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% +téchniques such as group discussion ‘and demonstratioa. (DC) ) o

N

-

e

\]

*******#*i******************************&*;******* M ok o kR kR

* Reproductions supplied by EDRS are the best that can be made- *

* from the-original document. * ;
Aol oot ook e ool 06 ool o o0 oo o o 06 o 0 oo o oo ook oo ool oo ot ol o ko o oo ool o okl o o ke ook ok o e .
ey . N . . - N

Q -

A \’ ‘ \ .
. . . -
- . s 5
oo,
. Y

o . ,




-, -+ A Manual for St |
- Training Superwsors“ ,

ql

\

“August 1979

.

- Y ’ . .
s - &
} Office of ) ‘
" United States . Office . .
Waste Management
Environmental Protection Water and
N Washington, DC 20450
Agency .. K A )
»
. Water ’ .

Instructor

-Training Seminars .

r State

A

, U.S. DEPARTMENT OF EDUCATION
N NATIONAL INSTITUTE OF EDUCATION
EDUCATIONAL RESOURCES INFORMATION
CENTER (ERIC)
¥ This document has been feproduced as
fecerved from the person or organuzation
ongating 1t
Minor changes have been made 10 improve
feproduction quality

o

Points of view or opintons stated in this docu-

mentdo not necessanty represent official NIE
e

. position of poiity~




© .+ INSTRUCTOR
"~ TRAINING
. SEMINARS
B AMANUAL FOR STATE TRAINING
.. SUPERVISORS . -

| . ‘ . ‘ Prepared for: - *

~ “\120 Sn,.t ' ¢« 9

(_i~ ’ . Office of DrinkingWaterh . ‘

, U. S. Environmental Protection Agency
o Coee B - Washington, D. C. 20460

. . ,
¢
3 .
PR
. .

] : . - Preparea by:
N - Applied Sciénce Associates, Inc. e
SN S * " Box158 ;

B R . .. Vélenciaﬁ"Pennsylvania 16059
N - P “
‘!4‘ - . - - - .
'-." N . "’ . L] . , .
g - ’ * -
ry ‘ r ~
} . - t
. as * ’ N .
. . - » ,
. . P w_‘ v . ¥ _
I ' : August 1979 .
* ‘ " ’ . . - AR \ e
3 Q. ., 61 o ) o ' . n ”
«EMC , . 4 RN . i - o - . Y} .

-~




~ o <~
- i E .3
/ ‘/ e ) - f
v 1 4 \
. T L < W
. \ P TABLE OF CONTENTS.
3 ° D L)
g Page .-
SECTION 1. PLANNING INSTRUCTOR TRAINING SEMINARS h
. T ] «
Iptroduction . . . . . . . e e e e e e . ¢ e 0w 1 -
.' BaCkground e % o o o o o ] ‘e 0‘. * o * ® o o e o L] * e L] ]
Overview of Semminar Planning *. . . . . . R T
Instructor Tasks . . . . . e e e e e e e e e el 2 !
. Determination of Training Requirements: . . . .. ... ... %
{ " Selecting Matérials . . . . . e e e e e e e e 12 -
Sample Agendas . . . 0. L L., L L 14
SECTION 11, .INSfRUCTOR LESSON PLANS ° .
Introduction . . . . .. 7. .. .. . e e e e e e e 19
Lessdn Plan Cover Sheets D D e e e . 19
. Detailed Lesson Plans . . . . . . . - N U 4
Instructional Materials . . ... ... .. . e e ﬂ\. o 22
Numbering .\. . . ... .. .. .. oL e .. 28
Lesson 1. Determining Training Content . . R B
Detailed Lesson Plan . . .. . e e e e . .- . 1-5
Answers for Exercise 1-1. ., ., ., . .. .. . .. """ 1-7
Answers for Exercise 1-2 . . . . .. “ t e e e e e e e e 1-9. ¢
Instructional Materials . . . ... .. ... .. . . 1-11-
Lesson 2: Writing Useful Training Objectives 1Y .
Detailed Lesson Plan ... .. .. . B |
' Answers for Exércise 2-1 . ., .. . .. . e e e e e e o . 27
Instructional Materials . ., .. .. .. e e e e e e 2-9
. Pd I
desson 3. Sources of Operator Training Materials .. .., ... 3-1 ’
Deta’”8d Lesson P]an O T T 3-4 R 2
. Instructional Materials . . .., ., . ... ..~ . . 7" .. 313 \\\"
Lesson 4, Selecting InstructiOné] Methods . o e e e . . 4-1
Detailed Lesson Plan . . ., .., .., ... .. . . " I
Answers for. Exercise 4-1 e e e e e e .. 89
Answers. for Exercise 4-2 . : . .., .., ... :. .. . 4510 ¢
Instructional Materials . . . .., .. ..., Y S VA
Lesson 5. Selecting Instructicnal Media . . . . R 1 A
Detailed Lesson Plan . . ., ..., ... ... . .° e o . 54 L
- ‘Answers for Exercise 5-1 . . . .., ., ... ... epe oos w9=10 v o
EXEY‘C’iSE 5"2 ® ° & o 4 4+ + ¢+ e & e e o \.: ev e o o+ o o o"o . 5':]"" <
Instructional Materials . R I N N L




\\ TABLE OF CONTENTS
(continued)

»,

Y

=
[+1}
1

. {
Lesson 6. Preparing a Lessoqulan e e
Detaited Lesson Plan
Answer Sheet for Exercise 6-1
i Instructional Materials

w

O\?\O\Oﬁ
__am,p—l

;Lessnn_ZL__E_epar1ng Simple Visual Aids
= Detailed Lesson Plan . e . .
€?~f Exercise 7-1 . ¢« « v v ¢« o & o e e e e e e e e P A
~ Answers for IfstructionalYReading ﬁZ .
Instructional Materials

£l

TI\ITI\I\I
NOOYH~ —
o

Lesson 8. Evaluating Instruction
Detailed Lesson Plan
Instructional Materials . . .

Lesson 9. Controlling Classroom Learn1ng
Detailed Lesson Plan
Instructional Materials

Lesson 1Q, Training Delivery:
Detailed Lesson Plan
- Exgrcise 10-1 :
Instructional Materials

"Lesson 11. Training Delivery:
Detailed Lesson Plan
Exercise 11-1 . .
Instructional Mater1a]

Lesson 12. Training Delivery”
Detailed Lesson Plan
Exercise 12-1
Instructional Material

Lesson 13. Training Delivery: Trainee Performance
; Detailed Lesson Plan .

Exercise 13-1 . . .
. Instruct1ona] Mater1als

Appqu1x A: Inst(uctor Questionnaire . .
, .

¢




I Y

10 ,

. .
- . ét- LIST OF FIGURES

EirsftCover Sheet . . . . . o0 L Lo e,

Secohd Cover Sheet . . . . . v . v v v v v .. e v e e e s

Third COVer Sheet ‘o. ® & o & s+ 2 e & e o & e o o e @ LIS ] 231
Sample Detaiksq lesson Plan . . . . ... ... ..., . 27
. h LIST OF TABLES .\>
. * ‘\ . L4
Page ‘
esson Description . . . . . e e e e e e e e e e e 3
ns%ructor.Backg?bund R -
nstructor QuestionnaireCJ.. A
’ v ' . . L)
. Uesson Plan Titles Grouped by Content Area, and ’
Indicating Prerequisites . . .. ... ... .. N
‘ Three Agendas for Adm1n1strat1on of the Tota] -
Instructfonal Program . % . . . . . ... . ... ... .15
Agenda‘ for a Single One-Day éroad-éoveradé Semipar . . . . 16" }
Three Agendas for a Tra1n1ng De11very Sem1nar e e e e W17 -
i Age das .for’ an Audio- V1sua] Sem1nar e e e e :.. v o 17
Three Agendas for-a Basic Training Develdpment
Seminar.. . . . e e u i e e e e e e e .. 18
Lesson Rlan Glossary T Q c e e e e e .. 24
\ ,
.- . )
'_ 1
o
b A c’ \ 1 . ’
S R :
:s‘.,‘j‘ - . ) cl ° ‘ -- -
& , .




. " SECTION 1 - . -

- . . ' :

s " PLANNING INSTRUCTOR TRAINING SEMINARS

\' . A ] A

» [

o N oy




Background
In the

SECTION I. PLANNING INSTRUCTOR TRAINING SEMINARS

r

ntroduction
_0-—.‘,.

.

r . .

fall of 1978, the Offide of Orinking Water of the Envirenmental”

-Protection Agency (EPA) contracted With Applied Science Associates, Inc.,

_ (ASA) to-devklop a one-week training program for state and regignal 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 9£—t¢a+ﬂéng development and classroom
teaching techniques. In the coursefof 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

J . <Lt
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 Brovide

persons who

have operator training instructors under their supervision, e.g.,

state training officer§, 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 instrug®or training to his/her instructors.

This manual is diyided' into two sections. Section I describes the

general procedures involved in ptanning one_or more seminars for operator _ -
training instruetors. Section II provides complete lesson ‘plans and
training materials necessary for the actual conduct of instructor training

seminars.

Overview of

A
s . ‘
Seminar Planning

-
-

+

Research has indicated that effective training is fhe result of good

‘_ p]hnning and the applicationd of a number of simple training development

principles.

-

1.

You can provide effective .instructor training by:

. -
Knowing what an-instructor actually must do to be considered-a
good instructpr. '
Identifying the training needs of instructors under your supef—
vision, - .

‘Selecting the'lessons from Section II of this manual which best

meet the needs of your instructors, N . .
. N

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

ninqieffectjve instructor training.
BRLLLE" N

Y

4

~ Instructor Tasks -

Being*a good”instructor for operator training course is a complex job,
involving anumber of tasks. The instructor must, of course, possess the
technical content expertise.regarding water plant operation, before he or
she can be expected to periorm adequately.as an instructor. Reports from a

. sample of 26 states acro$§ 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 emptoyed because of.
their expertise in this aréa. The majority may be considered subject matter
experts in the area of water treatment. Far that reason, the instructional
materials 1&\this manual do not address any of the technical aspects of
Water treatment. . o '

. But a good instructor must be more,than techhically knowledgeable. A
good instructor must’'also: ., " "
‘Qec{de'what information the training audience needs and
requires. -+ Y
Organize.and prepare in§tructional materials in such a
way as’ to optimize trairee leayning and the trainee's
motivation to learn. ¢ -
Present developed instruction in the classroom {n a
way that -assures that the trainees learn.

Determine whether trainees are learning, and what ateps
can be taken when they are not. s i

By this deséripfion, a good.instructor'mhst not 6n]y‘be techniéa]]y 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 classroom activities is optimization of trainee °
learning. o ‘ T )

While the 197@ survey .showed thatAmost.operator training instructors

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

tion of these.instfuctors have had any formalized trainingsin the areas of
traiming, development of classroom presentation techniques. The materials
contained inthis manual have been designed to fill instructor <needs in

" these two gengral areas. Specifically, lesson ﬁ%ans are provided for each .
of thirteen topic areas presented in Section II of this manual. The first
eight lesson plans address the developrient and preparation of a good train-
tng prograim. The Tast five lesson plans address classroom delivery tech-
iques. The title of each lesson is pregented in Tdble 1, alang with a
rief description of its content and sqoZe. . ‘

- . -
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. L _ Table 1 =, :
N '{
- ’ Lesson Descriptions - - .

LESSON 1. Determifiing training content. ' .

This lesson covers the three general steps to be taken in deter-
mining the content of any training program, regard]ess of whether’
the program is to be two weeks or one-hour long. These are: (a), . °
-afralyzing a 'job into specific tasks, (b) deriving the skill§ and .
knowledges requ1red to,'perform those taskKs, and (c) 1denﬁ¥fy1ng g
those areas,in wh1cb a training audience is weak with respect to

_the required sKillsand knowledges. ‘

©

LESSON 2. writing useful training objectivés.

-’

The purpose of this lesson is to expladn the steps involved in
writing performance-based objectives for the trainee to accomp11sh
as opposed to vbjectives that describe what an insitructor 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 recogn1z1ng and
wRiting performance-based objectives. P

LESSON 3. Sodrces of operator training materials.

-

This 1esson Jists and describes numerous sources of operator N
. S L. training materials and focuses on the services provided by. EPA
—through the National Technology and Operations Training Center in -
‘ - Cincinnati, Ohio. Procedures are d1scussed for accessing audio- "
. ¢+ visuals, 1nc1ud1ng‘s11de/tape,‘f11m, and video tape.instructional
- y . -programs, as well as completed training units of re]evance to

water plant. operat1on . .
v N &

LESSON"4. Se]ecting ihstructiona] methods ' o
’The lesson exp1a1ns the factors to be cons1dered before selecting .
the instructional method(s) ta be used with any segment of train-. .
ing.. Guidelines are provided for se]ect1ng the instructional .
method(s) which will optimize the trainee's learning of specific
v\. content areas. o — )
_ _ $ ;" ® .

“ LESSON 5. Selecting instructional media: __
e This lesson eXp]ores‘thé types of media that can be considered 3
‘ -useful in operator training., Guidelines are provided for the .

selection of the-best med1um “for- each type of tra1n1ng centent.

! S
/ Y - -
¢ P ey
N7 '
.
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R o . Table T (continued)
LES§ON 6: Rreparing a lesson plan. : . .
o . The impbrtance of\a wel]-written‘iegsdﬁ plan is discu%sed here.
I - The general layout of a 1essdn%p13n is.presented, as well as
" descriptions of the procedurésffor f;eparing a usefullesson plan.

LESSON.7. Preparing simple visual aids. ™ .

-

- )

The purpose of-this lesson is to familiarize the operator instruc-
tor with the criteria te be used for evaluating <ommon forms of
visual aids, both self-made and commercially prepared. Guide- -
lines—are provided for the general procedures to be followed in’, o
the prepaxation of a number of visual aids commonly used by mast - ¥

- operator® instguctors. Efiphasis 1is placed upon increasing trainee
learning with the use of simple wisual-aids. A portion of this %
lesson is also e]f—ingtructiona]. ' . ' ’

, LESSON 8. Evaluating instruction. - e
¢ ‘T This lesson emphasizes the ‘use of.eya1uationhto determine not only
R trainee performance, but.also instructor and training program

gffectivenesﬁ. Guideliné€s are p?d@ided for the preparatien of 2 = |

fumber of common types of test items typically used by operatot '.\\

.instructors. The.purpose of thie guidelines is to improve the
relevance and quality of tests, quizzes and/qr. exercises adminis-

s o tered to operator trainees. - X

4 st s -

LESSON 9. Contro]]ing‘c1assroom Jeaxning. Tt . .

. This is the first of five Aesson§/foncerne§_with effective train-
. ing delivety. In this lesson, the variabTes which affect trainee .
' Jearning are described and the responsibility‘for controlling
,thosé variables to gptimize tFrainee learning is cTearly placed
upon the instructon. A set-of simple, easy-to-read principles’
are described which all instructors can use to increase their .

; - trainees' learning, rebardlgss of the insxrquiohal method used.’

.

‘ LESSONS 10, 17,12 and 13.. Training delivery. , e,

M e In each of these lessons, a copmon training delivery.technique is
‘ : examined. Good and poor examples of each technique are demon-
. . strated on video tape. The video tape demonstrations are used as .
-springboards for discussions which- detail_for” your instrugtors =
- those behayiors which foster and those which hinder classroom
learning. Empha%is«is,so]e]y_upon'classroom delivery techniques-
in each lesson: T ' - ' D

. .. Lesson 1Q,. . Training delivery: Lecture ~ .
-t " Lesson 1. Training delivery: Group discussion -
. _ Lesson 12. Training delivery: Demonstration -
. Lesson-13. Training delivery: Trainee performance . . e

L Y >
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Determination of Wraining Requirements

>

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 réquired to be a good instructor, and seEond,‘to
determine how mang of ‘these knowl edges and skills are ‘possessed by your -

- present or future instructors. As indicated earlier, the knowledges and
skills required tq be a good instructor (other than those of technical
nature) have already been identified as part of the original contract
effort, and form the conterit basis for the-thirteen lessons in Section I1
of this manual. What is initially required of you as a training supervisor,
is to determine the instructiona] weaknesses of your instructors in order -

"+ to choose those lesson 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 class- -
room delivery techniques. Awareness of what your instructors know in these
areas will enable you to design a seminar or, series-of seminars addressing
only those specific areas ‘in peed of improvement, Developing seminars *
around your instructors' knowledge "gaps" will assure the most, effective
use of available seminar training time, aid in maintaining instructor

~ Tnterest and mogjvatiog, and ultimately upgrade operator training by °
 « strengthening instructor weaknesses. . ,//y

~ , Two methods are suggested ‘in this section to(he1p°you'identify the
strengths and weaknesses of your instructq 5. Both fechniques,are self-
assessment based, and take little time to a inister.g The first method,
-+ the use of the' Instructor Background Sheet, can be used to get'a very rough
* estimate of those areas in which iastrﬁt;ors have had experience. A copy
of this-she®t is’feund .in Table 2< ' _Review, of this seif-report information
will indicate number of yeaxs of instructional experience, areas of instrucs
tor strengths and weaknessés? and prior instructor traininq.é_Lp question _
‘rumber 8. the parentheses found baside each letter indicate the lesson 1
number_o} the lesson Plan in.Sé%tion.II'whﬁxm addresses .that pdrticular *
item.- For efample, 8.¢ "Preparing learner-based“training objectives," is
the center of focus in Lesson‘2 in Section II of this manual. ’

-~
?

.o

4 . R “ N - o ° '
- . Areas where instructors have indicated Jow levels of-experjence can
. provide the basis for selecting lessons%n Section II to s ructure-one on
- more 4raining seminars. This sheet can be modified to sui your individual
purposes, and is pres&nted only as one suggested method for assessing
_instrycton-charaqtefisticsf oL e ..
- L .
- ’, ', .

A second method of obtaining specif’: information regarding instructdr
strengths and weaknesses consists of a.$eries-of questions regarding the -
content of each of the, thirteen lessons found An Section.II of this manual. "
Thé Instractor Questionnaire (with suggested answers)- found in Table 3,
was ofigina]ﬁy\deve]oped and-used as a pre-test for the one-week : "

" Instructor bevelopment Workshops conducted by EPA, Ideally, you would have
your instpuctorse complete this questionnaire a number of weeks before yqu
- plan to conduct your first seminar. This will enable you fo score the

questions and identify those content areas most useful to your instructors,
. M : ) R4 *

- 1
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. . ’ Table 2 ‘ ‘
N . -, Instructor Backgrdund Sheet
) . - < !
/ . ) N .
1. Name ) : - 2. Date P
3. Phone . - 4. Present Position/Title "

Years in Position
i .

(8]

. - Major instrug;iona] respbngiéjﬁities

n

-

-

(=)

.+ Number of years with instruc br responsibilities

7. Major job functions/responsibilities . o
8. In your job as an instructor.how much - _
experience have you had with: ] . (Circle One) -
Lesson Very
v ) None . Experienced

v (1) a. Determinihg the tasks a trained .

o operator must perform todo a good
gA job. . . 2 3 45 6 )
- (1) 5. Identifying "gaps" in operator L \ ‘
knowledge in order to develop '
. relevant training. - .o 12 3 45 6
~(2) c. Preparing learner-based training "
o objectives. ot . 1 2 3 45 6
““(3) d. Using IRIS or the Instructiomal '
. Resqurces Center. ' : 12 345 6
 (845) e. Selecting instructional methohé/ K
. media which optimize trainee lgarning. | 2 34 5 - 6
(6) f. Preparing,thpfough Jesson plans. 12 345 6
(7) g. Preparing appropriate audioVisual‘aids. 1 2 3 45 6
(8) h. Evaluating instructienal quality.-. 1 2 345 6
(9) -i. "Manipulating variables which foster
adult learning. £ 1 2 34 5 6
“(10) ‘d.“;Dql;?bring lectures. 1,2 345 6t
(11) e Conducting group discussions. _ 1 2 3 435 6
“(12) s~ Performing plgssroom-demonstrations. 1 2 345 "6

(13) m. Conductiﬁg.gérformance-bgsed trainee
exercises. - :

LY

2 345 6

£ .

9.' Have you ever previously attended a seminar for instructors? Yes
' No 1f yes, what topics were addressed?

~

6 13,

"T.*“l

-




Table 3

\\\;\\ Instructor Questionnaire* ’
L3 1Y L] /‘
s 1

N .-

. Directions: The following questions are aiméd at finding out what you know
“Y & _about The procedures invo]veq in systematically developing and presenting a
: % training course. The results will be used only to make decisions about the
content of a planned seminar for»instrucmorsiof water plant operators. Read
each item carefully and write your answer inlthe space provided. Please
/ state your answers as briefly as possible. "

Sy N
- e

1

(1) 1. In one or two sentences, describe
.ygga need for water plant operator training. -

~ [New-laws: Written Yeports indicating poor operating performance)

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

Ay

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

analysis?
a. . [Breakdown a job into the specific tasks that must QJ performed to ‘;
. complete that job to a minimal of proficiency?]
. 1b. [I&entify the skills and khow]edges requiféd to perform each ' -
L identified in the task breakdown.]:
o (2).3. A good.t}aining objective isﬁcgmprised of three,parts. What are tﬁéy? |
a. [Given’or éondiiions under which the action i§ t6 be performed. ]
. b. .[The Aétion--a gpecﬁfication of what the trainéé must do to
demonstrate that he/she has mastered a ﬁnit of training.]
3 o4 'c. [The Sténdard--a spééification of the criteria‘again§t which tﬁe

~

action will be compared, and the level of proficiency to be

- demonstrated as minimally acceptabe.] .
- *A blank copy of this questionnaire for your use appears in Appendix A.
. . o
) ' N . » ’
o | 7 1 :_.‘i
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Table 3 (continued)

N s
N A,

(2) 4. Write a good training objegtive to reflect the operator task of "Conduct
a chloriné residual test." ..

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

» >

&£

Action: Measure the amount of chlorine residual. . Standard:
'/ M > R N

—
- . e, - » o -
¢ ' " Within ten minutés; results for each sample will not vary from >
' actuals by more than 5%.]
- Yg. »
I L4 _.\

(4) 5. Describe two general guidelines that should be used in sequencing
- instructional activities to optimize learning.

a. [General cohcept; should be taught'before specific. Knowledges

should be taught before skills.]

k3

Y v

»

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

process should be taught together. ]

(9)%6. In general, learning is fastest w@éh: [Check (/) all that apply.]

Training activities do not require the trainee to respond.
?

Visual aids are kept to a minimum.

.

Test results aregreviewed Qanarlier than one week after a test.

pem———

Y Activities are direct]y job related.

. . . . B
Ooly one -instructional method 1is used throughout a coupse.
< ¥

. p
o S

An instructor lecture is most appropriate‘for which stage of trainee
learning? [Check (/) your answer.) =

~ /' Early stage.
Middle 'stage. ‘ . .

Final stage. .

—————




(3) 9.

/ Instructor demonstration.

/_ Testing for chlorine residual and turbidity.

] Table-3 (continued) *
Y / - A ‘;4(;;#

Which of the med1a categories be]ow would be most helpful in tra1n1ng
an operator to replace a valve seals [Check (/) your answer. ]

Programmed instruction.

. .
F ] »

Textbook description.

. Training film. ) Q

4

The U.S. EPA has developed nationally ep ]1cab1e training pregrams in
which of the following areas? [Check I/ your answers. ]

Water plant operator training. T

§

Y The procedures for administering requests for variances and -

exemptions.

w

Water plant maintenance training.” N

+

Water plant subervisor management training.

If you develop 1nstruct6r lesson p]ahs for a training course for which

you will NOT be the instructor, thexlesson plans should: [Check (V)
your answers. ]

-
L~

be in out]1ne form. q“ o
1nc]ude spec1f4c quest1ons to be asked ;

specify the technical content of. the lesson.

—
v
Y indicate page numbers of r#ferenced trainee materials.

List two types of 1nformat1on th t 'you MUST have before you can
determine what the tra1n1ng content of a course will be:

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

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

N

training is being developed.]
. L i

é

v
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Jable 3 (contjnﬁed)

The most apﬁ?opr1ate test form for assess1ng knowledge of states and
their capitals is: .

Mu1t1p]e-cho1ce. .

’(8) 12.

True-False. .

Essay.

A%y,

L}

¢

Y Matchingﬂ

3 . -

Short Answer:

3

(8) 13. Which True-False quesiioﬁ/gglow is written in the best form? [Check (V)

14.

Y A molecule of water is heawier than a mo1e9gle50f'salt.

your answer.] \
Water always freezes at 320 » : .

>
____ The MCLs for arsenic and chromlum are’ 0.07 ;n& 0,045
T respectively. ' = ° Ee

\‘ "\\ i
[

Lead sgrvice lines never cause water to exceed®the aFlowable MCL.

How would you rate your confidence in your ability to:

[Check (/) the

\g ) behaviors which characterzze a good] . .

*number that indicates your degree of confidence.]

(3

s . VERY
- CONF IDENT

LITTLE
OR NO
CONFIDENCE

‘6

Identify good and poor audiovisual .
materials.

Prepare audiovisual materials that
meet the criteria for good design.

Obtdin resources contained in IRIS.

A
Obtain resources contained in IRC. °

Conduct an instructional lecture.s

mlo |0

Recognize and specify instructor

instructional lecture,

N -

Conduct a group discugsion.

v 4

. a
=

,
- i

~F
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Table 3 (continued)

15. (continued)

Q

LITTLE
OR NO
' CONFIDENCE

VERY
CONFIDENT

- - ' )
- . . . 5 6

ES

Recognize and specify instructor
behaviors which" create a good group
discussion. ¢ X

Conduct an instructional demonstra-
tion. . '
Recognize and specify instructor
behaviors which characterize a good
instructiohal demonstration.

Conduct .a performance exercise.

—_—

Recogriize and specify instructor
behaviors which creaég a good per-
formance exercise. .-

i e

uhs
sxe S




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 Quest1onna1re, areas of weakness provide the basis for
selecting lessons in Section II, structuring one or more  training seminars.

You may choose to add or delete items from the Instructors Questionnaire
based upon your fam111ar1ty w1th the skills and knowledges of your
instructors. . v \

]
R
v

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
sources.of information may provide more accurate input regarding instruc¢tor
training needs, and should be considered as part of your 1nstructor evalu~
at1on <.

Schedule. random visits .to ongoing operator training c]asseszl;
watch imstructors 'in action. ‘Observation of trainee interest:
and attention, instructor delivery, instructional techniques,
and use of audio-visuals etc., will pProvide 1nformat1on rregard-
ing instructional qua]1ty .

X &
Ta1k1ng with instructors individually or colTectively regarding
their own perce1ved needs for training is frequéntly- 1nform~ '
ative, . -
Ta1k1ng with samples of tra1nees in operator classes will also
indicate areds o instructor weakness.

[ 3

Revrew1ng certification test results may -in icate areas- of
content in need of improvement, and may also 1nd1cate whether
some instructors are more effective than others. . *

?

Selecting Materials

. Exam1nat1on of the Instructor Background Sheet (IBS), the Imstructor
Questionnaire (IQ), or ather sources of information, will indicate areas
of instructor weakness. The lesson numbers assoc1ated with each item on
the IBS and IQ indicate those lessons ifl Section II which have been. pre-
pared to provide training in areas typ1ca11y identified as- 1nst(uctor
weaknesses. Problems can bé anticipated in one of two areas: Training
development or actual delivery. Trdining deve]opment procedures are
covered in Lessons L;B, and training delivery in Lessons 9-13.

In order to plan effective instructor training seminar(s ), decisions °
..must be made regarding the sequences in which lessons are to be administer-
d, since some lessons are prerequisite to others. In addition, ti
iaﬂab]e for conducting 1nstr=uctor seminars must-be cons1dered gle 4

o

12

19




Table & T

-, SECTION Il. LESSON PLAN TITLES | .
GROUPED BY CONTENT AREA, AND INDICATING PREREQUISITES

GROUP A. TRAINING DEVELOPMENT

P N Approximate**
, Lesson Title rerequisite | Administration
Plan No. Lesson(s) Time in Hours

\

+ Determining Training Content 3
Writing Useful Training Objectives -
Sources of Operator Training Matenals |
Selecting Instrucuional Methods
Selectimg Instructional Media
Preparinga Lesson Plan

Preparing Stmple Visual Aids

Evaluating Instruction

—

GROUP B. TRAINING DELIVERY

A

PR

. A_\_pproximate"
Lesson Title Prgrequisite | Administration
Plan No. - . Lesson(s) Time in Hours

,

9 Controlling Classroom Learniné . 1

10 Training Delivery: ‘Lecture

11 Training Debvery: Group Discussion

12 Training‘ Delivery: Demonstration

- 13 Training Delivery: Trainee Performance

’
. -

[y

*1t s assuméd that operator tasks have been analyzed and that the specific tasks to be trained which are not_ already in the in-
coming operatof trainees repetore have been \dentified. 1f this assumption has not been met, it is recommended that Lesson 1
precede Lesson 2. N - ' .

- - 0 .
«*All 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, Lessons 2
and 7 include salf-instrdctional readings which could be compigted prior to an actual training sassion thus reducing tr;e lesson

time indicated in this table.

-

Ld
. w3

13 20
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[

. 11sts the 13 ]esson t1t]es with lesson prerequrs1te and estimated delivery

. time. The lessons in-Table 4 have been grouped into those which are con-
cerned with training deve]opment (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-

. requ1s1te for Lessons 4-8. It can be seen that.methods, #edia,,evaluation,
efc., serve the sole purpose of assuring that the training obJect1ves are
met. _In Group B, Lesson 9 "Controlling CTassroom Learnings presegts the
]earnlng framework which underlies the specific techniques described in
" Lessons 10-13. Once Tessons 2 and 9 have been mastered, they only need
to be reviewed briéfly prior to the administration of subsequent lessons,

~ in order to provide continuity in the development of instructional concepts.

v It s 1mportant to note that lessons in Group A are not prerequls1te to

- any lessons in Group B, and vice versa. . |
. -

These limited prerequisites provide ampTe ﬁﬂexibi]ity for thb prepara-.
t1on of a wide variety of topics for any given seminar. Additional flex-
- ibility is provided by the "stand-alone" nature of the 1nstruct1ona]

‘ materials’ in Section II. B
/- . . : )

Samp]e Agendas .

-

Once you have 1dent1ffed and sequenced the lessons most responsive to
3 your instructor's training needs, you will be able to proceed with planning
the conduct of those lessons. Of course, you will have to plan sem1nar(s)
to meet the constraints p]aced upon you by the administration times of
each lessen as summarized in Table 4, and by..the time that you may. have
available for assembling instructors for attendance at any g1ven seminar,

. Rev1ew1ng’Tab]e 4, it can be seen that d*seminar training session a'ns1st~
.. ing of one lesson can be as' short as one hour or as ]ong as four hours-

: » Such seminars could easily be planned for a single even1ng or for a brief
per1od of time dur1iﬁ or_after normal working hours. 'Of coyrse,’lessons
can be combined (within ‘the limitations of the’ preredu1s1te requ1rements)
to construct half-day, or fu#ﬁ ~day series of semihars to meet Yyour train-

- ing needs. . .
Because of the variation in available training time and differences .
.in training needs for any g1ven training supervisor,, it is not possibte
to describe all possible seminar agendas. Some of the more *obvious ~
agendas do present themselves and are described in the tab]es which
follow. ' . , .

. Administration of the Total Program. In your particulewx-state, it .
may be- poss1b]e that your instructors are all technically quite competent”
but have never been exposed to nor have-received any formal training in
the areas of 3ra1n1ng devetopment er tra1n1nq delivery. In this sjtuation,
- you may consider conducting a series & seminars addressing all thirteen

of tﬂ%ﬂ]essons in, ghe curriculum, Should this be the case, you may choose

. .to conduct seminars as aqser1es of full-day, half-day or two&hour training
o sess1ons."Tab]e 5-describes the recommended sequence of adminjstration. of
. .the thirteen lessons. In addit-fon, the approxim er of days that
, ‘are required to administer the-tota is indicated for those
O ey . o3 o ,




i ~
( Table_i__ \
Three Agendas for AHHurﬁstraé*Oh of the . <
Total Inetruct{onal Program -
'RECOMMENDED SEQUENCE N THREE. AGENDAS '
‘ o Full day éiHa1f-day Two-Hour
Lesson/Topic .Sessions |- - Sessions .Sessions
1. Determining Training Gontent ) Day 1 . Dayl® | \ Day 1,
. . / B P : Day 2
4
2. Writing Useful Tra1n1ng Day I Day 2 Day 3,
Objectives, L T ) ) Day 4
. . A/ . e , ’
37 Sources of Operator Training ; , A
- Materials . Day 2 . Day 3 | Day 5-
4. Selecting Instruct1onal . & - v .
Methods 1 . Day 2 - " Day 3 Day. 6
5. Se]ect1ng Instruct1oaa1 Media ‘Day 2 \ “Day 43 Day 7
: ‘(/5. Erepar1ng a Lesson 1an : K qu'2 ~ Day 4 Day 8
7. Prepar1ng Simple V1sua1 Aids .Day3 | Ddy 5 | Day 9
8. EVa]uatingL{gﬁfng;:pn e Day 3 * Day 5. " Day 10
\ N - - -
9. -Controlling Classrdom Léarning ~Day 3. "| . Day.6 - Day 11
10, Training Delivery: Lecture Day 3 Day 6 Day 12
11. Training Delivery: Group ' ‘ | o
~D1scuss1on Day 4 > Day 7’ Day 13
12. ‘Training De]ivery:‘ ’ ' e
Demonstration . .| - Ddy 4 Day 7 |.* Day 14
"13. Training Delivery: Trainee - . .o
Performance - Day 4% | . Day 8 Day 15
¢ . 8 - ‘. * 4
N\ ' 7, s ‘- Q .
) ;‘«’ ‘ ' ‘{ “ ;’ % .




~
~

" If you can arrange only half-d

.

conditions where full-days, half-days or two-hour training sessions are
available. It can be seen in Table 5 that if you cap arrange a series of
one-day training seminars, the total program could be completed in four days.
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 technical co t. - .

A Single Full-Day Broad-Coverage Seminar. While'you may not want to
eventually provide your instructors with training in each of the lessons,
you may be facing an immediate need to give your instructors as much as
poss1b1e covering deve]opment and delivery in.a single day. Such’a situ- y
ation obviously requ1res 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 for upgrading the quality of operatoy training. g

Table 6

Agenda for & Singfe, One-Day Brbad-Coverage Seminar

Lesson/Topic Time
2. MWriting Usefu1-Training Objectives N 2.5 h&ﬁrs*ﬂ_
6. Preparing A Lesson Plan . . '® 2 hours
7. Preparing Simple Visual Aids ‘ ‘1, hour*
9. Controlling-Classroom Learning ’ 1 hoyr
10. Training Delivery: Lecture ) 11§_hihns .

: . . t/

*Assignijng the sel f-instructional reading and a poxtion of *the exercises

to be completed before coming to the semindr.
. ° s
P r e

2+

Training Delivery Seminar. In some statess-the operator training /(/4
program has been devéloped using sound instructional development principles
by personnel with-instructional design expertise. ~ In those cases, the
training 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 Table-7 should suit your needs. , .

Ay 4. .

-

N

'
i ' ‘
o
N » .« . =
. -
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"Table 7 -,
N ,

Three Agendas for a Trajning Delivery Seminar

-\
' . ‘ .

= . 7 .
. RECOMMENDED SEQUENCE * THREE AGENDAS
i . . Full-Day - Half-Day Two-Hour
Lesson/Topic & Sessions  Sessions  Sessions
.. [ . ‘\ ) Py
» 9. Contrdlling Classroom Learning Morning Day 1 Day 1
! . — + . !
’ 10. Traiqing—De]ivery: Lecture + " Morning " Day 1, Day 1
1. Tnaining Delivery: Group ' o ‘ -
: Discussion . ‘. Morning Day 2 Day 2 _
_ . ¢ v Q [N
12. Training Belivery? Demogitration Afternoon Day 2 " Day 3
13. Training Delivery: Trainee -— ' 7
. Performance , Afternoon Day- 2 Day 4
B & M
. Audio-Visua] Seminar. If.your instructors are using'well developed s
training, haye—good trairing dbjectives and adequate delivery skills, but
'still have sope-Nroblem with trainee attention in class, it may be the
-« Pesult of wnallequate use of audio-visual materials. In this circumstance,
you-may want depign an instructor training seminar which. fpcusses upon
.« - the use of.AV matérials in operator training. Table 8 presents suggested
. 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. ‘
) ) . Table 8. ’
) , Tw): Agendas for an Audio-Visual ’Seminar
RECOMMENDED SEAUENCE X " TWO AGENDAS
o ' o . Half-Day Two-Hour
Lesson/Topic CoLY Sessions -« Sessions
- 2. -Review: MWriting Useful Training Obje€tives  Day 1* Day 1*
— . — - R 2
4, Review: Selecting Instructional Methods Day 1 Day 1
. = 5. Selecting Ihétrhctiona] MedL&i - .bay 1 V- Day 1 ~
s. 7. Preparing Simple Visual Aids i Day 1 Day 2% .
IR *Pre:cdﬁ?sé reading—of. self-instructional materials in these lessons
' " will assist in shortening classroom time. ; ' <y - -
\ - ., — - .
o B ¥ "
.- , , ‘ 24
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Training Development Seminar. wh11e ,all states are conducting operator
training, there is wide.variation in the 1nstruct1ona1 “quality of those )
“ programs. . In many cases, operator training courses have grown spontaneous]y ‘_f
over-a per1od of time, as a’collection of independent thoughts and notes from
varigus teghnically oriented personnel hired to do the teaching. In few’ L
cases has an~operator training course been developed from the ground up,
employing sound, systemq;1c instructignal-design techniques. You may choose =
ta have your instructors rebuild all or-portiond of ‘your ex1st1ng operator o
. tra1n1ng course_using such technjques. To so.will require that your * . _ﬂ//’ &
instructors become familiar with basic princibles of instructional design.
The sequence of lessons-presented in T&ble 9 outTines 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 semipar, the preparation of. actual
lesson plans and audio-visuals are~not-addressed, but cou]d be added as
,.seen f1t. ot { ®

A -

~. N | )
Table 9 ' -
A} .
Three Agendas for a Basic Training Devejopment Yeminar

( RECOMMENDE D «SEQUENCE R THREE AGENDAS

|
_ T . Full-Day Half-Day Two-ﬂggr
Lesson/Topic Sessions Sessions  Sessions

1. Determiqiﬁg Training Content a Day 1 ‘ ‘Day + Day 1, Day 2
2. MWriting Useful Tiaihing Objectives ‘ . Ddy‘l- Day 2. Day 3, Day 4 ‘ )
4. Selecting Instructional*Methods _ . - Day 2 .Day 3* Day 5* .

