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EXECRTIv_INSMABX

This three-week workshop with 18 participants was designed to
prepare competent Pakistani trainers of trainero. The workshop
design included self-assessment on competencies related to
training, managing training, and training of trainers; a review
of systematic training models within uhe context of organiza-
tional effectiveness; and for each of the modules on Trelning
Needs Assessment (TNA), Program Design and Instructional
Techniques (PDIT), and Effective Training Evaluation (ETE), a
revisw of the content based on particIpant manuals, a review and
revision of the instructor manuals, and a presentation with
feedback. Finally, participants were evaluated by the facilita-
tors and the participants as to their readiness to offer at least
one of the modules during the next year.

To accomplish this, the consultants needed to develop a comon
format for the participant and instr..ntor manuals, gather
together the material needed for each from previous AED workshops
and other available resources, and add components to complete the
process.

Reaction evaluations were completed by the participants, showing
very positive responses to objectives, materials, facilitators,
and activities. Logistics were rated low.

The project outcomes are;

Participant and instructor manuals for Training Needs Assessment
Participant and instructor manuals for Program Design and

Instructional Techniques
Participant and instructor manuals for Effective Training

Evaluation
Participant and instructor manuals for Advanced Trainers Develop-

ment Workshop
Delive.y of the three-week Advc.nced Trainers Development Workshop
A list of participants evaluated as to their readiness to deliver

at least one module during the next twelve months

Major recommendations arising fr rn the report include:

Offer a "Computer Packages for Trainers" workshop
Use a text in each of the three modules to replace much of the

duplicated material
Hold firm to the prerequisites for participants in the ATDW, and

perhaps strengthen criteria for participation
Maintain originals of manuals developed from this workshop,

incorporating future changes, which should be minimal, in
the master copies

Maintain same format in the manuals for FTOT; developers of FTOT
should have full accesss to the manuals developed in this
ATDW; and the FTOT should emphasize listening, paraphrasing,
synthesizing, various points of view, and non-defensive
feedback



Provide improved coordination from AED in future ATDWs
In future ATDWs, spend more time on review of content;

presentations by participants; giving and receiving
feedback; authority, power, and rigidity; relationship
building; cofacilitation processes; and computer
competencies
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SCOPE OF WORK

The scope of work was established by the Academy for Educational
Development for the consultants as follows:

The consultants will design and deliver the Advanced
Trainers Development Workshop (ATDW) from July 7 to
July 26, 1990, at the Audit and Accounts Trak .1g
Institute in Islamabad. The ATM, previously .referred
to as] "Cluster 1," has been redesigned and e.panded to
18 days. The ATDW will prepare trainers to deliver one
of three courses, Training Needs Assessment, Program
Design and Instructional Techniques, and Effective
Training Evaluation. ATDW will focus on mastery of the
content as well as skills in managing and facilitating
training.... A greater emphasis on the overall
Organization Development, and hands on" participative
training are desired.

Further discussion with the staff in Islamabad clarified
additional expectations relative to the scope of work.
Participant manuals for the Training Needs Assessment and
Effective Training Evaluation needed revision, and a participant
manual for Program Design and Instructional Techniques needed to
be developed. A consistent format for the manuals needed to be
developed. Further, none of the workshops had an instructor's
manual to accompany the participant's manual. Finally, since the
purpose of the entire process was to produce effective trainers
of trainers, the participants were to be evaluated upon the
completion of the workshop as to their readiness to deliver at
least one of the modules during the next twelve months.

Thus, the outcome expectations for the consultants' assignment
were as follows:

Participant's manual for Training Needs Assessment (TNA)
Instructor's manual for Training Needs Asses.ment (TNA)
Participant's manual for Program Design and Instructional

Techniques (PDIT)
Instructor's manual for Program Design and Instructional

Techniques (PDIT)
Participant's manual for Effective Training Evaluation (ETE)
Instructor's manual for Effective Training Evaluation (ETE)
Participant's manual for Advanced Trainers Development Workshop

(ATDW)
Instructor's manual for Advanced Trainers Development Workshop

(ATDW)
Effective delivery of the Advanced Trainers Development Workshop

(ATDW)
A list of participants evaluated as to their readiness to deliver

at least one module during the next twelve months
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Day-by-day activities of the consultants in support of these
objectives are provided in Appendix A.

ATDW WORKSHOP DESIGN

Since this was the first time that the Advanced Trainers
Development Workshop had been offered, there was some ambiguity
about the outcome objectives for the workshop. The previous
experience in this area had been in what was then called a
"Cluster One" workshop, in which compoDents of the three previous
workshops (Foundation Training of Trainers (FTOT), TNA, ETE) and
areas related to Training Design, Development, and Presentation
were reviewed. The culminating activity of the workshop was the
presentation in two one-day seminars of one module from these
workshops in a "Training Fair" offered to the local community.

In a revision of the overall concept of preparing trainers, the
Advanced Trainers Development Workshop was created. (See the
pyramid displaying this concept in Appendix B, Certification
Program for Human Systems Development Professsionals.) While it
was clear in the communications from AED-Islamabad to the
consultants that there was dissatisfaction with the Cluster One
workshop, it was not clear what the desired outcomes were.

Martha Malcolm Cooper visited Islamabad in May and attempted to
get clarity around the outcome objectives. On her return to the
United States, she met with the two consultants. A one-day
meeting created a proposed design (see Appendix C). This design
proposed a heavy emphasis on the content of the three core
modules (TNA, PDITI ETE), it having been decided in Islamabad
that FTOT would not be included in the ATDW Workshop. To insure
competence in the content areas, a "Training Fair" component was
proposed, with the idea that participants would actually conduct
a needs assessment; design, develop, market, and deliver a
workshop; and conduct an evaluation. In addition, emphasis was
built in on Managing Training (a competency area in which the
participants were expected to be weak) and specific competencies
needed for Training of Trainers. Islamabad expressed concern
about the design, fearing that too much emphasis would be placed
on the Training Fair, thus limiting the breadth of content
covered during the workshop and overemphasizing content rather
than training of trainer processes.

Thus, a major goal in meeting with the Islamabad staff upon
arrival in Pakistan was seeking clarification on the background
of the participants and the desired outcomes of the workshop. As
expected, the background of the participants was quite varied,
with some having been enrolled in several previous AED workshops,
while about half had not been enrolled in any previous AED
workshops. While this violated the concept contained in the

2



overall model (Appendix B), it was necessary to insure an
adequate number of participants in the workshop. Those
participants who had net enrolled in a previous AED workshop were
experienced trainers, though their formal exposure to training
concepts was unknown.

A further concern of the consultants was that there had not yet
been any agreement on the content for any of the "prerequisite"
courses--FTOT, TNA, and ETE--and the PDr" workshop had never been
presented. As a result, the scope of worx required the
preparation of trainers of trainers for content areas that were
not yet established. Several consultants had taught various
workshops, all with different content and emphasis. Further, the
FTOT--the foundation for all of the follow-up modules--was going
to be revised significantly, but not until August!

As a result, it was determined that it was necessary in the ATDW
to provide a review of the overview of systematic training, as
well as in each of the specific module areas (TNA, PDIT, ETE).
Developing further competence in computer application was also a
desired outcome. Further, it was necessary to include how each
of the modules should be presented in training trainers.
Finally, the participants needed experience in presenting modules
within each of the module areas.

The final design (see Appendix D), therefore, included the
following major components:

Self-assessment of competencies in training, managing training,
and training of trainers

Overview of systematic training within the context of organiza-
tional effectiveness

Review of content in participant manuals for TNA, PDIT, and ETE,
including computer competencies

Review and development of content for instructor manuals for
TNA, PDIT, and ETE

Presentation of modules from TNA, PLIT, and ETE, with feedback
Consideration of general issues related to managing training and

training of trainers

DEVELOPMENT OF PARTICIPANT MANUALS

To provide some consistency in what is included in each of the
three modules (TNA, PDIT, and ETE), it was necessary to develop a
participant's manual for each module that participants in the
ATDW could use as a base in their own training of trainers. As
each participant in the ATDW had to sign a statement making a
commitment to offer one of the three modules during the next
twelve months, it was critical that participants in the ATDW

3
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completed the workshop feeling confident that this could be done
and having the competence to do so.

The consultants, then, reviewed all of the available materials
that had been developed to date for use within AED. While
several materials were available that were useful and relevant,
there was not a well developed manual for any of the three
modules. Further, the format of each was quite different and did
not provide a good resource for the ATDW participants.

One major task of the consultants, then, was to determine a
format for the participant manuals. Each participant manual
consists of the following:

Table of contents, by day, listing all materials to be used on
each day

Tabs to keep the activities for each day separate
Schedule of workshop activities (calendar and daily schedule)
Workshop objectives
References, including required texts
Groundrules
Daily readings
Exercises and overheads in the order in which they are to be used

during that day's activities
All pages to be numbered

ye o m n anua

Using the above format, the consultants then identified
appropriate materials for inclusion (from previous AED workshops
and other resources available), developed materials that could
not be identified, and produced a manual to be distributed to
each participant in the ATDW. While it required that one
facilitator work on the participants' manuals throughout much of
the ATDW while the other facilitated participant sessions, the
three participant manuals were completed in time to use according
to the schedule, with the exception of the TNA manual. The
schedule was revised to accommodate a one-day delay in
distributing the TNA manual. Not only did this process put a
heavy burden on the consultants, but it also created major
difficulties fr the support staff in preparing and duplicating
materials.

4



DEVELOPMENT OF INSTRUCTOR MANUALS

Most of the reports from earlier workshops included timelines,
how activities and exercises were used, materials needed,
handouts, and so on--the type of material that would normally be
included in an instructor's manual. However, this, too, was
quite varied in format and was not always as complete as would be
desirable, especially for beginning trainers.

Another aspect of the consultants' task, therefore, was to
develop a format for the instructor manual to provide consistency
across workshops, pull together appropriate existing materials,
and supplement with additional information to complete the
manuals.

Since this part of the process was considerably less developed
than the material for the participant manuals, it was anticipated
that the consultants would not be able to provide complete
instructor manuals for each of the three modules by the time they
were needed in the ATDW. As a result, the ATDW Workshop design
provided one day for each module for participants to work at
developing the activities for t"-- instructor manuals as developed
by the consultants. This proved to be a valuable exercise for
the participants, in developing their ability to conceptualize
and use training tools.

This input was then used by the consultants, after the completion
of the ATDW, to develop the instructor manuals and, if necessary,
the participant manuals. At the conclusion of the consultants'
contracts, consistent participant and instructor manuals were
available for TNA, PDIT, ETE, and ATDW.

Inatim2tat_MADMA1 Format

Each instructor manual consists of the following:

Table of contents, by day, listing all activities for each day
Tabs to keep the activities for each day separata
Time required for each activity
Identification of the activity
Objectives for the activity
Purposes for the activity
Method to be used in accomplishing the activity's objectives
Preparation needed prior to the presentation of the activity
Materials needed
Instructor notes
Materials and overheads in the order in which they are to be used

during that activity

5
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PARTICIPANT SELECTION AND SELF-ASSESSMENTS

The target -et by USAID was 20 private sector participants, to
reflect USAID's changing emphasis on the private rather than
public sactor and to justify the involvement of co-facilitators.
Even after the arrival of the consultants, only 14 participants
had been identified, several of whom were still in the public
sector. As a result of the felt need for more participants, the
criteria established for participation (at least the Foundation
Training of Trainers course and one of the three TOT courses or
extensive experience) seem to have been violated during
selection. In fact, 18 participants joined by the second day of
the workshop; however, only three participants were private
sector (though two work as consultants to the government and one
owns her own school). Three participants are with NGO's (non-
government organizations). Selection thus failed to identify
private sector personnel, though the target number was nearly
reached.

To reach the desired number, however, several people with no
background in AED's coursework and with only slight training
experience were included in the participant p:sol. This was
especially evident during the introductions on the first day of
the workshop during which participant expectations often
reflected a desire for training content, not training of trainer
content. The facilitators responded with a direct statement that
those desiring training content were likely to be frustrated with
the workshop and should probably self select out. No one chose
this option. Yet the issue continued to surface during daily
feedback sessions, in which participants reiterated their desire
to have more training content.

To determine where participants were with competencies, three
competency instruments were administered: two were developed by
the facilitators (Training of Trainer Competencies, based on
their own experiences, and Managing Training Competencies, based
on their own experiences and on London, 1989) and one to measure
training and development competencies developed by the American
Society for Training and Development (McLagan, 1989)--Competency
Assessment for Human Resource Development Practitioners (see
Appendix E). The first two were taken by participants on the
first day; the third instrument was not administered until the
beginning of the third week, not by design, but because the
materials containing it were delayed and did not arrive until
well after the workshop began. A fourth assessment was a request
of participants to list the computer packages with which they
were familiar along with their level of competence in using the
package.

The self-assessments completed on the first day served two
additional needs besides needs assessment: first, they served to

6



model the difference between gap (or discrepancy) analysis and
competency analysis; and second, they provided raw data for
participants to use in acquiring computer skills to do an
analysis of a training needs assessment. The results of the
analysis and their accompanying bar charts are shown in Appendix
F. Highlights of the pre-assessment follow.

TrAining-2L-213kinara_gQ2121.tranglm

Seven of the 25 items on the Training of Trainers Competencies
instrument averaged lower than 3.0 (on a 5-point scale), in rank
order as follows:

2.35 Instru&s otters in use of computer for needs
assessment., visual aids, and evaluation.

2.47 Describes appropriate behaviour for marketing training
programs.

2.53 Models appropriate behaviour for marketing training
programs.

2.82 Models appropriate behaviour for conducting training
evaluations.

2.88 Models appropriate behaviour for conducting a training
needs assessment.

2.94 Instructs others in the use of video camera and
playback machine.

2.94 Identifies and describes resource materials useful to
trainers.

Only one item was rated over 4.0:

4.06 Taking appropriate responsibility in tasks and
relationships.

Every item oa the competency instrument was rated at least 4.0 in
importance, with the lowest rated item being:

4.00 Describes appropriate behaviour for marketing training
programs,

During the completion of this competency item, participants
expressed some difficulty in distinguishing between "describing"
and "modeling" the appropriate behaviours. The results indicate
more comfort with describing than with modeling. This may
suggest that the participants are mere comfortable with the
theory of training than they are with actually performing
training according to appropriate theory.

7



Manaaina Training_COMpetencies

Only two of the 20 items on the Managing Training Competencies
instrument were self-assessed below 3.0 (on a 5-point scale):

2.82 Develop a data-base system for maintaining records of
instructional materials, supplies, and equipment.

2.88 Develop a data-base system for maintaining records of
trainee achievements.

While there are many fewer 3ompetencies under 3.0 in the managing
training competencies areas than in the training of trainers
area, again only one item showed up as being self-assessed above

4.18 Develop a training schedule.

Training Competengim

The ASTD Competency Assessment for Human Resource Development
Practitioners (McLagan, 1989) determined competencies on 35
training and development competencies using a 7-point scale
ranging from 0-6. Because the software used in the analysis
would not accept a 0 value, 1 was added to each value identified
by participants, providing a range from 1 (no competency) to 7
(expert competency). The results are displayed in Appendix F in
two ways--by question order and by rank order. Participants
rated themselves at a level of 5.0 or higher on 11 of the 35
competency areas. They rated themselves at a 4.0 or lower on
only 4 of the 35 competency areas. The areas in which they rated
themselves the lowest are:

2.89 Electronic Systems
3.50 Computer Skills
3.56 Knowledge of Industry
4.00 Career Development

The 4 highest rated areas are:

5.50 Facilities Management
5.44 Objectives
5.33 Writing Skills
5.28 Coaching Skills

The facilitators are dubious about the validity of these self-
ratings, based on observations made during the three-week ATDW.

After rating themselves on each competency area, participants
were then asked to check the seven areas in which they wanted to
focus their own self-development. This was coded on the computer
with a 1 if the item was not checked, and with a 2 if the item

8
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was checked. Again, the results of this analysis are shown in
two ways in Appendix F--in question order and in rank order.

Of the 18 participants, 15 checked Computer Skills. This choice
is validated by the positive response of the participants to the
computer components built into the ATDW. Relationship Building
was selected by d participants, with 7 participants each
selecting Electronic System and Career Development.

Computer Competencieg

Only 7 of the 18 participants had any computer background, and
only three participants reflected an extensive background. One
participant accounts for 10 of the 23 responses. Participants
were asked to indicate whether they felt that their competence
was at a level at which they could train others on the package
(1), they were competent to US6 but not train (2), or they had
some familiarity only (3). The specific packages, with level of
competence, follow:

Able to Train

Multimate (1)
Assistant Series (1)
Lotus 1-2-3 (1)
DBase III (1)
Wordstar (1)

Competent to Use but not Train

Lotus 1-2-3 (2)
Wordstar (1)
Printshop (1)
Symphony (1)
DBase IV (1)

Some Familiarity

Lotu3 1-2-3 (1)
DBase III (2)
Wordstar (2)
WordPerfect (2)
SPSS (1)
DEC Easy (1)
Quatro (1)
Word (1)
Framework III (1)

9



PARTICIPANT PRESENTATIONS

Each participant made three presentations during the ATDW, each
with a different co-facilitaor. One presentation each was made
in TNA, PDIT, and ETE. Each presentation was videotaped.
Presenters were encouraged to view their videotape immediately
after the presentation, though about half of the participants
elected not to view their own videotape, in spite of facilitator
encouragement to do so.

Each participant was provided a form to use to provide written
feedback to each presenter (see Appendix G). These forms were
also completed by both facilitators; in addition, the
facilitators provided detailed written feedback on each
presentation. Further, during TNA and PDIT, one of the
facilitators facilitated an oral feedback session in which the
participants provided feedback to the presenters. During ETE,
volunteer facilitators facilitated this process, and then the
group provided feedback to the facilitator.

Each presentation pair, then, had about two hours of presentation
time and received about one hour of feedback during the ATDW.

s e ant ns

Throughout the presentations, the most glaring weakness of the
participant trainers was the inability to demonstrate flexibility
to questions and comments from the audience. This lack of skill
made for prolonged sidetracking and power struggles among
participants vhile they were practicing the delivery of their
modules. Power struggles were also evident in almost every
presentation with excessive bickering/arguing over minor details,
generally emanating from the same few participants. The
participant trainers found that they had little skill to diffuse
this situation.

Other general deficiencies included:

Lack of mastery of subject matter
Sameness of presentations (inability to create/use a variety of

approaches)
Overemphasis on small groups and brainstorming
Continual displaying of enabling objectives, in spite of

trainers' encouragement not to do so
Formality; inability to present a relaxed, informal atmosphere
Tnability to translate theory into concrete examples; high level

of abstraction used
Verbal difficulties--voice projection, modulations, enthusiasm,

and, in some cases, difficulty with English

10
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Difficulty in understanding co-facilitation roles and then
carry'4g out the roles effectively

Difficulty in accepting the ambiguity of life; wanting the "one
right answer" for themselves and insisting on getting it
from their audience

Defensiveness in receiving feedback, calling it "clarification"

Marked improvement on most of these deficiencies occurred during
the workshop--whether from actual skill improvement or from an
increased sense of self-confidence and ease with the group is not
known. By the completion of the ATDW, participants were
generally displaying the following improvements:

Increasing use of a sense of humour, creating a more relaxed
environment

More creativity and variety in their methods
Greater trust in and respect for their co-facilitators
Increasing use of "here and now" examples
Improved quality (in general) of media
Better recognition of power struggles
More setting of the context for the presentation than simply

sharing their enabling objectives
Willingness to do more research to acquire subject matter

knowledge than was the case in the beginning
Improved use of turning questions back to participants for

response rather than feeling as if they have to give all of
the answers

More skillful in giving behavioral feedback

InclimicluiLitalmarat_g_tiartants_ets_aminsra_p_Laraiuma
Throughout the workshop, the facilitators were aware of the need
to assess each participant at the conclusion of the workshop.
Notes were taken and compared frequently during the ATDW. In
addition, on the last day of the workshop, each participant was
given a form to fill out that provided them with an opportunity
to assess each other and to indicate their own level of
commitment in participating in one of the three TOT workshops
(see Pppendix H for the form used and Appendix I for the
results).

Participants were assessed as to their current competence as a
trainer of trainers in four categories:

1. Competent now
2. Not yet competent, but shows good promise
3. Can possibly become competent with more experience and

tritining
4. Does not show promise as a trainer of trainers

11
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Recognizing the impossibility of ranking such a subjective
measure as "competence as a trainer of trainers," the
participants are ranked within these four categories.

Competept Now. The following six participants are judged to be
competent now to co-facilitate one of the three TOT workshops
under the guidance of an expert coach:

(This information has been removed from this copy of the report
to protect the confidentiality of the participants.)

12





Not Yet Competentj But Shows G9od Promise. Three participants
are close to the point where they are competent to co-facilitate
a TOT workshop but still need some improvement before we have
confidence in their ability to proceed. They might function well
as "interns" in a TOT workshop:

(This information has been removed from this copy of the report
to protect the confidentiality of the participants.)



May Have Promise as a Trainer of Trainers. but Qflly After More
gducation and Experience. The third group, with five
participants, consists of individuals who show a spark of
promise, but for a variety of reasons seem a long way yet from
being competent as a Trainer of Trainers.

(This inforration has been removed from this copy of the report
to protect the confidentiality of the participants.)
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I. I . ti In the judgment of
the consultants, four of the 18 participants show no promise of
ever evolving into effective trainers of trainers:

(This information has been removed from this copy of the report
to protect the confidentiality of the participants.)

16



WORKSHOP EVALUATION

The workshop was evaluated in several ways at several points.
F.Jrmative evaluation was conducted at the end of each day, in
which participants provided oral feedback to the facilitators
about the day's activities. Appendix J provides the feedback
received each day.

More formal formative evaluation took place after the first five
days' activities (Appendix K) and after each of the three modules
(Appendices M, 0, Q). Summative evaluation was conducted at the
conclusion of the workshop (Appendix S). The respective results
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of the evaluations are summarized in Appendices L, N, P, R, T.
(Appendices R and T are not complete because of the loss in
transit of the response forms between Pakistan and the USA.)

At the beginning of the module on TNA, an exercise was used to
train participants in the use of affinity diagrams. Participants
were asked to comment on changes they would like to have made in
the workshop, based only on their experience to that point in the
workshop. Three clusters emerged, as displayed in the complete
results in Appendix U.

The plethora of evaluations that were a part of this ATDW was a
little overwhelming to the facilitators, and perhaps to the
participants, as well. Nevertheless, it provided a variety of
needs assessment/evaluation tools/experiences to the participants
as models of how such tools can be used. Efforts were made to
respond immediately to issues that were raised. "Emergent
design" became an often-heard phrase in the workshop.

From the mass of information gathered, it is clear that
participant satisfaction with the workshop was high. Using 4.0
on a five-point Likert scale as the desirable minimum outcome,
almost every measure met this criterion. An occasional activity
fell below this criterion, but all major issues related to the
facilitators and their competencies, the objectives, the
materials, and the activities in general were well above this
mark. Overall satisfaction with the first five days was 4.24;
with the TNA module, 4.20; and with PDIT, 4.39.

Almost all of the dissatisfaction related to logistics.
Participants were unhappy with:

the lack of air conditioning available in the first week of the
workshop in the training room;

the lack of availability of a coordinator from AED to respond to
logistical needs as they arose;

the last minute nature of the assembling of the participants'
manuals, requiring them to insert pages, punch pages, insert
pages into folders, and so on;

the non-availability of folders (notebooks) until half of the
workshop was over;

the perceived low quality of teas (non-availability of water, no
cookies, not enough food);

the lack of regular cleaning of the training room;
the shortage of computers (only five were available);
and so on.

Some (though only a few) of the participants were not happy with
the task of developing materials for an instructors' manual. The
facilitators observed that some participants thought that this
was "too much work" and was "unnecessary"--they could simply get
up front and present. As observed earlier, however, even with
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the mandated detailed planning, most participants had
difficulties with their presentations. The facilitators believe
that this activity, which occurred out of necessity, actually
became a very valuable part of the ATDW. Even with the
instructors' manuals now developed, we believe that an activity
like this should be a regular part of the ATDW.

What this means, basically, is that the design and implementation
of the ATDW were perceived as very successful by the participants
(and the trainers), but that AED needs to reconsider how it
provides logistical support to diminish the number and severity
of the complaints related to the workshop.

RECOMMENDATIONS

The following recommendations should be considered:

1. If the trainers of trainers are expected to be competent in
several computer software packages, they must have more
exposure than what can occur incidentally in another
workshop. We recommend that AED consider offering a
workshop on "Computer Packages for Trainers."

2. Several of the workshops consist of duplicated articles and
book chapters, perhaps even in violation of copyright laws.
It is recommended that at least one text that can cover most
of the material necessary be used for the TNA, PDIT, and ETE
workshops.

3. Only participants who meet the minimum qualifications should
be allowed to register for the Advanced Trainer Development
Workshop, even if that means reduced numbers of partici-
pants. Lack of homogeneity of background among partici-
pants was a major defect in the current workshop and
detracted from the learning experience for everyone.
Further, the large size class did not provide the
opportunities for individual assistance and coaching that
would be available in a smaller group.

Based on a ranking of criteria exercise participated in by
six of the AED staff in Pakistan and the co-facilitators, it
is recommended that the following criteria applied in
selection of pafticipants for future workshops:

Previous assessments of consultants
AED-trained participant observe them training and make

recommendations
Prior training in group dynamics
Previous experience training in English
Evaluation of supervisor
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4. The eight manuals that have been developed during this
process should be maintained as "the" manuals for the four
workshops involved. AED, Islamabad, should maintain the
master copy of the original of each manual. As items are
added, deleted, or modified, or as order changes, the master
file should be adjusted accordingly. Further time and
effort should not be expended at this time to continue
revising these manuals except as that appears necessary
through use and changing circumstances.

5. In the development of the manuals for Foundation Training of
Trainers, the same format should be used as has been used in
this project. Further, the consultants who develop that
FTOT workshop shcmld have full access to the manuals
completed in this project so they can complement the
materials in the second layer of the Human Systems Pyramid.
We recommend that special emphasis be placed on listening,
paraphrasing, synthesizing, various points of view, and non-
defensive feedback.

6. Increased coordination needs to take place between AED and
workshop participants and trainers. A checklist which
confirms role responsibilitiss should be contracted prior to
the workshop. AED coordinators should be present throughout
the workshop to function as a troubleshooter and as a runner
for unexpected happenings, e.g., running out of transpar-
encies, photocopy machine breaking down, etc. AED
coordinators should be present for the daily feedback
sessions so logistical items can be corrected quickly.
Whenever this is not possible, trainers should make a
written list of logistical concerns and pass these on to the
AED coordinators. Trainers should provide the AED
coordinators with the summary of formative evaluations as
they are analyzed.

7. During the next ATDW, there will be less need for
participants to spend time on the development of activities
for the instructors' manual. The consultants should spend
one day in each module reviewing the content of that module.
Further, participants should then present complete units
rather than segments of units. Not only will this provide
more in-depth review of the content, it will also give the
participants an oppertunity to experience more extensive
presentations--both totally and at one time.

However, participants should still develop alternative
activities for the instructors' manuals. This accomplishes
two purposes: it provides options from which to select in
presenting the three workshops, and it also underscores the
process of preparation that trainers go through in making a
presentation.
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It would also probably be helpful to haw: one of the
consultants sit with participants as they view their
videotapes to help them focus on the issues of greatest
concern that are also most amenable to change.

If videotapes related to spytematic training or any of its
components could be identified, they should be used in the
workshop.

More emphasis should be placed on giving and receiving
feedback; authority, power, and rigidity; relationship
building; cofacilitaticn processes; and computer competence.
The Managing Training Competehcies self-assessment should be
omitted.
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APPENDIX A
DETAILED ACTIVITIES OF CONSULTANTS
IN SUPPORT OF THE SCOPE OF WORK

Pre-Departure - Review and critique existing materials from
earlier AED workshops on Foundations of
Training of Trainers, Training Needs
Assessment, Effective Training Evaluation,
Cluster One, and various Program Design/
Presentation workshops

Meet with Martha Malcolm Cooper to develop a
tentative design for the ATDW workshop

Do library research and draft competency lists
for Training of Trainers and Managing
Training; identify competencies for Trainers
from the research of Pat McLagan and the
American Society for Training and Development

Identify text resources not presently available
at AED, Islamabad, related to training;
forward to Washington for purchase

Collect personal resources related to scope of
work

June 29 - Arney arrived in Islamabad
June 30 - McLean began work on instructor's manual for TNA

Arney began work on instructor's manual for PDIT
July 1 - McLean arrived in Islamabad

Met with Tariq Qurashi, Manager, to discuss scope of
work and administrative details

Had lunch with Pe,ar Boynton, Acting Chief of Party,
and entire AED-Islamabad staff

Reviewed files of materials from previous AED workshops
Arney and McLean met to redesign dorkshop and make a

list of questions for the following day's reeting
with AED staff

Reviewed additional notebooks on applicable topics,
selecting handouts and activities for inclusion in
the manuals

July 2 - Met with Larry Kirkhart, Director of MaAagement
Training, Tariq Qurashi, and Fauzia ???
to review revised design and address unanswered
questions

Visited Audit and Accounts Training Institute to
observe facilities to be used for the workshop

Made arrangements for building and resource access
during the Eid holidays to run frol. July 3-6

Continued to review existing notebooks on applicable
topics to select handouts and activities for
inclusion in the manuals

July 3 - Revised final calendar for the ATDW Workshop
Developed daily schedule for ATDW Workshop
Wrote objectives for ATDW Workshop
Created sample groundrules for use in ATDW Workshop
Revised Competencies for Trainers of Trainers
Began work on einal Report
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July 4 - Continued work on Final Report
Worked on first threa days of instructor's manual for

ATDW Workshop, including the identification of
appropriate activities, creating timelines for
each activity, and determining materials needed
for each activity

July 5-6 - Continued work on instructor's manual for ATDW
Workshop

Continued work on participants' manual for Training
Needs Assessment

July 7-11 - Presented first module of ATDW Workshop
Continued work on TNA participants' manual
Began work on TNA instructors' manual
Began work on PDIT participants' manual

July 11-12
14-16 - Presented TNA module

Continued work on TNA instructors' manual
Continued work on PDIT participants' manual
Began work on PDIT instructors' manual
Began work on ETE participants' manual

July 17-19
21-22 - Presented PDIT module

Continued work on PDIT instructors' manual
Continued work on ETE participants' manual
Began work on ETE instructors' manual
Worked on Final Report

July 23-26 - Presented ETE module
Continued work on ETE instructors' manual
Continued work on Final Report
Completed ATD Workshop, including final evaluations,
peer evaluations, closing ceremony

July 28 - Departed for the United States via London
Post-Departure - Revised and completed:

Participants' manuals for ATDW, TNA, PDIT, and ETE
Instructors' manuals for ATDW, TNA, PDIT, and ETE
final Report

It
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SUNDAY MONDAY

July 1990
ATDW Workshop

TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

7
Opening Ceremony
Introductions
Overview/

Objectives
Groundrules
Solt-Assessments
Org Change Models
Systanatic Tng

Models

8
Organize Tng Fair
Identify Potential

Participants
Determine Trainee

Areas
Develop Publicity

for Tng Fair

9
Computer Review
Analysis of

Amassment Tools

10
Review TNA

Content/Manuals

.

11
Dew lop MA

Among Potential
Participants

12
Analyze MA

Results
Recommend

Training Fair
Content Areas

13 14
Review PDIT

Content/Manuals

15
Use TNA Results to

Design and
Develop Tng Fair

16
Continue from1S/07

17
Make Practice Tng

Fair
Presentations

Provide Feedback
on Presentations

.--.
18
Revise Tng Fair

Presentations

19
Give Training Fair

Presentations
Again

Provide Feedback
on Presentations

Revise
Presentations

20 21
Review ETE

Content/Manuals
Develop

Evaluations for
Training Fair

22
Present Training

Fair

23
Debrief Tng Fair
Analyze Evaluation

Results
Gather and Analyze

Addl Evaluation
Results

24
Make Recommend-

ations for
Improvement of
Tng Fair

Review Areas of
Weakness
Identified in
Trainees

25
Training of Trainers

Issues
Managing Training
Recommend

Changes Needed
in Manuals

26
Self-Dewlopment

Plans
Evaluation of

AIDW
Workshop

Closing Ceremony/
Awarding of
Certificates

27 28

29 30 31
APPENDIX C: ORIGINAL DESIGN

FOR ADVANCED TRAINER
DEVELOPMENT WORKSHOP

"A.
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SUNDAY

APPENDIX D
ACTUAL REVISED DES IGN USED

FOR ADVANCED TRAINER DEVELOPMENT WORKSHOP

MONDAY

July 1990
ATDW Workshop

TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

7
Opening Ceremony
Introductions
Overview/

Objectives
Groundrules
Self-Assessments
Org Change Models
Systematic Tng

Models

8
/ Group Dynamics

Giving and
Receiving
Feedback

1

9
Computer Review
Analysis of

Ascessment Tools
Write Objectives

Based on
Assessment
Results

Revise Design
Based on
Assessment and
Objective:

10
Review TNA

Content/
Participant's
Manual

11
Revise/Create

Instructor's
Manual for TNA

12
Prepare TNA

Presentations

13

.

