foster

.
adult learning..

i (10) ..j." Deli)ring,

(11) ,1, Conducting group discussions.

'(12) Performing classroomodemonstrations.

(13) m. Conductin9 Arformance-b.ised trainee

'exercises.

1 2 3 4 5 6

1 2 3 4 5 6

3 4 5 6

1 2 3 4 5 6

1 2 3 4 5 6

.1 ,2 3 4 5 6

1 2 3 4 5 6

1 2 3 4 5 '6

1 2 3 4 6

1ectures. 1 1,2 3 4 5 6

1 2 3 4 5 '6

1 2 3 4 5 6

1 2 3 4 5. 6

92 Have you ever previously attended a seminar for instructors? Yes

No If yes, what topics were addressed?

6 /



Table 3

Instructor Questionnaire*

Directions: The following questions are aimed at finding out what you knoWabout the procedures involved in systematically developing and presenting atraining course. The results will be used only to make decisions about thecontent of a planned seminar for instructorsof water plant operators. Readeach item carefully and write your answer in the space provided. Pleasestate your answers as briefly as possible.
t

t1A..

(I) 1. In one or two sentences, descni e
a need for water plant operator training. -

[New-laws: Written resorts indicatin oor o eratin erformance

on in your area that sugg sts

consumer complaints; requests from operators/supervisors; etc.]

4

(1) 2. What are the two general steps performed when conducting a task
analysis?

a. [Breakdown a job into the specific tasks that must b performed to

complete that job to a minimal of proficie

b. [Identify the skills and knowledges required to perform each

dentified in the task breakdowt1.]

(2).3. A good training objective is.comprised of three parts. What are they?

a. [Given or conditions under which the action is to be performed.]

b. [The Actiona speciification of what the trainee must do to

demonstrate that he/she has mastered a unit of training:]

c. [The Standard- -a specification 9f the criteriaagainst which the

action will be comp*ared, and the leyel of proficiency to be

deMonstrated as minimally acceptabe.]

*A blank copy of this questionnaire, for your use appears in Appendix A.

7



7

Table 3 (continued)

(2) 4. Write a good training objective to reflect the operator task of "Conduct

a chlorine residual test."

[Giyen: A standard chlorine test kit and three water samples.

-

Action: Measure the amount of chlorine residual. .Standard:
A -,:N:

Within ten minutes; results for each sample will not vary from *

actuals by more than '5%.]

(4) 5. Describe two general guidelines that should be used in sequencing

instructional activities to optimize learning.

a. [General concepts should be taught before specific. Knowledges

should be taught before skills.]

b. [Prerequisite should be taught first. Similar procedures/concepts/

process -should be taught together.]

p
(9)6. In general, learning is fastest when: [Check (I) all that apply.]

Training activities do not reqUire the trainee to respond.

Visual aids are kept to a minimum.

TeSt results aret reviewed noearlier than one
week after a test.

Activities are directly job related.
.

Only one instructional method is used throOghout a coupse:

(4) 7. An instructor lecture is most appropriate for which stage of trainee

learning? [Check (/) your answer.)

I Early stage.

Middle 'stage.

Final stage.

qe
15
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Table-3 (continued)

(5) '8. Which of the'media categories below would be most helpful in training
an operator to replace a valve seal: [Check (j) your answer.]

Programmed instruction.

Instructor demonstratiori.

Textbook description.

"Training film.

(3) 9. The U.S. EPA has developed nationally applicable training programs in
which of the following areas? [Check l) your_answers:]

Water plant operator training.

The procedures for 'administering requests for variances and .

exemptions.

Water plant maintenance training.
,

Testing for chlorine residual and turbidity.

Mater plant supervisor management training.

(6) 10. If you develop instructor lesson planS for a training course for which
you will NOT be the instructor, the lesson plans should: [Check ()
your answers.]

be in outline form.

include specific questions to be asked.

specify the technical content of the lesson.

V indicate page numbers of referenced trainee materials.

(1) 11. List two types of information th tyou MUST have before you can
determine what the training cont nt of Tarse will be:

,

a. [Knowledge and skill levels Of the training population.]

b. [Knowledges and skills required to perform the job for which

training is being developed.]

9
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Table 3 (continued)

(8) 12. The most apOito-priate test form for assessing knowledge of states and

their capitals is:.

True-False.

Multiple- choice..

Essay. .

Matching.

Short Answer;

(8) 13. Which True-False questi-ce(elow is written in the best form? [Check (V)

your answer.]

Water always freezes at 320.'1'

The MCL5 for arsenic and chromium are.0.074md, 0,045
respectively. Y - a

,-r. .....

- *k"

A molecule of water is header than a molecglvf Wt.

Lead service lines never cause water to exceedfthe.al-lowable MCL.

14. How would you rate your conftdence in your ability to: [Check (J) the

'numbei-,that indicates your degree of confidence.]

....

VERY
CONFIDENT

LITTLE
OR NO

CONFIDENCE

1 2 41.
4 5 -6

a. Identify good and poor audiovisual
materials.

lo'

b: Prepare audiovisual materials that
meet the criteria for good design. .

.

c. Obtgin resources contained in IRIS. -0 .

d. Obtain resources contained in IRC. °

.

.

e. Conduct an instructional lecture.'

f. Recognize and specify instructor
behaviors which characterize a good -

instructional lecture.
we

instructional

g. Conduct a group discussion.

1U .17

'4



Table 3 (continued)

15. (continued)

,

LITTLE
VERY

OR NO
CONFIDENT

CONFIDENCE
. ,

.

- 1 2 3 4 5
.

6
,

h.
, ..-

Recognize and specify instructor
behaviors which'create a gobd group
discussion. 4 .4c

i. Conduct an instructional demonstra-
tion. .

.
.

,------

j. Recognize and specify instructor
behaviors which characterize a good
instructional demonstration.

.

_

.

.

.

k. Conduct.a performance exercise.
. .

1. Recognize and specify instructor
behaviors which create a good per-
formance exercise. ',-

,

.

. .
- '

fp,

1
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As with the Instructor Background Sheet, each item in the Instructor
Questionnaire references a lesson found in Section II of this manual. The
specific lesson plan number is indicated by the number in parentheses beside
each question number. In Some cases an item may be covered by two lessons,
both of which should be addressed in your seminar if your instructors show
a weakness on that-item, (e.g., 15.6 would require Lessons 5 and 7). As

with the Instructor Questionnaire, areas of. weakness provide the basis for
selecting lessons in Section II, structuring one or moretraining seminars.

You may choose to add or delete items from the Instructors Questionnaire
based upon your familiarity with the skills and knowledges of your
instructors.

Remember, the sole purpose of either of these techniques is to enable
you to prepare training seminars in those areas where your instructors are
weakest, or have low levels of experience or confidence. The following
sourcesof information may provide more accurate input regarding instructor
training needs, and should be considered as part of your instructor evalu-
ation:

Schedule.randOm visits.to ongoing operator training classes/10

watch instructors in action. 'Observation of trainee interest
and attention, instructor delivery, instructional techniques,
and use of audio-vjsuals etc., will provide information -regard-
ing instructional quality.

2. Talking with instructors individually or collectively regarding
their own perceived needs for training is frequently-inform-
ative.

3. Talking with samples of trainees in operator classes will also
indicate areas oi,instructor weakness.

4. Reviewing certification test results may .indicate areas- of
content in need of improvement, and may alsorindicate whether
Some instructors are more effective than others. y

10

Selecting Materials
.

,

, Examination of the Instructor` Background Sheet (IBS), the Ihstructor
Questionnaire (IQ), or other sources of information, will indicate areas

of instructor weakness. The,lesson numbers associated with each item on

the IBS and IQ indicate those lessons id Section II which have been pre-
pared to provide training in areas typically identified as- instructor
weaknesses. Problems can be anticipated in one of two areas:' Training

development or actual delivery. Training development procedures are
covered in Lessons 1-8, and training delivery. in Lessons 9-13.

In order to plan effective instructor training seminar(s), decisions
ust be made regarding,the sequences in which lessons are to be administer-
d, since some lessons are prerequisite to others. In addition, i

ailable for conducting instructor seminars must-be considered. le 4

.. .

1
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Table' 4

SECTION II. LESSON PLAN TITLES
GROUPED BY CONTENTAREA, AND INDICATING PREREQUISITES

GROUP A. TRAININGDEVELOPMENT

. Lesson
Plan No.

Title

,

Prerequisite
Lesson(s)

Approximate"
Administration
Time in Hours

1

-.
Determining Training Content - 3

, . .

2 Writing Useful Training Objectives - - 4
,

3 Sources of Operator Training Materials 1

4 Selecting Instructional Methods 2 2

a
--.....____

5 Selecting Instructional Media 2 2

. .

6 Preparing a Lesson Plan 2 2

7 Preparing Simple Visual Aids 5 2

8 Evaluating Instruction 2 2

GROUP B. TRAINING DELIVERY

Lesson
Plan No.

...

Title
I

Prprequisite
Lessonls)

approximate*
Administration
Time in Hours

g ' Controlling Classroom Learni4 1

. . .

10 Training Delivery: 'Lecture 9 1.5.2.

11 Training Delivery: 'Group Discussion 9 1.5.2

.._.

'12 Training Delivery: Demonstration 9 1.5.2

13 Training Delivery: Trainee Performance 9 1.5.2

It is assumed that operator tasks have been analyzed and that the specific tasks to be trained which are not already in the in

coming operatol trainees repetoire have been identified. If this assumption has not been met, it is recommended that Lesson 1

precede Lesson 2. ...... i .

Alt times are approximate and include time spent on practical exercises. Greater flexibility in meeting the demands of avail-

able training time may be obtained by reducing (not omitting) the time to be spent upon the exercises. In addition, Lesicins 2 ,

and 7 include selfinstnictional readings ,which could be completed prior to an actual training session thus reducing the lesson

time indicated in this table.

1
.
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lists the 13 lesson titles with lesson prerqutsite and,estimated delivery
time. The lessons inTable 4 have been grouped intcithose which are con-
cerned with training development (Group A) and those which are concerned,
with training delivery (Group B). In Table-4-,"it may be seen that in

Group A, Lesson 2 "Writing Worthwhile Training Objectives" is a pre-
requisite for Lessons 4 -8. It can be seen that methods, Aedia,-,evaluation,
etc., serve the sole purpose of assuring that the training objectives are
met. In Group B, Lesson 9 "Controlling Classroom Learning" presettts the
learning framework which underlies the specific techniques described in

'Lessons 10-13: Once lessons 2 and 9 have been mastered, they only need
to be reviewed briefly prior to the administration of subsequent lessons,
in order to provide continuity in the development of instructional'eoncepts.

' It is important to note that lessons in'Group A are not prerequisite to
any lessons in Group B, and vice versa.

These limited prerequisites provide ample flexibility for t prepare-.

tion of a wide variety of topics for any given seminar. Additional flex-

ibility is provided. by the "stand-alone" nature' of the instructional.

materialSin Section II.

Sample Agendas
. . .

Once you have identiOed'and sequenced the lessons most responsive to
your instructor's training needs, you will be able to proceed mtth planning
the conduct of those lessons. Of course, you will have to'plan Seminar(s)
o meet the constraints placed upon you by the administration times of,

,

each lesson as summarized in Table 4, and bY.Ahe time that you vay have
available for assembling instructors for attendance at any given ,seminar.

. Reviewing'Table 4, it can be seen that -64seminar training session SAnsist-

ing of one lesson can be as short as one hour or as long as four hours.
Such seminars could easily be planned for a single evening or for a brief
period of time duririt) or after normal working hours. 'Of covse,'lessons
can be combined (wi iin'the limitations of the'prereduisite requirements)
to construct half-day, or full -day series of seminar's to meet yomr train-

ing needs. ' ..

..

Because of the variation in available training time and differences,.
in training needs for any given training supervisor,, it is not possible

to describe all possible seminar agendas. Some of the more obvious
agendas do present themselves and are described in the tables which
follow.

. o
. .

Administration of the. Total Program: In your particulm-state, it _

may bepossible that your instructors are all technically quite 'competent.
but have never been exposed to nor have received any formal training in
the areas ofstraining development or training delivery. In this situation,
you y consider conducting a series dll seminars addressing alhirteen
of t11114dlessons in,pte curriculum. Should this be the case, you may choose

-.to con uct Seminars asAbseries of fUll-day, half -day or two4hoUr training
sessrons."Table 5desceibes the recommended sequence. of adminiistration.of
.the thirteen lessons. In addition, the approxim er of days that
are required to admit:list& the,tota is indtcated for those

..1
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'Three Agendas for' ACIIIiirristrativin of the
Total Instructional Program

S

%,

- "RECOMMENDED SEQUENCE

- e
.

THRE.. AGENDAS

. .

Lesson/Topic
Full -day

.Sessions
.. .Half -day

- -,.:Sessions
Two-Hour
-Sessions

.

1. Determining Training ontent
, /

2. Writing Useful TraTning
Objecti ves ,

3: Sources of Operator Training
Materials

.

4. Selecting Instructional ,

Methods 1

5. Selecting Instruetidkaf Media

ereparing a- Lecsson lan

7. Preparing Simple Visual Aids

8. EValuating Instruction
,.

9. 'Controlling Classr t,t.4arning

10. Training Delivery: Lecture

11. Training Delivery: Group
'Discussion

12. 'Training Delivery:
Demonstration . ,

13. Training Delivery: Trainee
Performance

,
V

Day 1

Day 1

,

'
Day 2 ,

CDa_
'Day 2

' Day 2

. Day 3

Day 3
.

". Day 3

Day 3

Day '4

My 4

Day 4. *.

...

:

.''

,

fio

. Day 1'

-.
De2

Day 3

Day 3

-Day 4

,
Day 4

Diy 5

''" .Day 5,

Day -.6

Day 6

Day .7'
.

Day 7

Day 8
1

,.

, -

Day 1,
Day 2

Day 3,
Day 4

Day 5

Day -6

Day 7

Day 8

Day 9

Day 10

Day 11

Day 12

Day 13

Day 14

Day 15

,

.

.,

,

.
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conditions where full-days, half-days or two-hour training sessions are
available. It can be seen in Table5 that if you cag arrange a series of
one-day training seminars, the total program could be completed,in four days.
If you can arrange only half - dp or two-hour training sessions, completion-
of the total program will require eight and fifteen days respectively. Of

course, the total program can be administered in a mixture of full-day,
half-day and two-hour training sessions depending upon varying time pres-
sures. The materials in Section II may provide enough new and worthwhile
content to,institute a frequent and regular in-service training, program
that can be extended to include training in areas of,techgical cOntent.

A Sirle-Full-Day Broad-Coverage-Seminar. While'you ma not want to
eventuall provide your instructors with training in each of the lessons,
you may be facing an immediate need'to give your instructors as much as
possible covering, development and delivery in a single day. Such'a situ-
ation obviously requires omitting some materials from inclusion in the
seminar. Our experience indicates that if you are restricted to a single
one-day seminar, that the content areas in Table 6 are seen as those most
helpful foupgrading the qualityof operator training.

Table 6

Agenda for d Single, One-Day Broad-Coverage Seminar

Lesson/Topic

2. Writing Useful Jraining Objectives

6. Preparing A Lesson Plan

7. Preparing Simple.Visual Aids

9. Controlling.Classroom Learning

10. Training Delivery: Lecture

Time

.2.5 hdtrs*

2 hours

1.hour*

1 how

1.5 hirrs

*Assigning the self-instructional reading and a portion of.the'exercises
to be completed before coming to the seminar.

0

Training Delivery Seminar. In some states,the operator training tt
program has been developed using sound instructional development principles
by personnel withinstructionel design expertise. - In those cases, the
tralinihg needs will fall more in the area of training delivery. If you

would like to present a training seminar which focusses upon training

delivery, one.Of the three agendas in Table7 should suit your'needs.
. .

I
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Table 7
0

Three Agendas for a Training Delivery Seminar

RECOMMENDED SEQUENCE

Lesson/Topic
4

9. Contrdl 1 ing Classroom Learning

10. Tra mi-n-gDe 1 i very : Lecture

r

THREE AGENDAS

Full -Day Hal f - Daly

4 Sessions Sessions

Morning Day 1

Morning Day 1,

11. Training Delivery: Group

Discussion Morning

12. Training 'Del i very.: Demo* trati on Afternoon

13. Training Delivery: Trainee

Performance Afternoon
.0%

Day 2

Day

Two-Hour
Sessions

Day.,

Day 1

,Day 2

Day 3

Day. 2 Day 4

Audio - Visual Seminar. If .your instructors are using well developed

training, h v: .00d trairfing Objectives and adequate delivery skills, but

s t i l l have so
result of i.na

you-may want

the use ofAV m
topics for just, such a seminar,.with two agendas depending upon your avail- .

able _training time', Remember, the agendas in Table. 8 assume that the pre-

requisites described in Table 4 have been met.

e.

equ
de

roblem with trainee attention in class, it may be the

to use of audio-visual materials. In this circumstance,

i'gn an instructor training seminar which,fpcusses upon

rials in operator training. Table 8 presents suggested

Table 8-

TwfilAgendas for an Audio-Visual 1Seminar

RECOMMENDED -SFJUENCE.

Les-Oh/Topic

TWO AGENDAS

Half-Day TwO-Hour
Sessions Sessions

2. Writing Useful Training Objeftives Day 1!

A. Review: Selecting Instructional Methods

'Day 1*
a

Day 1 Day 1

.

5. Selecting Instructional Media bay 1 %. Day 1 -..

faiw

:- 7. Preparing Simple Visual, Ai ds Day 1 Day 2*

.. .

......- .
.

..

, *Pre7corse reading o'f self-instructional materials in these lessons,

will assist in shortening classroom time.

17
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Training Development Seminar. While.all states are, conducting operator
training, there is wide,variation in the instructional quality of those.
programs. In many, cases, operator training courses have grown spontaneously
Overa period.of "time, as a'collection of independent thoughts and notes from
various technically oriented personnel hired to do the teaching. In few'
cases has anoperator training course been deve'loped from the ground up,
employing sound, systeNtic instructional-deign techniques. YOu may choose '4'

to have your instructors rebuild all or portiont ofyour existing. operator
trainingcpurse_us.4ng such techniques. To dq so, will require that your' .

instructors beome familiar with.basic princfple's of instructional design.
The sequence of lessonspresented in Tgble 9 outlines the basic instructor
familiarization needed befOre operator training course revisions can begin.'
As in prior tables,three sample agendas are provided to suit. differences
in-available training time. _ In this seminar, the preparation of actual -
lesson plans and audio-visuals are-not-addressed, but could be added as

,seen fit.

Table 9

Three Agendas for a Basle Training Deveippment seminar

( REtOMMENDED,SEQUENCE THREE AGENDAS

Full-Day Half-Day Two-Hdur
Lesson/Topic Sessions Sessions Sessidns

1. Determtning Training Contprit Day 1 'Day 1 Day 1, Day 2

2. Writing Useful Training Objectives Dayl Day 2. Day '3, Day 4

4.*.Selecting Instructional' Methods . Day 2 ,Day 3* Day 5*.

5. SelecttrigInstructional Media Day 2 Day 3* Day 5*

8. Evaluating Instruction Day 2 . Day 3 Day 6

*Lessons 4-and'5 can be presented in two hours ifithe7are . presented '

back-to-back.

- . --
As can be seen in'Table 9, the instructional materials presented in

Section II of this' manual can be used to fill a wide variety of_training
needs and available training times.. Examples have been provided to indicate
mist a few of the large number of agendas that you can create from those
materials. Once you have determined your training needs, it will bear
easy matter or you to select the appropriate lessons and plot: their
delivery to s it your available training times.

Before y u begin planning your first seminar, however, A mill find .

it useful to review the nature of you will find in each lesson
plan. Descriptions' of Section II organization and lessop plan contents
'are provided'in the tntroductiori to Section II..

2
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SECTION II. INSTRUCTOR LESSON PLANS

Introduction

In Section.I, procedures were described for planning we or more
seminars to. meet the training needs of instructors under your supervision.
You will find the necessary instructional materials to conduct your planned .

agenda in this section.

Section II contains complete instructor lesson plans for each of the
thirteen lessons described in Section I. Each Lesson Plan is divided into

three parts: ,

't. LeSia Plan Cover Sheets

_2. Detailgd Lesson Plan

3. Instructional Materials j-

Lesson:Plan Cover Sheets
\

For each Lesson Plan, you will find three Cover sheets: The first

sheet, as may be seen in Figure 1, contains the lesson number and title,
the general purpose of the lesson and the lesson training objective(s).
Notice that the training objective is written in three parts to specify
what.the trainee (your instructors) must be able to do upon completion of
the lesson (Action), how well the action must be performed (Standard), and
what materials you are going*to'provide (Given) when the action is to, be
performed.

On the second cover sheet (See Figure 2), you will find a listing of:

. 1, The instructional techniques employed in the lesson.

2. Materials to be supplied to the seminar pirticipants.

3. Instructional materi4is that you will need to conduct the

lesson..

4. References that may be helpful -to7you in preparing to

conduct the lesson.

5. The estimated amount of time that it will take to conduct

the lesson.

6. The general sequence of activities that occur in the
lesson.-

19
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.

LESSON TITLE:
..

. .
,

0"
.

PURPOSE:

.

.

.

.

ts:

.

. .

.

lit

.

GIVEN:

h.

TRAINING OBJECTIVE

. ,

. .

.

/ .

ACTION:

.
.

.

,
.

. .

r ,

.
I

,

\

-.

,

STANDAR:°

.
.

.

.

.

.

.
.

.
.

. . .

--.

Figure 1. First Cover Sheet
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INSTRUCTIONAL TECHNIQUES:

PARTICIPANT MATERIAL:

I

/'
v

INSTRUCTIONAL MATERIAL:

c

REFERENCES:

av

.

a

tt

Figure I, Second Cover Sheet
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The third and last cover sheet (Figure 3) describes the instructional
activities of the lesson as they have been designed to facilitate early,
intermediate, and final stages of student learning. Table 10 is a glossary
of the terms found on the cover sheets, A is provided here for your
reference.

Detailed Lesson Plans

The Detailed Lesson Plan (DLP) 'provides a step-by-step written
description of the activities- that the'inStructor is to perform in the
conduct of the lesson. The DLP includes lecture notes, questions,
demonstration instructions, preparation suggestions, etc., where necessary.
A sample DLP page from Lesson 1 is presented in Figure 4. TheDLP
contains:

1. Blank entries for lapsed time that you may fill in as
you become more Thmiliar with lesson content.

2. Instructional Events. Detailed descriptions of what you
,are'to do as,the Instructor. In Figure 4, there are ,

lecture notes, discussion guidelines, and class ques-
tions included for this portion of Lesson 1.

3. Support Materials /Notes. Indicates whether support
materials are providedv type of support material (over-
head transparencies, videotapes, self-instructional
readings, handout, exercises, etc.), and at what point
in the lesson the support material is to be used. In

-.Figure 4, overhead transparency i-1 is to be used for
the "Trairr or Not to Train" discussion question in IfA.
A1} support materials (except videotapes) may be found in
the section entitled "Instrubtional Materials," immediately
following the les%on DLP.

At the end of the DLP pages; you will find copies of all exercises
that participants will be required to perform for that lesso, along with
thesuggested answers to those exerclises.

Instructional Materials

Immediately following the DLP pages for each lesson, you will find
paper copies of all the support materials referenced in the DLP. These
include;

1. Printed copy of all overhead transparencies
cr

2. Complete self-instructional Teadings

'3. Handouts
,//

4. Exercises .

everything, but videotapes.

r.
2cy0



INSTRUCTIONAL TECHNIQUES:

PARTICIPANT MATERIAL: IA)INSTRUCTIONAL \ ERIAL:

..7

REFERENCES:

TIME: ACTIVITIES:

Figure 3.. Third Cover Sheet
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'Tatile 10

Lesson Plan Glossary

PURPOSE: This is a brief statement of the Overall goal of the lesson.

It describes the relevance of the subject material and

explain why_the participant is1being asked to master-the

skills and knowledge in the lesson, if this is not

self-evident.

ACTION: This statement tells-the participant precisely what he /she

must be able to do to demonstrate mastery of the material.

GIVEN: This tells the laarticipant the circumstances under which he/

she will perform, Or the objects, information, or assistance

the partitipant will have access to while performing. The

participant` should perform under conditions as close to real

'situations as is practical in the instructional situation.

STANDARD: This tells the participant the acceptable level of perform -

ance that will be /ego ed of him/her to.dgmonstrate mastery

of the objective.

INSTRUCTIONAL
TECHNIQUES: The instructional WethoOologjes used to communicate' lesson

skills dnd knowledges, e.g., lecture, demonstration, group
it*

discuss?onfilm, role-play, etc.

r
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PARTICIPANT
MATERIALS:

To e 10 (continued)"

Those items the student must have either prior to or during

. the presentation of the lesson in order to participate fully'

INSTRUCTOR
MATERIALS.:

in the lesson's activities (e.g., pens, pads, technical out-,

line subject handout).

Those items the instructor must have readily available in

order to present the lesson (e.g., film strips, written

exercises, handouts, film plus Oojector and screen; etc.).

#

RE'F'ERENCES: Those specific documents, lectures, sources from which the

TIME:

content of the lesson is drawn and which are cited or

included in the instructor's or participant's material.

The unit of time allotted for each lesson of the course.

Times are approximate and will vary according to number and

knowledgeability of the participants.

ACTIVITIES: Asequential listing of activities within each lesson, as .

conceived by the designer as the best way to 'accomplish the

lesson's objectives (e.g., introduction, demonstration

group practice, group discussion, summary)..

INSTRUCTIONAL EVENTS

'EARLY'STAGE-: :Usually a presentation by the instructor, in lecture form
.

supported:-byoverheads, of the basilt concepts, principles,

etc., to be covered in the lesson.

25
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INTERMEDIATE

STAGE: Usually-an opportunity for participants to practice applying

the concepts, principles, etc., in specific cases.

TI

Table 10 (c.ontinued)

FrNAL STAGE: Demonstration by the participants of their understanding

of the concepts,, principles, etc., usually applied to the

development of instructional materials. Note that there

is always'proviston for fpedback so that any errors or

misconceptions can be corrected immediately.

1110
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DETAILED LESSON PLAN

Lapsed
Tune

. .
, .

( ',"

.. Insult-04ml Events
-

,,
sSuppol °

Materials/Nntes

-

11-

\

.

.

.

.

.

.

.

.

.

°

1

.

.

.

.

.

.

J.

II.

.

.

°

Introduction. _
4
.

. .
.

A. Expl4in that before one can develop
training, it imperative to have well
written 'cbjectives which are based upon

. actual train:Oh-needs.
. .

. . , .

B, In this unit, we will examine the general
procedures%fof identifying what needs to, .

be trained.
.

Development.
.>

A.6 'To4traim or not to train, that is the
first questions" Solicit responses from
participants which, in their experience,
indicate that training may be needed.-
(Write responses on chalkboard or flip

chart.) .

.

B. Summar1'1e with these observations about

participant responses: .

° 1. here are situations where training
is not the Answer to%ttle problem.

- ' .

2. Importance of good lines of communi- %,

cation and regular system checks.
.

C. Emphasize the point that training is :
rded where: .

4,
.

1. The job. is not being performed.

. properly., ,

,..,

0

2. Present per4onnel have the ability.to

° perform the job but Od not have the
skills and knowledges.

0

e
3. Job constraints are not interfering

. ,. with job performance.

.
. .

4

D. , uestion. "To what end shouldyou

, ..,

,

.

.

.

- t '

.

Overhead 1-1
,

. .

.:.

.

Overhead l -2

,

.

_

o
.

.

*

.

Overhead 1-3
. .

.

6 °.

.

-..

s, .

>

:

-

_

.

.

.

.

.

a dress the training?" _

. o .

.

1. Solicit responses frompdrticipants.
.

- .
2. Djsoussion Shoul-d,he led so-th4t ..

there is agreement,thattraining : o. ....

,
,

. .

.....

_ .t
Figure 4: Sample Detailed Lesson Plan
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With the exception of the videotapes, all materials in the Instruc-
tional Materials section of each lesson are intended to be reproduced
(photocopied, printed), including of the overhead transpareigies.
Reproduced materials can then be made into.a'booklIt to be distributed by
you to your participants. Participants will then have a permanent record
of the more important points of each lesson.that they can refer to when
they return to their instructional duties. The on-the-job reference aspect
of.the materials provides the basis for the recommendation -that paper
copies,of all overhead transparencies be included in the payticipant

.... ,

materials. .

)

,

... .

The printed'copies of.0yerhead tranSparencies,found..in each lesson can
. be made into actual transparencies without much difficlty. Most Oh.otocPPy
machines and quickprinting machines can be loaded with the acetate '. ,

materials'used for overhead transparencies. Whenthe copiers' paper has
been replaced by acetate sheetg (,or roll's"), making tranparencies is identr-
caL.to photocoRyi.ng-,except that the finished copy is on acetate rather
than paper. If you arCnotfamiliar with the procedures for using a*

.

photocopier to make overhead transparencies, check with- the photocopier
manufacturer's representative or salesperson in your,area, or check a local
quick-print store nearby. _ .

.

Numbering, _ , .

0 All- materials foreach lesson are numbered. The cover sheets and DLP

.
. . -

pages are numbered sequentially with the lesson number first followed by
he sequence number. Thus, page 2-7 ip page 7 of Lesson 2. All the
nstructional materials carry the numtfer asreferenced by the DLP (i.e.,

- verhead 2-2, Self-Instructional reading 2-1,"Handout 3-2, etc.).

28
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LESSON TITLE:

Lesson 1. Determining Trailing Content

PURPOSE:

1. To familarize participants with the cues which indicate a n eed for training as well

as the techniques for gathering information tomake this assessment.

2. To provide partictpants with the basic procedures of separating a job-into manage-

able units of work activity and determine the underlying skills and knowledges of

the identified tasks. .

3. To provide participantsiwith the skills and knowledges required to write behavioral

oriented training objectives. ,

. TRAINING OBJECTIVE .

GIVEN: .
°

1. & 2. Examples of task'statements, .

. .

3. A specific lob. -

.

4. Brief descriptions of personnel capabilities and job infbrmation.
..

5. Needs assessment information' and a topical task breakdown of the job of

instruttor.
.

,

-; .

.

.
,. ,

,s,.....
. . .

ACTION:

1 Partigipants will identify those tasks which are written in proper form.
.

. . .

2. Participants will judge whether-the level of detail of the taa statement is

adequate.

3. Participants will perform a task breakdown.

4. Participants will identify training requirements from a set of given alternatives.

5. Participants will identify those training requirements of highest priority.,, %...,

4
,

)
. . .

0 . .

STANDARD:. '
1. & 2. AO 100% accuracy. .

t ,

. 'Tasks will itten in task-statement form and to an appropriate level of

detail. ; . . : _.'

4. 100% correct ident ication.

5. Musbe,logically derived from the needs assessment and task information provided;

-,.

.

: 4 4 .

.

.- . '

41?
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4NSTRUCTIONALTECHNICiUES:

1. Lecture/Overheads
2. Group discussion
3. Perfomnance/Application

4

PARTICIPANT MATERIAL.:

-...- 1. Participant's Handbbok
2. Hgndouts
3. Individual exercise
4. _Group exerci-se 4

INSTRUCTIONAL MATERIAL:

/..1. Overhead projector
2. Overhead transparenCies
3. -Handouts
4. Exercises

REFERENCES:

r *

*.

TIME:

4 hours

cra

AGTIVITIES:

1.

2.

3.

4.

5.

6.

'-

Lecture/Discussion
Individual exezcise
Review'
Lecture/Overhead

Individual exercise
Review

.



INSTRUCTIONAL EVENTS

I. EARLY STAGE

. 1. Group discussion of cues in the training. environment which indicate a possible

need for new/updated training.

. 2. Instructor lecture reviewing the steps performed in completing &_task analysis.

3. Brief lecture with overheads describing the process of identifying training

requirements.

II. INTERMEDIATE STAGE

1. Lecture/discussion reviewing the advantages and disadvantages--g using common

data collection techniques to ascertain the need for training.

2. Participants will perform two practice exercises identifying good and poor task

:statements as well as identifying task statements Which are and alre not of

adequate detail.

3. Participants perform an individual exercise in which brief descriptions of job

eaM-and personnel capabilities are-reviewed to determine the appropriate

training requirements:

III. FINAL STAGE

Instructional teams will _review hypothetical data to determine whether a need for

training exists. . 1
.

1. Participants will complete artask breakdown of a simple SW): -

2&3. Group exercise,in which groups are provided with.a task breakdown of the job,of

instructor,- with hypqthetical personnel capabilities, and needs assessment

information.. Groups are to apply information learned to identify the training

requirements, upon which to base an instructor's workshop training.

A*

z
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1 4 DETAILED LESSON PLAN

Q'

Lapsed .-,. .1nstructional Events ..--
4

.

Support
TimeMaterials/NI otes

,

1

Overhead 1-1,

Overhead 1-2

..

.-.

.

.

Overhead 1-3

.

.
.

.

.

.

.

.

.

4

.

.

..
,

.

I. Introduction. )r -

A. Explain that before one can develop
'training, it is imperative to have well
written objectives which'are based upon
actual training needs. --.

.. B. In this unit, we will examine the general

procedures for identifying what needs -to
be trained.

_
II, Development.

A. "To train or not to train, that is the
.first question." Solicit responses from
participants which, in their experience,
indicate that straining may be needed.
(Write responses on chalkboard or flip
chart.)

i

B. Summarize with these observations about
participant responses:

1. There are situations where training
. is not the answer to the problem.

2. Importance of good lines of communi-
cation; and regUlar system checks.

C. Emphasize the point that training is ,.._

needed where:
'

As 1. The job is not being performed
properly.

,

2. PresenOpersonnel have the ability to
'perform the job but do not have the
skills and knowledges.

/

3. Job constraints Ire nOt interfering
with jobperformance.

D. Quetti,on. "To what end siw.Q,Zd you'
address the training?'

.

1. Solicit responses from participants.

2'., Discussion should be led so that
. .

there is agreement that training
..--

..

. , ,
... -r,

1-4 40 411



DETAILED LESSON PLAN

Lapsed
Time

. instructional Events
Support

Materials/Notes

.

/

,

.

.

.

.

.

.
.

i:

.

.

.

.

-

.

.

.

I

r-

should only address skills, knowl-

.

Overhead 1-4

.

Overhead 1-5

,

1

.

Handout 1-1

Handouts 1-2

thru 1-5

.

-

.

Overheads 1-6

and 1-7

Exercise 1-1

.

.

.

edges and attitudes that are needed
to perform the job correctly and
which the trainee does not already .

possess. ,

1. The skills and knowledges to be
,

learned are called training
requirements.

.. .

. .

,E. Question. "What two general types of

', information are needed to detei'Mine

training requirements?"

1. The skills and knowledges that the
trainee possesses. ,

2. The specific tasks (with their
requisite skills, and knowledges) that
are required to perform the job.

3. Have participants review Handout 1-

Solicit any other information that
should be added.

,
.

4. Question: How is this information

obtained?

5. Refer participants to Handouts 1-2

thru 1-5. Indicate that the handouts

.re for reference and are to be read

atothe participants leisure;

F. Explain the basic guidelines for breaking

a job down into specific tasks.
.

.

1. Determine only what must be done to

t do the job well.

,

22. Use brief statements comprised of

. only action verbs (observable behav-
iors) and nouns (plus a.descriptive
adjective or two' as necessary).

.

3. Briefly go over job breakdown flow-

charts. .
.

. -...

4, Review instructions on Exercise 1-1.

..



DETAILED LESSON PLAN

Lapsed
Time

, .

.

. Instructional Events Support
Materials/Notes

.

....

(

-

, ,

G.

.

H.

,

.

. . _

,

5. Review answers.

Explain that the next step toward
establishing sound training objectives is
to identify the skills and knowledges
that are required to perform each task.

1. This step is-necessary since the
skills and knowledges desired dictate
a training program's content.

a. Training for knowledge different
-.-than for skills.

b. Examples of knowledges.

c. Exathples of skills.

2. .Explain term "task analysis': and its
two parts.

3. Provi4 an example otisk analysis.

Review the first two steps of training
development' and explain the derivation of
training requirements. . - .

1. First two steps were:

a. ,Determirie trainee characterfs-
tics.

.

b. Perform task analysis. (Explain

in simple terms.)

2. Explain that training requirements
are those skills and knowledges which
are required by the job that the
trainee does not possess' '

4*

3. Explain theprocess of deriving
training requirements using Overhead
1 -13.

4. Review instructions on Exercis.e 1-2.

5. Review answers tb complete exer- .

cises. /
.

.

.

r---

Overhead 1-8

Ovirhead 1-9

Overhead 1-10

Overhead 1-1l,

Overhead 1-12

.