5. Selecting “Instructional Media . Day-2 Day -3* i Day 5*
: . . . - e !

- 8. Evaluating Instruction ' Day 2 - .. Day 3 bay 6 .-
> ] , ] X . * ) - .-
*Lessons 4 and 5 can be presented in two hours i# they are”presented * s
back-to-back. ) L )

As can be seen in ¥able 9, the 1nstruct1ona1 mater1als presented in
Section II of this manual can be used to fill a wide variety of.training
needs and avaitable training times. . Examples have been provided to indicate
Ju%t a few of the large number of agendas that you can create from those
materials. Once you have determined your training needs, it will be ar
easy matter for you ‘to select the appropriate lessons and plamw the1r
delivery tp shit your ava11ab1e tra1n1ng times,, ot

Before begin planning your first seminar, however, you will find . B

. it useful to review the nature of-materials you will find in each lesson o
L plan. Descr1pt1on§ of Section Il organization and lessop p]an contents o
are provided ‘in the 1ntroduct1on to Section II. ; . . R

) \) | - L. . ‘ " . 2 . ‘ * R 1Y
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SECTION II. INSTRUCTOR LESSON PLANS . ¢

- .
= [

Introduction

In Section.I, procedures were described for ptanning qpe or more
seminars to.meet the training needs of instructors under your supervision.
You will find the necessary instructional materials to conduct your p]anned .
u agenda in this section.

Section II contains comézete instructor lesson plans for each of the
thirteen lessons descr1bed 1n Section I. Each Lesson Plan is divided into

\\,) three parts: .,
...\_/ '
.- *I. Les3gh Plan Cover Sheets

! . L _ 2. Detailded Lesson Pian .

\3. Instructional Materials ”- N ,

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 1esson 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 Tesson (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 supdlied to the seminar participants.
- v . 3. Instruct1ona] mater1§&s that you will need to conduct the
Co lesson., .
T 4. References that may be helpful -to’you in preparing to
: , conduct he lesson. ‘
> 5, The estimated amount of time that it w1]1 take to conduct . -
the lesson. , - :
L ' . 6. The general sequence of activities that occur in the ~
lesson.” Kl N ’

Co | o ‘ 19 -9 " ‘ [
JLRIC . - - L - RY | . - |




M \
o .
LESSON TITLE: '
* PURPOSE: 3
\
. L\. N
TRAINING OBJECTIVE
GIVEN: . )
. ‘ - - )
~¥
ACTION:
. - .
- ——— L
?gm L4
x STANDARD:*
' ]

- Figure 1. First Cover Sheet
- " 20
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INSTRUCTIONAL TECHNIQUES:

PARTICIPANT MATERIAL:

INSTRUCTIONAL MAT\E{RIAL:

¢

’
<
/
REFERENCES:
. - I -
= , )
TIME: ACTIVITIES: »
[N i
* -y . ' ‘
. Figure § Second Cover Sheet
, 21
d 2 24
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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, afid is provided here for your
reference. . -

S

Detailed Lesson Plans

+

The Detailed Lesson Plan (DLP) provides a step-by~step written

‘description of the activitfes that the‘instructor is to perform in the

conduct of the lesson. The DBLP includes lecture notes, questions,
demonstration instructions, preparation suggestions, etc., where necessary.
A sample DLP page from Lesson 1 is presented in Figure 4. The DLP
contains: -

1. Blank entries for lapsed time that you may fill in as
Yyou become more familiar 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. .

°
1

3. Support Materials/Notes. Indicates whether support
materials are provided, type of support material (over-
head transparencies, videotapes, self-instructional

. readings, handouts, exercises, etc.), and at what point
in the lesson the support material is to be used. In
~Figure 4, overhead transparency 1-1 is to be used for
the "Traim or Not to Train" discussion question in IIA.
‘A1t support materials (except videotapes) may be found in
the section entitled "InstriCtional Materials," immediately
following the lesson DLP. . f

At the end of the DLP pages, you will find copies of all exercises
that participants will be required td perform for that lessort, along with
the-suggested answers to those exercjises. -

v

- ’
*

- everything, but vfdeotapes.

Instructional Materials ,

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

B

)

{\ 1. Printed copy of ail overhead transparencies .
2. Cbmﬁ]ete se]f-instructioné]'readings '

+ ‘3. Handouts 3 ’ «// Ny

4., Exercises -

“
1
[
(..
S

T -




INSTRUCTIONAL TECHNIQUES:

D)

ya

INSTRUCTIONAL

ERIAL:

REFERENCES:

Y-

TIME:

ACTIVITIES:




— o "Table 10

Lesson Plan Glossary

PURPOSE : - This is a brief statement of the overall goal of the lesson.
' ) 7
It describes the relevance of the subject material and

. . ° t
explain why the participant jilbeing asked to master-the

skills' and knowledge in the lesson, if this is not

self-evident. - ’ ’ o

ACTION: This statement tells-the par?icipant precisely whé% he/she‘

must be able to do to demonstrate mastery of the material.
. ‘ ) '

GIVEN: This tells the participant the circumstances under which he/
she will: perform, or the objects, information, or assistance
the partiéipani will have access to while performing. The &

participant‘;kou]d perform under conditions as close to real

?

'situazﬁons as is practical in the instructional situation.
STANDARD: This te]}é the particfﬂint the acceptable ieve] of perform-

(énce-that will be required of him/her to.demonstrate mastery

\ N " -

of the objective.

y - . . S . .

INSTRUCTIONAL :

TECHNIQUES:  The instructional methodologjes used to communicate’ lesson
skills 4nd know]edges, e.g., lecture, demonstration, group

" . . s
, d1scuss?on3-f11m, role-play, etc. -

s’




PARTICIPANT
MATERTALS:

L 4

.

INSTRUCTOR
MATERIALS.:

REFERENCES:

.

ACTIVITIES:
')

A
’

INSTRUCTIONAL EVENTS

Table 10 (continued)’

—

. * . ’ Tom—
Those items the student must have either prior to or during
the presentation of the lesson in arder tq participate fully’
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 projector and screén; etc.).

»

Those specific documents, lectures, sources from which the

content of the lesson is drawn and which are cited or

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

The unit of timesallotted for each lesson of the course.
Times are approximate and will vary according to number and

knowledgeability of the participants.

A .sequential listing of activities within each lesson, as
conceived by the designer as the best way to ‘aceomplish the
lesson's .objectives (e.g., introduction, demonstration

group practice, group discussion, summary)..

-

- EARLY STAGE: -~

Usually a presentation by the instructor, in lecture form

supportéd-by overheads, of the basit concepts, principles,

etc., to be covered in the lesson. «




" INTERMEDIATE .
STAGE :

FINAL STAGE:

Table 10 (cé?tﬁnbedf

o

\t
s

Usually-an opportunity for participants to practice applying

the concepts, principles, etc., in specific eases. -

Demonstrqt%on by the participants of their understanding‘\'

of the concepts,. principles, etc., usually applied to the
Jevelgpment ;f 1nstructfona1 materials. Note that there
is always' provision for feedback so ihat any errors.or
misconceptions can be conrecteﬂ immediately.

3




o 3
- DETAILED LESSON PLAN

tad

®

Lapsed A o -3 “Suppor
Ti?’r_\c - Instructional Events Materials/] tes -
, I. Introduction, . . 5 oo
A Expla1n that: before one can develop
training, it “is imperative to have well’ ' .
written ‘objectives which are based upon s :
: . actual trainjng- needs. . o
. B, In this unit, e w1]] exam1ne the general °
procedures’, for identifying what needs to .
' be trained.. . N
[I. Development. - o

'Y

.

L]

Al “Toctraim 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.) .

°

‘Summarize with these observations about

B.
" participant responses: -
> * 9, There are situatiohs where training
is not the énsw?r ‘tothe problem.
° 2. Impértance of good lines of communi- -
_ catigngand regular syffem checks.
C. Emphasize the point that trajining is .
Qgpded whefre: ) . -
1. The job. is not being performed°
0 prOper]y.ﬂ . ‘
@ ° °
2. Present personnel have the ability .to
° perform thé job but do not have the
skills and knowledges. .
-8 - )
3." Job constraints are not interfering

,-l

with job performance. .

o

"To what end should you

D. Q uestion.
address, the tra1n1ng?" ‘.

.9

Overhead 1-2

%

Overnead 1-3 .

- % -
‘ 1. So]1c1t responses from'pa?ticipants. >
. 2. D]scuss1on Should be led so-that ‘ - ' ‘.
- there is agreement that’ training | -+ | - :
Figure 4, %ample Deta{]ed Lesson Plan ’

.8

. - ~ 27 o &7 , -
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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 transpaseagies.
Reproduced materiaTs can then be madé into’a‘booklet ‘to bé 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 participant
materials. . T = ~ , TR

. Thé printed copies of: pyerhead transparencies. found_in each lesson can
- be made into actual transparencies without much djifficlty. Most ﬁhptqcppy
- machines and quick-printing machines tan be' Joaded with the acetate .
s .. _materials used for overliead transparencies. When, the copiers* paper has

been replaced by acetate sheet§ (or rolls), making tranparencies is identi- '
" cal-to photocopying; “except that the finished copy fs on acetate rather i

than paper. If you are‘not-familiar with the procedures for using a”
. photocopier to make overhead transparencies, check with the photdcopier
manufacturer's representative or salesperson in your, area, or check a local

quick=-print store nearby. - L.
o - R o )
Numbering. e - . » -
K uA]]°mater1a]§ fof/;;ch 1es§0n are numﬁéred. The cover sheets and DLP
) pages are numbered sequentially with the lesson number fiest followed by

he sequence number. Thus, page 2-7 is page 7 of Lesson 2. All the
nstructional materials carry the number as- referenced by the DLP (i.e.,
verhead 2-2, Self-Instructional reading 2-1," Handout 3-2, etc.).
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LESSON TITLE: S - -
' Lesson 1. Determining Training Content

PURPOSE:: a ‘ ', .
1. To familarize 5értjcipants with the cues which indicate a need for training as well

as the techniques for gathering information to-make this assessment.

2. To provide participants 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. o - o

3. To provide participants with the skills and knowledges required to write_béhaviora]
oriented training objectives. . : ‘

.

d . hd o w
te

'3

SuE ,!éf ‘ . TRAINING OBJECTIVE o .

Y. 1GIVEN: | \ .

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

3. A specific job. . ; oL

. 4. Brief descriptions.of personnel cqpabi]jt{es and job {ﬁfbrmatioﬁ.
5

Needs assessment informatipﬁ and a topical task breakdown of the job of

instructor.
. i N\,
ACTION: o . : A
1.. Partigipants will identify those tasks which are written in proper form, ' .
2. Partjcipants will, judge whether-thé'1éve1 of detail of the ta;L statement is-
adequate. ‘

3. Participants will perform a task breakdown. .
Participants will identify training requirements from a set of given a1;ernatives.

Participants will identify those training-requirements of highest priority.,, -
¢ - ., ’ .
STANDARD: . - ) -
1. & 2. W&h 1003 accuracy. - o //’—,/j , -

‘3. 'Tésks will be—&mj&isr in task~statement‘fonm and to an appropriate level of
’ detajl. . . ' : . : .

4. 100% correect identjfication.
"5, Must be,logically derived from the needs assessment and task 1nformgtion:provided‘

%
v - . ' ‘ —
L4 “ . - . Y
- a R [}

by
i f o

: ' M . . /:f..'l . ’ ‘( .
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INSTRUCTIONAL TECHNIQUES: '
1. Lecture/Overheads '
2. Group discussion - !
3. Perforxmance/Application Ay ‘
\
N g 3 .
PARTICIPANT MATERTAL: INSTRUCTIOE\IAL MATERIAL:
» |
$ 1. Participant's Handbook X1, Overhead projector
2. H#ndouts - ; 2. Overhead transparencies
3. Individual exercise * 3. -Handouts
4. _Group exeruse s

4. Exercises

REFERENCES:

o
3 ~= : - \)) ) )
5, . o » . ‘., LY
" : [ * <
. NI
‘ - 2 -
- , - N - 3,
-1 . - —a
- — — N | PR y O ‘ . -
TIME: . . “1f ACTIVITIES: e .-
4 hours “I. LectureyDiscussion
¢ - _ 2. Individuai exerc1se
) — ) 3. Review’
4, Lecture/Overhe\&
R - 5. Individual exercise
: — . 76. Review
% ‘ .
1 4
T %
¥ » ~ - - .
B ¢
- ® \
B | ®
4 9 e
L l s

gy

g
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INSTRUCTIONAL EVENTS

4 1

1. EARLY STAGE =
. 1. Group discussion of cues in the training:environment which indicate a possible
need for new/updated trairing. - ,
2. Instructor lecture reviewing the steps performed in completing a_task analysis.
3. Brief lecture with overheads describing the process of identifying training
, requirements. -

\

i. INTERMEDIATE STAGE

o .

' 4

Lecture/discussion reviewing the advantages and disadvantage$-ef using common
datd collection techniques to ascertain the need for training.

Participants will perform two practice exercises identifying good and poer task 1
‘statements as well as identifying task statements which are and are not of

»

adeéquate detail. -

N

Participahts perform an individual exercise in which brief descr%ptioﬁ% of job

tasks—and personnel capabilities are-reviewed to determine the appropriate
training requirements .- .

4

i.

“ 1l. FINAL STAGE

Instructional teams will
training exists.

2&3. Group exercise,in which groups

-

data to determine whether a need for

réview hypothetical
. 1

Py -

Participants will compfete a .task breakdown of a simple job.' - ; »

o . »

are providéd with-a task breakdown of the job.of
instructor,. with hypathetical 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.

.

e,
.~

|,

of

Pl




' DETAILED LESSON PLAN

- . : X Support
Y. Instructional Events { Materials/& tes

. .Intsgductioh. ' J
A.- Explain that befb%e one can develop
“traiping, it is imperative to have well
written objectives which* are based upon
actual training needs. . ;
In this unit, we will examine the general
procedures for identNfying what needs -to
be trained.

Development. °

- A, "To train or not to train, tha® is the Overhead 1-1,
first question." Solicit responses from ‘
participants which, in their experience,
indicate that ,training may be needed.
(Write responses on cha]kboard or f11p
chart.) .

3
- Summarize with these observations about  fOverhead 1-
participant responses: '

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

2. fmpOrtance of good lines of communi-
cation, and regular system checks.

Emphasize the point that training is _, \\\
needed where:

‘The job is not being performed Overhead 1-3
properly.

. Present™personnel havé:thg ability to
~perform the job but do not have the
skills and knowledges.
[
3. Job constraints ¥re not interfering
with job, performance. -

Question. "“To what end shauld you
address the training?" ~

1. So]icjf responses from participants.

2., Discussion should be led so that
there is agreement that training
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DETAILED LESSON PLAN

Lapsed
Time

¢

- Instructional Events

Support
Materials/Notes

. ~_

13

F‘.

s O

should only address skills, knowl-
edges.and attitydes that are needed
to perform the job correctly and
which the trainee does not already .
possess. )

3. The skills and knowledges to be
learned are called training
rgquirements. -

Question. "What two‘general types of
information are needed to determine
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 jqp.

3. Have participants review Handout 1-f,
‘ Solicit any other information that
should be added. .

" 4, Question: pHow js this information

obtained? .

5. Refer participants to Handouts 1-2
thru 1-5. Indicate that the handouts
-are for reference and are to be read
at *the participants leisure: )

Explain the basic guidelines for breaking

a job down into specific tasks.

1. Determiné onty what must be done to
. do the job well.

2. Use brief statements comprised of

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

3. Briefly go over job breakdown flow-
charts. . .

4, Review instfuctions on Exercise 1-1.

it
N

a5

Overhead 1-4

Overhead 1-5

y

Handout 1-1

Yt

Handouts 1-2
thru 1-5

.

Overheads 1-6

. |and 1-7

Exercise 1-~1

<

o

g R il

\ 8




DETAILED LESSON PLAN

Lapsed
Time

Igstructional 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.

for knowledge different
skills.

a. Training
*.than for

b. .Examples of knowledges.

c. Examples of skills.

2. _Explain term "task analysis"

and its
two parts. )

3. Provide an example of "task anmalysis.

Review the first two steps of training .
development and explain the der1vat1on of
training requ1réments . .

1. First two steps were:

.Determine trainee characteri’s-
tics.
b. Perform task analysis. (Explain
in simple terms.)

2. Explain that training requirements
are those skills and knowledges which
are requ1red by the .job that the
trainee does not possesss

3. Exp]ain the-process of deriving
training requirements using Overhead
1-13.

4. Review ihstructions on Exercise 1-2.

5. Review answers tb comp]ete exer-
cises.

Overhead 1-8
Ovérhead 1-9
Overhead 1-10

Overhead 1-11,

Overhead 1-12

1

Overhead 1-13

~

» e

Exercise 1-2
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: Answers for Exercise 1-1

N e

-

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

v

® ;. . Goop POOR

1. Monitor f.lowmeter. - ‘ }- ‘
é: Write daily wo;kuﬁlan for all maintenance and )

- operating personne] on the last day of each «

: month ) Y

-'3. Demonstrate maintenance procedure. . ) Y ( |

4. Score written tests: Y
5. Undergtahd duestion. ] . ‘ Y
6. Take hourly inspettion tour. “ Y

7. When you are lécturing to a class, make sure
you speak clearly and audibly. ) /

PAﬁf II. Indicate which of the following task stat2ments have described a
task to the level of detail that skill and knowledge requirements can be
identified. ’ .

s

: ' - Not Enough Acceptable Too Much
Detail Detail * Detail
1. Place pencil point on paper. - Y
. 2.. Prepare test answer key. ) /
3. Conduct class. Y .
4, Perform checmical anaﬁysis. /
5. Connect TV monitor to videotape _ Lo,
.- 'Playback unit. . .
&
. S
’J’;w
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Answers for Exercise 1-1 - "N
Page Two

PART IlI. The fo]]owingfare 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 group's flip chart. )

[

. \ e

— o 1. - Given a cold water source, @& water heating device, a jar of instant
coffee,. a teaspoon, an empty cup with saucer, a cup of sugar, a cup of
nonda1ry creamer, and a pot; make a cup of coffee. *

- AY

., A
4

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, stigk of oleo,
and an oven, make a cake.(no icing). * .

.

v T L)

4 . ' . @ '\ *
) ‘ ; S
3. Given a typewr1ter, a completed letter, an enve]ope, person's name and -
address, a stamp, and a mailbox,, send a ]etter.\*

3 L]

~
. . . 3 k)

L * A NSWERS: “There .are a variety of task statemé%ts that can be written'. for
each procedure. @ As long as the groups task statements are
~consistent with the gu1de]1nes set forth in this unit, they can be
" considered correct.

L}

K

win




Answers for Exercise 1-2 . -

"Place a check -mark (7). next to the most appropriate” alternative(s). -

f
L XY

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

v N

————

a. Basic pump familiarization. " .
) . ‘

Y b. Use of hand tools. . ° /' \ X ]

——— °

&

c. Water plant .safety procedures.

d. Valve maintenance. 9 co

s,

v

" 2. The Public Health Service has just issued new procedures. for testing six 7 -~
- 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 prgfgdures for testing.
Y _b. Knowledge of those ‘particular steps in the\procedures which 3re
new. . S
. )
c. Knowledge of each of the. steps of the ngw procedure.

e d. Knowledge of the rationale for. changing-the old procedures.

3. You have just purchased a new integrated carousel slide/tape projector/
recorder unit for use in your classrooms. Ybu wish to provide some
training for your instriictors 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’]oad a cassette into the new unit.
B. Knowledge of the advantages of using slide/tape pgckages.
* €. Knowledge of optimal projectipn distances for'thqfhpita

Y d. Knowledge of how to éorreoF]y place, a slide into a standard
carousel. :

- /
<3.}r/

R

Ty .
7
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Answers for Exercise 1- Z
Page Two

]

‘4. A water plant superv1sor job has as one of its task statements, "writes
work order requests." The knowledge of how to correctly comp]ete a work
order request form should be least Tikely as a tra1n1ng requirement for
wh1ch of the fo]]ow1ng app11cants7

-

A former English teacher.

-

A former sery1ce station attendant.

A former owner/manager of a sma]] hardware sbore.

A former maintenance shift supervisor at a ]arge surface mine.

.




_ INSTRUCTIONAL MATERIALS
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Lesson 1., Determin'ing Training Content
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.- THAT IS THE QUESTION.

- TO TRAIN
‘OR

~ NOT TO TRAIN,

7
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- QUESTIONS ASKED BY THE TRAINING DESIGNE -
e Ty , .
“ . N ¥ .
‘ , ® .
- What does the job involve? -
. .. I ° .
s ' What skills and knowledges must the s
. = trainee have to be ablé to do ihe job?
i L3
£ LS - .
. s . o ) + Are all these skills s
. T Yes ‘and knowledges aiready n “No - i LT , e e
‘ the trainees incoming ‘ s <
M repertowre? - :
. za b4 v
. L4
> ' 1
o ’ L] R L‘
N : ;r » 3 .
\ \ . ” Y .
o N \ i , : T s .
No training is required A non-training problem, {Look For thgtdskills and knowledges the . .
- . at motwvation, working condi- * trainee lacks, what 13 the most cost-
tions, interpersonal relationships, . . « effective way tor him to acquire & ) .
. atc.) S - them? - ) ! - v c. .
: o~ & .
. * * : ’ +1
i \ . . Y .
- ¢ - . . .
. -
Performance aid? .On-the-job traiming? ' Formal course
L - ) ~
. : . .
Format snd content? . Content and sequence? * Who will conduct? Where?
. T . Content, strategy, sequence .
" - and media? . S
. * o v ¢
- o
— A ., < s
' N Ve * i G oo > J ° ;
N — Doés the training uppggh and content pu{duce . -=s_ =
* the required job skifls 3nd knowledges* 1Can the ! - g N{l
49 trained man do the job?) 3 » ; (=% . <,
- . i h St ‘ .t
’ 1 r\ §4 . : r'\a
’ Q . . - Y .
ERIC - o o
;| T . . . ; >
C‘;} . - ' e . KA ~
N A > * - * - .. . /
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TRAINING NEEDED WHEN: _

o

1. JOB NOT BEING PERFORMED PROPERLY. -

= 2. JOB DOES NOT HAVE INTERFERING CONSTRAINTS.

-

3. PEBSONNEL HAVE THE ABILITY, BUT 'NOT ALL THE
SKILLS AND KNOWLE_DGES TO PERFORM THE JOB.
Wda - - . ‘

/ IR

: - . \ . <
¢ ' _ Overhead 1-3 -
. ., — R .
s» .
. »
> #
~ s ¢

L
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Overhead 1+4

«

. /‘

TBAlNING REQUREMENTS. | SR
" SKILLS/KNOWLEDGES TO BE LEARNED THAT
THE TRAINEE DOES NOT ALREADY POSSESS.

JOB-SPECIFIC -
SKILLS AND KNOWLEDGES
TOBE TAUGHT
DURING TRA!NING

ENTERING BEHAVIOR

{ncludes Basic Skills
" Such as Reading, Writing,

: anﬁeaking)

S

e
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INFORMATION NEEDED TO DETERMINE WHAT TRAINING

IS REQUIRED:

e THE SPECIFIC TASK\S WHICH ARE REQUIRED TO DOTHEJOB. %

/

*
\ ~
3
/
<
»
b
——-—'/
T~
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- M P . . “\ .
. ® JOB-RELATED CHARACTERISTICS OF THE TYPICAL

Overhead 1+5 "

;

“TRAINEE.
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; : ; N - HANDOUT 1-1
B . 'V. . [A R . ! - _
« 1. Job Performance Requirements. .e.g., What has to be done to perform -
. the job correctly.) - . -
2. Trainee capabilities. .
. )
*° a. ‘Education background., . - C
" 1) VYears att¥nded. - , ) )
Y "
L 2) Subjects/Major field.
3) _Degrees. ' il :
4) Performance Awards. . ) ) !
: b. . Work® experience. - )
1) VYears at a particular job. ;
- 28 g0k responsibilities. ; ) |
3) "Job performance,, -
a) Self-repott. ' ‘ ' -
’ b) Supervisor's -report. )
' ';))/‘SJtudent's report/per‘forma . - . ) S
' ' ~ -3 & '/ .
N etc. . . e .
c. Special trai‘ning. . i
. 0 - ~ L - ' - .
1) Military training. .os ‘ .
2) Other training. & - ’ ‘ y . 7
3. Job environment. _ . . o
— +# 4. Resources. . s . - )
\ 1) Physical. ‘\ A .
2) staff. A , -
N 3) Monetary. . oL ‘
L : ‘. h . ) t ).«‘ ~
. >~ : ) ¢
4 14 K ’ - ) ’.( ’
’ o ; . ‘.
54 S
’h . - . * R T Q.: ) N
. . -’ , T ' ) ) )




Handout 1-1
Page Two ¥

£

¢

Autocratic, democratic (i.e., degree of supervision and how
perceived by employee). 'S

Time constraints.

0

Problems that interfere with job performance, and evidence that
problems exist. . ' .

7




T HANDOUT 1-2 o T

Types of Information-Gathering Questions

: . . R . . —-\
Two general classes of_ questions that can bé ‘asked to a respondent either
on a questionnaire 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.possibTe-responses. ’

v 2. Example - How many operatqrs'did you train last year?
s .

w
.

Comments -
. Good for obtaining factué] information. .

e Ggod wﬁere’there are few possible alternatives.

. Resbgnses are short qnd\eaéy to record. ' ‘

. Most people will answef this type of question on\g\question-
v " 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. ) '
your “job?

3. Comments -

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

. Useful where the'answer is not predictable.

. Can be used in the early stagegzofiinformation gathering to
help formuldte closed-end quéstions in later information-

gathering stages. .
.+ Few peop]e%@end to answer these questions on a question-
naire. ‘ . ’
. : v -
> r_’ e

2. Example - What are some of the things that you like best about
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HANDOUT 1-3

. Pointers in the Design of a Questionnaire

F

Decide whether questionnaire is to;be‘%e]f—administered or used as the

basis of an interyiew. .

“Questions should satisfy the goa]saof your inquiry.

Ask no more questions,.than are needed to provide the necessary inform~

atioh.

A

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 arr awkward positian.

3

Ntmber all qUésfions and arrange them in a logical order.
. Questions should be*arrqngéq by .topic.
. Questions should be arranged from the general to the specific.

Write complete and concise instrucgions; instructions should
written in different typeface than the questions.
Provide adequate space for writing answers. . .

r 2 - :
Pretest your questions on a sample of peers orea small “group
respondents. -

: N
To increase the rate of return:
& : v

2" Print on colored paper.

. Address personally, if possible.

. Follow-up by phone ‘or anothér copy of the questionnaire.

. Funnel questionnaires through
possible.. )

one person, a supervisor,

-4 .

7’

. Supply stamped, return envelope.

be-

of

if

<’




HANDOUT 1-4

Improving the Qué]fty of Interview Data

[
k]

Conducting a personal or telephone interview to the mutual satisfaction of
both intér¥iewer and interviewee is more than a simple matter of ask1ng a
numbér of quéstions. Following the suggestions below will help td improve °
-« the quality of the data you collect when conducting 1nterv1ews.

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 <dintérview now or at some
later time (to be specified by the interviewee).

-

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

- 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.

Be patural, 1nforma1 courteous and attentive.  Your undivided
attention is, the greatest comp11ment you can pay.
e

Make the interviewees feel that they are being consulted rather
than being cross- exam1ned on a witness stand. )

Do not expect to talk more than 10% or, at most 20% of the time.
Your job s to’ listen. . ‘

Use the f1rst 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
sa1d. .

"9. Don't be afraid to ask for c]ar1f1cat10ns or examp]es 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.
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Advantages and Disadvantages of Data Collection Techniques

TECHNIQpE "ADVANTAGES . . DISADVANTAGES
In-Person  High respbnse rate ' Costly in both time and money unless
N . Interview closely controlled
Provides most information - .
for time spent Provides some extraneous information
’ ¢ . . . , b
Provides most accurate Requires trained interviewers « .
: information . .
Not al11 people ‘are capable of being
Responses can be pursued good interviewers
to obtain greater detail \ e
. May cause suspicion of motives
Telephone Less costly than in- . Less sensitive than in-person , ) ) ‘
Interview person interviews (no . intervjews I )

travel time and expense)
Provides no non-verbal feedback

~

- : May be quickly ‘conducted

‘ Can be cut short by fhe interviewee
Easy.to supervise 'Y )

Requires trained inferviewers
~ - N \
B ) . o s Requires pleasant voice (appearance
| o s * may compensate for unpleasant voice in-"
' R person) o - , K
* Question-  Yields large amounts of Requires very explicit instructions .

‘naire information
’ Return rates tend to be'less than 50%

Does not require trained - (especially if filled out on a -
interviewers person's own time)

Restricts respondent to Group responding is required for a
specific areas better return rate

Provides opportuinity for
collaboration among respondents

\ Must build,in &n incentive so people -
N ‘ ~  will return questionnaire




Handout 1-5

Advantages and Disadvantages of. Data _Collection Techniques

Page Two 9

+

DISADVANTAGES

TECANIQUE ADVANTAGES

. Observa-  Establishes what-people
tion | actually do, not what
they say they d6

May be aécomp] ished
directly by trained
observers or indirectly
with automatic cameras -

Prov1des data on phys1c{
enV1ronment '

Can help p1npo1nt problem
areas

Results comprise sma]] sample .of

_'behav1ors

May be expensive and time-consuming
Requires skilled observers

Direct observation can bias woeker
performance

H

Document  Less costly than other
‘Review met hods -
Helps "identify other
areas and documents to
*analyze _ -

Requires little ;pécia]
training

Allows a novice to become
knowledgeable in the area
being analyzed

* Data collected may be incorrect if

outdated materiatl rev1ewed

'May bias the des1gn of instruction

LY

I4
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" INITIAL BREAKDOWN OF THE-JOB OF INSTRUCTOR  *

Y

et Instructor
Performs Wr.lt.es- -
g Develop Course Conducts End-of-Course Revisions
. Materials - Classes Evaluations to Course
- Materials
e

S

oy



SECOND-LEVEL BREAKDOWN OF THE JOB OF INSTRUCTOR

.

Instructor
« N

| l

Writes
Revisions
to Course
Materia[s

Develop Course Conducts Performs

: of-C
Materials Classes gsacl):atmrsse

Writes ' Selects Prepares Prepares Selects/Arranges
Instruetional Instructional Trainee Instructional
Methods/Media Materials Materials - - Facilities

Objectives
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- 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 () in the appropriate column.

s

. e ) J : GOOD - POOR
. .~ 1. Momitor flowmeter.
1 A ‘ -
2. MWrite daily work plan for all maintenance and .
) operating personrel on the last”day of each R -
) month.- :
3. Demonstrate maintenance procedure. * .

~e

4.°N§core written tests.

5. Undersfand question. . .

. ) . » B —
6. Take hourly inspection tour. . . ]L

: C . i — _—

. : 7. When‘ygu are 1écturingtto'h class, make sure,
you speak clearly and audibly.

N - -

. PART II.'s.Indicate which of the following task statements have described a
¢ task to the level of detail that skil] and knowledge requirements can be
* identified, - ) ~ )

< L -Not Enough Acceptable Too Much

[£S

? : <, " Detail " Detail Detail

-
Y
]

1. Place pencil point. ondlaper.

2. Prepare test answer key.

-

. ’ » 3. Conduct class. '
4. Perform checmical analysis. _— T
-+ 5, Connect TV monitor to videotapes« ' .
‘ "+ . playback unit. . . .
~ ’ t . T L.
= h a

) - N - o et

o : C e \

< ’ ) ) .o

N
e
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Exercise 1-1
Page Two

» ©

\
.

PART IIlI. The following a;e 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 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.

L

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

- -

. . ' e -
- ’

L]
T

3. G1ven a typewriter, & completed letter, an: enve]ope, person's name and
address, a stamp, and a mailbox, send a letter.

- 0

oy
[

-,MA‘ . ’ 9.‘@'_
Lo - - )
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i
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~.  SHUTDOWN.

- Overhead 18

KNOWLEDGES: WHAT MUST BE KNOWN -
- BEFORE A TASK CAN BE

PERFORMED. / L

LN

‘e THE LOCATION OF INTAKE PUMP!

v ’ ) ' -
o THE SIXPARTS OF A PUMP TO INSPECT.
p : .
Y \ .o '

"« CHARACTERISTICS OF A PUMP THAT . ,
.INDICATE A NEED FOR MAINTENANCE: .

-

e THE FIVE-STEPS REQUIRED FOR PUMP.
7 ’ . :

d

e THE PROCEDURES FOR REMOVING -

- PUMP SEALJ. \ R
: < v LA . Y aid

-




o ’ Overhead 1-9
‘ To— — \. L N ‘ " / :'
SKILLS THOSE PHYSICAL OR PERCEPTUAL. -

" ACTIVITIES REQUIRED TO PER— ' -

FORM THE TASK,CORRECTLY.

—
. . T
L4
- .

* CAN DISCRIMINATE BETWEEN EXCES—
_ SIVELY HOT AND NORMAL HEAT
RANGE OF A RUNNING PUMP. "

'CAN DISCRIMINATE BETWEEN NORMAL
- AND- EXCESSIVE VIBRA‘TION OF RUN— .
: NING PUMP : “ '

£=3

' CAN BISCRIMINATE BETWEEN NORMAL

AND EXCESSIVE LEAKING OF WATER =~ -
: FROM A RUNNING PUMP, :

CAN USE COMMON HAND TOOLS.

i

»~ - ~

——

CAN DISCRIMINATE BETWEEN THE
SOUNDS OF A NORMAL AND A \ CAVI-
T TATINGPUMP. © gp
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THE TWO PARTS OF A TASK ANALYS#S ARE:, 47
? . .‘. / . .“ N | R ‘ ‘
.. " 1. DETERMINE THE JOB PEBFORMZ\NCE REQUIREMEI\\ITS.
. 'i ’ ot ’.v. . \ ; .: - ‘ ‘ v '
a o - ""f' s N
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Task Analysis Worksheet '

(CONTINUATION PAGE)

Task No. & Title:
Perform Pump Preventive Maintenance

80 .

Pogsition Title:

~ Operator

S

"
'

} Analyst:

J. Doe

[

v

r

-

Task Details .

Activity

Skil/Knowledge Required

Notes .

‘Perform routine inspections.

KnoWs:

a. Pump locations.’
b. Pump parts. .

c. Characteristics of

potential malfung-
tions.”, ~

<

Can recognize hazardous
characteristics when
encountered. o

a. Visual dlscrepgnciesi
b. Auditory discrep-

> ancies.
c. Excess vibration. .
d. . Electrical burning.

Knows immediate correc-
‘tive action to take, if
needed.

Knows pump parts.

Knows replacement
procedure.

13

3., Can use hand tools.

~

1. Knows purﬁp parts.

’

2. Knows repair procedure.

3. Can usé hénd tools.

-Equipment schematics/model.

“I Slides or old pumps may be

used for early stages of
Iéarning.

[y

~-

Stress ﬁfety

Manufacturer’s SOP. .

Demonstration.

CRV Y

Manufacturer’s SOP.

Demonstration.
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Overhead 1-12

b

TRAINING REQUIREMENTS ARE THOSE KNOWLEDGES AND
SKILLS WHICH ARE . :

1 REQU|RED FOR PER FQRMlNG THE JOB CORRECTLY

e NOT ALREADY IN THE INCOMING TRAINEE'S REPERTOIRE




TASKS/ACTIVITIES

el

Determine
Knowle
Required

A
Deduct Know]edges
already possessed

by incoming trainees

=N

Dete;'mine
Skills
Required

Y

Deduct skills .

* already possessed

by incoming trainees

y Y

TRAMING REQUIREMENTS

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

¢ Content facts
¢ Registration procedures
e |nstructional methods

-

* General principles of reinforcement

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

4 -

e Develop speaking skills

® Load and operate 16mm film projector-
e Write valid and reliable test questions

¢ Develop good questioning techniques

Required proficiency levels. .

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

*.Requiremients for accuracy (e.g., choose the best
instructional method correctly, not less than 90%
« | Of thetime). -

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

4

s

VEalas
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- EXERCISE 1-2

-~

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

1. A former automobile mechanic has applied for a maintenance positijon at a
large water treatment plant. Which of the following skills or knowledges

J—— is the applicant least likely to need addressed in training?

. Use of hand tools.
.. Water -plant safety procedurés.

' . Basic pump familiarization. )
. :::::Qi ) |

___c

_

‘d. Valve maintenance.

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
laboratory technicians learn the new procedures. _MWhich of the below
represents * the most appropriate and efficient -training requirement?

a. Knowledge of the existing procedures for ®esting.

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

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

.

—d+——Kknowledge—of-th i : changing the old procedures.

.

3. You have just purchased a ngw iptegrated carousel slide/tape projector/
recorder unit for use in your ' classrooms. You wish to providé some
training for your instructors in the operatjon of the unit. "You also
~want to make them-aware of the slide/tape ﬁ%@fages;avai]ab]e for use in
training water supply opepators. Your .instructors routinely use carousel
projectors to show slides they have taken themselves, and provide their

own narration.. Which/éf the skills and knowledges "below would not be

* appropriate training/requirements? . -

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

A A\

b. Know]nge of" the advantagez{;f using slide/tape packages.
c. Knowledge of optimal projec¥ion distances for the unit:

da Know]edge of how to ¢orrectly place a slide into a standard
carousel. o

%3,




. Exercise 1-~2 . .
Page Two . ‘ . o
— . .