14
Deliver TNA

Presentations
ProvEe Feedback

on TNA
Presentations

15
Delher TNA

Presentations
Provide Feedback

on TNA
Presentations

16
Review PDIT

Content/
Participant's
Manual

..---...

17
Revise/Create

Instructoes
Manual for PD IT

18
Prepare PDIT

Presentations

19
Deliver PDIT

Presentations
Provide Feedback

on PDIT
Presentations

20 21
Deliver PDIT

Presentations
Provide Feedback

on PDIT
Presentations

22
Review ETE

Content/
Participant's
Manual

23
Revise/Create

Inst./vetoes
Manual for ETE

24
Prepare ETE

Presentations

25
Deliver ETE

Presentations
Provide Feedback

on ETE
Presentations

26
Training of Trainers

Issues
Self-Development

Plans
Evaluation of

ATDW
Workshop

awing Ceremony/
Awarding of
Certificates

27 28

29 30 31
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APPENDIX E

NEEDS ASSESSMENT INSTRUMENTS USED
IN THE

ADVANCED TRAINER DEVELOPMENT WORKSHOP

Training of Trainers

Managing Training

Training and Development (ASTD)
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Competencies for Trainers of TrAingsg

In the column on the left, for each item, indicate how important
you believe the competency is for trainers of trainers. Use the
following scale: 5 = Essential

4 = Very Important
3 = Important
2 = Not Very Important
1 = Unimportant

In the second column, for each item, indicate your current level
of performance for each of the competencies. Use the following
scale: 5 = Excellent

4 = Above Average
3 = Average
2 = Below Average
1 = Poor

Personal
Importance Performance

11. MM

1111

aa

Content Skills

1. Describes appropriate behavior for
conducting a training needs
assessment.

2. Models appropriate behavior for
conducting a training needs
assessment.

3. Describes appropriate behavior for
designing training.

4. Models appropriate behavior for
designing training.

5. Describes appropriate behavior for
developing training.

6. Models appropriate behavior for
developing training.

7. Describes appropriate behavior for
facilitating training.

8. Models appropriate behavior for
facilitating training.

9. Describes appropriate behavior for
conducting training evaluations.

10. Models appropriate behavior for
conducting training svaluations.
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Personal
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=1. 0111111.46

AMIMMI

11. Describes appropriate behavior for
marketing training programs.

12. Models appropriate behavior for
marketing training programs.

rUngtional_aillg

13. Critiques products and methods in
needs assessment; training design,
development, and facilitation; and
evaluation of training, by
providing feedback (verbal and
video) to trainees which tiles
behavior description and personal
impact statements, facilitating
improvement.

14. Establishes appropriate inter-
dependent relationships with co-
facilitator (if applicable),
trainees, and support staff.

15. Empowers others to develop their
own unique training philosophy
which includes personal style,
values, and ethics statement.

16. Ranks trainees according to their
readiness to train others.

Technical Skills

17. Instructs others in use of video
camera and playback machine.

18. Instructs others in use of computer
for needs assessment, visual aids,
and evaluation.

19. Instructs others in the design of
training manuals.

20. Instructs others in the use of
training manuals.

21. Identifies and describes resource
materials useful to trainers.

3 0



Personal
Importance Performance Adaptive Skills

Models appropriate adaptive behavior, such as:

mmmSm.1..11 22. capacity and desire for self
correction.

23. non-defensiveness in receiving
feedback.

24. awareness of strengths and
weaknesses and impact on others.

25. taking appropriate responsibility
in tasks and relationships.
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Indicate your own assessment of your current level of performance
for each of the following competencies. The competencies
included are those that are unique to managing a training and
development function and do not include all management
competencies. In each case it should be understood that the most
effective manager accomplishes his or her competencies using the
input of staff:

Circle the appropriate number using the following scale:
5 = Excellent
4 = Above Average
3 = Average
2 = Below Average
1 = Poor

1. Develop budgets that balance meeting current
training needs and developing longer range
activities aimed at future performance needs.

2. Operate the training and development function
within approved budgets.

3. Determine the cost benefit of training and
development activities.

4. Provide resources for ongoing development of
self and staff members to expand competency
base available within training and develop-
ment.

5. Listen to clientst/customerst needs and
help them clarify their needs.

6. DevAlop and maintain clear but flexible
job descriptions.

Select competent and respected personnel for
employment.

8. Select competent and respected consultants.

9. Design appropriate facilitie5 for accomplish-
ing the mission of training and development.

10. Acquire appropriate supp14.es and equipment
to accomplish the mission of training and
development.

11. Develop a mission statement based on a vision
for training and development consistent with
company mission.

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

A
...I 4 3 2 1

5 4 3 2 1

5 4 3 2 1



12. Develop one-year goals and objectives for 5
training and development.

13. Develop three-year goals for training and 5
development.

14. Develop a data-base system for maintaining 5
records of trainee achievements.

Develop a data-base system for maintaining 5
records of instructional materials, supplies
and equipment.

16. Develop a training schedule. 5

17. Maintain data-base for training functions. 5

18. Create and disseminate reports on training 5
functions.

19. Run well-organized, effective staff meetings. 5

2.0. Uses problem solving tools effectively (e.g., 5
affinity diagrams, brainstorming, pareto
charts, force field analysis, etc.)

21. Foster a sense of teamwork within the staff. 5

22, Providing assistance to any staff member on 5
au "as needed" basis.

23. Provide a mechanism that supports continuous 5
imp.covement throughout the training and
development functions.

24. Review: update, and enforce company policies. 5

25. Modifyi add, and delete policies for increased 5
effectiveness in training and development.

26. Function as a trainer of trainers (see separate
competency list).

27. As necessary, function as a trainer (see separate
flompetency list).

33 3

4

4

4

4

3

3

3

3

2

2

2

4

1

1

1

1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1



FROM: McLagan, P.A. (1989). Models for HRD practice: The practitioner's guide.
Alexihdria, VA: American Society for Training and Development,
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Worksheet One A-1

Competency Assessment for
Human Resource Development Practitioners

Worksheet One A: Self-Assessment
Part I: The Purpose and Pmcess of Your Assessment. There are many reasons that you might want
to complete a competency assessment at this time. Your reasons will affect the assessment pro-
cess and how you interpret its results. Please check whether your purpose(s) is/are to:

El Provide a basis for development planning

71 Provide a basis for finding or designing a job

C:1 Help identify competencies to include on a resume or other communication about your
capabilities

C:1 Help structure a discussion in which you get focused and honest feedback from others
about their views of your competencies

CI Assist with career analysis and planning

El Other.

Given your purposes, your self-awareness, and any political or other factors, whose feedback will
be valuable for your assessment?

Ask these other people to help you by completing Worksheet One B: Feedback. Copy the worksheet
master that appears on pages 13 to 18 and complete Part I. Part I provides a space to write your
request, describe your intended uses, or make other appropriate statements to help motivate other
people to give you well thought-out data. Copy this version of the worksheet and give the copies
to the people who agreed to help. Ask them to complete and return it by a reasonable target date.

You may ask for anonymous feedback, but there is great value in knowing who completed each
questionnaire. This allows you to talk with each person about the rationales for various ratings.
Unless you have major reservations, ask people to put their names on the questionnaires. Tell them
you want candid, future-focused feedback but not a personality or performance appraisal. Make
them comfortable with the idea of providing honest feedback awl tell them that after you've reviewed
the completed worksheets, you may come back to clarify, Inn not challenge, their responses.
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Worksheet One A-2

Part II: Profile of Your Current and Future Work. The following are 74 key HRD outputs or
deliverables resulting from HP.D work (See The Models, page 18, for a discussion of outputs.) Check
up to 12 outputs which are most important in your current work. Then, if career planning is one
of your purposes, check up to 12 that will be most important to your work three to five years from
now (or later, if you wish). Add outputs, if more are necessary to reflect the full extent ofyour work,
but check no more than 12 outputs each for current and future work.

The resulting picture of your current and future work will serve as the basis for prioritizing your
competency development needs. Please note that although the outputs are grouped by roles (Re-
searcher, Marketer and so on), your work may involve outputs in one, a few, or many roles. Also realize
that the outputs and competencies represent the full range of HRD work, so you are not expected
to have or develop expertise in all the areas listed.

LI! It= Le.

(?).

Researcher
1. Concepts. Theories. or Models of

Development or Change
2. HRD Research Articles
3. Research Designs
4. Data Analysis and Interpretation
S. Research Findings, Conclusions,

and Recommendations
6. Information on Future Forces

an i Trends
Marketer

7. Positive image for HRD
Products, Services, and
Programs

S. Plans to Market HRD Products,
Services, and Programs

9. HRD Promotional and Informa-
tional Material

10. Marketing arid Sales
Presentations

11. Contracts or Agreements to Pro-
vide Service

12. Sales/Business Leads
Organization Change Agent

13. Teams

14. Resolved Conflicts for an
Organization or Groups

15. Changes in Gmup Norms,
Values, Culture

16, Desilms for Change
17. Client Awareness of Relation-

ships Within and Around the
Organization

18. Plans to Implement Organization
Change

19. Implementation .4 Change
Strategies

20. Recommendations to Manage-
ment Regarding HRD Systems

Needs Anelyst
21. Strategies for Analyzing In-

dividu2.1 or Organization
Bel:avior

22. Tools tr, Measure Individual,
Work Group, or Organizational
Performance Dixrepancies

23. Recommendations for Needed
Change in Individual, Work
Group, or Organizational
Performance

24. Definitions and Descripticns of

O 0 Desired Individual or Group
Performance

Program Designer
25. Program/Intervention Objectives
26. ProgramIlMervention Designs

EIRD Materials Developer
27. Graphics
28, Video-Based Material/Live

Brcadcasts
29. Audio-Based Material

O 0 30, Computeraased Material
31, Print-Based Learner Material
32. Job Aids
33, Instructor/Facilitator Guides
34. Hardware/Software Purchasing

Specifications
35. Advice on Media Use

Instructor/Facilitator
36. Learning Environrnent
37. Presentations of Material
38. Facilitations of Structured

Learning Events (such as case
studies, role plays, games,
simulations. tests)

39. Facilitations of Group
Discuuions

40. Facilitation* of Media-Based
Learning Events (such as video-
tapes, films, audiotapes, telecon-
ferences. computer-assisted
instruction)

41. Test Delivery and Feedback
O 0 42. Group Members' Awareness of

Their Own Group Process
O 0 43. Feedback to Learners

44. Individual Action Plans for0 0 Learning Transfer
45. Individuals with New

Knowledge, Skills, Attitudes
O 0 Individual Career Development Advisor

46. Professional Counseling or
Refenals to Thini Parties

47. Career Guidance and Advice
48. Feedback on Development or

Career Plans
49. Support for Career Transitions
50. 'Da nsfer of Development or

Gamer Planning Skills to the
Learner

O 0
O 0
O 0
O 0
O 0

O 0
O 0
O 0
O 0
O 0

O 0
O 0
O 0
O 0
O 0

O 0

Lc 0

3 5 4 I

O 0

O 0
O 0

O 0

SI. Provision of Career Development
Resources

52. Behavior Change from a Court-
seling/Advising Relationship

53. Indi.idual Career Assessments
Administrator

54. Facility and Equipment
Selections

55. Facility and Equipment0 0 Schedules
56. Records of Programs and Clients
57. Logistical Support and Service to

Program Participants
58. On-Site Program Support and

Staff Management
59. Functioning Equipment

Evaluator
60. Evaluation Designs and Plans
61. Evaluation Instruments
62. Evaluation Fmdings, Conclusions,

O 0 Recommendations
0 63. Evaluation Processes

O 0 64. Evaluation Feedback
IIRD Manager

65. Work Direction and Plans for HRD
Staff

66. Performance Management for
HRD Staff

67. Resource Acquisition and Alloca-
tion for HRD

68. Linkage of HRD to Other
Groups/Organizations0 0 69. HRD Budgets and Financial
Managemen.

70. HRD Depan,...ent Work
Environment

71. HRD Department Strategy
72. HRD Deparmient Structure

O 0 73. HRD LongRange Plans
74. HRD Policy

O 0
O 0
O 0
O 0
O 0
O 0
O 0

O 0
O 0

O 0
O 0
O 0

O 0
O 0
O 0
O 0
O 0

BEST COPY AVMLABLE

t2i

O 0
O 0
O 0

O 0
O 0
O 0
O 0
O 0
O 0

O L3
O 0
O 0
O 0
O 0

O 0
O 0
O 0
O 0
O 0
O 0
O 0
O 0
O 0
O 0
O 0
O 0
O 0
O 0
O 0
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Worksheet One A-3

Part III: Levels of Competency Expertise. Against the backdrop of your current and/or future work,
examine your level of expertise in the following competency areas. First, rate your expertise in each
competency area by circling the appropriate number under "Current Level of Expertise." Use the
following definitions to help you identify your level of expertise:

Basic level means you have a general understanding of key principles and can work in simple situa-
tions, and with support and coaching from others;
Intermediate level means you have a good understanding and skills and can function in a broad
range of moderately difficult situations;
Advanced level means you have a broad and deep understanding and skills, andcan work in com-
plex, varied situations. You are a model of subject matter mastery and skills.

Then identify which competencies are most important to develop for your current and/or future
work by checking up to 7 in which development could leadyou to greater job and prdessional success.

Current Level of Expertise

Potential High Payoff
from Development-
Check up to 7 for

each column

COMPETENCY

1. Adult Learning Understandinr knowing how
adults acquire and use knowledge, skills, at-
titudes; understanding indiv:dual differences
in learning

2. Career Development Theories and Techni-
ques Understanding: knowing the techniques
and methods used in career development;
understanding their appropriate ..,ses

3. Competency Identification Skill: identifying
the knowledge and skill requirements of
jobs, tasks, and roles

4. Computer Competence: understanding
and/or using computer applications

5. Electronic Systems Skill: having knowledge
of functions, features, and potential applica-
dons of electronic systems for the delivery
of and management of HRD (such as
computer-based training, teleconferencing,
expert systems, interactive videck satellite
networks)

6. Facilities Skill: planning and coordinating
logistics in an efficient and cost-effective
manner

7. Objectives Preparation Skill: preparing clear
statements which describe desired otttputs

8. Performance Observation Skill: tracking and
describing behaviors and their effects

9. Subject Matter Understanding: knowing the
content of a given function or discipline
being addressed

10. 'Muffling and Development Theories and
Techniques Understanding: knowing the
theories and methods used in training;
understanding their appropriate use

None Basic
Inter.

mediate Advanced

0 1 2 3 4 5 6

0 1 2 3 4 5 6

0 1 2 3 4 5 6

1 2 3 4 5 6

0 1 2 3 4 5 6

0 1 2 3 4 5 6

0 1 2 3 4 5 6

0 1 2 3 4 5 6

0 1 2 3 4 5 6

0 1 3 4 5 6

3 6

Current
Work

Future
Work

0

El

El

El

El

El

El

El

El

El

El

El

El

El

El

El

El



COMPETENCY

11

Worksheet One A-4

Current Level of Expertise

Pteential High Payoff
from Development-
Check up to 7 for

each column

11. Research Skill: selecting, developing, and
using methodologies such as statistical and
data collection techniques for formal inquiry

12. Business Understanding: knowing how the
functions of a business work and relate to
each other; knowing the economic impact of
business decisions

13. Cost-Benefit Analysis Skill: assessing alter-
natives in terms of their financial,
psychological, and strategic advantages
and disadvantages

14. De lertion Skill: assigning task respon-

/ sibility and authority to others

15. Industry Understanding: knowing the key
concepts and variables such as critical
issues, economic vulnerabilities, measure-
ments, distribution channels, inputs, outputs,
and information sources that define an
industry or sector

16. Organization Behavior Understanding: see-
ing organilations as dynamic, political,
economic, and social systems which have
multiple goals; using this larger perspective
as a framework for understanding and in-
fluencing events and change

17. Organization Development Theories and
Techniques Understanding: knowing the
techniques and methods used in organiza-
tion development; understanding their
appropriate use

111

18. Organization Understanding: knowing the
strategy, structure, power networks, finan-
cial position, and systems of a specific
organization

19. Project Management Skill: planning,
organizing, and monitoring work

20. Records Management Skill: storing data in
an easily retrievable form

21. Coaching Skill: helping individuals recognize
and understand personal needs, values, prob.
lems, alternatives, and goals

22. Feedback Skill: communicating information,
opinions, observations, and conclusions so
that they are understood and can be acted
upon

23. Group Process Skill: influencing groups so
that tasks, relationships, and individual
needs are addressed

24. Negotiation Skill: securing win-win agree-
ments while successfully representing a
special interest in a decision

None

0

0

0

0

o

o

o

0

3 7

Basic mediate Advanced

1 2 3 4 5 6

1 2 3 4 5 6

1 2 3 4 5 6

1 2 3 4 5 6

1 2 3 4 5 6

1 2 3 4 5 6

1 2 3 4 5 6

1 .2 3 4 5 6

1 2 3 4 5 6

1 2 3 4 5 6

1 2 3 4 5 6

1 2 3 4 5 6

1 2 3 4 5 6

1 2 3 4 5 6

4

Current Future
Work Work

El El

El El

El El

3

El El

El

El

a

El

El

continued on next page
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continued

Worksheet One A-5

COMPETENCY
1101.0111

Current Level of Expertise

Inter.
None

25, Presentation Skill: presenting information
orally so that an intended purpose is
achieved

26. Questioning Skill: gathering information
from stimulating insight in individuals and
groups through use of interviews, question-
naires, and other probing methods

27. Relationship Building Skill: establishing
relationships and networks across a broad
range of people and groups

28. Writing Skill: preparing written material
that follows generally accepted rules of style
and form, is appropriate for the audience, is
creative, and accomplishes its intended
purpose

29. Data Reduction Skill: scanning, synthesizing,
and drawing conclusions from data

30. Information Search Skill; gathering infor-
mation from printed and other recorded
sources; identifying and using information
specialists and reference services and aids

31. Intellectual Versatility: recognizing, explor-
ing, and using a broad range of ideas and
practices; thinking logically and creatively
without undue influence from personal
biases

32. Model Building Skill: conceptualizing and
developing theoretical and practical frame-
works that describe complex ideas in
understandable, usable ways

33. ObsArving Skill: recognizing objectively
w. is happening in or across situations

34. Self-Knowledge: knowing one's personal
values, needs, interests, style, and competen-
cies and their effects on others

35. Visioning Skill: projecting trends and visual-
izing possible and probable futures and
their implications

0

0

0

0

0

0

0

0

o

o

0

3 8

Bask mediate Advanced

1 2 3 4 5 6

1 2 3 4 5 6

1 2 3 4 5 6

1 2 3 4 5 6

1 2 3 4 5 6

1 2 3 4 5 6

1 2 3 4 5 6

1 2 3 4 5 6

1 2 3 4 5 6

1 2 3 4 5 6

1 2 3 4 5 6

4

Potential High Payoff
from Development-
Check up to 7 for

each column

Current Future
Work Work

0 0

o

o 0

C3

C3

E3

C3

E3



APPENDIX F

RESULTS OF THE
NEEDS ASSESSMENTS CONDUCTED

IN THE
ADVANCED TRAINER DEVELOPMENT WORKSHOP

Training of Trainers

Managing Training

Training and Development (ASTD)

39 '1;)



ITEM:

I1 1A

... IB

1 , 2A

4 2B

1 5 7A

II6 7B

7 4A

i 8 4B

9 5A

110 5B

I 11 6A

12 6B

117 7A

m14 7B

i 15 8A

8BI 16

17 9A

1 18 9B

19 10A

1 20 10B

1 17 responses.

ATDW

1

0

0

0

1

0

0

0

1

0

1

0

1

0

0

0

0

0

1

0

n
.k.

0

,-)
4..

0

4

0

4

0

4

0

1

0

2

0

0

0

n..

0

4

0

:

'7

1

10

0

8

1

6

0

m
...1

,-
11

,-
9

1

6

1

4

1

5

-,
...

8

4

4

m0

8

4

-,-

7

a

6

.

4

4

=,..,

4

9

-
...

10

5

7

7

4

5

12

0

9

0

14

0

1 1

1

12

0

11

0

11

1

12

0

11

0

12

0

MEAN:

4.65

.7.18

4.57

2.88

4.76

7.18

4.65

7.12

4.59

7.06

4.57

7. 06

4.63

7.69

4.69

7.50

4.59

3.06

4.5'9

2.82
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ITEM;

1 11a

2 12a

3 13a

4 14a

1,Ja

6 16a

7 17a

8 1Ba

9 19a

10 20a

11 21a

12 11b

13 12b

14 13b

15 14b

16 15b

17 16b

le 17b

1119 18b

20 19b

1121 20b

22 21b

17 responses.

ATDW

1

0

0

0

0

0

0

0

0

0

0

0

4

4

7,
..

0

1

1

4

7

3

,-

7,
,..

1

1

0

0

-,

1

0

0

0

0

0

,

7

7,
.,..

1

7

1

,
..

7

0

1

-
...

.,
-7,

0

1

1

0

0

4

1

0

0

0

8

7

6

,J'

-
,..

8

3

n

8

7

6

4

10

10

4

6

4

7

7

7

7

,

7

,-,
.,.

3

6

10

10

7

4

4

5

5

6

5

4

6

12

10

10

9

6

9

10

14

10

0

0

1

1

0

0

3

1

1

-,,

0

MEAN:

4.00

4.24

4.65

4.53

4.24

4.41

4.12

4.47

4.59

4.82

4.59

2.47

n

2.12

2.65

7.29

3.24

2.94

2.Z5

7.06

2.24

2 . Q 4

4 1.
4

I



ITEM :

Ii22A

4 4.... LI

1111 27A

14 23B

5 24A

116 24B

17 25A

IS 25B

117 responses.

1

ATDW

1 4 5 MEAN:

0 0 5 12 4.71

1 0 4 10 3.71

0 0 12 4.71

-1

0 0 0 ..
...1 12 4.71

3 4 9 1 3.47

0 1 3 13 4.71

0 1 14 ,
.,_ 4.06

42
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AT DW
TOT COMPETENCIES

1

Importance 4 Competence

53



ATM/
TOT COMPETENCIES

7 8

Importance I Competence

5 4

9 10



ATDW
TOT COMPETENCIES

1

11 12 13 14 15 16 17 18 19 20 21

Importance I Competence
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0
22 23 24 25

ATDW
TOT COMPETENCIES
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I FEM

7.17,

1 8 8

9 9

10 10

1
11 11

4 4

6 6

7 7

ATDW

1

0 2 5

4

7

3

5

7

MEAN :

3n5

3.88

0 9 1 3 m--7

0 7 7 0 3.24

1 1 1 41
C -,

0 7 7 3 76

0 1 7 8 1

0 --)
_,.. 7 4 4 3.59

0 1 5 9 2 3.71

0 0 8 7 2 3.65

1 0 -7
, 7 2 .., . 5 .,

17 responses.
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I ITEM:

3 14

4 15

5 16

6 17

18

8 19

I

9 20

10 21

111 ..-:-,

12 23

113 24

1425

ATIA

1
0, 7 4 5 MEAN:

.-" 7; 4 7 1 17.12

0 0 3 12 .-.., 3.94

0 1
n
,L. 10 4 4. 00

1 0 9 6 1 3.3;

1 .--. 7 ,.)

.- --)- 7.. 29

1 1 9 5 1 3.24

4 4 .-.1 5 ,-). 2.82

0 0 4 6 7 4.18

3 3 7
,_. 7 1 3.00

7 0 3 7 7 0 3. 24

0 1 6 9 1 3.59

0 1. .2 11
-, 3.94

-:,. 6 7 2 3.530

4 4 2 4 3 2.88

17 responses.

) 6
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ATDW
Managing Competencies

1 2 3 4 5 6 7 8 9 10 11 12 13

Questions
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ATDW
Managing Competencies

14 15 16 17

Questions

18 19



ATDW
Managing Competencies

20 21 22 23 24 25

Questions

G I



ASTD Competencies of ATDW Participants - July 23, 1990

ITEM: 1 2 3 4

l Adult L 0 0 1 2

2 Career 2 1 5 2

3 Compete 1 1 1 5

4 Compute 0 6 6 1

5 Electro 6 3 3 1

6 Facilit 0 0 1 2

7 Objecti 0 0 1 1

8 Perform 0 0 2 7

9 Subject 0 0 2 3

10 T & D T 0 0 1 4

11 Researc 1 1 4 4

12 Busines 1 2 4 2

13 Cost Be 0 2 3 3

14 Delegat 1 0 1 3

15 Industr 3 4 2 4

16 Organiz 2 1 1 4

17 Organiz 1 2 2 2

18 Organiz 1 2 2 2

19 Project 0 2 2 3

20 Records 0 2 1 2

21 Coachin 0 0 1 2

22 Feedbac 0 0 0 6

23 Group P 0 0 3 4

24 Negotia 0 0 2 3

25 Present 0 0 0 6 (L-2

5 6 7 MEAN:

11 3 1 5.06

3 5 0 4.00

6 4 0 4.44

3 0 2 3.50

3 2 0 2.89

4 9 2 5.50

5 11 0 5.44

7 2 0 4.50

5 5 2 5.12

7 6 0 5.00

5 3 0 4.11

4 2 3 4.33

4 5 1 4.56

4 6 3 5.17

1 2 2 3.56

6 3 1 4.33

8 3 0 4.28

5 5 1 4.50

2 6 3 4.94

6 5 2 4.94

6 9 0 5.28

6 6 0 5.00

7 4 0 4.67

11 2 0 4.72

5 7 0 5.06



26 Questio 0 0 0 6 9 3 0 4.83

27 Relatio 0 0 2 6 7 3 0 4.61

28 Writing 0 0 1 3 3 11 0 5.33

29 Data Re 0 2 3 2 4 7 0 4.61

30 Informa 0 1 0 3 5 8 0 5.12

31 Intelle 0 0 4 1 5 7 1 5.00

32 Model B 0 2 3 3 4 4 1 4.47

33 Observi 0 0 1 4 5 5 1 5.06

34 Self-Kn 0 0 2 2 4 8 1 5.24

35 VIsioni 0 2 1 4 4 4 1 4.63

18 responses.



ASTD Competencies of ATDW Participants in Rank Order

RANK: 1 2 3 4 5 6 7 MEAN:

1 Facilit 0 0 1 2 4 9 2 5.50

2 Objecti 0 0 1 1 5 11 0 5.44

3 Writing 0 0 1 3 3 11 0 5.33

4 Coachin 0 0 1 2 6 9 0 5.28

5 Self-Kn 0 0 2 2 4 8 1 5.24

6 Delegat 1 0 1 3 4 6 3 5.17

7 Informa 0 1 0 3 5 8 0 5.12

8 Subject 0 0 2 3 5 5 2 5.12

9 Observi 0 0 1 4 5 5 1 5.06

10 Present 0 0 0 6 5 7 0 5.06

11 Adult L 0 0 1 2 11 3 1 5.06

12 Intelle 0 0 4 1 5 7 1 5.00

13 Feedbac 0 0 0 6 6 6 0 5.00

14 T & D T 0 0 1 4 7 6 0 5.00

15 Records 0 2 1 2 6 5 2 4.94

16 Project 0 2 2 3 2 6 3 4.94

17 Questio 0 0 0 6 9 3 0 4.83

18 Negotia 0 0 2 3 11 2 0 4.72

19 Group P 0 0 3 4 7 4 0 4.67

20 VIsioni 0 2 1 4 4 4 1 4.63

21 Data Re 0 2 3 2 4 7 0 4.61

22 Relatio 0 . 0 2 6 7 3 0 4.61

23 Cost Be 0 2 3 3 4 5 1 4.56

24 Organiz 1 2 2 2 5 5 1 4.50

25 Perform 0 0 2 7 7 2 0 4.50



26 Model B 0 2 3 3 4 4 1 4.47

27 Compete 1 1 1 5 6 4 0 4.44

28 Organiz 2 1 1 4 6 3 1 4.33

29 Busines 1 2 4 2 4 2 3 4.33

30 Organiz 1 2 2 2 8 3 0 4.28

31 Researc 1 1 4 4 5 3 0 4.11

32 Career 2 1 5 2 3 5 0 4.00

33 Industr 3 4 2 4 1 2 2 3.56

34 Compute 0 6 6 1 3 0 2 3.50

35 Electro 6 3 3 1 3 2 0 2.89

18 responses.

f;:)



ASTD Competencies in which ATDW Participants Most Need Improvement

RANK:

1 Computer

2 Relationships

3 Electronic Systems

4 Career Development

5 OD

6 Research

7 Writing

2 Presentation

9 Negotiation

10 Project Mgmt

11 Adult Learning

12 Questioning

13 Group Process

14 Coaching

15 OB

16 T & D

17 Facilities

18 Self-Knowledge

19 Model Building

20 Data Reduction

21 Feedback

22 Records Mgmt

23 Cost Benefit

24 Visioning

25 Intellectual Vers.
CA

1 2 MEAN:

3 15 1.83

10 8 1.44

11 7 1.39

11 7 1.39

12 6 1.33

12 6 1.33

13 5 1.28

13 5 1.28

13 5 1.28

13 5 1.28

13 5 1.28

14 4 1.22

14 4 1.22

14 4 1.22

14 4 1.22

14 4 1.22

14 4 1.22

15 3 1.17

15 3 1.17

15 3 1.17

15 3 1.17

15 3 1.17

15 3 1.17

16 2 1.11

16 2 1.11



26 Industry 16 2 1.11

27 Perf Observation 16 2 1.11

28 Objectives 16 2 1.11

29 Observing 17 1 1.06

30 Org. Understdg 17 1 1.06

31 Subject Matter 17 1 1.06

32 Comp ID 17 1 1.06

33 Info Search 18 0 1.00

34 Delegation 18 0 1.00

35 Business 18 0 1.00

18 responses.



ASTD Competencies in which ATDW Participants Most Need Improvement

ITEM: 1 2 MEAN:

1 Adult Learning 13 5 1.28

2 Career Development 11 7 1.39

3 Comp ID 17 1 1.06

4 Computer 3 15 1.83

5 Electronic Systems 11 7 1.39

6 Facilities 14 4 1.22

7 Objectives 16 2 1.11

8 Perf Observation 16 2 1.11

9 Subject Matter 17 1 1.06

/0 T & D 14 4 1.22

11 Research 12 6 1.33

12 Business 18 0 1.00

13 Cost Benefit 15 3 1.17

14 Delegation 18 0 1.0u

15 Industry 16 2 1.11

16 OB 4 1.22

17 OD 6 1.33

18 Org. Understdg 17 1 1.06

19 Project Mgmt 13 5 1.28

20 Records Mgmt 15 3 1.17

21 Coaching 14 4 1.22

22 Feedback 15 3 1.17

23 Group Process 14 4 1.22

24 Negotiation 13 5 1.28

25 Presentation 13 5 1.28



26 Questioning

27 Relationships

28 Writing

14

10

13

4

8

5

1.22

1.44

1.28

29 Data Reduction 15 3 1.17

30 Info Search 18 0 1.00

31 Intellectual Vers- 16 2 1.11

32 Model Buj.laing 15 3 1.17

33 Observing 17 1 1.06

34 Self-Knowledge 15 3 1.17

35 Visioning 16 2 1.11

18 responses.
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Presenter

PREPARATION:

PRESENTATION EVALUATION FORM

Lesson Materials -

Audio-Visual Aids
Class Arrangement
can see and hear

INTRODUCTION:

0111..

.......1

neatly arranged, easily accessible
- checked out prior to use
-- class in contact for control, all

1. Objective, Need, Application - able to see need or
value of lesson

2. Interest Arousing - stimulating
3. Tie-in - builds upon previous learning when possible

PRESENTATION:

1. Logical Sequence - easy to follow, not lost in mass ofwords
2. Alert to Class - views class, looks for reaction3. Emphasize 'Key Points - uses adequate reinforcement
4. Instructional Aids - used when needed, clear, organized5. Safety - indicated at point of need
6. Technical Correctness - principles accurate, obvious

knowledge of subject, skills
7. Pace - smooth delivery, few pauses, not too fast or tooslow
8. Class Participation - students made a part of lesson,attempt to gain feedioack

CONCLUSION AND SUMMARY:

1. Check and Review Main Points - questions from students,
asks direct questions of value

2. Follow-up - gives assignment or clear directions forfuture action

TEACHING MANNER:

w1111= 1. Speech, Diction, Tone - clear, good volume2. Enthusiasm - mannerisms positive

TOTAL (Rate each item 0 to 4, with 4 being the best)

COMMENTS:

APPENDIX G
PARTICIPANT PRESENTATION FEEDBACK FORMS



ONIIMNIIIMMON

wil

41111MININIIMIY

NAME

RATING
5=excellent
de=good
3=average
2=needs improvemen
1=poor

ow

(11111MEEIMP

ImMasemalb=slir

110M111101MENN'AP

Ti

PRESENTATION SKILLS EV`1LUATION

TOPIC

GATE

9101......011.111411==m1101011.