Overhead 1-13

Exercise 1-2

-

.

.

.

.

1-6 42
I,



Answers for Exercise 1-1

. ,

PART I. Indicate which task statements are written in GOOD form and which are
written in POOR form by placing a check mark (I) in the appropriate column.

GOOD POOR

1. Monitor flowmeter.

2. Wr'ite daily work Plan for all maintenance and

operating personnel on the last day of each
month. **

3. Demonstrate maintenance procedure.

4. Score written tests:

5. Understand question.

6. Take hourly inspection tour.

7. When you are lecturing to a class, make sure
you speak clearly and audibly.

PART II. Indicate which of the following task statements hwie described a
task' to the level of detail, that skill and knowledge requirements can be
identified.

1. Place pencil point on paper.

2., Prepare test answer key.

3. Conduct class.

4. Perform Checmidal analysis.
,trrt

Connect TV monitor to videotape
'playback unit.

Not Enough Acceptable Tao Much
Detail Detail Detail

1-7
43
.
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Answers for Exercise 1-1

Page Two

.410

PART' III. The following are listings of items needed to complete various
procedures. Your group will be assigned one of these items. Write, a set of

task descriptive statements for the items assigned to your group. Write your.

task statements on your Obup's flip chart.

\

1. Given a cold water source, a: water heating device, a jar of instant

cpffee,.a teaspoon, an empty cup with saucer, a cup of sugar, a cup of
nondairy creamer, and a pots make a cup of coffee. *

I

2. Given,a bax of cake mix, dozen eggs,.a cold, water source, measuring cups,
hand mixer and- bowl, wooden spbon, two cake _pans, flour, stick of oleo,
and an oven, make a cake.(no icing). *

a

*

3. Given 'a typewriter, a completed,,letteran envelope, person's name and 4'
address, a stamp, and a mailbox,, send a letter. *

* ANSWERS: "There,are a variety of task statements that can be written.for
\ each procedure.# As long as the groups' task statements are

consistent with the-guidelines set forth in this unit, they can be
considered correct.

1;-8
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Answers for Exercise,1-2

'
Place a check -mark ( V), next_ to the most appropriate' alternative(s).

A'former automobile mechanic has applied for a maintenance position at a
large water treatment plant: Which of the following skills or knowledges
is the applicant least likely to need addressed in training?

a. Basic pump familiarization.

b. Use of hand tools.
A

c. Water plant .safety procedures.

d. Valve maintenance.
ti

2. The Public Health Service has just issued new procedures for testing six /
_ common water elements. These new procedures are very similar to those',

already being used in your lab. You would like to have your experienced
laborOtory techniCians learn the new procedures.- Which of the below
represents the most appropriate and efficient training requirement?

a. Knowledge of the existing procedures for testing.

b. Knowledge of those'particular steps in the procedures which are
new. '111.1.00-

c. Knowledge of each of the-steps of the new procedure.

d. Knowledge :of the rationale for. changing the old procedures.

3. You have just purchased a new integrattd carousel slide /tap'e projector/
recorder unit for use in your classrooms. Y6u wish to provide some
tratning for your instructors in the operation of the unit. You also
want to make them aware of the slide/tape packages available for use in
training water supply operators. Your instructors routinely use carousel
projectors to show slides they have taken themselves, and provide their
own narration.. Which of the skills and knowledges below would not be
appropriate training requirements?

a. Knowledge of how.to load a cassette into the new unit.

b. Knowledge of the advantages of using slide/tape packages.

c. Knowledge of optimal projection distances forthe:Unit..

d. Knowledge of how to correctly place_a slide into a standard
carousel.

1 -9

45
:"V



I

N.,

Answers for Exercise 1-2
Page Two

5

4. A water plant supervisor job has as one of its task statements, "writes
work order requests." The knowledge of how to correctly complete a work
order request form should be least likely as a training requirementfor
which of the following applicants?

4

a. A former English teacher.

b. A former` seryice station'attendant.

c. A former owner/manager of a small hardware store.

d. ,A former maintenance shift supervisor at a large surface mine.

7

O

46
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Lesson 1., Determining Training Content



TO TRAIN
OR

NOT TO TRAIN,

THAT IS THE QUESTION.

,

gir

A s, 48

S.

Overhead 1-1

1

4.

I

f

,
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.

QUESTIONS ASKED BY THE TRAINING DESIGNER
0

Yes

What skills and knowledges must the
trainee have to be able to do the lob?

Are all these skills
and'knowledges already in

the trainees incoming
repertoire?

O

Can he
do the

lob
7

O

4

A nontraming problem. kook
at motivation, working condi.
tions, interpersonal relationships,
etc.)

For thtSt4skills and knowledges the
trainee Ikks, what is the most cost-
effective way for him to acquire
them?

t it 1 40

.
o

S Does the training approach and content produce
the required lob skillsig4 knowledges71C1n the
trained man do the job?)

G

Who will conduct? Where?
Content, strategy, sequence
and media?

11)

A
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TRAINING NEEDED WHEN:.

o

*1(

1. JOB NOT BEING PERFORMED PROPERLY.

IND

Overhead A-3 --

2. JOB DOES NOT HAVE INTER FERING-CONSTRAINTS.

31 PERSONNEL HAVE THg ABILITY, BUT NOT ALL THE

.SKILLS AND KNOWLEDGES TO PE13FORM THE JOB.

r.t



k

Overhead 1,-4

.TIIAIMNG REQUIREMENTS:

SKILLS/KNOVVLEDGES TO BE LEARNED THAT

THE TRAINEE DOES NOT ALREADY POSSESS.

3r

ENTERING BEHAVIOR

(Includes Basic Skills
,Such as Reading, Writing,

anal Speaking)

52

4

JOB-SPECIFIC
SKILLS AND KNOWL EDGES

TO BE TAUGHT
DURING TRAINING

4'



11--

V

.

INFORMATION NEEDED TO DETERMINE WHAT TRAINING,
IS REQUIRED:

_Overhead 1,5

.7

THE SPECIFIC TASKS WHICH ARE REQUIRED TO DO THE JOB. 1LS

JOB - RELATED CHARACTERISTICS OF THE TYPICA \T,RAJNEE.

0

"

53 .
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'HANDOUT 1-1

1. Job Performance Requirements. .(e.g.,
the job correctly.)

-2. Trainee capabilities.

:4
a. "Education background. .

.

1) Years atnded.'

2) Subjects /Major field.

3-) Degrees.

4) Performance Awards.

b.. Work- experience.

1) Years at a particular job.

2).'Joli responsibilities.

3) Job performan

a) Self-repot.

b) Supervisor'sreport.

c)' St dent's report/per'forma

etc.

Special training.

9 Military training.

2) Other training. jx

3. Job environment.

a. Resources.

1) Physical,

,2) Staff.

3) Monetary.

5'4

What has to be done to perform

O

O

A

..

>.

-e

I

go

...
;....

-. - . ,
,,



t.

o

.

Hando4t 1-1

Page Two

4

0.1

b. Autocratic, democratic (i.e., degree of supervision and how

perceived by employee)`.

"c. Time constraints.

d. Problems that interfere with job performance, and evidence that

problems exist. r

I o

-

0

.



HANDOUT 1-2

Types of Information-Gathering Questions

Two general classes ofquestions that can be asked to a respondent, either
on a questionnajre or in an interview.

Closed- end questions.

1. Description - generally can be answered by a given fact-or facts
because the question is usually very structured and may offer a
limited number of possiblle responses.

-

2. Example - How many operators did you train last year?

3. o Comments -

. Good for obtaining factual information.

. Good where there are few possible alternatives.

Responses are short anc easy to record.

Most people will answer this.type of question on questquestion-
naire.

Open-end questions.

1. Description - Unstructured questions for which any number of
possible answers may be given depending upon the desires of the
respondent.

2. Example - What are sOme of the things that you like best about
yourlob? 1111

3. Comments -

. Useful for obtaining respondent attitudes, opinions, or per-
ceptions.

Useful where the answer is not predictable.

Can be used in the early stageiof,information gathering to
help formulate closed-end questions in later tnformation-
gathering stages.

Few peopleAend to answer these questions on a question-
naire.

56
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HANDOUT 1-3

Pointers in the Design of a Questionnaire

1. Dedde whether questionriaire is to,be''self-administered or used as the

basis of an interview.

2. 'Questions 'should satisfy the goals of your inquiry.

3. Ask no more questions,Ahan are needed to provide the necessary inform-

atioh.

4. Phrase questions in language appropriate to your intended respondents,
in a way which does not slant the response, and does not embarrass or

place the respondent in am awkward position.

5. NUmber all quesiions and arrange them in a logical order.
ft

. Questions should bearranged by.topic.

. Questions should be arranged from the general to the specific.

6. Write complete and concise instructions; instructions should be-

written in different typeface than the questions.

7. Provide adequate space for writing answers.
r 4-

8. Pretest your questions on a sample of peers or,a small group of

respondents.

9. To increase the rate of return:
6

.."" Print on colored paper.

. Address personally, if possible.

. Follow-up by phone.or another copy of the questionnaire.

. Funnel questionnaires through one parson, a supervisor, if

possible..

Supply stamped, return envelope.,
-1

5



HANDOUT 1-4

. .

Improving the Quality of Interview Data

Conducting a personal .or telephone interview to the mutual satisfaction of
both interviewer and interviewee is more than a simple matter of asking a
number of questions. 'Following the suggestion's below will help td improve
the quality of the data you collect when conducting interviews.

1. Schedule the interview at'the convenience of the interviewee. If

you are conducting a telephone interview, indicate your- purpose,
the amount of time that the interview may take, and ask whether it
would be more convenient to conduct the interview now or at some
later time (to be specified by the interviewee).

2. Once an appointment,for an interview has been set, don't be late.

3.- Always explain the purpose of the interview clearly and concisely.
An estimated 70% of people who are interviewed are not clear on
what the purposes of the interview were. at its conclusion.

4. Be natural, informal, courteous and attentive. Your undiYided
attention is. the, greatest compliment you can pay.

5. Make the interviewees feel that they are being consulted rather
than being cross-examined on a witness stand.

./ 6. Do. not expect to talk more than 10% or, at most, 20% of the time.
Your job is to'listen.4

-

7. Use the first part of the. interview to determine the scope of the
subject matter being analyzed, so you will be better equipped to
obtain the' data yoU need. Open-end questions, neutral' responses,
and pauses serve as prompts to get this general information.
Closed-end questions will probably become necessary to establish
factual' data and follow-up information.

8. At the end of the interview, summarize the'key points made-in the
interview. This lets the interviewee know that you have been lis-
tening and that you care enough about his/her contributions to make
sure they were heard -correctly. Summarizing will also provide the
opportunity to correct or confirm your perceptions of what was

said.'

9. Don't be afraid to ask for clarifications or examples of statements
that are not clear to you.

10. Don't be afraid of silence.

'11. Express yoUr gratitude, to the interviewee for the time. spent
answering your questions. Leave the door open,for possible follow-
up conversation with the interviewee should the need for additional
information, or clarification arise.

58 1 'd



" HANDOUT 1-5

Advantages and Disadvantages of'Data Collection Techniques

TECHNIQUE ADVANTAGES DISADVANTAGES

In-Person High response rate-

Interview
Provides most information
for time spent

Provides most accurate
information

Responses can be pursued
to obtain greater detail

Costly in both time and money unless
closely controlled

Provides some extraneous information

Requires trained interviewers

Not all people 'are capable of being
good interviewers

May cause suspicion of mokives.

Telephdne Less costly than in-
Interview person interviews (no

travel time and expense)

May be quickly conducted

Easy. to supervise

J.

less sensitive than'in-person
interviews

Provides no non-verbal feedback

Can be cut short by the interviewee

V
Requires trained interviewers

Requires pleasant voice (appearance
may compensate for unpleasant voice in
person)

Question-
, naire

Yield's large .amounts of

information

Does not require trained
interviewers

Restricts respondent to

specific areas

Requires very explicit instructions

Return rates tend to be'less than 50%
(especially if filled out on a
person's own time)

Group responding-is required for a
better return rate

Provides opportuinjty for
collaboration among respondents

Must build.in an incentive so people
will return questionnaire

- a



Handout 1-5

Advantages and Disadvantages of. Data Collection Techniques
Page Two

TECHNIQUE ADVANAGES DISADVANTAGES

Observa- Establishes what people
tion actually do, not what

they say they do

May be adcomplished
directly by trained '

observers or indirectly
with automatic cameras

*ft

1 1
Provides data on pnysica

4
environment

Can help pinpoint problem,
areas

Results comprise small sample of
behaviors

May be expensive and time-consuming

Requires skilled observers

Direct observation can-bias worker
performance

Documeft. Less costly than other
'Review methods

Helps 'identify other

areas and documentsto
'analyze

. -

Requires little special
training

Allows a novice to become
knowledgeable in the area
being analyzed

Datg collected may be incorrect if
outdated material reviewed

'May bias the design 'of instruction

,

60
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INITIAL BREAKDOWN OrTHEJOBOF INSTRUCTOR

Instructor

Develop Course
Matedals

Conducts
Classes

Performs
End-of-Course
Evaltiations

Overhead 1*6

Writes
Revisions
to Course
Materials



ra"

/ SECOND-LEVEL BREAKDOWN OF THE JOB OF INSTRUCTOR

Instructor

Develop Course
Materials

Conducfs
Classes

Performs
End-of-Course
"/ valuations

Overhead 1r7.

Writes
Revisions
to Course
Materials

. Writes
Objectives

Selects
Instructional

Methods /Media

Prepares
Instructional

Materials

Prepares

Trainee
Materials

Selects/Arranges'

Instructional.
Facilities

62



Exercise 1-1

PART.I. Indicate which task statements are written in GOOD form and which are

written in POOR form by placing a check mark (I) in the appropriate column.

1. MOWitoor flbwmeter.

2: Write daily work plan for all maintenance and
operating personnel on the last-day of each

month.

. Demonstrate maintenance procedure.

4. Score written tests.

5. Understand question.

6. Take hourly inspection tour.
L

7. When you are lecturing'ito."a dais,
you speak clearly and audibly.

IL

make sure,

GOOD POOR

...

PART Il.",.indicate which of the following" task statements have described a.

task to the level of detail that skill and knowledge requirements can be

1. Place pencil point on' aper.

2. Prepare test answer key.

3. Conduct class.

Perform checmlcal analysis.

5. Connect TV monitor to videotape,

pliyback unit. .

.'Not Enough Acceptable Too MuCh

Detail Detail Detail

4

O



E ercise 1-1
P ge Two

.42

PART III. The following are listings of items needed to complete various
procedures. Your group 4111 be assigned one 'of these items. :'Write a set of
task-descriptive statement% for the items assigned to your group.' Write your
task statements on your group's flip chart.

1. Given 'a cold water source; a water heating. device, a jar of instant
coffee, a teaspoon, an empty cup with saucer",.. a cup of sugar, a cup of
nondairy creamer, and a pot, make a cup of,coffee.

2. Given a box of cake mix, dozen eggs, a cold water source, measuring cups,
hand mixer and bowl, wooden spoon, two cake pans, .flour, stick of oleo,
and an oven, make a cake (no icing). °

ti

3. Given a typewritet, a completed letter, an.envelope, person's name and
-address; a stamp, .and a .mailbox, send a letter.

' .

.

*am

64
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4

KNOWEEDGES: WHAT MUST BE KNOWN 4"

BEFORE A TASK CAN BE
PERFORMED.,

THE LOCATION OF INTAKE PUMP

THE' SIX PARTS OF A PUMP TO INPECT.
4

Ar

C-HARACTERIST CS OF A.PUMP THAT ,

INDICATE A NE FOR MAINTENANCE

THE FIVE-STEPS REQUIRED FOR PUMP.
a. SHUTDOWN. 7

THE PROCEDURES FOR REMOVING

PUMP SEAL S11. I -.

A
-

Overhead 1,-8

It°
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Overhead 1-9

-SKILLS: THOSE PHYSICAL OR PERCEPTUAL
ACTIVITIES REQUIRED TOPER- %.

'FORM THE TASK,COR R ECTLY.

9
A

CAN DISCRIMINATE :BETWEEN EXCES-
SIVELY HOT AND N,ORMAL,HEAT

RANGE OF-A RUNNING PUMP.

- CANDISCRIMINATE BETWEEN NORMAL
AND D(E-XCESIV VIBRATION OF SUN- ,

MICIG PUMP. -

. CAN DISCRIMINATE BETWEEN NORMAL
AND EXCESSIVE LEAKING OF WATER
FROM A RUNNING PUMP.

CAN USE COMMON HAND TOOLS.

\ CAN DISCRIMINATE BETWEEN THE
SOUNDS OF A NORMAL AND A CAVI-
TATING PUMP. 66.

(

01.

kt.

0

/
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0



c

r

\-4

CA

THE TWO PARTS OF A TASK ANALYS4S ARE:.

.*

o

a

1"..

.0

Overhead 1,-10

0

1. DETERINETHE JOB PERFORMANCE REQUIREMENTS.

.
I r ' *

2. 1,PENTI:FY SKILLS 4,64DRIVOWLEDGES WHICH UNDERLIE

.JOIEtPERFORNIANC. ;
.,

rt

e

O

o'

4,4

;:."

0

-

O

P /
4 .

`,/

0

a

a

15. rr
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Iasi( Analysis Worksheet
(CONTINUATION PAGE) Page 1 of 4

Task No. & Title; 8,0 ,

Perform Pump Preventive Maintenance
Polition Title:

..Operator
Analyst:

, J. Doe .

Date:

4/79.

, Task Details . . ,

No.
:

Activity Skill/Knowledge Required
_..

Notes

8.1

4.

e.
,

8.2

. 8.3

.
A

1

.,

'Perform routine inspectiOns.

.

..

-

.
...

'
., ...

.

,

.
.

Replace pump bearing.

....,

,. .1,

Replace pump seal.. .

cA--'

'
.

. -
-...._

.,

.

,

,

.

.

.

,
.

.

-

.

.

..

.

.

.

1.

2.
.

3.

-/

1.

2.

3.

1.

2.

3.

Knows:

a. Pump locations.'
b. Pump parts.
c. Characteristics of

potential malfunc-
tions. , .

°
.:, .

Can recognize hazardous
characteristics when
encountered. ,f4"-',.

a. Visual discrepancies.
b. Auditory discrep- .

ancies.
c. Excess vibration. .

d. Electrical burning.
.

Knows immediate correc-
live action to take, if
needed.

Knows pump parts.

Knows replacemot
procedure.

Can use hand tools. '

Knows pump parts.
,

Knows repair procedure.

Can use hand tools.

'1

-

.

Equipment schematics/model.

Slides or old pumps may be
used for early stages of
learning.,

. .

,

,

-

,

-.1 , .

.
, >

:. .

Stress Afety. . .

.

.

Manufacturer's SOP. . . -

Demonstration.
.

.
.

I.
, .

Manufacturer's SOP.

Demonstration.

.

.

.

._

.

3.

'

4 E3

k
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Overhead 1-12

TRAINING REQUIREMENTS ARE THOSE. KNOWLEDGES AND

SKILLS WHICH ARE:
'0

REQUIRED FOR PERFQRMING THE JOB CORRECTLY.

NOT ALREADY IN THE INCOMING TRAINEE'S REPERTOIRE. .

4



ti

0

TASKS /ACTIVITIES

Determine
Know leci6e
Required

Deduct Knowledges
already possessed
by incoming trainees

Determine
Skills
Required

4,

Deduct skills
already possessed
by incoming trainees

4,

TRAMING REQUIREMENTS

Knowledge to be trained for instructor tasks/activities.
For example:

Content facts
Registration proCedures
Instructional methods
General principles of reinforcement

'Overhead 1-13

Skills to be trained for instructor tasks/activities.
For example:

Develop speaking skills
Load and operate 16mm film projector
Write valid and reliible test questions
Develop good questioning techniques

Required proficiency levels.

Requirements for speed (e.g., projector loaded for
operation within three minutes).

Requiienients for accuracy (e.g., choose the best
instructional method correctly, not leSs than 90%
of the time). ,

Allowable error rates (e.g., reliability of tests should
not fall below .80).

4



EXERCISE 1-2

Place a check mark ( j) next to the most appropriate alternative(s).

1. A former automobile mechanic has applied for a maintenance position at a

large water treatment plant. Which of the following skills or knbwledges

is the applicant least likely to need addressed in training?

Basic pump familiarization.

b. Use of hand tools.

c.. Water-plant safety procedures.

d. Valve maintenance.

2. The Public Health Service has just issued rvi procedures for testing six

common water elements. These new procedures are very similar to those

already being used in your lab. You would like to have your, experienced

laboratory technicians learn the new procedures. Which of the below

represents'the most appropriate and efficient -training requirement?

a. Knowledge of the existing procedures fortesting.

b. Knowledge of those particular steps in the procedures which dre

new.

c. Knowledge of each of t steps of thenew procedure.

d. Aftewledgecf---th ale for changing the old proCedures.

3. You have just purchased a n w integrated carousel slide/tape projector/

recorder unit for use in our classrooms. You vish to providf some

training for your instruct rs in the operation of the unit. You also

want to make themaware o the slide/tape Oltkages; available for use in

training water, supply ope,ators. Your instructors routinely use carousel

projectors to show slide's they have taken themselves, and provide their

own narration.. Which/Of the skills and knowledgesbelow would not be

appropriate training requirements?

a. Knowledge of how to load a cassette into the new unit.

b. Knowledge orthe advantages

)
o using slide/tape packages.

dec. Knowledge of optimal proje ion distances for the unit.

d." Knowledge of how to correctly place a slide into'a standard

carousel.

cb,



Exercise 1-2
Rage Two

4. A water plant supervisor job has as one of its task statements, "writes
work order-requests." The knowledge of how to correctly cothplete a work
order request fbrm should be least likely as a training requirement for
which' of the following applicants?

a. A former English teacher.

b. A former service station attendant.

c. A former owner/managerof a small 'hardware store.

. d. A former maintenance shift supervisor at a large surface mine.

a

73
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LESSON TITLE:
Lesson 2. Writing Useful Training Objectives

PURPOSE:

.
To provide participants With the skills and knowledges required to write

behavioral oriented training objectives.

TRAINING OBJECTIVE

GIVEN:
_

t ./
'

4

1. A list of objectives.
_ .

2.' Results of a needs analysis and derived training requirements., .

.

w

s .

ACTION: .
4

1, Participants will-identify objectives as good or poor, and list the reasons for the

choice. ir

2. Participants *ill write objectives to satisfy the requirements.

.

.

.

.-

.
.

.

STANDARD:
1t4

,

..

1. With 100% accuracy.

2. Objectives will be written in behaviorally referenced format with three identifi-

able parts, and will address all training requirements.
. .

.

.

.

,

.

. .

. .



INSTRUCTIONAL TECHNIQUES:

Self-instructional reading

. -
PARTICIPANT MATERIAL:

Sel f-instructional reading

INSTRUCTIbNAL MATERIAL:

6

REFERENCES:
40"

TIME: ACTIVITIES:

3 hours 1. Self-instructional reading
2. Individual exercise
3. Group di scussion

4. Group exercise
5. Review

2-2/



INSTRUCTIONAL EVENTS

I. EARLY STAGE

Self-instructional reading explaining the process of writing behavioral
objectives.

,

II. INTERMEDIATE STAGE"

Application of principles found in the selr-instructional reading to simple
objective writing exercises.

III. FINAL STAGE

Groups will apply principles to prepare objectives for a Unit of instruction

( evening class; one lesson; three 'classes, etc.). .

Nr,

2-3.)



DETAILED LESSON PLAN

Lapsed
Time instructional Events Support

Materials/Notes
,

.

.

,

.

.

.

.

,

.

I.

.

.

The next step in the development process
is to ao4pally write training objectives.
Explain that the skills and knowledges
that the trainee does.not possess that

Self-

Instructional.
Reading #1

.

.

,-

.

'.

.

Exercise 2-1

.

,

...

.

.

.

.

are required to perform the job are now
known, and that training objectifies will
be written to address those areas.

(Self,:InstTuttional Reading #1.)

.

1. Hive. participants tarn to the readingreading
assignment for Lesson 2, Writing Use-
ful Training Objectives.

.

2. This technique of presenting content
. is used to give participants an .

example of one alternative to .

lecturing.
.

.,
,

.

3. Explain that the subject matter, for
this section' is contained in the
reading assignment. Topics included
are: ,

a. Characteristics of good training
objectives.

b. Exercises. .

4. Assignment: Participants are to read
the material in class and complete
Exercise 2-1, at the end of the
assignment.

.
%

5. Answers to the questions will be
discussed wheneveryone hiS completed
the assignment. /)

,

.

6. Have participants begin reading ,

assignment. Allow 15-20 minutes.
,.

7. Discuss the results of Exercise 2-1,
provide fee as necessary.

8. Summarize the key points regarding
the writing of objectives.

. r
.

a. Objectives are written to reflect
the skills and knowledges

tasks identi-required to perform t
. fied as training requirements.

2-4 ,



DETAILED LESSON PLAN
.

Lapsed
Time

.
.

Support
IsPaterialS/Notes-ttistructional Events , 4

',,.

(

-

.

.

b. Three pants of a. well-stated

objective. .

1) Given (conditfon)=under
which the action must be

performed.

, 2)' Action--what the trainee is

.
to do. .

3) Standards--by which the

.action will be judged.

-III. Summary. Summarize the steps taken to

t.paining objectives.derive sound

A. Establish whether .the need for training

is indicated.]

B. Determine trainee capabilities.

,

, C. Perf Yob Task AAtlyses:
i

4 1. Breakdown the job into tasks.
,

,

. .
,

2. Breakdown tasks into steps. -

3, Identify skills and knowledges
required to do each,task.

/
, ,

D. Derive training requirements by
subtraetind incoming skills/knowledges
from those required to do-the job. The .

remainder constitute the training
.

.
requirements, i.e., training is, provided

.
.only for tlIpse skills/knowledges trainees

Overhead-2-1
-%--

.

#
-.,

.

, ,

'Overhead 2-2
.

_

. .

.

.

.

.,
.

'

.

Exercise 2-2
[See note on
Exercise 2-2.]

,

.

.

i _

,

need and do not currently possess.

. .

E. Write training objectives.
.

.

IV., Review the requirements for Exercise.2-2.

(Optional) -,

A. NOTE: If possible, the participants
should develop one set of training

.objectives to be mastered by their

students. These objgtives can be
---derived from the backgrovhd materials

they'have.brought trith.them to the -

workshop:'

(
2-5 ,

4
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r DETAILED LESSON PLAN..

Lapsed
Time

.

.

. -
_ ' Instructional Event;

Support
Materials/Notes

2'

.

.

.

. .

"

.

.

,'

.

.

.

.

.

.

B. Indicate that each person is expected to
prepare the following products for the

water plant course he/she currently
teaches, on which they have the back- ,

ground infdrmation.
. .

. ,

1. A cOmolete,listing of training Objec-

tives to bt accomplished by their

students&
,

' -27 All objectives are to be written. it,

. three-part format. .,
. .

-17 Indicate that there is ktwo-hour time
limit for this exercise.

..__D;-- Explain that the instructor e avail-

able as resource persons.
.

.

E. Reviewexerciseproducts when completed.

,,

``-,6
,

.

-

, .

*-
, -

. .. ,
.

. /-
2

.
,

.

_

.
.

. _
.

t .

.

.
.

.

.

.

.

i-

.

_.

,

-..

.-.

.

,

.

.

0

.

.

,.

.

.

.

.

.,

.

\\

.

.

..

.

'
o

.

,

;

e

I

.

d-

.

..

4
<
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a

. Answers for ExerCi se

. .._ _ _

OTVEN(S)

Good.

--klUTIoNs(s)

Poor
STANDAR4D (S)

' , OBJECTIVE Poor Good -Good oor'
a

1. Upon completion of this assign=
merit, participants will under-
stand how to write. training

objectives with ,a 'minimum of
errors. 2

.

X' .w

.

.

)(

Poor

Verb

Choice

.

X

"Minims

Undefir

Term

2. Given a 10*.ble handwritten
draft of a report, trainee win
type the report without error.^r,
at a minimum of 20 pages per

. day.
iik ".

.

0 - .

X

___

.

.
.

'

-

'

X
.

,

.

)(

Poor
Verb
Choice

. X

X

.

---il

3. For a given list of chemicals,

students will be, aware .of the
MCLs for each.

.

,.. , .
.

,

-.. .

4.- Trainee's wi 1 1 . perform the
correct tests for inorganic-
chemical s. . .

li. 4 Ar-
. ,

X .

No Con-

di ti on

Given

X

1

.

.

X

No

tanday
Given ..

._ ,

5.- Using a nephelometric turbidi-
. meter* trainees will demon-
V strate hoyrto test for N

$ turbidity by accurately
'fol 1 owing ,the- standard

- 0 operating mocedure.
...

. ,

X

...-

.-.

me

'X _

,

X-

2-7 SO
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Answers for Exercise 2-1
Page Two

. ,

6. Select two of the objectives from Exercise 2-3 with a "poor" rating on
one or more parts, and rewrite them inAhe.correct form. of a training
objective.

.)

. Write-a training objective to refleCt the operator task "replace vafve
seal."

0,2

,

fi

81
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1.`

Self-Instructional Reading #1

Training Objectives

We all have shared the experience of being a student. This is an

important perspective to keep in mind when developing training courses.
Think baCk to those courses you have taken where there was ea misunder-

stand-Mg as to what the instructor wanted from the stubents. The

instructor lectured on one thing and tested on another. Or remember the

1_ course you sighed up for because it sounded like.4t would be beneficial.

Halfway through it, however, you found yourself heading in the opposite
direction from .where you had intended to go. The course had no clear

_goal or _Purpose. _

These and other similir problems you have encountereeas students

are the problems you, as instructional designers, should strive to avoid.

You must establish early, for the students and yourself, a clear under-
standing of where the training is going. and what is expected of all con7

cerned.

One way to approach this type of situation is to perform a 'task

analysis of the job, and derive the training requirements. With this

information' in hand, you can begin writing clear statements of what.the
student should be able ta do when the training completed. These

statements should heflecf"lhe skills and knowl edges' requireW-15'perform

tasks identified in the task analysis. They also should be written,to

clearly Spdcify what the student! is to do, under what Conditions, and how !

hls/her performance is to be judged. These statements .are course objec-

tives and, if written in terms of what the studeRWs to do, tily are
training objectives.

-I(
It is important to establish training objectives early iri the'zidevel- 10

opmental process. Remember that it' is the student who must benefit from,

the course: You may also wish to write objectives for the instfsuctor

that grill specify what he/she is to.accomplish within the- time fraMeof

'the course. t
Examples° of instructor objectives might be to demonstrate the fold

lowing procedures: (1) sampling for turbidity, (2) sampling for colfforr

bacteria, etc. These types of objectives are for the instructor'si_bene-

fit only and should be included in the lesson plans. ° Your primary

emphasis, however, should be on wri_Ong tdood training objectives for your

students, stated is terms of whatrthle student will be able to do, at the

end of training.

4

Training objectives are beneficial in that they:.

-1. Establish clear-cut instructor- and student goals.

2, Provide a firm basis for devel-opment of performance measures

(tests).

44. ,

. 3. Permit _Selection of the -mast- suitable instructional tech-
.

niques; 4
r iy.;e0
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Self-Instruction Reading #1
Page. Two '

In order for a training objective to fulfill those expectations, it
must consist of three parts. The three parts. of a well-stated training
objective are:

.

1. The Action (or behavior)--what the student is'to do.
a

2. The Givenwhat th,e,- student will be given to facilitate
his/her action.

The Standard--hdvii.we-11.- and how quickly the student has to doit.
1

You can use these three parts as., guidelines for writing training
'objectives by making yourself as chart similar to the one found
Figure 1.

4

7

.Figure 1. Sample Matrix for Use When
Writing Training Objectives

',Chen, faking ea,ch task, as yourself the fol.lotyi,ng questions:
e s

gr,

ACTIQNS

1.: What has tote done?

2'. Can this be done,in class? ...
: 6 :...

iv . .

.'ottl itscannot, what is the rieit-best stude t activity
'4,
that'? Will _ approximate this eXperien e? (e.g.,

-..' practice sessions at a water plant4. 1

,i., 0 .
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Self-Instruction Reading #1

Page Three

GIVENS . 4.- What do I have to provide for the- student to assure

that he/she can perform the action?

STANDARDS 5. How well does the action have to be performed?

(e.g., with no errors, or within five minutes).

Fill, in the chart with the answers to these questions. When you join

all the information together, ,you will have a.training objective for that

task.

Now'let's .look at each individual part of a well-,§tated'training

objective. .

GIVEN ACTION'

A sample of five
tasks of a water
plant operator.

Studentmill,write
a training objective
for each task.'

STANDARD

Within 20 minutes,
with all three
elements present7-the
given, the action,

and the standard.

Action
.

. .

An instructor-cannot read the mind of the trainee to see.how Well .,

.he /she understands. 'Only through some observable activity of the trainee

'can thalextent of his/her knowledge or,skill be measured: Therefore, the

"actin part of the Objective should specifically state what the trainee

must do, to td demonstrate Ais/her..)earning. The objectiye should be

stated so that everyone k'nows what the trainee must learn to meet the

objective. ,
( -.

,

.

.

.In ordee to specifically state what' the trainee should be able to' do

a 4the end or training, you must use4the"' proper verbsaction verbs.

-.01//
xamples of action verbs are: 'Solve,. compare, adjust, label,, etc.. (See-

Thble 1.) Using action verbs recces ambigUity. For example, "Know how,

to use a'35mm slide.projectoe)7,1% an ambiguous objective. It can be

.
interpreted in man ways. One/per.son may feel that the tratqee's reciting

the operating procedure for, the slide projector indicates .knowledge.

Xnother personmay say that the trainee should be'able to actually operate

the projector. Unless you specify tfainee behavior with an action verb,

he/she-may learn something other than'what- you intended.

.. .

. '

.

The verbs you select shOuld reflect actions that are observable,,

measurable; verifiable,- and reliable, They should not be open to inter-7,

prefation. For example, it is difficua to objectively measure- or verify

how much someone enjoys or 'understands-something. Avoid using such verbs

. ,
0.

,101,
- 8z)



Self- Instructional Reading #1
rag Four

SIMPLE

associate
give a Word for
identify
indicate
label

match
mate
name.

repeat

reply

respond
say

specify

Table 1

Suggested Action Verbs

activate.

adjust

align
close
copy

open
I operate

pick up

pull

cite

copy
enumerate
itemize

letter /

Choose
coMpare
contrast.
couple
.decide

(dis)assemble push -list detect
(dis)connect
draw

remove quote.

record
differentiite

-discern
duplicate ,

,replace

rotate reiterate distinguish
grasp set repeat divide'
insert slide reproduce isolate
lift signal (re)state judge
load stencil tabulate pick
locate tighten tralsci-lbe ,retognize
loosen trace type select
.manipulate tune write 4
measure .

move .

Turn off-on
twist

a

allocate.,

arrange
assign

characterize'
categorize
caripsue
classify
collect
compile
file

grade

group
fndex

inventory
mate .

order
rank '

rote

sort

9

anticipate
calculate
calibrate
check
compute
condlude
convert
coordinate
correct-,
deduce
define -
demonstrate
determine
diagram
equate
estimate

evaluate,
examine
expect'

explain

extrapolate
figure

foresee
generalize
illustrate'
infer
interpolate
interpret

monitor
organige
plan

predict
prescribe
program
project
schedule

\ translate
:'verify

'COMPLEX

Ate
accommodate
adapt

adjust to
analyze
compose
contrive
construct
correlate
create
desl'gn

develop
devise
diagnose
discover
find a way
invent
realize.

reason
resolve
study
synthesize
think through
troubleshoot'

0

.1°

This list, is provIded as a guide, and is not to be considered all-inclusive..

i.

-86



Self - Instruction. Reading #1

Page Five

when writing objectives. Instead, use the best possible action verbs that

satisfy the general.criteri!a of being observable, measurable, etc., and-

that are appropriate to the task, performance and training measurements.'

Think of some other examples of "good"' verbs to use when stattng,

training objectives, and think of some other "pobr" verbs you .should avoid

using.' Write three ,examples of each under their appropriate heading.

Compare your examples with those food in Table 1 'on page il'of this

reading assignment.

"GOOD" VEILS. "POOR" VERBS

.1.

2.

3.