'

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 requirement for
which of the following applicants? ’ ™

-\‘

____a. A former Eng]ish‘teacher. ' h
—_b. ‘A former service stationAatpendant. g

____c. A former owner/manager-of a sma]]'hardwgre store.

___ - d. A former maintenance shift superQisor at a large surface mine. { =

* '

. - ’ S
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LESSON TITLE:

, Lesson 2. Writing Useful Tfaining Objectives

PURPOSE: ; - -
. To provide participants with the skills and knowledges required to write
behavioral oriented training objectives.

TRAINING OBJECTIVE

GIVEN:

)
1. A list of objectives.

- .

2.« Results of a needs analysis and derived training requirements..

2

ACTION:

-

-~

-

choice. :

2. Participants will write objectives to satisfy the requirements.

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

o

L3

STANQARD:
9. With 100% accuracy.

2. Objectives will be written in behaviorally referenced format with three identifi-
able parts, and will address all training requirements. )

W
-

%

- 2174




INSTRUCTIONAL TECHNIQUES: ‘

Self-instructional reading

PARTICIPANT MAfEhIAL: INSTRUCTIONAL MATERIAL:

Self-instructional reading

*

TIME: - - . ACTIVITIES:

Self-instructional reading
Individual exérgise

Group discussion

Group exercise

Review -

3 hours

B WN -
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/ ’
., 3
INSTRUCTIONAL EVENTS
I. EARLY STAGE - . T
Self-instructional reading explaining the process of writing behavioral
objectives. '
. 5
Il. INTERMEDIATE STAGE ) b

Application of principles found-in the self-instructional reading to simple
objective writing exercisess

.

-

Ili. FINAL STAGE .

L

Groups will apply principles to prepare objectives for a unit of instruction
(i.e., evening class; one lesson; three classes, etc.). .
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DETAILED LESSON PLAN

-

Lapsed
Time

Instructional Events

2

Support
Materials/Notes

et

The next step in the development process

is to aetﬁally write'training objectives.

Explain that the skills and knowledges
that the trainee does-not possess that
are required to perform the job are now

Self-
Instructional.
Reading #1

known, and that training ob3ect1§gs will
be written to address those areas.

1.

2.

(8]
.

6.

7.

8.

(Self<Instruttional Reading #1.)

Have. participants tyrn to the reading
assignment for Lesson 2, Writing Use-
ful Training ObJect1ves

This technique of presenting content
is used to give participants an
example of one a]ternat1ve to
]ectur1ng. Lot

Explain that the subject matter for
this section is contained in the
reading assignment. Topics included

are:
&

a. Characteristics of good tra1n1ng
objectives.

b. Exercises.

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

Answers to the questions will be
discussed when. everyone has completed
the assignment. \

s
’

Have participants begin reading ‘

ass1gnment. Allow 15-20 minutes.

D1scuss the!resu]ts of Exerc1se 2-1,
rovide fee as necessary.

Suhmarize the key points regarding
the writing of objectives.
. fr

' a. Objectives are written to reflect

the skills and knowledges
required to perform tasks identi-
. fied as training requirements.

Exercise 2-1

2"4 v ' a

77




DETAILED LESSON PLAN

-

. truction | Events - v o ‘
g /

oo

s, Support -
Material$/Notes

b. Three parts of a well- stated Overhedd-2-1
objective. .

1) Given (condition)-<under
which the action must be
perfprmed.

2) Action--what the trainee is
to do.

3) Standards--by which the
.action will be judged.

“11I. Summary. Summarize the steps taken £o , vaerhead 2-2

derive sggﬂd/traihing objectives.

A. Establish whether .the need for training
is indicated.?

B. Determine trainee capabilities.
. C.- Parform 6b Task AnXlyses:

1. Breakdown the job into tasks.
iﬁz

. Breakdown tasks into steps.’

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

D. Derive tra1n1ng requirements by
subtracting incaming skills/knowledges
from those required to do-the job. The .
remainder constitute the tra1n1ng ‘
requirements, i.e., training is, prov1ded
only for those skills/knowledges trainees

7need and do not currently possess.

~ E.° Write tréining objective§.

IV.- Review the requirements for Exercise 2-2. Exercise 2-2
(Optional) * - . [See note on
Exercise 2-2.]
A. NOTE: If possible, the participants .
should develop one set of training
. objectives to be mastered by their
'students. These objéCtives can be
-.derived from the background materials -
they * have-brought With. them to the
workshop.™




-

DETAILED LESSON PLAN .

E.

<

prepare the following products for the
water plant course he/she currently
teaches, on which they have the back- . &

-ground information. RN

1. A complete .listing of training objec-
tives to be accomp11shed by their
_s;udenﬁs,

<’

-
2 AT obJect1ves are to be written. it

. ‘three-part format. .-

Indicate that there is a two-hour:fime |
limit for this exercise.

" Explain that the 1nstructors—;ie‘avai]-

able as resqurce persons.

.

Review exercise.products when completed.

v

\

Lapsed T 7 oo . . Tl Support
Time — .lnstructlonal Eve‘nPs _ - Materials/Notes
‘ B. Indicate that each person is expected to 2 iﬁ‘

o B
-

v\ . .
o
k]
o v .
N
. L
2
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Answers for Exerci

~ACITONS (5)

STANDARD (S

: T OBJECTIVE

~ Poor | Good| Poor

-Good oor

Good

[ .
1+ Upon completion of this assignd Xx™

ment, participants will under-
stand how to write training
objectives with a ‘mifimum of
errors. 2 :

-
a

. o\ N .X

~ Poor
Verb
Choice

-

1 x
"Minim?m"
Undefined
Term

< [N
2. Given a lggtble handwritten .| ¥
draft of a report, trainee wild
type the report without errogj ..
. at a minimum of-20 pages per
.day. * ° .
# - H : *

+  MCLs for each. X {

v
s )

3. For a given list of chemicals, | X
students will be, aware of ‘the

(4

hy [ s

- o X
Poor
Verb
Choice

4.< Traintés will.perform the
correct tésts for'inorganic-
chemicals. o

3
«

No Con;
dition
Given

X
No
- Standa¥d
Given .

- 5.+ Using a nephelometric turbidi-| X

- s, operating pracedure.

metery: trainees will demon-
v strate how'to test for
¢ turbidity by accurately
followingthe- standard

h Y

\
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o . Answers for Exercise 2-1 : o . T
: Page Two ' . . . -
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 training
objective. _ _
. / ' '
3 . . ..
B _ . . 9 ( -
- . : .
> ¥ N . ~
. 2
. - .0 A
1‘2 “ : > ] ,\ .
. R \
7. Write-a training objective to reflect the.operator task "replace va'rve ,
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*Lesson 2. MWriting

LY

i
I3

.
-

]

I{STRUCTIONAL MATERIALS -

e

USeful. Training Objectives




- .goal or purpose.

‘the course. —

O . T T -

Self-Instructional Reading #1 . .

Training Objectives

. "~

* We all have shared the experience of befng 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, a misunder- .
standihg as to what the instructor wanted from the stuffients.”  The

instructor lectured on one thing and tested on another. Or remember the - v
course you sighed up for because it sounded like gt would be beneficial. «

. Halfway through it, however, you found yourself heading in the opposité '

direction from .where you had i

ntended to go. The\course had ne clear

o -

These and other similar problems you have encounteréa‘as 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 con-
cerned. : ) ) . .

EANEY

. One way to approach this type of situation is to. perform a "task N
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 1y do when the training i® compléted.  These
statements should teflect” the skills and know]edges‘requiré&*fﬁ“perform

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

clearly specify what the ‘student! is to do, under what conditions, and how, b
hiis/her performance is to be judged. ' These statements .are course objec-
tives and, if written in terms of what the studenty is to do, thdy are .
training objectives. S
5 . . Rl
It is important to establish training objectives early in thefdéve]- W
opmental process. Remember that it is the student who must benefit from-
the courses You may also wish to write objéctives Tfor the instructor

that yill specify what he/she is to.accomplish within the:.time f‘:ar‘ng;of~ .

-
.
A

T ' :

Examples of instructor objectivés might be to demonstrate the fo |\
lowing procedures: (1) sampling for turbidity, (2) sampling for coliform
bacteria, etc. These types of objectives are for the instructor's, bene- .\

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

emphasis, however, should be on wci%jng gogg training objectiyes for your = =
students, stated jp terms of what’the student will be able to do at the

efid of training. . -
" Training objectives are beneficial in that they:
. . .‘_‘ ” ) . . ) -op_
1. Establish clear-cut instructor and student goals. , «
i SR '
_ 2. _ Provide a firm basis for development of performance measures .
(tests). T g . . ’
o~ . 3. Permit selection of the-mast- suitable instructional tech- ¢ .
PN niques; - . '} :J " , « . s
. Lot - . ) - .
_ . N ’ - % 4
K ) . * ,
: 83
- ' .
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Se]f-Instruct1on Read1ng # . - »

Page- Two
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4

In order fof a training objective to fulfill those expectations, it

must consist of three parts.

The three parts. of a well-stated training

objective are: . “
- 1. fhe Actibn'(or.behavior)--what the studeht is* to dof¢“:;% .
T s 2. The ‘Given--what the- student w1]1

R a3,

be given to facilitate
hiszher action. .* , ‘ .

e’

The Standard--hou,we%h and how quickly the student has to do
it. :

4
1

You can use these three parts ase gu1de11nes for writing tra1n1ng

‘objectives by making yourself a chart s1m1]ar to the one found .n
Figure 1. .
? . TRAINING OBJECTIVES, )
/ <
‘ GIVEN(S) - | ACTION(S) | sTaNDARB(SI| \ -
- TASK 1 . . . [
~ 2 4 * '
’p"?. . .
. . “0 .
! i M . ‘ 2
. TASK 2 ‘ - T '
’ : ( ’ ' AN
- h-—'\\___/v—w——\\ S ’ )
. ¢ )
A N . R
° . ‘ .Figure 1. Sample Matrix for Use When
L , Writing Training Objectives ~
?. ' s
(Then tak1ng each task, asSﬁyourse]f the fo]Jow1ng questions:
. Tl 1. what has to ‘be done7
ACTIONS 2. Can th1s be done,in ctass? '

. 54
4

. 0

3 eif 1t cannot, what 1s the rext- best student act1v1ty

- ?thdt’ wilT . approx1mate this eXper1en%%7 (e.g.,

i\ practice sess1ons at a water plants -
e e

-

P

N
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~ GIVENS 4. - What do I have to proJidé for the student .to assure
<. that he/she can perform the action? "

S

STANDARDS 5. How well does the action have to be performed?
(e.gs, with no errors, or within five minutes).

v ' o C . ‘
] . Fill. in the chart with the answers to these quéstions. When you joiﬁ
. all the information together, .you will have a.training objective for that
task.  ° “
Now -let's look at each individual part of a well-stated’ training
objective. . . . . ‘
GIVEN - - ACTION" S STANDARD
A sample of five Student *will, write Within 20 minutes, -
tasks of a water a training objective .with all three
- plant operator. < for each task. - . elements present--the
. ) given, the '~ action,
and the standard.
£ " , v . * ’ - ﬂ
- Action | ' ' . 37
¢ N v - ) ' . . . .
N An instructor cannot read the mind of the trainee to see .how well »
. he/she ugderstands. ‘Only through some observable activity of the trainee
-can tQﬁigxtent of his/her knowledge or ,skill be measured. Therefore, the
. - . “actiom™part ¢f the ébjective should specifically state what the trainee

N

must do to tovdemonstrate his/her, ‘Jearning.  The objectiye should be
. stated so that everyone khows what the trainee mg§t learn to meet the -
objective. - . : ‘ . N o .

- atA¢he end of 'training, you must use*the’ proper verbs--action verbs.
xamples of action verbs are: “solve; compare, adjust, label, etec. (See-
- Table 1.) Using action verbs redices ambiguity. For example, "Know how,
to use a 35mm slide.projector'\jE an ambiguous objective. It can be
. interpreted in many ways. pne/ﬁerSon may féel that the trainee's reciting )
. the operating procedure for the slide projector .indicates .knewledge.
;' .Another person-may say that the trainee should be able to actually operate .
- . the projector. - Unless you specify trainee behavior with an action verb,
~+ he/she-may 1€arn something other than‘what you intended. :

_FJ/Z}//‘fn order to specifically state whafﬂthe trainee sﬁou]dAbe able to'*do

4 . The wverbs you select shéuld reflect actions that are observable,

: measurable, verifiable,. and reliaple, They shoild not be open to intery. -’
) prétation. For éxample, it js difficul® to objectively medsure- or verify .

how much someone enjoys or understands -sémething. Avoid using such verbs:
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Table 1
\ ¢, -
-Suggested Action Verbs : .
SIMPLE - . - :
associate activate . open - _cite.” ° Ghoose "
give a word for adjust operate copy compare
identify align «) pick up ©.enumerate contrast
indicate close + °  .¢spress.. ° itemize -~ % couple
label , copy pull * letter £ decide N
match . % (dis)assemble push tist ° detect )
mate ~ (dis)connect remove quote. ° differentiate
pame: draw ; .replace record - .discern ® .
repeat duplicate rotate reiterate distinguish | o
reply grasp . set , repeat divide’
respond " insert slide reproduce isolate
say . lift signal (re)state judge '
specify load stencil tabulate pick
locate tighten transcribe  .retognize g
Toosen . trace type ’ select
.manipulate tune write -
’ measure turn off-on .
- move fwist ©
. > ~ COMPLEX
. - ¢ w
allocate, . anticipate explain accommodate
arrange calculate extrapolate adapt . \ '
assign calibrate - figure ", adjust to b
characterize’ check foresee analyze
categorize compute . generalize | compose .
cat3logue - conc¢lude illustrate ~ contrive b ,
classify convert infer - ° v " construct
collect coordinate interpolate . correlate
- compile - corréct - ® interpret create * . ‘ .
file deduce monitor desYgn ) R4
grade define * organize develop -
group " demonstrate plan devise
fndex ‘ determine predict diagnose

* inventory diagram - - prescribe discover . .

. mate equate program find a way . e
order : estimate” project invent . ..
rink ‘- . evatuate schedule - realize- . -
rdte examine \\i;ins]ate reason - ;
sort expect . , - . ify resolve o
. . : o . study —~ _ .

2 ' synthesize :

think through
troubleshogqt’ .

? A -

NOTE:  This 1ist, is p;ovﬁded ég a guide, and is not to be considered all-inclusive. ) <
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when writing objectives. Instead, use the best possible action verbs that
satisfy the general.criterta 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 stating.
training objectives, and think of some other "poor" verbs you .should avoid
. using.’ Write three .examples of each under their appropriate heading.-
«- - - Compare your examples with those found in Table 1 on page 4 of this
reading assignment. ) S ) . S - L

o - . . - .
) ]
.

"GO0D" VERBS: "pOOR" VERBS ;

» i . | i ’ 1. . .
2. : | 2. :
RS .’ - 3. h /

et

: Ideally, the outcome behavior of your objective will be the same as
the job behavior (skit1 or knowledge you identified as a training.require- |
ment). If job behavior involves filling out Form A, the objective's
action-should involvé an opportunity to fill out Form A. :The objective’
will allow trainees to practice job behaviors in a supervised learning
environment. - ¢ e o tL .

3
.

>

) What about those job behaviors which cannot be dupli®ated in the
»'training environment because of safety, economic reasons,. or other
practical considerations? ~ For .example, one job, behavior rehuii%x% of
astronauts might be to "walk arcund on the moon for extended. periods of
‘time without harming themselves. or damaging their equipment.” Clearly, it
is impossible to exactly duplicate the behayior in-training. In cases
such as this, the principle to be remembered is: The resulting .training
behavior should be'as close as possible to the job behavior. One way to
solve the dstronaut's training predicament is to determine the conditions
of the training environment, and.state thé training objectives as» follows:
) . : ~ . v .
"Given a simuTated moon environment, space suit, etc., t
; *+  the astrorfaut will waik around for‘.’ﬂ . ST .
- Job-related objectives for training néw operators may include:

. 1. From a flow.diagram of a treatment p]ant; determine the number
B of inlet and outlet pumps. . T
T ’ . 2. From a list of common water contamipants, check those which
are ineligible for an exemption from SDWA *requirements.
b ‘.. v - ) . ‘ .
. - )
[ . ?m’ . ° M

<

B
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/ o
‘ . 8 C.o.
3. For turbidity and microbiologicals, write the number of moni-
toring samples required by the SDWA per month for 2 water
treatment plant serv1ng 10,000 people: -~

Givens

-

. As you have seen in the three previous examples, there is a-need to
clearly state the limits &nd/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 .training? What materials or

equipment will the trainee ‘have to work with? Can he/she select tools to
be used, or use notes taken on th€ subject? In the "givens" portion of

.the objective you must specify (the objects, events, human béhaviors,

words, or symbols which will be presented~to the trainee “at. the -time that
they are to perform. You will be setting,the stage fo”trginees' perform-
ance-and you will want the stage t resemb]e .the job 6nd1t1ons as much as
possible. - ! \

Go&*§ to keep in
are: ) .

nd\when wriling thé "givens"

;i Yerbs.)gf. —— | C
2. Establish the working conditions (e.g., Using avdilable
» . NTOTC resources, prepare & one-hour unit of 1nstruct1on Qn

writing behavioral objectives.)

[y

3. Don't overuge the word "given;" use varjations (e g. From a

specified list of verbs, trainee will se]ect those wh1 h are
-action verbs.) -

: . . R
Wh1th of the,.following are ‘examples conta1n1ng c]ear]y stated condi-
tions? e , , L. . .

T Given‘a chenica]_formula, students will calculate the proper
<4 _ propértions of the reactants. - . S
Ce,

n %

A

will ;epa1r a high speed pump . .

. *

4. 3. Given ‘ehough time, students will 1earn to ‘appreciate _the
importance of meet1ng the standards for MCLs set -by .EPA.

a

art_df an objective‘

1. State the con&jtions imposed upon the student (elg.,:Given a
list of verbs, trainee will check <those which are, action

© 2. US1ng only the six too]s 1n.a,Spec1f1ed too] box, trainees

4. Trainees &111 cemp]ete FornlA within f1vé m1nutes. 2 . .
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The first two are 'examples of clearly identifiable conditions (or
Jlm1ts) imposed “Upomg the trainees. Number three, "Given enough
t1mg,..g " §s 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 someth1ng the trainees have to work with, but a constraint to -

- perform m within“or a goal to reach.: The -fourth examp]e 111ustrates the
third part of an 0bJEct1ve--the standard.

\

Standards .

The third requirement for a well-prepared obJectlve is a cTear]y
stated (or c]ear]y implied) -standard of performance. The_standard of
performance is. designed to measure how well the trainee ﬁerforms the
specified act1on( ).. The criteria for standards are ‘that* they be both

complete and accurate. ) . -

When wr1t1ng objectives, you must determ1ne which type of standards
the trainees w1l have to meet. 'Six types of standards are summar1zed
for you in Table 2:‘ S X . -

; o , ) )

When wr1t1ng standards, try to measure the behavior as .objectively
as possible,- It'is much easier<to determine if trainees are meeting the
standards if the resulting behaviors canibe observed and verified (quan-
t1f1ed) by another instructor, student supervisor, .etc. Examp]es of
verifiable standards are: . . . 1 s

i

~

1. From a list of 30 common water poilutants, ident ify those six
for which maximum_ contaminant Tlevels havg not been estab-
: lished by EPA . .
»*t ’ . -
2. Perform the five.steps of the chlgorine residual test proce-
dure in the correct sequence w1thout error, within ten min-

utes. . e -

[
¢

# -There are t1mes when the actions to. be measured are subJect1ve and

difficult to evaluate. . You~will-not be able to ver1fy ‘the standard for -

_‘these situations. = Examples of these arg: "maintain positive? working
. relations w1th sdperv1sors, . or  "answer' - ‘customer  complaints
courteously." Since these actions result in amb1guous objectives,’ it,is

\;/ suggested that you try to, avoid such action stateménts. Verify your .

standards wherever poss1b1e. .

.
. ' . -
]. . . . . N , - .
. . " ° .
- .
,
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4

Types of Standards

DESCRIBE STANDARDS BY:

1.0 Referring to:a standard
* - régulation or operating
procedure.: .

2. Imply¥ng the standard of NO.

ERROR . \\\\‘

3. SpecifyingAmin?mum'acceptable
. 1eve[ of performance.

4. Specifyjng time requirements.

Q

5. Specifying rate of production.-

¢ : . .
6. Specifying qualitative require-'
_ments. . -

;e
e—

s
'
.

6.

EXAMPLE :
Using available lab facilities,
operator will perform anatysis
by .standard methods for alkalin-
ity and pH.

"Given a list of chemical feeds,
operator will correctly den- -
. tify the function of eagp.il

Operator will be able to recite,
from memory, five of the eight
major provisions of the Primary
Regulations of the SDWA.

Given the flow rate for a treat-.
ment .plant and a low chlorine
reading, trainee will compute
the amount of ligquid chlorine to
be added to bring the system to -
" a given standard. .Computations ' .
must be completed within three’
minutes. . g
Operator will perform routine
maintenance and inspections once
each day. , . ‘ .

Operator will maintain good pub- .
Tic relations with the customers _
served. Public relations will -

be considered good if the fol- 3
lowing conditions are present . ;§
over a Six-month period: - '

Za) no customer éompﬂéints

e ’

.. (b) no adverse med1a reports,
etc )
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For .each of the following job conditiéﬁs, specify the standard to use.
(Refer back to Table. 2, page 8 for. the various types of standards.)

- ‘ L% .,. , . . '°
STANDARD (S) OF J0B,

¢ ~

. CONDITIONS OF JOB .

3 -

Comptex proceddres for which * 1.,

scribed by  law. . , ‘ ) ) )
Any activity when time is a Lo s . ‘
- criticgl factor. ‘ : .
Usin formulas- or procedures
it which the results are
dgpendenf:Upoqgoomplefe,
X Jaccuracy. . .
o o “ .o
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. <If you-did-pati, reread the section on stand-,
ards and/or -discuss your answers with .the inStrucgor during the discussion
. Jsession ‘which will follow this assignment.

.
. -

- Ngw that the basic princip1e§ qnder]}ing the preparation of training
objectives have been reviewed, you should check your undrstanding of those
principles by perfarming ‘Exerci®e 2-1 o the next two pages. We will review

"¢ your-,answers when all participants ‘have completed the exercise.
T o : ¢ b ) ' '
’c ‘tﬁ . v lﬂ -
e : ’ ¢ a) a / o
Y v ! ~ @
. + - + ! cand
. 7 .08 ' ‘
» T s ’ -
’ 4 J/. - ‘ .
f 17 ~ -
I aa '
Y
1/' ¢ N
I,} ' ‘ v |
i .
L7 .
b . -

o ¢ e . o ’
7 .o " . J\

definite regqulations are pre-'. .- , ' L Cor

-
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Exercise 2-1

L]

»

&

' .

- . .

CIVEN(ST

“ACTIONS (S)

STANDARD (S )

Good

Poor

__Good | Poor

' OBJECTIVE Good | Poor
1. Upon,tomﬁ]etiggjof this assign-
ment, participants will under-
stand. how to write training
" objectives with 4 minimum of
errors., '

-

L )

7

‘2. Given a legible handwritten
., draft of a report, trainee will
type the report‘without erpor
at a minimum of .20. pages per
__ day.

3. For a given list of chemicals,
students will be aware of the
Mcgs for each. '

-

-

1 .

4. Trainees will perform the |,
correct tests for inorganic
chemicals. "

.

4 -

SN U p—

2y

-

7

5. Using & nephelometric turbidi-
meter; frainees will demon-
strate how: to“test for = . Lo
turbidity by accurately
following the standard |

operating procedure.

’
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6. Select two of the objectives from Exercise 2-3 with a "poor" rating on
_ one or rore parts, and rewrite them’in the correct form-of a trainidg,
<" objective. ‘ : ‘ ‘ e
3 , : . - N .
- - e - - -
’ (4 " " . ,
! ) - ve - .
. . ~ ~ - R N _ . ~ . ‘.,” _ _ - - . L]
- _ 5 .\’;. N * N ¢
R A
P - S -
. e < .. . ‘ _.-.—— ' - ST T
. 7. Write a training objettive to reflect the operator task "replgce valve - -
seal.” . T -
. 4 e . < .
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THREE PARTS OF A GOOD TRAINING OBJECTIVE:
- GIVEN ' ACTION STANDARD ~
. va‘ N . . . ’
‘Where is the trainee to  °| What is the trainee to do?- How well is the action ., ¢ .
. rm the action? . ° ; . . to be performed?
_ perform the a ‘ oo VY o be pe O“E‘Ied
and . ,. . B - ‘ oz oL
- "a . | | a. derived from task . a.” how fast?
" What equipment or aids - description. N T B b '
. N . . R + : b . A4 . N
will be giverr to assist,” ) Lo T . 7| b. how accurately? |
5. if‘any-?‘ e 2 "Pn‘ .‘:,’ K e :'ﬁ b. O?rvab'e: ': ) ° , - . ’ . .
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7 UNITSUMMARY = ESTABLISHING OBJECTIVES,, . - .
' - + . . S SR
o . o . » ’ ’, ‘ ' *.
,/' , 2 1. ESTABLISH THE NEED FOR TRAINING.. - .
: X ) s : ' - .
’ ‘ ~2 DETERMLNEJ'RMNE»E smu.s AND KN@WLEﬁGES

A "o 8 e,
RS i
’Q

' \\$‘ . - ~ (' .
] ; 3 DETERM'NE JOB REQUIREMENTS (TASK ANALVSIS)
o - - ot @o 1,". :}‘)3”
P ‘,. . '.‘&.

e T ar BREAKJOB]NTO TASKS Ly
nEI L. , o ) TS
. Q.' ..._ °‘§7 . 'ac"’« . \‘.
R PO ;,IDENTIFY SKILLS NG KNOWLEDGES L
B EE 2 ,1‘-_.— ; R a . ., LY ‘%\ S RN

' N DETERM,INE WHAT SKILLS AND KNOWLEDGES ARE

> I §
ve . . TOBE TRAINED (TRAINING REQUIREMEN )
“'!_ . o : » ‘ : o i ’ ,J. L’ g
" 5. WRITE TRAINING OBJECTIVES. . .
N ?, v : ’ ’ ‘\ :l, b . ..'
.. AN - (,'5 ! 4 .\ .,§' ."
’ ) ) 4 "-& ;aw‘ ] .‘ . ] i
. ) . [ \ T o
’ am o . . ... .i;"“g._’ | . .
, ' R
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e ’EXERCISE 2-2, IN;Tle‘JCTIONS K e C - .
q.\ . b ’ » N . ! > . . . - . \
NOTE:- The purpose.. 'of this exercisé is to give 'the participants an
\ opportunity to write training objectives for= their,  own courses. In

preparation for thvis,. 4he workshOp announcement should request that
\ fhey bring background materials on any/all of topics. 1n\water plant
operations they current]y teach. These can be used as starting
oints far the .individuals, and can also be .used for d1scuss19n among

the growp. - . < -

o
Instructions

Given - }our knowledge of the»p]ant operators whom you , tra1n in your

area, and thé\background materials you have brought with you, it should be .
possible for'\you to, define the training required for your operators.
.Remember ~ the equation you use, to Wdentifx' training requirementss
§ LR . N o
X =.Jdb\performance requirements y
¢ .Y = Entering skills/knowledges of trainees -
‘ 7.~ Training requirements . . .
e /.“— o' -
‘ . v -~ T o
i T k . ) - : L
! . - 3,, Q ~ ¢
, Your task is ito deve]o& a set of training obJectfves for a course/
g lesson yod currentlly teach. These objectives will be derived. from the
specific tasks you| know must be performed by the water plant operator,
and your own perceptions of:the ex1st1ng sk1lls/know]edges of p]ant
. operators in your area. - . . -
¢ . ’ o R
Exercise Product: | e L '
xercise ro uct: -
- , 1. A cOmpleQe 11st of tra1n1/g ob jves to be accomp]1shed in the -
. .. courseflesson'you have chosen. bjectd en in ~
" . the thneé-part format ' of {f&N, ACTION- ahd  STANDARD.

. . 2. A course outl1ne show1ng how you will sequence those -objectives,
’ . . «with delivery time assigned to each instructional activity leading .

o . to-students'

achievement of the objective.

-~

L

i Wou have hour(s) to .complete this exercise. (A function of .time
available and the number of objectives that you des1re to have prepared )

< - .




LESSON TITLE:

. Lesson ‘3. Sources of Operator Training Materials

-

PURPOSE: ' . - -

1. To famiTiarize part1c1papts with the various types of resource cons1derat1gns wh1ch
must be made ‘in the design of an instructional program. = .

2. To fam111ar1ze part1c1pants with the procedures for acqu1r1ng water quality educa-—
.tional materials from NTOTC' s, IRIS and IRC programs. .

<

TRAINING OBJECTIVE

—
.

\, . -’ 2
Following a 1ec£ure/di§cussion of the various dimensions of instructional
resources. ; : i

Ay

ACTION:
1. Part1c1pants w111 review resoﬁrces avai]able for use in the development of water
plant operator training.

Identify the source 1ocat1qps of training programs, videotapes and s11des and the
. procedures for obtaining them. ] N
o
Do _

Q

STANDARD *

4 .

1. Part1c1pants will make optional use of available resources. They will not plan to
use resources which are not available, nor will they fail to use resources which
are available which are appropriate for water plant operator training.

Participants will cite the correct 1ocations and procedures for ohtaining instruc-
tional materials with 100% accuracyt-

/ A}




EA\

— » '
1 '
. t
‘INSTRUCTIONAL TECHNIQUES: !
1. Lecture/Discussion
2. Demonstration
3 ' - .
PARTICIPANT MATERIAL: INSTRUCTIONAL MATERIAL:
1. Parttpipant's Han dbook M 1. ' Overhead transparencies/projector
2. Handouts: ) 2. <Handouts: .
a. EPA course descriptions . a. EPA course descr1pt1ons — !
b. NTOTC course offerings b. .NTOTC course offer1ngs )
¢. NTOTC packaged course listings c. NTOTC packaged. course 11st1ngs .
d. Basic Instructor Training -- d. Basic -Instructor Training
Materials ! Materials
e. Drake University ‘Instructor e. Drake Un1vers1ty Instructor
- Training Manual® . ,Training Manual~
f.© NTOTC IRC Ca 1ogue , “f. NTOTC IRC Catalogue .
g. NTOTC IRIS Wser's Guides g. NTOTC IRIS User!s Guides
= :
REFERENCES: % .
. s .
8 '
, A (N ¢
. Y
h[(TiME: B .ACT|VITIES: N
1 to 2 hours 1. Lectire/Discussion
| 2. Demonstration
S - .
; ’ ' . J
» [ 4 [}
L ]
% r A
M »
] R L ,
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INSTRUCTIONAL EVENTS.

< e

. EARLY STAGE . ,

Ins tructor presentation reyiewing instructiional resources to be considered priov
to preparation ¢f training materials and instructor-lecture detailing the pro-

cedure for: .
, . v r
\ . . 1. Accessing information in IRIS. ,

2. Accessing materials in IRC. /// b .

. ‘ - )
=~ ' ‘ = - !

I INTERMEDIAJ‘E STAGE ; .

* ~. N v Al

1. Instructor lead discussion oft each instructional resource, to expand and complete
the itemization of resources. ' o .. : '

A .

2. InStructdr’lead demons trations of accessing IRIS, and IRC information.

.

e v

ES

-
wan e

Wl FINALSTAGE: -~ ° ' R S \\X

1. Par@icipants will use the instructional respurces itemized to determine the’
. ava11aQ1e‘resources for developing materials for operator fraining.

2. Participants will be able to search IRIS for information and identify 1bcét{&ns;
constraints and procedures for obtaining water plant operator _training instruc-
tional materials. o e : T

o, s
. >
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DETAILED LESSON-PLAN

<P

\

Lapsed
Time

Instructional Events

Supﬁbrt
Materials/Notes

I.

Introduction. » ;

- A. Explain that all the instructional devel-

opment steps taken. thus far have resulted
in completed specifications for the
intended training course.
B. Before actual .preparation of materials
begins, a ‘trainer should carefully review
. his/her resources to determine if there
are ways to shorten development time or .
to _determine whether there are lack of
&
resources which will act as constraints
upon development.

¢

C. Review 0f resource at th1s time will per-

mit modifications to_the training speci-
fications.

D. In this unit, we will review variouys

dimensions of resources to identify those

which may help or hinder training devel-
opment, as well as -specific resources -
which may aid development.

Development. (This section can be conducted
either as a lecture or as a group djscussion,
dependington time -available.)

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

¢ .
B. Explain that each of these dimensions -
will be cons1dered briefly and individ-
ually.

1. Time. Encourage part1c1pants to make
notes on the overhead in“their book
as each topic is discussed.

l ! b
a. Development time. Is it short:
(30-45 days) or lofg?¢ Impacts on
. the type of mateérials you can
prepare. )

b. Course length. Total hours
short or long? 4 hours or 40
hours. - . .

*

Overhead‘3=1

Overhead 3-2

100 34
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DETAILED LESSON PLAN

Fa¥

&

Lapsed
Time

~

l\ntstructional Events

Support‘ ]
Materials/Notes

c. Class schedule. How are classes
‘divided? One per week, two con-
secutive days? Retention factor
to be considered.

Il .

d. Class time. How long i a single
class? One hour, two hours? How
much material can you anticipate
covering in one class? '

e. Ask if there are other'time conﬁ
. straints and add to liste«

'

2. Cost. Have class review Overhead
.. 3230 i
Y - .. ~
a. Development budget. How much
nfoney for:

. # 1) Personnel support for devel-
opment. '

'

. . 2) Audiovisual development.

b. Capiia] expenses. Is there money
for: : .

1) Purchase of video tapes/
LT equipmeht? :

2) Films. = - .
o - —
. 3), Slide/tapes.
| ' 4) Audiovisual equipment.
' . © 5) Demonstration equipment.
.« ' - ¢. Maintenance expense$.

1)° Replacing expendables such as

T glassware in a-lab course, -

forms, projector bulbs,
reagents, test kits, etc.

o 2)° Fees fp# ggést lecturers.

¢

3). Film/equipment rengplé.

v -

Overhead 3-

"

Fod
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. - DETAILED LESSON PLAN )

[

- Lapsed ! ] Support .
Time Instructional Fvents * Materials/Notes
. “ 4) Transportation for field
: trips.
. \ i .
3. Development/Instructional Staff. Overhead 3-4
_ Review Ovérhead 3-4.° '
: \ ’
g a. Development staff. ! ¢
~ 1) How many are available to
. - work on preparing materials?
) How long do you have?
L - 2) What are their respective
, areas ‘of expertise? .
b. Instructional staff.. ‘
! ' ¢
: 1) Affiliation. Do you have :
- instructors on state staff, .
L vocational schools, universi-
< . ties, Regiomal offices, AWWA, T
RWA, consulting engineers,
water plant personnel.
S -y . | -2) Number. How manyigre avail-
- > ' ‘able, and when? Ce .
e 3) Expertisg. Who is best at
/ ?
whai?

4. Instructional Facilities/Equipment. 1 )
Review Overhead 3-5. Overheaﬂ 3-5

\ *a. Location. Will it be far from .
trainee population? Will this

impact on breaks, starting/quit- . ) ,
ting times. : ‘ ’

W

]. . 1.
b. PhyS$ical characteristics. Size, ' -
seating, lighting, temperature .| 5
and noise control. . g

B
A .

, . Equipment. Screen, projectors, ¢
B * projector tables, outlets, window
. blinds, “1ab equipment, vent fan,
stc. R .
5. ‘Pre-Developed Waterials. ¥ .. | Overhead 3-6
.“ ‘\ N '..'..' e o
a. Completed courses.” T . :

36 102.. «
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. DETAILED LESSON PLAN -

Support

+ Lapsed R
Materials/Notes

. , instructional Events
Time | , .

. 1) EPA-sponsored course. Refer Handout 3-1
participants to Handout 3-1, .
expgain that the Handout con= |~ L

’ tains information about each ‘
of the six EPA-déveloped
courses and is present for ’
their review for possible
referepce to state training. .

. Have participants look over oS
the handout for a few minutes
and answer any qUestions that

KAy arise,

2) Indicat re is’a Overhead 3-7
national storehouse of -
water/wastewater training

. resources operatd by EPA and

4 . - located in Cincinnati, called .

the National Training and ‘

Operatiopal Technology Center

(NTOTC). L~ . .
- a) Establish the number of |,
. - people aware of NTOTC and
3 .o -{ts operations. 4
+ '_ b) Briefly list NTOTC ser- Overhead 3-8
“ ) vices in the area of
’ trainin ’

[ 4

Provides training.

Develops courses and. ~
- materials.

—

] R .
= NOTE: Requests for\NTOTC 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 ° - , y
* Miss Eileen Hopewell =
Allow sufficient time for delivery of
materials. , o .

'E%BJ!:T: . ' R ‘ zlgjzg . S o -
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oo DETALLED LESSON RIAN R

'

Lapsed ; : ) Support
Time T Instructional Events . Materials/Notes
) . Reviews and stores
. ' water/wastewater docu- .
' — B " ments related to
¢ : ) - training. % %

. . Maintains a lending ‘
’ - , . library of instruc-
of o : tional materials and
\ ) : media. |

T - ' c) Indicate that each of *
- : \ these services may be Co
- . .valuable to each trainer
e at one time or another
and that ‘we shall review .
each briefly.
3) NTOTC-Training Courses.
) " .- * - : . ) ‘A .
\ e ., . . a) Conducted primarily on-
v " 2 AN . site in Gincinnati.
. . s ! g . » .
. ‘ b) Distribute catalog of NTOTC Course
) ‘ . current course offerings. |catalogs
‘ ‘ Indicate that® dates, \
. - content, and cost is
. presented for each
, , course. ' . ¢

NTOTC Deve]ppmenxwof
Cour‘ses.’ .

‘.