COMMENTS

Materials and
PREPARATION room ready

,
.

Background
AUDIENCE ASSESSMENT Skill level

Expectations

________,

Clarity of purpose
INTRODUCTION Established rapport

Overview
Poise

NONVERBAL COMMUNICATION Confidence
Gestures

Onetoone
EYE CONTACT Group

Pace
VOCAL DYNAMICS Tone

Pro'ection
Clarity

ORGANIZATION Transitions
Use of notes

Adequate time allowed
QUESTIONS Feedback

Related to to ic -----,Purposeful
REINFORCEMENT EXERCISES Comprehensive

Adequate time
Not sidetracked

HANDLING DISTRACTIONS Effective
control

Simple
USE OF AUDIOVISUALS Legible

Interestin

CONCLUSION Summarized main points

Further suggestions for improvement



APPENDIX H
PEER AND SELF-EVALUATION OF READINESS

TO BECOME A TRAINER OF TRAINERS

To assist the facilitators in evaluating each participant, and to
determine the willingness of participants to participate in co-
facilitating a Training of Trainer workshop during the next 12
months, we would appreciate your responses to the questions that
follow.

1. Your name:

2. How willing are you to co-facilitate a TOT workshop during
the next twelve months? (Circle the number that applies)

5 Very willing
4 Willing
3 Not sure
2 Not willing
1 Definitely not willing

3. If you answered #2, above, with a 4 or a 5, rank order your
preference for co-facilitating the following three
workshops, with a 1 indicating your top interest and a 3
your bottom Lnterest. Leave the item blank if you would not
co-facilitate that workshop. Dates, locations and coaches
are provided where they are known.

=10111111MII=.1

m Training Needs Assessment (tentatively, McLean
during the last two weeks of February, 1991,
in Karachi)

Program Development and Instructional Techniques
(Arney, December 1 - 11, 1990, location not
yet set; need to be available November 23 -
December 13)

Effective Training Evaluation (tentatively,
McLean sometime during the summer of 1991 in
an unspecified location)

4. Again, if you answered #2, above, with a 4 or a 5, with what
three persons in this ATDW would you most like to co-
facilitate? (List in rank order)

1.

2.

3.

(All respondents, please turn page over
and complete the other side.)



1 5. From what you have observed in this ATDW, what is your
assessment of each participant's competence to co-facilitate

1

a Training of Trainers workshop, iralLid_ing_salLusit?

Use the following scale: 4 - Competent to do this now
3 - Not yet competent to do this,

1
but shows good promise

2 - Can possibly become competent
to do this, but needs more

I

experience and training
1 - Does not show promise of

becoming a trainer of trainers

1

Euticipant

Mirza

Salma

Urusa

Naveed

Paul

Jafri

Tahseen

Basit

Shah

Sherwani

Zaheer

Zafar

Abbas

Dominic

Makhdoom

Mahmooda

Zahur

Fakhar

67



(Pages 68-69 have been removed from this copy of the report to
protect the confidentiality of the participants.)

APPENDIX
RESULTS OF

PEER AND SELF-EVALUATION OF READINESS
TO BECOME A TRAINER OF TRAINERS



APPENDIX J

gyAlliatlye Feedback 7_1Mly

Liked

Integrated use of methods
Lots of interaction
Lecture on OD
Group work on case study
Determining groundrules
Setting the climate for the course
Good participation
Lunch served outside of institute

Disliked

Not enough time for analysis on case study
Too much lecturing
Need more air conditioning
Quality of tea
Name plates too small and only on one side
Interruption of one facilitator (Barbara) by the other (Gary)
Request not to read ahead
All handouts not available on first day
Lunch served outside of institute

Evaluative Feedback - July_g

Liked

Barbara being present
Nice presentation
Barbara's dress
Good group discussions (more qualified)
Use of groundrules
Directions written out
Introduction of latecomers to the course
Fishbowl

Disliked

Gary not being present
Facilitator's preview of the day
No coftee or cold water during tea
Participants sitting in same places as yesterday
Poor lighting on one side
Cooling problem continued
No wastepaper basket
Need tissue paper
Screen needed for overhead
Groundrules confusing



farAlMAtiYA_Zledb4gt_7_4Mly_11._1990

LIMA

Relevant software packages
Graphics program exciting
Lunch at Holiday Inn
Coffee provided
Clear idea of objectives
Second Air Conditioning
Good handouts

Disliked

Printers not working for graphics
No water glasses
Computer directions were confusion
No printed instructions for Harvard Graphics
Participants should be provided with a copy of Harvard Graphics
Need more clarification, elaboration on objectives
Need more time on objectives
Would like objectives to have been corrected so we could be clear

about mistakes

lyAlmtive Feedback - July 10, 1990

Liked

Session on giving and receiving feedback
WordPerfect guide
Co-facilitation session
Working in small groups
Coordination between Barbara and Gary
Food
Feedback on behavioral objectives

DisliYqd

Locked premises, so late start
Coordinators missing
Feedback not done (it was done first thing on July 11)
Only one printer working
One handout punched on two sides
No dessert with meal



WilmiltLEILIggi4pLigN - Jttly_11,_12.1.11

Wked

Work on computers
Harvard Graphics
Training Spiral Model
Models of Training Bary and Barbara both present
Training Style Inventory
Brainstorming of uses of TNA
Overview of next few days
Gary's synthesis of group sessions
Improved quality of discussions
Tea, coffee, and ..ter iproved
Water now availa-.e in classroom

Disliked

Time lost on arranging TNA manual
More time spent in computer room than planned
Barbara couldn't see Gary, so process feedback not given as often
Would like to have seen clear overview earlier
Time schedule not being ovserved
Individuals not taking responsibility to return on time
Not enough food for first tea, and still not cookies
Tea, coffee, and milk need to be labelled
Need more chairs in tea room

Inlmatiye Feedback - July_11, 1990

Liked

Continuous activity today
Fruitful day preparing instructor's manual
Task orientation
Seeing the results of our work; "starting to take off"
Gary helpful in guidance, clarification, distinguishing between

objectives and purposes
Realization of what goes into training design
Cookies present and enough food at tea
Tea, coffee, and milk labelled
Lift operating

Disliked

Poor quality of xeroxing
Manual still not in right order
Resour.:m center not available on site
Folders still missing
Frustrating because of lack of material in TNA participant manual

for topic assigned
Barbara not present in group
Topic assigned by default (because not chosen when other topics

available)
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Evaluatilift_tfttg1alk_=_JELAY11. 1990

Liked

Gary's help in preparation of instructor's manual
Working on Harvard Graphics
Working on the computer (when electricity was available!

Disliked

Load shedding
Lunch (not enough and not good)
Less feedback

BYIUMAtimtiAg4Pack m_JILAY_15, 1990

Liked

Interesting presentations
Feedback received from group
Objective feedback
Frankness of feedback
Open-hearted, unbiased
Non-defensive receipt of feedback
Courteous
Well-received
Good to know where we stand as trainers

Disliked

Don't know what is needed to improve
Allowed more time for feedback for some presentations
AED not looking after lunch
Milk quality was poor, smelly
Facility needs a generator
Need options during loan shedding
AED could provide someone to videotape
No cold water in class

aUUMEEtiQD

Individual counseling as followup

ElriaLlAtilLe Foll_q_MR=...2t415_114_1112

Liked

Feedback from Gary and Barbara
Cookies at second tea
Presentations made good points
Learning from feedback to others
Constructive feedback from participants
Hard work and efforts of participants
Planning a mango party



PigliKtd

Lack of participation on part of some
Participants not on time
Markers are dried out

Evaluative Feedback - July 17 1990

Lik2A

Meyer-Briggs Temperament Indicator
Gary scoring the MBTI
Knowing one's type
Mango party
Day dividers in place in PDIT participant manual
PDIT participant manual complete and arranged
Fishbowl exercise for negotiations
Good tea
Sweets donated by Barbara (on recovery of lost valuables)
Methods pretest good
Debriefing with partners

Disliked

Collection of money for mango party
Depressed to learn my type
No folders yet despite promises from printer
Gary absent most of the day

Evaluative Feedbaok_mjLgy_11/1990

Liked

Folders here (at last!)
AED coordinators here for part of day
STRIPE
TNA successfully completed
PDIT off to a good start
Mango party planned and on schedule
PDIT manual "solid"
Barb helpful on PDIT
Q-Sort

Disliked

Too much material around the room
Some material on the floor



Evaluative retopAst_=.272cur_jub_112p

Liked

No load shedding
Tea quality better
Barbara present all the day
Flexible day
Barbara's guidance
Everyone survived mango party

Disliked

Chinese food (not liked by majority of participants)
No drinking water in classroom
Gary abse.lt all day

Evaluative Feedback - gm132111 1990

Liked

Presence of AED Coordinators
Second round of presentations
Feedback from Gary and Barbara
Tower Building exercise
Different cofacilitation models

Disliked

No cold water in classroom
No xeroxing arrangements

BIAlmallye Feedback - July 221 1990

Liked

Feedback on presentations
Controlled laughter
Presentations livelier
Finishing earlier
Photographs
Everyone tuned in to PD1T

Disliked

Laughter issue unresolved
Less cooperative from AED, especially photocopying
Lack of transparencies and paper
Loose paper
Dry mar-ers



AYA1MAtiltft_1214gAAK_17 July 23._1990.

Lic

Rating preferences for ETE presentation
Questionnaire developed on computer
Opportunity to work independently
Participants took responsibility and worked
ASTD Competency Test
Gary always here to help us
Cold water in class room

Disliked

Holes not punched in ETE manuals
Photocopying problem continues

Evaluative Feedback - July 24/ 1990

Liked

Fieedback on presentations by participants and trainers
Viewing video of presentation
Improvements in presentations
Participant facilitation of presentation feedback
More relaxed about presentations
Only one activity to plan for ETE
Individual feedback from trainers
Gary confronting argumentation over picky items

Disliked

Gary confronting argumentation over picky items
Video film not complete
Participants showing up late
Participants rationalizing feedback
Participants arguing over picky items

Evaluative July 25 1990

Second to the last day
Started on time
Feedback sessions led by different participants
Gary's straight-forwardness
Pizza with choices
Presenters were well prepared

Disliked

Lost intlrest in repetition of feedback sessions
Confusion caused by order of pilot testing and objective tests
One presenter did not show



APPENDIX K
REACTION FORMATIVE EVALUATION

Advanced Trainers Development Workshop
Activities of July 7-11, 1990

Using the following scale, circle the number to the right of each
of the following statements to indicate the degree to which you
agree or disagree with the statement as it relates to the first
five days' activities: 5 = Strongly Agree

4 = Agree
3 = Neutral or Not Sure
2 = Disagree
1 = Strongly Disagree

1. The terminal objectives for the workshop are
appropriate.

2. The design proposed to accomplish these
objectives is appropriate.

3. Arney used good facilitation skills.
4. McLean used good facilitation skills.
5. I could understand Arney's pronunciation.
6. I could understand McLean's pronunciation.
7. Arney is knowledgeable about training.
8. McLean is knowledgeable about training.
9. The participants' manual has been useful.

The following content has been useful:
10. Brainstorming exercise
11. Development of groundrules
12. Presentation on organization development
13. Case on organization development
14. Self-assessment and feedback gained
15. Group Dynamics
16. People Facts
17. Harvard Graphics for Creating Charts
18. Writing Behavioral Objectives
19. Super-Trainer
20. Giving and Receiving Feedback
21. Co-Facilitation
22. WordPerfect
23. Systematic Training Models
24. Harvard Graphics for Developing Overheads

25. The facilities have been appropriate.
26. Overall, I am satisfied with the first five

days' activities.

Pleass turn this page over.
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27. Here's what I liked best about the first five days'
activities:

28. Here's what I didn't like about the first five days'
activities:

29. Here's what I'd like to have changed or included during the
rest of the workshop:

30. Here's some additional feedback I'd like you to have:

Thanks for helping.

78
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APPENDIX L
RESULTS OF REACTION FORMATIVE EVALUATION
Advanced Trainers Development Workshop

Activities of July 7-11, 1990
(n = 18; not all respondents answered each question)

Using the following scale, resdondents circled the number to the
right of each of the following statements to indicate the degree
to which they agreed or disagreed with the statement as it

related to the first five days' activities:
5 = Strongly Agree
4 = Agree
3 = Neutral or Not Sure
2 = Disagree
1 = Strongly Disagree

1. The terminal objectives for the workshop are
appropriate. 7

2. The design proposed to accomplisa these
objectivss is appropriate. 5

3. Arney used good facilitation skills. 7

4. McLean used good facilitation skills. 8

5. I could understand Arney's pronuncia-
tion. 12

6. I could understand McLean's pronuncia-
tion. 13

7. Arney is knowledgeable about training. 6

8. McLean is knowledgeable about training. 11
9. The participants' manual has been useful. 5

The following content has been useful:
10. Brainstorming exercise 8

11. Development of groundrules 5

12. Presentation on organization development 3

13. Case on organization development 2

14. Self-assessment and feedback gained 9

15. Group Dynamics 6

16. People Facts 6

17. Harvard Graphics for Creating Charts 6

18. Writing Behavioral Objectives 5

19. Super-Trainer 2

20. Giving and Receiving Feedback 9

21. Co-Facilitation 6

22. WordPerfect 5

23. Systematic Training Models 2

24. Harvard Graphics for Developing Overheads 7

25. The facilities have been appropriate. 3

26. Overall, I am satisfied with the first five
days' activities. 5
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27. Here's what I liked best about the first five days'
activities:

Flexible design of workshop (2)
Training skills of facilitators (3)
Facilitators clear and specific (2)
Co-facilitation (6)
Facilitators' ability to handle any sifAation (2)
Openness of facilitators (2)
Facilitators' hard workin keeping the group together
Facilitators' personal attention to participants
Group interaction/communication/behavior (5)
Use of People Facts (6)
Use of Harvard Graphics (6)
Use of WordPerfect (4)
Brainstorming (3)
Group discussions (2)
Workshop well organized (2)
Daily feedback sessions (3)
Team work
Two-way communication/feedback (2)
Training Style Inventory
Friendly atmosphere
Group dynamics (2)
Groundrules
Trainers explaining why they are training in a certain way
"Trainer as human" concept
Giving and Receiving Feedback module (3)
TNA participant manual
Computer instructions were marvelous; Gary made it so simple
Enough material (2)
Methodology
Rotation of participants
Training starts on time
I'm encouraged to improve my skills
Organization development emphasis
Training Style Inventory
No homework/outside assignments

28. Hera's what I didn't like about the first five days'
activities:

Minor problems with physical facilities
Air conditioning (2)
Lighting (2)
Too few computers

Group adjustment due to two participants joining second day
Lunch
Manual pages not numbered
Word processing unit because I already know it
Manual material "needs improvement"
Absence of one or other co-facilitator from time to time
Feedback is being required too soon
Groundrules not being followed (especially re: discussions)
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Wasting time on computers
Everyone sitting in the same place
Late teas
Logistics (2)
Not clear about corrections made on objectives writing
Some exercises need more time
Timings not being maintained
Too little mixing around of participants to develop cohesion

29. Here's what I'd like to have changed or included during the
rest of the workshop:

More sharing of training experiences of participants
More sharing of training experiences of trainers
Videotapes related to content of workshop
Practical development of plans for specific workshops
Little more elaboration on each day's session
Opportunity to present individually or in pairs and receive

feedback
More group activities
Waste of time at lunch; need prompt service
Change menus at tea breaks; include cookies
Group photograph
Field visit \..a at least one organization
Encourage those who don't speak
Keep to the agenda
More time is needed on the computers (6)
More exercises in content areas
TNA instructors' manual
ATDW instructors' manual
Prepare presentation in group instead of in pairs
Provide cool drinking water regularly in class
More cooling needed
Management training
Improve logistics and physical arrangements

30. Here's some additional feedback I'd like you to have:

Doing an excellent job (4)
Just because some people are not talking, do not think that

they are not learning; we listen much and talk little
Impressed by willingness of facilitators' to accept

criticism from participants
Improvement is needed in the workshop; participants are

losing confidence
I'm impressed that the manual was developed in such a stiort

time
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APPENDIX M
REACTION FORMATIVE EVALUATION OF TNA MODULE

Advanced Trainers Development Workshop
Activities of July 11-16, 1990

Using the following scale, circle the number to the right of each
of the following statements to indicate the degree to which you
agree or disagree with the statement as it relates to the TNA
module activities: 5 = Strongly Agree

4 = Agree
3 = Neutral or Not Sure
2 = Disagree
1 = Strongly Disagree

1. The terminal objectives for the TNA workshop
are appropriate. 5

2. The TNA participants' manual is useful. 5

3. Developing activities for the TNA
instructors' manual has been useful. 5

4. Working with a co-developer on the TNA
instructors' manual was a good learning
experience. 5

5. McLean provided helpful assistance in
developing my components of the TNA
instructors' manual. 5

6. McLean provided useful feedback on my
developmental activities for the TNA
instructors' manual. 5

7. Making a presentation on one area of TNA
was a useful activity. 5

8. Working with a co-facilitator on my
presentation was a good learning
experience. 5

9. I received useful written feedback from my
peers based on my presentation. 5

10. I received useful oral feedback from my peers
based on my presentation. 5

11. I received useful written feedback from the
trainers based on my presentation. 5

12. I received useful oral feedback from the
trainers based on my presentation. 5

13. It was helpful hearing the feedback received
by other participants. 5

14. I learned more about TNA from the presenta-
tion I made. 5

15. I learned more about TNA from the presenta-
tions made by others. 5

16. McLean used good facilitation skills during
the feedback sessions. 5

17. I could understand McLean's pronunciation. 5

18. McLean is knowledgeable about training needs
assessment. 5

Please turn gliAJRNA_TLIANA.

82

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2

4 3 2 1



19. Arney is knowledgeable about training
present:Ation skills.

20. McLean is knowledgeable about training
presentation skills.

5 4 3 2 1

5 4 3 2 1

The following content presented by McLean was useful:
21. Definition of training needs assessment 5 4 3 2 1

22. Purposes for training needs assessment 5 4 3 2 1

23. Using affinity diagrams in TNA 5 4 3 2 1

24. The support available from the AED support
staff has been adequate. 5 4 3 2 1

25. The facilities have been adequate. 5 4 3 2 1

26. Overall, I am satisfied with the TNA module
days' activities. 5 4 3 2 1

27. Here's what I liked best about the TNA activities:

28. Here's what I didn't like about the TNA activities:

29. Here's what I'd like to have changed or included during the
PDIT and ETE modules:

30. Here's some additional feedback I'd like you to have:

Thanks for helping.

33



APPENDIX N
RESULTS OF REACTION FORMATIVE EVALUATION OF TNA MODULE

Advanced Trainers Davelopment Workshop
Activities of July 11-16, 1990

(n = 15)

The following scale was used to indicate the degree to which
participants agreed or disagreed with the statement as it related
to the TNA module activities: 5 = Strongly Agree

4 = Agree
3 = Neutral or Not Sure
2 = Disagree
1 = Strongly Disagree

5 4

1. The terminal objectives for the TNA workshop
are appropriate. 2 11 2

2. The TNA participants' manual is useful. 7 7

3. Developing activities for the TNA
instructors' manual has been useful. 7 6

4. Working with a co-developer on the TNA
instructors' manual was a good learning
experience. 5 8

5. McLean provided helpful assistance in
developing my components of the TNA
instructors' manual. 9 6

6. McLean provided useful feedback on my
developmental activities for the TNA
instructors' manual. 7 7

7. Making a presentation on one area of TNA
was a useful activity. 6 6

8. Working with a co-facilitator on my
presentation was a good learning
experience. 7 4

9. I received useful written feedback from my
peers based on my presentation. 3 10

10. I received useful oral feedback from my peers
based on my presentation. 5 8

11. I received useful written feedback from the
trainers based on my presentation. 8 5

12. I received useful oral feedback from the
trainers based on my presentation. 7 6

13. It was helpful hearing the feedback received
by other participants. 8 5

14. I learned more about TNA from the pre3enta-
tion I made. 7 4

15. I learned r re about TNA from the presenta-
tions made by others. 4 10

16. McLean used good facilitation skills during
the feedback sessions. 11 4

17. I could understand McLean's pronunciation.12 3
18. McLean is knowledgeable about training needs

assessment. 12 3
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5 4

19. Arney is knowledgeable about training
presentation skills. 8 7

20. McLean is knowledgeable about training
presentation skills. 11 4

The following content presented by McLean was useful:
21.
22.
23.

24.

25.
26.

Definition of training needs assessment 6 8

Purposes for training needs assessment 5 9

Using affinity diagrams in TNA 5 7

The support available from the AED support
staff has been adequate,
The facilities have been adequate.

3

5

Overall, I am satisfied with the TNA module
days' activities. 3 12

3 2 1 Av.

1

1

3

8

8

3

2

1

4.53

4.73

4.33
4.27
4.13

2.87
3.20

4.20

27. Here's what I liked best about the TNA activities:

Friendly atmosphere (2)
Involvement of the participants in group activities (2)
Modifying program according to the neeus of participants
Use of computers (4)
Work with co-facilitator (2)
Fishbowl
Doing presentations and receiving feedback (4)
Participants' manual
Instructors' manual (2)
Method of data gathering and reporting
Working through the whole cycle of preparation and delivery
Brainstorming

28. Here's what I didn't like about the TNA activities:

Should have been a six-week workshop
Poor quality of copy in participants' manual
Need better indexing of material (2)
Needed more time on preparation (2)
Too much time on preparation
Less theoretical background
Absence of participants
Trainees' tardiness
Too little facilitation by the trainers
Monotony of the sequence
Forced choice on topics

29. Here's what I'd like to have changed or included during the
PDIT and ETE modules:

Control time on group presentations
Better organized manual bound ahead of time
More input, monitoring, and facilitation by trainers (4)
Reduce time to one-half day for preparation of materials
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One group should present the complete unit within the module
More emphasis on computer
Make a copy of instructors' manual for everyone
Individual feedback and counseling (2)
More practical exercises
Critique on presentations should be lecorded on video

30. Here's some additional feedback I'd like you to have:

Use of computers with PeopleFacts, WordPerfect, Harvard
Graphics--I wish there were sufficient computers for
each participant to have sufficient practice on
developing skill

Alternative arrangements when electricity goes off
(generator)

I still feel involved
More input from trainers
The consultants' not forcing their own styles and

preferences on us; it helped me develop my own style
for whit's comfortable for me



APPENDIX 0
REACTION FORMATIVE EVALUATION OF PDIT MODULE

Advanced Trainers Development Workshop
Activities of July 17-22, 1990

Using the following scale, circle the number to the right of each
of the following statements to indicate the degree to which you
agree or disagree with the statement as it relates to the PDIT
module activities: 5 = Strongly Agree

4 = Agree
3 = Neutral or Not Sure
2 = Disagree
1 = Strongly Disagree

1. The terminal objectives for the PDIT workshop
are appropriate.

2. The PDIT participants' manual is useful.
3. Developing activities for the PDIT

instructors' manual has been useful.
4. Working with a co-developer on the PDIT

instructors' manual was a good learning
experience.

5. Arney provided helpful assistance in
developing my components of the PDIT
instructors' manual.

6. Making a presentation on one area of PDIT
was a useful activity.

7. Working with a co-facilitator on my
presentation was a good learning
experience.

8. I received useful written feedback from my
peers based on my presentation.

9. I received useful oral feedback from my peers
based on my presentation.

10. I received useful written feedback from the
trainers based on my presentation.

11. I received useful oral feedback from the
trainers based on my presentation.

12. It was helpful hearing the feedback received
by other participants.

13. It was helpful viewing the videotape of my
presentation.

14. I learned more about PD1T from the presenta-
tion I made.

15. I learned more about PDIT from the presenta-
tions made by others.

16. Arney used good facilitation skills during
the feedback sessions.

17. I could understand Arney's pronunciation.

nease tom_thispAge ovekt.
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18. Arney iq knowledgeable about training
presentation skills.

19. McLean is knowledgeable about training
presentation skills.

The following presented by Arney was useful:
20. Myers-Briggs Type Indicator (MBTI)
21. Using MBTI to process TNA co-facilitation
22. Writing a behavioral objective based on

individual growing edges
23. STRIPE (Steps in Program Design)
24. Pretest in training delivery methods
25. Q-Sort on preferences in training delivery

methods

26. The support available from the AED support
staff has been adequate.

27. The facilities have been adequate.
28. Overall, I am satisfied with the PDIT module

activities.

5 4 3 2 I

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

29. Here's what I liked best about the PDIT activities:

30. Here's what I didn't like about the PDIT activities:

31. Here's what I'd like to have changed or included during the
ETE module:

32. Here's some additional feedback I'd like you to have:

Thanks for helping.

88



APPENDIX P
RESULTS OF

REACTION FORMATIVE EVALUATION OF PDIT MODULE
Advanced Trainers Development Workshop

Activities of July 17-22, 1990
(n = 18)

The following scale was used to indicate the degree to which
participants agreed or disagreed with the statement as it related
to the PDIT module activities: 5 = Strong .y Agree

4 = Agree
3 = Neutre- or Not Sure
2 = Disagr..;e
1 = Strongly Disagree

5 4

1. The terminal objectives for the PDIT workshop
are appropriate. 9 8

2. The PDIT participants' manual is useful. 6 11
3. Developing activities for the PDIT

instructors' manual has been useful. 9 9

4. Working with a co-developer on the PDIT
instructors' manual was a good learning
experience. 6 9

5. Arney provided helpful assistance in
developing my components of the PDIT
instructors' manual. 12 6

6. Making a presentation on one area of PDIT
was a useful activity. 11 5

7. Working with a co-facilitator on my
presentation was a good learning
experience. 7 7

8. I received useful written feedback from my
peers based on my presentation. 5 11

9. I received useful oral feedback from my peers
based on my presentation. 9 5

10. I received useful written feedback from the
trainers based on my presentation. 11 6

11. I received useful oral feedback from the
trainers based on my presentation. 7 8

12. It was helpful hearing the feedback received
by other participants. 8 8

13. It was helpful viewing the videotape of my
presentation. 8 5

14. I learned more about PDIT from the presenta-
tion I made. 7 10

15. I learned more adout PDIT from the presenta-
tions made by others. 5 9

16. Arney used good facilitation skills during
the feedback sessions. 11 7

17. I could understand Arney's pronunciation.14 4
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5

18. Arney is knowledgeable about training
presentation skills. 11

19. McLean is knowledgeable about training
presentation skills. 15

The following presented by Arney was useful:
20. Myers-Briggs Type Indicator (MBTI) 10
21. Using MBTI to process TNA co-facilitation 4
22. Writing a behavioral objective based on

individual growing edges 7

23. STRIPE (Steps in Program Design) 7

24. Pretest in training delivery methods 7

25. Q-Sort on preferences in training delivery
methods 5

26. The support available from the AED support
staff has been adequate. 1

27. The facilities have been adequate. 2

28. Overall, I am satisfied with the PDIT module
activities. 7
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29. Here's what I liked best about the PDIT activities:

Working on instructor's manual; structuring and approach was
logical (3)

Making a presentation on a component of PDIT (7)
STRIPE
Q-Sort
Receiving honest and frank feedback on presentation (6)
Co-facilitation
Very good start with specific ideas
Manual was very supportive
Arney helped a lot during group work
Role plays, small group discussion
Complete involvement of the participants
Learning from PD1T is applicable no matter what the topic is
MBTI
Friendly atmosphere

30. Here's what I didn't like about the PDIT activities:

Preparation time too short
Co-facilitation in which one person has higher standards

than the other
MBTI
Time constraints for presentation (5)
No transportation to resource center (2)
During presentation, McLean asking questions of presenter
Inadequate material in PDIT manual
Straight lectures
PDIT is what most clieilts are interested in; 10 of the 18

days should be devoted to this
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Resource material not readily available
Absence of participants

31. Here's what I'd like to have changed or included during the
ETE module:

Need more time for presentations and feedback (45/30
minutes)

Presenters need to use more interesting methods (3)
More use of computers
Different co-facilitator (2)
Keep same co-facilitator
More elaboration of the topics assigned for ETE
Reference hooks
More input from consultants (2)
More typing facilitias, photocopying, transparencies,

flipchart markers
Presenters should clearly present objectives for each

session
Change tone of their voice

32. Here's some additional feedback I'd like you to have:

Thanks for tolerating me with so many absences and
interruptions

Feedback sessions are too much like navul gazing
Gary is a wonderful facilitator
Well done, Arney
Consultants should not put direct questions into the

presentations as it shakes the confidence of the
presenter

Good material noted by the trainers to be typed and
distributec to participants

Consultants coulu provide more content information at the
end of the process feedback

Working with different individuals was not always fun, but
it made me aware of my growing edges

Watching the video with the trainers and discussing feedback
would be useful

Invite a psychologist without telling participants and get
feedback on how each person r:an improve
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APPENDIX Q
REACTION FORMATIVE EVALUATION OF ETE MODULE

Advanced Trainers Development Workshop
Activities of July 17-22, 1990

Using the following scale, circle the number to the right of each
of the following statements to indicate the degree to which you
agree or disagree with the statement as it relates to the PDIT
module activities: 5 = Strongly Agree

4 = Agree
3 = Neutral or Not Sure
2 = Disagree
1 = Strongly Disagree

1. The terminal objectives for the PDIT workshop
are appropriate.

2. The PDIT participants' manual is useful.
3. Developing activities for the PDIT

instructors' manual has been useful.
4. Working with a co-developer on the PDIT

instructors' manual was a good learning
experience.

5. Arney provided helpful assistance in
developing my components of the PDIT
instructors' manual.

6. Making a presentation on one area of PDIT
was a useful activity.

7. Working with a co-facilitator on my
presentation was a good learning
experience.

8. I received useful written feedback from my
peers based on my presentation.

9. I received useful oral feedback from my peers
based on my presentation.

10. I received useful written feedback from the
trainers based on my presentation.

11. I received useful oral feedback from the
trainers based on my presentation.

12. It was helpful hearing the feedback received
by other participants.

13. It was helpful viewing the videotape of my
presentation.

14. I learned more about PDIT from the presenta-
tion I made.

15. I learned more about PDIT f,..om the presenta-
tions made by others.

16. Arney used good facilitation skills during
the feedback sessions.

17. I could understand Arney's pronunclation.

Please turn this page over.
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5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1



18. Arney is knowledgeable about training
presentation skills.

19. McLean is knowledgeable about training
presentation skills.

The following presented by Arney was useful:
20. Myers-Briggs Type Indicator (MBTI)
21. Using MBTI to process TNA co-facilitation
22. Writing a behavioral objective based on

individual growing edges
23. STRIPE (Steps in Program Design)
24. Pretest in training dermery methods
25. Q-Sort on preferences in training delivery

methods

26. The support available from the AED support
staff has been adequate.

27. The facilities have been adequate.
28. Overall, I am satisfied with the PDIT modula

activities.

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1
5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

29. Here's what I liked best about the PDIT activities:

30. Here's what I didn't like about the PDIT activities:

31. Here's what I'd like to have changed or included during the
ETE module:

32. Here's some additional feedback I'd like you to have:

Thanks for helping.



APPENDIX R
RESULTS -1F

REACTION FORMATIVE EVALUATION OF ETE MODUU
Advanced Trainers Develop:_snt Workshop

Activities of July 17-22, 1990

(As these results were lost in transit from Pakistan to the USA/
they cannot be summarized here.)



APPENDIX S
REACTTON SUMMATIVE EVALUATION

Advanced Trainer Development Workshop
July 7 - 26, 1990

1. Here's what I liked about the workshop:

2. Here's what would have improved the workshop:

3. How can the workshop be marketed better?

4. If possible, list the names and contact means of three people
who you think could benefit from this workshop:

5. What organizations with contacts do you know that might be
interested in being a client organization for TNA, PDIT, or
ETE?

6. Any additional feedback you'd like us or AED to have:

951 -1
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APPENDIX T
RESULTS OF REACTION SUMMATIVE EVALUATION
Advanced Trainer Development Workshop

July 7 - 26, 1990

(As results were lost in transit from Pakistan to USA, they
cannot be summarized here.)