Ideally, the outcome behavior of your objective will be the same as

the job behavior (skill or knowledge you identified. as a training.require-

ment). If job behavior involves filling out Form A, the objective's , .

action should involve an opportunity to fill out Form A. The objectija'

will allow trainees to practice job behaviors in a supervised learning

environment. %

What about those job behaviors which cannot be duplideted in the

. training environment because of safety, economic reasons,, or other

practical considerations? For .example, one job, behavior requiN of

astronauts might be to "walk around on the moon for extended. peri68 of

'time Without harming themselves, or damaging their equipment.". Clearly, it

is impossible to exactly duplicate the behbvior in.training. In cases-

such, as this, the principle to be remembered i's: The resulting .training

behavior should be'is closejas possible to the job behavior. One way,to

solve the astronaut's training predicament is l.o determine the conditions

of the training environment, and,state the training objectiveS as,follows:

"Given a simulated moon environment7 5pace. suit, etc.,i-

the astronaut will wan around for. . .

Job-related objectives for training new operatOrs may include:
.

1. From a flow,diagram of a treatment plant,, determine the number

of inlet and outlet pumps.

2. From a list of common water contamiDants, check those which

;re ineligible for an exemption from SDWA'requirements.

8"
.

s

.r

Niik

di

o .
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Self - Instructional Reading #1

Page Six

/
.

3. For turbidity and microbiologicals, write the number of moni-
toring samples required by the SDWA per month for a water
treatment plant' serving 10,000 people:

Givens

As you have seen in the three previous examples, there is a-need to
clearly state the limits and/or conditions of trainees' performance when
writing training objectives. To help you determine the conditions to set".
for your objectives, you must consider a number of things." For example ,

has the trainee had prior experience or straining? What materials or
equipment will the trainee'have to work with? Can he/she select tools to
be used, or use notes taken on t subject? In the "givens" portion of
,the objective you must specify the objects, events, human behavior.
words, or symbols which gill be pr sented.to the trainee atthe time that
they are to perform. You will be ett4ng,the stage fo trainees' perform-
ance'and you will want the stage t resemble,the jab Onditions as much as
possible. 1

Goa keep in nd when wri. ing ,the "-givens artof an objective
are: .

r

State t e conditions imposed upon the student (e.g., Given a
list of verbs, trainee will check those which are, action..
verbs.)

,

2. Establish the working conditions (e.g., Using available
NTOTC resources, prepare a one7hour unit of instruction on
writing behavioral objectives.)

.1.

3. Don't overu'e the word "given;" use variations (e.g., From a
specified list of verbs, trainee will select those which are

action verbs.) -

.
a

WhieWof the,fol.lowing are examples cOntaining clearly stated condl-
tions?

a.

'1. Givena chemical formula, students will calculate the proper
...

propOrtions of the reactants.
'

2: Us ing only the six tools in .a. specified, tool box, trainees
will xrpair a high speed pump,

3. Given enough time, students will learn to 'appreciate the
importance of meeting the standard's MCLs' set -by .PA.

.4. Trainees 1?11 complete Form,Awithin fivd minutes.

88



Self-Iristructional Reading #1

Page Seven

The first two are '.examples of clearly identifiable conditions (or

jiMits) =imposed -Opo'ng tile trainees. Number three, "Given enough

timg. is such a vague .statement that it denies the imposition of

'any conditions or limits. The fourth statement does constitute a limit

but. cannot to be considered .a condition to be imposed upon the trainees.

It is not samething,the trainees have to work 'with, but a constraint, to

.perform withim-or a goal to reach.: The -fourth example illustrates the

third part of an objectivethe standard.

.c

Standard

The third requirement for a well-prepared objective is a clearly

stated (or clearly implted) ,standard of performance. The standard of

performance is. designed to measure how well the trainee Icerforms the
specified acton(s). The criteria for standar'ds are 'that, they be both

compete and accurate.

When writing objectives, you must ktermine which type of standards

the trainees 411 have to meet. Six types of standards are summarized

for you in Table 2:, 4 - -

When writing -standards, try to measure the behavior as .objectively

as possible.. It is much easieto determine if trainees are meeting the
standards if the resultfng'behaviors can be observed and verified (quan-

tified) by another instructor, student supervisor, .etc. Examples of

verifiable standards' are:

1. From,a list of 30 Common water pollutants, identify those six
for which maximum contaminant levels have not been estab-

lished by EPA.
t* ,

2. Perform the ive.steps of the chldrine residual test proce-
dure in the correct sequence without error, within ten min-

utes.

A- 'There are times when the actions' to. be measured are subjective and

difficult to evaluate. You,illnot be' able to verify iestandard for

'these situations. Examples of these are: "maintain positiveworking

relations with tIpervisors,"-. or "answer -'customer complaints

courteously." Since these actions result in ambiguous objectives,' it.is

t.J.suggested that you try to, avoid such action 'statements. Verify your

standards wherever possible.

.

, .

go



Self-Instructional Reading #1
Page Eight

, .

Table 2

Types of Standards

DESCRIBE STANDARDS BY:

1.: Referring to;a standard
regulation or operating
procedure.'

2. Implii.ng the standard of NO-
ERROR.

3. Specifying,mintmum acceptable
level of performance,

4. Specifking.time requirements.

EXAMPLE:

T. Using available lab facilities,
operator will perform analysis
bystandard methods for alkalin-
ity-and pH.

2. Given a list of chemical feeds,
operator Will correctlyIden-
tify the function of each.

111410

3. Operator w1.11 be able to recite,
from memory, five of the eight
major provisions of-the Primary
Regulations of the SDWA.

4. Given the flow rate for a treat-.
menf.plant and a low chlorine
reading, trainee will compute
the amount of liquid chlorine to
be added to bring the system to -

a given standard. Computations
must be completed within three
minutes.

Operaeor will'perform routine
maintenance and inspections once
each day:

5. Specifying. rate of production. 5.

6. Specifying qualitative require-' 6.
_ments.

at

Operator will maintain good pub-
lic relatibnS with the customers
served. Publit relations will
be considered good if the fol-
lowing conditions are present
over a six-month period:

.:1) no customer complaints.
ro

(b) no .adverse media reports,
etc.

ee,

I-

U

a.
C

de



Self-Instructional Reading #1

Page Nine

For4esch of the following job conditions, specify the standard-to use.

-(Refer back to Table. 2, page 8 for, the various types of standards.)

CONDITIONS QF JOB . STANDARD(S) OF JOB,

1., Comp/ex procedures for which 1.,

/ definite regulations are pre-
scribed bylaw.

2. Any activity when tine is a .2.

critic41 factor.

3. Usins formulas- or procedures 3.

wh.tch the results are

dependenc.uponoomplefe,
accuracy.

The answers you should have chosen'are: 1) standard regulation or'

operating procedures, 2) time requirements, and 3) no error. If you chose

these' answers, good for you. 4If you-did.zgl,t1,,reread the section on stand-
ards and/or -discuss yqur answers with .the initruclor during the discussion

isessionlAthich will follow this assignment.

Now tWat the basic principles underlying the preparation of training
objectives have been reviewed,you should check your undrstanding of those

.principle3 by performing.Exerciie 2-1 on the next two pages. We will review

:( your,answersP when all participants 'have completed the exerciise.

-

.44

.$.

4

/

I

e

e

.$

4,

41.

f.
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Exercise 2-1

. .. :----670D7---
Good Poor

ACTTORCY
Good 'oor

STANDARDI-ST
Good Poor

.

, osururvr-

1.
.

Upon:ComPletiogkof this assign-
ment, participants will under..7

stand. how to write training
`objectives with .a minimum of
errors.

.

, .

.

.

.

.

,

.

.

,

'2.

..'draft

, -
. . .

Given a legible hindWritten
of a report, trainee will

type the report without error=
at a minimum Of .2a pages per

day.

C-

.

...

,

3.

.

For a given list of chemicals,
students will be aware of the
MCLs for each.

. .

.

.

,..

,

0

.

,

...

.

.

,

%

.
,

,

.

-

.

,

..

1

,

4.
, , r -

Trainees will perform the ,

correct tests for inorganic
chemicals.,

. .' . .

4

,

'

.

.

5. Using a'nephelometric turbisti-
Meter; 'rainees will demon-

strate how4to-test for .

turbidity by accurately
following the standard
operati,ng procedure. .

. ,
, .

.

--

,

.
"

.
.

-

s

.

4

s

6. 0

S

I
V

f4.2t-

.

.

I.
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E4ercise 2-1

Page. Tiro

6. Select two of the 'objectives from Exercise 2-3 with a "poor" rating on
One or more parts, and rewrite them'in the correct form.of a traA,Oltg,

'objectivq.
Ls

7. WriN te a training objective to reflect the operator task "replace valve

seal."

"st

4

to

o

T.

f.

f.

e

*" *

,

A.

a

c,
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.

.

THREE PARTS OF A GOOD TRAINING OBJECTIVE:

GIVEN

S

Where is the trainee to
. perform the,action?

and .

,What equipment or aids
will be given-to assist,

any?:.; .

0

;40

4 4 .
.

0.

4 .

.

*V

g

;
a

s

O

ACTION

What is the trainee to^do?.
0

=

_

[a.
derived from task
description.

b o btvable.
4

o

-o* ; o

-ti T
". *

C:
o&.

o

Overhead 2r1

STANDARD

How well is the action
to be performed?

a.' how fast?

b. 1-wwiaccurately?

0

,
o . 410 i . ;

..

&WM&
. .

4 , 4. :'
16 i V 4

. it ' ..6 6 :34..0 .D*.c,, .

. . . i. `r *. 4 ; 4 st :4. u,,,' . i
lif . * ' 411;''..4 .6 .0 . /

a 4e. ) ' : ., s 4 . ow N. .... . v....,....., . . ot 4, m ,

' : 4 . ,.,
.

4
: , .0. to Ilk

4

6 .

.t. ;1 4 '
- .

FMC rco,

469

6
.

'
40;:;:

-
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Overheid1r2
3

t.

96.

-

°

4.

1.)

. UN IT SUICINTIARYn ESTABLISRING OBJECTIVES,.. I

ti

ESTABLISH THE NEED FOR TRAINING. '.
-- 1 .. . .

6

% 1 V 4 '

9
69

1 d7 o

O i o

14.'DETRIVIINE3RAINEE SKILLS AND.KNEOL EDGES.
. .

-,,
. , . ,

. , .

0 0' 4

a Ig
.0

/t ,
1 r.

I. ar t

3: -DETERMINE JOB,REQUIREMEN.TS (TASK -ANALYSIS)
, , 0 / ,

, e es
. , ° g tt, 0 a l * .".' 1 i , .t.' .

4
1

s

a 13 BREAK JOB INTO IASKS.i-i ..
.. ...,,

.., . -. ,... . ..-

a , , . °;$ y
.,....1 , ...

.
. "04 '

0
. *

- ' :
04 ft

4.6
a 6 % ,

., 0
$ '. ;b.1.1DENTI FY SKI US ANO KNOWLEDGES.

4.

.' ''' *ten '..o ,g . .
.

. . ° ,". . ..
t

'::1" S; .

r ° ° 0 °

. ..
4I It . ii

'1.

-

I .

0

4. DETERf4INE WHAT SKILLS AND KNOWLE DGTS ARE.

T0 BE TRAINED. TRAINING REQUiREME11t)

5. WRITE'TRAI:NING..OBJECTIVES.

1 .

7

' ,
.

.01 a. 40
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NOTE :-

t

g. EXERCISE 2-2, INSTRUCTIONS
+a ft

.

?
. .

The purpose, of this. exercise is to live the participants an

opportunity to write training objectives for- their, own courses. In

preparation for thsis,, the workshop announcement should request that
they bring background materials on any/all of topics in'\.Water plant
operations they currently teach. These can be used as starting
oints far the individuals, and can also be .used for discussln among

t e gnotip. ..- . . -

,. 74k,
. . .:

nstructi o s

\, .

Given -Your knowledge of the. plant operators whom you ,train in you.i.

Area, and the background materials you have brought with you, it should be .

possible for \you fo define the training required for your operators.

.Remember" the equation you use to 'identify training requirements:

X =0JOb performance requirements
, -Y = nit ri ng ,sk ill s/knowledges of trainees

f-- Ira i ling requirements ,

. -

Task

Your task is to develop. a set of training. objectiwes for a course/
leson yob Currently teach. These objectives will be derived. from the
specific tasks you know must be performed by the water plant operator,
and your own perce tiers of:the existing skills/knowledget of plant
operators in your rea.

Exercise Product:

10 A complete st of trai ni obj-e es to bp accomplished in the

. coursenesson'you have chosien. 'Al bjec en

the three:part foewat of I11 N, ACTION. and STANDARD.

2. A course outline showing how you will sequence those objectives,
with delivery time assigned to each instructional activity leading
tostudents' achievement of the objective.

Time:

*you have hour(s) to .Complete this exercise. (A function of Ain*

available and the number of objectives that you desire to have prepared.)

. -



LESSON TITLE: .

, Lesson'3. Sources of Operator Training Materials 40

PURPOSE:

1. To familiarize participants with the various types of resource considerati9n1 which
must Ele made in the design of an instructional program.

2.. To familiarize participants with the procedures for acquiring water quality educe-
-tional materials from NTOTC's, IRIS and IRC programs.

. .

. .
TRAINING OBJECTIVE

GIVEN: ,_ .

1. & 2. Following a lecture/dis"cussion of the various dimensions of instructional

resources. /

. .

"

.
.

.
.... ,

.
.

-
. .

. .....:

. . _ .

ACTION: . .
.. .

1. Participants will review resources available fof. use in the development of watei-

plant operator training.
. ,

2. Identify the source locItions of training programs, videotapeg and .slides and the

. procedures fol' obtaining them.

. .

.

f

$

do

STANDARD:

1. Participantg' will make optional use ofavailable resources. They will not plan to

use resources which are not available, nor will theyfail to use resources which

areavailable which are appropriate for water plant operator training.

2. Participants will cite the correct locations and procedures for Opining instruc-
tional materials with 100% accuracyl.

/ *
. .

.

, .1

3-1

. ±



'INSTRUCTIONAL TECHNIQUES:

1. Lecture/Discussion
2. Demonstration

PARTICIPANT MATERIAL:
1. Participant's Handbook

2. Handouts:

INSTRUCTIONAL MATERIAL:
1. ' Overhead transparencies/projector

2. Handouts:
a. EPA course- descriptions a. EPA course descriptions
b. NTOTC course offerings b. NTOTC course offerings

-

c. NTOTC packaged course listings c. NTOTC pacgaged. course' listings
d. Basic Instructor Training d. Basic -Instructor Training

Materials MateHals
e. Drake University nstructor e. Drake Uni've?sity Instructor

*Training Manuals Training Manual
f. NTOTC IRC Ca logue f. NTOTC IRC Catalogue
g. NTOTC IRIS ser's Guides g. NTOTC IRIS User's Guides

REFERENCES

TIME:

1 to 2 hours

41.

ACTIVITIES:

1. Lecture/Discussion
2. Demonstration

3-298
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...
s

INSTRUCTIONAL EVENTS .

I. EARLY STAGE

Instructor preentation reviewing instructional resources to be considered prior

to preparation Of training materials and instructor.lecture detailing the pro- -

cedure for:

1. Accessing:information in IRIS.

2. Accessing materials in IRC.

V

II. INTERMEDIATE STAGE 41\

I. Instructor lead discussion di each instructional resource, to expand and complete

the itemization of resources. -

2. Inttructor lead demonstrations of accessing IRIS, and IRC information.

III. FINAL STAGE
7

1. Participants will use the instructional -respurees itemdzed to determine the"'
available-resources for developtng materials for operator fraining.

2. Participants will be able to search IRIS for information and identify locations,'

constraints and procedures for obtaining water plant operatdr_training instruc-

tional materials.
I

es

4
(
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DEtAILEO LESSON PLAN

Lapsed
Time

. .

Itructional Events ,ns,
\Support

Materials/Notes

.

/

,

le

:

.

..

.

.

-

. .

.

.

.

I.

4

,

II.

.._

.

Introduction.
.

.

A. Explain that ill the instructional devel-
. opment steps taken thus far haverresulted

. in completed swcifications for the
intended training course.

. '

B. Before actual.preparation of materials

begins, atrainer should carefully review
his/her resources to determine if there
are ways to shorten development time or .

t i h thereth are lto of
4c
deermne whether ere arac o

resources which will act as constraints
upon development.

.

C. Review bf resource at this time will per-
mit modifications to_the training speci-
ficati6ns.

D. In this unit, we will review various .

dimensions of resources to identify those
which may help or hinder training dexel- .

opment, as well as -specific resources .'

.

'

(

.

.

. .

Overhead 3 =1

.

Overhead 3-2
.

,

.

.

.

. , - .

. ,

,

.
.

.

I

s

,

-

which may aid development.

Development'. (This section can be conducted
either as a lecture or as a group discussion,
dependtnpon time 'available.)

A. Briefly review the checkpet of dimens-
ions to be considered on Overhead 3-1.

t

B. Explain that each of these dimensions -
will be considered briefly and individ-
ually. .

1. Time. Encourage participants to make
notes on the overhead i67their book
as each topic is discussed,L
a. Development time. Is it short'

(30-45 days) or lorig? Impacts on
the type of materials you can
prepare.

b. Course length. Total hours

short or long? 4 hours or_40
hours. - . -

. ..

- ,

.

ti 100 1-4

r

4



DETAILED LESSO.1\1_PLAN

Lapsed
Time

--,
,

astructional Events
Support

Materials/Notes.L,

.1

,

.

r

,

.

__

....

.

_

.

.

.

..

.

.

.

.

.

./

.

2.

-.

.

.

.

c. Class, schedule. How
,

are classes

'divided? One per week, two con-

secutive days? Retention factor

to be considered.
4

d. Class time. How lOag is a single

class? One. hour, two hours? HOw

much material can you anticipate

covering in one class?

e. Ask if there are other time con-)

straints and add to list.-

NCost. Have class review erhead

4 .

,
.

Overhead 3-3\

J

.

.

.

.

,

.

.

.

: ,

.

1. ,

..

--

.*

.

.

.

qk

.

c---

f

.

n

.

.

.

.

3-3.
'**

a. Development budget. How much

doney for:

. 0 1) Personnel support for devel-

opment.

.

, 2) Audiovisbal development.

b. Capital expenses. Is there money

fore:
.

1) Purchase of video ,tapes/

--;', equipmeht?

2) Films. .

3), Slide/tapes.
.

4) Audiovisual equipment.

.

. 5) Demonstration equipment.

c. Maintenance expense$.
.

1)' Replacing expendables such as

. glassware in alab course,

,
, forms, projector bulbs,

- reagents, test kits, etc.

6, 2). Fees foi. guest lecturers.

3). Ftlm/equi,pment rentals.
' -1

, .



DETAILED LESSON PLAN

Lapsed
Time

,
in'structional Events

Support .

' Materials/Notes

I.,

.

.

...

.

.

..

.

.

,

.

,

,

.

.

.

,

,
4) Transportation for field

trips.
...

. ' .

3. Development/Instructional Staff.

,
,

.

Overhead 3-4

)

.

t

.

,

- .

Overhead 3-5
A

.

.

,-.

. . ,

,v.

.
.

Overhead 3-6
.

'

. .

.

.

,

'

.

°

a

Review Ovtrhead 374.1

a. Development staff.
.

1) How many are available to
work on preparing materials?

.

How long do you have?

, 2) What are their respective
areas'of expertise?

b. Instructional staff..
. .

.

1) Affiliation. Do you have
instructors on state staff,

k vocational schools, universi-
ties, Regional offices, AWWA,
RWA, consulting engineers,
water plant personnel.

. .

.

-2) Number." How many are avail-
able, and .when? . .

,..:-.

3) Expertise. ,Whb is best at
.whap ,

4. instructional Facilities/Equipment.
Review Overhead 3-5.

.

,

1
a. Location. Will it be far from ,

trainee popul'ation? Will this
im2act on breaks, starting/quit-
ting times.

.

, .

b. Phytica)l characteristics. Size,

seating, lighting, temperature ..

and noise control. .

.
,

,c. Equipment. ,Screen, p.rojectors,

projector tables, outlets, window
blip s, -lab equipment, vent fan; ,,

,atc.

.

5.. .Pre-Develo ed aterials. ,

A
. .

a. Completed courses;

3-*-6 10
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DETAILED LESSON PLAN

Lapsed
Time

2 .
instructional Events. .-.

,

Support
Materials/Notes

.

:

,

.

.

.4

4-.

, -

_

.

.

.

.

.

. 1) EPA-sponsored course. Refer

.

parlicipants to Handout 3-1,
explain that the Handout con:

tains information about each

of the six EPA-Aeloped

.
courses and is present for

their review for possible
referepce to state training.
Have pqrticipants look over
the handout for a few minutes

and answer any qaestions that
. Nay arise, .

. .

- 2) Indicatrttratttrere is a

national storehouse of
water/wastewater training

. resources operatd by EPA and

../
located in Cincinnati, called

the National Training and
Operational Technology Center

(NTOTC).1- ...,

. s
a) Establish the number of

people aware of NTOTC and

fts operations.

.

b) Briefly list NTOTC ser-

vices in the area of

traihin,

.

. Provides training.

. Develops courses and.

- materials.

.

Handout 3-1

. .

.
.

,

, .

.
.

.

Overhead 3-7

'

.-

,

-

,

/

.

Overhead 3-8

.

,

.

.

,.

4

.

.

.

,

.

.

_,

,

.

.

1

4-
.

NOTE: Requests fortNTOTC materials referenced

should be made directly to: .

National Trainjng and Operational Technology

Center ,
.

Office of Water Program Operations
U.S. Environmental Protection Agency

Cincinnati, OH 45268 .

Phone: 513/684-7503

Miss Eileen Hopewell
.

Allow sufficient time for delivery of

materials. .., .

.
. .

.

ti

3-7

,



DETAILED LESSON LAN 1

Lapsed
Time

,

, Instructional Events
Support

Materials/Notes

.

.

.

.

.

.

.

.

.

.

P

,

.

.

,

.

.

.

.

...

.

,

. .

.

,

.

.
. Reviews and stores

water/wastewater docu-
ments related to

_ training. "%

.

. Maintains a lending
library of instruc-

s.

tional materials and
dimea.,

.

c) Indicatethat each of
these services may be

_valuable to each trainer
at one time or another
and that we shatl rev-iew

each briefly.

3) NT.OTCraining Courses.
.A

a) Conducted primarily on-
. silte in .Cincinnati. .

../ .

b) Distribute catalog of
. current course offerings.

Indicate tbat'dates,
content, and cost is .

presented for each
course.

,,

4). NTOTC Development of
Courses. -

..
.

. a) Distribute a listing of
NTOTC-developed courses
which are available to
water/wastewater ,

trainers.

b) Distribute the materials
from the current Instruc-
for Development curse
being developed.lv.NTOTC.

. (The Basic Instructor
Training CourSe.)

k

..

'

.

.

_
NTOTC Course
catalogs

0

,

NTOTC Course

listings. ,

.

Basic

Instructor
Training
Manuals.

2

#

.

. .

*
.

.

..

.

.

. ,
.

3-8
04
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DETATLEDNLESSONI 'PLAN

44

Lapsed
Time .

Instructional Events -
Support

Materials/Notes '

.

V '''''

t.,-

.

. _

.

i

ti

1.

.

.

..

.

_

.
.

. .

.

.

.

.

.

..

,

t .'

.

.

.

.

.

5)

.

-

. .

.Indicate that an advanced

Instructor Training
course was developed
under NTOTC.by Drake Uni-

. varsity and-forms4eart of
the workshop references.

ii

.d) Course development is an

ongoing activity at
TONTC.

Provide a brief description

of IRIS.,

a) Name: Instructional

Resources Information
System (IRIS).

b) Is an information base
containing current pollu-

tion control trraning and
'educational materials.

c). Can provide trainers with
a search for available
materials in a given sib-

. ject area, abstracts of
potentially useful docu-

meats for review, access
to audiovisual materials,
arid much more.

.
.

d) Explain that information
from IRIS maybe
obtained through either'
an abstract or a full
document. (Overhead 4
3-10).

.

e) Explain that the full
coj,lection of IRIS

Abstracts are' available:

Drake

University
Instructor
Training
Manual .

_

. _
.

.

OverheadV3-9

.

.

- .

...,

P.

Overhead 3-10

.

.

.

Overhead.3-11

---_,

,

.

I

. on Microfiche ('3x5"
sheet of'acetate film
requiring a reading

, ,machine many-of which
are available at state
offices, public or
`university libraries).

. . .

3-9 0
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DETAILED LESSON PLAN

Lapsed
Time Instruction'iTE,ents

'

Support.
Materials/Kotes

.

.

.

.

- .

.

.

.

.

J.

.

.

-

.

.

.

.

1

.

".

,

.

-

.

'

.

.

.

.

.

..

.

.

...

. . asa bound 'document,
:or .

.

. on computer
..

tape,
.

::: .,,,

f '-Each of these forms. of .

IRIS may be obtained from
ERIC/SMEAC fbr nominal

, charges as_ indicated on

Overhead 3-11

g) If you do not want to
,

search the IRIS abstracts
for educational materials
pertaining to d particu-
lar subject, ERIC/SMEAC
will conduct a computer

. search of the IRIS files
upon written request,
charging only for ,

computer time.

h) Urlain vii information
is pulled Out of a

i- document.t

._ . .

i)' whati) Explain what s include'd

in the DecriptiVe
Summary. .

.

(.---
j.) Explain the locations of Overhead

the information'on a ,
-.

. ' -

computer printout.

k) A search of. IRIS

Abstracts will give you .

.5n idea of which docu-
ments may be helpful inments

developing operator
, training. If yDu now
want to read the full
document based ypon what,
you have read in,the "
abstract; the" full don--
ment may be obained

from: ,

- '

.

.

.. College librarles
. ,

.

.

.

.
.

\ -,

.

Overhead 3-12

, .

Overhead 3-13

.-
.

,

,.

Overhead 3-14
f

Overhead 3-15

.- ..

.

,

3-16 ,

.- .

Overhead 3-17 '

''

. .

.

.

.
,

.

.

.

,

.

)

.

_

",

.

. 3-10-
.10G
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DETAILED LESSON PLAN

Lapsed
Time

Instructional Events
Support

y Materi4s/Notes

,

..

..

1.

.

.

.

70.

.

e

.

.

,

.

.

/

.

.

.

.

..

,

.

.

.

I.

-

. .

-,C

I

l

.

.

..

.2r,

.
.

i

t

.

.

'

.

,

.

,

&

.

.

.

f
.

!

.

z

.

.

.

,,

.

.

.

.

4

.

.

r

,

.

.

0

.

.

..

-

.

,

'

.

,

.

'

.

. .

-

.

..
. . .UIC/SMEAC

.

InsteuctiJ

onal,Resources
Center (IRC) of NTOTC
(a description of IRC ,

follows):
.

. or from the source

% referenced in the IRIS
Abstract. (In.many

.
cases he only place I ,

copyrighted materials
can be obtained, other, .

than public or school.
libraris.)
.

1) Notice that iTstruc-
tional materials that
have accompanying audio-
visual.materialg are .

available,only.thi-ough
1RC.or theisourcp . .

refgrenced in IRIS..

m) .Review -exactly what-is -

' witilabit frorktfiese -

soUces .and. their costs

s indica.ted'on Overhead

ii- 3-17.;
. . , ,

< ..

.ni Distribute IRC Lending
Library Catalogs.
(AyaiTable fi-om NTOTC-IRC

at no46harbe) and explain
Ift.borrowinOduplicatin
procedures.. Briefly
review catalog entries. .

1 Page V- -Table of .

Contents: types of AVs
.

available:

.

.

. InclUdes numerical
index,,and descriptive ,-

abstracts.
.

. Page 77 Duplication 4

,and loan information.

.
.

.

.

./

.

.

,'
,

.. -t...-

,

-

.
.

-

...-

0.-

.

.... .
-

. . ,

Overhead 4-18

.

. .

.

,

,

. .

.

,---
1

IRC Catalog.

. . .

-

.. ,
..

.

. .

o

t

.

.

_

t

A

-

.

4

_

t. 3-11 10.7

A

ti



-fr DETAILED LESSON PLAN

Lapsed
Time

N

-Instructional Events
Support

Materials/Notes

.

.'Page 8174oan reqUests.

o) Answer any questions
regarding NTOTC, IRIS OR

);RC.

c. Other pre-developed materials

,
1) Manufacturersof,equipment,

or products._

2) Textbooks, programmed .

instructional materials:

6. Resources.

.a. Review Overhead 3-19.

b. Water plants. Osed for perform-

ance testing, field 'trips, job.:

related instructfons.

c. yo-tech .schools. Check for

related programs, courjsr...,..mate-.

rials.

d. Libraries. Public, school,
univehity, libraries. may have
texts, etc. of use in materials ,

'preparation.

e. Trainees. Some trainees may be
counted on to provide small group

instruction.

f. Environmental Training Centers
are available in many states.

III. Summary.

A. Before actually beginning preparation of
courses, carefully assess all resources
which may Significantly reduce develop-
ment time or influence the specifications
you have written for training.

B. Remind participants-of the resources
available through EPA Headqurteri and the
Regional Office.

4

3-12 1 o

Overhead 1;19
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INSTRUCTIONAL MATERIALS

Lesson 3. Sources of Operator Training Materials
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I

_

*..

1

Overhead 3-1

4

-,)

INSTRUCTIONAL AND DEVELOPMENTAL
RESOURCES CHECKLIST

,

V

TIME

COST
-..

DEVELOPMENT STAFF

INSFRUC1 TONAL STAFF

INSTRUCTIONAL FACILITIESIEOUIPMEN1

PRE- DEVELOPED MATERIALS
s

COMMUNITY RESOURCES

''.
k. 144

I

,



CLASS TIME\ .
OTHER TIME CONSTRAINTS,



t.'

4

4*.

1

A

.,

-,,

Overhead 3 -3

o

./
COST

l

DEVELOPMENT BUDGET
,,

4

- CAPITAL EXPENSES

MAINTENANCE EXPENSES

I

44

vas

.

r

r

T

41.
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DEVELOPMENT STAFF

NUMBER

EXPERTISE

It

INSTRUCTIONAL STAFF

AFFILIATION

NUMBER

EXPERTISE

.-/ i"

113

4.;

4
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) i Overhead 3-5
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OP'

.

.

INSTRUCTIONAL FACILITIES/EQUIPMENT

'.=,

. .. ....FACILITY LOCATION

PHYSICAL CHARACTERISTICS OF FACILITY
.....

FACILITY EQUIPMENT

-

.1

111

.>
-i..---
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S.

PREDEVELOPED MATERIALS

COMPLETE COURSES

AUDIO VISUALS

OTHER

5 ,

Overhead 3-6
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M OFFICE OF WATER SIPPLY COURSES
( HANDOUT 31 .

41

Tills of
Course

Intended
Audience

Length No. of Course
_Components.

Visual Aids No. of Units -

.
Pre-Test
Post-Test

.
Pre-Course
Activities

Equipment Objectives
N

Instructional
Methods'

,....: _..
,01001011raPnY

End of Course
Evaluation

,

Principles
and
Practices
of Water
Supply
Operations

Water
Supply
Operators

100 Hrs. 3-instructor's
Manual
Solutions
Manual
Student
Handbook

Slide/Tapes
.

5 Volumes
Vi - 4 Modules
V2-10 Modules
V3- 9 Modules
V4- 5 Modules
V5- 3 Sectioris

No
,

Unknown

k

. .

Yes (Wliai,
. Wnknown)

ill

.

Yes Unknown

----

e ''''- ,

Yes Unknown

i/ 't"

Sanitary
Surveys of
NonCorn: .

munity
Water
Supplies.

State and
Local
Agency
Personnel

5 Days
,

2-Instructor's
Manual
Participant's
Handbook

16mm Movie
35mm Slidei
Overheads
(Diagrams
Maps)

- 14

-
.

Yes
.

.

Yes-
Logistics
Checklist'
Provided

.

.

Check List
Provided
(Lab
Equipment)

Yes

it
.

-Demonstration
-Lecture/

Discussion
.-Role.Play

.

No

.

Yes
,

Methods
for tpe
Determine-
tion of
Chemical.
Contaminants
In Drinking
Water

Chemists,
Lab

,Technicians

.

.

5 Days

.

,

2-Instructors
Manual
Participant's
Handbook

SlidefTepes
lts-nm.Movie
Overheads '

Video
Cassettes

.

rf;
-

c .

.,

at Yes
. ,

Yes-
Well
Documented

Extensive
Lab -
Equipment

'

.,

Yes -Lecture/
Discussion

"-Demonstrations
-Group . .

Participation
-,Laboratory

Practice

.

...

Each
Unit Lists
References

.

".

Yes

' ---

.

.

.

tor

fi

ff

117

A

0.0
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A

SIX OFFICE Of-WATER SUPPLY COURSES
( HANDOUT 3 -1,, CONTINUED )

.10

Title of
Course

Intended .. Length No. of Course Visual Aids No. of Units PntTest
Post-Tut

Pre-Cour0
Activities

. -1
Equipment Objectives

Inetruitional
%idiots r OtbitoSraPhY

End of Cour"
Eveluatien

I

Variances
and
Exenytions

..
1

.

Stale and
Regional
Water.
Supply
Officers

24 Days

,

2Instructor's
Mahual
Partippant's
Handbook

,

.

Overheads
Transparencies

.

i
. -

4

6

k

k

Yes
PreTest
Only .0

Yes
'

Yes
Orecklist
Provided

.e.

Yes
.

Lectoir;
-Group
/ Disckssion

Exercises-.,
Case StOdies
Problem

. Solving
Role,Pley

Yes

q
i

Public
Notification

..,

.....

State and
Regional
Water
Supply
Officers

2 Days 2Instructor's
Manual ,

Participant's
Handbook

Overhead
Transparencies

_

4 Yes
PreTest
Only

Yes

...

Yes
Checklist
Provided

Yes Lecture
Group

Discussion
Performance

Application,
Self Study
Case Studies

S
No

'

Yes

Weser
System
Operators
Seminar

Water
System
Operators

2 Oays 2Instructor's
Guide

'Student
Handbook

3 Slide/Tape
PrIsentations

9 Yes
for 4
0

,.

Yes Yes
Checklist
Provided

Yes
Measur
able
Out comes

J
IS

Lecture/
Oiseussion

Demonstration
Workshops
Problern, --,

Solving,

Each
Unit has
Selected
References

..

-

.

Nom

-

113

I
0

o
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NTOTC

National Training
and

Operational Techriblogy Center

e-

Overhead 3-7
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Overhead 3-8

te

NTOTC SERVICES

PROVIDESTRAINING 4

DEVELOPS TRAINING COURSES AND,MATE IALS.

MAINTAINS WATER/WASTEWATER DOCUMENT*
STORAGE AND R ETA IEVACSYSTEM'

MAINTAINSMAINTAINS LENDING LIBRARY OF INSTRUCTIONAL/
MATERIALS

*5 4

121'

1

.4
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1- .

1.

...

,10

IRIS

0

Water Quality

Instructional Resources
Information System

s.

/

Isd

/
Overhead 3-9

...

.
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FULL DOCUMENT

ABSTRACT

/
. s

r

DATA FILE

1 09 r)...,,

e..

1

Overhead 3-10

.../.....

/

.

1.-



it

.

a

17

r

v

FULL COLLECTION OF

IRIS ABSTRACTS AVAILABLE:

ON MICROFICHE
ERIC/SMEAC, AT NOMINAL CHARGE

AS A BOUND DOCUMENT-
ERIC/SMEAC, ESTIMATED COST $15

COMPUTER TA0E-
PIC/SMEAC,.COST NOT
YET DETERMINED.

t.
124

.

Overhead 3-11
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ERIC! EAC

EduCational Resources Infc*mation Center!
Science, Mathematics- and Environmental

Education Clearinghouse.
O

Address: 1200 Chambers Road,,Room 310
Columbus,f0hio. 43212

Phone: (61:4) 422-6717
:

4

125

o

Overhead 3-12
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Overhead 3-13

SEARCH 0 IRIS FILE

WITH PRINTED OUTPUT:

ERIC/SMEAC- .

FEE CHARGED FOR COMPUTER TIME

USER LOCATION(

1



Overhead 3-14

if ABSTRACT CONTAINS THE FOLLOWING INFORMATION:

INSTITUTION WHERE PREPARED

SPONSORING AGENCY

.,.
AVAILABLE SOURCE

DESCRIPTOR WORDS

DESCRIPTI.VE SUMMArlY

IDENTIFIER WORDS

NUMBER OF PAGES

.c

TITLE

PUBLICATION DATE

AUTHOR (S)

IRIS

ti



O

V

r

DESCRIPTIVE SUMMARY OF INSTRUCTIONAL
DOCUMENTS CONTAINS:

SUBJECT AREA

TARGET POPULATION

GRADE LEVEL

SPECIFIC OBJECTIVES

MAJOR TOPICS

INSTRUCTIONAL METHODS

SUPPLEMENTARY ACTIVITIES

41.

Overhead '3715



. Overhead 3-16

.