. : .. a) Distribute a listing of [NTOTC Colrse
NTOTC~-developed courses listings. . . e
which are available to i

R water/wastewater N ,
i trainers.
, b . b) Distribute the materials |Basic
\ - . ) : from the current Instruc- |Instructor
. » tor Development cqurse Training

- being deve]opeduPy.NTOTC. Manuals.
£ . (The Basic Instructor
T _ Training Course.)




DETAILEDLESSON PLAN
)

. .
Instructional Events .

Support
. Matcrials/Notes

c)

.Indicéte that an advanced

Instructor Training
course was developed

" under NTOTC by Drake Uni-

versity and -forms fart of
the workshop references.
. . . .
Course development is an
ongoing activity at
NTOTC.

Provide a brief description
of IRIS. - - '

a)

Name: ‘Instruct1ona1
Resources Informa§1on
System (IRIS).

Is an information base
containing current pollu-
tion control trianing and

'educat1onal mater1als.

_ Can provide trainers with

a search—for available

materials in a given sub--

ject area, abstracts of
potent1a1]y useful docu-
merts for review, access

. to audiovisual mater1als,

and much more.

Explain that information
from IRIS may-be
obtained through either’
an abstract or a fu]]
document. (Overhead ”
3-10).

Explain that the full
ollection of IRIS
stracts are available:

. on Microfiche (3"u§"
sheet of "acetate film
requiring a reading
_machine many -of which =~

~are available at state
_offices, public or
un1vers1ty libraries}).

Drake
University
Instructor
Training
Manual

-

"loverhead -9

Overhead 3-10

Overhead.3-i1

-

3-9

' , 'l()ij:
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" DETAIEED LESSON PLAN

N » N P
Lapsed . . Support.
N k4
Time lnstrucnonETEvcnts ' ) Matcnals/Notcs

.

Fr

<!

9

(s
-Exp1ain thé Tocations of

., training.

. as’'a bound document
or ,

. . on computer ‘tape,
.ol N

~Each of these forms- of
IRIS may be obtained From
ERIC/SMEAC for nominal
charges as.indicated on
Overhead 3-11.

If you do not want- to
search the IRIS abstracts
for educational materials
pertaining to & particu-
lar subject, ERIC/SMEAC
will conduct a computer
search of the IRIS files
upon written request,
charging omly -for
computer time.

4

N

Explain whét information

is pulled out of a
document .
£xp1a1n what is 1nc1uded
“in the Descr1pt1ve
Summary.

.

-

the information‘on a ‘<«
computer, printout.

A search of IRIS
Abstracts will give you
an idea of which docu-
ments may be helpful in
developing operatoy

If ybu now
want to read the full

_document based ypon what.

you have read in the

abstract, the full docu-~

ment may be oba1ned
- from: . .

[

. college libraries

Ovérhead‘3-]2

bverhead 3-13

Overhead 3-]4;

.
[

Overhead 3-15

E..

-Ovérhead 3-16

-

Overhead 3-17 °

A

[RTII

3-10-

o
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© " DETAILED LESSON PLAN

4

. “Support
Instructional Events R Materisll;/Notes

. ERIC/SMEAC | L/

4

Lapsed
[ “Time

o

‘ , . . ‘Instructional.Resources

e . Center (IRC) of NTOTC .| -~ %
) o (a description of IRC . .
A e . ' ' . fo)lows), . '

, . or from the source - -

‘ * . referenced in the IRIS )

Abstract. (In many _ |

f ~ cases the only place § -
copyrighted materials ~

can be ohtained, other . . .

than public or scheol.

librari®es.) 4~

~ . 1) Notice that *tnstruc- . |Overhead 3-18
T ‘ tional matervals that ) )
_have accompanying audio- ~
) visual .materialy are . .
/ - . . available on]y.xhrough
T ’ IRC or thet sourcg ‘
.o e s . refgrenced in IR S 2
e ‘- on) Réview’ exactly what -is *
e S : . * ‘availabl® from these = -
L sources and. their costs
- - . X s indicated’ on Overhead L— ‘ .
T o ¥, . ]7a )
. 2 4 . 4 -
., e nf D1str1bute IRC Lend1ng IRC Catalog. *

\\\\\~\\\\ . ' U Library Catalogs. - .
.. ‘\*\\5\;\ N ~ (AydiTable from NTOTC-IRC
R . . , , ( at no«charge) and explain -
- - * ’ ot IRC, borrow1ng/dup11cat1n9K .
A Lo procedures.. Briefly
- - rev1ew catalog entries.

2,

’ R - s . s Page v--Table of . | ™.
‘ . Contents: types of AVs
available, .

-

~ f . .' X
< PR . Includes numerical
T : U ) index, and descriptive ~ oo
' . abstracts N M

- . . Page 77--Dup11cat1on < <
' and loan information. © ’




DETAILED LESSON PLAN

4

Lapsed
Time

Anstructional Events

4

Support
Materials/Notes

;
K

I11.

."Page 817%Lodq requests. |
o) Answer dny questions
regarding NTOTC, IRIS OR
A IRC
I .
c. Other pre- deve]oped mater1als
from:
~” ’ .
< 1) Manufacturers'of‘equ1pment,
or products. _
2) Textbooks, prdgrammed
1nstruct1ona1 materials. "
6. Commynity Resources. ’

"a. Review Overhead 3-19.

b. Water plants. Used for perform-
ance testing, field trips, job-
related instructtons. L

c. Vo-tech-schools. * Check for -
related programs cours mate-.
rials. “%?hp

d. Libraries. Publdic, school,
university, libraries. may have
texts, etc. of use in materials .

. 'preparat1on. ‘

e. Tra1nees Some trainees may be
counted on to prov1de small group
1nstruct1on. .

. f. Environmenta] Training Centers
are available in many states.
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.
Remi nd part1c1pants of the resources

available through EPA Headqurters and the
Regional 0ff1ce

Overhiead 3<=19

.

312 108
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Overhead 3-1

A% -

INSTRUCTIONAL AND DEVELOPMENTAL
RESOURCES CHECKLIST

To

v e TIME - .

'°a .EOST o

o' DEVELOPMENT STAFF

e INSIRUCHIONAL STAFF

¢ INSTRUCTIONAL FACILITIES/EQUIPMER '

. PRE- DEVELOPED.MATERIALS . :

. ' ' . ' - . . ,

¢ COMMUNITY RESOURCES




’

* . Overhead 3-2.
- -\ Lo " '
= <
\d \ |
. /Q
. %
. 3
; \
TIME ‘ o Z
* DEVELQPMENT TIME
e COURSE LENGTH
¢ CLASS SCHEDULE . ‘
57 ’
* CLASS TIME
e OTHER TIME CONSTRAINTS | ‘
. . B
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N 2
?
%
’ -
X '
4
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o DEVELOPMENT BUDGET ‘
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e NUMBER -

v

P \ o, EXPERTISE - -~ -~

Pty

WX ‘
. | ‘ _ INSTRUCTIONAL STAEF ° - -
5 | | | | -
- e AFFILIATION '
e e NUMBER \ "
. : ST -
, L e EXPERTISE v
5 e - | f \’
[ 4 ) - . ) ) . \\(
. / - & : B
\ N ‘ ; 3
- - ~ % :
_ S Free .
113 )

14




-

, ——

- A
INSTRUCTIONAL FACILITIES/EQUIPMENT
.¢ FACILITY LOCA.TUON
® PHYSICAL CHARACTER!STIéS OF FA_CI
» “

o FACILITY EQUIPMENT
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PRE—DEVELOPED MATER|ALS

e COMPLETE COURSES

e AUDIO VISUALS

-

¢ OTHER

4

N ¢
»
Overhead 3-6
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SIX OFFICE OF WATER SBPPLY COURSES '
. -
° Tide of Intended : No. of Course : : . Pre-Test Pro-Coum : i Instructional . End of Course
Course Audience Length Components’ Visual Aids No. of Units Post-Test |  Activities Equipment Obijectives A Methods® Bibliography Evslustion
L%
Principles | Water 100 Hrs. | 3—Instructor's | Shde/Tapes | 5 Volumes - No Unknown '| Yes (Wl)al Yes Unknown Yes Unknown
and Supply Manual . | V1-4Modutes |- s -&Jnknown)
. Practices Operators Solutions - V2-10 Modules T . )
Co of Water Manual . V3— 9 Modules . /f ¢
- /] Supply Student ¢ V4 6 Modules Lot " {
-, § Operations Handbook V5~ 3 Sections & \ . G
: 7 R i e
Sanitary State and 5 Days 2-Instructor’'s | 16mm Movie - 14 ‘' Yes Yes— Check List * Yes ~Demonstration No Yes
¢ Surveys of Local ~ Manual 35mm Shdes Logistics Provided . —Lecture/ >
R Non-Com- .| Agency Parucipant’s Overheads Checklist* | (Lab * Discussion -
. munity Personnel Handbook {Diagrams Provided Equipment) A —~Role-Play
Water *| Maps) - R - -
Supplhes, - . ’
- - . rd
Methods «  |Chemists. 5 Days | 2—~Instructor’s | Shde/Tapes P 5 Yes Yes— Extensive Yes —~Lecture/ Each . Yas
for the ‘| Lab Manuat 16mm Movie | - | Well Lab - Discussion Unit Lists A
. Determina- pTechnicians Participant’s " Overheads Documented quupmem ’ “~Demonstrations References -|.. -
~ . tion of Handbook Video . v . -Grqup -~ L °
' Chemical, . . P Cassettes . Participation .
Contaminants % —Laboratory .
n Dninking . B , ' Practice .
A Woater : - - . . .
. £
d ~ ~
™ . . ”
Yy .
N . K i B
: , o - S 11
N o R .
) ) ¢ i A \
{ . LY R

L5
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SIX OFFICE OFWATER SUPPLY COURSES
ST YT YT '
.- ( HANDOUT 3-1, CONTINUED ) ‘ :
\ . -
Titleof * | intended |.. No. of Course N Pre-Test | Pre-Course | _h . instructional " |End of C’w;u
c t | Audi Length A by Visusl Aids No. of Units Post-Test |  Activities Equipment | Objectives Mett °f' R ;Blbliow»'hy £ n
. Variances State and | 2% Days | 2—Instructor’s | Overhead® ° 6 Yes— Yes Yes Yes —'Lectt{re Yes Yes )
and Regional . Manual ~ | Transparencies Pra-Test Ctrecklist - ~Group
. Exem‘mons Water Partigipant’s Only » l?rovided 7 Discyssion
N Supply Handbook L Y . —Exer‘:&w .
Officers . B —Case Studies 3
o e L E —~Problem
' e - Solving - o
. . - y , —Ro‘le-Pla‘y s
. Public State and | 2 Days 2—Instructor’s | Overhead 4 Yes— Yes Yes Yes —Lecture No Yes
e Notification Regionaol Mapual . | Transparencies Pre-Test Checklist -Group g .
Water Participant’s Only Provided Discussion
Supply Handbook - * —Performance ,
' - L Ofticers , Application o
. - —Self Study .
) . SN —Case Studies X
Water Water 2 Qays 2-Instructor’s | 3 Slide/Tape 9 Yes— Yes Yes— Yes— ) —L;cturel ; Each ‘No - ¢ E
. System System Guide Prsentations for 4 Checklist "| Measur- Ois€ussion ‘Unit has
. Operators | Operators " Student yv Provided able ‘| —-Demonstration | Selected . o :
53 ‘Seminar Handbook . - Outcomes| —Workshops References s
N N > —Problem:  ~ - .
\ . - P Svaung,
. Y \ - y .
- - - .
7 . M
. . . B
. / ; . T, N .
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NTOTC SERVICES

[ ]
o

PROVIDES TRAINING .

L]

PO ¢

DEVELOPS TRAINING COURSES AND MATERIALS _>

. vy
L) N N, . s ST

o~ i

MAINTAINS WATER/WASTEWATER DOCUMENT
_STORAGE AND RETRIEVAL'SYSTEM

.

o) : : )
MAINTAINS LENDING LIBRARY OF INSTRUCTIONAL,
MATERIALS . :
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0ver£\ead3-9
Water Quality
Instructional Resources
Information System
& : 122, . :
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0verhéad° 3-:I1

FULL COLLECTION OF

“IRIS ABSTRACTS AVAILABLE:

+ ON MICROFICHE-
ERIC/SMEAC, AT N.UMINAL CHARGE

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

. COMPUTER TAPE-
ERIC/SMEAC, .COST NOT
YET DETERMINED |

124




ERIC’/;&EAC

(]

Educational Resources Infdrmation Center/-
Science, Mathematics and Environmental
Education Clearinghouse. ;

Address: ° 1200 Chambers Road, Room 310
Columbus,-:Ohio 43212 . ;

Phone:  (614) 422-6717
AN

" Overhead 3-12




- Overhead 3-13

)
<9’i’ . J E -

 SEARCH OMIRIS FILE o

WITH PRINTED QUTPUT: - | 4

» ERIC/SMEAC- .
~ FEE CHARGED FOR CUMPUTER TIME -

. USER LOCATION

- 8
o 126‘
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IRIS -

ABSTRACT CONTAINS THE FOLLOWING INFORMATION:

13 .

“TITLE
. L .
PUBLICATION DATE
~ AUTHOR(S)
~ NUMBER OF PAGES
INSTITUTION WHERE PREPARED
-SPONSORING AGENCY
' AVAILABLE SOURCE

IDENTIFIER WORDS .

&

0 ,  DESCRIPTIVE SUMMARY -

¢

»t

DESCRIPTOR WORDS .
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IRIS ABSTRACT

'

EW 736120 ED 107998

PUBLICATION DATE: [75]

TITLE: An Analysis of the Waste Water Treatment Maintenante
Meo(l\anic Occupation. ) f

AUTHORu.CIark, Anthony B.! And Others

' NO. OF PAGES: 101 pages

°

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

SPONSORING Aq«CY NAME: Office of Education (DHEW),
Washington, D.C. b |

AVAI LABLE 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 Attltudes

IDENTIFIER:  *Waste Water Treatment Mechamcs L
The general purpose of the occupational analysis is to provide
workable, bas;c information dealing with the many and varied duties
performed i in the waste water treatnfent mechanics occupation. The
document opens with a brief introduction followed by a 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 twgppage 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; math--number systems; and communications
Jperformance motles, examples and skills and concepts). The duties
_include. perforinance of: screenings and comminuting; grit “removal;
pumping; flow m ement; pretreatment by chemical addition;
coagulation and flocculation; sedimentation; sludge wasting and
digestion; biological decomposmon via activated sludge, trickling
filters, and oxidation ldgoons; 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) .
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LESSON TITLE:" * ' /
i . Lesson 4.- ?elect1ng Instructional Me}Qggs
PURPOSE: Lo \
1. To explain the é}iteria for optimal~sequencfng of criterion objectives.
2. To review: 1) the basic elements of any learning situation, and 2) commoh

instructianal methods; includifg definitions, applications and limitations of

each.

\

~

TRAINING OBJECTIVE S

-_GﬁNfg - 7
T A [ist of sample criterioﬁ object;yes

2. Examples bf training situations.

3. Examﬁ]eé df'unif%,df instruction. v'

4: The trainingigﬁjégzives brepared in Lesson 2. E ' ‘ .

»

I

N

ACﬂON:

Ls

W

)

Y

anli

-

L Part1cﬁpants w1lloarrange obJect1ves in proper sequence

LY

a;, .
_2. Participants w1]l prescribe correct instructional meShods to facilitate learning.

;-

e

STANDARD
1. ObJectives-w1l] be sequenced to optimize learning.

2. Methods chosen will be appropriate for the objectives to be achieved and -
responsive.to s1tuational constra1nts '

» ~ ik

-

Lo




INSTRUCTIONAL TECHNIQUES:

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

PARTICIPANT MATERIAL:

Rgrtigipant's Handbook

INSTRUCTIONAL MATERIAL:

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

REFERENCES:

N

(3

TIME:

2 hours "

ACTIVITIES; .

1. Lecture/Overheads
2. Individuatl 'exerti,se/Rgﬁview%*

N

- .
~




§ INSTRUCTIONAL‘E}/ENTS

I EARLY STAGE *  ° 5 S

1. Brief instructor lecture describ1ng genera1 pr1ncip1es of sequencing behaV1ora1
objectives to optimize 1earning )

2. Lecture describing the elements of learning and way§‘to manipulate them to
optimize learning. . 2 N
K

.
.

3

ipdividual exerdise. .

Participants will apply pr1nc1p1es of se1ect1ng instruct1ona1 methods to
hypothetical tra1n1ng situations.

~

1. FINAL STAGE

Training teams will:
31. Sequence thpir training objectives
25 Select instructional methods for Gﬁe for each ofths objectives.
“ ' : )
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DETAILED LESSON PLAN

Lapsed
Time

-

Instructional Events -,
-

- -

Support

Materials/Notes

L

I. . Introduction.

*II.

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 course
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.

Dévelopment.

A. Sequencing objectives.
R ]
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)
‘. objectives. ’

2. Sequence objectives to reflect task

performance. R
a. Example 1. Task of getting
dressed in morning: "Take
shower" objective precedes "Put
on shoes” objecggve.

-
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DETAILED LESSON PLAN

Lapsed
Time

Support

Instructional Events Materials/Notes

b. Example 2. Task of training
-design: "Determ1ne training
requ1rements objective precedes
that of "write" obJect1ves

] 3. Other factors that may determine
seguencing of objectives:

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

o~

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

co Need for student success early in
the course.

4. General Guidelines for Sequencing Overhead 4-1
Objectives.- - .

a. Begin with objectives that
teach common elements.

b. Assure that prerequisite

: '4kills and knowledge are
c0vered ear]y

c. Arrange’ the enabling objec-
tives in-the same sequence as

S their’ performance 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 , s
J sequencing objectives. Ask for
quest1on/conments before exercise.

6. Have part1c1pants\turn to-Exercise .|Exercise 4-1
4-1. Instruct them to read the
- directians and comp]ete the exerc1se.

C:\ ~ v 8=5
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DETAILED LESSON PLAN

. Lapsed . Lo Support
Time ' Instructional Events / ) 3 Materials/Notes
) Allow about 5 minutes.} Go over the )}
answers to the exercis Upon com- - o
K ., Pletion of the review ¢f the exer-
cise, ask the class fo quest1ons
‘ , . : and/or answers.
- B. Instructional Methods. ’ "
- . 1. Let's take a closer look at the.
ro methods and media that can be used
. A . R to optimiZe learning,. The terms
’ - methods and media are often used
’ interchangeably, but they are not
. synonymous. The basi¢ differences
-~ ° are:.
' a. Method is the procedure or pro- '
‘cess for .attaining an objective.
b. Media are means by which the pro-
) cedure or process is expressed.
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-:
— -7 ter, balloon, or dirigible.
' i These_can be thought of as the
media by which air travel is
expressed, 3
c. The contrast between the concepts |Overhead 4-2
. , of method and media can. be seen
‘ - ‘ ] -1in Overhead 4-12.
- ~d. “The foyr instructional methods we [Overhead 4-3
will cover here are: © o
. . ' 1) "Lecture. '
. +2) Demonstration.
. o
) ' . 3) - Discussion.
. ( ) Performance. , . - N
¢
\ . s s L ad -~ ,/‘ ’

vy

i ™
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DETAILED LESSON PL |
Y AN

rd

{

‘Lapscd I . ;E Su }
Time - nstructionar Events _ Materials/Notes
e. Cogmon quest1ons asked about these -|Overhead 4-4
. 1nstruct1ona] methods are: '
1) How is-it defined? .
‘ 2) “Where is it appropriate? -
\ -
3) What aré its limitations?
‘ 4) What are  the guidelines for its, " |-
© use?
5) How can its effectiveness be
evaJuated?
f. We will answer each of these ques-
tions for the four methods to be
discussed. . ~
1) Lecture Method. Overhead, 4-5
" a) Definition. ’
b) Appiications.
N c) Limitations. )
’ d) Guidelirtes.
e)« Effectiveness . e -
- Evalyation. .
2) ngonst?ation Method. Overhead 4-6
a) Definition. et
b) ~Appf].ications.
\ N "'“w\.;

"c) Limitations.

3)

@ Guidelines.
Y

e) Effectivéness
Evaluation. ., -

\

Discuss%on Method.
a) .Definition.

b) rApp]icatibns.

¥

Overhead 4-7

-

4_’47'7 - 139




-

.
¢ e b ]

/

DETAILED LESSON PLAN’

LN

Lapsed
Time

1

Instructional Events ro-

éﬁpppn

v

Materials/Notes

-

c) Limitations.

d) -Guidelines. o

e) Effectiveness
Evaluation.

o

4) Performance Method. /"

v
&

a) Definition.

_b) Applicatens.

‘

T

d

)
)

" ¢) Limitations.
) Guidelines.
)

Effectiveness
Evaluation.

e

d. This course, for e?Ample, uses
all four methods, 4n cyclical
fashion.- With each sk#ll intro-
duced, we begin with a brief
Lecture, or group Disqussion,
then a Demonstration, or a
practice exercise, and finalTy
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 Exercise. All partici-

@

pants should turn to Exercise 4-2 inm

Participant's Handbook and answer the
questions there. This will take no
more than five minutes. When
finished, we'll discuss.

R—
*
—

et

{
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1og1ca1]y,nf1nd those that de.

Answers ‘for Exercise 4-1
’ ]

1. DI&ECTIONS: . The following are behavioral objectives related to
changing a tire. Sequence them :as you would if- you were prepar1ng ‘a
lesson on changing a tire,

Sequence them by p]ac1ng the Number’ "1" by the objective which should
appear first; the Number "2" by the one which would appear second; etc.
Be prepared to exp1a1n why you sequenced the objectives as you did.

-

(NOTE:  For the sake of brev1ty on]y the performance part of the obJec‘“
tive is listed.).

Student will be able, to:

-

5 Demonstrate how to elevate thée car for removal of the flat tire
using a tire Jack.

SN .
;Lll_ C]ose'trunk. i

1. Demonstrate‘removing.the wheels.

;;l__ 0pen the trunk and remove the spare and other necessary items,
_ 3 Remove the hubcap with a screwdr1ver.“
__2 * Block wheels Wit wood blocks from trunk.,
__E_L,LOWer the car and remove the "jack. - -
_ 10 Place tools, b]ocks,‘ano flat tire in frunka - -
_;é__.Remove the Tug nuts. ‘
_ & Mount the spare tire.
__:L__Looseh lug nuts. o \ . L

2. DIRECTIONS: Group the obJect1ves below into the units in which they
should be taught. NOTE: , Some objectives may not - group or 'sequence

__1 A, Open and close intake valve. o
.2 B.'Troubleshoot intake pumps.

_3 C, AdJUSt f]ow of chlorine. _ "

3 D. Perfogm ch1orine\residua1 test.

1?1L_ é. Troub]eshoot d1str1but1on system pumps.

1_F. Open and close d1str1but1on system valves. -

L4

2* G. Write maintenance work orders. . *possible

v

H. Backwash filter bed. = .~ | .

.-

-9 . 141 B
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» DIRECTIONS:
which are most appropriate to produce effective learning.

1.

3

Answers for Exercise 4-2
In each situat1on described below, check (V) those' methods

To teach someane the basic provisions of the SDWA.
A a: Lecture

b.. Discuss%on

Ce. Demonsfratfonr—*~_*—~ -

d. Performance ®

L4

To assure that water suppliers learn how to reptace a pump seal.
a. Lecture N
b. Discussion |
___Z_; c. Demonstration ' ) 0

Yy d. Performance
LA

>

Instruct1ng a group, of water suppliers in exploring poss1b]e tech-

- niques to wuse in generat1ng an 1mp]ementat1on plan to meet the

requirements of the SDWA.
a, Lecture

Y b. Discussion

c. Demonstration

d. Performance
» . N '

Teach1ng a 1aboratory techn1c1an the steps necessary An the 'perform-
ance of a nitrate test.

\x. - \§
a. Lecture g
b. Discussion © ‘ S
Yy ¢. Demonstration .

Y/ d. Perfotmance




Answers to Exercise 4-2

Page Two

5. To assure that water suppliers are aware of the public notification

°

procedures required by the SDWA.

Lécture
Discussion
Demgpstration
Performance

L]

~

LR e O

A\

’

e,
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: "Overhead 4-1
‘/ " . /K
! * . -w..\\&
?2?‘ t . 4 ‘g
N >, 4,

emmBULESFOR .

SEQUENCING OBJECTIVES

. ////
1. BEGIN WITH OBJECTIVES CONTAINING COMMON ELEMENTS. . -
. R . . ) .
% .. R \( ¥y s, {;/, ‘.Z oy L R E
2. &ASSQRE THAT fREBEQUlSlTE SKLLLS AND KNOWLEDGES l
ARE COVE‘RED EARLY N é"“ -
: e @.o_a 50 A ;‘ 5 | ‘ni ~
'ote T L2 ﬁ‘ oz . -
3. ARRANGE THE CONT’NG@NT TASK OBJECTJVES IN THE
' SAME SEQUENCEQAS THEIR PEéFohMW ON THE JOB,
4. ”;GROUP OBJECTIVES INTO HOMOGENEOUS BLOCKS OF =
o INSTRUCTION ON THE BASlS OF THE SIMILARlTY OF
) BEHAVIORS |NVOLVED *’_\ ¢ ‘. e . -
5. CONS|DER PACE OF LEARNlNG AND |MPL|ED PARTlClPANT
ACTIVITIES., = TR
. o ’ !
h ‘ S Ao
o S B T
" K ‘l 4 5 ﬁ;: Fto
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N . ’ .. ‘. \
- . l EXERCISE 4-1
1. DIRECTIONS:  The following are bebavioral objectives related to
changing a tire.  Sequence them as you would if .you were preparing’ a

lesson on chang1ng a tire. T ‘ > éﬁ

~
Sequence rthem by p]ac1ng the Number "1" by the objective which shou]d
appear first; the Number- "2" by the one which would appear second; etc.
- Be prepared to exp]a1n why you sequenced the objectives as you did.

~ (NOTE: For the sake of brevity on]y thé\performance part_ of the- objec-
tive is listed.) '

£

Student W1]] ,be able to: i : . , .

-~ ia

Demonstrate how to elevate the car, for removal of the flat tire
- using a tire jack.

«____ Close ‘trunk. J o .

A .
___Demonstrate removing the wheels. -

’ Open the trunk and remove the spare apd~other necessary items.

# ‘Remove the hubcap with a screwdriver.

!

Block wheels with‘wood blocks from trunk. *

___ Lower the car and remove the jack: . Lo

.~

Place tools, blocks, and flat tire in trunk.

___)Remore the lug nuts.

~

‘ . Mount the spare tire. ' ’ R
‘ Loosen lug nuts.

" 2. 'DIRECTIONS: Group the objectives below into _the units- in which they
should be taught. Some obJect1ves may not group 1or sequence logically;
find those that do.

’ ‘ A. Open and close intake valve.

B. Troubleshoot intake pumps. ~ ' : C
C. Adjust flow of—ch]orine.
D. Perform chlorine residua] test.

E. Troubleshoot distribution system pumpsi

F. Open and close distribution system valves.

e . _G. wr1te mainfenance work orders.

H. Backwash filter bed.

| Srialtes N
. . N N . .
- . M h LR T -
- B L
. . . .- - .
- . - .
P Pl - N
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vt

RO ~ SOME BASIC DIFFERENCES -
| BETWEEN METHODS AND MEDIA - R

‘ ’
. p ‘f’"“ -
METHODS , " _ MEDIA
Pl 4 H
N A prucedure or process for attaining an objective. | A channel of communication. - .
‘| Same method may be expressad by mm’;i% @ Includes hardware, such as projectors, screens,
different media. , ' ) tape recorders, etc.
Exainples: The demonstration method may - - ® Includes software, such as filmm, compute}
be conveyed on videotape, film, ) programs. .
or audio tape. ’ -
. - . : Same medium may be Usedte~convey several methods.
Programmed self-instructional T : 1"
' . 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 self-instructional
° N material.
- >D M
* 7
- “ \ ¢
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INSTRUCTIONAL METHODS

- Lecture ~ -
~ - Demonstration
\ . Discussipn. |

- Performance

-

1
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COMMON QUESTIONS REGARDING
INSTRUCTIONAL METHODS -

“Wht s It 2 Lo
Where 1§ It Appropnate 7 o
» What Are Its leltatluns ?.

Whatﬁre The Guudelmes For S
ItsUse 7. L e

-T2

L3

How Can. lts Effectlveness le
Evaluated ? - - ‘
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e . .

. .y N -~ ’
LECTURE METHOD '

.

4
-

DEFINI:I'ION: , A discourse givewﬁefore‘a class or an audience for in§truptional purposés.

<

.

. : N\

What are the Guidelines for Use? '
- ) s )
® Prepare an outline or plan in advance. ’ ~

r .

® Organize the material into meaningful topics to promote understanding.

f N & -~
- - @ Use visual aids td express abstract concepts or to show relationships.

N N . . . ) “
e Allow time for'a question and answer period to clarify points of confusion.
How can its Effectiveness be Evaluated?
P - A :
. ‘® Direct questioning.
‘ r
® Check tests. , )
. & Assumefrom performance or demonstration.
— e
Where is it Appropriate? . ‘
) ~, - . . .
® Early stage of learning. =
® Use in a formal course or in field-training condition.
e v,
“ ‘ N ‘
® Use if time is short and many. ideas must be presented. .
e Use'if number of instructors is limited and an instructor is responsible
*  for alarge number of students. . i ©
"~ 4 - @ Use with all types of courses. '
p /_..-\—_, . - - ‘ ' ‘-—" F ’- :
What are its Limitations? - T . \
* ‘e Limits student participation. The lecture can Become_ a “telling session”’
) " for the instructor. . N
. . - ® Checking student léarning prior t0.testing js difficult.
N 2 . ’ . \ “ . , .
) e Student attention and interest may wander. ° ) L ey
Y . o 1o
-~ ‘ - g, &t £L d .
> . N .~ e b ."A . }I ‘ ' ‘ . - \
;y ° PR * L. ‘
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DEMONSTRATION METHOD

P

DEFINITION: An accurate portrayal of the precise actions necessary to perform
’ - skills or processes. - . -

\ ® To set the standard of performance.

+Where is it Appropriqte?
. Use with oh-the-jobrcourse, a formal course or field-traininﬁ condition.

d ¢ Most useful in teaching motor skills, simple n'\anual skills or processes, and
foreign languages or other vesbal chains.

°

¢ To focus attention upon basic procedures.

.

e To provide overviews or set goals of instruction.
- \

> N

What are its Limitations?

¢ The demonstrator must be a skilled performer who i |s able to verbally explam
each step being demonstrated. This may require many hours of practice.

]

¢ Since the student doas not perform DURING a demonstration, it is dlfflcult
to evaluate the student’s 's learning. . -

4

What are the Guidelings 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 ¢;f the ongomg‘prdcedure
as it is being performed, Tell the “why" as well as “what" is belng performed.

Point out the critical aspects of the procedure.

rhe

e Provide repetition of complex operations. s ":

. Immodlately follow by supemsed practice. Ihmmedlate practice is not -
feasible, ask student to vor'bally describe the performance or process :

How can its Effectiveness be Evaluated? .
¢ Direct qumion}ng
° Porformanee' , :

o Check test Lo S .
- | 15]

e
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. -
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' S | DISCUSSION METHOD : R

DEFINITION: - Interaction between students and/or an mstructor in order to analyze, )
i < explore, agd/or debate an nssue topic, or problem. : .

°

Where is it Appropriate?
¢ Intermediate and final stages of learning.

* Use' in formal course or field-training conditions,

& < o ) _2%.

. Use as an extension of exrstmg knowiedge or to clarlfy and amplify )
familiar material,

-

. Use when students must learn to identify and solve problems and to frame
<"their own decisiohs.

.

.

~

s .
o Use when students need to be exposed to & variety of approaches, interpretations, -
and personalities.

¢ Use when teamwork issneeded.

£ “

What are its Limitations? : . -
¢ Time-consuming and limited by class size. . '
0\ Requires that participants h;ve sufflc:ent background so that they can talk
about subject. ' ‘ . ,
¢ Avoid using group di;cussi\ons in early ;tages of I_earning'; when new material is . N .

being introduced, since students ‘are new and inexperienced in the topic area.

. 4 o

'What are the Guidelines for Use?”

‘e Know the subject matter to be discussed. . - -

S ® Verbally outline the specific problem or issue or provrde a case study of the
) situation to be read prlor to the discussion.

* Call upon individuals to clarify, analyze, and summarize.

® Guide the discussion; do not lecturel ~ . ° .
4 * Be patient with group’s slow progress to understanding. _
. * Be alert to group's tendency to wander. |
* Use the Socrafic é‘f)proacrr.

.

o Make sure all students participate.

1" How can its Effectiveness be Evaluated? o _— B R
- o Direct observation. ' .15 2 . :

.+ ® Check test.
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= ' ; ‘ _ Overhead 4-8
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) /
‘ PERFORMANCE METHOD - - - | /

¢

DEFINITION: Stuaent practices, performs, and applies, under controlled conditions
and close supervision, the skills or knowledges which have been
previously explained and demonstrated. .

: P v

Where is it Apprxopriate? ’ .

. e intermediate and final stagés of learning. .
o Use én on-the-job courses, formal ;:ourse, and field-training conditions.
® To permit the student to 5pply learning to actual situations.
e To allow practice with job-similar conditions, under supervision and guidance.

e 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? . : o

e |tis time-consuming because students must be given the qpbortunif’y to
practice until they reach proficiency.’ RN .

‘o May require special 4acilities and equipment which may be expensive and
difficult to obtain. Once obtained, equipment must be constantly maintained.

e Usually requires a higher student/instructor ratio than other methods of instruction.

(] Rolé—playing may be discomforting for some students. T

What are the Guidelines for Use? - -
® Pian stud.ent skill development from the simple to the complex.

~ . e Provide explicit instructions for the student to follow when he is practicir‘19.
® Provide s'afet'y precautior;s for the pro;ection of the studeh‘t and equipment.

. ‘ ® Set up realistic work problems, degree of reali§m may vary with stage of learning. ‘

[PRA]

® Skili in group dynamics requi'réd to manage role-playing exercises.

How can its Effectiveness be Evaluated? . ) ' -

®. Group critique. -

# Direct observation.. : R . ] o

l{fC '-.,Evaanté w.ritt.en producté. . ‘ E

- . . ' - '



EXERCISE 4-2

. N . - - * /\
DIRECTIONS:. In each situation described below, check (v) those methods
which are most appropriate to produce effective learning. R
) 1. To teach someone the basic provisions of the SDWA.
a. Lecture
o b. Discussion -
c. Demonstration
1] ¢ ‘ X
d. Performance )
2. To assure that water suppliers learn how to reb]ace a pump seal.
a. Lecture . ) . ) ¢ )
. b. Discussion ' : . .
) c. “Demonstration ‘ - - R"
d. Performance : l . .
e . 3. Instructing a group of water suppliers in exB]oring possible tech- . . )>
niques to use in generating an implementation plan to meet the ~

requirements of the SDWA.
\ a. . Lecture -
b. Discussion
I LY

c. Demonstration

d. Performance

-~

4. Teaching a Jaboratory technician the steps necessary in the perform-
ance of a nitrate test.

a. Lecture ' ,

v b. Discussion

L]

c.  Demonstration : ' s .
- : d.., Performance

WA * > .
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Exercise 4-2 ~ -~ . . ' . -
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-

5. To assure that wateﬁ suppliers are aware of the pub]id notification , .
procedures required by the SDWA. .

© - ”

‘a. Lecture
b. Disgussion .
Demonstration *

~ ol L)

d. ‘Perfgrmance ° .

*
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LESSON TITLE: , .
Lesson 5. Selecting Instructional Media °

PURPOSE: -
o
To prov1de‘part1c1pants with def1n1t1ons of and the cr1ter1a for the yse of .
various types of med1a

.
s

TRAINiNé OBJECTIVE

GIVEN: -~ . . _ ) : i

1. A list of sample criterion objectives.

. - P O “ . = I < > 9
2. ExampV@s of training situations. .
3. ExampjJes of units of instructions.
4. Training objectives, prepared in Lesson 2. o e
. - N

b 4

- -

ACTION: - -
1. Participants will select .media to be used in specific applications.

.2. Participants will specify what media is indicated.

STANDARD: ’ ' b -

1. Media chosen will be appropr1ate to the objective and responsive to situationa’
constraints.

2. Will meet all of the standards set in the lesson.

-

. 156




INSTRUCTIONAL TECHNIQUES:
‘
1.. Lecture/Bverheads ‘

2: Group discussion
3. Performance/Application

PARTICIPANT MATERIAL: |

. Partigipant's Handbdok -

>

INSTRUCTIONAL MATERIAL:

1..30verhead projector
2. Overhead transparencies
3: Chalkboard and chalk

¢

TIME:

2 hours

ACTIVITIES:

1. Lecture/Overheads

2. Individual exercise/Review

s

~




INSTRUCTIONAL EVENTS

o

I EARLYSTAGE
' .
1. Lecture on general principles for choosing instructional media to optimize
Tearning will be described. .

-

- -

2. Lecture with overheads present1ng definitions of and criteria for the use of
various types of media. ' - .

e

Il. INTERMEDIATE STAGE .

Participants will-perform-an individual exercise in which they will have to
choose thg best medium for various instructional situations.

2

. FINAL STAGE
Tra1n1ng teams will: -

Specyfy media ‘for use for each of the objectives.