APPENDIX U
FORMATIVE EVALUATION TO DATE BASED ON AFFINITY DIAGRAM EXERCISE

July 16, 1990

Three clusters emerged, with specifics listed under each:

Trainee Support Material

Books on each topic needed for distribution to trainees
Reference books available on sire
Training provided for use of video cameras
More computers
Videotapes on content

Workshop Desian

Workshops should cover only one area at a time (TNA, PDIT, ETE)
Live projects within each area
Shorter time period
Field trips
More examples
Each team should present a complete module (TNA, PDIT, ETE)
More exercises on the content of the three areas

Lgaistics

Quieter venue
Larger room
Flexible seating
Generators
More coordination from AED
Food on premises
Folders prepared in advance
Support services on site

97
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Advanced Trainer
Development Workshop

Instructors' Manual

The Academy for Educational Development
Islamabad, Pakistan
July 7 - 26, 1990

Consultants:
Gary N. McLean
Barbara S. Arney



Datliss142mLyllgAration

Prior to the workshop, the instructor needs to be sure that the
following have been done:

Facilities have been checked out, to include main instruction
room and breakout room, with flexible furniture arrangement,
when possible

Equipment is available: Computers and Printers
Overhead Projector
Video Camera
Video Playback Equipment
Flipcharts
White Board or Chalk Board

Supplies are available: Overhead Pens
Overhead Transparencies
Flipchart Pads
Flipchart Markers
Masking Tape (or tacks if tack boards

are available)
White Board Markers
Chalk
Name Tags
Name Tents
Participant's Manuals
Pens or Pencils
Blank Paper
Computer Ribbons
Computer Paper

Computer software is available:
Presentation Graphics (e.g., Harvard

Graphics)
Spreadsheet for Data Analysis (e.g.,

Lotus 1-2-3)
Graphics for Data Presentation (e.g.,

People Facts, Harvard Graphics)
Arrangements have been made for tea breaks with host institution
Arrangements have been made for lunch each day
Arrangements have been made for participant's transportation to

lunch
Participant's list is available and duplicated for distribution



Adxanggg_Inings DevelQament_HatIltbAR

8:00 a.m. Opening Ceremony
8:30 Introductions
9:45 Overview/Objectives/Calendar
10:00 Break
10:15 Grcundrules
11:00 Self Assessments
12:00 p.m. Organizational Change Models
12:15 Break
12:30 Organizational Change Models (Continued)
1:30 Systematic Training Model
2:20 Feedback on Day's Activities
2:30 Group Picture

Day2.

8:00 a.m. Overview of Group Process
8:05 Task vs. Process in Groups
8:30 Group Roles in Fishbowl
10:00 Break
10:15 Group Decision Making
11:45 Stages of Group Development
12:15 p.m. Break
12:30 Stages of Group Development (Continued)
12:45 Dealing with Resistance
2:20 Feedback on Day's Activities
2:30 Adjourn

Day 3_

8:00 a.m Review of Computer Use
8:10 Enter Data from Self Assessment on PeopleFacts
10:00 Break
10:15 Prepare Bar Charts for Seif Assessment
12:15 p.m. Break
12:30 Write ATDW Objectives Based on Self Assessment

Results
2:20 Feedback on Day's Activities
2:30 Adjourn

Day 4

8:00 a.m. Review and Revise ATDW Design Based on Self
Assessment and Objectives

9:30 Giving and Receiving Feedback
10:00 Break
10:15 Giving and Receiving Feedback (Continued)
11:30 Cc-Facilitator Selection
12:15 p.m. Break
12:30 Harvard Graphics for Overheads and WordPerfect
2:20 Feedback on Day's Activities



2:30 Adjourn

Day 5

8:00 a.m. Review TNA Content/Participant's Manual
10:00 Break
10:15 Continue Review of Participant's Manual
12:15 p.m. Break
12:30 Revise TNA Instructor's Manual
2:20 Feedback on Day's Activities
2:30 Adjourn

pays
8:00 a.m. Continue to Work in Pairs Revising Instructor's

Manual
10:00 Break
10:15 Continue to Work in Pairs Revising Instructor's

Manual
12:15 p.m. Break
12:30 Continue to Work in Pairs Revising Instructor's

Manual
2:20 Feedback on Day's Activities
2:30 Adjourn

Day 7

8:00
10:00
10:15

12:15
12:30

a.m.

p.m.

Prepare TNA Module to Present to ATDW Class
Break
Prepare TNA Module to Present to ATDW Class

(Continued)
Break
Prepare TNA Module to Present to ATDW Class

(Continued)
2:20 Feedback on Day's Activities
2:30 Adjourn

Days 8 and 9

8:00 a.m. Deliver TNA Presentations and Provide Feedback on
TNA Presentations

10:00 Break
10:15 Deliver TNA Presentations and Provide Feedback on

TNA Presentations (Continued)
12:15 p.m. Break
12:30 Deliver TNA Presentations and Provide Feedback on

TNA Presentations (Continued)
2:20 Feedback on Day's Activities
2:30 Adjourn

.1( 6



Day 10

8:00 a.m. Revise Instructor's Manual
9:00 MBTI
10:00 Break
10:15 MBTI (Continued)
11:30 Co-Facilitation
12:15 p.m. Break
12:30 Review PD1T
2:20 Feedback on Day's Activities
2:30 Adjourn

Day

8:00 a.m. Revise PDIT Instructor's Manual
10:00 Break
10:15 Revise PDIT Instructor's Manual (Continued)
12:15 p.m. Break
12:30 Revise PDIT Instructor's Manual (Continued)
2:20 Feedback on Day's Activities
2:30 Adjourn

8:00 a.m. Prepare PDIT Module to Present to ATDW Class
10:00 Break
10:15 Prepare PDIT Module to Present to ATDW Class

(Continued)
12:15 p.m. Break
12:30 Prepare PDIT Module to Present to ATDW Class

(Continued)
2:20 Feedback on Day's Activities
2:30 Adjourn

Days 13 and 14

8:00 a.m. Deliver PDIT Presentation and Provide Feedback on
PDIT Presentations

10:00 Break
10:15 Deliver PDIT Presentation and Provide Feedback on

PDIT Presentations (Continued)
12:15 p.m. Break
12:30 Deliver PDIT Presentation and Provide Feedback on

PDIT Presentations (Continued)
2:20 Feedback on Day's Activities
2:30 Adjourn



Day_ 15

8:00 a.m. Deview ETE Content/Participant's Manual
10:00 Break
10:15 Participants Revise Instructor's Manual
12:15 p.m. Break
12:30 Participants Revise Instructor's Manual

(Continued)
2:20 Feedback on Day's Activities
2:30 Adjourn

Da 16

8:00 a.m. Prepare ETE Presentations
10:00 Break
10:15 Prepare ETE Presentations (Continued)
12:15 p.m. Break
12:30 Prepare ETE Presentations (Continued)
2:20 Feedback on Day's Activities
2:30 Adjourn

8:00 a.m. Deliver ETE Presentations and Provide Feedback on
ETE Presentations

10:00 Break
10:15 Deliver ETE Presentations and Provide Feedback on

ETE Presentations (Continued)
12:15 p.m. Break
12:30 Deliver ETE Presentations and Provide Feedback on

ETE Presentations (Continued)
2:20 p.m. Feedback on Day's Activities
2:30 Adjourn

1

Day 18,

8:00 a.m. Unfinished Topics
10:00 Break

I
10:15 Feedback and Self Development Plan
12:30 p.m. Evaluation of ATDW Workshop
1:15 Closing Ceremony



PAY_ILL_AqtAYAIY_1

8:00 - 8:30 a.m.

Activity Opening Ceremony

Objectives: Participants will be able to:
1. describe how the Advanced Trainers

Development Workshop fits into the
Certification Program for Human Systems
Development Professionals, and

2. organize an opening ceremony for a training
of trainers workshop.

Purposes: 1. To provide a context for AED and the
Certification Program for Human Systems
Development Professionals

2. To integrate ritual into the workshop
3. To introduce participants to AED personnel

who may not be directly involved in the
workshop

Methods: 1. Reading from the Holy Quran and prayers (5
minutes)

2. Welcome by director or chief executive of
host institution (5 minutes)

3. Overview provided by AED manager, including
introduction of facilitator(s) (5 minutes)

4. Welcome by director of AED, if available (10
minutes)

5. Provide an overview of the morning, using the
flipchart. (5 minutes)

EreparAtions: Arrangements will need to be made ahRad of time
with the director or chief executive of the
host institution, the AED manager, and the
director of AED.

A participant needs to be identified who is able
to perform the appropriate rituals or
arrangements need to be made with a mullah.

Arrive early to check out seating, lighting, air
conditioning, overhead projector, washroom
facilities, etc.

Put major activities for the morning on the
flipchart prior to the session. Put the
information on the second page so the blank
first page covers it.

Remind participants not to look ahead in their
notebooks and to bring them every day.

Materials: Name Tags
Name Tents

Ingtru,.:tor Notes:



Time: 8:30 - 9:45 a.m.

Activity: Introductions

QhiAgtin: Participants will be able to:
1. use a similar exercise in a training of

trainers workshop.

121.02A22: 1. To begin tLe process of bonding within
participants and between participants and

facilitator(s)
2. To model a process for participants that is

useful in beginning a training activity

3. To assess the overall training background of
the group so that modifications in design can

be made
4. To identify participant's expectations so

that modifications in design can be made, if
relevant, and to surface participant's hidden
agendas

Methods: 1. Distribute participant's manuals. Emphasize
that participants are not to read ahead
unless, or until, directed to do so. (Items

1-3 need to be completed in 1 minute.)

2. Identify page in participant's manual for
"Introductions Worksheet."

3. Ask participants to pair off with someone
whom they do not know (or whom they know the

ls..et). Participants can sit beside each
other for this activity.

4. Review instructions printed at the top of the

worksheet, emphasizing particularly the time
constraints for the exercise. The exercise
assumes 18 participants. If you have more
participants, the time for introductions will
need to be reduced. If you have fewer parti-
cipants, the time for interviews and intro-
ductions can be extended. (10 minutes)

5. After 10 minutes, remind participants to
shift to interviewing the other person. (10

minutes)

6. At the conclusion of another 10 minutes, call
the group back into the large group. Ask the
first person to introduce his or her partner
using no more than three minutes. Time this

accurately. (The partner should do the

I. I (1



timing.) At three minutes, regardless of
where the person is in the introduction, stop
the introduction and ask that person's
partner to make his or her introduction.
Both partners come to the front of the room
and write the name on the flipchart that
their partner would like to be called. (54
minutes)

7. End promptly at 9:45 a.m.

Preparation: None

MAtgriglA: Completed Participant's Manuals
Watch with Second Hand

Instructor Notes:



DULL Activity 3

TiMA: 9:45 a.m. - 10:00 a.m.

Activity: Overview/Objectives/Calendar

Participants will be able to:
1. describe generally the content of the

workshop.

Purposes:

Methods:

Ereparation:

1. To clarify the intended outcomes at the
completion of the workshop

2. To model appropriate objectives
3. To create expectations about the importance

of daily attendance and participation
4. To provide the "big picture" of the workshop

actitivies and flow

1. Use the overhead projector and overheads
attached to this section to review
objectives. Direct participants to the
appropriate page number in the participant's
manual for their copy of the objectives. (10
minutes)

2. Direct participants to the appropriate page
number in the participant's manual for their
copy of the calendar. (5 minutes)

3. Ask if there are any questions or concerns.
If there are, respond to them. The group may
want to negotiate a different schedule. So
long as the total hours are not changed, you
may change them if you are open to such an
option.

Locate appropriate pages in participant's manual.
Check to see that the overhead projector works and

is properly focused, and that the lighting is
appropriate.

Materials: Overhead transparencies (appended)

Instructor Notes:



Workshop Objectives
Advanced Trainers Development Workshop

Assess competencies possessed in the areas
of training, managing training, and training
of trainers

Describe how training fits into the broad
context of organizational effectiveness

Describe at least one systematic model of
training

Give feedback that uses behavior descrip-
tions and personal impact statements to
facilitate improvement

Receive feedback non-defensively and use it
to improve performance

Use computer for needs assessment, visual
aids, and evaluation

Write objectives describing desired outcome
of training

Describe appropriate behavior for conducting
training needs assessment (TNA)



Workshop Objectives
(Page 2)

Describe appropriate behavior for designing,
developing, and facilitating training (PDIT)

Describe appropriate behavior for conducting
training evaluations (ETE)

Contract with an agency for the project
portion of TNA, PDIT, and ETE

g Develop activities, materials, and timelines
in an appropriate format for an instructor's
manual

Write a self-development plan that reflects
awareness of training strengths and weakness
and impact on others as a trainer

Take appropriate responsibility in tasks and
relationships

Establish appropriate interdependent relation-
ships with co-facilitators, trainees, and
support staff

* Assess trainees according to their readiness
to train others



Daily Schedule
Advanced Trainers Development Workshop

8:00 a.m. Session 1

10:00 a.m. Tea Break

10:15 a.m. Session 2

12:15 p.m. Tea Break

12:30 p.m. Session 3

2:30 p.m. Adjournment and Lunch



Time: 10:15 a.m. - 11:00 p.m.

Agtivity: Groundrules

glig2tiMag: Participants will be able to:
1. Lead a brainstorming exercise, using the

appropriate processes, and
2. Describe the expected behavioural norms for

the workshop.

Purposes:

Methods:

1. To review the process of brainstorming
2. To contract for common norms for behaviour in

the workshop, with participants taking owner-
ship for the norms developed

3. To model a process for improving group
dynamics

1. Ask the group if anyone knows what "norms"
are. (You may wish to write the word on the
flipchart.) If someone does, ask him or her
to share what they are.

Explain that every group works with a set of
norms for behaviour. Sometimes those norms
are explicit (i.e., a sign that reads "No
Smoking"). (Again, you may wish to write the
new words on a flipchart.)

Often, however, the norms are implicit.
Everyone thinks that the norm is understood,
but it may not be, or it may be interpreted
differently by different people. When the
norms are implicit rather than explicit,
confusion may occur. Further, when a norm is
interpreted in two different ways, disagree-
ments may be seen as personal attacks rather
than simply a (Afferent understanding of the
norm.

Therefore, in this workshop, the intent is to
make the norms explicit whenever possible.
(5 minutes)

2. The process to be used is brainstorming.
Direct the participants to the appropriate
pages of the participant's manual and review
the process of brainstorming. (5 minutes)

3. Have each participant's write down two or
three norms that they wish to have followed
during the workshop. (5 minutes)

I



Preparation:

4. Conduct the brainstorm, following all steps
as reviewed. (15 minutes)

5. Direct participants to the participant's
manual page on which the sample groundrules
are to be found. Modify this handout based
on the brainstorming exercise. As one
facilitator goes over the printed list, the
second facilitator checks off the items on
the flip-chart that have been included in the
printed list. If an item in the printed list
has not been included on the flipchart,
participants will need to decide if they want
to adopt that rule. (15 minutes)

6. Remind participants that the groundrules are
open-ended. As issues arise, they should
raise them to seek consensus in modifying the
groundrules.

7. Remind participants that everyone is
responsible for monitoring the application of
the groundrules. (You may also wish to
explain that this process of monitoring and
providing feedback is called "process
consultation" in the organization development
field.)

8. Make the modifications in the groundrules as
suggested by the group, duplicate, and
distribute the next day, to replace the
groundrules provided as a sample.

Locate appropriate pages in participant's manual.
Check to see that the overhead projector works and

is properly focused, and that the lighting is
appropriate.

Materials: Flipchart Pads
Flipchart Pens
Overhead Transparency Appended

Instructor Notes:



Brainstorming Process

AU ideas are encouraged; the more,
the betterI. No judgment is to be made about any
ideas when offered

All ideas are written; no censoring

e When no new ideas, clarification is
sought without discussion of item's
value

Same or similar items are consolidated

Items are eliminated/included by
consensus



Day 1, Activity_5

Time: 11:00 a.m. - Noon

Self-Assessments

Obiectiyes: Participants will be able to:
I. Identify their self-perceived strengths and

weaknesses in the areas of training, managing
training, and training of trainers, using
both competency and gap (discrepancy)
analysis instruments.

Purposes:

Methods:

1. To generate data for a needs analysis for the
workshop

2. To model the use of instruments for needs
analysis, including competency and gap (or
discrepancy) analysis approaches

3. To provide data for participants to use in
acquiring/reviewing computer skills in data
analysis and graphic reports

4. To raise participant's awareness relative to
their own strengths and weaknesses within the
content area of the workshop

1. Direct participants to the appropriate pages
for the self-assessment instruments in the
participant's manual. (5 minutes)

2. Have participants complete and turn in their
self-assessments without conferring with
other participants. Emphasize the importance
of being honest, assuring respondents of
complete anonymity.

To provide anonymity, have the participants
write a four-number code on the instruments
so they can be returned to them when the
group analysis is completed. They will want
to compare their responses to the group
responses when they are available. (45
minutes)

3. Ask participants who have some experience
with computers to take a sheet of paper,
write their name on it, and write the
software they have used. After each software
package, they should put a 1 if they feel
competent to instruct on that package, a 2 if
they feel competent to use but not train, and
a 3 if they have some familiarity only. Put
this scale on the flipchart. (10 minutes)

Preparation: Check appropriate pages in participant's manual.



MAtiriAls: Pens or pencils

Instructor Notes:



TiDe: Noon - 12:15 p.m.; 12:30 - 1:30 p.m.

Activity: Organizational Change Models

Ob'ectives: Participants will be able to:
1. Define organization development,
2. Describe the action research model with its

stages,
3. Indicate how training fits within

organization development, and
4. Describe the differences in problems that

require training solutions, professional
growth opportunities, and organizational
change efforts.

Purposes:

Methods:

1. To provide a context of organizational change
in which training should be viewed

2. To provide participants with a process
(action research model) that can be used for
any change process, including training

3. To underscore the variety of solutions
available when organizational change is
required, so participants do not assume that
training is the answer to all change needs

1. Ask participants to define "organization
development (OD)." Record their responses on
flipcharts. If they do not have a definition
at hand, have them explore what they think
the term might mean, perhaps by looking at
each word separately. (5 minutes)

2. Share some definitions with them (as provided
in the participant's manual and on
overheads). One of the problems with the OD
field is that there has been no consensus on
a definition, though the ASTD definition by
Pat McLagan (1989) is the most recent attempt
at consensus. Share also the characteris-
tics of OD (Margulies & Raia, 1978). (5

minutes)

3. Using the articles in the participant's
manual and the cverhead (appended), briefly
describe systems theory, and the concept of
open, closed, open in, and open out systems
as they apply to organizations. (5 minutes)

4. Describe the action research model. Use the
visual model by McLean and Sullivan (1990)
(in the participant's manual and on
overhead), and the description of that model

I



by White and Wooten (1983) in participant's
manual. Use an example of each stage from
your personal experience in doing OD. (20
minutes)

5. Describe the OD Cube (Schmuck & Miles, 1976)
(in participant's manual and on overhead).
Highlight training as 2131 of several
interventions for change. Also, use the cube
context to indicate the range of problems
that training can address. (5 minutes)

6. Review what a case study is. Emphasize that
they are not solving the problem.

Direct the participants to the case, "Oil
Industry Institute of Technolocy Carpentry
Shop," in the participant's manual. Using
the case, have them indicate what steps might
be taken for each phase of the Action
Research Model. Share responses in the large
group. (30 minutes)

Possible responses include:

1 Manan and the principal need to agree on the
need for OD

In-house OD person contacted, if there is one
Outside OD person could initiate contact with

Manan or the principal
Manan could contact the OD person with the

approval ef the principal

Contract

Parameters need to be established: focus
(department only or entire
organization?), method, access (to
people and to records), etc.

Fees
TimelineL;
Guarantee of anonymity (Facilitator may want

to distinguish here between anonymity--

I

no names are shared--and confidential-
ity--no information is shared)

Analysis

Entry_

Content: Workload
Environment
Relationships (formal and informal)



Policies
Procedures

Technique: Interviews
Surveys
Observation
Secondary Sources
Instruments

Data Analysis
Interpretation

Feedback

Orally in meeting and in written report to:
Principal
Manan
Niaz
Khan
Other employees

Plan

Determine criteria for selection
Look at options/alternatives
Determine strategiez

Implement

By organization or by consultant or in
partnership, depending on:

Diagnosis
Feedback
Organizational Response
Skill Levels

EmAILIItion

Continuous feedback in meetings
Look at impact, e.g., productivity increases
Is problem still there?
Reaction of Khan, Niaz, Manan

agomtIon
Is problem still there?

If yes, rediagnose
If nor separate

Has a new problem emerged because of the
intervention, i.e., recognizing systems
theory?

6 Discuss the Human Resource Development model
(on overhead) from Gilley and Eggland (1989)
to distinguish among problems that require
training solutions (individual development),



1

professional growth opportunities (career
development), and organizational change
efforts (organizational development). Each
is described in the prose material included
with the model in the participant's manual.
(5 minutes)

pxgRam&tign: Make notes either below in "Instructor Notes" or
next to each phase of the action research
model of specific examples you want to share
from your own OD practice for item 3 of
"Methods."

Locate appropriate pages in participant's manual
Check to see that the overhead projector works and

is properly focused, and that the lighting is
appropriate.

Materials: Overhead projector
Overheads as appended

Instructor Notes:



Definition of OD

OD :s an effort (1) planned, (2) organ-

ization-wide, and (3) managed from the

top, to (4) increase organization

effectiveness and health through (5)

planned interventions in the organi-

zation's "processes,- using behavioral-

science knowledge.

Beckhard, 19691 p. 9.



Organization Development
Definition

Organization Development focuses on assuring
healthy inter- and intra-unit relationships
and helping groups initiate and manage change.
Organization development's primary emphasis is
on relationships and processes between and
among individuals and groups. Its primary
intervention is influence on the relationship
of individuals and groups to effect an impact
on the organization as a system.

McLagan, 19C9 P. 7)

i:st;



Characteristics of OD

Organization development (OD):

1. Involves a total organizational system
2. Views organizations from a systems

approach
3. Is supported by top management
4. Employs third-party change agents
5. Is a planned effort
6. Uses behavioral science knowledge
7. Is intended to increase organizational

competence and health
8. Is a relatively long term process
9. Is an ongoing process

10. Relies on experiential learning
11. Uses an action research model
12. Emphasizes goal setting and action

planning
13. Focuses on changing the attitudes,

behaviors, and performance of groups
rather than individuals

Margulies & Raia, 1978



SYSTEMS THEORY



ENTRY
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START-UP

ADOPTION ASSESSMENT
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EVALUATION ACTION
PLANNING
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1?)
Figure 1: ACTION RESEARCH MODEL

FROM: McLean, G.N., & Sullivan, R.L. (1990, in press). The essential
competencies for internal and external organization development
consultants. Orsanization Development Journal.
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Day 1, Activity 7

Time: 1:30 - 2:20 p.m.

Activity: Systematic Training Models

(.2.01iAg_tiMga: Participants will be able to:
1. List and describe tbe phases of at least one

systematic training model,
2. Describe their own preferred training style,
3. List the four primary approaches to training,

and
4. Describe the main characteristics of each

approach.

.12.11KR2gga: 1. To provide a context in which each training
module and activity in TNA, PDIT, and ETE can
be viewed

2. To raise awareness of individual preferences
for training style

3. To broaden participant's understanding of
other approaches they will encounter in their
training of trainers experiences

4. To model the usefulness of instruments in
developing self-understanding

Methods: 1. Direct participants to systematic training
models in participant's manual. Several are
provided; you may not wish to present all of
the models, but at least two should be
presented in details. (Overheads are
provided for each model.) (20 minutes)

"The Training Spiral"
Shewhart's PDCA (Plan-Do-Check-Act) Cycle
"The Program Planning, Des4Agn, and

Evaluation Process," Gilley & Eggland
"Training Technology System," Swanson
"The Critical Events Model," Nadler
"Seq.ential Model of an Effective Training

Process," Camp, Blanchard,'& Huszczo

2. Direct participants to "Training Style
Inventory," by R. Brostrom, in participant's
manual. Participants are to complete the
instrument. Emphasize that responses are to
be rank ordered, with the most favored
statement assigned a 4. (15 minutes)



3. Participants should then score their instru-
ment, adding the numbers assigned to:

A and E
D and H
B and F
C and G

The result rank orders their preference for
training approach. The categories are as
follows:

A and E
B and F
C and G
D and H

Behaviorist
Structuralist
Functionalist
Humanist (10 minutes)

4. Refer participants to "Philosophical
OriFAntations to Training Style" in the
partici!JAnt's manual. Review with
:.,atticipants in light of their own training
style preferences. If time allows, you might
ask for reactions from participants regarding
their own style. (5 minutes)

Preparation: Locate appropriate pages in participant's manual
Check to see that the overhead projector works and

is properly focused, and that the lighting is
appropriate.

Materials: Overhead projector
Overheads as appended

Instructor Notes:
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CYCLES OF
TRANSFORMATION EFFORTS

Though no hard and fast rules exist, there seems to be adequate testimony
and experience to roughly describe the first "cycles of transformation" for a
typical organization. We have chosen "cycles of transformation" as the
descriptive phrase because transformation is an iterative process and the
Shewhart cycle Is an elegant model. Each iteration of the cycle includes:

ACT: Does the data confirm the
"plan"? Are other "causes" operating?
Are the "risks" of proceeding to further
change necessary and worthwhile?

PLAN: What could be? What changes
are needed? What obstacles need to be
overcome? What are the most important
results needed? etc. Are data available?
What new information Is needed?

CHECK: Measure and observe "effects"
of change or test.

DO: Small scale implementation of
change or test to provide data
for answers.

The plan is then modified by conclusiorb/answers surfaced in the first cycle.
This is then followed by continuous reiteration of all other steps, expanding
knowledge and applying understanding, forever.

1 :0.5
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Figure le.11 The program planning, design, and evaluation process

FROM: Gilley, J.W., & Eggland, S.A. (1989). princi.esof_lIuman resource
develament. Reading, MA: Addison-Wesley, 239.
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"A method for identifying and meeting management, technical and motivational training needs in industry and business"

1.0 ANALYZE 2.0 DESIGN 3.0 DEVELOP 4.0 IMPLEMENT 5.0 EVALUATE

1.1 2.1 3.1 4.1 5.1

Needs Program Training Program Evaluate

assessment design materials management training

and proposal development plan

Approval 2,2 3.2 4.2 5.2

of training Lesson test Deliver Effectiveness

proposal design
.Pilot
training
program

training evaluation
report

1.2
General

work
analysis

2.3
Lesson

plan

5.3
Training
follow-up

1.3
Specific

work
beha vior
analysis

Approval
to continue

training

Approval
of analysis

1

Flichard A. Swanson
University of Minnesota 1988
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THE CRITICAL EVENTS MODEL

Conduct
Training

Identify the Needs of
the Organization

Obtain
instructional
Resources

-4

Select
Instructional
Strategies

-Ow

10- Specify Job
Performance

Identify
Learner
Needs

Figure 1.2

FROM:

Build
Curriculum

IewallinsWriammolsomIrrarsemoma

Determine
Objectives

Nadler, L. (1982). Designing training 2rogrms:
The critical events model. Reading, MA: Addison-
Wesley.



["---1. Data gathering/diagnosis

2. Establish objectives

F.----3. Identify resources
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4. Develop curriculum -411--4104
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8. Data gathering/evaluation

7. Facilitate transfer of learning

A
6. Perform training

5. Plan logistics

Figure 1.1 Sequential model of an effective training process.

FROM: Camp, R.R., Blanchard, P.N., & Huszczo, G.E. (1986). Toward a more
galy.leffesr_gFax_p_oranizatiorlinstrate&ractice. EnglewoodCliffs, NJ: Reston.



Time: 2:20 - 2:30 p.m.

Activ'tv: Feedback to Facilitators

gldag.tiMga: Participants will be able to:
1. Use a force field analysis for evaluation,
2. Provide positive and negative feedback on

workshop task, and
3. Provide positive and negative feedback on

workshop process.

Purposes: 1. To model one type of evaluation process that
provides temporal ..ontiguity in feedback

2. To model receiving feedback as facilitators
3. To alter design to meet changing expectations

and needs

Methods: 1. Prepare a flipchart as follows:

2. Have participants brainstorm feedback ideas
to fit under both sides of the chart.

3. Provide opportunity for discussion about any
of the items.

Preparation: Make revisions in schedule, format, etc., as
deemed possible and useful, based on the
feedback received.

Materials: Flipchart
Marker
Masking Tape

Instructor Notes:



ARIALAqtiYitY.A

Time: 2:30 p.m.

Activity: Group Picture

Purpose: 1. To provide each participant with a photograph
of the ATDW group.

Methods: 1. AED staff explains the location and logistics
for the group picture. (If AED staff is
unavailable, the facilitators need to obtain
this information.)

Preparation: Be sure arrangements for photographer and
appropriate setting are made by the AED staff
prior to the workshop.

Ask AED staff to be present to announce location.
Notify students at the beginning of the day that a

photograph will be taken.

Materials:

Instructor Notes:



Time:

Activity:

Ob'ectives:

EAKagaga:

Methods:

8:00 - 8:05 a.m.

Overview of Gruup Process

Participants will be able to:
1. Identify three aspects of group process,
2. Identify five elements of facilitating and

handling groups, and
3. Identify two elements for motivating groups.

1. To provide a context for the day's activities
on group dynamics

2. To identify the components to be covered
during the day's activities

1. Share "Group Process" (in participant's
manual and on overhead). (3 minutes)

2. Explain the framework of the day: (2

minutes)

Session 1:
Session 2:
Session 3:

Session 4:

Observing Group Dynamics
Exercise on Decision-Making
Dealing with Difficult Situations

in Groups
Giving and Receiving Feedback

Preparation: Write the framework of the day on the flipchart on
the second page, so the blank top page covers
it until it is needed.

Locate appropriate pages in participant's manual.
Check to see that the overhead projector works and

is properly focused, and that the lighting is
appropriate.

Materials: Overhead as appended

Instructor Notes:
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Day 2, Activity 2

Time: 8:05 - 8:30 a.m.

Activity: Task vs. Process in Groups

Participants will be able to:
1. Describe the function of task and process in

group dynamics,
2. Identify task and process roles in a group,

and
3. Lead a discussion on the topic.

Purposes: 1. To undersccre the importance of both task and
process in group dynamics

2. To identify the hidden aspects of group
dynamics and their importance in the
development of a group

3. To describe the variety of roles that exist
within groups, even within an individual in a
group

4. To model a discussion on group dynamics

Methods: 1. Refer participants to "Content and Process"
(in participant's manual and on overhead).
(1 minute)

2. Explain that every group operates at two
levels: content (task) and process. The
content level is the WHAT. What subject
matter or task is the group working on:
The process level is the HOW. How does the
group go about working on its task? The
process level tends to be non-verbal,
unspoken, and implicit, while the content
level tends to be verbal, spoken and more
explicit.

Use the overhead to show the metaphor of the
"iceberg." Ninety per cent of the mass of the
iceberg is under the surface of the water.
Similarily, much of the life of a group is
beneath the surface and requires skilled
observation and sensitivity to perceive
important dynamics.

Therefore, successful group members and fac-
ilitators need to pay attention to both
process and content. (5 minutes)

3. Ask participants to identify task elements
which contribute to the effectiveness of the
group (brainstorm). Facilitator records
responses on flipchart. (4 minutes)



4. Ask participants to identify Rracess elements
which contribute to the effectiveness of the
group (brainstorm). Facilitator records
responses on flipchart. (4 minutes)

5. Review "Observing Group Process" charts (in
participant's manual and on overhead). (3

minutes)

6. Have participants identify where each element
identified in Methods 3 and 4 above fit in
the "Observing Group Process" charts. (3

minutes)

7. Explain that different functions/roles are
needed in a group depending on what the group
is doing, the stage of the group's
development, and the productivity level of
the group. Show the Task/Process Continuum
on the overhead (appended). Give examples of
two types of group situations and ask where
the groups would be on the Task/Process
Continuum. (5 minutes)

Example 1: A group working under tight time
constraints where roles are clear. [more
task, less process]

Example 2: A group in conflict trying to
create identity and build a sense of team.
[less task, more process]

Preparation: Locate appropriate pages in participant's manual.
Check to see that the overhead projector works and

is properly focused, and that the lighting is
appropriate.

Materials: Overhead projector
Overhead transparencies as appended

Instructor Notes:
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Chapter 7

Exercise 10Observing Group Process
Observation Format 7 (Intermediate) Group Task Needs
Instructions: Copy the chart below or create a larger version on your own. Enter the names of team members along

Enter checkmarks or comments in the appropriate boxes when you see one of the btleavlors,the top.

Initiating
Gets a conversation going, keeps it

going by defining problems, suggesting
procedures, proposing tasks, stimulat-
ing ideas.

Information or Opinion Seeking
Drawing out relevant information, opin-
ions, ideas, suggestions, or concerns
from the group.

Inffirmation or Opinion Giving
Shares relevant ,aformition, opinions,
beliefs, informatiln, suggestions, and
concerns.

Clarifying and Elaborating
Clears up confusion, gives examples,
points out issues and alternatives, shares
interpretations of what's been said.

Summarizing
Pulls togeth( ,. what's been said, organ-
izes related ideas, restates suggestions,
offers conclusions for the group to accept
or reject.

Terminating
Moves the group towards decision or
action (checking for consensus,
agreement, or disagreement I.

Use n1Data
Presents data to hack up statenwnts,
suggests what data to collect to verify
opinions.



Tea m - Bul ld I ng Activilles

!Exercise 10Observing Group Process
Observation Format 8 (Intermediate) Group Relations Needs

/Instructions: Copy the chart below or create a larger version on your own. Enter the names of team members
along the top. Enter checkmarks or comments In the appropriate boxes when you see one or the behaviors.