IRIS ABSTRACT

EW 736120 ED 107998

PUBLICATION DATE: [751

TITLE: An Analysis of the Waste Water Treatment Maintenante
Meo(anic Occupation.

AUTHOR;Clark, Anthony B. And Others

NO. OF PAGES: 101 'pages

INSTITUTION NAME: Ohio State Dept. of Edu'cation, Columbus.
Div. of Vocational Education; Ohio State Univ., Columbus.
Trade and Industrial Education Instructional Materials Lab.

SPONSORING A NCY NAME: Office of Education (DHEW),
Washington, D.C.

AVAILABLE FROM: EDRS Price MF-$0.76 HC:$5.70 PLUS POSTAGE

DESCRIPTOR: Communication Skills; *EnvironMental °

-Technicians: *Job Analysis; Knowledge Level;**Occupational °

Information: Safety; Sanitation; Skill Analysis; Skill .

Development: *Task Analysis; Task Performance; Work Attitudes

I DENT! F I ER. *Waste Water Treatment Mechanics °

The general purpose of the occupational analysis is to provide
workable, basic information dealing with the many and varied duties
performed in the waste water treatment mechanics occupation. The
document opens with a brief introduction followed bya job
description.. The bulk of the document is presented in table form.
Twelve-duties are broken down into a number of tasks and for each
task a tw*page table is presented, showing on the first page: tools,
equipMent, materials, objects acted upon; performance knowledge
(related also to decisions, cues and errors); safety-hazard; and on the
second page: science; mathnumber systems; and communications
jperforrpance mobs, examples, and skills and concepts). The duties
include. pe(rforitia;:er: screenings and comminuting; grit removal;
pumping; flow m ement; pretreatment by chemical addition;
coagulation and flocculation; sedimentation; sludge wasting and
digestion; biological decomposition via activated sludge, trickling
filters, and oxidation lagoons; and chlorination. The document
concludes with three appendixes covering work attitudes and desir-
able personal characteristics, a list of standard tools, and 40 pages of
items used in wastewater treatment. (BP)

O

I

129

w,
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Overhead

1:
°

ALL DOCUMENTS THAT HAVE NO COPYRIGHT RESTRICTIONS,
MAY BEOBTAINED FROO: -

ERIC LOCATIONS TYPICALLY COLLEGE LIBRARIES'

ERIC/SIVIE0AC

ON MICROFICHE p0M.INAL CHARGE:
1 0

PHOTOCOPY S1.00 PER TITLE PLUS.S.03/PAGE
(NO AV)

0 e
la'

. IRC.
t

°
e

PRINTED COPYWITH-AV's LENDING LlaRARY-,
NO VIARGE

0

o

a

AV's ONLY VIDEOTAPES, DUPLJCATED FREE wrTH

BLANK TAPE9
0

6

SLIDE PROGAAMS, DUPLICATED FOR

FEE.

9 SOURC REF.ErIENCEp INI4E-.IRIS-A14STRACT.
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COMMUNITY RESOURCES

WATER PLANTS

VOCATIONAL /TECHNICAL SCHOOL

LIBRARIES

TRAINEES AS INSTRUCTORS.

. .

AREit ENVIRONMENTAL TRAINING CENTERS

3

132
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LESSON TITLE:-

(1
Lesson 4.- Selecting nstructional Me, ods

PURPOSE:

1. To explain the Criteria for optimallequencfng of criterion objective

2. To review: 1) the basic elements of any learning situation, and 2) comMbh
instructional methods; including definitions, applications and limitations of

each.

b

TRAINING OBJECTIVE : ,

Grt/EN: z _
, 7

T. A list of sample criterion objectlives

. a
v

2.. Examples of training situations. .

.
,

3. Examples Of unitslcif instruction. ,

4: The trainingeWives prepared in Lesson 2.
.

.

. .

.

.

v. .

.

.

.

ACTION: *
)

-.....,)

1. ' Parliftipants willearrange objectives in proper sequence. ..

.... -:. . e'. .

2. Participants will prescribe correct instructional merods to facilitate learning.facilitate

.

.

. .

, .

_ .

. ,

-
0 s ?

...

-
,

.

.
.

STANDARD:
.

.

1., Objectiveswill.be sequenced to optimize learning. .

2. Methods chosen will be appropriate for the objectives to be achieved and

responsitp_sitsuational constraints.

.
r.

. \ '

.

\ 4 . _.

-

i 1 . ,

.

1

4-1

133
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4 :s

(
O

INSTRUCTIONAL TECHNIQUES:

1. Lecture/Overheads
2. Group discussion
3. Performance /Application

irARTICIPANT MATERIAL:

Participant' s Handbook

REFERENCES:

TIME:

2 hburs.

JNSTRUCTIONAL MATERIAL:

14 Overhead projector
2. Overhead transparencies
a. Chalkboard and chalk

ACTIVITIES;

1. Lecture/Overheads .

2. Individual 'exerti,se/ReviewV

r

r4,1.34,
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MN,

4

01

4

4 .

INSTRUCTIONAL EVENTS ,

. ;

I. EARLY STS GE ;. (-
. .

1. Brief instructor lecture describing generalprinciples of sequencing behavioral

objectives to optimize learning.

2. Lecture describing the elements of learning and wayt-to manipulate them to

optimize- learning.
.. ,_. .

.,
.

_ .

1

4.b. .

1 .
...

- .

IL INTERME IATE STAGE
.

.
.

.

1. Application sequencing principles to a limited number of objectives in an

iQdividual exe se.
, ' I

i . t
0

2. Participants will apply principles of selecting instructional methods to .'

hypothetical training situations.

G
v

.
.

J ..

......a.

III. FINAL STAGE
-

. _
Training teams will: .

1. Sequence heir training objectives.
.:

4

2: Select instructional methods for tite for each of-ttra objectives.

4,.. .. .
. -

,
.

.

. .
V.

.. N. _ - .

_ .

.4-3



DETALED LESSON PLAN

Lapse
Time

d
I til EsInstructional '. "

Support
Materials/Notes

/

fi

.
.

,

.

I. . Introduction.

,

A. Background

1. 'Explain why sequencing objectives is
important.

a.____Because learning takes place over
a period of time, you must

.consider the sequence in which
students go through codrse
material- materials.

b. Provides students with a logical
order to follow in completing the

.activities necessary for knowl-
,

edges and skill development.

c. Some knowledges and skills are
prerequisites for others:
Example: One must be able to add

.

,

.

.

.

.

.

.

before one can multiply.

II. Development.

A. Sequencing objectives.
4

1. There is a logical development of
knowledge and skills. Major consid-
eratiOns are:

a. Determine which skills and/or
knowledges are prerequisites to:
performance. Example: ability

. to make metric conversions must
precede the actual calculation of
MCLs. .

.

, , b. These become your enabling objec-
1 tives, which must be achieved

before criterion (or overall)
t objectives.

2. Sequence objectives to reflect task

AS. performance: %

r .
a. Example 1. Task of getting

dressed in morning: "Take

shqwer" Odective precedes "Put
. on shoes" objective.

. .-

1,0

136



,DETAILED LESSON PLAN

LapsedTime
. . Instructional Events

Support

Nhaedah/Notes

....-

.

.

.

-

.

. -

b. Example 2. Task of training

//
Overhead 4-1

.

. .

Exercise 4-1
-

.

-design: "Determine training
requirements" objective precedes

tha't of "write" objectives.

3. Other factors that may determine
Sequencing of objectives:

a. Need an objective that will gain
'student interest early in the

lesson. ,-

b. Need to give students an overview
of. the. subject.

,
.

. . .

c: Need for student success early in

the course.

4. General Guidelines for Sequencing

0bjectives. - . .

a. Begin with objectives that

teach common elements.
.

b. Assure that prerequisite
'Skills and knowledge are
covered early.

c. Arrange'the enabling objec-
tives inthe same sequence as
their'pe*rformance on the job

or task.
. ..

d. Group objectives into homoge-
eneous blocks of instruction

.
on the basis of the similar-
ity of behaviors involved.

e. Consider "pace" of learning
and motivational state of

participant. Discuss with

participants. .

5. Briefly review
_

"why" and "how" of

Jsequencing objectives. Ask for
question/comments before exercise.

6. Have participanturn to- exercise .

4-1. Instruct them to read the

directions completeand c the exercise.

, 4-5 . 137
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DETAILED LESSON PLAN.

Lapsed
Time

.

instructional Events Support
Materials/Notes

.

-.

---

,

.

'

.

.

.

440

.

,

.

.

B.

.

.

Allow about 5 minutes. Go over the
answers to the exercis Upon com- .

pletion of the review the exer-
cise, ask the class fo questions
and /or answers.

,
.

,

Instructional Methods.

'

.

4

.

Overhead 4-2

Overhead 4-3

.

b

.

.

.

A

.

,

1. Let's take a closer look at the
methods and media that can be used
to optimiie learning:. The terms
methods and media are often used
interchangeably, but they are not
synonymous. The basic' differences
are:.

a. Method is the procedure or pro-
test for .attaining an objecti've.

b. Media are means by which the pro-
.

cedure or process is expretsed.

Example:. Air travel is a method
of getting fron one place to
another. Some of the means by
which this method of travel is
realized are jet plane, helicop-.
ter, balloon, or dirigible.
These man be thou,ght of as the
media by which air travel is

... . ,,

expressed,
.

c. The contrast between the concepts
of method and media can, be seen

-in Overhead 4-12.

d. The four instructional methods we
will cover here are:

.

1) Lecture.
. ..

2) Demonstration.
.,

,..

, . .

. 3) ,Discussion. .
.

.

4) Performance. ,

t

el
4-6 13.8



DETAILED LESSON PLAI

Lapsed
Time -

Instructional. Events
.

Supi)ort
Material /Notes

,

s

.

.

.

,

:

(

.

.

.

,

.

--

.

.

.

e.

f.

,

CoLtmon questions asked about these

instructional methods are:

1) How is-it defined?

2) 'Where ii it appropriate?,

3) What and its limitations?
.

4) What are the guidelines for its'
use?

. ;

5) How can its effectiveness be

evaluated?

We will answer each of these ques-
tions for the four methods to be I

discussed. ,

.
,

1) Lecture'Method.

-Overhead 4-4

.

,

--

Overhead4-5

.

.

.

,

Overhead 4-6

..

..

.

Overhead 4-7

,

.

a) Definition.

.

b) Applications.
.

c) Limitations.

d) Guideliftes.

e), Effectiveness
.

,
Evaluation. ,

,

.

2) Demonstration Method.

, .

a) Definition.

b) Applications.

'c) Limitations.
4

40 Guidelines.
A .

e) Effectiveness
Evaluation.

3) Discussion Method.

a) ;Definition.

b) :Applications.

139
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DETAILED LESSON PLAN'

Lapsed
Time

i

Instructional Events / .

. .

Support
Materials /Notes

.

.

,

.

.

.

.

.

.

.

.

c

c) Limitations.

d) -Guidelines.
s

-.
. t

.

e) Effectiveness

Evaluation%

. _

4) Performance Method. / \Overhead4

,

,

.

k

-8

,

.

,

.

. .

.
.

----'''

,

.

Exercise 4-2

.

.

....

.

,

.

.

,

.' A

. a) Definition.
.

.b) Applica4qns, ,

-.. . ,

c) Limitations.
,

d) Guidelines.

,

e)` Effectiveness .

Evaluation.

d. This course, fgr ex mple, uses
all four methods, n cyclical
fashion.- With each skill intro-
duced, we begin with a- brief .

Lecture, or group Dis4ossion,
then a Demonstration, or a
practice exercise, and ,finally
you are asked to apply learned
principles to developing actual
instruction, which is Perform-
ance. .

10. Briefly review material covered in
this section.

QUESTION: Is everyone clear on the .

.
distinctions between the four
methods, and their uses?

11. Individual Eiercise. All partici-
pants should turn to Exercise 4-2 irr
Participant's Handbook and answer the
questions there. This will take no
more than five minutes. When
finished, we'll discuss.

,

1

. -

..

.

4-8 140
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Answers for Exercise 4-1

1. DIRECTIONS: 1 The following are behavioral objectives related to

changing a tire. Sequence them :as you would if- you were preparing a

lesson on changing a tire.

,,Sequence them by placing the Numbe'r? "1' by the objective which. should

appear first; the Number "2" by the one which would appear second; etc.

Be'prepared to explain why you sequenced the objectives as you did.

(NOTE: For the sake of brevity only the performance part of .the objec-
tive is listed.). f-

Student will be able,to:
4.1

5 Demonstrate how to elevate the car for removal of the flat tire
usinTa tire jack.

11 Close' trunk.

7. Demonstrate removing the wheels.

1 Open the trunk and remove the .spare and other necessary items.
7

3 Remove the hubcap with a.screwdriver.
,

2 , Block wheels with wood blocks from trunk._

9 _LoWer the car and remove the'jack.,

10 Place tools, blocks, and flat tire in trunk..

6 Remove the lug nuts.

8 Mount the sipAe tire.

4 Loosen lug nuts.

2. DIRECTIONS Group the objectives below into the units in which they
or sequenceshould be taught. NOTE: Some ob4ectives may ot group

logically; find those that do.

1 A. Open and close intake valve.

I 2 B."Troupleshoot intake pumps.

3 C. Adjust flow of chlorine.'

3 D. Perform chlorinetresidual test.

E. Troubleshoot distribution system pumps.(k.2

1 F. Open and close distributiori system valves.

2* G. Write maintenance work orders. *po44ibte

W. Backwash filter bed.

4-9 141 .
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Answers for Exercise 4-2

DIRECTIONS: In each situation described below, check () those' methods
which are most appropriate fo produce effective learning.

I. To teach someone the basic provisions ofthe SDWA.

a. Lecture

b, Discussion

c. Demonstration,

d. Performance

2. To assure that water suppliers learn how to reptace a pump seal.

a. Lecture

1). Discussion

- c. Demonstration

d. Performance

3. Instructing a group,of water suppliers in exploring possible tecti-
niques to use in generating an implementation plan to meet the
requirements of the SDWA.

a. Lecture

b. Discussion

c. Demonstration

d. Performance

4. Teaching a laboratory technician the steps necessary the 'perform-
,

ance of a nitrate test.

a. Lecture

b. Discussion

c. Demonstration

d. Perfofmance

142-10



Answers to Exercise 4-2
Page Two .

5, To assure that water suppliers are aware of the public notification
procedures required by the SDWA.

a. Lecture

b. Discussion

c. DeTstration

d. Performance

r.

-

\

F

1

V

(

4-1A
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iikgs.,FOR
SEQUENCING OBJECTIVES

Overhead 4-1

1. BEGINWITH OBJECTIVES CONTAINING COMMON ELEMENTS..

- Rio

41-

2. !..)kASigkE,THAT-,P°REREQUISITE SKIGLLS AND KNOWLEDGES

ARE COVEREDEARLY.

;6sf0 °
.

# , re
ARRANGE THE CON INOl\T TASK OBJECTIVES IN THE
SAME SEQUENCE0AS THEIR PETIF4RMADIPE'ON THE JOB.

A r ;
e

4. GROUP. OBJECTIVES INTO HOMOGENEOUS' BLOCKS OF

INSTRUCTION ON THE BASIS Of Tq SIMILARITY OF
BEHAVIORS` INVOLVED. '`'/\ ' .:

. .

5. CONSIDER PACE OF LEARNING AND IMPLIED PARTICIPANT

TO'

145 4./
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EXERCISE 4-1

1. DIRECTIONS:, The following are behavioral objectives related to
changing a tire, Sequence, them as you would if you were preparing', a
lesson on changing a tire.

Sequence ttkem by placing the Number "1" by the objective which 'S'hould

appear f rst; the Number "2" by the one which would appear second; etc.
- Be prepared to explain why you sequenced the nbjectiveg' as you did.

. (NOTE: For the sake of brevity only the! performance part, of the. objec-
tive is listed.)

Student will .be able to:

Demonstrate how to elevate the car,for removal of the flat tire
using a tire jack.

Close trunk.

Demonstrate removing the wheels.

Open the trunk and remove the spare and-other necessary items.

Remove the hubcap with a screwdriver.

Block wheels withlwood blocks from trunk.

Lower the.car and remove the jack.

Place tools, blocks, and flat tire in trunk.

Remove the lug nuts.
AC.

Mount the spare tire.

Loosen lug nuts.

'VS

2. DtRECTLORS: Group the objectifies below into the unfts, in which they
should be taught. Some objectives may not group /or sequence logically;
find those that do.

A. Open and close intake val.ve.

B. Troubleshoot intake 'pumps.

G. Adjust, flow of chlorine.

D. Perform chlorine residual test.

E. Troubleshoot distribution system pumps.

F. Nen and close distribution system -valves.

G. Write maintenance work orders.

146H. Backwash filter bed.

r-



Overhead 4,-2

SOME BASIC DIFFERENCES

BETWEEN METHODS AND MEDIA

..-.

METHODS MEDIA

A procedure or process for attaining an objective. A channel of communication.

- ,
Same method may be expressed by severer

*
different media.

Includes hardware, such as projectors, screens,

. tape recorders, etc.

Examples: The demonstration method may - Includes software, such as filmf,;)xis, computer

be conveyed on videotape, film,
or audio tape. '

programs.

Same medium may be isetiste.convey several-methods.

Programmed" elf-instructional 1 0 .

. method may be conveyed by various Example: A single motion picture may present
media, ranging from motion various methods, such as a demonstration, a

pictures to textbooks.. . lecture or programmed selfinstructional
. material.

.
.

r- 147
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V

INSTRUCTIONAL- METHODS

Lecture

Demonstration

Discussion.

POrforinance

14$

A

*

Overhead 4 -3
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r. 4

COMMON QUESTIONS REGARDING

INSTRUCTIONAL METHODS

What Is It ?

Where Is It Appropriate ?

What "Are Its Limitations ?
r.4

What Ire The Guidelines For'

Its Use
4

How'Can, Its 'Effectiveness 'Be'

At

Evaluated ? -
.5

Overhead 4-4

4

8

It

414,%



1
LECTURE METHOD

- Overhead 4-5

DEFINITION: A discourse giveofiefore a class or an audience for instructional purposes.

..--1
, What are the Guidelines for Use?

Prepare an outline or plan in advance.

Organize the material into meaningful topics to' promote understanding.

Use visual-aids td express abstract concepts or to show relationships.
. .

Allovotime fora question and answer period to clarify points of confusion.

I

.

.

-

ti

.
, °

How cliri its Effectiveness be Evaluated?
. .

Direct questioning.

4 r

Check tests. ,
-

_

. Assume from performance or demonstration.
. 0 .

Where is it Appropriate?
. :. . . .

Early stage of learning. .

0 ,

Use in a formal course or in field-training condition.
. ..

..
Uie if time is short and many ideas must be presented. -

.

Uself number onnitructdrs 4 limited and an instructor is responsible
for a large number of students. ,

.
4 .

a Use with all types of courses.

.

.

. \What are its-Limitations? ,

<'. , 0 .

r Limits student participation. The lecture can become a "telling session"
for the instructor. t

,

:CheCking student learning prior to testing is difficult.
. .

Student Intention and interest' may wander. '-. .
, 4 , - , 1.. - 4. t

.

.71.
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DEMONSTRATION METHOD

.

. Overhead 4-6

DEFINITION: An accurate portrayal of the precise actions necessary to perform
skills or processes.

.Where is it Appropriate?

Use with on-the-jobrcourse, a formal course or field-training condition.

' Most useful in teaching motor skills, simple manual skills or processes, and
foreign languages or other vekal chains.

N To set the standard of performance.
..---

e To focus attention upon basic procedures.

To provide overviews or set goals of instruction.
.

,

.

.

,-

What are its Limitations?
. ,

The demonstrator must be a skilled performer who is able to verbally explain
each step being demonstrated. This may require many hours of practice.

. ,

Since the student does not perform DURING a demonstration, it is difficult
to evaluate the student's learning. q

,,

What are the Guidelines for Use?

Have an expert perform the demonstration using actual equipment or
apparatus the student will use on the job.

Simultaneously provide a simple explanation of the ongoing'procedure
as it is being performed, Tell the "why" as well as "what" is being performed.
Point out the critical aspects of the procedure.

Provide repetition of complex operations.
. S

re
O. Immediately follow by suIpervised practice. If immediate practice is not

feasible, ask student to verbally describe the performance or process.

,..

How can its Effectiveness be Evaluated? . .

. .
Direct questioning

Performance . , .

.
.heck test .

.C
.

51 . .
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DISCUSSION METHOD

Overhead 4-7

DEFINITION: Interaction between students and/or an instructor in order to analyze,
explore, aQd /or debate an issue, topic, or problem.

Where is it Appropriate?

Intermediate and final stages of learning.

Use in formal course or field-training conditions.

Use as an extension of existing knowledge or to clarify and amplify
familiar material.

Use when students must learn to identify and solve problems, and to frame
-their own decisiohs.

Use when students need to be exposed to a variety of approaches, interpretations,
and personalities.

Use when teamwork isoeeded.

What are its Limitations?

--Time-consuming and limited by class size.

Requires that participants have sufficient background so thatthey can talk
about subject.

Avoid using group discussions in early stages of learning when new material is
being introduced, since students are new and inexperienced in the topic area.

What are.the Guidelines for Use?

. Know the subject matter to be discussed.

Verbally outline the specific problem or issue or provide a case study of the
situation to be read prior4o the discussion.

Call upon indiiiduals to clarify, analyze, and summarize.

Guide the discussion; do not, lecture!

Be patient with group's slow progress to understanding.

Be alert to group's tendency to wander.

Use the Socratic approach.

Make sure all students participate.

How can its Effectiveness be Evaluated?

- Direct observation.

Check test.

152
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Overhead 4-8

PERFORMANCE METHOD

DEFINITION: Student practices, performs, and applies, under controlled conditions
and close supervision, the skills or knowledges which have been
previously explained and demonstrated.

Where is it Appropriate?

Intermediate and final stages of learning.

Use in on-the-job courses, formal course, and field-training conditions.

Td permit the student to apply learning to actual situations.

To allow practice with job-similar conditions, under supervision and guidance.

For verbal learning, probleM solving or rule using, performance may be
recitation, a written report, cast in a case study, or take the form of role-playing
exercises.

.

What are its Limitations?

It is time-consuming because students must be given the opportunity to
practice until they reach proficiency.' ---..

,

May require special 'facilities and equipment which may be expensive and
difficult to obtain. Once obtained, equipment must be constantly maintained.

. Usually requires a higher student/instructor ratio than other methods of instruction.

Role-playing may be discomforting for some students.

What are the Guidelines for Use?

Plan student skill development from the simple to the complex.

. Provide explicit instructions for the student to follow when he is practicing.

Provide safety precautions for the protection of the student and equipment.

Set up realistic work problems, degree of realism may vary with stage of learning.
...

.. .

Skill in group dynamics required to manage role-playing exercises.

How can its Effectiveness be Evaluated?

Group critique.

.. Direct observation.. -.... -...

,,EvalUate written product's. .

153
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EXERCISE 4-2

DIRECTIONS:, In each situation described below, check () those me
which are most appropriate'to produce effective learning.

1. To teach someone the basic provisions of the SDWA.

a. Lecture

b. Discussion

c. Demonstration

d. Performance

4

thods

2. To assure that water suppliers learn how to replace a pump .seal

a. LectUre

b. Discussion

c. 'Demonstration

d. Performance

3. Instructing'a group of water suppliers in ex;loring possible tech-
niques to use in generating an implementation plan to meet the
requirements of the SDWA.

a. Lecture

b. Discussion

c. Demonstration

d. Performance

4. Teaching a laboratory technician the steps necessary in the perform-
ance of a nitrate test.

a. Lecture

b. Discussion

c. Demonstration

d. Performance

154
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Exercise 4-2

Page, Two

47-

5. To assure that water suppliers are aware of the publid notification

procedures required by the SDWA..

a. Lecture

b. 'Discussion

c. Demonstration

d. Performance

155
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LESSON TITLE:

Lesson 5. Selecting InstructiOnal Media

PURPOSE:

To provide' participants. with definitions of and the criteria for the use of
various types of media.

TRAINING OBJECTIVE

GIVEN:

1. A list of sample criterion objectives.

/

2 Examples of training situations.
.

3. ExamOjes of units of instructions.

Training objectives; prepared in Lesson 2.

5 0

ACTION:

1. Participants will select .media to be used in specific applications.

2. Participants will vedify what media is indicated.

STANDARD:

1. Media chosen will be appropriate to the objective and responsiye to situational
constraints.

Will meet all of thtstandards set-in the lesson.

156
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1

INSTRUCTIONAL TECHNIQUES:

1. Lecture/Overheads
2. Group discussion
3. Performance/Application

PARTICIPANT MATERIAL:

Partici'pant's Handbook

INSTRUCTIONAL MATERIAL:

1..Overhead projector
2. Overhead transparencies
31 Chalkboard and chalk

TIME:

2 hours

ACTIVITIES:

1. Lecture/Overheads
2. Individual exercise/Review

157
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INSTRUCTIONAL EVENTS

I. EARLY STAGE

1. Lecture on general principles for choosing instructional media to optimize
learning will be described. .

- -
2. Lecture wtth overheads presenting definitions of and criteria 'for the use of

various types of media. . _ ,..
z4v

A

II. INTERMEDIATE STAGE ,

491w
Participants wilh-perform individual exercise in which they will have to
choose the best medium for various instructional situations.

III. ,FINAL STAGE

Training teams will:

Specify media for, use for each of the objectives. of

4,
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DETAILED LESSON PLAN

Lapsed
Time

#

. - -,
-, (

Instructional Events . Supporig
Materials/Nates

.

.

.

.

-

. .

,

%

;
,

.

.

.

.

.

.

.

.

I.

.

.

.

.

.

Introduction. :.

. , .

A.' Selecting Instructional Media. .
,

- ,

, .

1. You have learned about how learning
takes place, and the,dilferent
methods of instruction appropriate to
different types. and stages of
learning. It is not easy for the
instructor alone to always be stimu-
lating and motivating. -The instruc-
for can help facilitate student

learning by using:4e vari us types
of media available.

2. , What are megiar
,

a. An instructional medium is a
channel of communication. .Media

_

9

.

.

Overhead 5-1

.

.

. A..

,

.

.

include hardware Such as
projectors and tape recorders, as
well as software such as films
and tapes.
, . .

b. Instructional media, whAtever the
form, serve only one purpote--
they are vehicles for transmis-
sion of skills an knowledges.

a. Why use media?
.

. ,

a. Common instructor comments:
,

.
1) "Slide/tape presentations are

,

boring. They put the stu-
dents and me to sleep."

. .

. "Films are to much rouble.
, * Those projectors'Wever work

,,

. right. They are a waste of
t'time since I already oyered

the material in the
' lecture."

.

.

3) Other examples.

b. Explain why instructors should
use media.

. .

.
,

.

159
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DETAILED LESSON PLAN

Lapsed
Time

navns ,Instructional - Events
, Support

Materials/Notes

.

.

0,

. .

.

.

,

k.

,

.,

.

1) Effectiveness cif teaching can

be increased by appealing to
more than one sense at a

time.
.

2) We retain (learn well enough

. to use later) approki-

, matey:

a) 10% of what we READ.

r- b) 20% of what we HEAR.

c). 30% of what we SEE.

3) We remember approximately 50%
of what we 'both SEE and
HEAR.

4) Some things cannot be
understood clearly unless
they are SEEN. (Examples* to

f

be discjssed later in this

section.)
.

5) We retain approximately, 70%

of what we SAY.

6) We retain approximately 90%

, 'of what we DO.and SAY.
,

4. What are the-types of media
available? .

0

a. The five types of media involve

the student to varying degrees
on an "active/passive continuum.
Handout 5-1. .

4
7

. -1). Point put continuum on over-

head.

.

r

Overhead 5-2

,

.

.

II

.

.

.

.

Handout 5-1

.

-

ors

,

.

*

.

,

.

2), Explain what is meant by

"active" and "passive."

.

,
,

a) aitive-J-total active

Wolvemenedde to the
great interaction .

between students and
. medium.

160
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DETAILED LESSON PLAN;

Lapse
T \ Instructional Events

5.
.

, Support
Matgriak/Notes

.

\.

4

.

,'

,

.

.

.

.

.

-

....-

.

.

5.

. .

.

.

b) passive--student merely 1

hears.and /or observes
the message.

.
0

b. Read names and definitions of
five types, as found on Handout
5-1.

c. Examples of fivet3%pes and
subcategories.

, 1) Indic &te that tutorial media
011 seldom be used in '

training water plant
. operators.

2) Will be primarily concerned

with. ,

.

dia) Print media.
.

b) Visual aids.

- c) Transient,rnedia.

More detail on each type of media and
subcategories is contained In Handout
5-2. Can use these materials as job
aids later. '4,

a. Assess instructional conditidns
to determiAe the need for media.

.

1) Ideally, trainees should
acquire new skillsl.inder ,

_ conditions and with equipment
which are identical to those

' they will encounter .on lthe
job. The use of actual job

_
conditions fOr training, how-
ver, is not always
feasible.

2) Whenever the use of al

conditions isn't feasibl ),
you will develop subStitute
situations. For example, you
might use a film to demon-
strate a procedure, use a

,

.

.

%

.

Overhead,5-3

-

....

l/ --'-----\

Handout 5-2
(Job Aid #1)

,

,

.,

.

.

.4.

.

N

.

.

4,

.

.
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DETAILED LESSON PLAN

La sea
Time

- instructional Events
Support

Materials/Notes

4
,

.

.

.

.,.

,

.

,
--e-

t

.

.
.

,

';

.

<

.

,

-

-

.,_

.

-

S.

.

,

.

..

,,

series of photographs or
,,... . -drawings. to show the steps in

assembling a piece oe'equip-

,

ment. These substitutes

.
which bridge the gap between

training and performance, are

_called media.

, . . ,

3) Convey abstract 7sages.

.
..., b. You should use media to provide

substitute conditions if, you have'-

a serious problem with any- of

these _cons iderat ions.

.., .

1) C o stg:-.1i

,
2) Sg:ty .

, ......i

3)- Resour.ces.

.

6. Which medium to chootk-se?, .

.,-.
."

.
,v.'. a. ',Now that you have determined the

. need for media, you must decide

. whi ch most rappr,opri ate for accom-
.

pl ishi ng,`your objectives.,
b. 'Refer students to'Job Aid #1.1

I : / 4
ob Aid 1,

v : 4"
1, -t-

-,L. Th-tZ

.'s
des igned to

. A present ,the advarita9es an6

', 1:invitations of each of the
- , , MedWyresented. '

. ,,
, .....W;

:. 2) ' Students are to review the

' 74 s '
Job Aid. Allow' about five

.
,..ir, ,, A. minutes..

, .

T47 *-.- - , t' :., .
..,t .

V 4 '' " c. .0ther factors to consider' when
. . ,. . selecting a ined,tum. ,

( - .,

r ......
I. .

It-' ,
1) Class size: A large class

..,

,

.

'

.

9

_I

.

.

,

, 1
- .

Overhead 5-4

.

..

_

,

1

,<-1

4

-
.

' "'" requires a medium easily,
.- .

,
., L . . . vrewed ty ,.a,1 1 . -. .

..
,:

,
2) Course time 'oval 1 able. . If i

° ° you have '30 minutes .course'

"time, you would not Want to
..,,.

, , .
.

t.
f ' use; a 2,5z.minute fi fm.. ,s

. '
.,..

. . .

62.
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DETA I ED LESSON PLAN
.

Lapsed
Time

e

., ,' -

,

.,-

Support

Materials/Notes

.

.

,-....

.

-,.

..

.

.

cce.

.

..

.

.

.

.

.

.

.

0

,

.

.

,

.

.

.

,

-.

.

.

.

. ,

.

L. .9k

M

/

,.

,

.t.- ...

-4

7

f

-

.
/

.

..

'

.

s. *

.

.

.

..

z

4

..

7.

.

available.;table. Can
.

.

.

,
,_,.

Exercise $..-1

. '
-

.

,

Job'Aid #2

., ...

*/

'

,

.

.,"

,

4

.

6

-.

.

-_

.

.
.

_

.

.

.

.

.

_

.

_

.

0

__

the room be made dar. enough
to view slides?

..

.4) Equipment available. Do you
haNe=acCess to an .overhead
projector and screen?.
' '

dr: ,'

5) Funds available. Do you have
the funds to purchase or rent
the audiovisuals you need?

or comments. .

d.' Ater completion, ask forues-
dons

e. ;Individual Exercise: ,

1) Have students turn to Exepe
cise 5 1 in Participint'S
Handbb k..

I

, .

2) Read instructions aloud.
.

3),. Allow 5=7 minutes for
.

, coMpletion of .the exercise.
%

4) Discusranswers and provide
.

'feedback.
.

,

Wh t are some' sources of media?

. .

a: It is important that you know ,

.,.

'what med-a and equipment are
available to you in your area.

. 50

b. Review Job Aid #2.
,

\

,

--.....-,, 1) this is i partial list of
. national sources of, . :

4

° inSttructiodal media for

. environmenfa4 training:
. ,

..

At your convenience, c, omptete

.
the remainder ofathe form ,

.--- with names and Acme nu ers

,
of media sources in your

. area.

4 3) This can be used as a'future
reference Ocument. - ,,,

. ,

163
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DETAILED LESSON.PLAN-.

,
... Lapsed

Time

.
Instructional Events

7

Support
Materials/Notes,

.

0

.

e

.

,

.

. ,

,

.

.

-

-

--.

4

-

.4

.

.

4 °.'.;

.

.

III.

.

IV:.

-

.

.

.

c. Ask for questions or comments.
.

8. Two important points to remember when

selecting media.are:
.

,

a. Determine the need for media. .

.

b. Select the medium (m'edia) to be

used on the basis of the type and

.
stage of learning.

,

Summary. Review briefly the major points
concerning selection and use df,instructional

media. .

' ,

Group Exercise.

A. Direct participants to perform,
Exe'rcise 5-2.

..

B." Have each group review the results of
. each'member's contribution.

.1

.

.

, , ,
.

.
..

Overhead 5 -5

.
.

-
.

.

'-f4'''t

Exercise 5-2

.

.

,

.

-1,

.

,

_
, .

,

. .

----._

. °

. . .

,

4

'

. .

,

I

.

.

.

...

,

.

.

-

..

,

,

.
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Answers for Exercise 5 -1

Select the best medium to use for each of the following instructional
situations. Be prepared to discuss the reasons for your choice.

1. You are to-teach a class of 30 operatoi-S how to troubleShoot a- high

speed pump.

Which of the following media would be best suited to teaching this
material? (Check eine.)

8", high cut-away scale model of a pump.

overheads of various types of pumps.

slides of pump parts.

wall chart diagram of a pump.
0.

2. You are to teach a class of five people how to manually thread a 16mm
prbjector.'

Which of the folloWing media would be best suited to teaching this
material? (Check one.)

. 16mm filar on how to thread a projector.

,a )6mm projectoewith film.

a flip chart listing the,steps involved in manually threading a
Q 16mm projector.

a-cut-away diagram of a 16 ector.

3. You are to instruct a class #17i operators, how to reroute flow due
.to a failure in the distribution system. Course will involve problem-.

solving. sessions where students will have to predict outcomes

resulting from actions taken to re-route flow.

0
'Which of'the following media would be best suited to teaching this
material? -(Check one.)

i
.

16mm film on distKibution systems.

- .
.

a ,

a wall mounted; stan1ard size blueprint of the distribution

system. '

I oyerhead.of a diagram of the distribution system with overlays
for handmarkingivarious flow patterns. ';',,,.

I, .

slides of various ways .te re-route distribution flow.

C

r



f.
EXERCISE 5-2

INSTRUCTIONS: Using the objectives you have written in Lesson 2, you are to-

identify the stages of learning involved, and select the method(s) and media

you will use in your plafted course.

PRODUCT: At the end of this exercise, you will be expected to have the

data below, with topics sequenced in the order in which you expect to address

.them.

Objective Stage Cf

Number . Learning Method(s) Media

. a.

tr

-.-

TIME: You will be given approximately 30 minutes to complete, this task.

5-11
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Exercise 5-2
Page Two

Objective - Stage of

Number Learning Method(s) Media

4

,

167
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INSTRUCTIONAL MATERIALS

Lesson 5. Selecting InstructiOnaMedia
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PURPOSES OF MEDIA

Act as /Channel of Communications

trans* Skills and Knowledges by
Providing Orientation and Practice

lb A

A

169

4,
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ADULTS RETAIN:

10% OF WHAT THEY READ

20% OF WHAT THEY HEAR

30% OF WHAT THEY SEE

50% Of WHAT THEY SEE AND HEAR

170
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FIVE CLASSES OF MEDIA WITHIN THE INSTRUCTIONAL SYSTEM .

MOST STUDENT
INVOLVEMENT

. .

LEAST STUDENT
-.