-
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| DETAILED LESSON PLAN . .
! ‘ — ” P P
Lapsed . © . ¢ . ) . Suppo
Time g Instructional Events ) . Materials/Ngtes *
' 1. Introduct1on. ) . s .
A Se]ect1ng Instructional ‘Media. - S S
' A - 1. You have learned about how 1ea}niﬁg
’ takes place, and the, different _
. . . Methods of instruction appropriate to
| different types.and stages of )
lTearning. It is not easy for the
instructor alone to always be stimu-
. lating and motivating. -The instruc-
tor can help faciljtate student .
lTearning by using the varidus types .
of media available. ?\ .
. , 2. +What are meqia?’ '
) v ' ’ a. An instructional medium is a Overhead 5-1
N channel of communication. Media
include hardware “such as ) ¥
projectors and tape reeorders, as .
- well as software such as- films
and tapes. . °
‘ ** b. Tnstructional media, whatever the
- . . form, serve only one purpose-- - |
’ i they are vehic]eséfor transmis-
sion of skills -an§ knowledges.
i ) | . 3. Why use media?
e - a. Common instructor éommenis:
, . 1) "Slide/tape presentations are
. , boring. They put the stu-
- . dents and me to sleep."”
N o 2) "Films are too much‘frbub]e.
e L s . ' “Those projectors<hever work i
' ' ~ v right. They are a waste of
. ‘time since I already tovered
. the material in the . -
*  lecture."”
. 3) Other examples. :
) - s b. Explain why instiuctors should
o use media. , . -
v : 193 : R

. . e - K
y ) 57 - .
¢ o
! gt
LN - . " B2
Lo steee e "(;f‘.{: 7R
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'DETAILED LESSON PLAN

Lapséd . Support
Time Instructional-Events Materials/Notes
1) Effectiveness of teaching can -
be increased by appealing to
© T . more than one sense at a
- time.
2) We retain (learn well enough
. to use later) approXi- ,
~ mately:
. a) 10% of what we READ. Overhead 5-2
o ™ b) 20% of what we HEAR.
c). 30% of what we SEE. _ .
\ -3) We remember approximately 50%
-of what we both SEE and
HEAR.
‘1E 4) Some things cannot be '
‘ understood clearly unless L 1
F they are SEEN. (Examples:to-
o, . be discussed later in this
. e . section.)
' 5) We retain approx1mate]y 70% )
. ‘ of what we SAY.
J 6) We retain approximate]y 90%
PN 'of what we DO .and SAY.
4. What are the. types of med1a
available?
* a. The five types of media involve |Handout 5-1
N the student to varying degrees
on an "active/passive continuum.
g ‘ Handout 5-1. ; R
- ‘ , 1) Point out continuum -on over~ .
head. T
2) Exp]a1n what 1s meant by . -
"active" and "passive. -
a) active--total active
olvement” due to the
o great interaction . Vil
¢ L between students and
- : . ) : medium.
- . .

_{];E(l(; : ’ : | . 575//11 -y
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. DEfAILED LESSON PLAN® - .

Lapsed \ - . ‘ : ‘ - Support
.Time Instructional Events s ’ Materials/Notes

b) passive--student merely «

hears and /or observes
¢ the message.
. - N M. \
b. Read names and definitions of
five types, as found on Handout .

5-1. o L G

-

c. Examples of five-types and Overhead ,5-3

" subcategor1es

1) Indicate that tutorial media .
wWill seldom be used in .
training water plant
operators.

2) Will be primarily concerned
with.

' a) Print media.
b) Visual aids. \\// BN

- ¢) Transient, media.

5. More detail on each type of media and [Handout 5-2° "
subcategories is contained ‘in Handout |(Job Aid #1)
5-2. Can use these mater1als as Job .
atds later. ‘.

~. a. Assess instructional conditions : ,
to determine the need for media. .

1) Ideally, trainees should
acquire new skills“inder "
conditions and with equipment '

- ' which are identical to those

: . they will encounter .on lthe

. job. The use of actual job

. g conditions for training, how- )

o -ever, is not always ] : P

feasibleds )

2) Whenever the use of al -

. conditions isn't feasible, ,
- , you will develop subst1tute
>~ situations. For example, Jou | .
might use a film to demon- '

strate a procedure, use a




. DETAILED LESSON PLAN

-

Lapsea )

Time Instructional Events s Matzrisl}; 7;;0[ es
IR series of photographs or
. “drawings. to show tﬂg steps in
. assembling a piece ofequip- -
- ment. These substitutes o
which bridge ‘the gap between »
training and performance are >
| I . _called media. ‘ -
*3) Convey abstract meésages. .
- “.g - ’ S y
:, b. You should use media to provide
substitute conditions if, you have 1,
a serious prob]em with any-of ’
\ thése considerations.
' A
1) Cost#:® .
.k <
’ ) Safety.
. . g — g
- ) 3)- Resources. -
- A
6. Which medium to chog§e7r o
: & " Now that you have determ1ned the
) »  need for media, you must decide . i
. - which mest appnopr1ate for accom- h ,ﬂ/
p]1sh1ng‘your obJect1ves. *
v b. 'Refer students to” Job A1d #1, ,
. ' .
’ . . vL ThLS éob Aid 1s designed to '
2 # present .the advaftages ané -
: ' : _' Yimitations of each’ of the
- ; . - . media,presented .
N - 2
. -'!'& v, 2) " Students an to review the \‘*>
. U AP Job Aid. Allow about fiye
o) e Ty Y minutes. _ . . v
) . ﬂ ,’*:’ SRR ¢ s .
'(b‘ v "y 0 GC Other factors to consrder when
: - - selecting a medium. . Tt
- t . & ; °
. : e 1) Class size: A 1arge class Overhead 5-4
B - +®™ reguires a med1up easily, ‘
d " e Jviewed by @J] e - '
e ] 2) Course time ava1]ab]e.. If{ “
. e _you have ‘30 minutes .course
R ‘.. time, you would not want to
R ’ " use’a 25 minute fitm, -= y
. « 5 o ¢ . -~
~ w‘ - r . -« - g ® — - 0'.
. —_ . . 1 - . ’
N : .- 57 -162. " ‘-
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(
v 7 ~ S
Lapsed L . ! _Support
Time " | « . ?"“'“'O“f'l Events - - |- Materials/Notes '
r3) Facilities available. Can . ) “’b
o ‘ the room be made daris enpugh . J |
to view slides? T . .
e % —_— A
: 4) Equipment available. Do you ’ -
— - have-access to an -overhead 4
" ’ progecfor and screen? ] L.
) - ‘O }.; 5 < .“ ‘&
. . 5) Funds available. Do you have 2
. L . _ the funds to purchase or rént B I N7
el the audiovisuals you need? - UEEG B
44}‘:'”' - - * - . -
. ) , d.» After completion, ask fo%ues- : . .
N _ - tions or comments. s i
‘: - . ” . -
. : e. -, Individual Exercise. = '
- ‘ TN B X
Tl ’ 1) Have students turn to Exere” |Exercise 5-1 .
ol - . cise 5}1 in Participant's . L=
; (\ . Handbobk. - oo s
. ‘ i ! . . ’ e
o~ . | ~ v . - .
.o “ 2) Read instructions aloud. . oo
t . - - P ' . " 3 <
. ) ., 3).- Allow 5-] minutes for - ’ .
. ’ R comp]etion o'f .the exercise. "
5 .
40 R 4) D1scuss~«answers and prov1de ) i . o
K P . feedback. - -
\ ' - . ’ N . 1 . k- 4 *
- ‘ <. 7. 'What are some’ sources of media? - .~
; ’ a. It is 1mportant that you know . Tk ‘
- ’ . - rwhat media and equipment are .
: o available to you in your area. N .

- e - ) v
- . b. Review Job Aid #2. . Job Aid #2 - o :
. . P - . L e ‘ N v ) ) T
2 .. 1) This is # partial Tist of | | .
—-- oo . - : . national sources of . | . ' _ N

’ ol ow . ’ insgructional media for '
v, * . /" ‘ . env1ronmenta»’l tra1n1ng et ' "

‘ ‘ e 2) At your cpnvenience, comptete (’ "

o - o -~ *%-  the remainder ofgthe form - . | ' 1=
ol .. = V... with names and phone numhers - .
: -~ b . of media sources in your : . o

’ ‘J > area. - ,; Jﬂ" ;‘

B 4 i 3 . - 4 .. R - ':—— . ' .

o “. 3) This can be wsed as a*future - . o

] . reference dfocument. - o . N
R ~ - N - - - - . l‘ ‘

R \). - '.,, “4‘;-:_" . 163' " . , . - \ ‘ X ~.
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- > DETAILED LESSON .PLAN - '
. L . . . .
l ~ ., ‘
t'. ' ~ Lapsed . . Support
: Time _ ) lnstructnon’al Events Materials/Notes”
c c. Ask for questions or comments. o
- , .
. ' 8. Two important points to remember when . .
. sélecting media. are:
i a. Determine the need for media. Overhead 5-5
3 . . b. Select the medium (media) to be . -
~ & used on the basis of the type and
‘ . . ) stage of learning. N
S . TR . . 4 )
. ' IT1." Summary. Review briefly the major points °
. concerning selection and use of instructional .
~ media. . ’ . . agl
® - 4 i v
: . IV.. Group Exercise. ‘
o ¢ . . . . ’ 4
’ A. Direct participants to perform, Exercise 5-2 -
- ' . Exercise 5-2. ' .
g B. " Have each group review the results of | ’ »,
' . each ‘member's contribution. - ' e
< ! . . —
4 ’ :
t. » * L
. AN ° R
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‘ situations.  Be prepared to discuss the reasons for your choice.

Answers for Exercise 5-1

Select the best medium to use for each of ‘the f0110w1ng 1nstruct1ona1<

4

1. You are to*teach a class of 30 opexators how to troub]eshoot & high
speed pump. / .

Which of the fo]]ow1ng med1a wou]d be best suited to teaching this
material? {Cheg¢k dne.) .

8" high cut-away scale model of a pump.

- overheads of various types of puﬁps.

___slides of pump parts.

v _wall chart diagram of a pump.

Py

2. You are to teach a c]ass of five people how to manudally thread a 16mm
prOJector. . . e

Which of the fo]]ow1ng media would be best su1ted to teaching this
material? (Check one.)

s % wae

L3
]

' . 16mm filgr on how to thread a projector.

Y __a '16mm projector®with film. .

a flip chart listing the .steps involved in manua]]y threadinyg a
16mm projectorn. s

et

a cut-away diagram of a 16mm,pre§eftor. ) v

LY -a

3. ‘You are to instruct a class oFB0 operators. how to resroute flow due
© .,to a failure in thé distribution system. Course will involve problem-
solving. sessions where students will have to predict outcomes

" resulting from act10ns taken to re-route flow.

Nh1ch of " the fo]]ow1ng media would be best’ su1ted to teach1ng th1s
material? ' . .+ {Check one. )

-

“16mm fiim on distribution systems. '

.

a wa]] mounted, stanﬁard size blueprint of .the d1str1but1on
. system, )

v _overhead, of a d1agram of the distribution system with overlays
for handmark1ng‘war1ous flow patterns. S, e

s]1des of var1ous ways | td.re-route d1str1but1on flow. .

. k65,
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d 7"  EXERCISE 5-2 4 .

©

INSTRUCTIONS: Using the objectives~you have written in Lesson 2, you are to-

' Jdentify the stages of learning involved, and select the method(s) and media
you will use in your plarmed course. ‘ ‘

~ hd

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.
——, .

- 7 )
Objective Stage of : ‘
Number . Learning . ‘S Méthod(s) Media
-
N

/

& .

-

TIME: You'wi1} be "given épproximate1y 30 minutes to complete: this task.

. .

%
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Exercise 5-2 . ,
Page Two

A
. Fd
' ’

Objective - Stage of -
Number Learning _ Method(s)

: Media

I ‘
¢ s
»
» /
'
¢
¢ [
.
4
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L
i
'
N s
7
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Y
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PURPOSES OF MEDIA

"« Act as Channel of Communications

» Transmit Skills and Knowledges by » -

Providing Orientation and Practice
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" Ovehread 5-2 {

~ADULTS RETAIN:

- 10% OF WHAT THEY READ

. 20% OF WHAT THEY HEAR

+ 30% 'o‘F WHAT THEY SEE =
. 50% OF WHAT THEY SEE AND HEAR .

=4 .

1

Y ’ .
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h ]
’
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. .

. FIVE CLASSES OF MEDIA WITHIN THE INSTRUCTIONAL SYSTEM o

MOST STUDENT - ) - LEAST STUDENT
INVOLVEMENT . . . : _ INVOLVEMENT -
1 . . 2 3 * ‘,4 s -
TUTORIAL ) ENVIRONME[\ITAL PRINT VISUAL AID - TRANSIENT
MEDIA MEDIA MEDIA . MEDIA . MEDIA
* ~{ Present programmed . Create an artificial Present or display.the Support the learning Realisticaliy present |
instructional materials environment-and entire VERBAL - experience by or display the entire .
which bear the total realistically stimu- printed discourse calling attention visual, audio, or
burden of instruction late the learner with littleorno - to or pointing out audiovisual instructional
© instructor involve- relevant properties message with littleor -
ment to which the student - no instructor involvement |-
* should attend )
'y .
»
& ; R ¥
e -’ ,
%% . . N\ Y .
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&
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Overhea.d 5-3

*

EXAMPLES OF FIVE TYPES OF MEDIA AND SUBCATEGORIES

l
; k4
J. TUTORIAL MEDIA 5. TRANSIENT MEDIA B
Programmed Text Audio: ' e
Learning Lab Radio -
Tape Recorder
. ‘ Record Player
2. ENVIRONMENTAL MEDIA AIDS Listening Lab
’ Simulator - -
Role Play Visual:
: Filmstrip (Silent)
. & . / -~
3. PRINT MEDIA = Audiovisual: -
: . Textbook : Sound/Slide Projector
’ . ) ) Television
Motion Picture )
4. VISUAL AIDS ' k
Graphics:
Charts
Diagrams o
Graphs ~ ’ -
Illustrations/Drawings c ' >
P.r\otographs / ol ) |
Exhibits: . - ' 5
- Cutaways _ B
Mock-Ups B C/v . <! :
e Projected Still Images: M _ .
' Opaque Pﬁjections ) -~
- Overhead Transparencies =, s /
K . Slides ' - -
. -




- JOB AID NO. 1

‘

. Summa{y of Characteristics of Educational Media Materials

MATERIAL

K]

ADVANTAGES

14
LIMITATIONS

Photographic
print series

D ‘/
1. Permit close-up detailed study at individual’s own pacing.
2. Are useful as simple self-study materials and for display.”

3. Require no equipment for use. .

. Not adaptable for large. groups.
. Require photographic skills, equip-

ment, and darkroom for preparation.
® .

*Chalk Board

* 2. Large surface area — good visibility.

1. Standard equipment in most classrooms.

3. Changes made easily.

. Advance preparation not always

.

convenient nor desirable.

. Stationary.

Bonterit written on chalk board is
temporary. 2

)]

Flip Chart

1. Easily prepared in advance

2. Portable. 4~ )

3. Ideas generated by students can be recorded and saved
for future reference. ~

4. Can be stored for reuse.

-~

- r

. Surface area limited — may cause™

Y.

visibility problems..’

. Cannot easily make revisions or

changes. °,

© ® NomsA w N

1. Can be%:;sked to illustrate: (a) close-ups; (b) key steps in
a progess: (c) hazardous procedures. -

. Require only filming, with processing and mounting by

film laboratory. i

Result in colorful, realustuc reproductions of original -

subjects.

. If making your own slide series, it

requires some skill in photography.

. Can get out of sequence and be pro-

jected incorrectly if slides are handled
individually.

. Not as dynamic as films or televmon

Prémrev‘whh—anvﬂfsmm-camera'for MOost USES.
. Easily revised and up-dated.

Easily handled, stored, and rearranged for various uses.
. Increased-usefulness with tray storage and automatic
projection. .
Can‘be co!nbmed with taped narration for greater
effectiveness.

May be adapted to group or to individual use,

presentations:—

2-§ 2nopuey
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-  MATERIAL . : ADVANTAGES j LIMITATIONS )
. Filmstrips ‘ 1. Are compact, easily handled and always in propér . Are in permanent sequence and can-
- * sequence. ) not be rearranged or revised.
2. Can be supplemented with qaptlons or recordlngs A CanPot illustrate motion,
. r | 3. Are inexpensive when quantity reproduction is required. 3. Are relatively diffiquit to prepare
. ° 3, Are useful for group or individial study at projection * locally — require film-laboratory \
) ‘ ’ rate controlled by instructor or user® service to convert slides to filmstrip =
e . _ 5 Useful in showing: (a) abstract concepts; (b) key steps form. - ;
in processes; {c) dangerous skills or operations.. 4. Commercially-produced filmstrips -
. 6. Ara pro;ected with snmple lightweight equipment. may not always meet your lesson’s %
. . objectives or the needs and interests
-, . . of your students. ‘. -
. i o - 5. They are not as dynamic as films. .
- A S =
' * - - . w. \ B . :
Recordings . Easy to prepare with régular tapé recordbrs. 1. Have'a tendency for overuse, as fec- ki
. 2 Can provide applicati®hs in most subject areas. ture or oral textbook reading: b)
. ‘ 3. Equipment 1s compact, pc\rtable, easy to operate. 2 Fixed rate of information flow.
. . &{3 *jexible and adaptable as erther individual elements of - .
. ¢ 'a‘ instructiog or in cpmbmataon with programmed materials. . o
T . » 5 Duphcatioh easy and economical,
. v =Y
F) -, .
» N - S e
- Overhead ’ . . t. Can present information in systematic, developmental 1¢ Can show motion only'_in a limited -
transparencies - - sequences LA 4 ‘ - way. >
' s 2. Use.snmple-to-operate projector with p\'esentatnon rate 2. Cannot project student’s papers or 7
) ‘ - controlled by jnstructor. » .. pages from books. \,' -
¢ 4" 3. Requnre only limited planning — materials can be pre- 3. Require special equlpment facvlltles -
? « O pared ahead.of time: and skills for more advanced prepara-
] 4. Can be prepared by variety of simple, inexpensive . tion methods {overlays).
) N <ol .
- & methods. . S
2 T , 5. Can be used in almost any classroom/laboratory. - ° -
. ’ - « 6. Can be used-in a normally lighted classroom. . -
. . 7. Particularly useful with large groups. P -
» . *'HP' -8. Transparencies easily stored for reuse.
w : ’ 'i:;‘%} . hd -\: ‘
» o . A . v
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. MATERIAL ' - ADVANTAGES . , LIMITATIONS - .
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©* Motiom Pictures 1. May consist of confplete films or short film clips. 1. Projectors not always easily accessible. N
\ o ;0 +2. Are particularly‘useful in describing mation, showing 2. Films are usually rented, which means
ta . S ‘« re!atlgnshlps, or giving impact to topic. you must order in advance, and allows
P » » o) eqe N
s < e Lt , 3. 8mm film reduces cost for materials and services. .~ no course flexibility. % /
5 -{ o © o 4. Are ueful with groups ‘of all sizes. o . . 3. Film projectors must be operated in . .
o . 5 Sound is easily 4dded to magnetic film. - ; a room which is almost totally dark.
.o . | s 6. May include special techniques for handling content 4. Not well suited to individual instruc- .
o Lo "é 7. Insure a consnstency m presentation of material. ) tion. ~ e
S . e * L . 5. Students may view the film as’ enter- . .
. . '~ ole . ] ; * tainment.” - o ! o
L] - S - . - -
. ¢ .
+ ~«Television and v ‘1. Permit selecting the best audio-visual media to serve ' 1. Do not exist alone, but are part of )
display materials progranrneeds. J - . total television production. .
, . 2. Permit shifting from one medium to another durmg ' 2. Must fit techmca! requirefents of
¥ . . 4 . program. by television. N
. 3._Permit riormally unavailable resources to be presented. 3. At times requnre rapid preparatnon of
* . T4 Playback eapability of video recordmg permits analysis - materials. -
“ . - of on-the-spqt action. 4. Some displdy boards are expensive '
: LI 5. New -type displaysboards provide flexibility in d|sp|aymg1 ) to make or purchase. .
. varlous kinls of objects and writing on surface. )
. - -
2 i . 4 - - “ . v
0 ¢ v N ’ < Y. ’ i -
Multi-image/ ™ . 1. Combine presentatlon of slides 'with other media forms 1. Require additional equipment and -
multimedia % . tor ‘presentations. o carefu! coordination during planning, . c
‘ . ' 2. Use photogribhs, sjides, filmstrips and recordings in preparation and use. . '
- w ) combmatlon forindependent study. - ‘ ‘ .
L. . .Q - 3, Prowde for more effectlve communications than a - ° . .
o - - " single medlum L . \ ‘ .
. ‘ x M ~
3 N
2 . . 'Y “ . e ' 4 . .
oo / . a ) * - . ‘ ) - %- . . \ ,
' ‘e . . o - .
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. e | 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.

'
N -
’

1. “You are te teach a class of 30 operators how to troub]eshoot a hlgh
speéd spump. . .

Which of the’ follow1ng media would be, best suited to teaching this ’
o material? (Check one.), . , .
_ 8" high gut-away scale model of a pump. ' '

overheads of various tyﬁés of pumps.
s1ides .of pump parts.

wall chart diagram of a pump.

1}

£

hd Q

2. You are to teach a class of five people how to manually thread a 16mm -
projector.
’ [ - ‘ -
Which of the“follow1ng media would be best su1ted to teach1ng this
- material? (Check one.) . .
. . . 16mm film oo how to'tﬁread a projector. L
o . . . . - .
a 16mm projector with fi'lm, ,
! o v a flip chart listing the steps 1nvo]ved in manual]y thread1ng "a
v 16mm prOJector . .
. . . /

___3§i? cut-away diagram of a 16mm‘projector.

~ .

. 3. You are to instruct a c]ass of 50 0perators how-to re- route flow due .
to @ failure in the distribution sysﬂém Course™will involve problem-
solving sess1ons where students 'will have to predict outcomgs

) sulting from act1ons taken to re-route flow. - )
Q ‘
: “Which of the fol]ow1ng media wou]d be best suited to tebch1ng th1s.1 - .
- ,« ¥ material? CCheck one. ) . , . T~
16mm -film on distrioution systems. o K - )
- - a wal]'mounted, s;andérd size blueprint of the qistribution
- system.f , . _ .t R
Tl ‘0verhead of a d1agram of the distribution system with over]ays ‘
d + for handmark1ng various f]ow patferns ‘ e
e ’ s]1des of var1ous ways to re- rod%e d1stribut1on f]ow. S
e - , < ; : .

. . . .
: .- * o . '
. ¢ . . . I - .
i b} . . < 181 4 , i X
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- JOB AID NO. 2
—e - , ‘ - » . toe ..
MEBTA SOURCES .
. A R N S
- ‘ . ’ f
e e B - ' °

The following 1s a Job Aid‘éesigned ‘to provide you with sources of media (both
printed and audro/visua) at.natio'nal'and, local levels. We have provided you with
information on four national sources. However, only'you can provide the names
of media sources in‘your. area. Some examples.of media sources in your area are:

. [N

Regional EPA Office .

- (x4
-

. - University or Community College Libraries

-

State Department of Vocational Education
A Y
. . R .' . ' ~
Colleagues-or Supervisors
%

You will be able to think of others.
“Complete this .job Aid by filling in the appropriate i'nforma;i})n for the media
,sourceésic))f your choice. This formCan be used as a desk refqrence, or b€ copied .

and distrtated to your local water operator instructors. .~ . :
" v‘
- ’ . R '
v
- ) : .
# - ‘

L2
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‘e i4 i '
. ‘ ¢ .
. ) R o
: . Job Aid #2 -
. . Page Two
! v e T _ 2
. ' MEDIA SOURCES , - ‘
o - \ . . cosT -
’
, SOURCE MATERIALS'AVAILABLE -
. Borrow/
. . Purchase | " R
. ent
v National Training & Operational Technology
| Name: Center (NTOTC) . ¢ ’
> « ' '
.t ' Address Office of Water Program Operations < Shde/Tape Instructional Units
U S. Environmental Protection Agency Videocassette Instructional Units Yes Yes
- “ * ‘Cincinnati, Ohio 45268 Fitms . Printed AlVs b
N S G - - Printed Course Unit - ‘ i
} « Phone No 1513) 684-7501 (Catalogtie Availdble) « "
‘, Person 1o Contact’ . €., .
i ¢ 7 ’ 1
ﬁ - . t""‘ e v
| Name Naugnal Technical Information Servicé | ) . : M :
. Addregs U. S Department of Commerce Printed Materials . Yes ‘-
: * 5285 Port Royal Road Computer Tapes "
| Springfield, VA 22151 - .
x ; \ {203) 5574650 {Catalogue Available) .
| || Phone No  (303) 321 848" ; . )
1 Person to Contact . . )
American Asgciation for Vocational - - a
E * Name:, Instructional Materials (AAVIM) % N - 7
: Address 120 Engineering Center Series of 100 Performance+Based Yes
; WAthens, Georgra 30602 Teacher Education Learning Menuals
| 3 " i
i . . B bY ‘ . - <A
| Phone No, . 1404) 542-2586 Manuals available indwidually or grouped as‘modules. \ - N
| Person to Contact -y . 4
E Name» American Water Works Association (AWWA) 1] b ' ' ¢
ft Address. * 6666 W. Quincy Avenue o . Course Peckages Yes .
‘ Denver, Colorado B0235 T (Printed Material and Audio Visuals)  _ A 1 .
: ‘ ’
| . * .
| Phone No': I ¢ LN
| Person to Contact c~ : - - )
| Name. . . G .
| Address. : . . T T
| . _ e . o
: . .
| . . : o
; Phone No.
. . »
| + | Person to Contact. 3 - [ . A !
\ - * P
. 1
| Name- : - ‘ " )
‘. . (Y - - L .
5 Address: R ,
- . N . R
3 - » ¢
| Rhone No. : ’
‘ Person to Contact’ ' t .
. . « . .
N . » . N
Name: ] o,
o | Address. . _ . L. .
| "\ :
-, ? ’
| * R , - 4
| Phone Nou:. ~ ) e ! L7 LN P T .
§ Persort to Contact: * . . - - .
. " P . o . P
S - T Ig , L
i y “Sush Service — $10 Extra . A 3 * .
O T . .
ERIC * * - o :
e T e T <ot s
| R - ‘.
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Y .
rd
. ° .
Job Aid #2
\ Page Three
) 4 C e / . pr i . P
- L ° . MEDIAX%%OURCES > ° -
- COST .
SOURCE MATERIALS AVAILABLE . <
. ] < Borrow/
Purchase Rent
| S P \
Name: . ] .
. Address: . : . . - .
ty = - - .- - - - : - - : e
Phone No.: ) _ .
- Person to Contact: . . ‘
7| Name: . . ) S
Address '
Phone No." . ' . ' . i .t =
) >+ ] Person to Contact: o .’ g .
~ M . I - ~ - 4
Name: ) . ‘ : ‘! . —- \
fddress. . ‘. . . . .. . .
\ . . . 1 “' .
.~ L4 .o - . ’
Phone No.: t < . .
Person to Contact ! , ‘ ‘
‘ Name: . . hd .
Address: I . . . ) . {
Phone No.: - . .o ¢
Person to Contact: ) , . . o < 1,
iName,: et .
' -Address: ’ U - . :
- - ~ P »
Phone No.: t - . . ) a -
.iPerson to Contact* . M ' . . ) ) T
Name: . . ' _
~ Address L M A
. . N s 4 ) . -
\ y ~ . AN .
’ I Phone No.: . . .- . L
. . N ’
Person to Contact. e . )
. Name:" > = o ,- ' . . . - - -
- Address: . - K - e . .o . -
. C e - - B . i} .
" Phone No.: . . .
" Person to Contaat: . L ) * '
P - - .
\)4 ] M . E ‘ ; . N . , \
ERIC A .o 184 L,
k ' ’ ' ‘ %i‘- oy : (.4‘
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Overhead 5-5

*

<«

é . .
POINTS TO REMEMBER WHEN SELECTING MEDIA ARE: . -

- < N

o DETERMINE-NEED FOR MEDIA.

*

-

e SELECT MEDIUM (ME'DIA) THAT BEST MEETS
COURSE OBJECTIVES. .

°




Lo\ ' . 3 " EXERCISE 5-2 . Va .

- . ¢ . ¢

identify the stages of learning involved, and se]ect the method(s ) ard’ media
b . you will use in your planned course. . .

.

PRODUCT: At the end of this exerc1se, you w111 be expected, to. have the
data below, with*topics sequenced in the order in wh1ch you expect to address

them.
d(’ r i N i ’—w
- . . » "
Objective Stagé of ’ oL
‘Number Learning < Method(s) - ' Media
— . ..
. ) \ ~
L7
, ) S o
° L
[3 : .’ 4 4 -
o e .

PN - ' S - K . ; /
“TIME:  You will -be g?Vgn approximatedy 30 minutes to gomplete this task.
° N | |
R L ' ® : AN

\ v

- o .

o3
!

3
.

~, )
INSTRUCTIONS Us1ng the obJect1ves you Have’ written in Lessdn 2, you are to

14 . . -
' . . . . '
. o * 186 2 <
‘ . i ¢ Mu . i
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Exercise 5-2 -
Page Two

Objective.
__.Number

3 .
.
.
.
.
* ¢
e
.
L 'Y v
.
i -~ ;
+
A
- ip
. .
.
.
v
>
.
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¢ .
»
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o
»
vy ot
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Stage oﬁ.

...~ Learning
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LESSON TITLE: ) o .
o, Lesson 6. Preparing a Lesson

.
POEEETEEN

Plan

N

1.

PURPOSE: . '

. 4 )

To provide guide]iﬁés for adapting predeveloped materials for tréiﬁing use.

‘12, To familiarize participants with the hece§sary elements of '‘a sound instructional
" lesson plan: to provide. the skills and knowledge$ necessary to prepare actggJ
lesson: plans. , o . )
4 L ) ' ‘ ' (' :a
TRAINING OBJECTIVE .
GIVEN: o , T
1. Instrucgor-asked‘questions. S : . ‘ S
2. .Sample lesson plan segments. : ' N ' .
» . \ ~ ’ = - >
ACTION: R L -
s -
1.

Be able to'Tist.aspects of predeveloped mate

rials to be considered before. including
them in the design of new materials. K ' s -

. . . '
2. Critique samples of a lesson plan andi?d;nfify their-weaknesses. .
- , «N . . .
’ - 34 (’ . . &
S T ‘ ¢
Q b -
. . . ‘, ” . -
e ] . a - - Y . R
./ . - - : . ? © ~. " o’ i + . -' ,
\ﬁTANDARD:' 9 - L. ’ e .
1.-¥ist at least four considérations .including the two mo3t critical considerations ..
L - . B e .
2. 'ldentify 90% of the sample lesson plans weaknesses. . o ma Lt
- . . A z,-- ..’..2; "$
- i . o~ b -
. : Do " A
' , . - o o0 L R 1
‘ - v *; . 4.' -t "
\‘J‘ < L) 4 4 "
* K . - 6"’] h )

2




S

o’

. o i 3 ~
INSTRUCTIONAL TECHNIQUES: ° ’ >
1. Lecture guided discussion N ’ R .
2. Group exercise . - . . )
3. + Review - - - -
* -~ . -
* .' o ) ’ \. -
- . N, . d B '
T TEIN A
PARTICIPANT MATERIAL: o INSTRUCTIONAL MATERIAL: & , " -
1. Part1c1pant s Handbook, - — th -+1ip chart/8lackboard- — - -——f —
2. AvaiTable 1nstruct1ona1 resources 2. Ovérhead transparencie,s/projector
. ¢ . = .
.77 R 1
s ) i
REFERENCES ’ . _ A
S g . v _
, s ~ . v . i . - . .
A . ”, '% .
. 5 - » - ’J:d
TIME;, . ACTIVITIES:  &° S o L. A
- a J o » -~ . -
2 .hours R 1. Guided d1scuss1on to establish the - T .-
* . - criteria for a good ‘lesson plan. i
. , 2. Reyiew lesson: plan, forms quickly.”
. L o . M3 Graup exercise--critique samp1e .
o r L0t TR 41 . 1ess@n plan segments/Rewew S
- . ‘v . R . b @ .
. R . : o e
. . . : . . o R )
3 ’ L . .
P . -
K / . ‘ -] . ‘L . et
) Q’ - ‘[ X '
. 1oal — — - —ee T N
= . T30 & . :
. , 6-2 L, .
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. - . INSTRUCTIONAL EVENTS

I. EARLY STAGE
. 3 * - -
S R Y Lecture/D1scuss1on of aspects of predeveloped tra1n1ng matema]s to be considered
- when reviewing instructional reseurces. i .
-
- - -l2. Lecture/Discussion reviewing the format and content of an Instructor Lesson Plan..
\ .
. ) ‘ ) .
”, - )
e - * .
— =
;e Il. INTERMEDIATE STAGE )
Critiques sample segments of an Instructor Lesson Plan to determine .weaknesses.
- »‘ A L4 . ' * .. .
i . ! .
\ @ ¢ . - . .
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. DETAILED LESSON PLAN .

Yy
1
A4

3

v e

9

. Instructional Events -

- .‘Support ;
,Materials/Notes * -
S

4.7
.,

F g

$

I.

.

" B.

o

[t

- r —

Introduction.

A.

,,- piete lesson ptan.

_Deve19pmgnt.

‘A.

« 1.

‘ iapes)

Que§t1on

a.

C.
d-
. e.

f.

B. Once you have estab11shéﬁ which resources
“Tare available resources, you are ready to
_begin to write content to accomplish- the

The focus of

13

SRR}

’

M ip chart.
-cons1de?atf6n of:"

What con51derat1ons shd%}d
be made ﬁefore adopting the ‘use,Of

. @ny pre~deveToped material®? s Ledd |-
d1scus§1on and <record 5yggest1ons on °

D;scuss1on showrld y1e1d

1

Ava11ab111ty

“training obJect1ves.

mater1a]§-dev

op="-ment .is upon the

Th1s*sect1on will;

‘

D1scuss the actua] preparat1on of
materfal~ to support training design.

Prov1de pant1c1pants w1th the’ skills-and
“ knowledge irvolved in prepar1ng a cqmn=- »

- e am

%

5

Cgpynigaf considerat

v

Rei?ga,of matérials may result in changes
being made to your “original training

design to..accommodate the use of avail-.
able resources. ’

“Available resources may include pre-

: deve]oped curr1cu]um packadeés,
& - visual’ presentet1ons (films, video
s]1qes, texts,~etc.

. Appropf1at§ﬁe§§ to accomp]lgthg
~. the trater1on objggt ves.,

\ bew Approprﬂateness "of mgfﬁﬂnl w1th
b resgect to 0pt1m121ng learning.

>

Cost'con;ide(ations" T

13ps

Appropr1ateness to ‘the aud1ence/
fac1T1§y “and course/c1ass time.s™ "

lnstnuctor s Lesson Plan Qi}P)
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'DETAILED LESSON PLAN

* Lapsed

Time

\ -
Instructional Events -
AY -, v‘

Support

. Materials/Notes

.
[

-

_C.

Lesson Plan Format. These pages specify
exactly what will take ptace in the
actua] training. Review entrjes of

' suggested Lesson Plan Format fourd in
Overhead 6-1. “ . )

~1. Emphasize that these are suggested
formats,x d,part1c1pants are free tq
choose any‘nther format.

~

A
- 2.-eTake particular note of the three

Dl

parts of the training objective that
are included in the first page.

"3. Review entries on flip side of first
ILP page. See Overhead 6-2.

"a.. May wvant to. give roughptime- .

estimate at this point.

b. Instructional material includes
equipment requirements.
'@ - .

4. Review.entries on second ILP page.
= See OvePhead 6-3. ~

) )
>

a. Purpose is to increase awareness
" of the stages of learning and
> .—_finstructional steps which may

support learning.
eb. Reydew the instructional methods

which best support each-stage.

5. Review'entries on flip side of second

ILP page on Overfiead 6-4. .

as "Support Materials" column indi-
cates where materials are
actually used.

b. This column also ipcludes any
. references to pages in partici-
pant! matérials.

Leesoﬁ Plan Content.

. The actual: text that is written.for
the "Instruct1ona] Events”" column of
the ILP is entirely up to the

Overhead 6-1°

" Overhead 6-2

Overhead 6-3

Overhead 6-4

Ri
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DETAILED LESSON PLAN

Lapsed
» Time

_Instructional Events

Support

Materials/Notes

%)

I11.

instructor. Many people are com-
pletely confident with the out11ne -
form, such as:

[Go to.the chalkboard and 1is£?5\\

»

’

1. ‘Lecture.
2. Denmonstration.. N

AT

3. Biscussion. . “
e

P4
»

4, Performance.

. * Others prefer a more deta11ed out-

line, wherein they mi h; list defini-
t1ons, advantages and“disadvantages,
applications of the %mthod etc. No
firm rules can be made because of
individual differepces. There dre,
however, a few guidelines-that can:be
gsgd.' These are gpown\pn Overhead"

a5
1. Introductihn
2. Body of. Up1t. -
"3. Summary. a ' .
[Ask for some examp]es from the greup
of hew they might structure their

lesson ﬁ]ans.]

Exercise 6-1. Instruct participants to

review the mater1al§ and instructions for~

Exercise 6-1. , y

1. Have each group _put their responses
on their team's flip chart. e
LS

2. Review group answers.

Summary. >

A.

Remember that the 1§we1 of detai] used in
an ILP depends entigely upon’ your
instruc¥ional "style," and level of,
conf1d nce ,in the mater1aﬂ Where an
inst? tor "knows 1t well, he/she w111 be>s’

"

PR

, Y
Chalkboard ahd
Chalk.

Overhead 6-5

Exercise .6-1

Flip chart.

1;

- NE
B

"
- -

¥ .
- >
S-' o0 *3\1 93 ko
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. DETALLED LESSON PLAN. |
! / :

.

&apsed

“Time

t /4 N

TInstructional Events

-

3

Support

Materials/Notes

f
comfortable wiGh an qutline form. When

the materials is. new, or the person N

writing the ILP-will not actually delive

the course, the level of detail should bet"

much greater. =

‘1. In such instances the developer
should 1jst 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 “om target"
- training.,

B. A detailed lesson plan helps you get . .
straight on exactly what is, being taught
and pxovides you the opportunity to

_determine whether the lesson objectives.

/jii/;eguaily‘accoﬁplished. .o

.

A

PESSTITN
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Note:

s

7

of the Lesson Plan are

Qo e

ol

ANSWER 'SHEET FOR CXERCISE 6-1

{
*

on these answer sheets.