I

rs

ncouraging
friendly, warm, and responsive; uses

eye contact and "uh-huhs."

I .

Approval/Acceptance
Iron-verbal or verbal approval of
nother member's participation.

troop Sensitivity
, nses and expresses group feelings
IIInd moods. Aware of significant shifts

tone.

tarmonizing/CompromisIng
educes tension, works otit disagree-

s to help the group, looks for middle
Ifents, admits error, changes propos-

round.

ate-Keeping
Helps to keep communication chan-

trIs open, helps others to participate,
ott les dominating speakers, encour-

ages non-contributors.

aring Fee lings
;haring personal feelings with the team.

Itting others to express their feelings

7-43



Task - Process Continuum

TASK

PROCESS



ActiYitY_I

ITime: 8:30 - 10:00 a.m.

Activity: Group Roles in Fishbowl

1 atliggtiYA2: Participants will be able to:
1. Identify the following task roles within a

I

group fishbowl: Initiating, Information or
Opinion Seeking, Information or Opinion
Giving, Clarifying and Elaborating,

1
2.

Summarizing, Terminating, and Use of Data;
Identify the following process roles within a
group fishbowl: Encouraging,
Approval/Acceptance, Group Sensitivity,

1
Harmonizing/Compromising, Gate-Keeping, and
Sharing Feelings;

3. Identify characteristics of effective groups

i
and teams;

4. Identify ways to create a positive climate
within a group or team;

1

5. Describe the importance of individual
participation on the quality of the group's
or team's product; and

6. Describe their own roles within a group or

1
team.

EllKagagg: 1. To increase observation skills of the

1
particular behaviours which influence group
dynamics in the areas of group task needs and
group relationship needs

1

2. To help participants improve their own
participation within groups

3. To model a process and exercises for the
development of group dynamics

iMethods: 1. Divide participants into two groups, A and B.
(1 minute)

1 2. ataR_LL_Jliglzgaaign_l (12 minutes)

1

Group A moves chairs into a circle in the
center of the room with Group B moving chairs
in a circle outside of Group A's circle in

1

order to observe Group A. Move the flipchart
so it is accessible to Group A. Have Group B
participants fill in Group A's participants'
names on the observation chart.

1 Group A discusses: What are the elements/
characteristics of an effective team?

i



Group B observes task and process roles
using charts in the participant's manual.

EIPSTI_SUL111g.:sickLatiana (15 minutes)

Group B reports on its observations. Insure
that the report is tied directly to behaviour
and what the impact of that behaviour was on
the group.

Sten 3: Discussion_a (12 minutes)

Groups A and B exchange seats. Group B
discusses ways to create a positive climate
on a team. Group A observes using the task
and process roles charts in the participant's
manual.

atAP 4: Report on Observations (15 minutes)

Group A reports on its observations, as Group
B did earlier.

3. Refer to "Elements for Effective Teams" for
first fishbowl disnussion, and "Climate,"
"Address Individual Needs," and "Guidelines
for Group Process" for second fishbowl
discussion (in participant's manual and on
overhead). Modify lists created in the
discussions in Method 2. (10 minutes)

4. Participants pair off and discuss the
questions in the participant's manual. (15
minutes)

5. Report in large group on insights and
learnings. (10 minutes)

Preparation: Prepare flipcharts: "TASK: Elements of effective
teams" and "TASK: Ways to establish a
positive climate in a group."

Check to see that chairs are movable. If not,
arrange for a breakout room where such
flexibility is present.

Locate appropriate pages in participant's manual.
Check to see that the overhead projector works and

is properly focused, and that the lighting is
appropriate.

Materials: Overheads a.J appended
Flipcharts
Markers

Instructor Notes:



ELEMENTS FOR EFFECTIVE
TEAMS

Clear group goal.

High trust.

Feelings expressed.

Ability to work through
conflict.

Members' skills used.

Democratic decisions.

Tasks accomplished.

1 5 /



CLIMATE

1 . Goals

a. Support and respect.

b. Commitment.

2. How to establish a positive
climate.

a. Ice breakers.

b. Trainer actions.

c. Trainer attitudes.

d. Trainer language.



ADDRESS INDIVIDUAL NEEDS BY:

Relating to people as
individuals.

a Rewarding and praising.

Encouraging and motivating.

Providing independent work.

Recognizing and using
individual differences.



GUIDELINES FOR
GROUP PROCESS

1. Five is an excellent number.

2. People need to be liked and
respected.

3. Working with several people
complicates matters.

4. Every group has a process.

5. The process is as important as
the product.

6. Groups should strive for
democratic process.

7. Process awareness is the key.

8. Have a timed agenda.

9. Goals and decisions need to be
clear.

10. Conflict is OK and not to be
avoided.

11. M.lrules iMKen casually.



Time: 10:15 a.m. - 11:45 p.m.

Activity: Group Decision-Making

Objectives: Participants will be able to:
1. Describe the differences between observation

and inference,
2. Define and describe the value of consensus

decision-making,
3. Identify six forms of decision-making and the

pros and cons of each, and
4. Identify participant's behaviours that

facilitate consensus building.

Eurposes:

Methods:

1. To create an awareness of the benefits of
consensus decision making

2. To model experiential learning
3. To illustrate the benefits and disadvantages

of six different types of decision making in
different situations

1. Participants complete "Inference-Observation"
exercise independently. (5 minutes)

2. Form participants into groups of about five.
Have the group members discuss their answers
to each question. A recorder should keep the
group's answers. Individuals have the right
to change their answers or not, as they
choose. (15 minutes)

3. Individuals score their own and their group's
responses, based on the number of correct
responses. Use the overhead for the correct
responses. If questions are raised about ary
answer, refer to the detailed explanation
appended. (5 minutes)

4. Ask participants to indicate by a show of
hands if their scores improved from their
individual responses the first time to their
scores after group discussion. You may also
wish to ask how many scored less than their
team score. (4 minutes)

5. Explain the definition of consensus using the
overhead provided. (1 minute)

6. Small groups debrief exercise, answering the
questions provided in the participant's
manual. (15 minutes)



7. Individuals report in large group on
learnings, insights, and questions. (10
minutes)

8. Elicit from participants forms of decision-
making other than consensus--majority rule
(voting), autocratic (one person makes the
decision without regard to other perspec-
tives), fate (toss a coin), averaging (take
the average or most common response), and
consultative (one person makes the decision,
but consults others first).

Assign one to two types of decision-making to
each small group. Have the groups discuss
the pros and cons of each and present the
results back to the large group. (30
minutes)

9. Direct participants to the page in the
participant's manual that shows the sample
responses to the pros and cons of each. They
can then compare their responses to the
responses provided. (5 minutes)

Preparation: Check to see that chairs are movable. If not,
arrange for a breakout room where such
flexibility is present.

Locate appropriate pages in participant's manual.
Check to see that the overhead projector works and

is properly focused, and that the lighting is
appropriate.

Materials: Overhead projector
Overhead transparencies as appended
Flipchart
Markers

Instructor Notes:
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Definition of Consensus

CONSENSUS is the willingness of

individual members of a group to

support a group decision. While

individuals may not be 100 percent

in favour of a decision, they give

up active opposition against the

decision of the group.



DAY_L_AELLYItLA

Time: 11:45 a.m. - 12:15 p.m.; 12:30 - 12:45 p.m.

Activity: Stages of Group Development

PurDoses:

Methods:

Participants will be able to:
1. Identify the four stages of group

development,
2. Identify facilitator interventions that help

or hinder group development, and
3. Describe how the experiences of the

participants with the group relate to tLe
th.lory of group development.

1. To provide a framework for selection of
activities and interventions in a group

2. To help participants apply theory to their
personal experience

3. To expand range of choices in activities and
anticipate consequences of those choices

1. Review Tuckman's stages of group development
(in participant's manual and on overhead),
drawing examples of stages from the workshop
to date. (15 minutes)

Examples:

How did the participants feel when they came
the first day (i.e., forming)? What was the
impact of the groundrules (norming)? Have
the participants experienced any conflict
with facilitators or participants' efforts at
leadership (storming)?

2. Divide the participants into four groups, ons
group for each stage (form, storm, norm,
perform). Each group brainstorms "do's" and
"don't's" for facilitators which fit that
stage. Responses are to be recorded on
flipcharts. (15 minutes)

3. Each group reports back to the large group.
(15 minutes)

Preparation: Prepare four flipcharts for use in the small group
activity as follows:

Stage:
Do's Don't's



Check to see that chairs are movable. If not,
arrange for a breakout room where such
flexibility is present.

Locate appropriate pages in participant's manual.
Check to see that the overhead projector works and

is properly focused, and that the lighting is
appropriate.

Materials: Overhead projector
Overhead transparencies as appended
Flipcharts (4) premarked
Markers (at least 4)
Masking Tape

Instructor Notes:
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DAY_RJ_AqtiKity_A

Time: 12:45 - 2:20 p.m.

Activity: Dealing with Resistance

Objectives: Participants will be able to:
1. Describe differences between symptoms and

underlying causes of group resistance,
2. Identify options for facilitators to use in

dealing with difficult behaviours in groups,
and

3. Model and practice role playing.

Pur.goses: 1. To review the process of training using role
plays

2. To help the facilitator analyze and deperson-
alize group resistance

3. To expand range of options for facilitators
in dealing with resistance

Methods: 1. Ask how many participants have experienced
resistance from groups. Share experiences.
(10 minutes).

2. Direct participants to pages in participant's
manual headed "Indications of Resistance,"
"Causes of Resistance," "Avoiding
Resistance," and "Overcoming Resistance."
Review each briefly using overheads. (20
minutes)

3. Keep participants in same groups as in
activity 5, and assign a scenario to each
group (in participant's manual).

4. In small groups, brainstorm possible options
for facilitator intervention, and identify
the most and least desirable of the options.
(10 minutes)

5. Each group should prepare a role play based
on the most desirable way to deal with the
situation. (15 minutes)

6. Each group will present its role play. (5

minutes each = 20 minutes)

7. The large group will provide feedback to each
small group (5 minutes each = 20 minutes)

Preparation: Check to see that chairs are movable. If not,
arrange for a breakout room where such
flexibility is present.

1 h';)



Materials:

Locate ap?ropriate pages in participant's manual.
Check to see that the overhead projector works and

is properly focused, and that the lighting is
appropriate.

Overhead projector
Overhead transparencies as appended
Flipcharts (4) premarked
Markers (at least 4)

Instructor Notes:

1



INDICATIONS OF
RESISTANCE

1. Excessive questioning

2. Numerous side conversations.

3. Minimum participation.

4. Questions aimed at trapping
the instructor.

5. Participants who appear sleepy.

6. Refusal to participate.

7. Disruptive behavior.

8. Questions that challenge the
relevance of the training or the
ability of the instructor.



CAUSES OF RESISTANCE
1 . Training has little relevance.

1 2. Participant is too busy at work.

3. Participant does not understandthe training's relevancy.

4. Participant has an outside
problem.

5. Participant has a problem with
a supervisor or subordinate.

6. Participant has had negative
training experiences.

7. Participant has a disruptive
behavior characteristic.



AVOIDING RESISTANCE
1. Enforce rules fairly.

2. Be im to date with current
pra dee.

3. Know the needs of the learners.
4. Feel secure in learner

relationships.

5. Be sincerely interested in
people and instruction.

6. Behave in a professional
mariner.

7. Use reason and good
interpersonal relationships.



OVERCOMING RESISTANCE

1. Stay cool.

2. Decide whether to ignore it.

3. Look inward.

4. Consult.

5. Help learners get out of
trouble.

6. Offer opportunities for
learners to react.

7. Help ;earners "save face".

8. Ask other members for help.

9. Don't overreact.

10. Keep a sense of proportion.

11. Use humoi.

17,



12. Confront. Move toward
trouble.

13. Censor the act, not the
person.

14. Allow learners to cool off.

15. Ask them to leave.



Day 2, Activity 7

Time: 2:20 - 2:30 p.m.

Activity: Feedback to Facilitators

Objectives: Participants will be able to:
1. Use a force field analysis for evaluation,
2. Provide positive and negative feedback on

workshop task, and
3. Provide positive and negative feedback on

workshop process.

Purposes: 1. To model one type of evaluation process that
provides temporal contiguity in feedback

2. To model receiving feedback as facilitators
3. To alter design to meet changing expectations

and needs

Methods: 1. Prepare a flipchart as follows:

OM,

2. Have participants brainstorm feedback ideas
to fit under both sides of the chart.

3. Provide opportunity for discussion about any
of the items.

Preparation: Make revisions in schedule, format, etc., as
deemed possible and useful, based on the
feedback received.

Materials: Flipchart
Marker
Masking Tape

Instructor Notes:



RgY.A.AAgtiYitY_1

Time: 8:00 - 8:10 a.m.

Activity: Review of Computer Use

Obiectives: Participants will be able to:
1. turn on the computer,
2. insert a floppy disk, and
3. accoss a software package resident on the

hard disk.

Purposes:

Methods:

1 To permit participants to use the computer
for the software packages that will be used
later in the workshop.

2. To use the computer safely and without
damaging the software or hardware.

1. Trainees should first check to insure that
all plugs are properly connected and that all
electrical outlet switches are turned on. (2
min.)

2. (Note: All remaining directions are based on
the assumption that trainees are using IBM or
IBM-compatible computers with a hard drive.
If other types of computers are in use or if
a hard drive is not available, the directions
need to be modified to fit those computers.]

Participants should be told where the power
switch is on the computer; direct them to
switch on the computer. Various things will
flash on the monitor. Participants may be
required to key in the date; they will be
directed to do so on the screen. If they are
asked to indicate the time, they should
simply hit the return key. No further action
is required of the participants until the
monitor screen reveals C:\>. (1 min.)

3. Since participants will save their files on
their own floppy disks, participants should
next be shown how to insert a disk into the
computer. This will usually be Drive A, but
this may vary depending on the type of
computer in use, the number of floppy disk
drives, and the size of the disk in use.

Some safety tips should be presented:

o avoid using liquids while handling
floppy disks



o do not touch the parts of the disk that
are revealed through the envelope
containing the disk

o do not leave the disk in an area that is
in direct sunlight or that is in a
contained area with high heat

Participants should affix a label to their
disks and put their namas on the label. They
will use this disk throughout the workshop.
They should ,en insert the disk into the
drive and close the switch over the disk
drive to hold the disk in place. (2 min.)

The participants are then ready to proceed
with the specific software applications.

Pre arations: Before the session begins, there are many things
that the instructor needs to do. Each computer
should be checked to see that it is operating
correctly. The software packages that are going
to be used in the workshop (WordPerfect, Harvard
Graphics, People Facts, or alternatives) need to
be loaded on the hard disk.

Materials: Computers, preferably no fewer than 1 per 3
participants

At least one floppy disk with label for each team
Flipchart Pads
Flipchart Pens

Instructor Notes:

I 7;.,



pay_b_Activity 2

Time: 8:10 - 10:00 a.m.

Activtty: Enter Data from Self-Assessment on PeopleFacts

Objectives: Participants will be able to:
1. use PeopleFacts software to compute average

responses for each question on the needs
assessment instrument(s),

2. display the resulting averages in useable
report format,

3. describe the other functions that can be
performed by PeopleFacts, and

4. use a job aid to learn a new technology.

putposes:

Methods:

1. To be able to use a simple software package
for computing average responses on a
questionnaire.

2. To extend the number of computer applications
with which participants are familiar.

1. Divide the participants into groups of three,
with one participant in each group having
some familiarity with computers. (5 minutes)

2. Teams follow the job aid on PeopleFacts
provided in the participant manual. (45
minutes)

3. Each team is given an equal number of
questions from the needs assessment
instruments completed on the first day. They
are to enter the data using PeopleFacts to
determine the average for each question in
the section assigned. Results are to be
turned in before the break. (1 hour)

altRArtion: Be sure you are comfortable with using PeopleFacts
so you can answer any participant questions.

PeopleFacts needs to be loaded on the computer.

Materials:

Instructor Notes:



RAL.12_1Atiaitt_l

10:15 a.m. - 12:15 p.m.

AgtiMitY: Prepare Bar Charts for Self Assessment

Objectives: Participants will be able to:
1. prepare bar charts on Harvard Graphics using

self assessment data,
2. (optionally) prepare line charts using the

same data, and
3. use a job aid to learn a new technology.

Purposes:

Methods:

1. To be able to produce a professional chart
for giving feedback to a client or to
participants.

2. To extend the number of applications
participants know for Harvard Graphics and
computer use.

1. From the previous activity participants will
have the average scores for the workshop for
the needs assessment instrument(s) used.

2. Participants are to follow the job aid
included in the participant manual to
present the results of the needs assessment
in bar chart format.

EmArAtign: Be sure you are comfortable with the process of
producing bar charts using Harvard Graphics
so you can answer any participant questions.

Participants must have completed the previous
activity so they have the average scores for
each question avai]able.

Harvard Graphics needs to be loaded on the
computer.

Materials:

Instructor Notes:



Time:

Activity:

.912jestiye_g:

Purposes:

Methods:

DAy 3, Activity 4

12:30 - 2:20 p.m.

Write ATDW Objectives Based on Cie:al-Assessment
Results

Participants will be able to:
1. Describe characteristics of behavioral

objectives,
2. Describe basic steps for writing behavioral

objectives,
3. Write two behavioral objectives, specifying

performance, conditions, and criteria, given
the results of the group's needs assessments,
and

4. Critique objectives according to the
established criteria.

1. To identify participants' skill level in
writing objectives

2. To increase participants' ownership in ATDW
design

3. To make a linkage between the results of
needs assessments and objectives

4. To model a process for writing behavioral
objectives

1. Divide participants into three groups. Each
separate group will develop objectives based
on the results of one of the three needs
assessment tools. (10 minutes)

2. Review steps in writing behavioral
objectives. Refer participants to "Steps to
Follow in Writing Objectives" in
participant's manual and follow those steps.
(30 minutes)

3. Each group writes two behavioral objectives
(given the results of the needs assessment)
and writes the objectives on flipchart paper.
(30 minutes)

4. Participants walk around the room using post-
it notes to critique the benavioral
objectives. (15 minutes)

5. The group meets again and refines the
behavioral objectives based on feedback
received. (25 minutes)



Preparation: Check to see that chairs are movable. If not,
arrange for a breakout room where such
flexibility is present.

Locate appropriate pages in participant's manual.
Duplicate results of the needs assessments (from

Day 3, Activities 2 and 3)

Materials: Flipchart Pads
Nonpermanent Markers (at least 1 per pair)
Masking Tape

Instructor Notes:



PANAL_AAtilritY_A

11MA: 2:20 - 2:30 p.m.

Activity: Feedback to Facilitators

.91dtg_tiMg2: Participants will be able to:
1. Use a force field analysis for evaluation,
2. Provide positive and negative feedback on

workshop task, and
3. Provide positive and negative feedback on

workshop process.

1111K2ggla:

Methods:

J. To model one type of evaluation process that
provides temporal contiguity in feedback

2. To model receiving feedback as facilitators
3. To alter design to meet changing expectations

and needs

1. Prepare a flipchart as follows:

2. Have participants brainstorm feedback ideas
to fit under both sides of the chart.

3. Provide opportunity for discussion about any
of the items.

Preparation: Make revisions in schedule, format, etc., as
deemed possible and useful, based on the
feedback received.

Materials: Flipchart
Marker
Masking Tape

Instructor Notes:



Day_44 Activity 1

TiMI: 8:00 - 9:30 a.m.

Review and Revise ATDW Design Based on Self-
Assessment and Objectives

Participants will be able to:
1. critique ATDW design based on their own

learning objectives, and
2. suggest changes to design.

Purmgml:

Methods:

1. Understand the framework and rationale of the
design

2. Take ownership of the design by improving it
to meet their own needs

1. In pairs, ask participants to review the ATDW
objectives and identify how their own
objectives fit with these (20 min.)

2. Ask for feedback from participantE regarding
how well their personal objectives match ATDW
objectives. (15 min.)

3. Ask participants to meet in same pairs to
review the Training Design for ATDW and to
identify how their objective will be met
through the Training Design. (20 min.)

4. Ask pairs to suggest alternatives to the
Training Design. (15 min.)

5. Facilitate a discussion of the design and
input from participants using flipchart.
(20 min.)

Preparation: Identify page number of objectives and schedule.

1.141.21jAl2: Participant's Manual
Flipchart Pads
Flipchart Pens

Instructor Notes: It is important to be very clear about what
is possible to change. Some of our
participants were only interested in one
module (TNA, PDIT, ETE), and wanted us
to change the overall design. This was
not possible to do since AED needed
people to be trained in all three areas.

IS 1



Day 4I_Actimity_i

TIBP: 9:30 - 10:00 a.m.; 10:15 - 11:30 a.m.

Giving and Receiving Feedback

(ItitattiLftg: Participants will be able to:
1. give feedback according to the "Principles of

Constructive Feedback,"
2. receive feedback according to the "Principles

of Constructive Feedback,"
3. define "constructive feedback," "positive

feedback," and "negative feedback," and
4. describe the value of constructive feedback.

Pqr.Magg.:

Methods:

1. To increase participants' comfort in giving
and receiving feedback in preparation for tne
feedback activities throughout the remainder
of the workshop and for the training of
trainer workshop participants will facilitate
as a follow-up to ATDW

2. To establish a norm for the importance of
facilitator's own learning and growth

3. To model appropriate ways to give and receive
feedback

1. Ask participants for their definitions of:
constructive feedback, positive feedback, and
negative feedback. (This should be review
for all participants.) (Refer to
participant's manual :for definitions.)
(5 min.)

2. Review "The Art of Feedback Principles"
(using overheads appended) and the "sandwich
approach" (in participant's manual).
Brainstorm the advantages and disadvantages
of using the sandwich approach. (20 min.)

Possible responses include:

Advantages

Easy to remember
Pcsitive outweighs the negative
gender feels better about the negative

message

Diaadvantaaes

Artificial
If recipient also 'Anows the sandwich

approach, it does not feel genuine



May not be possible to come up with twice as
many positive comments as negative

May feel manipulative to recipient

3. Divide the group into small groups of three
each. If numbers are sufficient, nave the
groups from Activity 6 subdivide into smaller
groups. Participants within each group
identify themselves as A, B, and C.
(10 min.)

4. Participants should prepare worksheet, "The
Art of Feedback: Guidelines for Feedback on
Peer Behavior" (in participants' manual) for
the person for whom they are to give
feedback. A will fill out the worksheet for
Br B for C, and C for A. (15 min.)

5. Participants are assigned roles: A gives
feedback to B while C observes. C gives
feedback to A adhering to the principles on
giving feedback and to B aehering to the
principles on receiving feedback. (5 minutes
to give directions)

This cycle is then repeated for two more
cycles (i.e., B gives feedback to C while A
observes, and so on). (8 min. to give
feedback, 8 min. to receive feedback x 3
individuals in group = 48 min. plus time to
rotate 1 min. x 2 = 2 min. Total of 50 min.)

Pumaration: Identify the number of participants to determine
the needed configuration for subgrouping in
triads. If triads do not work out evenly,
use pairs. The pair will have to "wear a
different hat" in the role of observing their
own behavior. They will give observations of
themselves and the other person during the
observation rounds.

Check to see that chairs are movable. If not,
arrange for a breakout room where such flexibility

Locate appropriate pages in participant's manual.
is present.

Check to see that the overhead projector works and
is properly focused, and that the lighting is
appropriate.

Materials: Overhead Projector
Overhead Transparencies Appended

Instructor Notes:



Principles of Giving Feedback

1. Be sure that your intention is to be helpful.

2. Check to see whether the person is open to
receiving feedback.

3. Deal only with behavior that can be changed.

4. Deal with specific behavior, not generalities.

5. Describe the behavior; do not evaluate it.

6. Let the recipient know the impact that the
behavior has on you.

7. Use an "I" statement to accept responsibility
for your own perceptions and emotions.

8. Check that the recipient understood your
message as you intended it.

9. Encourage the recipient to check the feed-
back with other people.



Principles of Receiving Feedback

1. Be specific in describing the behavior
about which you want feedback.

2. Try not to act defensively or rational-
ize the behavior.

3. Summarize your understanding of the
feedback that you receive.

4. Share your thoughts and feelings about
the feedback.



Time:

AgtiZitY:

Purposes:

Methods:

11:30 a.m. - 12:15 p.m.

Co-Facilitator Selection

Participants will be able to:
1. identify their own strengths as a co-

facilitator,
2. describe types of co-facilitation, with the

advantages and disadvantages of each,
3. identify skills which compliment their own

skills in co-facilitation, and
4. select a co-facilitator to work with during

TNA.

1. To increase comfort in identifying personal
needs and strengths in training.

2. To prepare for co-facilitation in TNA.

1. Explain that tomorrow participants will begin
preparing modules in TNA to present to the
class an a. the" will be working in pairs.
(5 min.)

2. Use handbook in participant's manual to
describe the various approaches to co-
facilitation, and the advantages and
disadvantages of each. (5 min.)

3. On flipchart, list the following:

TNA Content
Designing TNA Activity
Writing Instructor's Manual
Presentation
Facilitation of Group

Ask participants to rate themselves Low,
Medium, High on each of the dimensions. (5

min.)

4. Ask participants to identify one strength
area they would like from a co-trainer which
would complement their own skill level.
(2 min.)

5. Ask participants to mill around room looking
for a match by sharing strength areas and
skills which complement. (8 min.)



6. Select a co-facilitator. Encourage them to
state their preference3 and to negotiate
rather than taking the first person who asks.
(5 min.)

7. Discuss with their partner how they might
work together effectively. (15 min.)

preparation: Write the list on flipchart.

Materjals: Flipchart Pads
Flipchart Pens
Participant's Manuals

Instructor Notes: Participants will want to take the first
partner who comes along or ignore their
criteria altogether. Encourage them to mill
around and exchange information first. After
8 minutes, then they should make their
selection and negotiate.

I



Time: 12:30 - 2:20 p.m.

Activity: Harvard Graphics for Overheads and WordPerfect

Obiectives: Participants will be able to:
1. use Harvard Graphics to produce an overhead

transparency,
2. use WordPerfect to produce simply prose using

a word processing software package, and
3. follow a job aid in learning a new

technology.

Purposes: 1. To model use of a job aid in training
2. To increase exposure to technology suitable

for training
3. To increase "hands on" experience with

computers
4. To develop essential competencies for

trainers in word processing and graphics for
overhead transparencies

Methods: 1. Pair people up according to the number of
computers available. Select pairs so that
one person who has had computer experience is
paired with one who is inexperienced. (5

minutes)

2. Direct participants to che job aid: "Using
Harvard Graphics to Produce Training
Presentations." (45 minutes)

3. Direct participants to the job aid:
"Directions for Using WordPerfect as a Word
Processor." (60 minutes)

4. Be available to help participants and answer
questions as they use Harvard Graphics to
prepare an overhead transparency of the
behavioural objectives and WordPerfect to
accomplish the task specified in the job aid.

Preparation: Be sure computer room is set up and ready.
Identify page number for job aids in Participant's

Manual.

Materials: Participant's Manual
Harvard Graphics and WordPerfect Software (enough

for each ,.lomputer)
Computers, preferably no fewer than one per three

participants
At least one floppy disk with label for each team





Time: 2:20 - 2:30 p.m.

LgtiKity: Feedback to Facilitators

Objgctimes: Participants will be able to:
1. Use a force field analysis for evaluation,
2. Provide positive and negative feedback on

workshop task, and
3. Provide positive and negative feedback on

workshop process.

PurRoses: 1. To model one type of evaluation process that
provides temporal contiguity in feedback

2. To model receiving feedback as facilitators
3. To alter design to meet changing expectations

and needs

Methods: 1. Prepare a flipchart as follows:

MID

2. Have participants brainstorm feedback ideas
to fit under both sides of the chart.

3. Provide opportunity for discussion about any
of the items.

4. Direct participants to "Reaction Formative
Feedback" sheets in manual. Have them
complete and hand in.

Preparaticn: Make revisions in schedule, format, etc., as
deemed possible and useful, based on the
feedback received.

Materials: Flipchart
Marker
Masking Tape

Instructor Notes:



Time: 8:00 - 10:00 a.m.; 10:15 a.m. - 12:15 p.m.

Activity: Review TNA Content/Participant's Manual

Objectives: Participants will be able to:
1. identify their strengths and weaknesses in

TNA,
2. describe ten tools used for TNA, and
3. describe the meaning of the TNA objectives.

Purposes: 1. To understand overview of TNA
2. To revie./ content of TNA
3. To help the trainer identify the knowledge

level of the group

Methods: 1. Hand out TNA Participant's Manual. (5 min.)

2. Ask participants to review the material by
quickly scanning the general content of the
material and make a note of those areas that
are unfamiliar to them. (30 min).

3. Review each of the entries in the manual.
For each entry, ask participants to raise
their hands if this is new material for them.
Ask key questions so that content is
summarized. (3 hrs.)

4. Co-trainers meet, review TNA material and
discuss their preferences for selection of a
TNA topic. (25 min.)

ErmArAti2n: Identify key questions to ask on each of the
entries.

Become familiar with Participant's Manual and
select a variety of activities to present to
the class.

Materials: TNA Participant's Manual

Ing,tructor Notes:



Time: 12:30 - 220 p.m.; Da., 6: 8100 a.m, - 2.20 p.m.

Activity: Revise TNA Instructor's n,nual

Objectives: Participants will be able to:
1. identify the criteria for a good Instructor's

Manual, and
2. write a module which includes Time, Activity,

Objectives, Purposes, Methods, Preparation,
Materials and Instructor Notes for the TNA
Instructor's Manual.

Purposes:

Methods:

1. To increase awareness of how to write an
effective Instructor's Manual

2. To appreciate the effort and thoroughness
needed in writing a good Instructor's Manual

3. To continually impro.s TNA modules

1. Ask participants what their experience has
been in the use of an Instructor's Manual.
Ask participants to think about what was
helpful and what was not helpful. List on
flipchart. (15 min.)

2. Brainstorm characteristics of a good
Instructor's Manual. (10 min.)

3. Build on those ideas and discuss the
importance of the Instructor's Manual.
(10 min.)

4. Hand out sample pages from the TNA
Instructor's Manual and compare the
discussion with the manual. (20 min.)

5. Remind people of the STRIPE process in
designing activities. (10 min.)

6. Assign sections of the Instructor's Manual
for revisions. (10 min.)

7. Hand out manuals; pairs work on revising
manual. (5 hrs. 25 min.)

8. Pairs hand in work and receive feedback from
Instructor.

9. Partners revise materials. (1 hr.)



appArAtign: Write STRIPE on flipchart.
Divide up Instructor's Manual into sections based

on number of participants.
Identify available resources for participants.
Copy handouts for each participant (three

activities from the TNA Instructor's Manual).

MatariAl2: TNA Instructor's Manuals
Flipchart Pads
Flipchart Pens
Resource Books on TNA

InstrRgt=jyates: Keep moving around the room interacting with
students to create new ideas for activities.



Activity_2

Time: 2:20 - 2:30 p.m.

hgtiYitY: Feedback to Facilitators

Objectives: Participants will be able to:
1. Use a force field analysis for evaluation,
2. Provide positive and negative feedback on

workshop task, and
3. Provide positive and negative feedback on

workshop process.

Purposes:

Methods:

1. To model one type of evaluation process that
provides temporal contiguity in feedback

2. To model receiving feedback as facilitators
3. To alter design to meet changing expectations

and needs

1. Prepare a flipchart as follows:

=11

2. Have participants brainstorm feedback ideas
to fit under both sides of the chart.

3. Provide opportunity for discuusion about any
of the items.

preparatign: Make revisions in schedule, format, etc., as
deemed possible and useful, based on the
feedback received.

Materials: Flipchart
Marker
Masking Tape

Instructor Notes:



Time: 2:20 - 2:30 p.m.

Activity: Feedback to Facilitators

2tiectives: Participants will be able to:
1. Use a force field analysis for evaluation,
2. Provide positive and negative feedback on

workshop task, and
3. Provide positive and negative feedback on

workshop process.

Purposes: 1. To model one type of evaluation process that
provides temporal contiguity in feedback

2. To model receiving feedback as facilitators
3. To alter design to meet changing expectations

and needs

Methods: 1. Prepare a flipchart as follows:

2. Have participants brainstorm feedback ideas
to fit under both sides of the chart.

3. Provide opportunity for discussion about any
of the items.

ErgRanItion: Make revisions in schedule, format, etc., as
deemed possible and useful, based on the
feedback received.

Materials: Flipchart
Marker
Masking Tape

Instructor Notes:



8:00 - 10:00 a.m.; 10:15 a.m. 12:15 p.m.;
12:30 - 2:20 p.m.

Agtjaiti: Prepare TNA Module to Present to ATDW Class

Oldgctives Participants will be able to:
1. select an appropriate module within the given

time constraints, and
2. develop support materials, using au( )-

visuals.