. INVOLVEMENT.

1

TUTORIAL
MEDIA

. 2
ENVIRONMENTAL

MEDIA

3
PRINT
MEDIA

. 4
VISUAL AID

, MEDIA .

TRANSIENT"
MEDIA

-,.......

Present programmed
instructional materials
which bear the total
burden of instruction

.

.

.

.

. Create an artificial
egvironmentvand

- realistically stimu-
late the learner

.

-

.

Present or display the
entire VERBAL
printed discourse
with little or no -
instructor involve-
ment

I

.

.
.

Support the learning
experience by
calling attention
to or pointing out
relevant properties
to which the student
should attend

6

,
d

Realistically present
or display the entire
visual, audio, or
audiovisual instructional
message with little or
no instructor involvement

.
.

. .

.171



Overhead 5-3

EXAMPLES OF FIVE TYPES OF MEDIA AND SUBCATEGORIES

c). TUTORIAL MEDIA 5. TRANSIENT MEDIA
Programmed Text Audio:

Learning Lab Radio

2. ENVIRONMENTAL MEDIA AIDS
Simulator
Role Play

5,

Tape Recorder

Record Player

Listening Lab

Visual:

'Filmstrip (Silent)

3. PRINT MEDIA Audiovisual:

Textbook &hind/Slide Projector
Television

Motion Picture

4. VISUAL AIDS
Graphics:

Charts

Diagrams

Graphs

Illustrations/Drawings
Photographs

Exhibits: ,
Cutaways

Mock-Ups

Projected Still Images:
Opaque PNijections

NV
Overhead Transparencies

Slides

C

41.

I

14

173:
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JOB AID NO. 1 ti

Summary of Characteristics of Educational Media Materials

MATERIAL ADVANTAGES LIMITATIONS

Photographic
print series

1. Permit closeup detailed study at individual's own pacing.
2. Are useful as simple selfstudy materials and for display.
3. Require no equipment for use.

1. Not adaptable for large, groups. .

2. Require photographic skills, equip-
Flea, and darkroom for preparation.

`Chalk Board 1. Standard equipment in most classrooms.
° 2. Large surface area good visibility.

3. Changes made easily.

1. Advance preparation not always
convenient nor desirable.

2. Stationary.
3., Content written on,chalk board is

temporary.

Flip Chart 1. Easily prepared in acjvance.
2. Portable. 1"
3. Ideas generated by students can be recorded and saved

for future reference. ti
4. Can be stored for reuse.

1. Surface area limited may cause'
visibility problems.,'

2. Cannot easily make revisions or
changes.

Slide series

.

4

71..,Can bused to illustrate: (a) close-ups; (b) key steps in
a process: (c) hazardous procedures.

2. Require only filming, with processing and mounting by
film laboratory.

3. Result in colorful,, realistic reproductions of original
subjects.

1. If making your own slide series, it
11,.. requires some skill in photography.

2. Can get out of sequence and be pro-
jected incorrectly if slides are handled
individually.

3. Not as dynamic as films or television,

.10

4. Prepared with any 35mm cd nerd for most-uses.
5. Easily revised and up-dated.
6. Easily handled, stored, and rearranged for various uses.
7. Increased,usefulness with tray storage and automatic

projection.
8. CarThe combined with taped narration for greater

effectiveness.
9. May be adapted to group or to individual use,

presentations-.

174
175



' MATERIAL ADVANTAGES LIMITATIONS

Filmstrips

IN

1. Are compact, easily handled, and always in proper
sequence.

2. Can be supplemented with aritions or recordings.
3. Are inexpensive when quantity reproduction is required.
4. Are useful for group or individual study.at projection

rate controlled by instructor or user'.
5. Useful in showing: (a) abstract concepts; (b) key steps

in procestes: (c) dangerous skills or operations..
6. Aro rirojected with simpllightweight equipment.

Recordings

1. Are in permanent sequence and can-
not be rearranged or revised.

21 Can,lot illustrate motion.
3. Are relatively diffiqult to prepare

locally require film-laboratory
service to convert slides to filmstrip
form.

4. Commercially-produced filmstrips
may not always meet your lesson's
objectives or the needs and interests
of your students.

5. They are not as dynamic as films.

"1. Easy to prepare with nigular tape recorders.
2. Can provide applicatitlis in most subject areas.
3. Equipment is compact, pdrtable, easy to operate.
41.Flexible and adaptable as either individual elements of

instructiop or in combination with programmed materials.
5. Duplicatidn easy and economical,

1. Have'a tendency for overuse, as fec-
. ture or oral textbook reading:
2. Fixed rate of information flow.

Overhead
transparencies

176

9

- a.

tii

AO

- 0

is

1-. Carl present information in systematic, developmental
sequences. f ,

2. Use...simple-to-operate projector with presentation rate
controlled by instructor. .

3., Requiri only, limited planning materials can be pre-
pared aheadof time:

4. Can be prepared by variety of simple, inexpensive
met1Tods.
Can be used in almost any classrodmilaboratory.

6. Can be usedin a normally lighted classroom.
7. PartiCularly useful with large groups.

-8. Transparencies easily stored for reuse.

5.

it Can show motion only.in a limited
way.

2. Cannot project student's papers or
pages from books.

3. Require special equipment, facilities,
and skills for more advanced prepara-
tion methods (overlays).
'.1401111.4 -44
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. MATERIAL
. -

.

.

. .

.. ADVANTAGES ,

. .

.

LIMITATIONS a`

.

;

°

Motion Pictures

\ ;
t . .

4

'

.

'

:

0

'

,r.

,,
.

,

,

. ,

1. May consist of coniplete films or short film clips.
. 2. Are particularlyiuseful in describing motion, showing

relatiRnships, or giving impact to topic. .

3. 8mm film redutes cost for materials and services.
. 4. Are useful with groups of all sizes. .

5. Sound is easily added to magnetic film. i
.S

6. May inchide special techniques for handling content.
7. Insure a consistency in presentation of material.

. , . _

. .
°

,

_

,

.

.

.

1. Projectors not always easily accessible.
2. Films are usually rented, which means

you must order in advance, and allows
no course flexibility. *

3. Film projectors must be operated in
a room which is almost totally dark.

4. Not well suited to individual instruc-
tion.

5. Students may view the film as T'entir-
tainment." .

.

. .

*

.

-.Television and
display materials

,

.

8

.

I

.

.

.

.

-

. ,
.

r 1. Permit setecting,the best audio-visual media to serve
prograrrr needs.

2. Permit shifting froM one medium to another during
program.

3 . Permit normally unavailable resources to be presented..
4. Playback capability of video recording permits analysis -

of onthespgt action. .c.
5. Newtype displaysboards provide flexibility in displaying,

various kinds of objects and writing on surface.

,

-

1. Do not exist alone, but arp part of
total television production.

2. Must fit technical requireinents of
.

television. .

3. At times require rapid preparation of
materials.

4. Some disPlgy boards are expensive
to make or purchase.

I

,

Multi-image /` '
multimedia

1
..._

,

s.

-ft,

c

.

, p .

e ..
1. Combine presentation of slides`with other media forms

for presentations.
.

%I

2. Use photogritihs,sjides,"filmstrips and recordings in
combination-fdri ndependent study.. .

3, Provide for more effective communications .than a
single mediu,m.i - . _

. i

..-

-

-

-

1. Require additional equipment and
careful coordination during planning,
preparation and use.

\ '

.,_

.

,
I '/ :

..
,.. t:. j . .

Source Adapted from The AdvancedInslruptorTechnologyCourse, College.of Education, Drake University, Des Moines, Iowa. EPA Grant No. 900-256.

. 1/. 1
.. re .

.

4. . 0
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- . .
I

.
1 . e, ...

*
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OTHER FACTORS TO CONSIDER WHEN SELECTING!
A MEDIUM: ,;

CLASS SIZE

COURSE TIME
0-

FACILITIES

EQUIPMENT '

FUNDS

. e
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EXERCISE 5:1

Select the best medium to use for each of the following instructional
situations. Be prepared to discuss the 'reasons for your ,choice.

1. You are to teach a class of 30 operators how to troubleshoot ahigh
spedd-pump.

Which of the-fbllowing media would be best suited to teaching this
material ? (Check one.),

81-1 hiab..y.4-away scale model of a pump.

overheads of various types of pumps.

sliddsaf pump parts.

wall chart diagram of a pump.

2. You are to teach a class of five people hOw to manually thread a 16mm

projector.

Which oftfreZfollowing medi4 would be best suited to teaching this
material? (Check one.)

16mm film on how to thread a projector.

a 16mmprojector with film,

4 . a flip chart-listing the steps involved in manually threading 'a

16mm projector: . -. '

A .

cut-away dipgram of a 16m0projector.
,

.

3. You are to instruct.a class of 50 operators how-to re-route flow due

to IT failure- in the distribution system. Course'will inVolve problem-. .

solving .sessions where students :will have to predict outcomes

sulting from actions taken to re-route flow. -.,70
.

.Which of the following media would be- best suited to teaching this

. 'material? ('Check one.) . '

16mm lilm on distribution systems.

a wall mounted, standard size, blueprint of the distribution

.system.
. - St It

%Overhead of a diagram bf.the distribution system with overlays
fat handmarking various flow

.

patterns. ,

/
. .

. ,,,
.

slides of.varfOus ways to re-roue distribution flbw.
I ,

. .,

181
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JOB AID NO. 2

MED1)A SOURCESt*

The 'following is a Job Aid aesignedto provide you with sources of media (both
printed and audio /visual) at .nationarand, local levels. We have provided you with

Hinformation on four national sources. However, onlyyou can provide the names
of media sources in your area. Some examples. of media sources in your area are:

Regional EPA Office

University or Community College Libraries

.
State Department of Vocational Education

Colleagues-or Supervisors

You will be able to think o f others.

0

. -Complete this job Aid by filling in the appropriate information for the media
sourceof your choice. This torm,Zan be used as a desk reference, or be copied ..

. .
and distr/bcfted to your local water operitor instructors.

4, 4

-18'2

0

.7
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Job Aid #2
Page Two

MEDIA SOURCES

SOURCE ,

\ , .

MATERIALSAVAILABLE

'

COST '

Purchase
.Borrow/

Rent

'National Training & Operational Technology
Name: Center (NTOTC) .
Address Office of Water Program Operations -,

U S. Environmental Protection Agency' ` 'Cincinnati Ohio 45268: . . ... ... .

4 Phone No (513) 664-7501

Person to Contact'

i
Slide/Tape Instructional Units
Videocassette Instructional Units . '
Films
Printed Course Units

(Catalogbe Availible) 1

7
( '1- .

'
Yes

Printed 1

.

Yes
A/Vs

:.r .
Name -National Technical Information Service .

Addre.6 U. S Department of Commerce
5285 Port Royal Road
Sprinbfield, VA 22151 '

.

(703) 557-4650Phone No (703) 321-8948'
IIPerson to Contact -

) ' i
Printed Materials
Computer Tapes -

' .
(Catalogue Available)

. ,

Yes

.

i

.

.

Ameiican Astifoation for Vocational
Name:, Instructional Materials (AAV)M)
Address 120 Engineering Center

Athens, Georgia 30602
....

Phone No, (404) 542-2586
Person to Contact .

..r-
-.

..
Series of 100 PerformanceBased
Teacher Education Learning Manuals

Manuals available individually or grouped as'modules.
A

.

.,

Yes

-

.

a

. .
.

Name-, American Water Works Associatidn (AWWA)

Address. ' 6666 W. Quincy Avenue a
Denver, Colorado B0235 -

Phone No
. .

Person to Contact --

. .
I 4 ' e

. Course Package's
(Printed Material and Audio Visuals) - ' t.

.

.
.

. ' 0-

Yes
-

.

,

,

\.
'.

.

Name. .

Address. .
. /

.
Phone' No.

Person to Contact.
,

. .
' .

°

.

.. ,
.

,. . 1 ..
,

.

.

. .

i,:-I

- -
Name . I

Address:

.

Rhone No. ;
Person to Contact* ..

.
,

. , .
-

t .0

.
.

.

I-

.

Name:

Address.
.

..%

*
11

Phone Nci.:.
Persort to Contact: -

_

. 4.'
a

.

-

c'1; ./ I
. -

.

.

,

.

*Rush Service $10 Extra ..183
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4
MEDIAtURCES

Job Aid #2
Page Three

.

SOURCE

.
,

MATERIALS AVAILABLE . -...,

COST

Purchase
Borrow/

Rent

Name:

Address:
_ .

PhOnAlo.:
Person to Contact:

_ . . . _

.

.

. ."

. .

.

,

.

.

.

..

-
-

f

,

,
.

,

Name: .

Address

.

Phone No.:
Person to Contact:

.

.

.

.
.

.

.
' . '

,

.

, ,

. .

s

. 4

s

.

.
.

.0 ,

Name:

ilddress.

Phone No.:
Person to Contact

,.

.

r

...

.

..
.

..

.

. .

.

3

.
*

..°'

.

.

,

.

k

. .

.

. .

.

o

,

,

Name:

Address:

Phone No.: ..-

Person to Contact:

-

.

_

.

.

,

.

- . a

.

.

.

. . .

.

Name:

Address:

Phone No.:

.1Person to Contact'
1

.

.
.

*

- .

.

.

.

.

.

.. '' .

,

.

..

,

r
.

'

a
.

.

,

- . I

Name:

Address

(4 0.

Phone No.:

Person to Contact.

- .

.

...

.

,,
- .

.

.

.. .

. .

.

.

.
.

. .
.

'

.

.

. .

.
.

.

.

Name:. tt ' .
-Address:

. .
. . -

Phone No.:
Person to Contact':

-

.

-

..

.

.

.

.

,
.

. ,

.

.

.

.

.

, .

.

.

_

,

.
*

,

.

.
.

.

.

,

..

.

_

...,.

.

.-

.

. .

.184 4 /
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0

0

POINTS TO REMEMBER WHEN SELECTING MEDIA AIRE: .

DETERMINE.NEED FOR MEDIA.

SELECT MEDIUM (MEDIA) THAT BEST MEETS
COURSE OBJECTIVES.

.

9 s .

ro9

185
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. ,

INSTRUCTIONS: Using th-e'objectives yob have written in Lesson 2, you are to

identify the stages of learning involved, and select-the, Method(s) ant. media
. you will use in your planned course.

sip

EXERCISE 5-2

PRODUCT: At the end of this exercise, you will be expectedto.'have the
data below, With'topics sequenced in the order in which you expect' to address

them.

Objective Stage of
Number Learning Method(s)- Media

,

. w,

0

r

TIME: YOu will be given approximately .30 minutes jo complete this7 task.

Aff7

1.



Y.

e

- . . .

Exercise 5-2 .

Page Two

Objective: Stage of
! Number_ , -Learning, Method(i) Media,

s
4.4,

4

,

4

:o

.1

4

)
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LESSON TITLE:
Lesson 6. P.14ep'aring a Lesson Plan

PURPOSE: -

.0 . ,

.

1 To provide guidelines for adapting predeveloped materials for training use.

2. To familiirtze participants with the necessary elements of 'a sound instructional

lesson plan, to provide. the skills and knowledge necessary to prepare actual

lesson, plans.

C:

TRAINING OBJECTIVE
----
GIVEN: .

1. Instructor-asked questions. . ...

, .
.

.

2. . Sample lesson plan segments.
. ,

.

. , - '

.
, ,4

. ' I
.

.. a
/

.

1 0

. 0 0

0

'

0

. .

.

.

t

1

0

'
.

0

/
0 ,J ....

ACTION: , .
°

4 ''. . o

1. Be able tol-ist.aspacts of Oredeveloped materwials to be considered before, including

them in the design of new materials.
..,-

2. Critique samples of a lesson plan arwr4d,ntify their-weaknesses.
,

.

. .
.

,

,
. .

.
,

i.

I'
f 4

' - 4,
. -

:TANDARD:' . ' ,
!C/ .

.
, ,,,, ',*

1...;*tist at least four considerations ,including the two mott criticalcomsider4tions.,
.

2. Identify 90% of the sample lesson plans weaknesses. . ... 7 % .., o
.),

-..o 4 0

.. .. 4 , 'A

.. , . .
. . . " N e .

. '.
.

.,
.... AJ

,

., 4
.

_.. ;4 ... .

...

6-1



INSTRUCTIQNAL TECHNIQUES:

1. Lecture guided discussion

2. Group exercise
.3. Review

4 a

PARTICIPANT MATERIAL:

1. Participant's Handbook

2. MfaiTable instructional resources

INSTRUCTIONAL MATERIAL:

. --Flip chart/Blackboard-

2. Ovdrhead transparencies/projector

REFERtNCES:

TIME:,

? ,hours

a 0

ACTIVITIES:

1. Guided discussion' to esftbrish the

criteria for 'a- good 'lesson plan.

2. Reyiew lesSon.pla.fords quickly:'
'3.**-Grqup exercise--cfittque sample

lesson plan segments/Rview

6-2,

4

.



INSTRUCTIONAL EVENTS

I. EARLY STAGE

Lecture/Discussion of aspects of predeveloped training materials to be considered

when: reviewing instructional resources.

2. Lecture /Discussion reviewing the forniat and content of an Instructor Lesson Plan._

a

II. INTERMEDIATE STAGE

Critiques sample segments of an Ins'tructor Lesson Plan to determine .wea.knesses.

.1,6 .0 ".* .I
.

a

AI. PINIL S..... T AG. E , ° ± °:
-

. . ,

' IR # .(1

o e

.
hz ., 4. 0 A s ,,.. : - . 0

e

Prepares fnsiytor eTans. ..-, " ,.. , .
.., . 0 1. 41# .i .

" * 4 ,f . . ;-
t A -1a , II, 00 0 0 0. 41

. $

it. 5 ...it --. 3, . 4.0 . 0, . V.. : ... , 4 ,, ,
...,.

r

* 8.6 ' ' 04
h' A

1
. ,

r * . - . 4 , ,a 0
Iff : 4, .. , A V. 4 4' k 4. .. la 4°'' 2. .. .. ., .. 4 ,.:- t I ..ir,-,

: - - 4,, ...
a

.. if -;.',.
A, .r. .

4. .4d x
.a

4,, ..

190
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. a
v

. a

DETAILtD LESSON PLAN

f

. . .

.,
Lapsed Support

instructionalal Events . -4
Time i Materials/Notes

..

.

.,
el -.

0 ...

... I. Introduction. This' section will? \,. : .
.,, ,

A. Discuss the actual preparation" of ., .
. .

. .

matertals to %support training design. .

. , .. . .

B: Provide participants with' the -ski.11s..and ,p

k..
,

. .

o knowledge ilvolved in preparing a con- / -k
Riete lesson pt-an. _ _, 3

- . ,.
.

. II: DeVelopmtnt. , -. . ,

.. ,. *- ......11_,,, .
. A. Review, of materials may result in changes .

. being made to your 'original training . ,

.

.. design to accommodate the use of avai 17-..

. able resources. 1 . , .J.. .
,... .. q . . .

91. :Availableb rsesources may include .pre- , .
,

4,-' : ,deve.lolied turri'cullim packaYes. atidfo-
visual' presentiltionS (films, vtdeo - -.. .

. gapes), sl ides. tests,' etc.
_,

1 '
( °g

e

. i '4 I.' t$ a. . ,
2. Queistion:' What considerations sholld', ''', t
- . be made .6eiore adopting the *userOf : .. .0, '. .

, . any pre - developed iliaterialV. ;Lehi : -
: discuOion and record sxggesti.ons Dn ...,,t

k ' i , i* iii chart. Dicussion Shok'pld 'yield, ; , .-..
____. .

..; . - r eGns i d e fa t tdn of:* . . .. t,- ';
'" _ ' , . . %.ab " l'

4 . 0 . V. ...
%$ ' 'NZ I ' .

.01 .. Oh ..

a. AppropeiateTief,,,,,to accompl isiii.ng " '.,/ .. ,,,, . ...,!...A ,a . .
- ° .. ° . .4. . ... , the °criterion obj'actves. , -

.,
;

. * v g 7* 4.'s
o v,.

4,v,.

..IP

,.8.t "Irta "'
..".e .

I) :- lipproptiiateness of mat 1 with ...- .

.' . " -respect to optimizing learning. t.. . I..

-
,

.

c.
.

Cost' con.Vderatiotis.. t ......._ .,
. . .

°, . ...

1
CF Copyright` consierati

(
- - . L,

. . e. Availability:
. , ,

.
I' 4

f. 'Appropriateness to 'the audience/ Str-
faciTiffancrebUrse/class time". . ,., --

. , .

, . .
B. Once you have establish which resources , !-

areavallable resources; you are read to
0 4, ,.-..,

. begin to write content to accomplish, the ".. .,
. training objectives. The focus of :,

. '. )naterialv. dev orment is upon the ' .
,

Instrictor'S" Lesson Plan (ILP)..

.
. rd. .4.,7t

--t f ' . ''.7. ' ..

a

6-419.1

,



C

'1

DETAILED LESSo*N PLAN

Lapsed
T me

*.

6_ o
.,A

'. . t

.

_
. Instructional Events 6 .

N .."-,

Support
Materials/Notes

f

.

c

.

...

.

e

--

.

.

.

I.

. .

.

..

--......."---

.

.

.

-

.,.

.

'.

'

AV

.

.

.

.

.

,

)

. .

.

4

.

.

*

C.
,

.-

_

,

.

.

..

' D.

.

Lesson Plan Format. These pages specify

exactly what will take place in the

,,actual training. Review entries of
suggested Lesson Plan Format found in

Overhead 6-1. ', ..

.

'1. Emphasize that these are suggested

Overhead .6-1'
.

..

.

,

,*.

. .

.
A .

: ,,

Overhead 6-2

.

,
.

Overhead 6-3

.

.

Overhead 6-4

. .

,

.

\

.

.

,

.

.,.
.,..

.

fOrmats:,1-,A4 participants are free to,

choose any 1/46er format. .

2.,.Take particular ,note of the three

parts of the training objective that
are included in the first page.

.- . .,:.

3. Reiiew entries on flip side of first

ILP page. See Overhead 6-2.
.

a., May Want to,, give roughitime-

estimate at this point.

t. Instructional Material includes

equipment requirements.
V ..,-- %

4. Reviewlentries or seconti RP- page.

fee Ovehead 6-3.
,-'

.. .

a. Purpose is to increase awareness
the stages of learhing and

').
.'instructional steps which may

. .-
support learnihg.

. .

gb. Relliew the instructional methods

which best support each-stage.
, .

.

5. Review entries on flip side of second

,
ILP page on 'Overhead 6-4. ,

.'

`a: "Support Materials" coluMn'indi-
sates where materials are
actually used.

. This column also iocludes any
references to pages in partici-

pant! materials.

Lesson Plan Content;
.

The actualtext that is writteftfor
the "Instructional Events" column of

the ILP is entirely up to the

6-5 192
>,



DETAILED LESSON PLAN

Lapsed

Time
Instructional Events .

SuppOrt
Materials /Notes

instructor. Many people are com-

pletely confident with the.putline

form, such as:

[Go to.the chalkboard and list'T\ Chalkboard afid -

Chalk.

1. lecture.

2. DeMonstration.,

3. Discussion.

4. Performance.

Others prefer a more 'dgitailed out-

line, wherein they uyPht list defini-

tions, advantages anfrdisadvantages,
applications of thOilethod, etc. No

firm rules can be 'lade, because of

individual differeotes. There are,

however, a few guidelines-that can be
used.. These are shown on Overhead'
6-5.

4

1. Introductioh:

2. Body of. (1.11it.

Summary.

[Ask for some examples from the group
of how they might structure their
lesson plans.]

E. Exercise 6-1. Instruct participants to

review the materia and instructions for

Exercise 6-1.

1. Have each group put their responses
on their team's flip chart.

2. Review group answers.

III. Summary.

, A. Remember that the level of detail used in

an ILP depends enti Iy upon' your

instr0 Tonal "styl ," and level
confid nce,in the matprial.'-Where an

instr tor knows it well, he/she will be.'
°

Overhead 6-5

Exercise .6-1

Flip chart.

4

6-6 u3

I-
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. DETAILED LESSON PLAN

Lapsed
Time

a
ti

instructional Events

comfortable with an qutline form. When

the material' is new, or 'the person

writing the WI will nbt actually delive'

the course, the level of detail should b

much greater. '

I. In such instances the developer

should list specific quetions to be

asked, specific examples to be used,

specific steps to be included in a

'demonstration, etc.

2: Being specific will help reduce

"noise" in,the training and will

increase the amount of "on target"

training.

B. A detailed lesson plan helps you get

straight on exactly what is, being taught,

and provides you the opportunity to

_determine whether the lesson objectives.

are etuaily 'accomplished.

Support
Materials/Notes

4

6.



ANSWER SHEET FOR EXERCISE

Note: All additiohs and ections that shuld have been made the portion

Of the Lesson Plan:are(fircled on these answ'r sheets.

DETAILED. LESSO PLAN

,

Time

1

1:00

Anstructinnal,Events
Stt !Tort.

Atatcri;d,/Notes

k

No Introduction or Pransitio Statement. __)

1. Public Notification Requirements for Commu-
nity or Non-Community Water. Systems.

A. Point out that community w.aer
are: defined as those pull it vier ,,y,,tem,,

which have 15 connectionls or serve 25:
persons.

A
Point out th,i1 community wa.er syst.vm,,

will,/he doing much more in theowdy of
public notification than will non-

community water systems.

( QUESTION: 1Why will this be tree?N)

11. Characteristics of Good Public Notification.

A. Rev.iew the basic elements of 'public' noti-

fication, using Overhead 111-1.

J

ti.- Review 'characteristics= of good public.

notification.
. 11

/
t

.

1. AttenLion-getng\qualities (for,
reader or listener).

*I--'----*),
.

i'EXAOPLES:' For reader, use color, large type%
For listener, use authoritative$

\\...., style.

2. Clear, concise, rion-tedinical Wriing
style. '

6-8

195

ReferencesiD
pages-in 1

Participane's
Handbook.

/-

ov1. r lead

111-l.

Ovetll:eaci

I
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Arlwer Sheet for.Exercise 6-1
Page Two

DETAILED LESSON PLAN

Tune
4 Instructional I.rent%

1114

Support

Atucnak/Notc%

1
Appropriateness to the ethnic, col-
tural, religious, and educdtionaI
backpliund of ,the consumer.

4. Completeness of the information

offered.

5. Pnesentation which does not unneces-

sarily arouse allxie,ty (fir reader or

listener).

QUESTION: What.kinds orwords arouse
anxiety? 1 _

.
Demonstrate by writing a brief notice in

the suggested-format and structure.

Demonstration steps should be specified2)

III. Summarize the key points of this lesson.

0 0

Overhead
111-4.

Overhead

r,

6-9

7
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Answer Sheet for Exercise 6-
Page Three

LESSON TITLE:
III. NotificationYfor Communfty and Non-Commtinity Water System

PURPOSE:

To provide the participants an opportunity to 'design and evaluate public notifications
for specific violations in community, and non-community water systems.

. .

0- P TRAININGOBJECTIVE.

GIVEN: -
.4.,

.

Detailed deschption of violations and the affecte4.consumers, as well ad the
criteria which the notifications must meet.

_ .

, ./..--

...

. ,
.

.
1

.

f .
ACTION: _

,

The participant will prepare one of the following types of notifications: (a)

notification to be sent with water bill, (b) d,irect mail notification (other than
with water bill), (c) notice for a newspaper, and (d) press release for broadcast
media.

.. ,

The participant will evaluate the effectiveness of a notification prepared by.another
participanWbut of a different type than developed by the;participant.

. .

.
.

?

STANDARD; The finished notification(s) generatedby the. participants must meet.
.

the following criteria: e ' .

a. Attracts the attention of the listener or reader.' .

b. ,Is encoded in a non - technical language appropriate to the ethnic, cultural,
religious ind/or,educational background of the consumer. '

c,. Conveys all' relevant information regarding: who, what, the authority, the
regulations-involved, the health significance, action being taken, and the

action the consumer should rake. .
.. -

a. Is Oresented.in a manner which does not unnecessarily' arouse the anxiety of. the

reader or listener: . ,

..

e. Is formatted and structured in a manner appropriate ,tetftemiedium involved iiid

. designed to facilitate the perception by the consumer of critical elements of the

m a

I . e s requirements set forth in the '-'1aw. ...,

*197



Ansiver Sheet for Exercise 6-1

Page Four .

INSTRUCTIONAL 'TECHNIQUES:

-1) Sol f-study

2 Lecture/overheads

Group discussion
Perermance/appl ication4)

PARTICIPANT MATERIAL:

1) Pens and paper
2) Participant's Handbook

INSTRUCTIONAL MATERIAL:

1) Overhead transparen.cies,
2J_Sample notification(s)

3) Overhead projection)
q7P

1:"-FERENCES:

. ,
,:g--`%

11 Sample notffic9,tion(s)

2) Readings in Participant's Handbook

3) Criteria

TIME:

Day 1 - 4 hours

1) 1:00 -1:45

2)

3)

4)

5)

6)

:7)

1:45 - 2:15
2:15 = 3:00
3:00 - 3:1'5

3:15 4:1J ,

4:15 - 4:30
4:30 - 5:00

ACTIVITIES:

6r.11

1) Lecture/overheads on requirements

i for notification
2) Discussion of sample case
3) 'Design of notification
4) Break
5) Discussion
6) -lecture /discussion
7) Case itudy



1

4,

Answer Sheet for. Exercise 6-1

Page Five

A

INSTRUCTIONAL EVENTS

I. EARLY STAGE

The participant will have read material before coming to class which.

_ describes and discusses theory and practice regarding how to ,convey

information that conforms to the criteria in the objective, The

instructor will summarize and discuss ihe important characteristics
of each type of notice and how they should be wri.tten and formatted.

,"

II. INTERMEDIATE STAGE

Using a sample case., the instructor will present a notification fpr class

discussion. Suggestions will be ei.icited from participants regarding
format, language, etc., suitable to, the consumer population being addressed

ick!' the sample case.

4

FINAL STAGE

Sample cases will be assigned, to participants, ,and each part icipant will

develop a not ice for a given vio fat ion/exempt.lon. Participants will

-read notices and ,cri,t ique and discuss them, .using the established criteria.
A Samplc- of a noncommunity public notification care will be discussed as

a group.

.199
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INSTRUCTIONAL MATERIALS

Lesson 6. Preparing a Lesson Plah

aX

6-13
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Overhead 6-1

LESSON TITLE:

PURPOSE:

° TRAINING OBJECTIVE
7

GIVEN:

,....,,
..:.a

.

.

.

.

_
)

.

.

.-

.
.

.
.

,

A

,
.

.

,

.

.

.,

.

,

.

.
,i>

s

.

.

, .

,

,

.

_

ACTION:

.

,

.
. .

.,.

, ,

_

A._

r

,

.

.

, ,,,.

.

.

.

,

I

,

.

.

,

._

... :

.

- .
.

,

.

_
.

.

i
. .

.

, .

,

.

...

.

.,

.

-

.

.

..,

.

,

.

.

.

.

STAk. NDARD:
-

.

I.,

. .

.

.
.

.

.

.

.

,

.

.

. ./

.

,

.
r'

.

Ne

.

,...../

,

.

.

, ,

,

.

.

.

.

4,

. .

.

,

I

.

. .

.

.

.

.

.

.

,

,

.---*
N..
,

..
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Overhead 6-2

INSTRUCTIONAL TEtI;INIQUES:

a

PARTICIPANT MATERIAL: INSTRUCTIONAL MATERIAL:

REFERENCES:

TIME:

At

1

..

ACTIVITIES;

. 2o2

A



, Overhead 6-3

Ita

INSTRUCTIONAL EVENTS

I. EARLY,.STAGE

c

4

_y

ti

. %.

c

II. INTERMEDIATE STAGE

41

. ,

,

,

"14

..../, 0,
- 4

7

9

I C.

1

ILL FINAL/STAGE 't

9

0
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DETAILED LESSON PLAN

Overhead 6-4

Time

4
Instructional Eventi

Support
Materials/Notes

11

0.

8

ri
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Ov.head

GUIDELINES FOR CON-1-0170F
"INSTRUCTIONAL EVENTS" CCILUMN

INTRODUCTION

Usually begins with a transition statementthat leads from prior material,

into topic to be covered.

2. BODY OF UNIT

Contains outline of all major points to be made in lecture or discussion.

If instructor will DEMONSTRATE, contains steps to be follow d in

demonstration, particular items to be noted, etc./

Also Contained here will be specific statements to be made, such as

directions, questions, or cautions.

3. SUMMARY

This final section restates the points made in the unit, repeats the con-

cloioits reached ih the group's discussions of each point, and clarifies_

any issues that were debated. Always closes with the request for any

discusiions or comments before going on.



EXERCISE' 6-1

Instructions: You are asked/ to critique, as a group, the attached portion

- of a lesson plon for clarity 4nd ease of use. You are to assume that thTS

has be4n wrieen f%or a knowledgeable instructor; familiar with the provi-

sions of the SDWA.

7 Begin by reviewing the three unit design pages to detect omissions or

errors. Then look at the Detailed Lesson Plan page and critique it for

format' and content."

41

Products: As the products of this exercise, you will be expected to review

th'elesson plan:

1. Note where items are missing on the first three pags.

2. Add a question and an example that could be used in the lesson plan.

- You may write directly on your workbook pages.

Time: You and your group are expected to finish the above tasks-within 15

minutes.

V
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Exetcise 6-1
Pag Two

4SpON'TITLE:
III. Notification for Community and Non-,Community Water System

k

PURPOSE:

To provide the participants an opportunity to design and evaluate public notifications
for specific violations in community and non-community water systems&

TRAINING OBJECTIVE
-

GIVEN: - 1

. .
.

.
,

A
1

/ A

i ', .

'.\ .i, ' 7

' I/
AC ON: .

.

- . .

The participant will prepare one of the following types of notifications: (a),'
.

notification' to be sent with water bill,-('b) direct mail notification (other than
with water bill), (c) notice fora newspaper,..4 (d) press release for broadcast

.

media.
. .

The participant will evaluate the. effectiveness of a notification prepared by another,
participant, but of a different type than developed by the participant.

*
_ . .

. .

. . .
.

..., -
STANDARD:. The'finished notification(s) generated by, the participants must meet

the following criteria:
a. Attracts the. attention of the listener or reader.

b. Is encoded in a non-technical language appropriate to the ethnic,
4

cultural, religious and/or educational background of the consumer.
-

c. Conveys all relevant information regarding: who, what, the authority,

the regulations involved, the health significance, action being taken, .

and the action the consumer should take. .

d. Is presented in a manner which does not unnecessarily arouse the anxiety

of the reader or listener. . .

e. Is formatted and structured in 6 manner appropriate to the medium involved and

,designed to facilitate the perception by the consumer of critical elements of the

message. .

.
. .

7
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6erciie0-1*
',Page Three.

.,4

INSTRUCTIONAL TECHNIC-14S:

1) Self7,study

2) Lecture/overheads

PARTICIPANT MATERIAL:

1) Pens and paper
2) Participant's Handbodk

Lv

INSTRUCTIONAL MATERIAL:

1) Overhead transparencies
2) Sample notification(s)

C
REFERENCES:

1) Sample notification(s)
J2)

)

Readingspin Participant's Handbook

3) Criteria

TIME:

Day 1 - 4 hours

1) .1:00 -1:4

2) 1:45 - 2:15

3) 2:15 : 3:00
4) 3:00 - 3:

5) 3:15 - '4:

6) 4:15 - 4:30
7) 4:30 - 5:00

S

ACTIVITIES:
4"

1) Lecture/overheads on requirements

for nqtirication
2) Discussion of sample case

3) Design of notificaIldn
4) Break 2 *

41 5) Discussion
6) Lecture/discussion
7), Case study

208



Exercise 6-1
Page Four

1

INSTRUCTIONAL EVENTS

I. EARLY STAGE

The participant will have read material before coming to class which
descr bes and discusses theory and practice regarding how to convey
in ation that conforms to the criteria in the objective. The
instructor will Summarize and discuss the important characteristics'
of each type of notice and how they should be written and,formatted.

N
14. INTERMEDIATE STAGE

Using a sample case, the instructor will present a notification for class
discussion. Suggestions will bexelicited from participants regarding
format, language, etc., suitable to the consumer populatiO being addressed
in the sample case.

III. FINAL STAGE

Sample cases will be assigned to participants, andeach participant will
develop a notice for a given violation/exemption. Participants will
read-notices and critique and'discnss Them, using the established criteria.
A sample of a-noncommunity public notification case will be discusse
a group. IL

CI<

yr,

11,

209 0



Exercise 6-1
Page Five

DETAILED LESSON PLAN

Time
Instructional Events

Support
Materials /Notes

1:00 I. ,Public Notification Requirements for Commu-

nity or Non-Community Water Systems.