A1l additionhs and iiiiect1ons that shou]d ‘have been made the portlon

.M

. - L4 ’ .
v - ) T LE Stpport -
Time Instructional Events 7 Materialy/Notes
(— R
Y (:Eg;l?troduction or Transitiop Statement:_’_) ) T
1:00 . Public Notitication Requirements for Commu-— *
nity or Non-Community w;ltor'Syqt(-mx:. ©
Ao Paint out that communily] witer systems
arg defined as those publlic waler systems |
4 which have 15 connect)ion.&‘. or serve Z)‘ . |
. } . persons. ) L . X
| . . - ls
B. Point out that (‘nmmunlty water systems 1 Lo
will/Zbe doing much more in thc way of R
public notificalion than will non- I - o,
. ) cummunity water systems. ' :
‘ ' — References ko
; ( QUESTION: Why will this be try2? .| pages “in
( A SR . art1c1pan€ S
- 1l. Characteristics of Good Public Notification. Handbook.
, . P
' A. Review the basic elements of “public noti- 3
fication, using Overhead I1i-1. Ii-t, ° ;
. - ¥
, . ! :
' - B. Review characteristics: of good public , - ’
. ) / notification. y v, )
‘ . Attention-gettingvqualities (for. Overhead -
reader or listener). / [re-2. =
T . ' )
’ EXAMPLES:* For reader, use color, 1arqe typé\\ R ’
o , For listemer, use author1tat1ve S S
Sty]e. ,‘ | )
' - I
® 2. Clear, concisey, non- teduuml writing| Ovérhead | .
\ style. ) . 7 ELI=-3. . ¢
Y I A el . E
. - - LR | h
0 ° - oL
> o ‘ ¢ "
\ . . T
\ .,8 ° ° Qc\ v
‘ ABEE ! -
. L L4 *
s o . . ~ »
. o ‘. &
ERIC 195 L
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Ans‘,wer Sheet for ‘Exercise '6-1

DETAILED LESSON PLAN

‘ Instructional Fvents

Support
Matcrials/Notes

3.- Appropriateness to the ethnic, cul-
“ tural, religious, and educational
backgrdound of the consumer.

4. Completeness of the information
offered.

5. Presentation which does not unneces=

sarily arouse anxiety (fdr reader or
ﬁnou

listener). :
C. Demonstrate by writing a brief notice in
the suggested” format and structure.

@:tration steps should be specifi%

. Summarize the key points of ‘this lesson.

@ts should be m

Ve

what ‘kinds of 'words arouse
anxiety? \ .

. ¢
T - -
~
«
.
+
¢ e
‘
.
.
°
N
. .
4
4
L4

Overhead
111-4.

: f
Overhead
[11-5a

Page Two
. g !
. 1., Time
- ’ ) *
. ¥
@
. .'
o
)
v .
Al
A
u
-
\
LAY
\ .
)
.
i . v .
m‘ \} « N
\ WJ:EEE
A P
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Answer Sheet for Exercise 6-1
Page Three

LESSON TITLE: \y ;
II11. Notification.for Community and Non-Community Water System

PURPOSE:

To provide the part1c1pants an opportun1ty to des1gn and eva]uate public notifications
for SpECTfIC v1o]at10ns in communlty and non-community water systems.

~h

A G 4

;D f o TRAINING OBJECTIVE .

GIVEN:

S

Detailed description of violations and the affecteq.consumers as well ad the
cri ter1a which the notifications must meet.

ACTION:

_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 for a newspaper, and (d) press release for broadcast
media. ' , .

v A S

The part1c1pant will evgluate the effectiveness of a notification prepared by anoiher
part1c1pant “but of a d1fferent type than developed by the part1c1pant.

-
»

A

STANDARD: The finished not1f1cat10n(s) generated -by the participants must meet.
the following criteria: . : '

a. Attracts the attention of the 115tener or reader.” .

b. . Is encoded in a non- -technical ‘language appropriate to the ethn1c cultural,
religious and/or .educational background of the consumer.

c. Conveys all relevant information regarding: who, what, the authority, the
regulations -involved, the héalth significance, act16n be1ng taken, and the
actiop the consumer should ¥ake. °
Is presented.in a manner which does not unnecessar11y-arouse the anx1ety of the
reader or listener.

Is formatted and structured in a manner appropriate to the medium 1nvo]ved and

designed to facilitate the perception by the consumer of critical elements of the
messa ‘

et§ requirements set forth in the Tawer

—

L]

a




Answer Sheet for Exercise 6-1

Page Four

~1)
2

1A

INSTRUCTIONAL TECHNIQUES! _

Solf—study”
Lecturc/overheads -
Group discussion

-

4) Pegformence/application
T\

1)
2)

PARTICIPANT MATERIAL: |

Pens and paper
Participant's Handbook

1)

2%%__§gmple notification(s)

3) Overhead projection

INSTRUCTIONAL MATERIAL:

Overhead transparencies. -

©

Day I - 4 hours

1) 1:00 - 1:45 Y
2) 1:45 - 2:15 .
3) 2:15 = 3:00 . ,
- 4) 3:00 - 3:13 - )
C5) 3:15 - 4:1% . e \ 5)
6) 4:15 - 4:30 - \ 6)
°7) 4:30 - 5:00 . . . N 7)

¢

s i for notification

3) Mesign of notification
4) Break

Discussion
-Lecture/discussion
Case gtudy

$
- -3
» .
REFERENCES: y . . ‘
1) Sample notf[icﬁgaon(q) \ .
2) Readings in Participant's H1ndbook .
3) Criterla
s -

TIME: ACTIVITIES:

1) Lecture/overheads on requirements

2) Dbiscussion of sample cade

~

.

6-11
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Answe; Sheet for. Exercise 6-1
Page Five .

INSTRU%NONALEVENTS

I. EARLY STAGE s

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 critdria in the objective. The
instructor will summarize and discuss £he important characteristics
of each type of notice and how they should be written and' formatted.
. \

s

1. INTERMEDIATE STAGE

-

Using a sample casc, the instructor will present a notification for class
discussion. Suggestions will be elicited from participants regarding

format, language, otc., suitable to, the consumer population being addr€ssed
iof the sample case.

\

- .

»

Hi. FINAL STAGE | |

Sa;uplv cases will be assigned to participants, and ecach participant will
develap a notice for a given violation/cxemptdon, Participants will
read notices and critique and discuss them, using the established criteria,

A gample of a non-community pubiic notification cage will be discussed as
A b i
a group.

N o

Ao providea by enic
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LESSON TITLE:

PURPOSE:

ACTION:
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. DETAILED LESSON PLAN

X
. g{_
Overhead 6-4

Time

)l-.

&>

. Instructional Events

Support L

" Materials/Notes
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Overhead 6+5

o S

GUIDELINES FOR CONTENTS OF
“INSTRUCTIONAL EVENTS” COLUMN

/
INTRODUCTION

Usually begins with a transition statement that leads from prior material,
into topic to be covered. :

BODY OF UNIT,

Contains outline of all major points to be made in lecture or discussion.
If instructor will DEMONSTRATE, contains steps to be followgd in
demonstration, particular items to be noted, etc.«

) - v
Also contained here will be specific statements to be.made, such as
directions, quéstions, or cautions. '

t

ES

SUMMARY

1]

This final section restates the points made in the unit, repeats the con-
clysions reached ih the group's discussions of each point, and clarifies,
any issues that were debated. ‘Always closes with the request for any
discussions or comments before goingon. o




: . © EXERCISE 6-1 -
Instructions: You are asked, to critique, as a group, the attached portion
- of a lesson pkan for c]arlty and ease of use. You are to assume that this™
_.has beén wrifien for a know]edgeab]e instructor} familiar with the provi-
.= 77 sions of the SDWA. e '

aa " 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.”

& P » ‘
. A .
. < ¥
" Products: As the prbducts of thlS exercise, you will be expected to rev1ew '
the lesson plan: ) . .

2 . \

1. Note where items are missing on the first three pages.
2. Add a question'and an example that could be used in the lesson plan.

- You may write directly on your workbook pages.

Tlme You and your group are expected to finish the above tasks within 15
m1nutes

3
»n

<
‘ N
4 - . . : - ‘ -
LY
- h s . )
’ v
A
' \ \

/ \
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Exezéise 6-1

Page Two ) . . -

LESSON TITLE: e - ) R S
, ITI. Notification for Community and Non<Community Water System '
PURPOSE: <o

To provide the participants an opportunity to design and evaluate public notifications
for specific violations in community and non-community water systemss '

s

.
-J‘\b ¢
.

TRAINING OBJECTIVE

GIVEN: . _ ¥

- - - -,
- . A AR

3 9 * s S
Acﬁg 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 b111), (c) notice for,aanewspaper,»aqp (d) press release for broadcast

med1a. )

The participant will evaluate the .effectiveness of a notification prepared by another.

participant, but of a different type than developed by the participant.
EY ¢ < ) \l

. o

a2

: — -
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,
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 arousé the ankiety
of the reader or listener. . .
e. Is formatted and structured in & manner appropriate to the medium involved and
designed to facilitate the perception by the consumer of critical elements of the

message. "
20

.- Yo

Sy
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v Exercife6-1
" Page Three

INSTRUCTIONAL TECHNIQUES:

~

> . 1) Self-gtudy . .
: . 2) Lecture/overheads K .
!
~ N S
- 4
PARTICIPANT MATERIAL: A INSTRUCTIONAL MATERIAL: '

. .
1)+ Pens and paper
2) Participant's Handbodk -

1) Overhead transparencies
2) Sample notification(s)

' - » -
T ’ - = <
REFERENCES: - . ~ -
‘} . - B
1) Sample notification(s)
\V/)Z) Readings~®in Particfpant's Handbook
~3) Criteria ,, )
) - e N
TIME: * ACTIVITIES: *

Day 1"~ 4 hours —_

N 1) . 1:00 ~_1:q
2) 1:45 - 2:15
3) 2:15 - 3:00 {/
4) 3:00 ~ 3:15 b
5)" 3:15 - 4
6) 4:15 - 4:30
7) 4:30 - 5:00
7 N -

A

-

1) Lecture/o!erheads on requirements

. . for nqtification
2) Discussion of sample case oo
3) Design of notificatidn
4) Break . M
™ 5) Discussion
6) Lecture/discussion
7). Case study

L

208




Exercise 6-1
Page Four

~

INSTRUCTIONAL EVENTS

I. EARLY STAGE S ‘ '

The participant will have readd material before coming to class which
describes and discusses theory and pgactice regarding how to convey ° N
in}o«eration 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.

i )

1J. INTERMEDIATE STAGE o

- : 4 ¢
Using a sample case, the instructor will present a notification for class
"discussion. Suggestions will beyeliciged from participants regarding
. format, language, etc., Suitable to the conSumer populatigh being addressed

in the sample case. .
4
) -
LN Ty !
> . )
~ L ( .
' e3 i
> . e Fe | T
11l. FINAL STAGE c ¢ :
Sample cases will be assigned to participants, and each participant will ’
develop a notice for a given violation/exemption. Participants will .
, ‘ read-notices and cri,,tique and*discuss ‘them, using the established criteria,
A sample of a- non-community public notification case will be discussed/as
* a group. - % . -
’ .
- -~ ¢ f,
O v/z h .
. L]
) - > . -
' -
L < -
~
rs L J
o A .' )
J » :




Exercise 6-1

Page Five ' - N.
DETAILED LESSON PLAN
I . IE , Support
Time o nstructional Lvents Matcrials/Notes
1;00 I, »Pubiic Notification Requirements éor Commu-—

nity or Non-Community Water Systems.

5 A.  Point out that community water systems
are defined as those public water system$
_ which have 15 connections or serve 25
- persons.
\
B. Point out’ 'that community water systems

will be doing much more in the way of
i | public notification than will non-
community water systems.

II. Characteristics of Good %Pblic Notifdication,

A. Review the basic elements of, public not i-
fication, using Overhead III-1. e

Review characteristics of good p}blic
notification.,

B.

B
Attent'ion—getting qualities (for
reader or listener). .

1.

'-« ) . ”
Clear, concise, non-technical writing
style. ™ _
%;& N
3N cAppropr1aten9ss

. turai, religious, a
< background of the cons

o the ethnic, cul-
educational

4, Completeness of the information
ha N

offered. - )

Presentation which does not unneces-
sarily arouse anxiety (for reader or:
— listernek).

5.

-

3

C. Demonstrate by writing a brief noéice in
the suggested format and structure.

111. Stmmarize the key points of this lesson.

1

P
.

=
Overhshd'
II[_l.

&

. Overhead
I11-2.

Overhead
III-3.

Overhead
I111-4.-
\

Overﬁead
. ILI-5,

w‘:'- \ e
&
el
K4




LESSONTITLE: - - . ~ s
' ' ~Lesson 7, Preparing Simple Visual Aids

s -

et

PURPOSE ‘ . ’

‘To. provide part1c1pants with the skills and knowledges which underlie the preparation

R

of .audiovisual aids.

o

TRAINING OBJECTIVE-

4

GIVEN: . | . N

| Sample audiovisual aids

ACTION:

Identify those AV aids which meet and do not meet established‘criteria for "good"
audiovisuals, and wﬁ(.- . .

~

STANDARD . ' . -

Correct]y 1dent1fy "good" and "poor" AVs, and be 90% €orrect in describing how' to
1mprove inadequate AVs. ,




INSTRUCTIONAL TECHNIeQUES:

1. Selfiinstructional reading
2. Group exercise/discussion

. . N

r

i
|
|
[

PARTICIPANT MATERIAL:

INSTRUCTIONAL MATERIAL:

1 Se]f—1nst¥uctlona1 readlng

2. Slides/projector

3. OQverhead’ transparenc1es/pr03ector
4. Flip chart . P -

Note: Séecia? prepgéaiibﬁ is required
of ingtructor. - .
. ; .

~
C -

|
i
i
!
|
1

REFERENCES: -
Kemp, Jerrold E.

i
¢ - ‘ |

Planning and producing audiovisual haterials (Zﬁd ed.): 3crdhton,

PA: Chandler Publishing Company, 1968.

. N

. TIME:
2 hours

ACGTIVITIES: )

1. Se]f-instructlonal re& 1n
2. ‘Group exercise--critique AVs
3. ‘Summary At

)
i
o,




0 f,”‘ - ]
: ~.
; . X A ) L : . . > “.::
X S -|NSTRUCTIONI{L‘ EVLNTS; . \ . . ;
— —— : :
I. EARLY STAGE Tk T « =
. | ( i
Self-instructional reading on different types-of media _ P l
\ . ’ . - ¢ = )
. | . ; . a_ N
A} - - - ({‘ °
LN * * A

Il. INTERMEDIATE STAGE : e ~ i : )
Group exercise on evaluating specific AVs - . ‘ s
a . . .‘ C . A . .

A -
. "\ ) -
HE FINAL STAGE " ' / .
R y Summary and cri tigue of exercise products -

——t

~
R - 73N
&
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DETAILED LESSON PLAN

Lapsed C Support
Time 4 Instructional Events Materials/Notes
[. Introduction. -
A. Direct’participants to Se]f-Instruct1ona] Self-
Reading #2. Instructional
Reading #2
P 1. Indicate to participants that there _ : 4
are questions throughout the reading,
and that all answers are contained o
y in the text. You will not review
each question.and answer. )
¢ 2. Have participants read the assign- ‘ .
ment, allowing at least 15 minutes.
- 3. After completion of the yreading, ask -
. for questions or comments.
II.” Development. i
) A. Ask group to turn to Exercise 7-T.
1. Review 1nstruct1ons on Exerc1se 7 1. Exercise 7-1
2. Have part1c1pants use the scales to Media Evaluation
evaluate media samples which you have |[Sheets o
prepared in advance according to the
directions found in Exercise 7-1. g .
Participants are to write their TR
answers on the-Media Evaluation ; v
. Sheet. / P
. 3 e Y
. 3. Discuss the results of the ) <
evaluations. for each sample, and . &
provide’ feedback *
- ' - . 1/
IJ;. Summary. S \
) A. Three categories of media covered here ;
were: ' )
1. Self-prepared. - : )
. N . N . . i
4 2. Obtained from an outside source. a =
; 3. Part of a pre-~ deve]oped training :
program. _ 2 . P
- " *i' , \- . \-/
14 L . .

. 7-4, ®




&

¥ i
DETAILED LESSON PLAN
Lapsed Lo - Support
Time Instructional Events Materials/Notes
-, ’ L - . r
B. Stress the importance of knowing:.
“1. The specificatipﬁs for®a finished )
product. - : \
’ 2. How.to preview/review media. .
Y , .ot
5 - "\-
3 <
. s
- o 3 — __~ éL g
' : M 2
. ! - v’:‘f/.‘ ‘
il
, A , v .
% g‘\\: (1./:) ;’;’
< | |
-~ ‘
?
~/
’ o - - 3 - ‘
. a8 . ) -
» ’ ) ‘
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"; - : - - ) ) . -_ 3 .
coL ‘. * EXERCISE 7-1
. . ot Instructor's Guidelines
\ »
‘ Pr%rat1o‘m fOF/E/X'érCi\Se \‘ ) R ! S o

-

- iy
Certain steps must be taken by you, the instructor, to assure that the.
- participants- gain necessary information from Exercisé 7-1. These steps are
to-be done within 7-10 days before the actua] conduct to aeigre,that your
mater1a]s are ready o ~

) : Your respons1b1]1t1es are to prov1de at least one sample of each of’ ‘the
fo]]ow1ng A\

.
3

"1. Flip chart o

2. Overhead transparency

3. 35mm slide

These samples you prepare must be deficient in some way(s), to give the
participants—an opportunity to evaluate them. If you choose, you cam use *
more than one sample (perhaps a few good and a few poor) and reproduce the
Media Eva]uation Sheets. Before using them, however, each sample should be
evaluated by you and at least one other experienced instructor, to assure .
that you know what rat1ngs to expe;t from the participants. .

In addition to B?egg;;ng the samp}es, you will also be responsible for
assur1ng that the necessary equipment (flip chart easel and projectors) are

in the classroom and ready for use when you conduct the exercise.

Exercise Conduct

k%

The eteps to be followed in this exercise are:

1. Explain-the instructions and be sure the part1c1pants
understand how to use the Med1a Evatuation Sheet..

~

2. Display each sample, and a]]ow participants sufficient
time to enter.their ratings on the sheets. - ) - ..

3. QReview their responses at the end of the exercise, and
iscuss any/all disagreements. .

¢
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EXERCISE 7-1

Media Evaluation Sheet

"2
= 4

samples provided by your instructor. Place a check (V)

record your ratjng of the sample.” -~

~ s N

)

Please use’ the fallowing sca]es:to,faﬁe the specific dimensions of media

oh-the scale to_;j

X -~/
oo . 1
o FLIP_CHART .
R .. ) Poor Adequate -  Good Excellent
1. Legibility’ v
' 2.: Use of color, ’
-3 " Letter size .
s . - — . . Pl _—— —_— \
4. Word spacing , S ‘
5. Line spacing . - - g ' : .
6% Overall quality T
" [OVERHEAD TRANSPARENCY| re
. <
. Paor Adequate Good - = Excellent °
B N )
1. Legibility
2. Usé of color
. L - —= —— E—
3. Lletter size o .
ord spacing ) . ' . 5
P — . — ——
I ine spacing . .- < Nt
’ ~ L -
R 7-7: 17 s -
. 12

Lt
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e

-

- 1. Focus j\\\\" -

2., Exposure (1ight or dark)
3. Visibility e

¢

4. Accuracy of representation
5T O

\\,) ‘5-/’U/era11‘qua]ity

.

« v
.
R
.
.
.
.
-
,
’ Fi
. s
.
.
-
.
.
- -
L
.
oo . .

-~

'tmc o

-

wza...- -
. 4 '
Nl . [ . - 45

.

Poor. Adequate Good
.4

&
5

Excellent

s




Answers for Self-Instructional ﬁeadigg‘#Z

As an instructor, you will encounter three categories 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 ydg
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.

‘o ” |

3

-

. Category 1 . ¥

Media you can easily prepare yourself are:
. flip chart.
graphic illustrations.

» overhead transparencies.

L]
v

. 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 instrument's and techniques.

You should use ‘dark colored, wide-tipped felt markers on a fl#p chart.
Do not use pengi]s, 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 chetking if your writing is legible.

" How 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.
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e Answers for Self- Instructional Read1ng #2 . )
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LY

W
When PRINTING on a flip chart:

. Use all cap1ta1 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 nmre easily
o read. .

. Put Subject matter in outline form whenever possible; . .

~

. Limit the usage of prep057t1ons (a, an, the, etc ) in titles and
head1ngs.

. Allow adefuate space between "words and lines. Too much or oo
little space makes reading difficult.

¥,
A +

.
LI ¥ . o ¢ 6 8 4 4 -0 e+ e s e e s 6 e o o s e 6 & & 6 4 s & & 6 & & e e @ .

J

Answer the fo]]ow1ng questions about f]]p charts.

1. Which of the fo]]ow1ng features is bas1c to effective ut111zat1on of a
flip chart7 - ‘

/ a. Visibility.

b, Using an outline format,

—.

C. Hav1ng 1t prepared 1n advance. . ‘

.
- - "t

2. An advantage.of us1ng a flip chart is that you can use any writing
Jinstrument which ‘s conven1ent.

o R * N . , -~
a. -True. .
- / b. Fa] se. - » ‘
v ’ \ . N
Jl
o - . 2222()
o \. t‘ '
. e %:{,% . ' 7-10 . . ' SN
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5 . =~

3. MWhich of the.fo]]ow1ng is NOT dn important factor to capsider when
preparing a f]1p chart?

Always PRINT ! '
Use an outline foraat whenever‘possible.
Allow adequate épace<between liyes.

Use a marker with ye€Tlow ink when describing to highlight a
specific word.

Use all capital letters at all times.

Graphic I1lustrations: [Examples of graphic i]]ustrations'commonly used in
the classroom are charts, graphs, diagrams; and b]ueprints B

o

When prepar1ng graphic 111ustnat1ons, you should be aware of basjc
design principles that can be applied*in these and other media situations.
These design pr1nc1p1es 1nc1ude simplicity, un1ty, emphasis, and ba]ance

Q

Simplicity:

Present.only one idea at a ;imé. ' i
. ‘Subdivide or redesién lengthy or complex information into a number
of easy-to-read and easy-to-understand related materials. .

Drawings should be bold, simple, ahd contain only key details.

L]

Unity: S, :

Achieved by: Overlapping elements.
using pointing devices (arrows). ..
visual tools (connect1ng lines, calor coding s1m11ar 4
items, using: similar shapes, etc.). :

EMphasis: ' o o . .
The need to emphasize an element can be achieved by using s1ze<
(genera]]y larger) or d1fferent shape or co]or

L
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E
Balance:

. Arra;ge 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 D¢

-

diagrams, be sure the fine lines of these graphics are visibye 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 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, requiré special facilities, and will involve additional costs.
A

*
.
® o @ o o o o ¢ o o o * o o o o e o o 0 o o o o o o o o o e o o o o * o
. " -
1 N M

Answer the following questions about graphic illustrations. )

1; Name two types of gréphié illustrations commonly. used by instructors.

a. - Enu 04 the foflowing -- chants, graphs,

b. diagrams, o btuép)ulntzs

2. .Place a check mark (Y) beside each of. the following which are design”
principles of good graphic illustrations.

a. Coordination.
/__-b. Balance.
-y ¢, Unity.

/: d. Emphasis.

» °

3. What are two-processes you can utilize to.make commercial graphics more .
. visible? ' o . .

a. endanging -

b. neduedng. S ' o
o

det
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[

Overhead Transparencies: While there are a number of techniques used "to
make - overhead transparéncies, 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- and broad-tipped). 2z :

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 9-17/2" dimension hori4ontal because it is dif-
ficult to view some parts of yertically oriented transparencies in rooms
with low ceilings or suspended lighting fixures. Lo :

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/trans-

parency. Minimum letter height (for lower-case letters) should be about
1/5" in height.

A1l 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 usefyl for .coloring areas.
Peis should be used 1ightly since some. inks -tend to run, .

Ink in felt 'pens can either be permanent-type or water-base.
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 greasé pentils (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. ' : ‘ : :

T X

. : . \

Overhead transﬁigehcies of charts_or graphs éan be prepared quickly by
using trangparernit-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.
. . -

T e 0‘0 ¢ o o, 0 8 & o ¢ o o Oro ¢ o o ¢ @ ¢ & ¢ o o+ o o ¢ & o #& o ¢ o o o .
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r

1. The finished size of an overhead
frame will be: (check one.)

a. 8-1/2" x 11"
b. 7-1/2% x 1"

-

.c. 9" x 10"
/ de 7-1/2" x 9-1/2"

Verbal content for a transparency shou]d be Timited to 15 or
20 words. S
1

' Place a check mark (y) beside each of the following wh1ch are, commonly
used when preparing overheads. .8

/ a. Felt pens.
b. Ballpoint pens.

Y c¢. Grease pencils.
[

d. Graphite pencils.

e. Masking tape.

4 f.j)Transparent dny;transfer lettefs.

a

Which type of writing instrument produces the most uniform line on an
acetate transparency?

a. Felt pen with weter_solubfe iny.‘
Ba]]pofnt pen::
_?elq pen’ with permanent ink.

Grease pencil.
b ™

Graphite pencil.

224 5
. 7-14 .
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-

Slides. The "equipment you need to make a slide series is: any 35mm
camera, color film, and some photography "know-how." With these tools you

oot 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 s]1des, you may
consider hiring a photographer and serving as director.

Once you have .taken the pictures, you should evaluate them for the
following features:

P
.

. FOCUS - Is everything in the picture sharp and clear - eas1]y
visible?
. EXPOSURE - Is the picture too 1ight or too dark?
. BALANCE - Is the ject or point of <interest in the center of the
picture? . ' . '
. QUALITY - Is the slide good in terms of colOr, ‘contrast, and com-
‘ position? ) .
\ ) . . '
////’/f———d . "CONTENT - Does the slide show what you want it to show?.’ .
. - Does it show it from the proper perspedt1ve or point of
view?
' - Is the slide an accurate. representat1on?

Once you have your slide series arranged in a ]og1ca] 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 suggest1ons for devel-
oping narration: :

. Narration'sﬁoulq_nmke direct reference to picture content. Explain.
‘picture-défai]s and provide transitions from one slide to another.

-+ Keep sentences short. Use simple, straightforward English as i
conversation. e ’

. - _—
. Remember: ’{hat 0 y part of the nanrat1on may 1nc]ude severalx
¢ slides. }

\&4,. . - >

~

. N X . .
e © & © o & © © o o ° ° 0 0 9 0 0 O 8 0 9 O o O o s o e 0 o 0 o 0 e 0 s o0
S LY
ot

° . -
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Answer the following questions about s}ides. ) o
1. List the three things you need to make slides. I
- ~ ) . o -
@’ __35mm camera - - . - “
i . ¢ W'ND - . < \ .
o be __cofon §ibm SR i e .
c. _ photography "know-how" " . o

»
s
- B s
:

2. Place a check mark (v) be51de each of the following which is’an
evaluationscriterion for slides. S S

a. Quantity.

, _o/__b. Focus. . oo Bt
Y c. Exposure, a ‘ _ - )
d. fConsistency. . y
! ° v ° €. PN ¢ ot wl
‘' -/ e Content. Y ® lmi . .
) oo ° °

o

3. Narration should supplement the slides by discussing things not shown ’
in the picture. _ e . $ . .

.
.
a. Trug® .- - ) e vo
L ° o 8
, R

o o

Yy _b. False. K = . g . e

. . ‘. °
e o o o o 0 o o e°e o o o o 00 F o o o 6 o 6 o 0 o s o & 06 8 o 6 e o o @ s
b [ -

o N ° s N

- .~ . Category 2 . | f\\i . \
Category 2 consists of those media you, as an instructor, pbtain_for a - .
particular purpose from an outside source.. Films (16mm or 8mm), slide/tape - -
programs, -and video cassettes are. examples ‘of* media usbally rented or .
purchased for classroom use. - - s ~ - - -

—

“When going to an outside source for media, you may be’ in the situation )
of obtaining,a medium without knowing- exactly what you are getting. There- Sy
fore, you-should always preview media before using it. Some things to 1ook L
for when previewing are. ., .

LU - . ° - -
.

B - '7-15226:‘_' *@ﬁ% | :
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e

. Does the medium fit the lesson objecfives?

Y

. Is_céntent accurate and up-to-date? -
. - ) * -
. Is the medium in- good condition?

The seemingly "perfect" film in-a cataldg may arrive in poor conditjon, .or
may be.completely. irrelevant to the lesson.” If the medium does’ not ‘meet’
any of your criteria,” you may have: to forgo using it. -Remember, your
.lesson plan should not be. built. around.'a medium--it “should start with' ~

traihing objectives.. Media should play anffa supporting rale.

-
-

~If the medium meets most of your-criteria, you should review it again,
this time for instructional. purposes. <ou should review the medium so that
you: 1) can prepare a good introduction (noting things Sstudents should
look for) 2) become familiar with content (to answer questions) and 3) can
prepare discussion questions. ‘

) °

*

- Category 3 - )
f

Category 3‘consist3Pof media which are part of a pre-developed train- .
i

-~

ing “program. These medip often are an inherent part of the training pack-
age. Failure~to use thHem may result in an incomplete training program.
For example, thy medium may be the means for communicating a major, part of
the knowledge quiggment._,Thus, it is to your advantage and convenience,” -
as an instructor, to utilize the media provided with an tnstructional pack-
age, ° " ‘ Py . . ",

As with- Category 2 materials, however, ﬁre-deve]oped programs ghould
_ be previewed to determige: . . : - C

1. -Appropriatehess.;o your instructional objectives.
. X R - ! M ,

2. Quality of media used. . R
] Any program ‘which does not meet your objectives or contains very pbBr
.. quality media should not be used. . ) .

X -

A . @ 4
- | 3

. L] .’ -2 L] .‘ * [ ] L] L . L [ ] . * LI L] [ ] [ ] [ ] . [ ] L [ ] . L] [ ] . [ ] [ ] [ ] o o L] [ ]
. . ~ ”

\

22
1




. 7Y

Answers ‘for Se]f-Instruct1ona1 Reading #2 -

Page Ten.

-
‘e °
]

Rnswer the foflowing questioﬁs about Qateggry 2 and Cetegory 3.

].

B :

List two examples of media usually obtained from an outside source.
. . “ '

a. an . (ng: N ] )

b. __sfide/tape dn videgtape :

- - -

+

t u1pment., - . - .
. .. True. .

—_—

>/ _b. False. g

l“ " "
= -

°
.

‘ .
Place a check mark (/) beside each of the following reasons for
reviewing the medium for instructional purposes.

-
- -t

.
-

a. To help formulate objectives..* NN ’ ".‘“x ,’.“i_'
-/ _b. To prepare discussion questions.
- " . _ . . ~—/
Y__-C. To become familiar with content. .
., _-d. To help construct lesson plans. - )

-

An instructor should preview pre-developed program media.

=

Yy a. True, r <

b. False. .

If True, what should the prev1ew determ1ne7 )
Apphoph&aieneéé to your LHAt&uCILOHaﬂ obfactxveA,andeauaﬂezu

04 media uAed .

re

Preyiewing a medium is recommended only to fam111ar1ze yourself with ' -

o o ",7.],8 o
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If False,s why not? _ .
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'INSTRUCTIONAL MATERIALS

Lesson 7. Preparing Simple Visual-Aids
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© As an insteygtor, you'yill encounter three categories of media: 1)

- those 'you prepare yoyrself, 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 a}1 three categories, but will
focus on the first by presenting features and specifications of media you
can prepare yourself: . . N

~

. 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, 1ook back over
the material until you find the correct answer. It is-important that "you

try to answer each question before you look batk over the material.

. .
o »
Category 1 '

Media you can easily prepare yourself -are:
. flip chart. -

" . graphic i]]ustrations. ’

» * - -

. 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
7involves using proper writing instruments and techniques.

You should use dark.colored, wide-tipped felt markers on a f1ip chart.

Do not use pencils’, 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

colSrs to highlight or contrast ideas or drawings. Just make sure the

5 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 chetking if your writing is legible.

* How-yaqu write on a flip chart is very important:. As .stated above,.
you must write large enough-to be seen-from t back of-the classroom. But
writing is the wrong word to use, since you shou a]yqygl_PRIN[1¥ ’




~ \ - ‘
" Self-Instructional Reading #2
" -Page Two Y

When PRINTING on - flip chart:

>\

a o e Uﬁe all capital letters for short tit[ésfand labels. For longer
R captions (five or more words) or subtitles,- use lower-case letters
i with appropriate capitals since lower-case letters are more easily

read. . - o .
. % -
Put Eubject matter in outline form whenever possible. '
’ : Limit the usage of prepositions (a, an, the, etc.) in titles and s
, headings. |, . . o
w7 , . Allow adequate space between words and 1ines. Too much or too

little space makes reading difficult.

& .,"., ...................................
Answer the following questions about flip charts.
1. Which of the following features is basic to effective utilization of a
" flip. chart? )
! _a. Vigibility.
. ' b. " Using an outline format. .
. c. Having it prepared in advance. -
© T TZJ ‘An advantage of using a.fffp chart is that you can use any writing
‘ . instrument which is convenient.
il " a. True. ' . )
i b. False.
— . Y
- i [ >
‘ 4 ) )
e - '.
| ) e —:. ’
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3, Which of the foi]owing is NOT an important factor to consider when
preparing a flip chart? '

a. Always PRINT,

Y

b. Use an outline format whenever possible.
c. Allow adequate space between lines.

d. Use a marker w1th yellow ink, when desiring to h1gh]1ght a
specific word. . ~ >

d. Use all capital letters at all tifes.

" s
O 8 9 6 6 & & & & s e & & & S .6t 8 e & & 6 & & s s o+ s s s s s s s s e e o

s

Graphic Illustrations: Examples of graphic illustrations common]y/ﬁsed in
the classroom are charts, graphs, diagrams, and blueprints.

When preparing graph%c 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. .

SimpTicity:

. Pretent only one idea at a time.

. Subdivide or redesign lengthy or complex .information into a number
of easy-to-read and edsy-to-understand related materials.

. Drawings should be bold, simp]e,. and contain only key details.

Unity.

. Achieved by: overlapping elements. N
using pointing devices (arrows).
s visual tools (connecting lines, color coding similar

items, using similar shapes, etc.).
A

Emphasis:

. The need to emphasize an e]ement can be ach1eved by uS1ng size -
(generally-larger) or different shape or color.

.
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* pester. board and: d15p1ayed in front of the _classroom.

‘.“"

Self-Instructional Reading #2 -
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Balance: - L
. Arrange elements to create an equilibrium- (do not draw everything
in the upper. left-hand corner). \‘
. Keep side margins equal, with a somewhat greatei area at the bottSm
than at the top. S N ‘
When using "commercial" graphics, such as water plant blueprints or-

dtagrams, 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
If they are not
visible, you may wish to have them, or certain sections, enlarged. Another
a]ternat1ve would be to have the entire blueprint/diagram, or sections of
them, reduced and made into handouts. Both processes, enlarging and
. reducing, requiré special facilities, and will involve additional costs.

.

< [
. LI T S 2 Y T Y I Y B D B R I | LI ] * o . . . . . . . . . 3 * o . . . . .

‘
-

Answer the following questions about graphic illustrations.

1.~ Name two types of graphic i]]us;rations‘commoﬁ1y used by instructors.
a.
b.
2. Place a check mark (y) beside_each of the, following which are design
principles of good graphic 111ustrat1ons.
a. ‘Coordlnat1on.
*_b. Balance. ’ ‘...
» : . - .
c. Unity. .
d. Emphasis. .
3. What are two processes you can utilize to mgke commereial graphics more
* visible? '
a. _ C
b. / N
- Aw" o~ . ’
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'Overhead Transparencies: While there are a number of techn1ques 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" -~ .0T0" thick); cardboard frames or mounts; and

colored felt pens (fine- gnd broad- t1pped)

&

&

A conven1ent 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 proaected with the 9-1/2" dimension horizontal because it is .dif-
ficult. to view some parts of vertically oriented transparenc1es in rooms
with Tow ce111ngs or suspended lightiing fixures.

Verbal content for a transparemty should be limited to ]5 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) ‘should be about
1/5" in height®. . ‘

. 8 > / .

A1l felt pens produce transparent colors and -therefore, are suitable
for making transparencies. Fine- tlpped felt pens are designed for drawing
lines and writing, wh1]e broad-tipped pens are useful for coloring areas.
Pens should be .used lightly since some - inks. tend te run.

Ink in felt pens .can either be permanent-type or ‘water;base.
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
Water-based felt pens should be used if you want to remove the writing
afterwards, or if yau have a limited: number of acetate sheets that you must
reuse.again and again. The difficulty wtth many water-based inks, however,
is that they have a tendency to "ba]] up" and not give a solid line.

You can also use grease pencils (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 qu1ck]y 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 a]1gnment of the tape-
4

-and letters.
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. Answer the following questions about overhead'trinsparencies. =

1. The finished size of an overhead transparency mounted in a cardboard

frame will be: *(check one.) - .
« . T, k4
a. 8-1/2" x n"
b, 7-1/2" x 11" . : S
. - ) . . 2 ' \
T c. 9" x 10" ‘ a ’
d. 7-1/2" x 9-1/2" . i * Y
. : ) f§3 S
’ 2, Verbal content for a transparency should be limited to _or

words. ‘ .
~% . ‘ \

N A

3.” Place a check mark (/) beside each of the fo]]ow1ng which are commonly
used when preparing overheads.

_____a. Felt pens. §ﬂ§‘ //

b. Ballpoint, pens. |

o. Grease pencils. . .
d. Graphite pencils.

e. Masking tape.

f. Transparent dry-transfer letterss

-

B ~
it

4, Which type of writing instrument produces the most uniform line on an
acetate transparency7

N B}
a. Fe]t pen .with wdter soluble ink.

b. Bai1point pen.

c. Felt pen with permanent ink.

" d. Grease pencil

- e. Graphite pencil.. '

- .
e o o o e ©® & & & & o+ > = ® o o ® 8 8 & e & 8 & o o & s .2 O o o o o o

i
£
FO j -8 -
. | .
/

Y
> ?c’h _’E;V’.
1
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Slides. The equipment 'you- need to -make a slide series is: any 35mm
camgra, color film, and some photography %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_ knewledge necessary, but need the slides, you may
consider hiring a photographer and serving as director.