Purposes:

Methods:

1. To practice preparation and delivery of a
module

2. To work together with a partner in
preparation and delivery of a module

1. Announce to the clas that each pair will
give a 30 minute presentation and receive
written and verbal feedback on their
presentations. (15 min.)

2. Explain where materials are located and what
the requirements are to use materials.
(15 min.)

3. Be available for assistance. (5 hrs. 20 min.)

Preparation: Talk to AED about copying capability.
Set up materials and equipment.
Check to see that the overhead projector works and

is properly focused, and the lighting is
appropriate.

MAterials: Computers available
Harvard Graphics Software
Xeroxing capability
Overhead Projector
Overhead Transparencies

Instructor Notes: Time will need to be adjusted depending on
the number of participants. Once you make
the schedule, be sure the timing is careful
so that students at the end receive as much
time as students at the beginning.



Day_l_c_Activity 2

Time: 2:20 - 2:30 p.m.

Activity: Feedback to Facilitators

apdg2tilrga: Participants will be able to:
1. Use a force field analysis for evaluation,
2. Provide positive and negative feedback on

workshop task, and
3. Provide positive and negative feedback on

workshop process.

Emmases: 1. To model one type of evaluation process that
provides temporal contiguity in feedback

2. To model receiving feedback as facilitators
3. To alter design to meet changing expectations

and needs

Methods: 1. Prepare a flipchart as follows:

ODA

2. Have participants brainstorm feedback ideas
to fit under both sides of the chart.

3. Provide opportunity for discussion about any
of the items.

Preparation: Make revisions in schedule, format, etc., as
deemed possible and useful, based on the
feedback received.

Materials: Flipchart
Marker
Masking Tape

Instructor Notes:



Days 8_and 9, ActivitY 1

Time: 8:00 - 10:00 a.m.; 10:15 a.m - 12:15 p.m.;
12:30 - 2:20 p.m.

Activitv: Deliver TNA Presentations and Provide Feedback on
TNA Presentations

Objectives: Participants will be able to:
1. deliver a 30 minute module using at least one

audio-visual aid,
2. divide presentation so co-trainers share time

nearly equally,
3. give feedback on presentation of module that

is specific, observable and behavioral,
4. receive feedback on presentation of module in

a non-defensive manner, and
5. view themselves on video tape and critique

their own presentations.

Purposes: 1. To increase confidence in delivery of
material

2. To get a realistic assessment of competencies
and growing edges

3. To learn from watching other, and listening
to critique

Methods: 1. Assign the order for people to deliver their
presentations. (5 min.)

2. Assign the order for the operators of the
video equipment. (5 min.)

3. Demonstrate the use of the video equipment.
(5 min.)

4. Trainer hands out written evaluation which
class will fill out 1 each participant.
(3 min.)

5. First pair presents, then sits down.
(30 min.)

6. Trainer goes to the front of the room and
collects written evaluations. (2 min.)

7. Trainer asks for verbal feedback on what was
effective in the presentation and what the
suggestions are for improvement. (10 min.)

8. After the session is over, co-partners should
go to the separate, private room and view



themselves on videotape. It is their
responsibility to meet later with the
presenters of the session they missed to
review the missed material.

Preparation: Set up video camera for taping of presenters.
Set up video playback machine in a separate room.
Copy evaluation forms so every person can fill

them out on everyone else. Number of handouts
= n x (n-1).

In calculating the sequence and timing of
presentations, consider the number of ATDW
participants. Amount of time for each
participant = 640 min. (total time
available in two days) = number of
participants. The time listed for each
participant in the manual (40 min.) is based
on 16 particip_nts.

Check out equipment, lighting, outlets and set up
for video. (This should be checked out 3-4
days in advance with AED manager and facility
personnel.)

Materials: Evaluation Forms
Video equipment for taping
Video playback set-up in a separate, private room
Video cassettes (one per team)

Instructor Notes: Trainer needs to model good behavior
description and participate in feedback
session. Be sure to balance positive
feedback with negative feedback.



1

Time: 2:20 - 2:30 p.m.

Activity: Feedback to Facilitators

1
21.2i%gliaga: Participants will be able to:

1. Use a force field analysis for evaluation,
2. Provide positive and negative feedback on

1

workshop task, and
3. Provide positive and negative feedback on

workshop process.

1
Purposes: 1. To model one type of evaluation process that

provides temporal contiguity in feedback
2. To model receiving feedback as facilitators

1
3. To alter design to meet changing expectations

and needs

IMethods: 1. Prepare a flipchart as follows:

effilr

2. Have participants brainstorm feedback ideas
to fit under bo .1 sides of the chart.

3. Provide opportunity for discussion about any
of the items.

Preparation: Make revisions in schedule, format, etc., as
deemed possible and useful, based on the
feedback received.

Materials: Flipchart
Marker
Masking Tape

Instructor Notes:

t)



Day 9, Activity 2

Time: 2:20 - 2:30 p.m.

Activity: Feedback to Facilitators

Obiectives: Participants will be able to:
1. Use a force field analysis for evaluation,
2. Provide positive and negative feedback on

workshop task, and
3. Provide positive and negative feedback on

workshop process.

Euxposes:

Methods:

1. To model one type of evaluation process that
provides temporal contiguity in feedback

2. To model receiving feedback as facilitators
3. To alter design to meet changing expectations

and needs

1. Prepare a flipchart as follows:

011111

2. Have participants brainstorm feedback ideas
to fit under both sides of the chart.

3. Provide opportunity for discussion about any
of the items.

4. Direct participants to "Reaction Formative
Evaluation of TNA Module" in Participant's
Manual. Have them complete and hand in.

5. Assign a self-scoring MBTI as homework.
Participants should complete the instrument
but not score it.

Preparation: Make revisions in schedule, format, etc., as
deemed possible and useful, based on the
feedback received.

Materials: Flipchart
Marker
Masking Tape
Copies of self-scoring METI, one per participant

Instructor Notes: Be sure to inform participants not to score
the test. The scoring will be done on Day 10
as part of a group activity.



pay 10, Activity)._

liMQ: 8400 - 9:00 a.m.

Revise TNA Instructor's Manual

Objeotives: Participants will be able to:
1. identify areas for revision based on written

and oral feedback as well as personal
experience, and

2. make recommended changes in Instructor's
Manual.

Eurmagg:

Methods:

1. To keep Instructor's/Participant's Manuals
updated

2. Tc model a process which should be carried
through into professional training

1. Ask participants why it is important to keep
Instructor's Manual updated and discuss.
(10 min.)

2. Participants (with their co-facilitator),
review their written and verbal feedback as
well as their own personal experience of
teaching the module and decide on areas for
improvement. (20 min.)

3. Make the needed changes and turn in to
trainer. (30 min.)

PreParation: ATDW facilitator should hand back Instructor's
Manual with critique and suggestions.

InatnLigtgKjigtgg: Monitor participants to be sure they have
included step-by-step detail in the
Instructor's Manual.



lay 10. Activity 2

TiEl: 9:00 - 11:30 a.m.

Activity: MBTI

2tiggthIgg: Participants will be able to:
1. list characteristics of each of the eight

dimensions on MBTI,
2. identify their individual type and its

interpretation, and
3. identify class profile and its implications

for teaching methods.

puraggeg:

Methods:

1. Awareness of individual differences among
participants and the importance of variety in
training methods

2. Increase understanding of ATDW participants'
strengths and weaknesses

1. Ask participants to write their name with the
opposite hand from the hand they usually
write with. Ask them how this feels? How
old do they feel? Was everyone able to do it
even though it was awkward, hard,
uncomfortable? Compare this to MBTI scores
saying that this is a "natural preference"
for each person (similar to being right-
handed). (15 min.)

Points of emphasis:

a. each style/preference has its own
strengths and weaknesses, and

b. when you have a training session
with a variety of types; you need
to use a variety of teaching
methods.

2. Describe the eight dimensions using examples
of each preference. (30 min.)

3. Ask them to guess their own type. (10 min.)



4. Participants score MBT1. (15 min.)

5. Participants guess type of their classmates
and then learn the correct type and
interpretation. (30 min.)

6. Review group profile. Discuss implications
for training design. (30 min.)

7. Divide group into temperament types and
discuss imp3ications of training for their
type. Report results to total class.
(20 min.)

Preparation: Locate overheads to be used.

Materials: Flipchart Pads
Flipchart Pens
Overheads to demonstrate eight dimensions

Instructor Notes:



SOME KEY WORDS
OM

E
Extraversion

Active

Outward

Sociable

People

Many

Expressive

Breadth

6

I
Introversion

Reflective

Inward

Reserved

Privacy

F ew

Quiet

Depth

THESE CHARACTERISTICS OFTEN DEVELOP FROM E AND I PREFERENCES.
SOME OF THEM MAY EE TRUE OF YOU.



EXTRAVERSION
TendcnciesiCharacteristics

INTROVERSION
Tendeneies/Charaeteristics

Gives breadth to life. Gives depth to life.

E's may seem shallow to l's. l's may seem withdrawn to E's.

Needs introversion for balance. "(2, ' Needs extraversion for balance.



EXTRAVERSION
Tendencies/Characteristics

01111111111111, IMI11111110111101.

INTROVERSION
Tendencies/Characteristics

.Afitd I 'lid
yeu'lt new.

loel ;to 461'
540.1....

Ler me
+ell you.;

Is often friendly, talkative, easy to know.

Expresses emotions.

Needs relationships.

0

/211113111.1Mlimm........

Is often reserved, quiet, hard to know.

Bottles up emotions.

fTh ef:47,4\

Needs privacy.

1=111111, --7111.1.
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EXTRAVERSION
Tendencies/Characteristics

Feels pulled outward by external
claims eind conditions.

1NTROV ERSION
Tendencies/Characteristics

Feels pushed inward by external
claims and intrusions.

Energized by other people,
external experiences.

Energized by inner resources,
internal experiences.

Acts. then (maybe) reflects. Reflects, th,:n tmavbe) acts.



I. SOME KEY WORDS

Sensing

Details

Present

Practical

Facts

Sequential

Directions

Repetition

Enjoyment

Perspiration

Conserve

Intuition

Patterns

Future

Imaginative

Innovations

Random

Hunches

Variety

Anticipation

Inspiration

Change

THESE CHARACTERISTICS OFTEN DEVELOP FROM S AND N PREFERENCES.,SOME OF THEM MAY BE TRUE OF YOU.



SENSING
Tendencies/Characteristics

INTUITION
Tendencies/Characteristics

Likes set procedures, established routines.

:mama

S's may seem materialistic and literal.
minded to N's.

Likes change and variety.

N's may seem fickle, impractical
dreamers to S's.

Needs intuition for balance.
aimpft.................111.1111111=1

Needs sensing for balance.



SENSING
Tendencies/Characteristics

INTUITION
Tendencies/Characteristics

t11.

Likes things that are definite, measurable. Likes opportunities for being inventive.

Starts at the beginning, takes a step at a time. Jumps in anywhere, leaps over steps.

Reads instructions, notices detaik. Skips directiLms. follows hunches.

14.41M11a.



I.

1

..,
SENSING

Tendencies/Characteristics
INTUITION

Tendencies/Characteristics

ois (PAO
044

Looks at specific parts and pieces. Looks at patterns and relationships.

V"NIP,

Lives toward the future anticipating what
Lives in the present, enjoying what's there. might be.

hI.XtC,4, v4.1bk
if 1.441, de

Prefers handling practical matters.

.111Iii

Prefers imagining possibilities.

loimase -060WomaIresnemvr.malNIINIMENNM



SOME KEY WORDS

Thinking Feeling

Head Heart

Objective Subjective

Justice Harmony

Cool Caring

Impersonal Personal

Criticize Appreciate

Analyze Empathize

Precise Persuasive

Principles Values

THESE CHARACTERISTICS OFTEN DEVELOP FROM T AND F PREFERENCES.SOME OF THEM MAY BE TRUE OF YOU.1 mad=111110
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THINKING
Tendencies/Characteristics

FEELING
Tendencies/Characteristics

Decides with the head. Decides with the heart.

Th sensi ble.

't s

Goes by logic.

Concerned for truth, justice.

Goes by personal convictions.

Concerneei for rel.ationships. harmony.



I.
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THINKING
Tendencies;Characteristics

FEELING
Tendencies/Characteristics

Sees things as on.looker, from outside
a situation.

Takes a long view.

Sees things as a participant, from within
a situation.

Takes an immediate and personal view.

Spontaneously finds flaws, critici:es. Spontaneously appreciates.

2 !



THINKING
Tendencies/Characteristics

FEELING
TendenciesiCharacterktics

Good at analyzing plans. Good at understanding people.

T's may seem cold and
condescending to F's.

F's may seem fu::y.minded and
emotional to M.

T's need feeling tar balance. F's need thinking for balance.
1=MMINIEMIEVOMM.



SOME KEY WORDS
411.

Judgment

Organized

Structure

Control

Decisive

Deliberate

Closure

Plan

Deadlines

Productive

Perception

Flexible

Flow

Experience

Curious

Spontaneous

Openness

Wait

Discoveries

Receptive

THESE CHARACTERISTICS OFTEN DEVELOP FROM AND p PREFERENCES.
SOME OF THEM MAY BE TRUE OF YOU



JUDGMENT
Tendencies/Characteristics

PERCEPTION
Tendencies/Characteristics

Prefers an organized lifesrvle. Prefers a flexible lifestyle.

Likes definite order and structure. Likes going with the flow.

Likes to have life under control.

C:3

Prefers to experience life as it happens.

1.111111=MORANIO omit IssraMmem



JUDGMENT
Tendencies/Characteristics

PERCEPTION
Tendencies/Characteristics

Enjoys being decisive. Enjoys being curious, discovering surprises.

Likes clear limits and categories.

ft...0

air Amami..

Likes freedom to explore without limits.

Feels comfortable establishing closure. Feels comfortable maintaining openness.

1.0 '.



JUDGMENT
Tendencies/Characteristics

PERCEPTION
T:ndeneiesiCharacteristics

i Undies deadlines, plans in advance. Meets deadlines by last minute rush.

rs may seem demznding, rigid.
uptight to P's.

P's may seem disorganized, messy,
irresponsible tors.

Needs perception for hnlance. Nerds iudgment for balance.

ifte,



11:30 a.m. - 12:15 p.m.

Activity: Co-Facilitation

2higg.tiEga: Participants will be able to:
1. describe the impact of MBTI scores on their

co-facilitation style and relationship, and
2. selent a new partner to work with during the

next section of the workshop (PDIT).

214:912Akg: 1. To provide time for co-facilitators to
complete "unfinished business"

2. To increase awareness of the impact of style
on training and the co-facilitator
relationship

3. To make a more conscious choice in co-
facilitation for PDIT

Methods:

Preparation:

Materials:

1. Ask participants to pair with co-facilitator
from TNA and discuss MBTI styles and the
impact of style differences on the outcome of
training and the co-facilitator's working
relationship. (15 min.)

2. Ask partners what they would do differently
in their working relationship if they could
start the TNA Module over again. (7 min.)

3. Ask participants to make a new choice about
who they would like to work with during the
next co-facilitation of PDIT. (3 min.)

4. Allow time for participants to make their
next selections. (5 min.)

5. Ask new partners to discuss MBTI styles and
what process might be helpful to them to
sustain a good working relationship.
(15 min.)

Instructor Notes: Trainer should be available to help process
any pairs having difficulty, encouraging
participants to give behaviour description.



yjO.Activiy 4

TiMg: 12:30 - 2.:20 p.m.

AgIiYIIY: Review FDIT Content/Participant's Manual

Objectives: Participants will be able to:
1. identify their strengths and weaknesses in

PDIT,
2. describe six steps in program development and

design,
3. describe ten different delivery modes for

training, and
4. describe the meaning of the PDIT objectives.

Purposes: 1. To understand overview of PDIT
2. To review klontent of PDIT
3. To help the trainer identify the knowledge

level of the group

Methods: 1. Hand out Participant's Manual. (5 min.)

2. Ask participants to review the material by
quickly scanning the general content of the
material and make a note of those areas
unfamiliar to them. (30 min.)

3. Review each of the entries in the manual.
For each entry, ask participants to raise
their hands if this is new material for them.
Ask key questions so that content is
summarized. (60 min.)

4. Co-trainers meet, review PDIT material and
discuss their preferences for selection of a
PDIT topic. (15 min.)

Preparation: Identify key questions to ask on each of the
entries.

Become familiar with Participant's Manual and
select a variety of activities to present
to the class.

Materials: Participant's Manual

Instructor Notes:



PAY_111L_AqtiYitY_I

Time: 2:20 - 2:30 p.m.

Ag_tiKitY: Feedback to Facilitators

Objectives7 Participants will be able to:
1. Use a force field analysis for evaluation,
2. Provide positive and negative feedback on

workshop task, and
3. Provide positive and negative feedback on

workshop process.

Purposes: 1. To model one type of evaluation process that
provides temporal contiguity in feedback

2. To model receiving feedback as facilitators
3. To alter design to meet changing expectations

and needs

Methods: 1. Prepare a flipchart as follows:

vs.

2. Have participants brainstorm feedback ideas
to fit under both sides of the chart.

3. Provide opportunity for discussion about any
of the items.

Preparation: Make revisions in schedule, format, etc., as
deemed possible and useful, based on the
feedback received.

Materials: Flipchart
Marker
Masking Tape

Instructor Notes:



Time: 8:00 a.m. - 2:20 p.m.

AQtiKitY: Revise PDIT Instructor's Manual

pbiectives: Participants will be able to:
1. identify the criteria for a good Instructor's

Manual, and
2. write a module which includes Time, Activity,

Objectives, Purposes, Methods, Preparation,
Materials and Instructor Notes for PDIT
Instructor's Manual.

Purposes:

Methods:

1. To increase awareness of how to write an
effective Instructor's Manual

2. To appreciate the effort and thoroughness
needed in writing a good Instructor's Manual

3. To continually improve PDIT modules

1. Ask participants about their experience using
the Instructor's Manual during TNA. Ask
participants to think about what was helpful
and what was not helpful. List on flipchart.
(20 min.)

2. Hand out sample pages from the PDIT
Instructor's Manual and compare the
discussion with the manual. (20 min.)

3. Remind people of the STRIPE process in
designing activities. (10 min.)

4. Assign sections of the Instructor's Manual
for revisions. (10 min.)

5. Hand out Instructor's Manual; pairs work on
revising manual. (3 hrs. 50 min.)

6. Pairs hand in work and receive feedback from
Instructor.

7. Partners revise materials. (1 hr.)

Preparation: Write STRIPE on flipchart.
Divide up PDIT Instructor's Manual into sections

based on number of participants.
Identify available resources for participants.
Copy handouts for each participants (three

activities from PDIT Instructor's Manual)



Materials: PDIT Instructor's Manuals
Flipchart Pads
Flipchart Pens
Resource Books on PDIT

Instructor Notes: Keep moving around the room interacting with
students to create new ideas for activities.



PALAILL_AsttimiLLX.1.

Ting: 2:20 - 2:30 p.m.

Activity: Feedback to Facilitators

Objectives: Participants will be able to:
1. Use a force field analysis for evaluation,
2. Provide positive and negative feedback on

workshop task, and
3. Provide positive and negative feedback on

workshop process.

12110.01.a_qa:

Methods:

1. To model one type of evaluation process that
provides temporal contiguity in feedback

2. To model receiving feedback as facilitators
3. To alter design to meet changing expectations

and needs

1. Prepare a flipchart as follows:

ONO

2. Have participants brainstorm feedback ideas
to fit under both sides of the chart.

3. Provide opportunity for discussion about any
of the items.

Prepa':ation: Make revisions in schedule, format, etc., as
deemed possible and useful, based on the
feedback received.

Materials: Flipchart
Marker
Masking Tape

Instructor Notes:



Day 12, Activity 1

Time: 8:00 a.m. - 2:20 p.m.

Activity: Prepare PDIT Module to Present to ATDW Class

Obiectlygg: Participants will be able to:
1. select an appropriate module within the given

time constraints, and
2. develop support materials, using audio-

visuals.

Methods:

1. To practice preparation and delivery of a
module

2. To work together with a partner in
preparation and delivery of a module

1. Announce to the class that each pair will
give a 30 minute presentation and receive
written and verbal feedback on their
presentations. (15 min.)

2. Explain where materials are located and what
the requirements are to use materials.
(15 min.)

3. Be available for assistance. (5 hrs. 20 min.)

Emparationi Talk to AED about copying capability.
Set up materials and equipment.
Check to see that the overhead projector works and

is properly focused, and the lighting is
appropriate.

Materials: Computers available
Harvard Graphics Software
Xeroxing capability
Overhead Projector
Blank Overhead Transparencies

Instructor Notes: Tim-s will need to be adjusted depending on
the number of participants. Once you make
the schedule, be sure the timing is careful
so that students at the end receive as much
time as students at the beginning.



Time:

Activity:

Purposes:

Methods:

Preparation:

Materials:

pay_laDALLEtt.T.2

2:20 - 2:30 p.m.

Feedback to Facilitators

Participants will be able to:
1. Use a force field analysis for evaluation,
2. Provide positive and negative feedback on

workshop task, and
3. Provide positive and negative feedback on

workshop process.

1. To model one type of evaluation process that
provides temporal contiguity in feedback

2. To model receiving feedback as facilitators
3. To alter design to meet changing expectations

and needs

1. Prepare a flipchart as follows:

2. Have participants brainstorm feedback ideas
to fit under both sides of the chart.

3. Provide opportunity for discussion about any
of the items.

Make revisions in schedule, format, etc., as
deemed possible and useful, based on the
feedback received.

Flipchart
Marker
Masking Tape

Instructor Notes:



Time: 8:00 - 10:00 a.m.; 1015 a.m - 12:15 p.m.;
12:30 - 2:20 p.m.

Activity: Deliver PDIT Presentations and Provide Feedback on
PDIT Presentations

Objectives: Participants will be able to:
1. deliver a 30 minute module using at least one

audio-visual aid,
2. divide presentation so co-trainers share time

nearly equally,
3. give feedback on presentation of module that

is specific, observable and behavioral,
4. receive feedback on presentation of module in

a non-defensive manner, and
5. view themselves on video tape and critique

their own presentations.

Purposes: 1. To increase confidence in delivery of
material

2. To get a realistic assessment of competencies
and growing edges

3. To learn from watching others and listening
to critique

Methods: 1. Assign the order for people to deliver their
presentations. (5 min.)

2. Assign the order for the operators of the
video equipment. (5 min.)

3. Review the use of the video equipment.
(5 min.)

4. Trainer hands out written evaluation which
class will fill out on each participant.
(3 min.)

5. First pair presents, then sits down.
(30 min.)

6. Trainer goes to the front of the room and
collects written evaluations. (2 min.)

7. Trainer asks for verbal feedback on what was
effective in the presentation and what the
suggestions are for improvement. (10 min.)

8. After the session is over, co-partners should
go to the separate, private room and view



themselves on videotape. It is their
responsibility to meet later with the
presenters of the session they missed to
review the missed material.

Preparation: Set up video camera for taping of presenters.
Set up video playback macUne in a separate room.
Copy evcduation forms so every person can fill

them out on everyone else. Number of handouts
= n x (n-1).

In calculating the sequence and timing of
presentations, consider the number of ATDW
participants. Amount of time for each
participant = 640 min. (total time
available in two days) number of
participants. The time listed for each
participant in the manual (40 min.), is based
on 16 participants.

Check out equipment, lighting, outlets and set up
for video. (This should be checked out 3-4
days in advance with AED manager and facility
personnel.)

ntgrIA1.4.: Evaluation Forms
Video equipment for taping
Video playback set-up in a separate, private room
Video cassettes (one per team)

Instructor Notes: Trainer needs to model good behaviour
description and participate in feedback
session. Be sure to balance positive
feedback with negative feedback.

IA2



TiMI: 2:20 - 2:30 p.m.

Activity: Feedback to Facilitators

Obiectives: Participants will be able to:
1. Use a force field analysis for evaluation,
2. Provide positive and negative feedback on

workshop task, and
3. Provide positive and negative feedback on

workshop process.

°sea:

Methods:

1. To model one type of evaluation 1,rocess that
provides temporal contiguity in feedback

2. To model receiving feedback as facilitators
3. To alter design to meet changing expectations

and needs

1. Prepare a flipchart as follows:

2. Have participants brainstorm feedback ideas
to fit under both sides of the chart.

3. Provide opportunity for discussion about any
of the items.

4. At conclusion of Day 14, direct participants
to "Reaction Formative Evaluatin of PDIT
Module" in Participant's Manual. Have them
complete and hand in.

Preparation: Make revisions in schedule, format, etc., as
deemed possible and useful, based on the
feedback received.

Materials: Flipchart
Marker
Masking Tape

Instructor Notes:

r),)
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Day15 ctivity 1

Time: 8:00 - 10:00 a.m.

Activity: Review ETE Content/Participant's Manual

Objectives: Participants will be able to:
1. identify their strengths and weaknesses in

purposes:

ETE
2. describe ten tools used for ETE, and
3. describe the meaning of the ETE objectives.

1. To understand overview of ETE
2. To review content of ETE
3. To help the trainer identify the knowledge

level of the group

Methods: 1. Hand out ETE Participant's Manual. (5 min.)

2. Ask participants to review the material by
quickly scanning the general content of the
material and make a note of those areas that
are unfamiliar to them. (30 min).

3. Review each of the entries in the manual.
For each entry, ask participants to raise
their hands if this is new material for them.
Ask key questions so that content is
summarized. (1 hr.)

4. Co-trainers meet, review ETE material and
discuss their preferences for selection of a
ETE topic. (25 min.)

p_repArati: Identify key questions to ask on each of the
entries.

Become familiar with Participant's Manual and
select a variety of activities to present
to the class.

Matariala: ETE Participant's Manual

InstrIgtp_r_Not:gs: Since much of this material is repeated from
TNA, there is less time devoted to ETE.



Time:

AgtiMitY:

Purposes:

Methods:

Ereparation:

Matgzialg:

Rty_15, Activity_a

10:15 a.m. - 12:15 p.m.; 12:30 - 2:20 p.m.

Revise ETE Instructor's Manual

Participants will be able to:
1. identify the criteria for a good Instructor's

Manual, and
2. write a module which includes Time, Activity,

Objectives, Purposes, Methods, Preparation,
Materials and Instructor Notes for the ETE
Instructor's Manual.

1. To increase awareness of how to write an
effective Instructor's Manual

2. To appreciate the effort and thoroughness
needed in writing a good Instructor's Manual

3. To continually improve ETE modules

1. Distribute ETE Instructor's Manual. Assign
sections of the Instructor's Manual for
revisions. (5 min.)

2. Pairs work on revising manual. (3 nrs.)

3. Pairs hand in work and receive feedback from
Instructor.

4. Partners revise materials. (45 min.)

Write STRIPE on flipchart.
Divide up Instructor's Manual into sections based

on number of participants.
Identify available resources for participants.

ETE Instructor's Manuals
Flipchart Pads
Flipchart Pens
Resource Books on ETE

InstL,c_toltp_s: Keep moving around th room interacting with
students to create new ideas for activities.



DAYAL5. AlLtbd±21_1

TiM2: 2:20 - 2:30 p.m.

AgtiiitY: Feedback to Facilitators

ghig2til/AA: Participants will be able to:
1. Use a force field analysis for evaluation,
2. Provide positive and negative feedback on

workshop task, and
3. Provide positive and negative feedback on

workshop process.

Purposes: 1. To model one type of evaluation process that
provides temporal contiguity in feedback

2. To model reCeiving feedback as facilitators
3. To alter design to meet changing expectations

and needs

Mftth2dA: 1. Prepare a flipchart as follows:

ONO

2. Have participants brainstorm feedback ideas
to fit under both sides of the chart.

3. Provide opportunity for discussion about any
of the items.

Preparation: Make revisions in schedule, format, etc., as
deemed possible and useful, based on the
feedback received.

Materials: Flipchart
Marker
Masking Tape

Instructor Notes:



pgy 16, Activity_l

8:00 a.m. - 2:20 p.m.

Activity: Prepare ETE Module to Present to ATDW Class

Objectives: Participants will be able to:
1. select an appropriate module within the given

time constraints, and
2. develop support materials, using audio-

visuals.

121.1=2agg:

Methods:

1. To practice preparation and delivery of a
module

2. To work together with a partner in
preparation and delivery of a module

1. Announce to the class that each pail will
give a 30 minute presentation and receive
written and verbal feedback on their
presentations. (15 min.)

2. Explain where materials are located and what
the requirements are to use materials.
(15 min.)

3. Be available for assistance. (5 hrs. 20 min.)

Preparation: Talk to AED about copying capability.
Set up materials and equipment.
Check to see that the overhead projector works and

is properly focused, and the lighting is
appropriate.

Materials: Computers available
Harvard Graphics Software
Xeroxing capability
Overhead Projector
Blank Overhead Transparencies

Instructor Notes: Time will need to be adjusted depending on
the number uf participants. Once you make
the schedule, be sure the timing is carefully
done so that students at the end receive as
much time as students at the beginning.



Day_lix_Activi,tv 2

Time: 2:20 - 2:30 p.m.

Feedback to Facilitators

Participants will be able to:
1. Use a force field analysis for evaluation,
2. Provide positive and negative feedback on

workshop task, and
3. Provide positive and negative feedback on

workshop process.

Activity:

Eurposes: 1. To model one type of evaluation process that
provides temporal contiguity in feedback

2. To model receiving feedback as facilitators
3. To alter design to meet changing expectations

and needs

Methods: 1. Prepare a flipchart as follows:

2. Have participants brainstorm feedback ideas
to fit under both sides of the chart.

3. Pljvide opportunity for discussion about any
of the items.

PrepArltion: Make revisions in schedule, format, etc., as
deemed possible and useful, based on the
feedback received.

Flipchart
Marker
Masking Tape

Instructor Notes:



PAY_I/L_AgtiMi11_1

Time: 8:00 - 10:00 a.m.; 10:15 a.m 12:15 p.m.;
32:30 - 2:20 p.m.

Ea/Maga:

Deliver ETE Presentations and Provide Feedback on
ETE Presentations

Participants will be able to:
1. deliver a 30 minute module using at least one

audio-visual aid,
2. divide presentation so co-trainers share time

nearly equally,
3. give feedback on presentation of module that

is specific, observable and behavioral,
4. receive feedback on presentation of module in

a non-defensive manner, and
5. view themselves on video tape and critique

their own presentations.

.1. To increase confidence in delivery of
material

2. To get a realistic assessment of competencies
and growing edges

3. To learn from watching others and listening
to critique

Methods: 1. Assign the order for people to deliver their
presentations. (5 min.)

2. Assign the order for the operators of the
video equipment. (5 min.)

3. Demonstrate the use of the video equipment.
(5 min.)

4. Trainer hands out written evaluation which
class will fill out on each participant.
(3 min.)

5. First pair presents, then sits down.
(10 min.)

6. Trainer goes to the front of the room and
collects written evaluations. (2 min.)

7. Trainer asks for verbal feedback on what was
effective in the presentation and what the
suggestions are for improvement. (8 min.)

8. After the session is over, co-partners should
go to the separate, private room and view
themselves on videotape. It is their



responsibility to meet later with the
presenters of the session they missed to
review the missed material.

Preparation: Set up video camera for taping of presenters.
Set up video playback machine in a separate room.
Copy evaluation forms so every person can fill

them out on everyone else. Number of handouts
= n x (n-1).

In calculating the sequence and timing of
presentations, consider the number of ATDW
participants. Amount of time for each
participant = 640 min. (total time
available in two days) number of
participants. The time listed for each
participant in the manual (40 min.), is based
on 16 participantQ

Check out equipment, lighting, outlets and set up
for video. (This should be checked out 3-4
days in advance with AED manager and facility
personnel.)

Materials: Evaluation Forms
Video equipment for taping
Video playback set-up in a separate, private room
Video cassettes (one per team)

Instructor Notes: Trainer needs to model good behaviour
description and participate in feedback
session. sure to balance positive
feedback with negative feedback.



Time: 2:20 - 2:30 p.m.

Feedback to Facilitators

Participants will be able to:
1. Use a force field analysis for evaluation,
2. Provide positive and negative feedback on

workshop task, and
3. Provide positive and negative feedback on

workshop process.

Activity:

2hitatimag:

Purposes: 1. To model one type of evaluation process that
provides temporal contiguity in feedback

2. To model receiving feedback as facilitators
3. To alter design to meet changing expectations

and needs

Methods: 1. Prepare a flipchart as follows:

2. Have participants brainstorm feedback ideas
to fit under both sides of the chart.

3. Provide opportunity for discussion about any
of the items.

4. Direct participants to "Reaction Formative
Evaluation of ETE Module" in Participant's
Manual. Have them complete and hand in.

preparati.on: Make revisions in schedule, format, etc., as
deemed possible and useful, based on the
feedback received.

Materials: Flipchart
Marker
Masking Tape

Instructor Notes:
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TiEgl 8:00 - 10:00 a.m.