A. Point out that community water systems
are defined as those public water systems

which have 15 connections or serve 25

persons.

B. Point out.that community water systems
will be doing mudt more in the way of
public notification than will non-

community water systems.

II. Characteristics of Good Public Notification.

A. Review the basic elements oft public noti-
fication, using Overhead III-1.

B. Review characteristics of good p}blic

notification.
t

1. Attent'ibn- getting qualities (for

reader or listener).

2. Clear, concise, non-techniCal writing
style. .4.

(Appropriateness o the ethnic, cal-

; turai, religious, a educational

background of the cons er.

4. Completeness of the information

offered.

5. Presentation which does not unneces-
sarily arouse anxiety (for reader or.

listerner).
.

C. Dgmonstrate by writing a brief notice in

the suggested format and structure.

III. Stimmarize the key points of this lesson.

47 .

Overheal

Overhead
111-2.

Overhead
111-3.

Overhead

Overhead
111-5.

4.
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(
LESSON TITLE:

-Lesson 7. Preparing Simple Visual Aids,a
PURPOSE:

'To,proVide Articipants with the skills and knowledges which underlie the preparation
of .audiovisual aids.,

9

I

- - TRAINING OBJECTIVE- .

GIVEN: . .

Sample audiovisual aids 6
,

.

, .- X

.

.

,

.

I

. 4 ' ,

4 1

,

1

.

ACTION: '04,--2;4

Identify those AV aids which meet and do not meet established'criteria for "good"
audiovisuals, and w .

,

,.

. .

, .

¶

STANDARD: - .
,..i.

Correctly identify "good" and "poor" AVs, and be 90% correct in'describing how.to.
improve inadequate AVs. .

-
.

,

--
Af :

. -

' ,

; 211
7-1
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.
,

INSTRUCTIONAL TECHNIQUES:

1,. Self:instructional reading
,2. Group exercise/discussion

.} . ;

}

1

I w

PARTICIPANT MATERIAL:

I

REFERENCES:

Kemp, Jerrold
PA: Chandler

INSTRUCTIONAL MATERIAL:
1

1. Sel f-i ns tuctiona 1 }readi ng

2. Slides /projector
3. Overhead' transparencies/projector.
4. Flip chart . I

Note: Special prepdraiOi' is required
of inructor. }- .t1

}

E. Planning and producing audiovisual materials (21d ed.), Scranton,
Ptblishing Company, 1968.

.0

%

TIME:

2 houri

ACTIVITIES: f',
1. Self-instructional reacting
2. 'Group exercise--critiq0:AVs
3. 'Summary

v.. $

...:'....-0----

s', .

.
I

7-2
1

4
. e .

9

1

0

.

..,



o

0

-INSTRUdTION/fr EVENTS

.$

"/EARLY STAGE

Self-instructional reading on different typesof media
.

;b

*.

II. INTERMEDIATE STAGE
Group exercise on evaluating specific AVs

dle

z

III: FINAL STAGE
111,

Summary and critique of exercise products

7-3

'

0.

ti

-213
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DETAILED LESSON PLAN.

Lapsed
Time A

-
Instructional Events Support

Materials/Notes

.

.

.

t

.

...

.

'LH.

..,.1

.

.

,

.

I.

.

'

.

II.'

.,

.

Introduction.
. - .

A. Direct participants to Self-Instructional
Reading #2. .

.

1. Indicate to participants that there
are quest ions throughout the reading,
and that all answers are contained
in the text. You will not review
each question and answer.

.

2. Have participantg read the assign-
ment, allowing at least 15 minutes.

, . .

3. After completion of thekreading, ask
for questions or comments.

Development. .

A. Ask group to turn to Exercise 7-1.
,

1. Review instructions on Exercise 7-1.
. .

Z. Have participants use the scales to
evaluate media samples which'you have
prepared in advance according to the

.

,

.

.

,

.

Self-

Instructional
Reading #2

,

.

s- .

.

, .

-

Exercise 7-1

.

Media Evaluation
Sheets 7°

,,,..
. ,,..1.,-

'

.

. .a.
.:--

it
.

.

.

.
.

d

. ,

.

. .

.

.

directions found in Exercise 7-1.
Participants are to write their
answers on the-Media Evaluation
Sheet. /

3. Discuss the results of the
.

evaluations.fOr each and

providefeedback.
.

, ,.

Summary. , . ,

A. Three categories of media covered 41ere
were:

. .
1. Self-prepared.--

2. Obtained from an

.

outside source..

3. Part of a pre-developed-training
.

,

.
program. , ,. .

.
'

. ,

,/21' :

.. e, .

.

7 -43
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/
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DETAILED LESSON PLAN

Lapsed
Time .

,.
Instructional Events

1

Support
Materials/Notes

,

.

.

.

.

.

.
, .

.

.

. .

.

.
.

,

.

.
.

.

.

.

,.

.

\_2

.

:,.

B.

.

_

.

.

.

.

r

Stress the' importance of knowing:.

1. The specifications fora finished

product. .

2. How,to preview/review media.
A

.

, .

r)
, 44

, f
--)

.
.

..

_
-

. .

-

, .
q

.

.
.

e

.. -

. ,
I

3

..../

.
.

.

.

.. .

. , .

.

.

.t. .

. .

4

.

,

.

.

,

.
.

I'

.
,

.

-

.

,

2

.

.

To
,

215
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31.

EXERCISE 7-1

Instructor's Guidelines

P'reparatio'n forEiCercfse
.4011

Certain steps must be taken by you, the instructor, to assure that the.
participants gain necessary information from Exercise 7-1. These steps are
to-be done within 7-10 days before the actual conduct, to assurg_that your
materials are ready. ,

Your responsibilities are to provide at least one sample of'each of'the
following:

1. Flip chart

1.
2. Overhead transparency

3. 35mm slide

These samples you prepare must be deficient in some way(s), to give the
participantsan-opportunity to evaluate them. If you choose, you cart use '
more than one sample (perhaps a few good and a few poor) and reproduce the
Media Evaluation Sheets. Before using them, however, each sample should be
evaluated by'you and at leas? one other experienced instructor, to assure .

that you know what ratings to expect from the Participants.,

In addition to p aring the samples, you will also be responsible for
assuring that the necessa equipment (flip chart easel and projectors) are
in the classroom and ready for use when you conduct the exercise.

Exercise Conduct

The steps to be followed in this exercise, are:

1. Explainthe instructions and be sure the participants
understand how to use the Media'nnuation Sheet...

2. Display each sample, and allow participants sufficient
time to enter..their ratings on the sheets. s

3. eview their responses at` the end of the exercise, and
discuss any/all disagreements.

V

216
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IMP CHART)

..

,-

Exercise 7-1
Page Two

-

EXERCISE 7-1

Media Evaluation Sheet

Pleae use the following scales:10 rate the speCific dimensions of media

samples provided by your instructor. Place a check (V) ,o'n. the scale to

record your rating of the sample.

1. Legibility'

2.', Use of color

. Letter size

4. Word spa.cing

-5. Line spacing

5'er Overall quality

,

1. Legibility

2. Use of color

3. Letter size

ord spacing
s.'

5. tine spacing

6. Overall quality

Poor Adequate Good Excellent

4

[OVERHEAD TRANSPARENCY] /

/..

se

0 V

Poor Adequate Good- Excellent °

-
7-7 .
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9

Exercise 7-1
Page Three

1. Focus
.

2., Exposure (11 ght or' dark)

3. Visibility

4. Accuracy of representation

i ty

SLIDE

Poor. Adequate Good Excellent

218
7-8
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Answers for Self-Instructional Readipg #2

As an instructor, you will encounter three categbries of media: 1)

those you prepare yourself, 2) those you obtain for a particular purpose

from an outside source, and 3) those which are part of a pre-developed

.training program..This reading will discuss all three categories, but will

focus on.the first by presenting features, and specifications of media yGtat

can prepare yourself.

Throughout this reading assignment are check questions based on con-

tent you have been reading. These'questions are not tests of your ability,

but simply tools designed to help.you learn the material you are reading.

No'answer key is provided. All answers can be found in the text. preceding

the questions. If you have difficulty' answering a question, look back. over

the material until you find the correct answer. It is important that you

try to answer each question before you look back over the material.

Category 1

Media you can easily prepare yourself are:

. flip chart.

. graphic illustrations.

.40!

overhead transparencies.

. slide series.

The basic feature of an effective flip chart is that it, and what is

written on it, be visible to everyone in the classroom. Visibility

involves using proper writing instruments and techniques.

You should usedark colored, wide-tipped felt markers on a flit') chart.

Do not'use peniils, ballpoint pens, or felt tips designedfor everyday use

since they do not make heavy, wide lines which can be seen at a distance.

Blue or black are the-suggested colors to use. You may wish to use other

color's to highlight or contrast ideas or drawings. Just make sure the.

color is visible to all. A way of checking color visibility is to write a

word on the flip chart with each marker you intend to use. Walk to the

back of the room, and if you can easily read each word, the colored marker .

is suitable. This is also a way of cheCking if your writing is legible.

Now you write on a flip chart is very important. As stated above,

you must write large enough to be seen'from the back of the classroom. But -

writing is the wrong word to use, since you should always, PRINT.

7-9
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Answe'rs for Self- Instructional Reading42
Page Two

14

When PRINTING on a flip Chart:

Use all capital letters for short titles and labels. For longer
captions (five or more words) or subtitles, use lower-case letters
with appropriate capitals since lower-case letters are more easily
read.

Put subject matter in outline form whenever possible].

Limit the usage of prepositions (a, an, the, etc.) in titles and
headings.

Allow adequate space between -words and lines. Too much or .too
little space makes reading difficult.

Answer the following questions about flip charts.

1. Which of the following features is basid to effective utilization of a
flip chart?

?

a. Visibility.

b. Using an outline format,

c. Having it prepared in advance.

An advantage-of using a flip chart is that you can use Wiy writing,
instrument which is convenient.

a. .True.

b. False.

ff
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Answers for Self-Instuctional Reading #2
Page Three

3. Which of the_following is NOT in important factor to coosider when
preparing a flip chart?

a. Always PRINT

b. Use an outline format whenever possible.

c. Allow adequate space between lijies.

d. Use a marker with yellow ink when describing to highlight a
specific word.

e. Use all capital letters at all times.

Graphic Illustrations: .Examples of graphic illustrations commonly used in
the classroom are charts, graphs, diagrams, and blueprints.

When preparing graphic illustrations, you should be aware of ba'sjc
design principles that can be applred'in these and other media situations.
These ,design principles include: simplicity, unity, emphasis, and balance.

Simplicity:

. Present. only one idea at ,a time.

. 'Subdivide or redesign lengthy or,complex information into a number
of easy -to -read and easy-to=underttand related materials. ,

. Drawings should be bold,.simple,.Ad contain only key details.

Unity:

. Achieved by: Overlapping elements.
. using pointing devices (arrows).

visual tools .(connecting lines, color coding similar
items, using:ilmilar shapes, etc.).

Ethphasis:

The need to emphasize an element can be achieved by using size
(generally larger) or different shape or color.

221'
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/Page

Four

Balance:

. Arrange elements to create an equilibrium (do not draw everything

in.the upper,left-hand'corner).

. Keep side margins equal, with a somewhat greater area at the bottom

than,at the top.

When using "commercial" graphics, such as water plant ueprints 'br

diagraMs, be sure the fine lines of these oraphics are vi i b e to all the 7/

students. If they are, these graphics can.be mounted on cardboard or

poster board and displayed in front of the classroom. If they are not

visible, yoU may wish to have them, or certain sections, enlarged. Another

alternative would be to have the entire blueprint/'diagram, or sections of

them, reduced and made into handouts. Both processes, enlarging and

reducing, require special facilities, and will involve additional costs.

Ansvier-the following questions about graphic illustrations.

1: Name two types of graphic illustration's commonly,used by instructors.

a. anq oA the Aatowina chatts. g4aphis.

b. diagtams, 04 batepkint's

O

2. ,,Place a check mark () beside each of the following which are design'

principles of good graphic illustrations.

a. Coordination.

-b. Balance.

c. Unity.

__L_ d. Emphasis.

3. What are two--processes you,can utilize to. make commercial graphics more

visible?

a. enta4ging

b. 4eduang.

72P2
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..

*

Overhead Transparencies: While there are a number of techniques used'to
make overhead transparencies, we shall discuss that procesi which can be
done entirely by hand. Materials ancrtool required to make overheads are
clear acetate sheets (.005" - .010" thick); cardboard'frames or mounts;.and
colored felt pens (finer and broad-tipped).

A convenient transparency size, made on 8-1/2")( 11" acetate sheet, is
7-1/2" x 9,1/2" when mounted in a cardboard framg. `The ,transparency` is

normally projected with the 9-172" dimension horidiontal because it is dif-
ficult to view some parts of vertically oriented transparencies in rooms
with low ceilings ..or suspended lighting fixures.

Verbal content for a transparency hould be limited to 15 or 20 words.

.A good guideline 'would be four words/line, no more than five lines/trans-
parency. Minimum letter height (for lower-case letters) shoOld be about
1/5" in heijht

All felt pens, produce transparent colons and therefore are suitable
for making transparencies. Fine-tipped felt pens are designed for drawing
lines and writing, While broad-tipped pens are useful for coloring areas.
Pens should be used lightly since some inks:tend to run.

Ink in felt 'pens can either be permanent-type or water-biSe.

Permanent-type inks are preferred since they do not smear if accidently
touched. They can be removed if you use a plastic cleaner or other solvent

(e.g., lighter fluid). Water-based felt pens should be used if you want to

remove the writing afterwards, or if you have.a limited number of acetate

sheets that you must reuse again and .again. The difficulty with many
water-based inks, however, is that they have 'a tendency to "ball up" and

not give a solid line:

You can also use grease peneils (china markers) on overheads. These

are not transparent and, will project black, however, markings tend to be

streaky. Grease pencil marks can be rubbed off the acetate with a clean,

soft cloth.

Overhead transparencies of charts_or graphs can be prepared quickly by

using transparent -co ror tapes or diyltransfer letters. When using these

materials; be sure that they are transparent. Use a .grid sheet orograpti

paper under the acetate as a.guide-for placemeni and alignment of the tape'

and letters. -

tom
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Answers; for Self-Instructional Reading #2

Page Six

.

AnSwer, the following questions about overhead transparencT

1. The finished size of an overhead transpafency mounted kin ardboard

frame will be: (check one.)

a. 8-1/2" x11"

b. 7-1/2" x 11"

c. 9" x 10"

d. 7-1/2" x 9-1/2"

2. Verbal content for a transparency should be limited to
20 words.

15 or

3. Place a check mark (I) beside each of the following which are,comMonly
used when preparing overheads.

a.''Felt pens:1.

b. Ballpoint pens.

c. Grease pencils.

d. Graphite 'pencils.

e. Masking tape.

f. Transparent dry-transfer letteiss.

ti

4. Which type of writing instrument produces the most uniform' line on an
acetate transparency? .

a. Felt pen with water soluble ink.

-I): Ballpoint pen.-.

c. F- elt pen' with permanent ink.

d. Grease pencil.

e. Graphite pencil.

224
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Answers for SelfrInstructiOna Readthg #2,
Page Seven

Slides. The 'equipment you need to make a slide series is: any .5mm
camera, color film, and some photography "know-how." With these tools you
can go into a water treatment facility and take the pictures of procedures/
equipment you need to supplement instruction: If you do not have the
photography skills and knowledge necessary, but need the slides, you may
consider hiring a photographer and serving as director.

Once you_.heve.taken the pictures, you should evaluate them for the
following features:

. FOCUS Is everything in' the picture sharp and clear - easily
visible?

. EXPOSURE - Is the picture too light or too dark?

. BALANCE - Is the sect or point of interest in the center of the

pictu e?

. QUALITY - Is the slide good in terms of colt5r, contrast, and com-

position?
o

. 'CONTENT - Does the slide show what you want it to show ?'

- Does it show it from the proper perspective or point of

view?
- Is the slide an accurate. representation?

Once you have your slide series arranged in a logical order, you can
provide the narration yourself. Narration can be spontaneous, in that you
explain the pictures in your own words each time they're shown,.or you can

develop a narration outline to structure content and provide continuity
from one showing to another: The following are some suggestions for devel-

oping narration:

Narration'should make direct reference to picture content. Explain .

picture. derails provide transitions from one slide to another.

. Keep sentences short. Use simple, straightforward English as-
conversation.

Rememberihat Ty part of the narration may include sever

slides.

4

7-15.
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tr

Answer the following questions about slides.

1. List the three things you need to make slides.

IMP

a.

. b.

,

35mm camma

cacti. &-i em

C. photocmary "know-how"'

Z. Place a check mark () heside each of the following which i 'an

evaluation.criterioNfor slides. A

a. Quantity.

b. Focus.

c. Exposure t,

d. Consistency.

e. Content.

0
0

4.

3. Narration should supplemett the slideg by discussing thingsnot shown
in the picture.

$, P

a

a. True

b. False.

0

Category 2

Category 2 consists.of those media .you, -as an instructor, ibtaln_for a

' particular purpose from an outside source.. Films (16mm or 8mm), slide/tape

programs, .and video cassettes are examples of media .usually., rented or.
purchased for classroom use.

.

.,

When going to, an outside source for media, you` may be in the 'situation

of obtaining la medium without knowing'exactly what you are getting. There-

fore, you-Should always preview media before using it. Some things to look -

for when previewing are. I

:

7-16226.
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Answers for Self-Instructional Reading #2

Page Nine

. Does the medium fit the lesson objectives?

. Is content accurate and up-to-date?

. Is the *Wm in good condition?
. :

The seemingly "perfect" film in.a'cataldg may arrive In poor condition, -or

may betompletely. irrelevant to the lesson.' If the medium does' not

any of your criteria; you may ,have. to forgo using it. °Remember, yOur

.lesson plan should'not be.built. around:a -should start with'

trashing objectiNes..Melia should play bnlia supporting role.

If the medium meets most of your-criteria, you should review it again,'

this time for instructional purposes. You should review the medium so that

you: 1) can prepare a good introduction (noting things students should

look for) 2) become familiar with content (to answer questions) and I) can

prepare discussion questions.

Category 3

s
/ :

Category 3-consist of media which are part of a pre-developed train-

i

.

ng program. These medila often are an inherent part of the training pack-

age. Failu to use t em May result in au incomplete training prqgram.

For example, th medium may be the means for communicating a major/ part of

the knowledge quirement. _s Thus, it is to your advantage and convenience,

as an instructor, to utilize the media provided with an fnAtructfonal pack-

age. -
.> -. ,

e

As with-Category 2 material's, however, pre-developed programs should

be previewed to deteemive:

A. Appropriateness.to yourinstructiohal objectives.

2 Quality of Media used. .

Any program which does not meet your objectives or cootains'Very poor

- quality media should not be used. .

22
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Page Ten.

Answer the fotlowing questions about Category 2 and Category 3.

1. List two examples of media usually obtained from an outside source.

a.

b.

any o the Aiottowing: 6itms;

sZi:de/tape videgtam

, .

Pre,iwing a medium is recommended only to familiartze yourself with
uipment., ,

a. True.

b. False.

4 . "I .

3. Mace a check mark (A beside each of the following reasons for
reviewing the'medium for instructional purposes.

a. To help formulate objectives,a ...

b. To prepare discussion questions.

c. To become familiar with content. .

To help construct lesson plans.

4. An instructor should preview pre-developed program media.

a. True.

b. False.

r
.1

If True, what should the preview determine?

Appnopkiateness.to out instAuctionat objectives and quatity

media used.:

(

2,28
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- gage Eleven

e

t. a

t

If False,s why not?

z

Or.

4.

229 .
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Self- Instructional Reading f2

As an instc4gtor, you will encounter three categories of media:

those-you prepare 2) those you obtain for a particular purpose

from-an outside source, and 3) those which' are part of a pre-developed

training program This reading will discuss ail three categories, but will

focus on the first by presenting features and specifications of 'media you

can prepare yourself.

,
Throughout this reading assignment are check questions based on con-

tent you have been reading. These questions are not tests of your ability,

but simply tools designed to help you learn the material you are reading.

No answer key-is-provided. All answers can be found inthe text preceding

the questions. If you have difficulty answering a question, look back over

the material until you find-.the correct answer. It is-important that you

try to answer each question before you look back over the material.
7

Category 1

Media you can easily prepare yourself .are:

. flip chart.

. graphic illustrations.

. overhead transparencies.

. Slide series.

--IL-

-
The basic feature of an effective flip chart is that it, and what is

written on it, be visible to' everyone in the classroom. Visibility

'.involves using proper writing instruments and techniques.

You should use dark.colored, wide-tipped felt markers on a flip chart.

Do not use pencili%. ballpoint pens, or.felt tips designed for everyday use

since they do not make heavy, wide lines which can be'seen at a distance.

Blue or black are the suggested colors to use._ You may wish to use other

colors to highlight or contrast ideas or drawings. Just make sure the

color is visible to all.' A way of.checking color visibility is to write a

word on the flip chart with each marker you intend to use. Walk to the

back of the room, and if you can easily read each word, the colored'marker

is suitable. This is-also a way of checking if your writing is legible.

Now,you write on a flip chart is very important. As ,stated above,.

you must write large ehoughto be seen-from t back ofthe classroom. But

writing is the wrong word to use, since you shou always, PRINT.

231o
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Seq-Instructional Reading #2

:Page Two

When PRINTING on a flip chart:

Use all capital letters for short titles and labels. For longer

captions (five or more words) or subtitles, use lower-case letters
with appropriate capitals since lower-case letters are more easily

read.

Put %ubject matter in outline form whenever possible.

: Limit the usage of prepositions (a, an, the, etc.) in titles and

headings.

Allow adequate space between words and lines. Too much or too

little space makes reading difficult.

Answer the following questions about flip charts.
A;es,

l Which of the following features is basic to effective, utilization of a.

flivchart?

a. Viglbility.

b.' Using an outline forMat.

c. Having it prepared in advance.

,2 An advantage of using a.fTfp chart is that you can use any writing

instrument which is convenient.

a. True.

b. False.

,:4710:0
4,

4
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Page Three

3, Which of the following is NOT an important factor to consider when
preparing a flip chart?

a. Always PRINT,

b. Use an outline format whenever possible.

c. Allow adequate space between lines.

d. Use a marker with yellow ink, when desiring to highlight a

specific word.

6. Use all capital letters at all times.

Graphic Illustrations: Examples of graphic illustrations comrnonly(6sed in

the classroom are charts, graphs, diagrams, and blueprints.

When preparing graphic illustrations, you should be aware of basic

design principles that can be applied in these and other media situations.
These design principles include: .simplicity, unity, emphasis, and balance.

Simplicity:

Present only one idea at a'tim6.

Subdivide or redesign lengthy or'complex,information into a number
of easy-to-read and easy-to-understand related materials.

Drawings should be bold, simple, and contain only key details.

. Achieved by: overlapping elements.

using pointing devices (arrows).
visual tools (connecting lines, color coding similar
items, using similar shapes, etc.).

Emphasis:

. The need to emphaSize an element can be achieved by using size
(generally-larger) or different shape or color:

233
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Page Four

Balance:

. Arrange elements to create an equilibrium-(do not draw everything
in the upper, left-hand corner).

. Keep side margins equal, with a somewhat greater area at the bottOm
than at the top.

When using "commercial" graphics, such as water plant blueprints or
diagrams, be sure the fine-lines of these graphics are visible to all the
students. If they are, these graphics can be mounted on cardboard or
poster. board and, displayed in frOnt of the_classroom. If they are not
visible, you hay wish to have them, or certain sections, enlarged. Another
alternative would be to have the entire blueprint/diagram, or Sections'of
them, reduced and made into handouts. Both processes, enlarging and

reducing, require special facilities, and will involve additiona) costs.

Answer the following questions about graphic illustrations.

l.- Name two types of graphic illustrations commonly used by instructors.

a.

b.

2. Place a check mark (/) beside each of the, following which are design

principles of good graphic illustrations.

a. Coordination.

b. Balance.

c. Unity.

d. Emphasis.

3. What are two processes you can utilize to make commercial graphics more
visible?

a.

b.

r
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Page Five

f

Overhead Transparencies: While there are a number of techniques used to
make overhead transparencies, we shall discuss that process which can be
done entirely by hand. Materials and tool required to make overheads are
'clear acetate sheets (.005" - .010" thick); cardboard frames or mounts; and

colored felt pens (fine- %nd broad=tipped).

A convenient transparency size, made on 8-1/2"'x'11" acetate' sheet, is
7-1/2" x 9-1/2" when mounted in a cardboard frame. The transparency is
normally projected with the 9-1/2" dimension horizontal because it isslif-
ficult to view some parts of vertically oriented transparencies in rooms
with low ceilings or suspended lighting fixures.

Verbal content for a transparency should be limited to 15 or 20 words.
A,good guideline would be four words/line, no more than five lines/trans7
parency. Minimum letter height (for lower-case letters) Should be about
1/5" in heig

All felt pens produce transparent colors and therefore,are suitable
for making transparencies. Fine-tipped felt pens are designed for drawing
lines and writing, while broad-tipped pens are useful for coloring areas.
Pens should be '.used lightly since some inks tend to

. Ink in felt pens can either be permanent-type or water7bas.e.

Perfflanent-type inks' are preferred since they do not smear if accidently
touched. They can be removed if you use a plastic cleaner or other solvent
Water-based felt pens should be used if you want to remove- the writing
afterwards, or if you have a limited:number of acetate sheets that you must

reuse,again and again. The difficulty with many water-based inks, however,

is that they have a tendency to "ball up" and not give a solid line.

You can also use gr'ease pencils (china'markers) on overheads. These

are not transparent and will project' black, howeVer, markings tend to be

streaky. .Grease pendil marks can be rubbed off the acetate with a clean,

soft cloth.
1

Overhead transparencies of charts or graphs can be prepared quickly by
using transparent-color tapes or dry-transfer letters. When using these
materials, be sure that they are transparent. Use a grid sheet or graph
paper under the acetate as.a,guide for placement and alignment of the tape

and letters..

0
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. Answer the following questions about overhead.trAsparencies.

1. The finished size of an overhead transparency mounted in a'cardboard

frame will be: *(check one.) .

a. 8-1/2" x 11""

b. 7-1/2' x.11"
4 J.

c. 9" x 10"

d. 7-1/2" x 9-1/2"

I P.,

2, Verbal content for a transparency should be limited to

do words.

.#

or

3. Place a CheCk mark (I) beside-each of. the following which are commonly

used when preparing overheads.

a. Felt pens.

b. Ballpoint, pens.

c. Grease pencils.

d. Graphite pencils.

e. Masking tape:

f. Tiansparentdry-trans letters.

A

4. Which type of writing instrument produces the most uniform line on an

acetate transparency?

a. Felt penrwith water soluble ink.

b. Ballpoint pen.

c. Felt pen with 4ermanent ink.

d. Grease pencil

e. Graphite pencil.

11
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Slides.. The equipment you- need to 'make a slide series is: any 35mm

camera, color film, and some photography ';4(now,how." With these tools you

can go into a water treatment facility and take the pictures of procedures/

equipment you need to supplement instruction. If you do not have the

photography skills and.knowledge necessary, but need the slides, you may

consider hiring a photographer and serving as director.

Once .you have taken- the pictures, you should evaluate them for the

following features: .
,

..

.,..

. FOCUS - Is everything in the picture sharp and clear - easily

'Visible?

EXPOSURE - Is the picture too light or too dark?,

. BALANCE - Is the subject or point of interest ln the center of the,

picture?

1 .

QUALITY .- Is the slide good in terms of color, 'contrast, and com-

position? .

. . ,.

CONTENT - Does the slide show what you want, it to show?'
k

- Does it shoka_ from- the proper perspective or point of

'. view? -
, -,

- Is'the slide an accurate representation?

Once you have your slide series arranged in a.logical order, you can

provide the narration yourself. Narration can be spontaneous, in that you

explain the picture's in pour own words each time they're shown, or you can

,develop a narration outlIA to structure content_ and proVide continuity

from one showing-to another. _The following'are some suggestions for devel-

oping narration: .

. Narration should make direct reference to picture content. Explain

.picture details and provide transitiOns from one slideto another.

. Keep sentences short. Use simple, straightforward. English as in

conversation.

.. Remember that one part of the narration may include several

slides.

237:
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Answer the following questions about slides.

1. List the three things you need to make slides.

a.

b.

c. ,

2. Place a check mark () beside each of the following which is an®
evaluation criteria for slides.

a. Quantity.

b. Focus.

c. Exposure.

d. Consistency.'

e. Content.

3. Narration should supplement the-slides by discussing things not shown
in the picture.

a. True..

b. False.

Category 2

Category 2 consists of those media you, as an instructor, obtain for a

particular purpose from an outside source. Films (16mm or 8mm), slide/tape
ro rams, and video cassettes are °examples of media usually rented or

purc ed for classroom use.

Whe going to anputside source for media, you may be in the situation_
of obtain) g a medium without knowing exactly what you are getting. There-
fore, you-should always preview media before using it. Some things to look
for when previewing are.
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Page Nine

Does the'medium fit the lesson,objectives?

Is content accurate and up-to-date?

Is themedium in good condition?

The seemingly "perfect" film in a catalog may arrive in poor condition, or
may be completely irrelevant to the lesson. If the medium does' not meet

any of you criteria, you may, have to forgo using it Rememben, yoy
-lesson plan should not be built around a medium--it should start with

training objectiveg. Media should play only alsupportiong role.

If the medium meets most of your criteria, you should review it again,

this time for instructional purposes. You should review the medium so that

you: 1) can prepare a good introduction (noting things students should(

109k for) 2) become familiar with content (to answer questions) and 3) can

prepare discussion questions.

Category 3'

Category 3 cons,ists of media which are part of a pre-developed train-
ing program.- Fhese media often are an inherent paft of the training pack-
age. ,Failure to use them may result in an incomplete training program.

For example, the medium may be_the means for communicating a major part of

the knoNsidge requirement. Thus, it i6 to your 'advantage and convenience,

as. an instructor, to utilize "the media provtded`with an instructional pack-

i age.

As with Category 2,materials, however, pre-developed programs should
be previewed to determine:

1. Appropriateness to you'r instructional objectives.

2. Quality of media used.

Any program which does not meet your objectives or contains' very'poor

quality media should not be used.

239,

N

at.



-Self-Instructional Reading #2

Page Ten
p

,

Answer the following questions about CafegOry 2 and Category 3.

.
,

1. List two examples of media usually obtained from an outside source.

a.

b.
sa

2-.- Previewing a medium is recommended only to familiarize yourself with

the equipment.

a. True.

° b. False.

-3. _Place'a check mark (i) beside each of the following reasons for
reviewing the medium for instructional purposes.

a, To'help formulate objectives.

b. To prepare discussion qUestions.

c. To become familiar with content.

d. To help construct lesson, plans.

4. An.fnstructor should preview pre-developed program media.

a. True.

b. False.

If True, what should the preview determine?

4

24 0,
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Self-Instructional Reading #2

Page Eleven

If False, why not?
,10

t

4..

A

* 11)a

-

.4
5

0

a

4f-
0

,,

0,

,, 4-,
.- :e

74

t

0:
0
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EXERCISE 7-1

4

Instructions: In th'is exercisq,40u will be aged to evaluate samples of
each of three'types of media: flip chart, 'Nerhead transparepcies, ar4
slides. Yo ill use the evaluation dimensions described for each medium-

, as presented' fh your handbOok. -As each, sample is presented, select the

scaled value for each dimensiop that best represents your-judment and check
those values on the Media Evaluation Sheet.

1k

Product: At the end of this exercise you will have a completed Media
Evaluation Sheet containing entries for thd flip chart, overhead, and 35mm
slide. ,

Time: You will be given approximately three minutes to judge each sample.

0.

O
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LESSON TITLE: .ta

7 Lesson 8. Evaluating Instruction

PURPOSE:

To .provide participants with the .skills and knowledges which underlie the prepara-

tion of audiovisual aids.

f

. ,
TRAINING OBJECTIVE

GIVEN: .

Sample audiovisual aids. ,
. .,

4

.._

.

,

ACTION: .
.

- ...'

Identify those audiovisual aids which meet and do not meet established criteriariteria for

"good" audiovisuals, and why.
. .--

.

.
.

.

-
.

. -

.

STANDARD' N,
Correctly.identify'"good" and "poor" audiovisuals, and be 90% correct ip describing

how to improve inadequate audiovisuals
.

,

On.

I a

.

.

.

. .

.
.

.

......- ' .
. -

,.
.

.. _

.
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.

INSTRUCTIONAL TECHNIQUES:
°

1. Self-iq_tructional reading
1. Group exercise/discussion ) -

. -- ...,
.r .

,..
. . .

.
.

, -\ . . ..
PARTICIPANT MATERIAL: ' (

-
1. Participant' s Handbook
2. Available instructional resources

-

--.

.

P .

INSTRUCTIONAL MATERIAL:

1. Self-instructional reading
2. Sl-ides/projdctor

.

J. Overhead transparencies/projector
4: Fl ip chart

r'......,, .

O .-
.

. . ,

.

Z

.

.

4

. -

REFERENCES: , ..

.

Kemp, Jerrold E. Planning an dl producing audiovisual materials (2nd eA Scranton,.
PA: Chandler PUblishjng Cpmpiany, 1968.

.

. . . 4
.

. .
. v 4

. .

. '
. '

.
. *.,

_
.

I.

TIME: ., .. N

........,

2 hours i .

z \
.

-

. i

,

_

.

ACTIVITIES: .
4

1. Self- instructional reading
2. Group exercise -- critique sample

audiovisual s

3. Summary= 6 -
, ,

.

. .

.24 d

.

.

8-2
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O

40

. INSTRUCTIONAL EVENTS- .
_

I. EARLY STAGE . , ...,
, -

Self- instructional readinPassignment with study questions, outlining the '
criteria for preparing and/or evaluating media.

. .-,..

_ . ..
.. .

. ,, .
4

. .
, . . .

. ..
.

.-

.
,

C.. .
. . , . . 4-

...

o

,

.

II. INTERMEDIATE STAGE wit

. .

Participants will perform an iindividual exercise in which they will' use a
- checklist to critique sample media: Group .discussion of media eva,luations
' will follow. .

,
. . .

. - ,

,

../

...,
. -

,

-

,. . .
.

A*, .
I

.....,. .
. '

4 ., . . .

°
. .

-

.

.
III. FINAL STAGE .. .. . (c.

Activity in which participants will prepare media twsupport course/lesso s),-they, currently teach. .. ..

..,-- ...

. Ni, .
,

,
. ..

...
110.- ..

- .:.
-... 7 t.. , . .

.....

,, ,.
_,

.

.

8-3
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DETAILED LESSoN PLAN

Lapsed
. Time

_

Instructional Events

.

Support
Materials/Notes

.

OP

-

.

.

.

.

-

-

.

I.

.

,

.

II.

.,

.

1

,

introduction.
.

A. Purposes

.

of Evaluati
?

on (Testing).

1. Evaluate instruction.

2. Evaluate/learning.

3. Provide feedback.

...----\

B. This unit will include.
/

1. Guidelines for determining
appropriate test format.

2. Guidelines for construction of test
items.

,

.3. Uses to which a test may be put.

Development. .

o

A. DiscUss two types of-evaluation:

. 1. Knowledge.

2. Skills-performance.

B. Test format.

.

.

.

.

Overhead 8-1

.

..

Overhead-8-2

.

Overhead 8-3

.

-

...: ,

1. Dependent upon:

'a. Whether a ski.11 or knowledge is

required'to complete the task.
, (Or both.)-

b. Time, cost considerations.

2. Possible formats. .

a. Written JObjecttve). .

.

b. Performance.
,......,

. .

c. Mixed. ,

1

'C. Describe types of written-objeCtive test
items.

-;
.,

S

, 1. Short answer. f

241g--*
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DETAILED LESSON PLAN

. Lapsed
Time

.
,

Instructional Events

ik

Support
Materials/Notes

.

.

.

.

. -

.

,-

.

III.

,

2. True-False.

,

3. Multiple_ choice.

4. Matching. *

D. Describe forms of performance testing
situations.

Alki

1. Identification.
,

.

2. Simulation.
A .

3. Work samples.

4. :Advantages/disadvantages.
. v

E. Handout. ' .

,._

1. ,Instruct participant\to turn to
Handout 8-1.

2. Allow participants adequate 'time to
review Handout'8-1.

Individual Exercise. ,

A. Have participants. turn to Exercise 8 -1.,

B. Explain that there are three parts to the
exercise.

'III

1. Parts One and Two Directions are
self-explanatory

. -.

2. Part Three.

a. Read over directions.

b. Explain that any type of 'test

item, as long as it
. is wttithin the guidelinwritten within guidelines

A,-,

as found in Handout 8-1.