A k \

Once .you have taken- the pictures, you should evaluate them fpr the

s

following features: A . T
. FOCUS - Is everything in the pict:}e sharp and clear - easily
R Wisible?
. EXPOSURE - Is the picture too light or too dark? Yk -

'Is the subject or point of interest 'in the center of the-,
picture? ,e

. BALANCE

. QUALJTY ~ Is the slide good inrterhs of color, tontfasﬂ, and com-
ik position? . :

. CONTENT A

- Does the slide show what you want, it to show?'
- Does it shohqig,from the proper perspective or point of -
.. view? .o .o . ,
, - Is’the slide an accuraté representation? , .

. < ' -

Once you have your slide series arranged in a togical 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 outTine 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 proyide transjtidns from one slide- to another.

. ". Keep sentences short. Use simple, straightforward English as 1in
- conversation. ’ ) '

} . . Remember that one part of thé narrafion may include several

stides. R

¥ i *
. Ed .
N \ . . Moo
. J;' %\“\;{*{%& - b 2'3 7 : . ) .
. 0 “Hhe ‘ﬁ%% ' ,
. < W - :

7
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Answer the following questions about slides.
1. List the tbree thihgs you need to make slides.

d.

Ib L]

‘.
C. ) £

2. Place a check mark (% beside each of the fol]ow1ng which 1s an.
evaluation criteria for slides.

a. Quantiiy.: —

b, Focus.- \ f’/j )
c. Exposure. . Lo
d. Consistency.’

s e, C&htent.

’

3. Narrat1on should supplement the-slides by disgussing things not shown
in the picture. .

\ ) i

a. True. . =
1 b. False.
[
* LA L] L] L] L] L] L] L] L] L] L] L] 0 - L] L] L] L] a. L] L] L] L] ; L] L] L] L] L] ‘ L] L] L] L] L]
’ ' ' . I .
~— . : . ' .
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
rograms, and video cassettes are °examples of media usua]ly rented or _
ed for classroom use.

/

€ ‘

Whe going to an putside source for media, you may be in the s1tuat10n
of obtainipg a medium without knowing exactly what you are getting. There-~
fore, you should always preview med1a before us1ng it. Some things to look
for when prev1ew1ng are. ;

*
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. 1 . 3 : 7 Y
. Does the ‘medium f1§ the lesson objectives? , &ﬁ%ﬁ

. Is content accurate and up-to-date?

“

. Is the medium in good condition? : y .

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 your criteria, you may.have to forgo using it._. Remember,_ y
“Yesson plan should not be built around a medium--it should start W?gﬁ -
training objectives. Media should ptay only atsupportiong role. T

-

L 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 shouldf
logk for) 2) become familiar with content (to answer questions) and 3) can
prepare discussion questians. : @

N
. ‘-§

Category 3’

4

Category 3 consjists of media which are part of a pre-déveloped train- ‘
ing program.- Jhese media often are an inherent patt 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 kno¥™adge requirement. Thus, it is\ to your ‘advantage and convenience,
. as. an instructor, to utilize ‘the media provided with an instructional pack< .

} “age. ‘ . . ‘

As with Category 2 materials, however, pre-developed programs should -
be previewed to determiné: ST ; :

1. Appropriateness to yoe% instructional objectives. /
2. Quality of media used.

Any program which does not meef your objectives or containé’very‘poor
* quality media should not be used. -

' .

I .
A 0
. ) . - . .
. .

. * 8 o 0
.
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< . .

_Answer the following  questions about Cafegbry 2 and Category 3.

.

1. List two examples of media usually obtained from an outside Source.

@ . -
a. ‘ g _
. ) s L ve
b . 1 - s &
. ’ ' | .

2.. Previewing a medium is recommended only to. familiarize yourself with o
~ the equipment. - ) - ﬁgpé
’ -~ - . " Sy, ) . LPa

a. True. : ' S
- _—— . i 1
* b, False. ) . ’ -
Y Al N ’ . (l‘
. -3. _Place’a check mark (¥) beside each of the following reasons for * .
reviewing the medium for instructional purposes. -

Ll

- » a. To' help formulate objectives. - ‘ o

b. To prepare discussion qhestions. N .
. ‘ c. To become familiar with content. -
- ' ' d. To help construct lesson, plans. .
- 4, An:fnstructo; should preview pré-deve]oped program media. . , -
- d. . True. i . . . B
. £
b. False. = ‘ _ S e Y

: ' If True, what shouTd the preview determine?

- \

V -

o % . . ,
g o . ,
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.

L3

‘@75 1 . [
If False, why not?




). " EXERCISE 7-1 " ‘

-~

<

§

Instructions: In this exercisq»&ou will be asked to evaluate samples of &F
each of three types of media: -filip chart,i?Verhead transparencies, and, 5
slides. Yoywill use the evaluation dimensions described for each medium*
as presented ih your handbook. - As each, sample is presented, select the
scaled value for each dimension that best represents your~judment and check
those values on the Media Evaluation Sheet.

Lot . g '\. . - -
Product: At the end of this exercise you will have a completed Media
Evaluation Sheet containing entries for the flip chart, overhead, and 35mm
slide. PR ‘ :

o

°

Time: You will be given approximately thrée minutes to judge each sample.

\ ‘ J . -

———

0
.
-~
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LESSON TITLE: = =+ . . v
C - . 1 © Lesson 8. Evaluating Instruction
PURPOSE: - T

~To prov1de participants with the skills and knowledges wh1ch underlie the prepara-
tion of audiovisual aids. .

) K T &

-

TRAINING OBJECTIVE
GIVEN:
Sample audiovisual aids. N
. 4
k-
ACTION: . _ , . .

-

Identify those aud1ov1sua1 aids which meet and do not meet established Criteria for
"good" aud1ov1sua1s, and why.
S ' o~

-

\_
srAﬁRD- :

\
Correctly identify ‘"good" and "poor" audiovisuals, and be 90% correct in describing
+how to improve rnadequate audiovisuals.

3

t ‘

¥
hd >
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INSTRUCTIONAL TECHNIQUES: . N
1. Self-ingtructional reading
.2. Group exercise/discussion - / .
\ o < [
- »
-
—_ "‘_ »
\ «®
- Vd

PARTICIPANT MATERIAL: ’ K"\

£

INSTRUCTIONAL MATERIAL:

L}

Kemp, Jerrold E.

Planning anﬂ;groduc14g aud1ov1sual mater1a1s

-

PA: Chandler Pub11sh1ng Company, 1968.

1. Participant's Handbook 1. Self-instructional reading
-2. Available instructional resources 2. Slides/projector |
) - 3. Overhead transparenc1es/pr03ector *
. 4: Flip chart
-~ ¢ L . K
REFERENCES:

(2nd ed.q Scranton,

\ e ¢
s \
L ] ./-( 3 ‘
\ .
TIME: . - < M AcTiviTies:
~— / T 4 .
2 hours / 1. Self-instructional reading )
& 2. Group exercise--critique sample i
audiovisuals ) o
‘ o 3.  Summary: o L ‘
: N N
L] /&
. ' -
N ! . * ‘.’ LY
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. EARLY STAGE : L ‘
- ¢ - -
Self-instructional read1n?ass1gnment w1th study questions, outhmng the - ,
criteria for preparing andfor eva‘l uating media. ) N .
" ) ) ' B
_s~ | 1. INTERMEDIATE STAGE , T ” o .
Participants will perform an md1v1dua1 exercise in which they wilY use & .
. - checklist to critique sample media. Group .discussion of media evaluations’ <
* will follow. .
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DETAILED LESSON PLAN |

items.

¥
1. Short-answer.

e

Lapsed . Suppore
) Ti;r’ne Instructional Events Materials/Notes
I.  Tntroduction. ‘
) - I} - ’ ( )
A. Purpdses of Evaluation (Testimg).
1. Evaluate instruction.
2. EvaluateAearning. .
c 3. Prqvide'feedback. .
. el
.B. This unit will include.
o ’
1. Guidelines for determining ’ &
appropriate test format.
2. Guideljnes for construction ¢f test
. items.
- * . . LY
; «3. Uses to which a test may be put.
lo 1 .
‘ IT. Development.
N,
- A. Disctss two types of- evaluation:
» 1. Knowledge. Overhead 8-1
Y » .
2. Skills-performance.
B; Test format. _
- 1. Dependent upon:' iy
. "a. Whether a skill or knowledge .is .
required “to complete the task.
> (OT bOth. ) h
" b. Time, cost sonsiderations.
2. Possible formats. .
f a. MWritten ijjective). Overhead 8-2
‘ . b. Performance.
’ v -
. i d. e
c M1xe . \
1 ‘
: . ‘C. Describe types of written-objective test |Overhead 8-3

-
.y
.




DETAILED LESSON PLAN

X

|- Lapsed

Time

Instructional Events

gupport

Materials/Notes

I1I.

T A,

2. True-False.
3. Multiple choice. _
" 4. Matching. e
D. Describe forms of performance testjng
situations. ‘
. b
1. Identification. '
2. i i .
Simulation s
3. Work samples.
4, ;Advantages/disadvantages.
E. Handout. ‘
_ 1. .nstruct participantg\to turn to

Handout 8-1.

2. Allow participants adequate time to

review Handout -8-1.

Individual Exercise. Py . -
Have participants: turn to Exercise g-1..
B. Explain that there are three parts to the
exercise. /'
1. Parts One and Two Directions are

self-explanatory ' .

2. Part Three. °
" a. Read over directions.

b. Explain that any type of test
itemgis acceptable, agy long as it
is written within the guidelines
as fggnd in Handout 8-1.

C. Upon completﬁgn of the exercise.
1. Part One. Go ‘over answers and pro--
= Go over answers and provide .
feedback.

| e

Ovérhead 8-4

-

-

‘|Overhead 8-5

Handout 8-1

Exercisq 8-1

) 8-5 ~ _47

~ ad

\




DETAILED LESSON PLAN

Suppo.rt

Lapsed e .
Instructional Events . . Materidals/Notes .

Time

2f Part Two.

Discuss items and provide ~ .
. feedback. .

* D. Ask for questions or comments.

t

IV. Summary. -

. .

Review the major points of the unit.

(%

1. Two types of evaluation.
2. Test format.

3. MWritten test items.

3
4. Performance testing situations.

V. Work Assignmgpt.

A. Participants are to develop evaluation
~t00ls for the course(s) they presently ~—
teach, using the materials they have . <o
deve;oped (objectives, lesson plans,
etc.).

B. Instructer will be available as resource
person. - ’
. P . -, \ R * .
B3 * (. A1l participants must complete their test
‘ ) questions for at least one entire lesson,
' and have them reviewed by an instructor.
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Overhead 8-1
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Overhead 8-2
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TEST FORMATS o
1 WRITTEN IUBJECTIVE]
2 PERFORMANCE

~

3. MIXED . .'




Overhead 8-3

_ TYPES OF OBJECTIVE TEST ITEMS

- SHORT-ANSWER

~—

- TRUEZFALSE
* MULTIPLE-CHOICE

. * MATCHING
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. FORMS OF PERFORMANCE _.
TESTING SITUATIONS:
| 3. Iden.tif‘ication
| 2. Simulation |
. o ‘ 3. Work Samples . ‘
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Overhead 8-4 .
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Overhead 8-5

-

 PERFORMANCE TESF ~* .

* ADVANTAGES

« Actively Involves Student
* " In Actyal Skills Practice

« Permits Students To AP%&

‘Learning In- Situations That
Simulate The Real World'

N R
'DISADVANTAGES

* Lengthy Materials
: -Develoﬁment' Time

. Requnres Extensive Class Time -
For Gunded Practlce
Of New Skills

e bl
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HANDOUT &1

.
¢ ‘ ¢

| GENERAL'PRI'N%IPLES OF TEST CONSTRUCTION

. ® MUST ADEQUATELY ASSESS THE TRAINING OBJECTIVES.

® USE ONLY TWO OR THREE TYPES OF ITEMS.

@ ITEMS SHOULD BE CLEAR AND CONCISE,

i

‘@ READING RATE AND COMPREHENSION SHOULD NOT -
ADVERSELY INFLUENCE THiTéST SCORE.

@ INSTRUCTIONS ARE TO BE CLEAR ANb EXPLICIT.

. ‘
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c Handout 8-1
Page Two
<
. “ .
GUIDELINES FOR GENERATING PERFORMANCE TEST SITUATIONS
r -

Give students adequate instructions so that they clearly
understand,the perforrance being measured, oo . .

N

All drawings, forms, etc., should be clearly labeled.

3. Require students.to explain prosedures as they are;being | ¢
performed.
L .
4. et up observable objective criteria by which to assess
the students' performance.
' \
5. Test only those aspects of performance which are-
important to the job. ( « , |
, .
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~ Handout 8-1
\ B \ Page Three
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] / .
RULES FOR CONSTRUCTING ESSAY TEST QUESTIONS
1. The directions must be cléarly written,
2. Languége should be preciée and uhapbiguous. -
3. To assure equality of information, do not provide
optional questions.
4, Avoid open-book essay tests. .
5. Carefully define the scope of the préblém so that .
students 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 entjfe ’
class before scoring subsequent questions. . . St
8. Use essay questions only to assess information
for which .the essay is the appropriate t&t form.
~— .
'~ )
~ A
¢
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»

-

' ' A ’ s ts
Item premises and responses - .should all be within

a well-defined and limited content area.

The number of responses should be greater than
the number of p{emisbs.

Avoid cueing the student by making the .correct
answer the iongeit Quiabe:

' i
There should be no fewer than 5 and no greater

than 15 responses, .

- .
All premises and responses should Bg-on one page

7

:The.diféctkonsifot matching must be clearly stated.

-
-
.

.« 7o °

Respondes should be artanged Lu keep search time

to a minimum. L\\i : ' )
. °o

Provide a convenlent Lg ?n% que fgr answering and,
scoring. Y3
I -+

".g. 0'0 L ]
X

[
‘
-
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- Handout_

Page Four




Handout 8-1
Page Five

. »
LR}

RULES FOR CONSTRUCTING MULTIPLE-CHOICE TEST QUESTION%

’ . o )
- . ,
. . - LA
.The question should be, congtructed so that only one

.icé is correct.

a

ord all alternatives so that,tﬁei are grammatically
consistent with the premite.q . ) .

‘Word the alternatives so that the correct responsl~
is neither consistently lopger nor shorter thah the
incorrect response, g

a 7

Have at least three but no more than five alternatives.

.
-

- Avoid negativel stated items.
v ‘ 14
. Place the correct alterhative randomly. -

=

4

. T L VL
All dncorrect aWswers.should be plausigie.‘
. : F .
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RULES FOR CONSTRUCTEING TRUE=FALSE TLST QUESTTONS .
o N N .
‘ . . > 0“‘
1. The statement should be entirely oo o eqtirely . *
false. )
. .
- ° *
2. A statement should not be false due to g trivial’ ¥ g
detail. (Y ’ : i
3. Avoid verbatim quotes from text material, . . B At .
4. AVQld the use of descriptive words which mny give .
away the correct answer. ) .
° * ? ) : ;
- . N 1
5.. Avoid stafements phrased negatively. .
6. Avoid patterning of answers. : ' . ",
~ .
> . ) o o .
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A Handout 8-1 .
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KN

@

RULES FOR CONSTRUCTION OF SAORT—ANSWER TEST QUESTIONS

= ~

s L ]

For incomplete sentence items, omit only sigﬁiﬁicant

words. ,
- ‘ . | \

For itncomplete sentence items, always leave enough o

clue words so the examinee can supply the correct

answer. -

The length of the blank space shoyld be constant, so =
that it does not provide a cue to the correct answer.

Score one point.per blank. ’ . . W=

Arrange blanks so that they will be easy to score.

-

Avoid requesting verbatim quotes ‘from text material.
: . .

Prepare a scdring key listing all acceptable answers.

—~
-~

-

LT
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e

COMPARISON OF PERFORMANCE AND WRITTEN TEST ITEMS

S

PERFORMANCE-TEST ITEMS . WRITTEN TEST ITEMS

Require individual to accomplish a job- Req';uire the individual to demonstrate
like task under controlled conditions. knowledge by responding to various ¢
types of written questions.
Ly

Emphasize non-verbal aspects. Emphasfze verbal or symbolic aspects.
May require individual to look up, read, May require individual to look up, read,
and use certain technical materials (for i and use certain technical materials (for
example, job aids). example, reference materials). -

9

Items are skills the trainee must perform, Items are content the trainee must

or the decisions he must make on the job. know to perform or make,decisions

on the job. .-

Items are dependent on sequence in which Items are independent questions, not ~
they are presented. Errors early in the .~ . dependent.on sequence. Errors on one

" sequence may affect’ final outcome of the [ item will not affect performance en
task. . another item.

{1




LESSON TITLE: ,
Lesson 9. Controlling Classroom Learning

PURPOSE:

To review the basic elements of any learning situation, and explain how the
instructor controls the learning environment.

TRAINING OBJECTIVE

GIVEN:
Given examples of learning situations.

o

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. .-

.

B

&,




1., Lecture/Overheads
#2, Group discussion
3. Perfonmn?/Appl jcation

. INSTRUCTIONAL TECHNIQUES:

PARTICIPANT MATERIAL:

1. Participant's Handbook
2. Handout 9-1

INSTRUCTIONAL MATERIAL:

1. Overhead.projector
2. Overhead transparencies

»
REFERENCES: .
. al
’ ’
TIME: ACTIVITIES: -
~
1 hour - Lecture/Overheads

1.
2. Individual discussion
3. Group discussion

P6q

2
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INSTRUCTIONAL EVENTS

I. EARLYSTAGE ‘ ‘

Y

Lecture describing the elements of learning and ways to manipulate them to
opt1m1ze learning.

- »
-
- ’ ','/‘
~ \ . N
é /
s N
oy A,
' D 7 T
Il. INTERMEDIATE STAGE ) *

;21' «

Examples will be g1vew6f typ1cawways in which leaming is e1th'er facilitated or
decreased by spec1f1c 1nstructor behav1ors
Y

5 N
| N
\

S ) . N

III. FINAL STAGE

%

Part1c1pants will identify specific instructor behav1ors that inhibit students’
lJearning. <

el
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- DETAILED LESSON' PLAN

Lapsed
Time

Instructional Events —

Support
Materials/Notes

1. 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 wé discuss selection principles,
let's talk a minute about the nature of
learning. ”_ ~

1. Definition. Associations, typically
between stimuli and responses.

2. Nature of. VOne cannot not learn.
3. Since you cannot prevent learning,
it is up to you as a trainer to
bring it under your control.

II. Déve]opment.

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
leapning. .

2) Can also be considered
motivational element.

c. Responses. Explain types.
d. Feedback.

< 1) Define also as reward, rein-
forcement. '

2) Explain types.

OverheadA9-ﬁ
Overhead 9-2

|Overhead 9-3

Overhead 9-4

266

9-4




DETAILED LESSON PLAN

Lapsed . . Support
Time lns.n:u.ctlonal Events Materials/Notes
B. Optimized learning corisists of: ~
1. Optimized stimulus conditions. Overhead 9-5
a. Attractive.
b. Distinctive.
c. Concise.
d. Meaningful.
e. Appropriately timed, i.e., don't
. giveeuntil needed.
f. :Ehvironmenta] situation conducive
to learning.
"g. Audio--should be audible,
. concise, attractive.
h. Multimedia improves retention. Overhead 9-6 *
i. Should be considered for ’
o - pacing.
2. Optimize reponse conditions: Overhead 8-7 |
a. Learning situations which require
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 different
muscles--thus if we hear, see
' and say something, we are
_ less likely to forget ‘it--
- than if we only hear, ft.
b. Responses required should be
T~ appropriate to the objectives,
and ultimately the job.
o . '
* 9-5 _25%
-




DETAILED LESSON PLAN U -

P

Lapsed . . ’ . Support
‘Time Instructional Events Materials/Notes

/

c. Frequent responding with feedback
(short of fatigue) improves
learning. ‘

d. %espond1ng should be apprOpr1ate
o 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 Overhead 9-8
thereby improving attention. ° ‘

3. Provide feedback. o B

a. Should be distinctive--the
trainee should recognize it when
it comes.

b. Should be immediate.

_C. When @ reward is used, it
: . should be mean1ngfu1 to the
— tra1nee

N ' C. Relatignship between stages of learning
and instructional method. - _ _ S

1. Describé the arbitrary division of Overhead 9-9
ledrning into early, m1dd1e, and late .
stages.

~ 2. Describe the relationships between Overhead 9-10
: these stages and instructional -
methods.

D. D1str1bute Handout 9-1, review instruc- Handout 9-1

tions. Allow five m1nutes reading time '

.. . and discuss participant ‘answers. .

E. Summarize: . _— , ;

! - - _ Learning occurs constantly i humans.

| . Being aware of the elements of a

; . . learning sityatfon, you can bring
| . . many of those elements under your

)  control to optimize learning in a - e

training situation. g

e

T

" o * 9-6268
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Lesson 9. Controlling Classroom Learning
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| ,'W | . | ) m‘ - Overhed 9-1 |
~ BASIC ELEMENTS OF LEARNING |
e STIMULUS CONDITIONS . .
.« ATTENTION S .
© CRESPONSES- < - .
v < FEEDBACK . ..




©

+ STIMULUS CONDITION INCLUDE:

LY

N )
" ALL THE SENSES -

e SIGHT .
- SOUND .
« SMELL
| * ETC. 5 -

EMOTIONS

e
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ADULTS RETAIN:

- 10% OF WHAT THEY READ.
\ 20% OF WHAT THEY HEAR

0% OF WHAT THEY SEE
50% OF WHAT THEY SEE AND HEAR

- N
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FEEDBACK SHOULD BE: -
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» " METHODS OF INSTRUCTION SUGGESTED™ ~ | =~
FOR THREE STAGES OF LEARNING ..~
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L) HANDOUT 9-1

— 1

SETTING: A ten-week Basic Operator course is being offered at the local

hight school as one of & mumbér of other aﬂy]t education couses. Class meets

once a week .from 7 PM to 10 PM. Class’ s1ze is 50 trainees. Instractor is
Mr. P. Pipewrench.
. v ~-
6:59 Mr. Pipewrench arrives in the c]assroom sets 1ecture notes on °
: podium, props open class door and opens wtndow at the rear of
~ the classroom.

-

~7:02- - Distributes two handouts which include background 1nformat1on
. « - problems, and the calcelations “for their solutions. .

7:04 Begins lecture. , . ) .
7:20  Four trainees in the rear of the room plt on their jackets.

7:50  Holds up 11"X17" photocopy of a ‘water p]ant blueprint and refers,
to assorted valves:and pumps. Lecture cont1nues, T

-7:53 Mr. Johnson raises hand to questjon the ]nstrueter. ..
. 1] ‘," 4 —_—
. N \
& 7:55  "Mr. Johnson 1owers hand. .“~_q

8:00 Creat ve sew1ng class across the ha]L takes a ten- m1nute break

\ *

8:15 "Preparirg your income_ tax“ c1ass in the ddjacent room takes a
ten-minute break. . ‘-
8:23:’ Inétrdctor closes the classroom door. , : {
'.8{30 ‘ Letture is stopped and ten-minate break announced. ‘
8:31': Instructor departs for teacher s* room. .
' 8%40 Class resumes, door. is aga1n propped open. Instructor reads the

material on Handout 1 -1nc1ud1ng ca]cu]at1ons.
8:50 Two ladditiona) trainees put -on their Jackets.

.9:05  Instructor asks the best student, Mr. Smith to read the material
and calculations on Handout 2. - .

. 9:07 ( M. Jories raises Hand.
9:09  Mr. Jones logers hand.
9:90t- - Creative Sewing tlass takes a.ten-minute'break. o

- . + -

9:1%5 ~,Tax,c1ass takes a ten-minute break.

- Lt 4
. B

A

9:16 Mr: Parson raises hand. I

R
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ot
N \ - o : ‘ . ' Handout 9-1
: o . Page:Two
) '4’. )
. 9007 tnsgfucfor‘éXplaipéuiﬁat since time is short, any questions
e reg ‘the-handouts will be answered next week, hopefully.
9‘ "" ’ ‘ * X N £
'9:18  Lecture resumes. "
9:59 ‘LeCture c?né]udéd. ' * o I
]O:UO Instructor announces that the answer key for last week's test has
Vs been prepared and is awailable for trainee review for ten minutes
after classv . -
10:01 Instructor announces that last week's test will be graded and
returned next week. . R ' x
10902  Instructor asks if there are any questions. '
¥~ . .
16:03 Class is dismissed. \ -
‘ -«
In what ways has the instructor violated the principtes for optimiding - =
trdlnee learning’with respect to the elements of a learning situation: :
stiiuTus, attention, response, and feedback? : ,
. o« . R .
,‘ AY
. oo . ' . ) _
. ‘ . - ) Te
v . ' ’ B
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To prov1de part1c1pants a review of the correct and incorrect instructor behav1ors
when using the 1nstruct1ona1 method of lecture.

. - / . <
LESSON TITLE: - . . )
Lesson 10. Training Delivery: gectune ..
PURPOSE : )

¥

TRAINING OBJECTIVE *

GIVEN:

&

N

2. Checklist of instructor behaviors.

1. *Good and bad demonstrations of Tecture technique.

-

ACTION: o

4

. . s

< .
Js.

»

’

Identify gbrrec¢ and incor;éct instructor behaviors, using the chqck]ist provided.

: STANDARD:

90% acruracy.

oy

o

1. Identifies correct and 1ncorrect aspects’ of each of’ th@ demonstrat1ons w1th

12 Reach agreement On an objective and practical assessment of 1nstructor sk1/}s

. 10-1

282 -
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Aruitoxt provided by Eic:

R

INSTRUCTIONAL TECHNIQUES:

1. Lecture/Discussion
2. Performance/Application

PARTICIPANT MATERIAL

Ihstruetor_iyaluatioh Checklist

INSTRUGTIONAL MATERIAL:

1. Videotape
2. Televison set
3. Videotape recorder

ACTIVITIES:

(1. Lecture/Discussion of problems of

evaluating instructor performance.
2. Group exercise--using evaluation
checklist and yideotape demonstrat1on
- of instructor behavior. .

<
*




- INSTRUCTIONAL EVENTS

I EARLY STAGE=,_ 4 . .

- Br1ef 1ecture/d1scuss1on agd handout, descr1b1ng good/bad instryctor behavigrs.

- . - .
. ¢ . .
‘ . - »
) . .

ll.’ INTEhMEDlATE STAGE
Participants view two (2} demonstrations of ‘instructor belaviors, (one good ‘and

one .bad example of 1ecture) Using the’ checklist provided, they.will evaluate
the demonstration and 1denﬁ1fy correct/incorrect 1nstructor béhaviors.

5

4

2

m FINAL STAGE (Opt1ona'l) " .

Part1c1pants Wil app]y the check]1st §n evaluat1ng other 1nstructors whﬂle they
adm1n1ster a br1ef pract1ce lecture. . .
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DETAILED LESSON PLAN

Lapsed
Time

Instructional Events

Materials/Notes

%

~

Fon

I. Iptroductibn. - -,

A.

e A.

Bevelopment.®

3. Interfefé with 1earning. v

L

Explain that while a ]arge portion of
effectives«training 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.
eneral classroom techniques which an
instructor car-use-te—inerease-trainee
motivation, attention and learnihg.

In addition, common instructional
techniques can be effectively or
ineffectively used. This lesson will
focus upon effective and ineffective
delivery of the classroom letture.

P

”

(Note: Parts A and B can be-conducted by
dividing your class into groups, posing
the discussion questions and having each
group writg, their poor/good behaviors

-, their flip charts for tptal class

discussion.) Conddct a discussigh =
focussing upon bghaviors exhibited by an
instructor while delivering a lecture
which: .

1, "Decrease student motivation,

" 2. Decrease student attention. L

;The discussion can stem from‘your
;1ns§rucﬁpr s experience when-they were

' .*"students in high school "or co]]ege. Keep

2,

¢

/.

the discussion focussed upon specific’
behaviors rather than non-behavioral

- characteristics (i.e., "the instructor
_ nevér addressed students by name," rather i

than "the instructar was d1§tant")z -List
comments on flip chart or chalk board.

. . L4 e &
»

.
- 4

&b e
W

|

10-4 285 - .
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DETAILED LESSON PLAN

Lapsed
Time

Instructional Events

’

Support
Materials/Notes

3

B.

»

®

.

L
ak

: . 3
o, : »

L]
T e

. Note
T

¢
-

Pid

o
o

s -

"« to'prepardha’brief.

Once negative lecture behaviors have been
listed, ask the class to review pach
negative behavior and generate a positive
instructor behavior which if practiced
will result "in an environment more.
conducive to student learning.

Skills Checklist. ’ :

Compare items on the checklist with those
generated during the discussion, and have
the class add any new lecture -behaviors
to the Checklist.

Exercise 10-1. fvaluation of Lecture
Behaviors. T .

1. Explain that the class will evaluate
the videotape_ performance of an
instructor delivering a lecture
regarding the Safe Drinking Water
Act: ) :

2... Explain that in Part One of the tapeq,

_many lecture behavjors ame=poor,” and
«the class is to use the Checklist and
note paper to identify those specific’
behaviors which ,are jnstructioq@]]y
“TJOOY‘. ~ ER s

3!

Review.your c15§§ fésulgé with those_’
Tistedsin Rart Qpé of the Exercise
_Answer Sheet. ° .. .

“

TS A

* a Y : -~ ' -~ o
L ™45 playPart Two-of the. tape to.letthe

o Mgy,
T

. class see how the Tecture has been;

. infproyedyby delivering the_lecture
+ .attending tq.the mgre, positive ., v. »
- “petiaviors 1i%ed in the Checklistyy -

s

tecturegpresenta-

tion fer evatugtion hy ,othige, cldss: &

.. « members to provide feedback'on §hgtr}, S IR
- » |

: Yoy méypwahb,each of ypdr‘iqgtructg}s‘m .

1

e e

oy

°

Exercise 10-1

[N

'fHandout 10<1- -
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' ' DETAILED LESSON PLAN : A
° ~ . s ‘-,
v - | Lapsed | . : ‘ - : , Suppott 4
Time , “lnstrucuonal Events ~ Materials/Notes - . - K
/ - _ . 1 - - )
. ~ lecture skills. If you should choOSe ¢ . .
th1s option make sure that: o .s ) ~
1. Adequate timé is allowed for - ) .
’ _— ’ preparaﬁop. . .- > ' v 'y :ﬁ~ ¥
° » . h . ‘s . ° R ¢ -
) ‘ . . 2. Feedback includes comments, about Skl L
- . . ‘ *BOTH positive and negatwe r - .t
. behaviors. ) ’
Y ‘ ® sy
&) N = L '
3. Feedback is kept on a fr1end1y, - 3 i S
- \ constructive level. . - <
. ITI. Summar¥. ) : R
% 3 ] ¥ . &
. . ,.B‘a 1 5 KT ;
, A. Summarize the lesson by again stressing - | > . N
| e - the miportance of pos.1t1ve instructor.: ¥ - D e ¥
U behaviors in,the -delivery of classroom * | - L, . ~
) . lectures for student lg.armng. > . oy
" ' N ( . ’o~ e - PO i
. - . > . . - s . . X ] . S ..
. s B. Review thosee‘lgehavmsrs on® the Chetklist - * RN 1,
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, - Instructor Skills
s\ —_
‘3 ) ' : ‘. . r ' c e N
. "™ " ‘In this exercise you will be asked to evaluatg the d%livery of

)

in§truction using the lecture technigue.

The delivery has been videotaped

in twd parts.

In the first part,

- Durifg this part, you are to identify the instructor's negative bghaviors_ '
“usifig the Instruttor Skills Checklist provided, Write any additional -’

. . the instruttoc/ﬁTT$\§ﬁ exkibiting many
‘nei;;jve'behaviors,which are known to interfere with student lTearning. -
comments regardimg the delivery- on the back of the Checklist for discussion

following the conclusion of the tape. * .. ' ” .
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EXERCISE 10-1 SUGGESTED ANSWER SHéE*T

: .o " CHECKLIST OF INSTRUC JOR-SKILLS:
' ’ ' JLECT o
Instructor : <
. - RATING
Topic . - R
. e Not
Evaluator Exc. Good | Adea. | Poor |gpcorved o
N .
LECTURE CONTENT *
N 3 -
States the purpose and/or provides transition” /
7 +
Presents matenal in an organized manner, /
- <
Emphasizes important items that fhay appear on test. /o
Uses appropriate and meaningfu! examples J/ .
Asks 6erunent questions correctly. / :
Reviews prior points 1n suimary ’ Nt
. 5 . .
INTERACTIONS WITH STUDENTS )
- - = A3
PuiSStudents at ease. . / . \
Establishes eye contatt with afl’sruden(s ' 1 /
Encourages active participation through feedback /
[ A .
Rewards stddent’s comments. ) . NN / <t
Leads erring student to correct answer \ J/
éontrols clq;s without dominating. ~— -/
“Avauds negative non-verbal behaviors Y \‘
"TEACHING AIDS (SCREEN, CHALKBOARD, TN v
FLIP CHART, EQUIPMENT) st
Clearly vql'pJe at all umes - oo . / v
Sufficient viewing (ipe allowed. J /
Aid content coordinated with lecture topic. - - 'y
Unobtrusive equipment operation/handling of dids. . / i
SPEAKING VOICE . vy ¢
__Clearly audible for entire class. ’ J/
Varied voice inflection. : Y .
. { g : B
Understandable vocabulary; nosjargon./ J/ T
Holds students”attention. ) -, “f /
EvenlWeither fast nor slowa - i

"‘r 10-8 €89




- EXERCISE 10-1

Lecture: -Suggested Answer Sheet

v‘,‘

[y

In a ?tion to the behavfors referenced on the checklist, the instruc-
- tor was guitty of the behaviors below which interfered‘yith classroom
learning: (Comments below are listed in the sequence Tn which they occur

g N in the tape.) . ' ’ .
. \ . ; ) : B o Y
1. Instructor wrote the discussion question on the flip chart long ™ - %
before it was.ever referred to in the lecture, thereby d1stract- )
ing the class. ~ . - N
. " 2. When wr1t1n4 on the flip chart, the instructor repeatediy stood
. *in front of /the writing so that the class was unable to see
it. .
< - ) - .
~ 3. The instructor asked ¥here the previqus 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
l learning are not very 1mportant--thereby Towering student
instruction. . ,
42//}he'instructor was very disorganized--conueying unpreparedness. ‘ .

) 5, .7 .5, The_instructor failed to provide an 1ntroduc jon to the class
wh1ch expla1ned—how the present lesson was related to the last
lesson ‘or its place in on-going instruction. Tie contents _—
therefore will not be remembered as we]] as if the lesson had
_properly been introduced.

. ~ ~ '
4 - 6., P]ay1ng with the pointef, swaying and constant]y movzng around
S I were all distracting.
~ ‘ ) ' 7. The quotat1on, read verbatim, was read in a monotone 1os1ng the °
nL , class's attent1on. : o, .
- . 8. Distributed a handout long before it was needed, thereby &
¢ * distracting the student's\jttention from the lecture.. ’ '
9. 'Eye contact with. students was m1n1ma1 ) . ‘

10.. " Did no{ exp1a1n f11p phart notes 1n sufficient deta11

\ i M
L~ 11. *Bid not provide an adequate answer to the questiop. raised by a
class member. - , , .
S 5\\;_\ - 2. p1d not explain thé 1nstruct1ona] purpose of the worksheet nor .
P hat would be done with them upon completion. . .
R : -
L « . . L y

ERIC" . - . .. . 9 R90 - ‘
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" *EXERCISE 10-1 )

Instructor Skills .

In this exercise you will be asked to evaluate the delivery of !
instruction using the lecture technique. The’delivery has been videotaped

in two parts.

In the first part, the instruetor will be exhibiting.many.

negative behaviors which are

known to-interfere with student \learning.

Durind this part,“you are to identify the instructor's negative behaivors

provided.

Write any additional

using the Instructor Skills Checklist
comments regarding the de]iveny/gn,th

e back of the Checklist for discussion
following the conclusion of the “tape. - .\

)
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, 'HANDOUT 10-1
CHECKLIST OF INSTRUCTOR SKILLS:

' ' . LECTURE

Instructor

Q-
L .

Topic

‘RATING

Evaluator _ —

g

Exc.

Adeq.

Poor

- Not
Opserved |

LECTURE CONTENT e 5

.

~

1 \
States the purpose and/or provides transition,
¥y

Presents matenial in gn organized manner
L)

Emphasizes important ner;\s that may appear-on test.

- ]

Uses appropriate and meaningful examples

Asks pertinent questiohs correctly

"

Reviews prior points 1n summary.

INTERACTIONS WITH STUDENTS

Puts students at ease.
"y

~  Establishes eye contact with all stugdents

- 1
Encourages active participation through feedback.

_ Rewards student’s comeents.. -

Leads erring student to correct answer

Controls class without dominaung

~r

Avords negative non-verbal behaviors. .

TEACHING AIDS {SCREEN, CHALKBOARD;
FLIP CHART, EQUIPMENT) . .

Clearly visible at atl times.

¥ ' 0 7
Sufficient viewing ume allowed

L)
Aid conzent coordinated with lecture topic

Uno,tStrluswe equipment operation/handling of aids.

—_—

[

SPEAKING VOICE

. : r~
Ctearly authbte for entire class.

¥ v

Varied voice inflection. v

i

T

Understandable vocabulary, no jargon.

T =

‘”attentlon. .

3.

Holds students

.Evenly paced, neither fast nor siow,

"o
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LESSON TITLE: . ' . SR
Lesson 11, Training Delivery: Group:Discussion
i - ~
PURPOSE: . . . , o

To prov1de participants a review of the correct and 1ncorrect 1nstructor behav1ors
when using the instructional method of group d1scuss1on

* ¥ ’ ~ TRAINING OBJECTIVE S

(‘;lVEN': . \ " o ) .-

1. Good and bad demonstrations of group discussion.

2. Checklist of ingtructor, behaviors. _ 'S

ACTION _ X - , )
" Identify ﬁorrect and incorrect instru tor\behaviorsl‘us{ﬁg the check]igt'provideg.