Activity: Unfinished Topics

Obiectimggi Participants will be able to:

Purposes:

Methods:

1. identify key learnings from the training, and
2. identify key questions that still remain

regarding Advanced Trainer Development
Workshop.

1. To bring closure to the content material of
ATDW.

2. To complete any unfinished business.
3. To increase awareness of the individuality of

learning and that learnings which may be
crucial to one participant are considered
obvious to another.

1. Facilitator reviews the course work of ATDW
and asks participants what the critical
points were during the course. Participants
are asked to write down key learnings for
themselves and then to prioritize the top
three. (20 minutes)

2. Facilitator uses nominal group technique to
list key learnings on the flip chart and
discusses these issues. (30 minutes)

3. Facilitator asks participants to review Self-
Assessment taken during the first day of
class and is asked to list any questions
which remain about the content area of ATDW.
(15 minutes)

4. Facilitator lists key questions on flip
chart. (10 minutes)

5. Group and facilitator develop agenda and
answer the questions. (45 minutes)

agpArltions: Students need to bring self-assessment form
completed on Day 1.

Prepare flip chart headings: Key Learnings and
Unanswered Questions.

Materialgl Flip chart
Flip chart pens
Individually completed self-assessment form

Instructor Notes:



Time: 10:15 a.m. - 12:15 p.m.

Activity: Feedback and Self-Development Plan

Obiectives: Participants will be able to:

1. give and receive constructive feedback,
2. list strengths and weaknesses in ATDW, and
3. describe a plan for self development.

purposes:

Methods:

1. To provide an opportunity for personal
closure with other participants.

2. To recognize the importance of continuous
learning in AVM.

3. To recognize opportunities at AED which fit
into the Development Plan.

1. Ask participants to review Self-Assessment
Form taken on Day 1. (10 minutes)

2. Ask participants to list three Strengths,
three Weaknesses and three Questions they
have about how they are perceived by others.
(15 minutes)

3. Participants should identify three people
they have worked closely with over the past
18 days. Remind participants about
characteristics of good feedback, then ask
them to find one of the three people on the
list. (15 minutes)

4. Participants share strengths/weaknesses/
questions and then ask for feedback from
their partner. (20 min.)

6. Rotate partners two more times and receive
feedback. (40 minutes)

7. Complete Self-Development Plan. (20 minutes)

Preparations: Have participants bring individually completed
self-assessment from Day 1

Prepare flip chart with characteristics of good
feedback.

Materials:

Instructor Notes:



DAY_ 18, AQU.NLitY2

TiMP_L 12:30 p.m. - 1:15 p.m.

Activity: Evaluation of ATDW Workshop

Participants will be able to:
1. express opinions about the content, process

and facilitators of the course,
2. make suggestions about improvements in ATDW,

and
3. complete a written evaluation of ATDW.

Purposes: 1. To provide feedback to facilitators.
2. To provide input for changes in the course.

Methods: 1. Participants fill out written report and hand
it in. (15 minutes)

2. Facilitator asks for oral feedback about the
course: content, process and facilitation.
(15 minutes)

3. Participants fill out "Peer and Self-
Evaluation of Readiness to Become a Trainer
of Trainers" and hand it in. (15 minutes)

Preparations: Identify page number for written evaluation.
Prepare 3 flip charts with CONTENT (+/-), PROCESS

(+/-) and FACILITATION (+/-).

Materials:

Instructor Notes:



DAY_Lag_latjaity 4

Time: 1:15 p.m. - 1:45 p.m.

Activityl Closing Ceremony

Objectives: Participants will be able to:
1. receive a certificate from AED/AID, and
2. organize a closing ceremony for a training of

trainers workshop.

Purposes: 1. To reinforce the context and overall goals of
AED and the Certification Program for Human
System Development Professionals.

2. To integrate ritual into the workshop.
3. To provide feedback and first-hand knowledge

of ATDW to AED/AID personnel.

Methods: 1. Welcome by director of host institution. (5

minutes)

2. Overview of the experience and closing
comments by AED manager and ATDW trainers.
(10 minutes)

3. Hand out certificates. (5 minutes)

4. Comments by participants. (5 minutes)

5. Reading from the Holy Quran and prayers. (5

minutes)

preparations: Arrangements will need to made ahead of time with
the director of the host institution, the
AED manager, the U.S. AID manager, and the
director of AFD. A participant needs to be
identified who is able to perform the rituals
and prayers.

Materials: Be sure certificates are present. At the
beginning of ATDW, be sure a list of names with
the correct spelling has been given to AED
manager.

Instructor Notes:



Advanced Trainer
Development Workshop

Participants' Manual

The Academy for Educational Development
Islamabad, Pakistan
July 7 26, 1990

Consultants:
Gary N. McLean
Barbara S. Arney



12ay_j,

8:00 a.m. Opening Ceremony
8:30 Introductions
9:45 Overview/Objectives/Calendar
10:00 Break
10:15 Groundrules
11:00 Self Assessments
12:00 p.m. Organizational Change Models
12:15 Break
12:30 Organizational Change Models (Continued)
1:30 Systematic Training Model
2:20 Feedback on Day's Activities
2:30 Group Picture

Day 2

8:00 a.m. Overview of Group Process
8:05 Task vs. Process in Groups
8:30 Group Roles in Fishbowl
10:00 Break
10:15 Group Decision Making
11:45 Stages of Group Development
12:15 p.m. Break
12:30 Stages of Group Development (Continued)
12:45 Dealing with Resistance
2:20 Feedback on Day's Activities
2:30 Adjourn

Day_a

8:00 a.m. Review of Computer Use
8:10 Enter Data from Self Assessment on PeopleFacts
10:00 Break
10:15 Prepare Bar Charts for Self Assessment
12:15 p.m. Break
12:30 Write ATDW Objectives Based on Self Assessment

Results
2:20 Feedback on Day's Activities
2:30 Adjourn

Day 4

8:00 a.m. Review and Revise ATDW Desien Based on Self
Assessment and Objectives

9:30 Giving and Receiving Feedback
10:00 Break
10:15 Giving and Receiving Feedback (Continued)
11:30 Co-Facilitator Selection
12:15 p.m. Break
12:30 Harvard Graphics for Overheads and WordPerfect
2:20 Feedback on Day's Activities



2:30 Adjourn

DAL,1

8:00 a.m. Review TNA Content/Participant's Manual
10:00 Break
10:15 Continue Review of Participant's Manual
12:15 p.m. Break
12:30 Revise TNA Instructor's Manual
2:20 Feedback on Day's Activities
2:30 Adjourn

Day 6

8:00 a.m. Continue to Work in Pairs Revising Instructor's
Manual

10:00 Break
10:15 Continue to Work in Pairs Revising Instructor's

Manual
12:15 p.m. Break
12:30 Continue to Work in Pairs Revising Instructor's

Manual
2:20 Feedback on Day's Activities
2:30 Adjourn

Day 7

8:00 a.m. Prepare TNA Module to Present to ATDW Class
10:00 Break
10:15 Prepare TNA Module to Present to ATDW Class

(Continued)
12:15 p.m. Break
12:30 Prepare TNA Module to Present to ATDW Class

(Continued)
2:20 Feedback on Day's Activities
2:30 Adjourn

Days 8 and 9

8:00 a.m. Deliver TNA Presentations and Provide Feedback on
TNA Presentations

10:00 Break
10:15 Deliver TNA Presentations and Provide Feedback on

TNA Presentatioils (Continued)
12:15 p.m. Break
12:30 Deliver TNA Presentations and Provide Feedback on

TNA Presentations (Continued)
2:20 Feedback on Day's Activities
2:30 Adjourn



Day 10

a.m. Revise Instructor's Manual
MBTI
Break

8:00
9:00
10:00
10:15 MBTI (Continued)
11:30 Co-Facilitation
12:15 p.m. Break
12:30 Review PDIT
2:20 Feedback on Day's Activities
2:30 Adjourn

Day 11

8:00 a.m. Revise PDIT Instructor's Manual
10:00 Break
10:15 Revise PDIT Instructor's Manual (Continued)
12:15 p.m. Break
12:30 Revise PDIT Instructor's Manual (Continued)
2:20 Feedback on Day's Activities
2:30 Adjourn

DAL12.

8:00 a.m. Prepare PDIT Module to Present to ATDW Class
10:00 Break
10:15 Prepare PDIT Module to Present to ATDW Class

(Continued)
12:15 p.m. Break
12:30 Prepare PDIT Module to Present to ATDW Class

(Continued)
2:20 Feedback on Day's Activities
2:30 Adjourn

Days 13 Anj_lA

8:00 a.m. Deliver PDIT Presentation and Provide Feedback on
PDIT Presentations

10:00 Break
10:15 Deliver PDIT Presentation and Provide Feedback on

PDIT Presentations (Continued)
12:15 p.m. Break
12:30 Deliver PDIT Presentation and Provide Feedback on

PDIT Presentations (Continued)
2:20 Feedback on Day's Activities
2:30 Adjourn



Day 15

8:00 a.m. Review ETE Content/Participant's Manual
10:00 Break
10:15 Participants Revise Instructor's Manual
12:15 p.m. Break
12:30 Participants Revise Instructor's Manual

(Continued)
2:20 Feedback on Day's Activities
2:30 Adjourn

8:00 a.m. Prepare ETE Presentations
10:00 Break
10:15 Prepare ETE Presentations (Continued)
12:15 p.m. Break
12:30 Prepare ETE Presentations (Continued)
2:20 Feedback on Day's Activities
2:30 Adjourn

Day 17

8:00 a.m. Deliver ETE Presentations and Provide Feedback on
ETE Presentations

10:00 Break
10:15 Deliver ETE Presentations and Provide Feedback on

ETE Presentations (Continued)
12:15 p.m. Break
12:30 Deliver ETE Presentations and Provide Feedback on

ETE Presentations (Continued)
2:20 p.m. Feedback on Day's Activities
2:30 Adjourn

Day 18

8:00 a.m. Unfinished Topics
10:00 Break
10:15 Feedback and Self Development Plan
12:30 p.m. Evaluation of ATDW Workshop
1:15 Closing Ceremony
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BIOGRAPHIES OF FACILITATORS

Barbara B. Arney is an independent consultant in Minneapolis,
Minnesota, specializing in management training, teambuilding and
strategic planning. Her undergraduate degree in Education is
from Iowa State University, and an M.A. in Applied Behavioral
Science from Whitworth College in Spokane, Washington. She has
served on the faculty of the Leadership Institute of Spokane and
has been an adjunct faculty at the University of Minnesota,
College of St. Catherine, and College of St. Thomas. She spent
four years as Director of Organizational Services at Government
Training Service, St. Paul, Minnesota.

Gary N. McLean is Professor of Business Education and Coo-dinator
of Training and Development at the University of Minnesota. He

also has been an independent consultant for twenty years,
specializing in training of trainers, organization development,
and quality management transformation. His undergraduate honours
degree is in Business Administration from the University of
Western Ontario, London, Canada, with an M.A. and doctorate, both
in Business Education, from Columbia University, New York City.
He has considerable consulting and research experience in India,
Bangladesh, Pakistan, Korea, Jamaica, and Puerto Rico, and has
supervised projects in many other countries. McLean has written
over 100 articles and edited or authored more than twenty books.



INTRODUSIVINg

Worksheet

Find out the following information about the person you are

interviewing. You will introduce this person to the group as a

whole. You will have ten minutes gAgh for your interview and no
more than three minutes gAgh for your introduction.

Below are some questions you may wish to ask. Those marked with

an asterisk (*) are important questions for the facilitators.

*What is your name and the name you wish us to use?

Who is your employing organization?

What is your job title?

What do you do on your job?

What is your educational background?

*What previous AED programs have you participated in?

*What is your training experience?

What training experience (good or bad) has most influenced your
views about training?

What have been your travel experiences?

What are your hobbies?

*Why have you come to this workshop?

*What do you hope to gain from the workshop?

*What do you hope will not happen during the workshop?

What conditions help you learn best?

What else would you like people to know about you?
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Workshop Objectives
Advanced Trainers Development Workshop

Assess competencies possessed in the areas
of training, managing training, and training
of trainers

Describe how training fits into the broad
context of organizational effectiveness

Describe at least one systematic model of
training

Give feedback that uses behavior descrip-
tions and personal impact statements to
facilitate improvement

Receive feedback non-defensively and use it
to improve performance

Use computer for needs assessment, visual
aids, and evaluation

Write objectives descriLng desired outcome
of training

Describe appropriate behavior for conducting
training needs assessment (TNA)

Workshop Objectives
(Page 2)

Describe appropriate behavior for designing,
developing, and facilitating training (PDIT)

Describe appropriate behavior for conducting
training evaluations (ETE)

Contract with an agency for the project
portion of TNA, PDIT, and ETE

Develop activities, materials, and timelines
in an appropriate format for an instructor's
manual

Write a self-development plan that reflects
awareness of training strengths and weakness
and impact on others as a trainer

Take appropriate responsibility in tasks and
relationships

Establish appropriate interdependent relation-
ships with co-facilitators, trainees, and
support staff

Assess trainees according to their readiness
to train others



SUNDAY MONDAY

July 1990
ATDW Workshop

TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

7
Opening Ceremony
Introductions
Overview/

Objectives
Groundrules
Self-Assessments
Org Change Models
Systematic Tng

Models

8
Group Dynamics
Giving and

Receiving
Feedback

9
Computer Review
Analysis of

Assessment Tools
Write Objectives

Based on
Assessment
Results

Revise Design
Based on
Assessment and
Objectives

10
Review TNA

Content/
Participant's
Manual

11
Revise/Create

Instructor's
Manual forTNA

12
Prepare TNA

Presentations

13 14
Deliver TNA

Presentations
Provide Feedback

on TNA
Presentations

15
Deliver TNA

Presentations
Provide Feedback

onTNA
Presentations

16
Review PDIT

Content/
Participant's
Manual

17
Revise/Create

Instructor's
Manual for PDIT

18
Pre_pare PDIT

Presentations

19
Deliver PDIT

Presentations
Provide Feedback

on PDIT
Presentations

20 21
Deliver PDIT

Presentations
Provide Feedback

on PDIT
Presentations

22
Review ETE

Content/
Participant's
Manual

23
Revise/Create

Instructor's
Manual for ETE

24
Prepare ETE

Presentations

25
DCliVer ME .

Presentations
Provide Feedback

on ETE
Presentations

26
Training of Trainers

Issues
Self-Dewlopment

Plans
Evaluation of

ATDW
Workshop

Closing Ceremony/
Awarding of
Certificates

27 28

29 30 31

June August
S MTWT F MTWTF S

1 2 1234
3 4 5 6 7 8 9 5 6 7 8 9 10 11

10 11 12 13 14 15 16 12 13 14 15 16 17 18

17 18 19 20 21 22 23 19 20 21 22 23 24 25

24 25 26 27 28 29 30 26 27 28 29 30 31

1) I
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Daily Schedule
Advanced Trainers Development Workshop

8:00 a.m. Session 1

10:00 a.m. Tea Break

10:15 a.m. Session 2

12:15 p.m. Tea Break

12:30 p.m. Session 3

2:30 p.m. Adjournment and Lunch



Reajewstorming_process

plirpcmg: Brainstorming is a process that enables a group to

identify a large number of possible options for

solution. Since there are no restrictions on the kind
of responses that can be given, more creative solutions
may emerge. It is also a process that encourages
involvement of everyone in the group.

Process: 1. All ideas are encouraged; the more, the better.

2. No judgment is to be made about any idea when
offered.

3. No discussion is allowed during the development of
the ideas.

4. All ideas are written on the flipchart--no
censoring by the facilitator.

5. When there are no more new ideas, the facilitator
aL,ks the group if there are any items that require
clarification. Again, there is to be no discus-
sion about the value of the item; clarification
only is permitted.

6. Items that are the same or similar should be
consolidated next so the remaining items do not
contain overlaps.

7. Only at this step is judgment about the value of
an item permitted. Discussion is encouraged; the
goal is to eliminate/include items by consensus.
When agreement cannot be reached, the group will
need to decide on what criteria it will use for
inclusion. Majority vote may need to be used.



Suggested Groundrules for ATDW Workshop

* Be on time
* End on time
* Follow agenda, but adjust with consensus
* Participants share responsibility with the facilitators for the
workshop; feedback is given on a timely basis

* Participants take responsibility to seek additional information
when needed from the facilitators and other participants

* No plops (i.e., don't ignore a person when they make a
comment); everyone's opinion should be considered

* One person talks at a time (i.e., no sidebars)
* No interruptions of another person unless a groundrule is being
violated

* Raise hand to be recognized
* Approximately equal participation by all participants (i.e., no
dominating or withdrawal)

* No smoking in training rooms
* Participants will be at all sessions unless absence is shared
with the group prior to the absence or in case of an emergency

* Assigned tasks will be completed on time
* Use "I" statements unless the group has reached consensus and
has empowered you to be spokesperson

* Two-way communication is to be encouraged
* Give and receive feedback constructively, with an emphasis on

the positive
* Use people's names rather than referring to them impersonally
as "he" or "she"

* Avoid "blaming" or making attributions
* No discounting or "put-down" of contributions via sarcasm,

insult, etc.
* It's ok to take risks; this will require each of us to move

out of our comfort zones
* Inclusive language will be used, acknowledging that both males
and females are a part of our audience

* Disagreement is acceptable and to be encouraged
* Be open to others' ideas
* No discussion of religion or politics unless directly

applicable to topic under discussion
* Avoid distractions during sessions, e.g., serving of tea
* No sleeping during course sessions
* It's ok to ask a person to repeat (either facilitator or

participant) if not understood
* Groundrules are open-ended
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In the column on a left, for each item, indicate how important
you believe the competency is for trainers of trainers. Use the

following scale: 5 = Essential
4 = Very Important
3 = Important
2 = Not Very Important
1 = Unimportant

In the second column, for each item, indicate your current level
of performance for each of the competencies. Use the following

scale: 5 = Excellent
4 = Above Average
3 = Average
2 = Below Average
1 = Poor

PeIsonal
Importance Performance

=11.1110.111411

1.

Content $kills

Describes appropriate behavior for
conducting a training needs
assessment.

2. Models appropriate behavior for
conducting a training needs
assessment.

3. Describes appropriate behavior for
designing training.

4. Models appropriate behavior for
designing training.

5. Describes appropriate behavior for
developing training.

6. Models appropriate behavior for
developing training.

7. Describes appropriate behavior for
facilitating training.

8. Models appropriate behavior for
facilitating training.

9. Describes appropriate behavior for
conducting training evaluations.

10. Models appropriate behavior for
conducting training evaluations.



Personal
Imo:Lange Performance

11. Describes appropriate behavior for
marketing training programs.

12. Models appropriate behavior for
marketing training programs.

ZmAgtialikkAtilla

13. Critiques products and methods in
needs assessment; training design,
development, and facilitation; and
evaluation of training, by
providing feedback (verbal and
video) to trainees which uses
behavior description and personal
impact statements, facilitating
improvement.

14. Establishes appropriate inter-
dependent relationships with co-
facilitator (if applicable),
trainees, and support staff.

15. Empowers others to develop their
own unique training philosophy
which includes personal style,
values, and ethics statement.

16. Ranks trainees according to their
readiness to train others.

Technical Skills

17. Instructs others in use of video
camera and playback machine.

18. Instructs others in use of computer
for needs assessment, visual aids,
and evaluation.

19. Instructs others in the design of
training manuals.

20. Instructs others in the use of
training manuals.

21. Identifies and describes resource
materials useful to trainers.

2f: )



Personal
Importance Pertormance Adaptive akilla

Models appropriate adaptive behavior, such as:

MIM

22. capacity and desire for self
correction.

23. non-defensiveness in receiving
feedback.

24. awareness of strengths and
weaknesses and impact on others.

25. taking appropriate responsibility
in tasks and relationships.

4.) s
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Indicate your own assessment of your current level of performance
for each of the following competencies. The competencies
included are those that are unique to managing a training and
development function and do not include all management
competencies. In each case it should be understood that the most
effective manager accomplishes his or her competencies using the
input of staff.

Circle the appropriate number using the following scale:
5 = Excellent
4 = Above Average
3 = Average
2 = Below Average
1 = Poor

1. Develop budgets that balance meeting current
training needs and developing longer range
activities aimed at future performance needs.

2. Operate the training and development function
within approved budgets.

3. Determine the cost benefit of training and
development activities.

4. Provide resources for ongoing development of
self and staff members to expand competency
base available within training and develop-
ment.

5. Listen to clientsf/customers' needs and
help them clarify their needs.

6. Develop and maintain clear but flexible
job descriptions.

7. Select competent and respected personnel for
employment.

8. Select competent and respected consultants.

9. Design appropriate facilities for accomplish-
ing the mission of training and development.

10. Acquire appropriate supplies and equipment
to accomplish the mission of training and
development.

11. Develop a mission statement based on a vision
for training and development consistent with
company mission.

5 4 3 2 1

5 4 3 2 1

5 4 1 2 1

5 4 3 2 1

5 4 3 2 3.

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1



14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.
effectiveness in training and development.

26. Function as a trainer of trainers (see separate
competency list).

27. As necessary, function as a trainer (see separate
competency list).

Develop one-year goals and objectives for 5

training and development.
4 3 2 1

Develop three-year goals for training and 5

development.
4 3 2 1

Develop a data-base system for maintaining 5

records of trainee achievements.
4 3 2 1

Develop a data-base system for maintaining 5

records of instructional materials, supplies
and equipment.

4 3 2 1

Develop a training schedule. 3 4 3 2 1

Maintain data-base for training functions. 5 4 3 2 1

Create and disseminate reports on training 5

functions.
4 3 2 1

Run well-organized, effective staff meetings. 5 4 3 2 1

Uses problem solving tools effectively (e.g., 5

affinity diagrams, brainstorming, pareto
charts, force field analysis, etc.)

4 3 2 1

Foster a sense of teamwork within the staff. 5 4 3 2 1

Providing assistance to any staff member on 5

an "as needed" basis.
4 3 2 1

Provide a mechanism that supports continuous 5

improvement throughout the training and
development functions.

4 3 2 1

Review, update, and enforce company policies. 5 4 3 2 1

Modify, add, and delete policies for increased 5 4 3 2 1



Definition of OD Organization Development
Definition

OD is an effort (1) planned, (2) organ-

ization-wide, and (3) managed from the

top, to (4) increase organization

effectiveness and health through (5)

planned interventions in the organi-

zation's "processes," using behavioral-

science knowledge.

Organization Development focuses on assuring
healthy inter- and intra-unit relationships
and helping groups initiate and manage change.
Organization development's primary emphasis is
on relationships and processes between and
among individuals and groups. Its primary
intervention is influence on the relationship
of individuals and groups to effect an impact
on the organization as a system.

Beckhard, 1969, p. 9. McLagan, 1989, P. 7)

44),Ch
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Characteristics of OD

Organization development (OD):

1. Involves a total organizational system
2. Views organizations from a systems

approach
3. Is supported by top management
4. Employs third-party change agents
5. Is a planned effort
6. Uses behavioral science knowledge
7. Is intended to increase organizational

competence and health
8. Is a relatively long term process
9. Is an ongoing process

10. Relies on experiential learning
11. Uses an action research model
12. Emphasizes goal setting arid action

planning
13. Focuses on changing the attitudes,

behaviors, and performance of groups
rather than individuals

Margulies & Rala, 1978

4)/11.,
)
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Figure 1: ACTION RESEARCH MODEL
FROM: McLean, G.N., & Sullivan, R.L. (1990, in press). The e3sential

competencies for internal and external organization development

consultants. Organization Development Journal.



Table 4.1 Change Agents and Client System Roles in the Organizational Development Process

Stage Purpose
Role of

Change Agent
Role of

Client System

=EMMMEMINIIMMIM

Dilemmas

Initiation First information sharing To provide information on To provide information on Misrepresentation of the consultant's

bockground expertly% possible needs, relevant skill bose and bockground
and experience problems, interest of

manogement and
representative groups

Misrepresentation of organizational
interest

Clarification Further elaboration of To provide details of To provide a detailed his- Inappropriate determination of who
initiation stage educatio4 licensure

operative values,
optimum working

tory of special problems,
personnel, marketplace,
internal cutture, and

the client Is
Avoidance of reality testing
Inappropriate determination of

conditions organizational politics value orientation

Specifica-
tion/agree-
ment

Sufficient elaboration of
needs, interest, fees,
services, working
conditions, arrange-
ments

To specify actual services,
fees to be charged, time
frame, octual wvik
conditions

To specify whose needs are
to be addressed. goals,
obiectives, and possible
evaluative criteria or
end-state outcomes

Inappropriate structuring of the
relationship

Inappropriate definition of change
problem

Collusion to exclude outside parties

Diagnosis To obtain on unfiltered To collect data concerning To assist change ogent In Avoidance of problems
and undistorted view of organizational problems data collection Misuse of data
the organization's prob- and processes, and to Distortion and delefion of data

lems and processes
pinpointing change
targets and crtteria

provide feedback Ownership of data
Voluntary consent
Confidentiality

Goal setting/
action
planning

To establish the specific
goals and strategies to
be used

To agree mutually with the
client system on the
goals and strategies to

To ogree mutually with the
change agent on the
goals and straregies to

Inappropriate choice of intervention
goal and targets

Inappropriate choice of operative

be used be used MOMS
inappropriate scope of intervention

1

ki



hrsterns
ntervention

The intervention into
ongoing behavior%
structures, and
processes

Evaluation To determine the effective-
ness of the intervention
strategies, energy, and
resources used, as well as
the change agent-client
system relationship

Weration

:ontinuation/
naintenance

To modify change strate-
gies, depth levet goals,
targets, or resources
utilized if necessary

To monitor and maintain
ongoing strategies, pro-
vide periodic checks,
and continue interven-
tion based on original
or altered plans cnd
strategies

ermination To have the change agent
disenfranchise self from
the client system and
establish a long-term
monitoring system

To Intervene at specific
targets, at a specific
depth

To gather data on speci-
fied targets and report
findings to the client
system

To make alteration to meet
original goals, or to de-
velop new mutual goals
and strategies with client
system

To specify the parameters
of the continuation of
the maintenance of the
reictior iship

To fulfill the role agreed on
In previous stages and
evaluate overall effective-
ness from feedback from
the client system

To Invest the energy and
resources required by
planned intervention

To analyze the evaluation
data and determine
effectiveness of the
Intervention

To make known needs
and expectations, and
to provide the context
for a modification of the
original agreement, if
necessary

To provide or allocate the
resources required to
maintain orcontinue
the intervention

To determine the organi-
zation's state of health,
and whether it has de-
veloped the adaptive
change process

Assimilation Into culture
inappropriate depth of intervention
Coercion vs. choice, freedom, and

consent to participate
Environmental manipulation

Misuse of data
Deletion and distortion of data

Failure to change and lack of
flexibility

Adoption %.-:.)f inappropriaie strategy

Inappropriate reduction of
dependency

Redundancy of effort
Withholding of services

Inappropriate transition of change
effort to Internal sources

Premature exit
Failure to monitor change

ource: Adapted from White, L A anti Wooten, K C. "Ethical Dilemmas in Various
,eview 8, no. 4, 1983, p. 695.
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Person
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Goals, plans

Communication

Culture, climate

Leadership, authority

Problem solving

Decision making

Conflict or cooperation

Role definition
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OIL INDUSTRY INSTITUTE OF TECHNOLOGY CARPENTRY SHOP:
PERSONNEL MANAGEMENT AND MANPOWER PLANNING

by
Karamat Azim, Deputy Director, NIPA-Lahore

Copyright (c) 1990 by NIPA-Lahore

In the summer of 1986, the carpentry shop of the Oil
Industry Institute of Technology was falling seriously behind its
outside work schedule because of the sudden reluctance of one of
the foremen to perform his work properly. :he carpentry shop was
responsible for all repairs and maintenance of the Institute.
During the three summer months of June, July and August, when
classes were not in session, the carpentry shop had its heaviest
work load to prepare all of the facilities for the Institute's
reopening in autumn.

The Institute

The institute was founded in 1931 by a British group of
companies to train personnel and apprentices in specialized
branches of the oil industry through a program of full-time
education coupled with work at the refimary in the summer months.
The Institute developed gradually over the years, enlarged its
program to include specialized courses, and became one of the
leading institutions in the oil industry. When the company was
nationalized, so also was the Institute.

By 1965 the Institute had grown to include a large building
with different wings, together with recreation grounds and
gardens. In addition, there was a student hostel with all
facilities situated about a kilometer behind the Institute. The
student enrollment at the time of this case was about 2500.

The Carpentry §112p

The carpentry shop was responsible for the repair of all
facilities at the Institute and the student hostel. The
organization of the carpentry shop at the time was as shown in
Exhibit 1. Ibrahim NiLz, the carpentry shop supervisor, reported
directly to Raza Manan, the Administrative Officer of the
Institute, who, in turn, reported to the Principal of the
Institute. The carpentry shop was divided into two sections; the
Outside Repair Section with Mahmood Khan as its foreman, and the
Inside Work Section under Hafiz Assadi as foreman. Both foremen
reported directly to Niaz.

The functions of the two sections of the carpentry shop were

as follows:

1. Outside Repair Section. This section was responsible
for all upkeep of furniture and facilities of the
classrooms, offices, and the student hostel. The work

1
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involved on-the-spot repairs of such items as desks,
chairs, blackboards, closets, bookcases, cupboards and
similar furniture and fixtures that were best repaired
where they were located.

2. InkidgAgxh_aggtign. This section worked in the
carpentry shop making new items of furniture and
fixtures as requested by various departments and as
designed and scheduled by Niaz.

The Outside Repair Section was the larger of the two
sections, having a leading carpenter and ten ordinary carpenters,
as compared with the Inside Work Section with a leading carpenter
and six ordinary carpenters. Also, the Outside Repair foreman,
Khan, was considered a somewhat senior foreman because of his
heavier responsibility, such as answering emergency calls,
adjusting his schedule, and reassigning his carpenters to meet

these situations. Moreover, the outside carpenters were
difficult to supervise because they were continually moving about
to various locations to perform their work.

Manan had been the Administrative Officer at the Institute
for about ten years. During that time he had made major
improvements in the administration of the Institute. He was
known for his ha:4 work and great dedication to the Institute and
for giving personal attention to student problems and to various
administrative departments he supervised. He encouraged his five
department heads to visit his office at any time to discuss
problems.

Niaz, the carpentry shop supervisor, had worked at the
Institute for five years. He was brought to the Instituto iy
Manan as part of his effort to improve the level and type of
administrative personnel. Niaz was himself a graduate of the
Institute's engineering program several years earlier. Following
this the Company had sent him to England for two years of further
education and technical experience. On his return to Pakistan,
Manan, who had known him as a student, had persuaded him to join
the Institute to take charge of the carpentry shop.

Although it was Niaz's long-term ambition to work in oil
field maintenance engineering, he accepted Manan's offer at the
Institute with the understanding that, when a good position
opened in the fields, he would be considered for it. Recently,
Niaz's long-standing request for a transfer to fields maintenance
had come through, and he was scheduled to go in July to assume
his new position. No replacement had been appointed yet, but
Manan was looking for an appropriate man from the refinery
organization of the Company. During his five years at the
Institute, Niaz had done an outstanding job of improving
carpentry services. He had built up an efficient and smooth
working organization. He had designed and engineered most of the
furniture, fixtures and cabinet work for the Institute. He was



respected and well liked by his foremen and carpenters, and there
was rarely ever any disciplinary problems with his workers.

Thg_gitaatisil_in_tbAcarsffiattry_aboR

On July 12, 1986, while making his usual rounds, Niaz
noticed that the outside repair work was behind schedule. It
occurred to him that, during the last day or two, he had not seen
Khan actively supervising and checking the numerous outside
repair jobs as he usually did. Niaz, later that day, spoke to
Khan about his work falling behind schedule and the need to
follow up more closely on the jobs. Khan's response was that "he
was doing his best," but he seemed upset about something.

The next day Niaz observed that Khan remained in the shop
the entire day without making any effort to go out to check the
work in progress. He called Khan to his office around noon and
asked him why he was still not doing his job after their
conversation yesterday. Khan did not say much but simply
shrugged his shoulders and defended himself by saying that he had
worked hard for four years and always did his best. His behavior
was puzzling to Niaz because Khan was normally a very energetic
and conscientious foreman. He had never known him to act this
way in the four years he had worked with him. Niaz closed the
interview by telling Khan that he hoped that tomorrow he would
put his energies into the job as usual in order to catch up with
the work schedule.

Niaz was so puzzled by Khan's strange behavior that he
mentioned it to Manan at closing time. Manan advised him to wait
a day or two and, if the situation did not change, then to visit
Khan's house to see if there was any family trouble. He added
that Khan was one ot their best men, and he would not act that
way unless something were bothering him.

On July 16, Niaz made some casual inquiries among the
various carpenters and Assadi, the inside foreman, to try to find
out what was troubling Khan. They all said that they were as
puzzled as he was, and Niaz learned nothing of importance. That
evening he paid an informal visit to Khan's house where he was
received with the usual hospitality and good spirit by Khan and

his family. He observed no family problems of any kind.