C. Upon completioAi inof the exercise.

1. Part One. Go over answers and pro--
.

--, Go over answers and provide
feedback.

..

.

Overhead 8-4

.

..

Ove-rhead 8-5

Handout 8-1

.

Exercise 8-1

.

/

.

.

.

.

.

.

8-5 24i



DETAILED LESSON PLAN

Lapsed
Time

Instructional Events
.

Support
Materials/Notes

q

.

IV.

......--

V.

.

r

&

2. Part Two.

. Discus items anti provide .

.feedback. .,

D. Ask for questions or comments.
.

Summary.
. .

Review the major points of the unit.

1. Two types of evaluation.

2. Test fotmat.
.

3. Written lest items.

.

4.
,
Performance testing situations.

Work Assignmept.

A. Participants are to develop evaluation
tools for the course(s) they presently
teach, using the materials they have ,
developed (objectives', lesson plans,

etc.). .

.

B, Instructor will be available aas resource
,

person.
---. .

C. All participants must complete their test
questions for at least one entire lesson,
and have them reviewed by an instructor.

',

. .

. ,

. .-

,

-

,

.

.

.

.

.

.

.

.

.

,

.

.
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A

TWO TYPES OF
EVALUATION

1. KNOWLEDGE

2. SKILLS

25o

Overhead 8-1

4



OVerhead 8-2

St

TEST FORMATS

1. WRITTEN tOBJECTIVE)

2. PERFORMANCE

3. MIXED

25I

C

ce



TYPES OF OBJECTIVE TEST ITEMS

SHORT- ANSWER

TRUE-LFALSE

MULTIPLE-CHOICE

MATCHING

252

Overhead 8-3
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Overhead 8--4

FORMS OF PERFORMANCE .

TESTING SITUATIONS:

31 Identification

2. Simulation

3. Work Samples .

253

-;
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tl

al

PERFORMANCE TEST.

ADVANTAGES

Actively Involves student

In Attlial SkiIls.Practice
. .

-.Permits Students To Apple

learning In' Situations That

Simulate The. Real World

Ns.

Overhead 8-5

ete

DISADVANTAGES

Lengthy MaterialS

Develotment Time

Requires Extensive Clast- Time

254

for Guided. Practice

Of New Skills

t

, -
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HANDOUT 8-1

GENERAL PRINCIPLES OF TEST CONSTRUCTION

MUST ADEQUATELY ASSESS THE TRAINING OBJECTIVES.

USE ONLY TWO OR THREE TYPES OF ITEMS.

ITEMS SHOULD BE CLEAR AND CONCISE.

^ READING RATE AND COMPREHENSION SHOULD NOT
ADVERSELY INFLUENCE THE TEST SCORE.

INSTRUCTIONS ARE TO BE CLEAR AND EXPLICIT.

255

I.



Ha' but 8-1
page Two

4

GUIDELINES FOR GENERATING PERFORMANCE TEST SITUATIONS

1. Give students adequate instructions so that-they clearly
understand4.the perfornance being measured.

All drawings, forms, etc., should be clearly labeled.

3. Require students-to explain procedures as they are;,,being

performed.

4. 3et up observable'objective criteria by which to assess

the. students' performance.

5. Test only those aspects of performance,which are-
important to the job. cio._

N

256
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4.

RULES FOR CONSTRUCTUQ ESSAY TEST QUESTIONS

1. The directions must be clearly written.

2. Language should be precise and un,whiguous.

3. To assure equality of ijifbrmation, do not provide

optional questions.

4. Avoid open -book essay tests.

5. Carefully define the, scope of the IrObleth so that

student'S will be writing,appropriate answers.

6: Prepare correct answers and a point system for

each subpart, if appropriate.

7. 'Score responses to each question for the entire

class befoie scoring subsequent questions.

8. Use essay questions only to assess information

for which.the essay is the appropriate test form.

.1.J

257

Handout 8-1
Page Three
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RULES FOR CONSTRUCTING MATCHING OEST1ON8

7
1. Item6premTses and responses,should all be within

a welldefined and limited content area.

2. The number of responses should be greater than
the number of premlies.

3. Avoid cueing the student by making the :correct
answer the longest rt41:se:

4. There should be no feWer than 5 and no greater
than 15 responses.

5. Allpremisesand responses should bg-pn one page.

6. =The ditTecti.ons:fot matching must he Clearly stated.

--, ,
.

7. Responses should be aril,anged

.

to beep search time
to a minimum. .

, IN.._ ..

S. Ptovide a convenient tfl.J.Inique for answering and,
7 I 1,.

e scoYing. .v
,

T t. ,
o'A 2, .

'.: %
. 4 , ,-

° °
,7

.
.,

,
,4", i7.k

16

, . ( 4 .-
., A :--- .r.

AI. .:' .
A'

' ta
a

.

o ;

t

kt

e I

0

a

Handout,,
Page Four
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Handout 8.1
Page Five

RULES FOR CONSTRUCTING MULTIPLECHOICE TEST QUESTIONS
, .

I
0

. .

.s:

1. .The question should be con4ructed so that only one

ice is correct.

2. ord all, alternatives so that, they are grammatic4lly

consistent with the premiteye

3. Word the alternatives so that the correct responsL

is neither consistently longer nor shorter thah the

incorrect response.

4. Have at least three but no more than five alternatilies.

ks5. -Avoid wativel stated items.
t

6. Place the correct alternative randomly.
_... .

. . .

7. All Incorrect aAswers.shoul8 be plausib, le.'
s

40;

. 0

VPl

AL
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Handout 8-1
'Page Six

RULES FOR CPNSTROC1ING TRUF-FALSE Ttsr 'fp.FSFIONS

I. lire statement should'he entirely ,f rgtiriIy

false.

2. A ,;!.itellinl siulki not he due to frP\idf

. t,
,

3. Avoid Verbatim quotes from text mhteial.

o

4. -Avoid the use of descriptive words which may give

away the correct answer.

5.. Avoid staEements phrased negatively.

6. Avoid patterning of answers.

"t*

a

260 .41
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RULES FOR CONSTRUCTION OF SHORT-ANSWER TEST QUESTIONS

I. For incomplete sentence items, omit only significant

worda.

2. For incomplete sentence items, always leave enough

clue words so the examinee can supply the correct

answer.

3. The length.of the blank space should' be constant, so

that it does not provide a cue to the correct answer.

4. Score one point.per blank;

5. Arrange blanks so that they will be easy to score.

6. Avoid requesting verbatim quotes°from text material..

7. Prepare ascbring key listing all acceptable answers.

a

261

Handout 8-1
.,Page Seven
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Handout 8-1
Page Eight

COMPARISON OF PERFORMANCE AND WRITTEN TEST ITEMS

PERFORMANCE -TEST ITEMS WRITTEN TEST ITEMS

Require individual to accomplish a job-
like task under controlled conditions.

Emphasize non-verbal aspects.

May require individual to look up, read,
and use certain technical materials (for
example, job aids).

, g

Items are skills the trainee must perform,
or the decisions he must make on the job.

.

Items are dependent on, sequence in wiMch
they are presented. Errors early in the ,

sequence may affect final outcome of the
unk.

*

. Revire the individual to demonstrate
knowledge by responding to various ,

types of written questions.
,*.,

Emphasize verbal or symbolic aspects.

.

May require individual to look up, read,
.

and use certain technical materials (for
example, reference materials). -

4
.

Items are content the trainee must
know to perform or make decisions
on the job. .

.

items are independent questions, not
dependent.on sequence. Errors on one
item will not affect performance on
another item.

_

262
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LESSON TITLE:
Lesson 9. Controlling Classroom Learning

PURPOSE:

To review the basic elements of any learniqg situation, and explain how the
instructor controls the learning environment.

TRAINING OBJECTIVE

GIVEN:
.

. .

Given examples of learning situations.

Alk

z . ,
.."

ACTION:

Participants will identify those elements of the classroom situation that will

influence the students' learning.

. .

.

_
.

STANDARD: .

Correctly identify all negative/positive influences in class discussion and after

reading Handout 9-1.

,
.

,

,
_.....

.

,

.

,

.

ft.

.

9-1
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. INSTRUCTIONAL TECHNIQUES:

1. Lecture/Overheads
'60-*Its, Group discussion

3. Performanc /Appl i cat i on

41

PARTICIPANT MATERIAL:

1. Participant's Handbook
2. Handout 9-1

INSTRUCTIONAL MATERIAL:

1. Overhead .projector
2. Overhead transparencies

4

REFERENCES:

ACTIVIT1S:

1. Lecture/Overheads
2. Individual discussion
3. Group discussion

? 6 4

9-2



1
. INSTRUCTIONAL EVENTS

I. EARLY STAGE .
. , .

Lecture describing the elements of learning and ways to manipulate them to .

optimize learning.

.
Oa .. .

. .

. .
' .

II. INTERMEDIATE STAGE 4,

Examples will be given-Vf typical4fways in which learning is either facilitated or
decreased by specific instructor behaviors.

N

-
.

. .

, ..
_

. i.

.

III. FINAL STAGE

Participants will identify specific instructor behaviors that inhibit students'

learning.

. .

. . .

.

, -

9 -.3
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. DETAILED LESSON PLAN

Lapsed
Time

_ .
Instructional Events ___.

Support
Materials/Notes

I.

II.

Introduction.

A.' As the instructor who is in control of

the learning environment, you must

' consider which are the most effective
methods and media to promote the desired

learning.

B. Before we discuss selection principles,
let's talk a minute about the nature of

learning.

1. Definition. AssociAtions, typically

..

.

% .

Overhead.9-1

Overhead 9-2

.

Overhead 9-3

Overhead 9-4

.

_

-

.

.

between stimuli and responses.
.

2. Nature of. 'One cannot not learn.

.

3. Since you cannot preVent learning,
it ts up to you as a trainer to
bring it under your control.

Development.
.

A. 'Elements of a learning situation.

' 1.- Trainer must be aware of the basic
elements of a learning situation to

.

,

bring them under control.

2. The basic elements are:

a. Stimuli. Explain types.

b. Attention.

1) One must be aware of the
stimuli for optimal

leatning.

2) Can also be considered'
motivational element.

.

c. Responses. Explain types.

d. Feedback.

1) Define also as reward, rein-

forcement.
. .

2) Explain types.

9-4
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DETAILED LESSON PLAN

Lapsed
Time .

.
Instructional Events

Support
. Materials/Notes

B. Optimized learning consists of: 1...-

1. Optimized stimulus conditions. Overhead 9-5

- ,--

a. Attractive.

b. Distinctive. . . .

c. Concise.

d. Meaningful.

e. Appropriately timed, i.e., don't

,

.

. give until needed. .

Overhead 9-6

. ,

f. 'Ehvironmental situation conducive

to learning.

g. Audio--should-be audible,

. concise, attractive. 4

h. Multimedia improves retention.

i. Should be considered for .

0

. pacing.

.

.

2. Optimize reponse conditions, .

a. Learning situations which reqpire

Overhead-9,-7

. observable quantifiable responses
can be controlled to produce
faster learning than ones which

.

.

....

.

don't.

. 1) This is primarily due to the
ability to',provide feedback.

.

_ .

2) Additional retention is
gained by using differept

.

.

.muscles--thus if we hear, see
and say something, we are

.
less likely to forget t--

.

than if we only hear, ft.

----,_
b. Responses required should be

appropriate to the objectives,
and ultimately the job.

.

.

,

.

,

9-5 2S'
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DETAILED LESSON PLAN

Lapse
Timed

-
InstructionalI i l E

Support
Materials/Notes

.

.

it

,

-

.

.

.

C.

D.

.

E.

.

c. Frequent responding with feedback

(short of fatigue) improves

learning.

d. espOnding should be appropriate

Ao the stage of learning--don't
require response for which
trainee has not received suffi-

cient background.

e. Cap also be used to vary pace
thereby improving attention.

3. Provide feedCack. ,II 'J

a. Should be distinctive--the
trainee should recognize it when

it comes.
..

b. Should be immediate.

.

.c. When t reward is used, j t

should be meaningful to the
trainee.

.

.

Relattonship between stages of learning

and instructional method. .

,

Overhead 9-8

.

.

.

1. Describe the arbitrary division of

. learning into early, middle, and late

stages. .

2. Describe the relationships between
these stages and instructional
methods.

Distribute Handout 9-1, review instruc-

tions. AlloW five minutes reading time '

and discuss participant 'answers.
.

Summarize:.
, ..

Learning occurs constantly iii humans.
Being aware of the elements of. a
learning situation, you can bring
many Of those elements under your
control to optimize learning in 'a

training situation.

.

Overhead 9-9

Overhead 9-10

.

Handout 9-1

,

.

.

9-6?68
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Overil

3

BASIC ELEMENTS OF LEARNING

o

STIMULUS 'CONDITIONS

FEEDBACK

RESPONSES ;
ATTENTION

10

o

2 7 0

.P+

..{

P.P

OveYhed -1

t .



tD

k

I

I.

STIMULUS CONDITION INCLUDE

ALL THE SENSES

SIGHT

SOUND

SMELL

ETC.

EMOTIONS

4

1

O
.

a

Overhead 9-2

a

a

la

a

a



GLANDULAR RESPONSES



0

44.

/.

Ove rhead

FEEDBACK MAY TAKE MANY FORMS:

VERBAL COMMENT

WRITTEN COMMENT

. , TEST RESULTS

TASK COMPLETION °,

ERRORS

REWARDS
O

r

4.

"

a

'1,

1

'4/''40

.

-0"



O

114,444

t

T.." s-,

Overhead 9-5 r.

4

t .

c
o

a .4

r

6

STIMULUS SHOUIRBE:
V*

.s

DISTINCTIVE

MEANINGFUL;

APPROPRIATELY TIMED-

I.

4 .

44%

1.
e

274
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4

0

I

0
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ADULTS RETAIN:
11$

10% OF WHAT THEY READ

20% OF WHAT THEY HEAR

30% 05 WHAT THEY SEE

50% OF WHAT THEY SEE AND' HEAR

a-

.

.1
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RESPONSES SHOULD BE:

OBSERVABLE

QUANTIFIABLE

..1 e APPROPRIATE FOR THE TAS

z

Z

'4.

;:
.

v

ere

0

I

Ca

4



9

FEEDBACK SHOULD BE:

a

DISTINCTIVE

IMMEDIATE

.APPROPRIATE TO THE LEARNER

a

V

. - .
,/

.410

4

4

ft/
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V

STAGES OF LEARNING:.

EARLY STAGE

INTERMEDIATE STAGE.

FINAL STAGE

a'

4

Overhead 9-9

V

fr

0

4



.

..

4

._.

v:i. j am`
1

4 METHODS OF INSTRUCTION' SUGGESTED '
FOR THREE STAGES OF LEARNING --.):',.:-

#

Overhead 9-10

'METHODS EARLY STAGE
INTERMEDIATE

STAGE .

FINAL STAGE

Lecture / . -

Demonstration
. ..' .

0

Discussion
:1

YcePerformance
. . .

0

L'

. .

4

-

t

4.



HANDOUT 9-1

SETTING: A ten-week Basic Operator course is being offered at the local

high4school as one of a number of other adult education couses., Class meets

once a week.from 7 PM to 10 PM. Class'size is 50 trainees. InstrOctor is

Mr. P. Pipewrench.

6:59 Mr. Pipewrench arrives in,the classroom, sets lecture notes on

podium, props open class door, and opens wtndow at the rear of

the classroom.

)istributes two handouts which.include background' information,

- problems, and the calculations for their solutions.

7:04 Begins lecture.

7:20 Four trainees.in the rear of the room ptit on their jackets.

7:50 Holds up 11"X17" photocopy of a°water plant blueprint and refers.

to assorted valves and pumps. Lecture continues,

.7:53 Mr. Johnson raises hand to question the instructor. , - ,

1 -1 ' ...... -

4, 7:55 'Mir. Johnson lowers hand.,
:-1.

8:00 Crea. 1 ve sewing class across the hall Zakes a ,ten-minute break4

.

8:15 "Preparirfg your income tax" class in the adjacent room takes a

ten-minute break. .

k

8:23 Initructor closes the classroom door.

8:30 Lecture is stopped and ten-minute break announced.

8:31 Instructor departs for teacher's'rOom.

8::40 Class resumes, door. is again propped open. Instructor reads the

material on Handout 1,-including calculations.
.

8:50 Twp 'additionaj trainees puton their jacketi.

.9:05 Instructor asks the best student, Mr. Smith to read the material

and calculatibns on Handout 2.

v.

tt

9:07 (. M;. JOlps rait.et

9:09 Mr. Jones loicr's hand.

9:10 -Creative sewing) Class takes a ten-Minute' break.

9:15 ,Tax class takes a ten - minute break.

9:16 Mr. Parson raises hand.

0

/

a



Handout 9-1
PageTwo

.
.

, 9:17 ftstr:uctor'eXplaips that since time is short, any questions

!..regg.eni'the-handouts will be answered next week, hopefully.

4. ,e ,
,

'3:18 Lecture resumes.'
v

...
.

9:59 leCture concluded.
.

,,

101)0 Instructor announces that the answer key for last week's test hps

/ been prepared and is Available for trainee review for ten minutes

after class:-

10:01 Instructor announces that last week's test will be graded and

returned next week.

10':02 Instructor aski if there are any questions.
0

10:03 Class is dismissed.

In what ways has the instructor vi,olaled the principles for optimi2ing

t lnee learningiwith respect to the elements of a learning situation:

st4 uTus, attention, response,*and feedback?
0

I

o

O

2. Q
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LESSON TITLE: -

Lesson 10. Training Delivery: Lecture

PURPOSE:

To proVide participants a review of the correct and incorrect instructor behaviors

when using the instructional method of lecture.

/

,
TRAININGOBJECTIVE'

dIVEN: AK. \ss,...

1. 'Good and bad,demonstrations of Tectire technique.
.

...

2. Checklist of instructor behaviors.

.
,

. .

.

,

.
.

. , 0
, . ..

.

. ,

.
,

.
-

. .

.

. .

ACTION: $ ,

Identify correct and incorrect instructor behaviors, using the checklist provided.
.

.

i.,
. .

.

.
.

.

. . .

. . ,
.

..
.

.

,

.

.STANDARD: '
. .

1. Identifies correct and incorrect aspects' of each oftht demonstratiOns with .

90% accuracy.
_ ..,

,2. Reach agreement do an objective and practical assessment of instructor:skips. %
.

*
.

.
.

. ,

o .
.. .

,

. . .

. .

,

. .

. v ,

.
1

.
.,.

,

.
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A

4.

e

INSTRUCTIONAL TECHNIQUES:. .

1. Lecture/Discussion
2. Performance /Application

/

PARTICIPANT MATERIAL:,

Instructor Evaluation Checklist

REFERENCES:

A

"
f

4

is

/ea

7

A

..

)

P

INSTRUCTIONAL MATERIAL:

1. Vi deotape

2. Televi son set

3. Vi deotape recorder

O

ACTIVITIES:

1. Lecture /Discussion of problems of
evaluating instructor performance.

2. Group exercise--using evaluation
checklist and videotape demonstration
of instructor behavior.



-

'INSTRUCTIpNAL EVENTS

I: EARLY STAGE-s. tior

Brief lecture/discussion agd handout, describing goOd/bad instructor behaviors.

Or

fo

I

C:

0

II. INTERMEDIATE STAGE

Participants view two (2), demonstrations of 'instructor behaviors, (one good 'and

one .bad example of lecture). Using the' checklist provided, they.will evaluate,

the demonstration and identify correct/incorrect' instructor behaviors.

)

III. FINAL STAG (Optional ),
. -

Participants will ,apply .the checklist in'evaluating_otWr instructors wIrile.they

administer a brief practice lecture.

0

4

.

.10-3-
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_DETAILED LESSON PLAN

Lapsed
Time . Instructional Eventi

Support
Materials/Notes

---.

.

O

.

,

.

.

...

-,,

.

. ..

I. Introduction. ,

* ._

A. Explain that while a large.po'rtion of
efective4training is the result 'of the-

. application of sound instructional 4

development.pocedures (e.g., task

. . analysis), it. is also extremely important
. .- thatdeiel'oped training is delivered in a

.

. manner that will create an atmosphere
conducive to learning. In a previous
lesson (Lesson 9) ye have discussed.
?eneral classroom techniques which an

.

_

.

.

.

.

. _

r

1

/.

/.

.

.,)

'it.

. .

.

.
.

z,

..

.

i

.

.

.

.
instructor can-use-to--increose-trainee
motivation, attention and learniftg.

.

,

-. B. In addition, common instructional
techniques can be effectively or
ineffectively used. This lesson will

focus upon effective and ineffective
delivery'of the classroom lecture.

# .

II,C. aevelopment..
.. ,.- .

,

'- A. (Note: Parts A and B can beconducted by

, dividing your class into groups, posing
the discussion questions and having each

. group writqytheir poor /good behaviors

--, their flip charts for tptal class.

discussion.) Condact a disclissiell -

focussing upon behaviors exhibited by an
instructor while delivering a lecture

which:

. . . .

1. 'Decrease student motivation.
.

,
- 2. Decrease student attention.

. .

. . .
.

3. Interfere with learning. . .

The discussion can stem froil.your
.

,instruoilr's experi.endestwhengthey were
.

' students in high school or college. Keep

.4. the" discussion focussed upon speci'fic.
, behaviors rather then non-behavioral

.
.

- characteristics (i.e., "the instructor
neVdr addressed students by name," rathgr .

than "the instruct-or was di%tant")a -List

. comments on flip chart or' chalk board.
..-

.
.

.

.

.. .

. - I

, 10-4 2 85.
ti

a

.



DETAILED LESSON PLAN

Lapsed
Time

InSiructional Events
Support

Materials/Notes

s

.

,

.
.,

.

,

.

.

...,

.

tb

.

.

°_

z,,

a

°

.

.

,

"A

-.,,
.

o '.
A

'04'

..

.

.

B. Once negative lecture behaviors have been
listed, ask the class to review a.ch

negative behavior and generate a positive
instructor behavior which if practiced
will result in an environment mor .
conducive to student .

learning.

C. Distribute copieS of the -I4strUctor
Skills Checklist.

,.
O. Compare items on the checklist with those

generated during the discussion, and have
the class add any new lecture -behaviors

.' to the Checklist.

E. Exercise 10-1. -Evaluation of Lecture
:Behaviors.

,

1. Explain that the class will evaluate
the videotape, performance of an
instructor del ivering a lecture
regarding the Safe Drinking Water
Act; .

p
. -

.

.2.-. Explain that in part One of the tapes
many lecture ttehavlors are.pao_r; and

the class is to use the Checklist and

.

.

-Handout 10-1
. '

..
.

. -
_.

Exrcise 10-1
.

.

.
.

. .

so,. ,a
, '' . .

.

0 ), .

_,,,,,, o ,,

As 'IF . i *

.. .
1.

1,,c ..,
A

r
ts . ....

, 04:- :.
:,1 ..I"?. *`/- N, ..'

. ., 0-
s ; ' t s'

.- !, *54 .

''-_'. .

! /.

note paper to identify those specific'
behaviors' which ,are instructionally
poor. - ,, 1.. . , 1

. . -
.:
.

,-t3,;.- .Review.,your clash results Kith' those
". ; Ti sted :in Raft i',106 of Vie ..Exercfse
' Answer S4ieet, ' ,

. ,
6 'Y -;,4. . 1 -* t

cv ,

`Play
--. , ..,,

4; ll'acr,t Two-of the, tape to the' ,,,: class see.i how the lecture has been :

. tnifrojetifby 'del tiertn4 the_ lectilre
' vIttendirig tqthe mire, positive ., o., .

, 6etiaviors liked 1,n t hO Checklist:
. -.

,e
Note: Yot marwarit,each of yptir l'itgtructols .*-"

to prepartika*b4rief.:fect-urelpresenta- q

0 tjon for evetittion ,kypt4iir, cliss 4%

' -.members to provide feedbic,kNon thdir)., y
. , s. .,, . if

,.... ....
. 44. *4 . .

, ' a4-. 1.
1 ;

44 . 4.,
4 -7,..

' a .

T

a,
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DETAILED LESSON *PLAN

tapped
Time -

: Instructionalctional vents
. ., °

SuppOtt
Materals/Notes .

0-.1.

'"?%

..

.
,

.

-

.
,

,3

A
...°.

.
4. .

.9 0
'

,0.11
4 _,-,:'",

s

' 55'
eita

{

,

.

.

.

.

III.

-
°

n`

'

, .10: .
,;

5

,.

.

.
,

., lit , .

lecture skills. If ybu should choose
this option jnake sure that: ....

a, * .
.

1. Adequate time is al lowed for

preparation. ,

. ° "2. Feedback' includes comments.,about

. °BOTH positive and negative

.
.

--

.
.

_

.
.

..
,

..-I

..
.4- [

,

is
o

.

4
a
$ .

in

s.,

k
tr

.

-- *

.
,

, .

. s.
...

.

us. -

_

. .

.
..

. ,

s

a .s
'-.

u ; a

. .

.41/4I
° V.

N

t,4.
.

.
"

..., .1 11: ;,
.

.

--
. 1

. e

3
, 1/.

.

. 4. .
.

,

4 1 :

.
, -4..

.

.

behaviors.
. s ..-

3. Feedback is kept on 'a friendly,

N,....... constructive level.

S urnma r3( . A ..

.
4

A. Summarize the lesson ,by again stressing
. the iniportance of positive instructors.

behaviorsbehaviors in.the del i very of classroom
lectures f9r student learning. .

. (

B. Review thoseslehSviorys on' the Clietklist

. . identified by syoprcl,as's as being the ?

more important 'behaviors to exhibit . vlpij
del ivehnea lecture. . ,

. , . s ,-
- .4

I '.. t
. , ° 4* .". . . .

''' ,)41 . . * . ., ..
. ii ' t N. 41,

. ; : i ' 4,;',t; " , .' : .1 .4
kV. ' * ... .* .. o

:A: s .
, 1,4 '

.
1 ea . ,,,,._,_r_

.
__

. - 1,

, . -. . .
rii .

. %, .,

3l 3
5 ,

3
e

. '

.
.

.
.

t -
...

. ° ,
. .

,

.
.

. . ..

. ... , -
. '`.4, ' 'es

t

o
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EXERCISE 10-1

Instructor Skills

4 %

3
this exercise you will be asked to evaluatp the delivery of

instruction using the lecture technique. The delivery has been videotaped

in twd pai-ts. In the first part, the instructor i be exkibiting many

.negat've'behaviors which are known to interfere with s dent learning.

Duri g this part, you are to identify the instructor's negative behaviors_

usi g the Iristrdttor Skills Checklist Provided, Write any additional

cOmments regarding the delivery on the back of the Checklist for discussion

following the conclusion of the tape.

J

I

u

O

$

tl

+1,

r

01

9

I
I

.
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EXERCISE 10-1 SUGGESTED ANSWER SHEET

CHECKLIST OF INS-I:VCR-SKILLS:
LECT

Instructor .-

RATING..Topic , . --....

Evaluator

.

Exc. Good
...--'

'Adeq. Poor
Not

Observed_
.J . .

LECTURE CONTENT
-

.

States the purpose and/or provides transition'
,

Presents material in an organized manner.
.

i .
....0 - .

Emphasizes important items that ay appear on test.
.

*/-,

Uses appropriate and meaningful examples
... , . /.

Asks Pertinent questions correctly.
*/

Reviews prior points in summary .

INTERACTIONS WITH STUDENTS

Puudents at ease. .

. * */ . i
Establishes eye contact with ahltuderls

*/

i

Encourages active participation through feedbackt
Rewards sitident's cOmMents.

r* - */

Leads erring student to correct answer

Controls class without dominating. a._ */

Avoxls negative nonverbal behaviors , */

TEACHING AIDS (SCREEN, CHALKBOARD,
FLIP CHART, EQUIPMENT)

t . ..
...01

Clearly vtkibe at all times . .
. .

*/
:

Sufficierit viewing time allowed.
*1

Aid content coordinated with lecture topic. .
..10

.

Unobtrusive equipment operation/handling of aids. e .

SPEAKING VOICE l
..

_Clearly audible for entire class; /
.

Varied voice inflection.
*/

.
,

sUnderstandable vocabulary; no,jar6bn./
...,

. / ,

Holds students'atiention. .
..

*/

Evenlyyed; neither fast nor slow, * /

t 229

0
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EXERCISE 10-1

Lecture: 'Suggested Answer Sheet

In addition to the behaviors referenced on the checklist, the instruc-
tor was guilty of the behaviors below which interfered4with classroom
learning: (Comments below are listed in the sequence in which they occur

in the tape.)

, ,

.r.--.),,

1. Instructor wrote the discussion question on the flip chart long ,*
before it.was.ever referred to in the-lecture, thereby distract-
ing the class.

2. When writin on the flip chart, the insfructorrepeatediy stood,'
in front of,the writing so that the class was unable to see
it.

it
3. The instructor asked Oihere the previous class had ended so that

he could begin in the right place. This type of."forgetful-
ness" conveys an attitude that the class and the topics for
learning are not very important--thereby Towering student
instruction..

./ The'instructor was very disorganized--conveying unpreparedness.
.

Die,instructor failed to provide an introducVon to the class
whith explained-how the present lesson was related to the laSt
lesSon'or its place in on-going instruction. ,Thb contents

4 therefore will not be remembered as well as if the lesson had

_properly been introduced.

6. Playing with the pointet, swaying and constantly moving around

were all distracting.

7. The qUotation, read verbatijn, was read in a monotone losing the '

class's attention.

8. Distributed a handout long before it was needed, thereby
Ostracting the student's pention from the lecture.

9. . Eye contact with students was minimal.

noi. explain flip chart notes in sufficient detail.

11. *Did not provide an adequate answer to the questiof. raised by a

tlass member. °

12. Did not explain thd instructional purpose of the worksheet, nor
'What would be done with them upon completion.

10-91 290
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'EXERCISE 10-1

Instructor Skills

In this exercise you will be asked to evaluate the deliVcry of

instruction using the lecture technique. The/delivery has been videotaped'

in two parts. In the first part, the instructor will be exhibtting.many.

negative behaviors which are known to interfere with student learning.

During this part,ryou are to identify the instructor's negative behaivors

using the Instructor Skills.,Checklist provided. Write anridditional

comments regarding the delivery_oa....the back of the Checklist for discussion

following the conclusion of the tape.

4

h.

f
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HANDOUT 10 -1

CHECKLIST OF INSTRUCTOR SKILLS:
LECTURE

Instructor
'RATING

Topic . .

Evaluator - Exc. Adeq. Poor
ot

ObsNerved

LECTURE CONTENT ..

States the purpose and/or provides transition.
1

Presents material in i organized manner el

Emphasizes important items that may appeartn test. % '

Uses appropriate and meaningful examples

Asks pertinent quesIlotis correctly
.

. ..

,p

Reviews prior points in summary.

INTERACTIONS WITH STUDENTS
N.

.
.

Puts students at ease.
a

Establishes eye contact with alt

,
Encourages active participation through feedback. . , s

Reward student's comments., - r

Leads erring student to correct answer
. .

Controls class without dominating . ..

Avoids negative nonverbal behaviors.

TEACHING AIDS' SCREEN, CHALKIZiOARD;
FLIP CHART, EQUIPMENT) .

.. .--

clearly visible at all times. I

Sufficient viewing time allowed
.

"'

Aid content coordinated with lecture topic .

UnotTtrusive equipment operation/handling of aids.

, .

SPEAKING VOICE
. A

'

Clearly audible for entire class. .

Varied voice inflection. ,
. _

.
Understandable tiocabLilary, no jargon.

.

. .
.

Holds studentsPattention.

.
.

,
-Evenly paced, neither fakt nor slow. ,

. - -
..._



LESSON TITLE:

Lesson 11. Training. Delivery: GroupDiscussion

PURPOSE:
. , .

. .

To provide participants a review of the correct and incorrect instructor behaviors

when using the instructional methOd of group discussion.

2

*W.

.

* /
TRAINING OBJECTIVE

GIVEN: . \\
.

..'

1. Good and bad demonstrations of group discussion.

2. Checklist-4of intractor, behaviors. 1.

- . .

. , . .

I 4:
... ... .. .

.
a

.
.

ACTION:
. .

Identify orrect and incorrect instructor \behaviorssusing fhe checklist provided..,

.
. _ .

,

.

,
,

.

, . -

4,

.
. .

0 #
. ...-

. .

.

k

.

STANDARD:,,
,,%

.
. , ,,

1.. Corregily identifies correct and incorrect aspects of'each,of the demonstrations

,' witti:90% accuracy. . .

2. Reach agreement on an objective and practical assessment of instructor skills.
c--

.
. .

.
a o

. .
s .., .

s
. i ' .

A

, 0 o . ,
. . . .

.
t .

i
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NSTRUCTIONACTE.CHNIOUES:

1. LectuiT/Discuspion
2. Performance/Application

PARTICIPANT MATERIAL:

Instructor EvaluationChecklist

I

1

REFERENCES:

(74

1.5 to 2 hours ,

s.

1

INSTRUCTIONAL MATERIAL:

1. Videotape
2., Television set
3. 'Videotape recorder.

; .4

4 '

ACTIVITIES:

. lecture/Discussion of problems:of
evaluating instructor performance.

2. Group exercise--using evaluation
checklist and videotape demonstration
of instructor behavior..

.44

fi

A



INSTRUCI1ON4L EVENTS

I. EARLY STAGE

Brief lecfure/di,scussion and handout, describing d/bad instructor behaviors.
A.

r

so'

II. INTERMEDIATE STAGE

laartitipants"view two (2)*demonstrations of instructor behaviors (one good and .
one bad example of group discussion). Using the checklist provided, they will
evalua'te the demonstration and identify correct/incorrect instructor behaviors.

III. FINAL STAGE

Participants will apply the checklist in evaluating other instructors while
they administer a brief 'practice discussion;

4

4

-3 /206 .4r
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DETAILED .LESSON PLAN 1.

Lapsed
Time

.

..,-
,

l..

Instructional Events
.

. .

Support
. .

Materials/Notes
,

.

.

.

.

,

.

_

.,

I.

.
.

Introduction.
,

A. Explain:that while a large portion of
. effectivelrainfng is the,result'of, the

application of.sound instructional
development procedures (e.g., task
analySis)', it is also'extremely important
that developed training is,delivered in a

. manner that will create an atmosphere- '-

conducive to learning. In a previous

lesson (Lesson 9) we have disCussed
general classroom techniques which an

.

4

.

.

\

,..

.

I.

-

,.

.

.

.

I

. .-

__,......

.

,

.

.

.

.

.

,

,

wd

.

.

-

II.

.

-enstructdr can use to increase trainee
motivation, attention and learning.

B. In addition, common instructional.
techniques can be 'effectively or .

ineffectively used. This lesson will

focus. upon effective and ineffective, .

conduct of the group discussion in the
classroom: , ,

Development:
.

- kA,,-
.

A. (Note: Parts A and B can be conducted by
dividing yourclass into groups, posing
the,discussion questions and having each
group write their poor/good behaviors

...

their flip chartsforaofal class
discussion.) Conduct a diScussion

,

focussing upon behaviors exhibited by 'an
. instructor while conducting a group

discussiph:

-

1, Decrease student motivation.

.

2. Decrease student attention.

. .

3. Interfere with learning.
40

.

The discussion can stem from your
instrustor's experiences when they.were
students'in hilh school or coilede. Keep

- the discussion focussed,upon, specific

. behaviors rather than non-behavioral
characteristics (i.e.,-"the instrucSr
never addressed students by name," rather
than "the instructor was distant"). List

comments on flip chart or chalk bbard.

.

11 -429?
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DETAILED LESSON PLAN

Lapsed
Time

.

Instructional E,vents . -
.e,

Support
Materials/Notes.

---,

,

.

,

,

.

.

.

.

iJ

.

.

,

\

. .

.

4.

.

--...
B. Once negative instructur. behdviors,have

been listed, ask the class to review each
negative behavior and generate a positive.
instructor behavior which, if practiced,
will result in an environment. more

\

'conducive to student learning.

.

.

Distribute copies of the Instructor

Skills Checklist. ....

D. Cbgare items on the checklist with those
generated during the discussion, and have
the class add any new group discussion
behaViors to the .Checklist.

.

. ,
.

E. Exercise 11-1. Evaluation of Group

Discussion Behayiors. .

,

.

1. -Explain that the 'class-will-evaluate

the videotape performance of an
instructor conducting -a grqup

digcussion regarding the Safe
Drinking Water Act:

.
.

2. E.xplain that in Part One of the tape,

many instructor behdviors are poor,
. and the class is to use the Checklist
` and note paper to identify those

specific behaviors'which result in an.

% instructionally-poor,discussion.

3. R view your ,class results with thote-
1 sted in Part One of the Exercise_

, Answer Sheet. . .