» . . N
‘ .b' x - N '.
') - L] : -
¥ 45( M * . .o .
v"‘ﬂ P
. L } . : v
STANDARD* a o, ’ T,
1.. Corqut]y 1dent1f1es correct and 1ncorrect aspects of*each,of the demonstrat1ons
with'90% accuracy. . - - . . \\\

2. Reach agféément on an objective and practical assessment of instructor skills.
' K . Pl

"
i

i

-

.
.
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f - Q N e .
INSTRUCTIONAL TECHNIQUES: = . ’
1. Lecture/Discusgion . ’ B
2. Performance/Application ) ; 5
\ . ’ T . : ‘
y ) ] ) . . . . -
» - ’ ' ¢
5
PARTICIPANT MATERIAL: 'NST.RUCTFONAL MATERIAL: \ ,‘I

Instructor Eya]uapion\check1ist -

»

y T A .
1. Videotape o ,
2.. Television set

3. "Videotape recorder. ’

7 ) . . ': L4 Y
4 s, .
REFERENCES: ) ‘ |
L] ‘% .
- e
- - ’/
TIME: ' - ACTIVATIES: N .
1.5 to 2 hours - ./ : " II'1. tecture/Discussion of problems of : 7
~ evaluating instructor performance. .
2. Group exercise--using evaluation <
checklist and videotape demonstrat1on
of 1nstructor behavior. = -
oy ° - ~ /
\\ - — . .
. 3 i : " o !
. )/ : N-2.00~ . - ' - .
, » - ; % &Jd- v
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INSTRUCWIONAL EVENTS

I. EARLY STAGE

LN

T »
Brief lecture/discussion and handout, describing ;épd/bad instructor behav1ors
. t . -~ ‘_‘,A P
x '] 7 <
‘ R
[ “y .:{.ﬁ‘

Il. INTERMERIATE STAGE

v & i M
Partitipants-'view two (2) demonstrations of 1nstructor "behaviors (one good and
one bad example of group discussion).

Us'ing the checklist provided, they will
evaluate the demonstration and identify correct/incorrect instructar behaviors.

-

»
- .

. FINAL STAGE

Rarticipants will apply the checklist in evaluating other 1nstructors wb11e
they adm1nlster a brief practice discussion.
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DETAMLED LESSON PLAN

. Lapsed

-

Time

nr

N . LY
Instructional Events

Support
Materials/Notes

I

B

I.

.

Introduction.

A'

Explain: that while a 1arge portion of

. effective ‘training is the, result ‘of the

application of- sound instructional
devé]opment 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 learnings In a previous
lesson (Lesson 9) we have discussed
general classroom techniques which an
structor can use to increase trainee
motivation, attent1Qn and learning.

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.

-

(Note: Parts A and B can be tonducted by
dividing your-class into groups, posing
the discussion questions and having each
group write their poor/good behaviors
their flip charts for_total class
discussion.) Conduct a discussion
focussing upon behaviors exhibited by -an
instructor while conducting a group
discussion:

»

1. Decrease student motivation.

2. Decrease student attention.

»

3. Interfere with learning. »

The discussion can stem from your
instrustor's experiences when they .were
students in hi%h school or collede. Keep
the discussion focussed upon specific
behaviors rather than non-behavioral
characteristics (i.e., -"the instruc

never addressed students by name," rather
than "the instructor was distant"). List
comments on flip chart or chalk board.

®

2
4

1'1-4é97' -

..

e




"DETAILED LESSON PLAN

"

lnstructional E.,vcnts
L g

Support
Materials/Notes.

* e
Once negative instructur, behav1ors have
been listed, ask the class to review each
- negative behav1or and generate a positive -
instructor behavior which, if practiced,
will result in an env1ronment more
conduc1ve to student learning.

Distribute cop1es of the Instructor
Skills Check]1st. S

Comnare items on the checklist with those
generated during the discussion, and have
the class add any new group discussion
behaviors ‘to the Checklist.

. Exercise 11-[.' Evaluation of Group
- Discussion Behayiors.

. : 4 .
1. €xplain that the class-will-evaluate
the videotape performance of an
instructor conducting-a grqup
discussion regarding’ the Safe
Drinking Water Ae}(

Exp1a1n that in Part One of the tape,
many instructor behaviors are poor, ‘.
. and the class is to use the Checklist
- and note paper to identify those
specific behaviors:which result in .an’
 instructidnally: pggr‘d1scuss1on.

hjview your class results with those

1Asted in Part One of the EXEPC1se
. Answer Sheet.~
4. Play Part Two of the tape to let the
scamu__Glass §ee how the-discussion has
been improved by cqndu¢ting the j;

- discussion attending to the more .
positive behaviors listed #n the
¢hecklist, - L .

:  You may want each of your instructers -
to conduct.a brief discussion for
evaluation by other class members to .
provide feedback on their discussion- -

-
-

Hahdout 11-1

Exergcise 11-1
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DETAILED LESSON PLAN

Lapsed
Time

’

Instructional Events

>
»

Support

‘Materi‘als/No'tes -

I. ,Sumﬁar},

A.

1éading skills.

“If you shou]d choose

this opt1on make sure that

].

’ 2.

Adequate time is allowed for

preparation.

Feedback -inc
BOTH positiv
beha vmors.

2

l

-

udes comments about’
and negative

.

’

3. Feedback 1s kept on a fr1end]y,
constructive level.

<

Summarize the lesson by again stressing-
the <importance of positive instructor
behaviors in the conductof group
discussion in the c]assroom.

- 2 .

.Review those behav1 rs -oh the Check]1st

identified by- your cNass
more importamt behaviors to. exhibit
conduct1ng a group d1scuss1on.

as bging the
4 while.

]

Handout #1-1
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a  EXERCISE'11-1 .
' Instructor §kil]s/
Insthis exercise you will be askéd to evaluate the delivery 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 kigown to interfere with

student Tearning. During thls part, .you -are td identify the instructor's
negative behaviors using the Instiuctor Skills Checklist provided.’ Write
any additional comments regarding the delivery on the.back &f the Checklist
for discussion following the conclusion of”“the tape. o
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V- 1 EXERCISE 11-1 SUGGESTED ANSWER SHEET
CHECKLIST OF INSTRUCTOR SKILLS:

. v DISCUSSION LEADER

-
- L

Instructor i

. X : : f RATING

1 .

$' Topie __ . ___ - ; Y
|

3

Evatuator- . . Exc Good | Adeq.

Poor

Observed <

—

;. - | DISCUSSION CONTENT

by e S VU - ——— e - - - b e fe—

. Statés purpose and goals of discussion

Reviews topics to be covered, and tirne hmits (f any)
-*
A hd 1

A
Provides guidance for group toward goal

Asks pertinegnt questions correctly ’ !
r

— —
Summarizes conclusions reached and obtgins
group agreement. 4

Quthines required foltow-up attivities . .

— -4 —-

INTERACTIONS WITH GROUP ‘

Ruts grgfip at ease, reviews grading systen,
» if apphcable ..

A

- N Establishes eye contact with all mernters

y 0
Encourages active Py ucipation through feedback.

Rewards members’ contnbutions

. Keeps.discussion on track

o - - - — ——

Controls group without dominating

Avoids negtitive non verbal behaviors

o Clanties differcnges and suggests comprormses. A

~N N NN NI

° TEACHING AIDSTCHALKBOARD, FLIP CHART, s
TORIC CIST HANDOUT)

+

, Clearly wisibfe at all umes P R

N i
// Aid content accurdtely reflects discussion topics . /

) -

Unobtrusive f\andimg of ands ' 7

. . sPEAm:\]’Gv,oy{ *
X1 B

. Clearly Juénle tor entire group. /

. N
Understandable vocabulary no jargon, J/

PR *

r .
Gets group’s attention when necessary.

s

Evenly paced, ntather fast nor slow. /

O

_ ‘_ . nes. 307

Not ‘.




DRRCISE 11-15., |

Group Discussion: Suggested Answer Sheet ( .

In addition to the behaviors spécffied on the Ski]]'theck]ist, the
instructor was guilty of exhibiting the fo]]owin% behaviors which act to
i

interfere with-Tearging: (Ndte: Behavigprs are
order in which they appear on the tape.) '

1.

sted in the approximate ¢

¥

) ¢

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. .

Instructor would write_on the flip chart and then stand. in
front of it, blocking the classes' view. =

4
Fumbled when he tried to restate the discussion question.

: ) . . - . '
whef an answer was given by a trainee, the instructor trans-
lated the comment into terms that the instructor wanted. This
is acceptable only;if: '

a. The trainee.is‘asked and provides consensus to the trans-
lation, and '
- .
b. The instructor is not forcing trainee responses into a pre-
conceived set of answers. .
Neither trainee questions nor answers were.repeated for the
bengfit of those who may not have heard. \
. 4
S1ight "badgering" of the class.with “you're not discussing”
comment. Such comments could very well lead to class hostility
and intentional minimal cooperation in the learning process.

Pgrmitted,ihe class discussion to wander off the topic into an
emotionat area and made it worse by joining into the
of f-the-topic discussion himself.

Instructér'néver provided positive comments regarding trainee

. contributions to the discussion.

Instructor’s repeated yawning conveyed the .attitude of
disinterest in the discussion. . N

Instructor failed to getvgl}/traﬁnees involved in the
discussion. . : .




f . Exercise 11-] ; \ o P .
! Page Four - :

Yoy
Tt

1. Instructor intefrupted a trainee and failed to allow the
trainee to complete the interrupted tth\ht.

d 12. Instructor shou]d have verba]]y ‘expressed/recognized the
emotional concern with ¢ost of notifications and set a 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 Wass no atempt at summarizing key po1nts or LQ prov1de
. closure on the discussion. - ,
¢ s
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EXERCISE 11-f R

-

Instructor Skills . . <

* °

In this exercise you will be asked to evaluate the delivery of
instruction using’ the greup.discussion technique. The delivery has been
videotaped in two parts. In the first part, the instructor will be T e
exhibiting 'many negative behaviors which are.known to interfere-with :
-student learning. During this part, you are to identify the instructor's - 3
negative behaviors using the Instructor Skills Checklist provided. Write

any additional comments regarding the delivery on the back of the Che?flv&t.

for discussion following theé.conclusion of the tape.

1 ~
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M

.

Instructor

HANDOUT. 11-1 ~ .
CHECKLIST OF INSTRUCTQR SKILLS: - ~
DISCUSSION LEADER ~ -

. RATING

Topic __
- +

Evaluagor
F N

Not »

Pod ~
00" 1 Observed

* Exc. Gonod .Adeq

DISCUSSION CONTENT

.

States purpose and goals of disqussiorf

Reviews topics to be coveredsand time hmits Of any)

Prowides guidance for group toward goal i ;

Asks pertinent quesuoﬁs correctly

group agreement

Summarizes conclusions reached apd obtains . 3

Qutlines required follow up activities. R
.

INTERACTIONS WITH GROUP

1f applicable

. Puts group at east, reviews grading system,

Establishes eye contact with all members, ® . < ' *

3,
E.ncot‘a?%es active par@gatlon through feedback f R

T 7
Rewards members’ contributions

M Iﬁyeeps discussion on track

Controls group without domsnating.

G
H

Avoids negative non-verbal behaviors * .
- 4

v

Clanfies differences.and suggests compromises : N .

{ ®ACHING AIDS (CHALKBOARD, FLIP CHART,

TOPIC LIST HANDOUT)  °

Clearly wisibie at alt times

R

—_— -

. e '
Aid content accurately reflects discassion topics . ks p

"

-~

»
Unobtrusive handhing of aids®

SPEAKING VOICE

.

i

/ . b
Clearly audible far entire group

pes

‘g

Understandable Vocabulary, no jargon . ,

o

N . ' . . N
Gets group’s atteriyion when necessary . b 5& "

Evenly paced, neither fast nor slow ' . .
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LESSON TITLE:

Lesson 12. Training Delivery: Demonstration
d —— : : . ~ \ S
',:, | purPOSE: ’ : _ \
{ J0 provide partgtipants a review of the correct ang incorrect instructor behaviors
- using the instructional method of demonstration. ~
) * ' ' o ”:h" ‘ ‘ i \ ' . i‘v‘
1 \
. / : . " ' >
. . TRAINING OBJECTIVE iy )

GIVEN: -

1. Good and bad examples of demonstrations.

-

‘ . . \

~

s | AGTION: - P v

- ) . Identify, correct and incorrect instructor behaviors, using the checklist provided- '

»
#

STANDARD: ‘

: ¢
1. Correctly identifies correct -and ing

orrect aspects of each of the demonstrations
with 90% accuracy. © —— = <

2. Reach agreement on an objective and practical assessment of instructor skills.
. a . ? . [

~ -
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A ' g ‘ '
1 . T 'l B .
N - . - .
INSTRUCTIONAL TECHNHQUES: ) - 1
1. Lacture/Discussion . :
2. Performancg/Application ) . Y
. ““ > "
.o h(/, .
. ) " . ~ . ’ .
, ] ‘
PARTICIPANT MATERIAL:, INSERUCTIONAL MATML: ‘ ’
Instructor Evaluation Checklist 1.4 Videotape S . -t
. , 2. Television set
. 3. Videotapesrecorder
~ ’ .
* - » ,
-4 © (
. A
. REEERENCES: v .
© ‘ ‘ )
L .
- . « A ]
. pd - - ’! e !
"‘A—l:—‘ b. 1
TIME: g " ACTIVITIE’ . .
1.5 to 2 hours 1 1. Lecture/D1scqss1on of prob]emc-ef
’ ) \ evaluating instructor performance
N ’ 2. Group exercise--using:evajuation
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\ . INTERMEDIATE STAGE _° ;e .
. L\ N T, s ) ) )
) Participants view two (2) demonstrations of irdstructor behaviors (one good and
* None bad example of demonstration). Ysing-the checklist provided, they will -
. evaluate the demonstration and identify corgecg[incdnrect instructor behaviors.
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Participants will apply the checklists in evaluating other instructors while
S they administer a brief practice demonstratiqn.- Sl
- ' / . e . ,
\ ¥ 7
. \. L] ? , * .
' .
) 2 /— Ql- PY
‘ ~ ° . Q
) . -
°t N ‘ :
-y h . L4 ~—~
» - e s L
. : . 12-3 309 ‘




DETAILED LESSON- PLAN

PE

* .
Instructional Events

~

.« Support
- Materials/Notes

%

TII.

‘Introduction.

“"A. Explain that

m-/ S
iTe 2 large portion of

effective training 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
manmer that will create an atmosphere
conducive to learning. In a previous *
lesson (Lessoft 9) we-have discussed
eneral classroom techniques which an
instructor can use to increase trainee
motivation, attention and learning. '

. (.. - N Iy
B. In addition, Common instructigna]

+ techniques can be effectively or

* ineffectively used., This lesson will
focus upon effective "and ineffective .
delivery of the classroom demonstration.

3

Devé]opment.

A. (Note: Parts A and B can be conducted by
dividing your class intd groups, posing

the discussion questions and having each °

group write their poor/good behaviors
their flip charts- for total class
"discussion.) ' Conduct a discussion )
focussing upon behaviors exhibited by ‘an
dnstructor while/conducting a demonstra-.
tion which:

1. 'Decrgase student motivation. o

2. ‘Decrease student attention.

3.. Interfere with ]éanging.

The discussion can stem from your
instructor's experiences when they were,
students in.high school or college. Keep
the discussiqn focussed uponm specific
behayiors rather: than non-behavioral
characteristics (i.e., "the instructor

J

Y

‘e

never addressed students by name," rather -

than "the instructor was distént"). List
comments on flip chart or chalk board.

Ll

v

A NEIT
. , ~ 124 310
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3

B.

Distribute copies of the Instructor

Once-megative instrictyre behaviors have
been 1isted, ask- the class to review each
negative behavipr and generate a positive
instructor behavior which, if practiced,

- will result in an envirenment more

conducive tg,.student learning,-;

Skills Checklist.

Tt

Compare itéms on'the checklist with those

generated during the discussion, and have

the class add any new demonstration , ,
behaviors to 'the Checklist. :

Exercise 12-1. Evaluation of Instruc-
tor's Demonstrajgon Behaviors

1. Explain that the class will evaluate
the videotape performance of an
instructor conducting a demonstration.
regarding the operation of a film

ptojector.

2. Explain that in Part One of the tape,

.~ many- instructor behavidrs are poor,
and the class isg to use the Checklist
and note paper to identify those
specific behaviors which result in an
instructionally poor demonstration.

3. Review your class resultf with those’
listed in Part One of the Exercise
Answer Sheet. T

4. Play Part Two of the tape to let the
. class see how-the demonstration has
been improved by cdnducting the
discussion attending to the more
"positive behaviors listed in the
Cheeklist.
e . P

-

Note: You may want each of your instructors

to cdnduct a brief demonstration for
evaluation by othé¥ class members to

. provide feedback on their demonstration

-~

Handout 12-1

Exerc{se 12-1

YL

L2
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A.

skills. If you should choose this -
option make sure that:

- .

. 1. Adequate time is allowed for
preparation. ’ :

2. Feedback 1nc1u§}s comments about
BOTH posTt1ve and negative _

behaviors.

3. Feedback is kept 6n a friendly,
' constructive ‘level. -

1.  Summary.,

N

" Sumfiarize the lesSon by again stressing

the importance of .positive instructor
behaviors in the delivery of classroom

- demonstration. -

Review those behaviors on the Checkligt
identjfied by your class as being the
most important behaviors to exhibit while
conducting a demonstrat1on.

"
’ e

-

v

_{Handout 12-1

e
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> . EXERCISE 12-1 .
: . _ \\Jnstructqr Skills ' . B
IR this exercise you will_be, apked to evaluate the delivery of o “""{‘% .

instruction using the demonstrationf technique. The delivery has ; been
. yideotaped in two ﬁérts. In the- fifrst part, the instructor wiTT/bg ’ ~. 7
. exhibiting many,negative behaviors which are known to interfere with . :
“. '+ Xstudent learping. During this parj, you are to identify the instructor's’
_ nggative behaivors using the Instrgctor Skills Checklist provided. Write ,
any additional comments regarding {he delivery on.the back of the Checklist -

‘for diséussion following the conclysion of the tape® _ ,
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EXERCISE 12-1 SUG.GES‘TED ANSWER SHEET
# CHECKLIST OF INSTRUCTOR SKILLS:

« DEMONSTRATION

Instructor

Topic RATING

- Not
* Evaluator . Adeq. Observed

DEMONSTRATION CONTENT

Knowiedge of procedures demenstrated

Explanation of procedural steps in simple terms,
- [

- .
Begins with tdentification of components -

Sequence of steps is exactly as done on the job

Frequently summarizes progress throughout the *
demonstration

Enphasizes critical steps (e g, dangerous of
invalidqting)

¥
Repeats entire procedure to feview and summarize

INTERACTION WITH STUDENTS

Puts students at ease, reviews grading system,
1f applicable . t

Establishes eye contact with all members.

Encourages acyve participation through feedback.

Rewards students’ comments,
-

Encourages questions on procedure being
demonstrated. i -

Avosds negative non-verbal behaviors.

Provides student opportunity to demonstrate
{if possible).
Asks timely questions of students to check their
derstanding.

TEACHING AIDS *

M o
Provides actual or simulated equipment/ Kf
matenals where necessary.

/ Clearly wisible at all umes.

O

Sufficient viewing time allgwed. -

Aud content coordinated with steps 1n
demonstration. >, '

»
Unobtrusive equipment operation/handhing of aids
i

7
SPgAKING VOICE .

Clearly audible for entire class.

L3
Varied voice inflection,

A

Understandabte vocabulary; no jargon.

Holds students’ attention.

Evenly paced: neither fast nor stow




~

EXERCISE 12-1 .
. . v )
Demonstration: Suggested Answer Sheet (continued)

“

¥
In addition to the behaviors specified on‘the Skill Checklist, the
instructor was gquilty of exhibiting the following behaviors which act to
interfere with learning: (Note: Behaviors are listed in the approximate
ordez;hlwhich they appear on the tape.) n

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 grainees encountered a
projector with the arms folded, they would not know how to
extend them. ,

3. The take;uﬁ'ree] and the film were placed on the projector
without explainjng/how this is done (i.e,, reels ate keyed; _and
there is a reeT-lock that must be engaged for proper use).

- , /*"

4. Why and how the end of the leadér 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. ’

. B
) 6. Instructions were not detailed. .For example, when the 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
demonstraging specific parts of the_projector.

8. The isntructor tried to.answer questions over the noise of the
&/// projector. Lo

9. The questions asked regarding the numbered iplaces o the
©# - projector were very poorly answered~ . |

10. Instrﬁctor eXpreséed uncertainty about the irregular motion of
; the take-up reel. ~ '

11. There was no review or summary of the steps required to load
' the projector. ‘ :

L)

315 . ~

12-9 . .- ' | 41“
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EXERCISE 12-1. -

Instructor Skills

In this exercise you will be asked to evaluate the delivery.of
instruction using the demonstration 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
stydent learning. Dur1ng this part, you are to 1dent1fy the instructor's
negative behajvors using the Instructor Skills €Checklist provided. Write
any additional comments regarding the delivery on the back of the Checkﬂ1st
for discussion following the comclusion of the tape. :




‘ ’ HANDOUT 12-1 ’
r CHECKLIST OF INSTRUCTOR SKILLS: )
) DEMONSTRATION )

Topic . ‘ o ) ' RATING

. i A} Not *
Evaluator . Exc. ‘Good Adeq Poor Observed

DEMONSTRATION CONTENT l

— - Instructor

Knowledge of procedure's demonstrated. ' .

1
Explanation of procedural steps in simple terms. ,

T Begins with identification of components.

Sequence of steps 1s exactly as done on the job.
Q ps 15 gxactly job ‘ N w(v?a

A Frequently summanzes pragress throughout the ) ~

; demonstration | ‘/

Emphasizes critical steps le.g., dangerous or ¢ - }
invahdating) \ . '

Repeats entire qrocedure to review and summarnize.

INTERACTION WITH STUDENTS

. .l Putsstudents at ease, reviews grading system,
' *1f apphicable

Establishes eye contact with all members

Encourages active participation through feedback F

- Rewards students’ comments. ’ . ( -

Encourages questions on procedure being "
demonstrated.

Avoids negative non-verbal behaviors.

Provides student opportunity to demonstrate

{+f possible). > >
Asks timely questions of students to check therr d
. ungderstanding b

. | TEACHING AIDS

Prowvides actual or simulated equipment/ | _ o
. ' matenials where necessary.

Clearly visible at all umes \
N r

Sufficient viewing time allowed.

! ! Aid content coordinated with steps In {
’ demonstration . . \'

Unobtrusive equupment operation/handhing of aids. . . —

v

SPEAKING VOICE

p
. Clearly audible for entire class. .

-
Vaned voice inflection.

Understand3ble vocabulary, no iargon.. .

Holds students’ attention

. : Evenly paced; neither fast nor slow.
i

ERIC L ‘ . ; ~
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‘}\LESSONTITLE: o . <
- ."  Lesson 13. Training Delivery: Trainee Performance

ry ~

PURPOSE: - T . -

To provide part1cipants a review of the correct and incorrect 1nstructor behav1ors
< when using the 1nstruct1ona1 method of trainee performance.

~

! . °

TRAINING OBJECTIVE

GIVEN: oy
1. Good and bad demonstrations of trainee performance.

2. Checklist of instructor behaviors.

ACTION:

Identify correct and incorrect instructor behaviors, using the checklist provided.

STANDARD: R

.1. Correctly idéntif%es‘cprrect and incorrect aspects’ of each, of the demonstrations
with 90% accuracy © .

2. Reach agreement on an objective and practical assessment of instructor skills.

. o T LS o~




il

+
-

INSTRUGFIONAL TECHNIQUES:

1. Lecture/pi¥cussion

2. Performance/Application
w

Z

PN . "le

* ——

-

i

-

Instructor Evaluation Checklist

- PARTICIPANT MATERIAL:

°

/

[

INSTRUCTIENAL MATERIAL: . .

1. Videotape
2. Television set
3, Videotape recorder

REFERENCES:

D

3

° , ' T,
%» -
TIME: b \

1.5 to.2 houfs

1.
2.

ACTIVITIES: .

L4

Lecture/Discussion of problems of
evaluating instructor performance.
Group exercise--using evaluation

‘check1ist and videotape demonstration
of dnstructor behavior.,




B

EARLY STAGE

Brief lecture/discussion

INTERMEDIATE STAGE

'Part1c1pants view two (2) demonstrat1ons of instructor behaviers (one good and
one bad example of trainee performance). 4Using checklist provided, they will
evaluate the demonstration and identify correct/incorrect instructor behaviors.

°

o

.8y

1.

* A

HNALSTAGE

Part1c1pants will apply the checklist in evaluating other lnstructors while
they administer a brief pract1ce trainee performance exercise.

& ’

v
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. “11.. Introduot1on. -, (/ L j
N A. Exp]a1n that while a large port1on of =~ . .

2 . - effective training is the result of the™ °
- application of sound instructional "

) ‘development, procedures (e.g.,. task

e ' analysis), it is also extremely important
‘that deve]oped training is-delivered in a Ny
. manwer’ that will create an.atmosphere
. . . conducive to-learning. In a previous

17 : lesson (Lesson 9) we have discussed
general classrdom techniques ‘which an oL
instructor can use to increase trainee _ . .
_motivation, attention and ]earning. P

L]

s> «B. 1In addition, common 1nstruct1ona] ' S
techniques can be effeXtivefy or .
. ineffec¢tively used. This lesson will e
focus upon effective and ineffective R o
, use of trainee performance as an . : b
- instructignal téchnique. ' .

.C. Describe the trainee performance-
. . techniques as the situation, typically
\ o e ® following stge other form of jMgruction
(e.g.,’ demonstration, lecture), when -l
a trainee s to perform a JOb né]ated . .
¥ "task, _during which:
tﬁo
1. He/She is. to” verp@]]y descr1beqth
, steps of the task as:they are being .
, & * " perforned. . . 3
o o v q .y °>
, 2. The 1nstd€%tor prevents tra1nee~er e 2 a e
* o\ Cto avoid, Tearaing wroqf\behav1ors)
] . . [}
‘ . : 3. °The instructor prov1des positive
> ) feedback . ;|
: . - |

- II1." Development.’ .

. S « A. . (Note: Parts A and B can b2 conducted by .
- dividing your clags into groups, posing N T
- the discussion-qbiéggons and having each
group write their r/good beha iors on
k . their flip charts for total -class >

N .d1scuss1on. Conduct a d1scuSS1on . .

4
7

- . focussirg_upon behaviors exhipited by an ° ) P .
. Y ' m\ \ . v ,9
. ,)f) - -

P ’
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uctor while condu;ggng a tra1m&u¢
pe ormance exercise which: .

k]

1. Decrease student motivation.
s

2. Decrea;e 5tudent*attent1on.

3."Interfene with 1earn1ng.

The d1$cuss1on can stem from your: .

. instructors'  expériences when they werg
Keep -

students in high school or college.
the discussion focussed upgn specific -
behaviors rather than non-behavioral

" characteristics (i.ev, "“the instructor-

never” addressed students by nanmte,'s rather
than."the instructor was distant”). List
comments on flip chart or chalk board.

Once negative instructor behaviors 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 .
conch1ve to student. learning.

- Distribute cop1és of- the Instructor

Sk114$ Checklist.

ompare items on the?check]ist with those
generated during the discussion, ‘and have
the class add any new performance

exercise behaviors to'the Checklist:
N n

&

1. éxp]a1n that the class will ‘evaluate -

.7 the videotape performance of an
instructor conduct1ng a performance
exercise regarding the operat1on of

a film proaector.

2. Explain that in Part One of."the tabe
many instructor behaviors are poor,

and the class is¢to use the Check11sti

" and note paper to identify those
specific behaviors which result in an
instructionally poor performance
exercise,

. RV 4 ¥ . ’ ':«\
xercise #3-1. Evaldgation of Performance
ercise- Behaviors.

-

-

L.

et

Handout 413-1
.

)

Exercise 13-1

_r
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I11.

Summary °

A.

4.

Review your class ‘results with those
listed in Part One of the Exercise
Answer Sheet. Ce

class see how the performance
exercise has beem 1mproved by
"conducting the exercise attending to
the more positive behaviors 11sted in
. the Checklist. - .

o

‘

You may want eaeh of your instructors -

.to conduct’ a brief performance.
exercise presentation for evaluation
by .other class members ta provide
feedback. on their. instructional
skills. If you should choose: th1s
option make sure that ’
1. Adequate t1me is allowed for °
preparat1on}

P

n-

é. Feedback 1ncTudes comments about

BOTH pos1t1vé and nedative’
b_h_vwrs.'

3.” Feedback is kept on a fr1end]f\k_\
constructive level.

7

Summarize the lesson by again stressing
the importance of positive instructor
behaviors in the trainee %erfofmance
exercise. -

- » ' !

.
3]

Review those behaviors on the Checklist
jdéntified by your class as being the

most important behaviors to exhibit while -
conducg_gg a trainee performance

exercisg, — . L

2,

r {

Pfay Part Two of the tape to let thé _

»

Handout 13-1




» EXERCISE- 13~1

Lo Instructor Skills
_ -~ L . . -

3

— In this exercise you will be asked to evaluate the delivery of
instruction using the trainee ,performance technique. The delivery has been .
videotaped in. two parts. In the first part, the instructor will be

. exhibiting many negative behavidors which are known te interfere with
., student learning. During this part, you are to identify the "instructor's .
negative behaviers using the Instructor Skills Checklist provided. Write
. any additional comments regarding the delivery on the back of the Checklist .
s for discussion following the corfclusion of the tape.
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EXERCISE 13-1 SUGGESTED ANSWER SHEET °
CHECKLIST OF INSTRUCTOR SKJLLS:

y
Instructor: .

PERFORMANCE EXERCISE .

A

e

Y
-"RATING

Topic: _

Evaluator:

Exc.*®

Good

Adeq.

Poor

Not

PERFORMANCE EXERCISE CONTENT

Observed

A e
Provides clear instructions on performance expected.

.

Imposes realistic conditions {time allotted,
environment, aids).

1

Explains if/when questions are permitted.

Providss all data/equipment necessary*for
correct performance. »

-

~ NN I

INTERACTIONS WITH STUDENTS

Puts students at ease; reviews graang system, ‘W
1f applicable.

Establishes eye contaet with all studenis.

WP

Rewards students correct performances.‘é '

. -

Monitors students throughout exercise period
without disruption.

N

o Aidsstudents who are obviously doing poorly.

Closes instructional period on time, as orignally - *
stipulated. . B

NA‘ )

L]

\ Collects exercfse products without negative comments.

NA

[
D

TEACHING AIDS

e

Provides actual or simulated equipment/materials
where necessary.

Clearty visible at all times. .

Sufficient viewing time allowed. ¢
'Y a

Aid’content coordinated with performance steps.

>

SPEAKING VOICE -

- N i\

Clearly audible for entire group.

Understandable vocabulary;'ﬁo jargon.

0y

Gets group’s attention when necessary.
4

o

Evenly paced; neither fast nor slow. B

..
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EXERCISE 13-1
~ . Al )
" Trainee Performance: Suggested Answer Sheet FQEﬁtinued).

~ -~

-

4
o In addition to the_hehﬁ@iors spec¢ified 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_they appear on the tape.) . :

. v - .
L 1. - The instructions given to the class were poor. No time was)

specified; there was no indication as to whether tg{s was a
test situgtion or whether questions were allowed, etc.

2. The trainee should have been iMtructed to verbally explain
. //"each step as it was taken and to indicate why specific steps
were taken. ~

’ 3. The instructor did not"act to prevent errors. The primaﬁy\
purpose of this technique is to'permit trainees to practice
behaviors without error so that propenﬁfkills are developed. .
4. A1l the materials needgd-were not ‘immediately aQa{Iabiq. The '
! trainee had to ask fof the take-up reel. °

AV :
¢ 5. The instructor failed to anSwer 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 iike “You
! ) were lucky the machine did not jump."__This is also not an
effective learning atmosphere.

N : 7% There was 1little eye contact with the trainee or the class.

8. There was little effective.feedback provided to the trainee at
the end of the exercise. , N
: ,

6. There was no summary to thqsgxercise.

. 3
£ | 3

ERIC - 7. T e

4 ¥ 3
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EXERCISE 13-1

Instructor Skills

.

In this exercise you will be asked to gvaluate 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 Tearning.: During this part, you are to identify the instructor's

negativk behaviors using the Instructor Skills Checklist provided. Write

any additional comments regarding the delivery on the back of the Checklist
for.discussion following the.conclusion of the tape.

)
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: ERIC

Aruitoxt provided by Eic:
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HANDQUT 13-1 e
CHECKLIST OF INSTRUCTOR SKILLS: -
PERFPRMANCE EXERCISE .
Instructor: ' :
-~ RATING .
Topic: - — o
Evaluator: _» o Exc. | Good | Adeq. Popr Ob?eor:led

PERFORMANCE EXERCISE CONTENT

s

a

‘Provides clear instructions on performance expected.

Imposes realistic conditions (tiTJ allotted,
environment, aids). C

Explains 1f/when questions are perml\ted.

Provides all data/equipment necessary for
. correct performance.

F

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 exe§ise period
without disruptions

- Aids students who are obviously doing poorly.

Closes instructional period on time, as originally
stipulated. ra .

Collects exerfise products wjthoWgative comments.
hnd ¥

TEACHING AIDS - ‘ -
Provides actual or simulated equipment/materials
where necessary. N
] Clearly visible at al} times. .

A

Sufficient viewing time allowed.

Aid content coordinated with performance steps.

1

| SPEAKING VOICE

Clearly audible for entire group. °

*

. Understandable vocabulary; no jargon.

Gets group’s attention when necessary.

Evenly paced; neither fast nor slow. -

3. A

-




APPENDIX A

INSTRUCTOR QUESTIONNAIRE




Instructor Questionnaire o

~

Directions: The 'féllowing questions are aimed at finding out what you know -

about the procedures ifvolved in systematica[ly.devgloping and presenting a
training course. The results will be used only to make decisions about the
content of a planned seminar for instructors.of water plant operators. Read
each item carefully and write your answer in the Space provided. Please
state your answers as briefly as pos§ib1e. . \ N

°
L

14

1. In one or two sentence, desc}iﬁggasituation in your area that subgests
a need for water plant operator~training. “/,

»
2. What are the two general steps performed when conducting a task -
analysis? : . ' 7]

~

a. N

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

de ' . . -

3

C. ! 'S

o




4. MWrite a good training objective to reflect the operator task éi;;%onduct
a chlorine residua] test." - .
. .

X K

~— 1T

v
°

5. Describe two general guidelines that should be used in -sequencing
instructional activities to optimize learning. -

v

de.

6. In geneééT, learning is fastest when: [Check (/) all that apply.]

Training actizjtiesldo not require the trainee to respond.
v .

Visual‘aidﬁ are kept to a minimum.

* S N
Test results are reviewed no earlier than one week after a test. .

4

" Activities are‘direct[z;job related.

(4
L]

Only one instructional method is used throughout a coupse.

- B

™~

7. An instructor lectureé is most appropriate for which stage of trainee
learning? [Check (/) your answer.) \_

Ear]y'stagef
Middle stage.

Final stage.’ °




I'",,,*‘\l
¢

8. Which of the media categories be1;§“nn1ﬁ be most helpful in training
an operator to replace a valve seal. [Check (v) your answer.]

Programmed instruction. -

Instructor demonstration. .
Textbpék description. ~ . N\EL

Trathing film,

9. The U.S. EPA has developed nationally applicable training programs in
which of the following areas? [Check (/g your answers.]
— >

Water plant operator trainfng.

The procedures for administering requests for variances and
exemptions. ] .

-

Water pTant maintenance training. . N

’ Testing for chlorine residual and turbidity.
- . . ' o
. Water plant'supervﬁépr 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.] ' . T ," .

be in qut]ine form.
inc1u§;\§peéific questions to be asked.

' specify the technical cdﬁ%@nt of the lesson.
- . & . , :
indicate page numbers of referenced trainee materials.

/

11. List two typés of information that you MUST "have before you can
determine what the training content of a course will be:

-

a. )

[

b.




12. The most appropriate test form for assessing knowledge of states and
their capitals is: ‘ '

True-False.

Multiple-choice. ‘ .
___ Essay. :
____; Matching.

> Shoft Answer. .
« ’ ' R )f

13. Which True-False question below is written in the best form? [Check (/)
your answer.]

Water always freezes at 320, ta »
The MCLs for arsenic and~chromium are 0.07 and 0.045
respectively. B

*

A molecule of water is ‘heavier than a molecule of salt.
. . L

Lead service lines never cause water to exceed the allowable MCL. .
B

N
. -

.“§d4. How would you rate your confidence in_your ability to: [Check ,(v) the

number that indicates your degree of confidence.]

] .

-

- . VERY
. CONFIDENT

_LITTLE

6R NO

‘ h ~ CONFIDENCE

. _ ' 1 2 3 4 5 .

6

Identify good and poor audiovisual
materials. . .

Prepare audiovisual materials that
meet,the criteria for good design.

Obtai\ resources contained in IRIS. ’ e

\

Obtain ‘resources containgﬁ/in I, | . . ML

Conduct an instructional lecture.

Recognize and specify instructor
behaviors which characterize a good
instructional lecture. L,

Conduct a group discussion. ’
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- CONFIPENT CONFIDENCE
\ 1 2 “ 3 4 5 €6
h. Recognize and specify instructor )
behaviors-which create a good group v el ‘
discussion. s )
i. Copduét an instructional demonstra-
tion.. . . ‘
j. Recognize and specify instructor ‘.
behaviors which characterize a good -
. - indtructional ‘demonstration. 1
. k. Conduct a performance exercise. Y . '
v x. » =
- - . ‘ﬁecoqnlze and specifyr instructor
) behaviors which create a good per-— - . -
formance exercise. . -
r ¢ *
. . x>
f
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