. t.

4. Play Part TWO of the tape to let the
.;...:,..Q,_glass ye how the.discussion has

been improved by miduCting the lv

- discussion attending to the more 1
positive behaviors listed min the

. Checkligt.

,Note: You may, want each of yotir instructors

to conduct,a brief discussion for ,

- '
evalliation by other class members to .

provide feedback on their discussion- -

.

. . .
. _

Handout 11-1

.

.

,

.

Exercise 11-1

.

.

.

.

.

-

...

.,

.

.

. ,

,
,..

. . .

.

.

1

/

.

J..

,
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DiTAILED LESSON PLAN

Lapsed
Time .

Instructional Events 'r Materials/Notes ..

r

.
,

.

.

1

.

.

v.

.

Nc ''

\

.

.

,

.:

.,

i

.

.
leading skills. If you shopld choose
this option make sure that:

. . .
.

1. Adequate time is allowed for :"..

. preparation. ,

2. Feedback includes comments about"
.

.
BOTH positive and negatiVe

,

...

.

.

.

,,

Handout 11-1
.

,

' .soc

1 $
e

i ,

,

N

e

A I.

.
r

,
.

.
,

.

.

,

ti

.

-

,

.

.

4

..

.

.

-,

,

.,.

ft

.

behiviors.

3. Feedback' is kept on a filehdly,

constructive level.
,

. .
.

,

,..

III. ,Summary. .

.

c . .

A. Summarize the lesson by again stressing' ,

the importance of positive instructor
behaviors in the conduct of group
digcussion in the classroom. .

.
,

.

B. .Review those behaOqrs -cm the Checklist

. .
identified by. your ?lass' as twin the
more imporant behaviors to. exhibit *ile.
conducting,a',Aup discussion.

. ,
.

. , ,,
....0, . '

. . .. \ .

, .
.

v

1r 2, 0i .0 4 e, 4.
' W \ 0 -

l

/ /
C ''

%

.

)

' .

le
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°
' t /

a

. °

/ '
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.

. a
t
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. '
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r
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. '
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EXERCISE:11-1 .

Instructor Skills/

.

Inithis exercise you will be asked to evaluate the delivery of
instruction using the_grpup discussion technique. The delivery,bas been

videotaped in two parts.- In the first part, t instructor will be

,exhibiting many negative behaviors which are own to interfere with

student learning. During th/s part, lou.are t identify the instructor's,

negative behaviors using the Instructor Skills CRecklilt provided.. Write
any additional comments regarding the delivery on theback Of the Checklist

for discussion following the conclusion of'fhe tape.

4

0.

300 se
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EXERCISE 11-1 SUGGESTED ANSWER SHEET
CHECKLIST OF INSTRUCTOR SKILLS:

DISCUSSION LEADER

Instructor
RATING. . f

Topic

Evaluator Exc Good ( Adeq. Poor
Not

Observed

DISCUSSION CONTENT.,
.

, States purpose and go'als of discussion .

.
Reviews topics to be covered, and time limits (if.any)

.

,
_.A_-

1

Provides guidance for gjoup toward goal

Asks pertinent questions correctly I
L7-

Summarizes conclusions reached and obtains
group agreement. i

Outlines required follow-up dLtivIties .

INTERACTIONS WITH GROUP .

guts grpiErp at ease, reviews grading system,
if applicable . .

. i
Establishes eye contact with all members

.

Encourages active pif t,cipation through feedback.

Rewards metobilrs' contributions

Keeps.discussion on track .

Controls group without dominating

Avoids negtuive non verbal behaviors .
V..'

Clarifies differLnyes and suggests compromises. A

TEACHING AIDS (CHALKBOARD, FLIP CHART,
TOPIC CIST HANDOUT)

i.

Clearly visibr at all times a

Aid content accurately reflects discussion topics
,

.

Unobtrusive handling of arils i ,

SPEAKING V,01
. .

.

Clearly al, (We for entire group.

Understandable vocabulary no jargon.

Gets group's attention when necessary.

Evenly paced, ntither fast nor slow. . .

11 -8. 301



E)RCISE

Group Discussion: Suggested Answer Sheet

. .

In addition to the behaviors specified on the SkillChecklist, the

instructor was guilty of exhibiting the following behaviors which act to

interfere with-letrping: (Ndte: Behaviprs are ii$ted in the approximate

order in which they appear on the tape.) .

)

.

1. Instructor failed to set the amount of time to be.spent in

discussion. More importantly; the goal /purpose and /or

direction of the discussion was not specified. ,

2. Instructor would write on the flip chart and then stand in

front of it, blocking the classes' view.

A

3. Fumbled when he tried to restate the discussion qbestion.

4. When answer was given by a trainee,l'he instructor trans-

lated the comment into terms that the Instructor wanted. This

is acceptable only711:

a. The trainee.isiasked and provides consensus to the trans-

lation, and

b. The instructor is not forcing trainee responses into a Ore-
.

conceived set of answers.'

5. Neither trainee questions nor answers wererepeated'for the

benefit of those who may,not have heard.

6. Slight "badgering" of the class,with "you'je not discussing"

comment. Such comments could very well lead to class hostility

and intentional minimal cooperation in the learning process.

7. Permitted, the class discussion to wander off the topic into an

emotional area and made it worse by joining into the

off-the-topic discussion himself.

8. Instructor'pever provided positive comments regarding trainee

_Contributions to the discussion.

9. InstruCtoes repeated yawning conveyed the-attitude of

disinterest in the discussion.

10. Instructor failed to get1,11-trainees involved in the

discussion.

11-9



Eiercise 11-1
Page Four

e

11. Instructor interrupted &trainee and failed to allow.the
trainee to complete the interrupted thought.

12. instructor should have verbally-expressed/recognized the
emotional concern with cost of notifications and set & definite
time/place for discussion of that issue, rather than to
,overlook the issue and then put it-off to some indefinite time
as was done,in-the tape.

<13. There waseno atempt at summarizing key points or to provide
closure on the discussion. -.

ay

by.i.

303 .
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EXERCISE 114

Instructor Skills

In this exercise you will,be asked to evaluate the dellvery of
instruction using'the.group.discussion technique. The delivery has been
videotaped in two parts. In the first part, the instructor will be
exhibiting many negative behaviors which are.known to interfere-with
student le6ening. During this part, you are to identify the instructor's
negative behaviors using the Instructor Skills Checklist provided. Write
any additional comments regarding the delivery on the back of the Chec likt.
for discussion following the conclusion of the tape.

t.

V

A

.305
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HANDOUT 11 -1
CHECKLIST OF INSTRUCI9R SKILLS:

DISCUSSION LEADtR

Ma.

Instructor
. RATING

Topic
.. .

...,
Evalualor

' Exc. Good Adeq Poo*. r
ot

ObsNerve'd

DISCUSSION CONTENT

States purpose and goals of discussiod

Reviews topics to be covered7and time limits lif any) _

Provides guidance for group toward goal

Asks pertinent questions correctly

Summarizes conclusions reached apd obtains
group agreement

Outlines reqinred follow up activities.

INTERACTIONS WITH GROUP
I

Puts group at east, reviews grading system,
if applicable'

Establishes eye contact vtath all members,
.. .

0

Enco'rles active part' patio') through feedback Is,

!
Rewards members: contributions

.

`1eeps discussion on track

Controls grocip without dominating. i.
. .

..,

Avoids negative non-verbal behaviors
$

t

7
Clarifies differencesoand suggests compromises

.
..

t,

.itACHING AIDS1CHALKBOARD, FLIP CHART,
TOPIC LIST HANDOUT) '
. ,

Clearly visible at all ffines
.

. .
Aid content accurately reflects discossion topics

a
Unobtruiive handling of aids*"

SPEAKING VOICE .

Clearly audible for entire group IIIIll.

Understandable vocabulary, no jargon
, -....

Gets group's a ttes4bon when necessary
,

,

Evenly paced, neither fast nor slow

306
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LESSON TITLE:
Lesson 12. training Delivery: Demonstration

PURPOSE:
s

provide partkipants a review of the correct an incorrect instructor behaviors

IT-cv
using the instructional method of demonstration.

r

TRAINING OBJECTIVE. .. . ,

GIVEN: ,

1. Good and bad examples of demonstrations. ...

.

ei
v- .

-

. . .

A
,

AGTHDN: .
k ,

Identify, correct and incorrect instructor behaviors, using the checklist provided-.*

.
.

. ..

.

. f
-..

. . :
.

.
, . . .

STANDARD: '

3

1. Correctly identifies correct a0 incorrea;,atpects of each of the ddinonstrations
with 90% accuracy. , -------:-

2. Reach agreement on an objective and praciicil assessment of instructor skills.

4 ,

...

. .
Y .

°
.. . . .

. 4 .

.

° \ ,' 12-1

307 ,
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INSTRUCTIONAL TECHMQUES:.

1. Lizicture/Discussion
2. Performance /Application\ , -

>
_

.

f '

0 Ai

,r
.-.

.

,

0

's
,

.

. ,
.

. . ,

. .

. ..
.0 .

,

,

e

PARTICIPANT MATERIAL:,

Instructor Evaluation Checklist

....
.

, . 0

.
-

,

. .

.
.

4

-

.

INSTRUCTIONAL MAT IAL:
4 ';

1.1 Videotape .
,

, 2. Television set
3. Vi deotaper.recorder

. .

t,
- -

-

. \

REtEgRENCES:

-...

.,

) ,

ilo.r
.

,
!

90'

..

...

,

.
.

.

. k.

. .

, . d ,. !
.

14

TIME: ' IS

1.5 to 2 hours\ ?

,
.

'I. -.
.

\ .
/

; .:, - \.. '. .

. . . ---, .---.------

.

...

.:

d

, . .4,
ACTIVITIEW 5

1. Lecture / Discussion of problemi-erf.
evaluating instructor performance

2. Group exerdive-uSin,sgt;eyajoa iPn
checklist and`videofape d stration
of instructor behavior

. . .
.

4r.

.i, .
.

.. .

.. .
A. -

.1

I

'...3:

12-2 3°8
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IN Rix:TONAL gvE44rt

.

I. EARLY STAGE 41

. .
Brief lecture/discussipn and handout,, deivibin9 good/bad instructor behaviors.

D 4

A

Or

e

0

II. INTERMEDIATE STAGE
A ,

Rartidpants view two (2) demonstrations of jrlstructor behaviors (one good an&

one bad example of demonstration). sing -the. checklist provided, they will

evaluate the demonstration and identify corpct/incorrect instructor behaviors.

III. FINAL STAGE

,

Part icipants will apply the checklists in evaluating other instructors while
they adniinisoter a brief practide demonstration:-

4 7

, .

3

12 -3

44.
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DETAILED LESSON PLAN 1*-

Lapsed
Time

rhstructional Events .

. .

. Support
- Materials/Notes

.

$

.

'

,

.

,

.

4.-

.

.

s

.

)

.

.

. ..:,

.

.

.

I.

,

.

1.-
s

II.

.

.
.

Introduction. ' .$

.

A. Explain that i e a larger pOrtion of
effeCtive training is the result of the
application of sound instructional
development procedures (e.g.,Aask
analysis), it ts also extremely important
that developed training is delivered if) a

manner that will create an atmosphere
conducive to learning. In a previous '

lesson (Letsari 9) we-have discussed
general classroom techniques which an

. '

.

.

.

.

.,

J

.

.

,

.

.

.

,

.,

.

,

.

.

-

.

.,

i

.

,

/

-"'

,

'

.

.

.

.

.

.

.

:.

.

1

.

.

.

,

'

.

instructor can use'to increase trainee
motivation/ attention and learning.

B. In addi"tion,seommon instructional

, techniques can be effectively or
ineffectively used. This lesson, will

focus upon effective and ineffective
delivery of the classroom demonstration.

4

Development.
.

A. (Note: Parts A and *13 can be conducted by

dividing your class into groups, posing
tie discussion questions and having each

group write their poor/good behaviors
their flip charts for total class
`discussion.)` Conduct a discussion

focussing upon behaviors exhibitedby'an
instructor while/condudting a demonstra-.instructor

which: ,

.
.

1. Decrease student motivation. .

2. 'Decrease student attehtion.
.

= - .

3, Interfere with leanning. .--

.

The discussion can stem from your
instructor's experiences when they were,

students in.high schdol or college. Keep

the discussign focussed upon spetific
behaviors rathe than non-behavioral
characteristics .e., "the instructor
never addressed students by name," rather

than the instructor was distant"). List

comments on flip &art or chalk board.
. .

. . .

1?-4
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DETAILED:LESSON PLAN

Lapsed
Time

instructional Events
Support.

Materials/Notes

..

t

,

.

.$

,

.

.

,

. .

B'. Once-regktiveintriLicture behaviors have
been licsted, askthe class to review each
negative behavior and generate a positive
instructor behavior which, if practiced,

will result in an environment more
conducive td,Atudent learning,-:

.

.A ''
C. Distribute copies of the. Instructor

Skills Checklist.
f

. 1

D. Compare items on the checklist with those
generated during the discussion, and have
the class add any new demonstratiori
behaviors to the Checklist. '

.

E. Exercise 12-1. Evaluation of Inst-ruc-

tor's Demonstraon Behaviors

1. Explain that the class will evaluate
the videotape performance of an
instructor conducting a.demonstration.

.
regarding the operation of a film

pfojector. ,

2. Explain that in Part One of the tape,

. many instructor behaviors are poor,
and the class i' to use the Checklist
and note paper to identify those
specific behaviors which result in an
instructionally poor demonstration.

3. Review your class result( with those'
listed in Part One of the Exercise

Sh tAnswer Sheet. ,

4. Play Part Two of the tape to let the

, class see how-the demonstration has
been improved by conducting the
discussion attending to the more
'positive behaviors listed in the

Check -list.
...-----'

. ,

,,Note: You may want each of your instructors
to cdhOct a' brief demonstration for
evaluation by other class members to

.

provide feedback on their demonstration
... -

Ak

.

.,

1P,

i

.

,

Handout 12-1
.

.

. ,

Exercise 12-1

.

.

.

.

..,

.

. .
.

.
.

,

.

r

.

.

.
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DETAILED LESSON PLAN

Lapsed
4

.

IInstructional - Events
Support

Materials/Notes

r. .

,

.

.

.

.

.

,

.

. .

.

.4

skills. If you should choose this -

option make sure that!
.

.
.

- I. Adequate time is allowed for _

preparation.' ,

1

2. Feedback inclu4s comments about

-, BOTH positive and negative
....

behaviors.

_ .

3. feedback is kept on a friendly,

cons-tructive level.

I'll. °Summary.,
.

-

A. Stimffiartze the lesson by again stressing

the importance of.positive instructor
behaviors in the delivery of classroom
.demonstration. ....

B. Review those behaviors on the Checklit
identified by your clas's as being the
most important behaviors to exhibit while
conducting a deMonstration.

.

.
.

. . --
,

,

.

.
.

.
.

.

. . .

.

,

. . .

.
, .

. , _

, 4

-

. ,

,4 r
4

'

.

.

.

..

.

.

.,

.

.

,
.

. .

,

.

Handout 12-1

i.

-

.

.

6

. ,

41.

. .

.

"'

.

4

,

.

.

:

12:-.6 312

7



dr
/

,_ ,

EXERCISE '12-1 j

\Instructor Skills

4

this exercise you-yrtThbe,a ked to evaluate the delivery of
instruction usinfi the demonstratio technique. The delii/ery has'fbeen
videotaped in two 'Arts. In the-fi st part, the instructor will be
exhibiting many,negatiye behaviors hich are known to interfere with
tudent learning. During this par , you are to identify the instructor's'

niogative behaivors using the.Instr ctor Skills Checklist provided. WHte
any additional comments regarding he delivery onthe back of the Checklist

-for discussion following the concl sion of the tape,

Sr

O

X

.4

/-

-3 1 -
12-7

."

ow

3,

fr



I

..r

EXERCISE 12-1 SUGGESTED ANSWER SHEET
CHECKLIST OF INSTRUCTOR SKILLS:

- DEMONSTRATION

Topic
RATING

Evaluator Exc Good Adeq. poor Not
Observed

DEMONSTRATION CONTENT

Knowledge of procedures demonstrated
, ,

Explanation of procedural steps in simple terms. i

Begins with identification of components
--s ,

Sequence of steps is exactly as done on the job

Frequently, ,summarizes progress throughout the
demonstration

Emphasizes critical steps (e g , dangerous or
invalidating)

Repeats entire procedure to review and summarize

INTERACTION WITH STUDENTS

Puts students at ease, reviews grading system,
if applicable t_______

Establishes eye contact with all members.

Encourages active participation through feedback.

Rewards students' comments. ,/

Encourages questions on procedure being
demonstrated.

Avonis negative nonverbal behaviors.

Provides student opportunity to demonstrate
(if possible).

Asks timely questions of students to check their
ttderstanding.

TEACHING-AIDS ,t '

Provides actual or simulated equipment/
materials where necessary.

./ Clearly visible at all times.

Sufficient viewing tune allowed.

Aid content coordinated with steps in
demonstration. .1..

.

Unobtrusive equipment operation/handling of aids*.

/-
SIIAKING VOICE .

Clearly audible for entire class. .

S.

Varied voice inflection,
f

Understandable vocabulary; no jargon.

Holds students' attention. ' .

Evenly paced; neither fast nor slow

A

' 9

12-8



EXERCISE 12-1

Demonstration: Suggested Answer Sheet (continued)

p

In addition to the behaviors specified onthe Skill Checklist, the

instructor was guilty of exhibiting the following behaviors which act to

interfere with learning: (Note: Behaviors are listed in the approximate

order in which they appear on the tape.)
1'

1. There was no introduction to the components of the projector to

provide a necessary frame of reference for the class.

2. The projector already had the arms extended into their correct

positions prior to any instruction. If Vainees encountered a
projector with the arms folded, they would not know how to

extend them.,

3. The take-u0' reel and the film were placed on the projector

without explaining /how this is done (i.e reels ate keyed; and

there is a reer-lock that must be engaged for proper use).
*

4. Why and how the end of the leider is to be cut off was not

adequately explained.

5. The critical fault of this instruction occured when the

instructor demonstrated steps out of sequence. Trainee will

not remember which way was correct.

6. Instructions were not detailed. Jr example, when to switch

was turned, there Was no_mention of the direction it was to be

turned or the number of postions on the switch.

7. The instructor frequently blocked the trainee's view while

demonstrating specific parts of the projector.

8. The isntructor tried to answer questions over the noise of the

projector.

9. The questions asked regarding the numbered ;places OR the

projector were very poorly answered:- .

4
10. Instructor ekpressed uncertainty about the irregular motion_ of 1

the take-up reel.
-.).

,.. _ ,.'0

11. There was no review or summary of the steps required to load

the projector. ,

,

315
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EXERCISE 12-1.

Instructor Skills

In this exercise you will be asked to evaluate the delivery.of
instruction using the demInstration technique. The delivery has been
videotaped in two parts. In the first part, the instructor will be
exhibiting many negative behavios which are knownto interfere with
stgplent larriing. During this part, you are to identify the instructor's
negative behOvors using the Instructor Skills Checklist provided. Write
any additional comments regarding the delivery on the back of the Check=list
for discussion following the cOnclusion of the tape.: -

I

,,1

0

3i
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HANDOUT 12-1
CHECKLIST OF INSTRUCTOR SKILLS:

DEMONSTRATION

' .

Topic
RATING

. .

Evaluator Exc. Good Adeq Poor
Not

Observed

DEMONSTRATION CONTENT

Knowledge of procedures demonstrated.

Explan'ation of procedural stepl in simple terms.
,.._

'

'Begins with identification of components.
.

Sequence of steps is exactly as done on the job.

Frequently summarizes progress throughout the
demonstration.--0

Emphasizes crittal steps (e.g., dangerous or
invalidating)

Repeats entire procedure to review and summarize.

INTERACTION WITH STUDENTS

Puts students at ease., reviews grading system,
if applicable

Establispes eye contact with all members

Encourages active participation through feedback

Rewards students' comments.

Encourages questions on procedure being
demonstrated.

Avoids negative non-verbal behaviors.

Provides student opportunity to demonstrate
(if possible). N,

Asks timely questions of students to check their
un;lerstanding

.

TEACHING AIDS

Provides actual or simulated equipment/ ...

materials where necessary.

Clearly visible at all times

Sufficient viewing time allowed. .

Aid content coordinated with steps in
demonstration

.( ,

Unobtrusive equipment operation/handling of aids. .

SPEAKING VOICE

c
Clearly audible for entire class.

Varied voice inflection.

Understandable vocabulary, no jargon. . .

Holds students' attention

Evenly paced; neither fast nor slow.
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ILESSON TITLE:

Lesson 13. Training Delivery: Trainee Performance

Ar.

PURPOSE:
4

To provide participants a review of the correct and incorrect instructor behaviors
when using the instructional method of trainee performance.

TRAINING' OBJECTIVE

GIVEN: t

-1. Goad and bad demonstrations of trainee performance.

2. Checklist of instructor behaviors.

iF

. .

ACTION:

Identify correct and Incorrect instructor behaviors, using the checklist provided.

.
_.,

4 .

.
..

!
, -

.

...
.

.

r4 .., .

.

''STANDARD: -
-

. .

.1. Correctly identifies correct and incorrect aspects'of each, of the demonstrations

with 90% accuracy 1
. .

2. 'Reach agreement on an objective and practical assessment of instructor skills.

.
.

.
. .

.

.

.
,

. ?1n .

13-1
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INSTRUCTIONAL TECHNIQUES:

1. Lecture/Di%ctssion
2. Performance /Application

. PARTICIPANT MATERIAL:

Instructor Evaluation Checklist

REFERENCES:

'r f'z'
INSTRUCTIeNAL MATERIAL:

1. Videotape
2. Television set
3; Videotape recorder

TIME:

1.5 to'.2 hours

ACTIVITIES: .

1. Lecture/Discussion of problems of
evaluating instructor performance.
Group exercise--using evaluation
`checklist and videotape deNonstration
of instructor behavior..

13-2



INSTRUCTIONAL EVENTS .

I. EARLY STAGE

Brief lecture /discussion and handout, describing good/bad instructor Behaviors.

Dr

II. INTERMEDIATE STAGE

Participants view two (2) demonstrations of instructor behaviors (one good and
one bad example of trainee performance). 'Using checklist provided, they will
evaluate the demonstration and identify correct/incorrect.instructor behaviors.

111. FINAL STAGE

Participants will apply -the checklist in evaluiting other instru4tors while
they administer a brief practice trainee performance exercise.

13-3 32 /
11.,.
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DETAILED LESSON PLAN

Lapsedyle
.

Instructional Events.
Support

Materials/Notes

.

,

,

.

.

.

,,.

-

I.. Introduction. s. R
0

- .

A. Explain that while a large portion of
effective training is the result of the

,

application of sound instructional .

'development procedures (e.g.,. task

anal'sis), it is also extremely important
hat developed training isAelivered in a
manneethat will create an. atmosphere
conducive to-learning. Ina previous
lesson (Lesson 9) we have diicussed
general classroom techniques'which an

,

.

$

I

.

.

.

a
.

'

.

.

.

+,

.

-

0

°
,.!...

..,

-

e

01.°
,

,

,

0:

.

.

-

o.

.

7

_

.

.

7

,

-..

..

,

.

,

instructor can use to increase trainee
motivation, attention and learning. .

.

e

,,B. in addition, common instructional

.
techniques Can be effeitivery'or

, ineffeCtively used. This lesson will
focus upon effective and'ineffective
use o'f trainee performance as an al

instructional technique.

. .

.C. Describe the trainee performance, .

techniques as the situation, typically
° following sOme other form of inbruction ,

(e.g.,)demonstration, lecture),

,
a trainee 4sto perform a job related
task, during which: , .

:

.

1. He/She is.to-vert)411y describeltht °,

steps of the task 4s:they are being,
performed.

..
1 .

,m

2. The instructor prevents trainee...er v

,k (to 'avoid...

0

learning wow behotiors).'

t"-% ,..,.

3. The instructor provides pbsitive
feedback.

.
/

v,
II. Development.' -

A. . (Note: Parts A and B can be condUcted by
dividing your cla s into groups, posing
the discussion.0 scions and having each
group wife their r/good beha lors on
their flip charts for tOtal.-, ass '7.

-discussion.) Conduct -a discUssion .

, .

focuss upon behavio's'ekhiWted by an

.
.

.
.

'

0

O

13,
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LESSON PLAN

Lapsed.
Time 'Instructional Events

. ,.
Support

Materials /Notes

.

.

.

.

i

.

-....)

ing,ructor while conduqi noodng a traie
_ ,,,,,,,T-,. Fii$ormance exercise' wifich:' . -

.

1. Decrease student motivation.

,.
2. Decrease. 6.udenVattention. .

..,

3. 'Interfere with learning.' .

.

.
. .

The'ditcussion can stem from your ..

_ instructors' experiences when they were
students in high school or college. Keep'

the discustion focussed upon specific
behaviors rather than non - behavioral

. characteristics (i.e:, "the instructor-
.

never-addressed students by name,1hrather
than,"the instructor was distant9. List

comments on flip chart of chalk board.
. .-

B. Once negative instructor behaviors'have
been listed, ask the class to review each

6 negative behavior and generate a positive
_ instructor behavior which, if practiced',

will, result in an environment more .

condhcive to student. learning.
. .

CV Distribute copi's oftfie Instructor

,Skil-is Checklist.
.

:

D. Compare items on the checklist With those
generated during the discussion, and have
the class, add,any new performance _t . .

exercise behaviors to-the Checklist:

E. xercise-(n-1. Evaluation of PerformanceE.

ercise-Behaviors.
.

. .

1. Explain_ that the class will 'evaluate,

.° the videotape performance of an
instructor conducting d perform ce

exercise regarding the operation of
a film projector.

2. Explain that in Part One of -the tape, ,

many instructor' behavjort are poor_,. :.

and the class is! to use the Checklist
and note paper to identify those

.
. specific behaviors which result in an

insteuctionally poor performance

exercise,

.

. ,

.

,

.

.

.

.
.

.

1
. .

.

.

.

Handout 3-1

?

Exercise 13-1

.

.

i

o
.

.

,

.

,'

--

A

.

.

.

---,

.

.

.

-

.

.
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DETAILED LESSON PLA

Lapsed
Time

Instructional Events
Support

Materials/Notes

.

,-

fs
.

.

....

.

_.

.

\

.

III.

.

.

-

.

,

,

.

3. Review your class'results with those
listed in Part One of the Exercise

Answer Sheet. k.
t.

, .

4. Play Part Two of the tape to let the
class see how the performance
exercise has- beeirimproved by

---\conducting the exercise attending to
the more positive behaviors isted in

,

.

.

..

,

.

. -
.

,

.

.

Handout 13-1

.

. .

.

- ,

.

.

,

,

(

;4

.

.

/

.

.

.

the,Checklist.
.,.

Note:' You may want eaeh of your instructors
.to conduct' brief performance.

.

exercise presentation for evaluation
by.other class members to provide
feedback. on their. instructional

skills. If you shoula choose-this'

option make sure that:

4 '
1. Adequate time is allowed for

preparation,
. .

. ..
:

.
.

2. Feedback incTudes commeritilbout
BOT-Oositiv and negative: :

bi5viors.,

3.' Feedback Is kept on a friendly...
constructive level.

_ ,

Summarjr.' 1

.

A. Summarize the lesson by again stressing
the importance of positive instructor
behaviors in the trainee IperforAance

exercise.-
. % 41.

)

- . .
B. Review those beh6viors on' the Checklist

identified by your class As being-the
most important behaviors to exhlbit while -'

'' conduct10 a trainee performance
exercisey------.

.

I
(

. . . . _

.
,

-
.

-
.

S.

*Novo&
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' EXERCISE:13-1

Instructor Skills

In this exercise you will be asked to evaluate the delivery of

instruction using the troinee,performance technique. The delivery has been .

videotaped in. two parts. In the fist, part, the instructor will be
exhibiting many negative behaviOrs which are known to interfere with

student learning. During this part, you are to identify theinstructor's
negative behavicks using the Instructor Skills Checklist provided. Trite

any additional comments regardin9 the delivery on the back of the Checklist

for discussion following the codclusion of the tape.
- ,

.!

.
S.

*ow

414
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EXERCISE 13-1 SUGGESTED ANSWER SHEET:

CHECKLIST OF INSTRUCTOWSKJLLS:
PERFORMANCE EXERCISE

Instructor` -- _."RATING
Topic: ,-

,-

Evaluator; Exc, ' Go qd Adeq. Poor
Not

Observed

PERFORMANCE EXERCISE CONTENT

Provides clear instructions on performance expected. - ) .

Imposes realistic conditions (time allotted,
environment, aids).

,

,

/
Explains if/when qUestions are permitted.

-

Provides all data/equipment necessarrfor
correct performance. 1.' -a-

' ttl ..

INTERACTIONS WITH STUDENTS .

Puts students at ease; reviews grading system, bili
if applicable.

,
Establishes eye contaet with all studeny.

_ .

Rewards students correct performances. . / .

.

Monitors students throughout exercise period
without disruption.

.

_ -. .

..
Aids students who are obviously doing poorly.

4.

.

Closes instructional period on time, as originally
stipulated. - 9....

- /
NA.

..k C011ects exercise products without negative comments.
NA

TEACHING AIDS
.

'

Provides actual or simulated equipment/materials
where necessary.

. _

e

Clearly visible at all times. ,
NA

Sufficient viewing time allowed.
.

4 -
.

NA

Aid'content coordinated with performance steps. .

Ata
NA

SPEAKING VOICE
.. . 4\ V

Clearly audible for entire group. a. / ,
.

Understandable vocabulary;*no jargon. . .

r '--/ '. .

Gets group's attention when necessary.. , ../ .

1

.
.

Evenly paced; neither fast nor slow.
,

.)

.

N*4"
- 13-8 3.26
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EXERCISE 13-1 .

Trainee Performance: Suggested Answer Sheet (i*gntinued).

In additioh to the tyelfaviors spedifSed on the Skill Checklist, the

instructor was guilty of exhibiting the following behaviors which act to

interfere-with learning: (Note: Behaviors -are listed in the approximate

order-in which, hey appear on the tape.)
A'

1. The instructions given to the class were poor. No time was

specified;.there- was no indication as to whether this was a

test situition or whether questions were allowed, etc.

2. The trainee should have been idttructed to verbally explain

('--each step-as it was taken and to indicate why specific steps

were taken.

3. The instructor did notact to prevent errors. The primarfit
.

purpose of this technique is to'permit trainees to practice

behaviors without error so that properskills are developed.

4. All the materials need ckwere hot Immediately availabld. The
trainee had to ask fo thetake-up reel.

\\

5.- The instructor faile1 to a er questions adequately.and played

a guessing game with the trainee. This is not an effective

learning atmosphere.

6. The instructor was somewhat sarcastic with comments like "You

were lucky the machine did not jump."__This is also not an

effective learning atmosphere.

it There was little eye contact with the trainee or the class.

8. There was little effective - feedback provided to the trainee at

the end of the exercise.

9. There was no summary to thvercise.

4r
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INSTRUCTIONAL MATERIALS

Lesson 13. Training Delivery: 'Trainee performance

V
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EXERCISE 13-1

Instructor Skills

In this exercise you will be asked to valuate the delivery of
instruction using the trainee performance t hnique, The delivery has been
videotaped in two parts. In the first part, the instructor will be
exhibiting many negative behaviors which are known to interfere with
student learning. During this part, you are to identify the instructor's
negatiA behaviors using the Instructor Skills Checklist provided. Write
any additional comments regarding the delivery on the back of the Checklist
for. discussion fool lowing the. conclusion of the tape.

en/ ti
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HANDOUT 13-1
CHECKLIST OF INSTRUCTaR SKILLS: -

PERFORMANCE EXERCISE

Instructor.
RATING..

Topic:

Evaluator: Exc. Good Adeq. Popr Observed

PERFORMANCE EXERCISECONTENT

Provides clear instructions on performance expected.
.,

Imposes realistic conditions (ti allotted,
environment, aids).

.

Explains if/when questions are perms ted. /
Provides all data/equipment necessary for

correct performance.
.

INTERACTIONS WITH STUDENTS .

Puts students at ease; reviews grading system,
if applicable. .

Establishes eye contact with all students.

Rewards students correct performances.
..

. Monitors students throughout extslise period
without disruption:

- Aids students who are obviously doing poorly.

Closes instructional period on time, as originally
stipulated.

..

.,
Collects exercise products withou-tvgative comments.

TEACHING AIDS

Provides actual or simulated equipment/materials
where necessary.

1-

Clearly visible at all times.
\

Sufficient viewing time allowed.

Aid content coordinated with performance steps. r

SPEAKING VOICE
IA .

Clearly audible for entire group.
. .,

,

Understandable vocabulary; no jargon.
.

Gets group's attention when necessary. .
.

IP

Evenly paced; neither fast nor slow.
.. _
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INSTRUCTOR QUESTIONNAIRE
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Instructor Questionnaire cp

.Directions: The'fdllowing questions are aimed at finding out what you know

about the procedures involved in systematittally.deveoping and presenting a

training course. The results will be used only to makt decisions about the

content of a planned seminar for instructors.of wqter plant operators. Read

each item carefully and write your answer in the tpace provided. Please

state your answers as briefly as possible. \ .

4

1: In one or two sentence, deseriCka situation in your area that suggests

a need-for water pi ant operator-,traibing. /

/-'

2. What are the two general steps performed when conducting a task

analysis?

a.

b.

3. A good training objective is comprised of three parts. What are they?

b.

c. r-



0

4. Write a good training objective to reflect the operator task
a chlorine residual test."

4

onduct

1-"

5. Describe two general guidelines that should be used in,sequencing
instructional activities to optimize learning.

a.

b.

6. In general, learning is fastest when: [Check (/) all that apply.]

Training activities ,do not require the trainee to respond.

Visual aidg are kept to a minimum.

Test results are reviewed no earlier than one week after a test.

Activities are'directly;job related.
o

Only one instructional method is used throughout a course,

;-,

7. An instructor lecture is most appropriate for which stage of trainee
learnia9? ['Check (/) your answer.)

Early stage:

'Middle stage.

Final stage.

A-3
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8. Which of he'media categories below be most helpful in training

an operator to replace a valve seal. [Check ( your answer.]

Programmed instruction.

Instructor demonstration.

Textbocik destription.

Tra$iing film.

9. The U.S. EPA has developed nationally applicable training programs in
which of the following areas? [Check () your answers.]

,

.4,

Water plant operator traiArng.

The procedures for administering requests foi' variances and

exemptions.

a,

Water prant maintenance training.

Testing for chlorine residual and turbidity.

4,
Water plant supervisor management training.

10. If you develop instructor lesson plans for a training course for which
you will NOT be the instructor,the lesson plans should:' [Check ()

your answers.]
. .

.

be in outline form.

include cific questions ta be asked.

specify the technical cL6nt of the lesson:

.40

indicate page numbers of referenced trainee materials.

11. List two types of information that you MUST-have before you can
determine what the training content of a course will be:

a.
, s

b.

I
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12. The most appropriate test form for assessing knowledge of states and
their capitals is:

True-False.

Multiple-choice.

Essay.

Matching.

Short Answer.

13. Which True-False question below is written in the best form? [Check ()
your answer.]

Water always freezeS at 320.
. ta

The MCL5 for arsenic and-cnnomium are 0.07 and 0.045
respectively.

kmolecule of water is'heavier than a molecule of salt.

Lead service lines never cause water to exceed the allowable MCL.

h1114104. How would you rate your confidence in.your ability to: [Cheek,) the
number, lhat indicates your degree of confidence.]

,

.

=, .

'

LITTLE
, VERY .

CONFIDENT
DR NO

CONFIDENT
CONFIDENCE

1 2 3 4 5 6

a. Identify good and poor ?udiovisua '

materials.

b. Prepare audiovisual materials that
meet the criteria for good design.

. .

c. Obtai resources contained in IRIS.

A. Obtain resources containe in Ti .
.

. ,

.

e. Conduct an instructional lecture.

f:
'

Recognize and specify instructor
behaviors which characterize a good
instructional lecture. $

.

. .,

g.
.-

Conduct a group discussion. '

.

33'5
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.15. (continued)
-

.
V

.
VERY ''

CONFlbENT
' e,

,

LITTLE
OR NO

CONFIDENCE

1 2 3 4 -5 fEl

h. Recognize and specify instructor
behaviordwhich create a good group
discussion.

.1.1.,.

,

i.
.

Conduct an instructional demonstra-
tion-

j. Recognize and specify instructor
behaviors which characterize a good

.

initructional'demonstration:
,

k. Conduct 'a performance exercise.
.

-..

1. Recognize and specifyfinstructor
*behaviors which create a good per- -

formance exercise.

.

,

.

A-6
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