Everyone seemed to be in good health and happy to see him. The

next morning he reported on his inquiries and visit to Manan and
added that "for some reason Khan is unwilling to tell me why he
is acting this way." Manan said he would look into the matter
personally.

On checking Khan's file, Manan found that he was eligible
for a pay increase at his next salary review, and that he had
been with the Institute for nearly four years and with the Oil
Company for six years prior to that. He was 36 years old,
married with four children. He had an excellent work record uver

3



the entire ten-year period. In the past, he had done an
outstanding job as Outside Repair foreman. Although he had very
little education and originally joined the refinery as an
ordinary worker, Khan had reached the post of carpenter and then
foreman through hard work and practical experience. He was
respected by his men as a highly skilled carpenter.

Later the same day Manan called Khan into his office. He

told him that Niaz had reported on his poor performance during
the past few days. He added that he was very disappointed to
hear of this, particularly at a time when so much work remained
to be done. He told him that he would like to help him and
finally asked him, "Why don't you tell us what's bothering you?
Why are you lying down on the job at a time like this?" Khan did

not say much. He fumbled a few words and said, "I am sorry to be

so much of a nuisance. I have worked hard for four years and
have always tried to do my best. If Niaz does not think I have
been doing a good job, why doesn't he say so? I have always
tried hard to please him. If he does not want me anymore, then
please transfer me to some other place."

Manan said, "Look, Mahmood, no one has said you have been
doing a poor job. Your record with us has been excellent, and we
have always counted on you. You are due for an increase at the
next review; but as much as I would dislike seeing your record
spoiled, you should know that, if you continue to behave as you
have these last few days, I will not be able to approve your pay
increase, and I will be forced to put a letter of reprimand in

your file. However, if you will go back on the job tomorrow and
get the work done as you always have, we will forget about the
whole matter." Khan's reply was, "Whatever you say, sir. It's

up to you." Manan told him to think over what he had said as he

left the office.

On July 181 the next day, Khan again spent the whole day in
his carpentry shop and grumbled to some of his workers about "the
lack of appreciation after all I have done." This continued for
the next few days during which time Niaz tried several times to
persuade him to change his attitude.

On July 221 Khan received a copy of the letter of reprimand
that had been placed in his file, and Niaz gave him a "Final
Warning" that the Institute would have to take stern measures if

he maintained this attitude much longer.

However, this disciplinary action had no apparent effect.
Niaz and Manan were uncertain what action they should take at

this point. They agreed that the dismissal of Khan should be

avoided, if possible. For one thing, it was the policy of the
Institute not to dismiss personnel except for the most serious
offenses. Administrative staff and workers were carefully
selected, giving close attention to their past performance, moral
standards, personal character and reliability, with the

4



expectation that once a person was employed he or she wolAld be

retained until retirement.

In addition, Niaz pointed out that it would not be easy to
locate a well-qualified replacement, and more than that, to find
a really good man would take too long at a time when there was so
much to be done. He added that Khan's leading carpenter was too
young and did not have enough experience to handle the job
properly. Finally, Manan felt strongly that Khan's excellent
ten-year record could not be disregarded and in a sense obliged
them to find out, somehow, what the real difficulty was and to
persuade Khan to resume his normal good performance.

EXHIBIT 1
THE INSTITUTE CARPENTRY SHOP

Plan of Organization

Principal

agcn'.ttary

Oil Drilling Exploration Administrative Marketing Maintenance
Department Department Officer Department Department

Manan

T-
Outside Repair

Foreman
Khan

Carpentry shop
Niaz

1 Leading Carpenter

10 Ordinary
Ca.-penters

5

Inside Repair
Foreman
Assadi

1 Leading Carpenter

6 Ordinary
Carpenters
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Carew Dsvolopmont

Human Rsourc Devrlopmont
(HRD)

Individual Drovolopment
(Training)

Figure 1.5 Human Resource Development

Organizational Devolopmont



Evaluating the
Training

Adjusting the
Design Daily

Delivering
the Training

Program

Evaluating
the Design

Dekrmining
New Training

Needs

Determining
Training Needs"40.. Collecting Data

for Training
Needs Assessment

Analyzing
the Data

it
Costing the
Training

Presenting to
Management

The
Training

Spiral

'Ilt4-,, Designing Revising Training
the Needs Assessment

Training to Include Input
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CYCLES OF
TRANSFORMATION EFFORTS

Though no hard and fast rules exist, there seems to be adequate testimony
and experience to roughly describe the first "cycles of transformation" for a
typical organization. We have chosen "cycles of transformation" as the

. descriptive phrase because transformation Is an Iterative process and the

Shewhart cycle Is an elegant model. Each Iteration of the cycle includes:

ACT: Does the data confirm the
"plan"? Are other "causes" operating?
Are the "risks" of proceeding to further
change necessary and worthwhile?

PLAN: What could be? What changes
are needed.? What obstacles need to be

overcome? What are the most Important
results needed? etc. Are data available?
What new Information Is needed?

CHECK: Measure and observe "effects"

of change or test.

DO: Small scale implementation of
change or test to provide data
for answers.

The plan is then modified by conclusions/answers surfaced in the first cycle.

This is then followed by continuous reiteration of all other steps, expanding

know:edge and applying understanding, forever. )
)
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Figure 10.11 The program planning, design, and evaluation process

FROM: Gilley, J.W., & Eggland, S.A. (1989). Principles of human resource

development. Reading, MA: Addison-Wesley, 239.
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"A method for identifying and meeting management, technical, and motivational training needs in industry and business"

3.0 DEVELOP 4.0 IMPLEMENT 5.0 EVALUATE
1.0 ANALYZE 11(

1.1

Needs
assessment

and proposal

1.2
General

work
analysis

1,3
Specific

woi k
behavior
analysis

Approval
of analysis

2.0 DESIGN

2.1
Program
design

3.1
Training
materials

development

4.1
Program

management
plan

5.1
Evaluate
Li aining

2.2
Lesson
design

3.2
Pilot test
'training
program

4.2
Deliver
training

5.2
Effectiveness

evaluation
report

2.3
Lesson

plan

5.3
Training
follow-up

Approval
to continue

training

iichard A. Swanson
University of Minnesota 1988



Conduct
Training

THE CRITICAL EVENTS MOVEL

......,
Identify the Needs of

the Organization

Obtain
Instructional
Resources

Select
instructional
Strategies

A

specify
Performance

LINIMIIMMINaVMAIIMMIN

Figure 1.2

Build
Curriculum

Identify
Learner
Needs

Determine
Objectives

FROM: Nadler, L. (1982). Designing training Erograms:
The critical events model. MA: Addison
Wesley.
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1. Data gathering/diagnosis

2. Establish objectives

8. Data gathering/evaluation

[ 3 Identify resources

[4. Develop curriculum

0 I7. Facilitate transfer of learning

13

A
6. Perform training

5. Plan logistics

Figure 1.1 Sequential model of an effective training process.

FROM: Camp, R.R., Blanchard, P.N., & Buszczo, G.E. (1986). Toward a moreorganizationall effective traininEstrategy & practice. EnglewoodCliffs, NJ: Reston.
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APPENDIX B

Philosophical Orientations to Training Style

Behaviorist Structuralist Functionalist
HumanistOrientation

to Teaching-
leQrning

Basic
Assumptions

Key Words
and
Processes

New behcvior can be caused
and °shaped° with well-
designed structures around
the learner.

Training designers select the
desired end behaviors and
proceed to engineAra rein-
forcement schedule that
systematically encourages
learners' progress tovard
those goals. Imaginative new
machinery has made learning
fun and thinking unnecessary
learners often control the
speed

'stimulus-response 'practice
'shaping 'prompting
'behavior modification
'pinpointing 'habit formation
"reward and punishment
'teaching machines
'environmental design
'successive approximation
.semitizing 'extinction 'taken
economy 'mastery

The mind is like a computer
the teacher is the pro-
gramme(

Content propedy organized
and fed bit-by-tit to learners
Mil be retained in memory
Criterion tests will verify the
effectiveness of teaching,
The teacher `keepspeople
awaker while simultaneously
entering dataa much en-
vied skill

"task analysis 'lesson planning
"Information mapping
'chaining 'sequencing
'memory 'audiovisual media
'presentation techniques
'standards 'association
'evaluation 'measuring instru-
ments 'objectives 'recitation

People learn best by doing,
and they will do bestwhat
they want to da People will
learn what Is practical

The learner must be willing
(or motivated) by the process
or the product, otherwise It Is
useless to try teo4hing. Perfor-
mance °on-the-job* is the
true test Opportunity self-
direction thinking, achieving
results, and recognition are
important

'problem solving "simulation
.6hands on° 'reasoning
'learner involvement 'reality-
based consequences
'achievement 'failure
'confidence 'motivation
'thinking 'competence
'discipline 'recognition
'feedback 'working

Learning isself-directed dis-
covery People are natural
and unfold (like a flower) if oth
ers do not inhibit the process.

*Anything that can be taught
to another is relatively Incon-
sequential (Rodgers)
Significant learning leads to
insight and understanding to
self and others. Being a better
human is considered a valid
learning goal

'freedom .IndMduality
-ambiguity 'awareness
'spontaneity 'mutually
'openness 'interaction
'experiential learning
'congruence 'authenticity
'listening 'cooperation
'feelings

In 1

(Continued)
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APPENDIX B (CONTINUED)

Behaviorist Structuralist

Interpersonal
Style

Supportive emphasis on
controlling and predicting
the learner and learning
outcomescooperative,
stimulus-response menta-
lities are valued Process is
product centered

Strengths The Doctor: clear, precise,
and deliberate, low risk care-
ful preparation, emotionally
attentive, complete security
for learners, a trust builder, ev-
erything 'arranged', protec-
tive, patient, in control.

Limitations "The Manipulator: fosters
dependence, overprotective,
controlling, manipulative "for
their own good', sugar coat-
ing, hypocritical agreeing, de-
ceptive assurances, withholds
data.

111=etwit

Directive: planning organiza-
tion presentation, and evalua-
tion are featured Process is
teacher centered

"The Experr: informative
thorough certain, systematic,
stimulating, good audiovisual
techniques, well rehearsed,
strong leader, powerful,
expressive, dramatic,
entertaining.

'The Elitist': preoccupied with
means, image, or structure
.rather than results; ignores
atfective variables, inflexible
(must follow lesson plan), di-
chotomous (black or white)
thinking, superior.

Functionalist Humanist

Asseri a: a problem-focused,
conditional confrontational
climatestriving, stretching,
achieving. Process is task ori-
ented and learner centered

°The Coach': emphasizes pur-
pose, challenges, learners,
perform and moke mistakes,
takes risks, gives feedbacks
builds confidence, persuasive,
gives opportunity and recog-
nition

°Sink or Swim': ends justify
means, loses patience with
slow learners, intimidating,
insensitive, competitive
overly task oriented, oppor-
tunistic, return-on-investment
mentality

Reflective authenticity Equal-
ity and acceptance mark re-
lationship. Process is
relationship c antered

'The Counselor: sensitive, em-
pathic, open, spontaneous,
creative, non-evaluative,
accepting, responsive to
learners, facilitative, interac-
tive, helpful

°The Fuzzy Thinker": vogue
directions, abstract, esoteric,
unconcerned with clock time,
poor control of group, resists
"teaching", appears unpre-
pared

Reprioted with permission from Richard Drostrom, Park City LIT.

FROM: Gilley, J.W., & Eggland, S.A. (1989).
Wesley, 147-8.

1:1-lacipsof human resource developmen. Reading, MA: Addison-
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GROUP PROCESS

GROUP
DYNAMICS

A. Characteristics
of all groups

B. Team
Building

C. Stages of
Team
Development

II
FAC ILITATING
& HANDLING

GROUPS

A. Group
Needs

B. Climate

C. Guideline for
Group
Process

D. Group
Responsibilities

E. Resistance &
Discipline

F. Group
Attitudes

Ill
MOTIVATION

A. Creating a
Positive
Climate

B. Strategies



CONT1ENT AND PROCESS



ILN napter 7

IExercise 10Observing Group Process
Observation Foomat 7 (Intermediate) Group Task Needs
Instructions: Copy the chart below or create a larger version on your own. Enter the names of team members along
the top. Enter checkmarks or comments in the appropriate boxes when you see one of the behaviors.

Initiating
Gets a conversation going. keeps it
going by defining problems, suggesting
procedttres. proposing tasks, stimulat-
ing ideas.

Information or Opinion Seeking
Drawing out relevant information, opin-
ions, ideas, suggestions, or concerns
from the group.

Infrirmation or Opinion Giving
Shares relevant information, opinions,
beliefs, information, suggestions, and
concerns. ,

Clarifying and Elaborating
Clears up confusian, gives examples,
r)oints out issues and alternatives, shares
interpretations of what's been said.

Summarizing
Pulls together what's been s:tid. organ-
izes related ideas. restates suggestions,
offers conclusions ft w the group to accept

or reject.
.

Terminating
Moves the group towards decision or
action (checking for consensus,
agreement, or disagreement).

Use of Data
Presents data to back up statements,
suggests what data to collect to verify
opinions.

7-42
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Tea n-Building Activities

'Exercise 10Observing Group Process

111°bservation
Format 8 (Intermediate) Group Relations Needs

nstructkms: Copy the chart below or create a larger version on your own. Enter the names of team members
Icag the top. Enter checkmarks or comments in the appropriate boxes when you see one of the behaviors.

I.

ncouraging
Is ftiendly, warm, and responsive; uses

re contact and "uh-huhs."

1140

pprJval/Acceptance
n-verbal or verbal approval of

-Mother member's participation.

1 .

.

ILroup Sensitivity
Senses and expresses group feelings

nd moods. Aware of significant shifts
tone.

srmonizing/Compromising
Reduces tension, works out disagree-

ts, admits error, changes propos-
Is to help the group. looks for middle

ground,

I
Gate-Keeping
Lelps to keep communication chan-

Is open, helps others to participate,
throttles dominating speakers, encour-

' Res non-contributors,

Sharing Feeling%
Iharing personal feelings with the team.

ett ing others to express t heir feelings

N

7-43
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ELEMENTS FOR EFFECTIVE
TEAMS

Clear group goal.

High trust.

Feelings expressed.

Ability to work through
conflict.

Members' skills used.

Democratic decisions.

Tasks accomplished.



ADDRESS INDIVIDUAL NEEDS BY: CLIMATE
Relating to people as
individuals.

Rewarding and praising.

Encouraging and motivating.

Providing independent work.

Recognizing and using
individual differences.

1 . Goals

a. Support and respect.

b. Commitment.

2. How to establish a positive
climate.

a. Ice breakers.

b. Trainer actions.

c. Trainer attitudes.

d. Trainer language.



GUIDELINES FOR 10. Conflict is OK and not to be
avoided.GROUP PROCESS

1. Five is an excellent number.

2. People need to be liked and
respected.

3. Working with several people
complicates matters.

4. Every group has a process.

5. The process is as important asthe product.

6. Groups should strive for
democratic process.

7. Process awareness is the key.

8. Have a timed agenda.

9. Goals and decisions need to beclear.

11. All rules taken casually.



1

Fishbowl Questions

How did you feel about your own
participation as a fisinbowl member?

I How did you feel about your own
participation as an observer?

I How did you feel about the product
(the list) generated by your group?

I How could your own participation be
changed to improve the group process?



Inference-observation Exercise

Read the following little story. Assume that all the
information in it is definitely accurate and true.

Next read the statements about the story and check each to
indicate whether you consider it true, false or "?". "T"
means that the statement is definitely true on the basis of
the information presentud in the story. "F" means that it is
definitely false. "?" means that it may be either true or
false and that you cannot be certain which on the basis of the
information presented in the story. If any part of a
statement is doubtful, make it "?".

The Story

A businessman has just turned off the lights in the store when
a man appeared and demanded money. The owner opened a cash
register. The contents of the cash register were scooped up,
and the man sped away. A member of the police force was
notified promptly.

Statements about the Story

1. A man appeared after the owner had turned
off his store lights. T F ?

2, The robber was a man. T F ?

3. The man who appeared did not demand money. T F ?

4. The man who opened the cash register was
the owner. T F ?

5. The store owner scooped up the contents
of the cash register and sped away. T F ?

6. Someone opened a cash register. T F ?

7.. After the man who demanded the money
scooped up the contents of the cash
register he ran away. T F ?

8. While the cash register contained money,
the story does not say how much. T F ?

4 4



9. The robber demanded money of the owner. T F ?

10. A businessman had just turned off the
lights when a man appeared in the store. T F ?

11. It was broad daylight when the man
appeared.

T F ?

12. The man who appeared opened the cash
register.

T F ?

13. No one demanded money. T F ?

14. The story concerns a series of events in
which only three persons are referred to:
the owner of the store, a man who demanded
money, and a member of the police force? T F

15. The following events occurred: someonedemanded money, a cash register was opened,its contents were scooped up, and a man
dashed out of the store. T F ?

The story and statements are a portion of the "UncriticalInference Test", copyrighted 1955, 1964, 1967, 1972 by WilliamV. Haney. The full length test is available for educationalpurposes from the International Society for General Semantics,PO Box 2469, San Francisco, CA 94126, USA.
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Definition of Consensus

CONSENSUS is the willingness of

I individual members of a group to

I support a group decision. While

individuais may not be 100 percent

in favour of a decision, they give

up active opposition against the

decision of the group.
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Inference-Observation Exercise
Debriefing Worksheet

N./What decision-making process did the
group use?

I How did you decide on what decision-
making process to use?

Was it effective? Why?

I How could you have improved the
process?

Who assumed task,leadership functions
11 and how effective was the person?

1 I Who assumed process leadership
functions and how effective was the
person?

I How well did you utilize group resources?

I How were disagreements handled?

I Was participation balanced?

:3



Consensus - Pros

More effective for long-term buy-in
Better moiale among participants
If the problem is complex, more perspectives emerge
Assignments more likely to be carried out if participants feel

that they have had an influence on the decision

Consensus - Cons

More time consuming
Someone may be forced to give up a better decision; "Groupthink"
May not be effective use of time if significance of the problemis not great
Individuals may feel forced to "go along" with the group
Participants may not take ownership of the decision, so follow-

through may be lacking

Majority Rule - Pros

Allows individuals to stay true to their beliefs
Allows individuals to keep face with constituents (maintain a

voting record)
Works well in formal, highly-structured settings with time

constraints
Allows democratic process to work
Quick way to resolve matters with divergent points of view

Majority Rule - Cons

Minority viewpoint doesn't feel listened to
People vote only for the record
No middle ground to incorporate both sides
Popular view may not always be the best view

Autocratic - Pros

Can act quickly in case of an emergency
Efficiency of time, especially if decision is of little

consequence to others
If "wise autocrat," the quality of decisions can be gond

Autocratic - Cons

People eventually react to be controlled (sabatoge, resistance,
destructive conflict)

Tf "unwise autocrat," no system for checks and balances
Low morale and productivity
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Involves others, so there is some ownership of decisions, though
less than with consensus

Highlights different points of view to inform the decision
without time being consumed to reach an agreement

Clear accountability of decision-making

gaDiOgiaLtDt=.!=g

If people give input, they somatimes resent not making decisions
If parameters are not clearly laid out up front about who will

make the decision, people sometimes feel betrayed
Dependent on the wisdom and synthesis ability of one person

Fate - Pros

Consumes little time
Because decision is random, no one feels "picked on" in the

outcome
If the decision is not amenable to rational decision-making,

a decision based on "fate" is as good as any other

Fate - Cons

Decision reached is not a rational one; it is based simply oil
"fate"

People have no influence or impact on the decision
People may resent the decision-maker who made the decision to go

on "fate"

Aitres_a_sing_=_12m

Everyone feels that he or she had some impact on the decision;
compromise

The position taken by the largest number is adopted, keeping the
largest group of participants happy

Same as majority rule if only two sides to a decision

Averaging - Cons

No one gets everything that he or she wanted in the decision
Lack of creative problem solving
Same as majority rule if only two sides to a decision



STAGES OF GROUP DEVELOPMENT

STAGE I

Form
STAGE II

Storm
STAGE II!

Norm
STAGE IV......-.,
Perform
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INDICATIONS OF
RESISTANCE

1. Excessive questioning

2. Numerous side conversations.

3. Minimum participation.

4. Questions aimed at trapping
the instructor.

5. Participants who appear sleepy.

6. Refusal to participate.

7. Disruptive behavior.

8. Questions that challenge the
relevance of the training or the
ability of the instructor.

3 7



CAUSES OF RESISTANCE
1. Training has little relevance.

2. Participant is too busy at work.
3. Participant does not understand

the training's relevancy.

4. Participant has an outside
problem.

5. Participant has a problem with
a supervisor or subordinate.

6. Participant has bad negative
training experiences.

7. Participant has a disruptive
behavior characteristic.

3 1

AVOIDING RESISTANCE
1. Enforce rules fairly.

2. Be up to date with current
practice.

3. Know the needs of the learners.

4. Feel secure in learner
relationships.

5. Be sincerely interested in
people and instruction.

6. Behave in a professional
manner.

7. Use reason and good
interpersonal relationships.



OVERCOMING RESISTANCE

1. Stay cool.

2. Decide whether to ignore it.

3. Look inward.

4. Consult.

5, Help learners get out of
trouble.

6. Offer opportunities for
learners to react.

7. Help learners "save face".

8. Ask other members for help.

9. Don't overreact.

10. Keep a sense of proportion.

11. Use humor.

12. Confront. Move toward
trouble.

13. Censor the act, not the
person.

14. Allow learners to cool off.

15. Ask them to leave.

3')



GROUP IS LOST AND
CONFUSED

AND WANTS TO GET TO
WORK

sYmproms

REASON

WHAT TO
D

Members ask &melons, complain about wasting time
and feel the discussion lacks organization. Say
they want to do somethin

Group has begun it's role structure. Wants to leave
social matters and get to work. Goals may notbe
clear.

1111=11WN .11M1111101.1.1116
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SYNIPTOIVIS

REASON

VillAT TO
D 0



GROUP IS TIRED,
APATHETIC, DULL

SYMPTOMS

REASON

WHAT TO
D

Members lack interest. Low response rate. Tired,
yawning, quiet, polite.

Low motivatiom tension.



SYMPTOMS:

REASON:

WHAT TO DO:

cgwrovr-1,2:ALLIII
One member of the group dominates discussion,
constantly corrects other participants and the
facilitator, always has a story that is one better
than the one just shared by someone else.

Sometimes such a person really does have expertise
and experience to be shared with the group.
Usually, however, it is an indication of poor
self-concept and the need to have the limelight.
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DIRECTIONS FOR ROLE PLAY

1. Read through the assigned role play in the participant
manual.

2. Using the flipchart provided, brainstorm possible options
for handling the situation. (10 minutes)

3. Select the most and least desirable way to deal with the
situation.

4. Assign person to be the facilitator.

5. Assign how members of the group will act.

6. Practice the role play, showing first what's going wrong in
the group. Then the facilitator makes an intervention to
assist the group. Allow the group to continue following the
intervention, to note the impact. (13 minutes)

7. Present the role play to the large group for their feedback.
(4 minutes each)
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Instmationg_fg_r_gailmilmvard_Graphics for Producing
Bar Charts to Feedback Patg Analyais

Purpose: Harvard Graphics is a versatile package that permits
the development of several graphics options. In this
lesson, it will be used to produce bar charts to
present the results of the needs assessment. Line
charts can also be produced, though directions for
doing this will not be included in this job aid.
Students with time available may wish to try some of
the other options available on Harvard Graphics for
creating charts.

Directions:

Step 1: Boot up Harvard Graphics by keying HG after C:\.
(Depending on how the program has been set up, you may
need to key cd\HG, instead.) Then key HG again after
C:\HG>.

Step 2: Harvard Graphics uses "window" "menus." The first
window looks like this:

Create new chart
Enter/Edit Chart
Draw/Annotate
Get/Save/Remove
Import/Export
Produce output

Exit

While this menu is displayed, press F8. This will
reveal a new window. The arrow should be pointing at
Portrait, which means that the resulting page will be
printed vertically. If it is pointing at Landscape and
if you do not want to print your page horizontally,
press the down arrow, which will move the arrow on the
screen to Portrait. If the arrow is already pointing
at Portrait, simply hit the Return or Enter key. You
should not need to change the default options for the
other two categories displayed on this new menu.
Simply hit the Return or Enter key two more times. The
new window will disappear and the first menu will be
the only one left on the screen.

Since you have not yet entered anything, "Create new
chart" will automatically be highlighted. Hit enter.

step 3: This will highlight another "window" which you saw when
producing your charts. This time, select the third
option, "Bar/Line," and hit enter.

'4



the example, this is shown as July 21 1990). No other
changes are needed on this screen.

Bar/Line Chart Titles & Options Page 1 of 4

Title:
Subtitle:

Results of Needs Assessment
ATDW Workshop

Footnote: Scale of 1 to 5

X axis title: Question
Yl axis title:
Y2 axis title:

Legend
Title: Bar Line

Type

Trend
Display Y Axis

Curve Pt Yes No Yl Y2

1 ° July 2, 1990 Bar 0 Yes Yl

2

3

4

°

°

*

Series 2

Series 3

Series 4

0

0

0

Bar
Bar

Bar

Yes
Yes

Yes

o

o

Yl
Yl
Yl

5 ° Series 5 0 Bar Yes Y1

6 ° Series 6
0 Bar Yes Yl

7 ° Series 7 0 Bar Yes Yl

8 ° Series 8 Bar 0 Yes Y1

Fl-Help

F2-Draw chart

F5-Attributes F7-Size/Place
F8-Data F10-Continue

ItAp_A: When you are finished, you can see what you did by
hitting F2. DOIII_21.019Nith_YhAt_YQU_Agt. The
computer program has default sizes that it uses, and
your material may be too much for the default sizes.

When you have seen what you have done, hit F10, which
will return you to your chart.

Step 7: Hit F7. This will reveal a series of numbers a.,d
letters at the left of your screen. Now, you can
change the size of print and whether it is printed in
the center (C, the default), to the left (L) or to the
right (R).

The default sizes are 8 for the title, 6 for the
subtitle, and 2.5 for the footnote. The larger the
number, the larger the print. Change the numbers to
experiment with the appearance of your chart. Use the
enter key to m3ve to the next line; the arrow keys can
also be used. Use the tab key if you want to change
the Lf Cf or R At any point you can hit F2 to see

3 '2 4



Bar/Line Chart Data

Title:

Subtitle:

Footnote:

Pt °

1 ° 1

2 ° 2

3 ° 3

4 ° 4

5 ° 5

6 ° 6

7 ° 7

8 ° 8

9
09

10 ° 10

11

12

X Axis
Name

Series 1 Series 2 Series 3 Series 4
0

o 0

o o 0 a

o 0 a

o o o o

o o a o

o 0 o

* a

o 5

o

Fl-Help F3-Set X type

F2-Draw chart F4-Calculate F8-Options

0

F9-More series I

F10-Continue ;

The cursor will be at the space following "Title."
Enter your title: "Results of Needs Assessment." Hit
enter. Now enter the name of the woexshop for which
you are providing feedback. Hit enter. With the
cursor following Footnote, indicate the scale used on
the instrument, e.g., "Scale of 1 to 5." Hit enter.

The screen has already indicated the number of the
question for the 10 points specified. Hit the tab key
to move under "Series 1." Enter the average score for
the first question, followed by hitting enter.
Continue this until the average has been entered for
all 10 questions.

Step 6 Hit F8, "Options." The screen that is revealed is
shown on the next page.

A label is needed for the X-axis. Hit the enter key
often enough to position the cursor opposite "X axis
title." Since we have entered the number of the
question for the first 10 questions of the needs
assessment, enter "Question" and hit enter. No labe's
are needed for the Y-axis. Hit e,ter until the cursor
is on what is now labelled "Series 1." Since we are
going to enter data now only for the first needs
assessment, enter the date of the needs assessment (in

3,30



Step 4: This will reveal another screen:

Bar/Line Chart Data

Title:

Subtitle:

Footnote:

X Data Type Menu

Pt ° Name

Month/Day

Day

Month/Yr

X data type: Name

O Starting with:

Increment:
0

0

Week Month Quarter Year

Qtr/Yr Time Number

Ending with:

Fl-Help F3-Set X type

F2-Draw chart F4-Calculate

F9-Mord series

F8-Options FlO-Continue

"Name" will automatically be highlighted and shown
opposite "X data type." Since we want to label our X
axis with "Question," and we are not interested in
presenting information that goes across a time frame,

hit enter.

The cursor will move to the spot following "Starting
with." Since we are going to present the average
response for each of the questions in the needs
assessment instrument, enter "1" (the first question).
The cursor then moves to "Ending with." We do not want
to have a char; that is crowded.. Ten bars is about
the maximum that can be shown on one chart. Therefore,

enter "10." Finally, on this screen, the cursor will

move to "Increment." Since we are going to present the

average for all questions between 1 and 10, in
increments of 1, enter "1."

To move to the next screen, hit F10.

Step The next screen will appear as follows:

3 :1



what your page is looking like. Hit F10 to get back to
the chart itself.

gten_A: When you are satisfied with the appearance of the
chart, hit F10. This will take you back to the first
window you saw. You are now ready to print. Move the
arrow to highlight "Produce Output." Hit enter. On
the next window, use the first item, which is the
default, "Printer." On the third window, select the
variables you want using the arrow keys.

Select "Standard" for "Quality." Keep all of the other
defaults except "Color" (select "No"). After hitting 1
for the number of copies, a sign should appear on the
screen indicating that the computer is printing.

Step 9: If you want to make any changes, go back to "Enter/Edit
Chart" on the first window and hit enter. This will
take you back to your chart, and you can make whatever
changes are needed.

ate_p_ag: To save your work, on the first window of the me1,u
select: "Get/Save/Remove," and hit enter. On the
second window, select "Save Chart," and hit enter. On
the third window, under directory put A:\; if there is
anything else there, delete it. Hit enter and type a
file name that is no longer than 6 letters. Hit enter
and type a brief description of what you have prepared.
Hit enter and it will be saved.

Use "Get/Save/Remove" to get a file from a disk, using
"Get Chart" on the second window.

Have fun, and enjoy producing professional quality charts for
your training workshops.
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BEHAVIORAL OBJECTIVES

o State what the learner will be able to do at the end of the
training program or at the end of a phase of training.

o Describe the planned outcome of training rather than the
training process, results rather than procedure.

ugs_hgjuy,j,gxsu,_shig.gtjygg_tga:

o Describe competent performance that should be the result of
training

o Select and design training materials, content or methods

o Direct and organize the learner's course of study or
training

o Communicate instructional intent

o Design test items and procedures for performance appraisal

o Provide a framework for developing ways to evaluate the
success of the training



CHARACTERISTICS OF OBJECTIVES

1. Specify what the learner must do rather than describe trianing

experiences.

2. Describes learner performance rather than what the trainer will

do or try to accomplish it. It does not describe course content.

3. It is about ends rather than means. It describes the product

of instruction rather than the process of instruction

4. It describes how learners will be able to do when they are

competent, rather than describing how will be they made competent

5. It communicates a picture of the successful learner in behavioral

terms.



COMPONENTS OF OBJECTIVES

1. Performance

o Tells in precise terms what the learner will be doing.

o These statements contain action verbs (see Action
Verbs).

2. Condition

o Explain the circumstances under which the learner will
be perforluing the activity.

o It deescribes equipment, supplies, and job aids that
may or may not be used on the job.

o It describes the work setting and an information used
to direct the action.

3 . gritgIA_LatAndAndal

o They specify the level or degree of proficiency that is
necessary to perform the job successfully.

o They indicate quality of performance required to
achieve objectives.

o Information provided in the criteria is used to
evaluate performance.

:



BASIC STEPS FOR WRITING OBJECTIVES

1. Start by asking yourself "what should be the learner be able to do

by the end of the training program".

Begin writing objective by using action verb describing what must

be learned by the trainee.

,.

3. Follow the verb with a description of what is being treated. The

combination of action and description essentially state what the

learner must accomplish (i.e. type a letter; operate a fork lift)

4. Add conditions by answering questions such as "will special equipment

be available", what are the time limits", "what resources may be used".

5. If a training course has proficiency requirements, build into

objective performance standards defining minimum acceptable level of

achievement and the conditions under which performance will occur.

To define achievement levels, answer such questions as "How

comprehensive?" "How accurate?" "What.was the time frame?" "How well?"

how effective"



ENABLING OBJECTIVES

o Enabling objectives are related to behavioral or course
objectives.

o Trainers may develop enabling objectives from behavioral
objectives.

o They are addressed to particular units or sessions rather
than the entire course or training program.

o They are virtually never tested or evaluated at the end of
the training because their only purpose is to enable
learners to do what is necessary to complete those tasks
required by the course objectives.

o If learners are capable of satisfying behavioral objective
criteria, they have been successful with criteria for the
enabling objectives.



STEPS TO FOLLOW IN WRITING OBJECTIVES

1. Group meets to assign two items from that group's needs
assessment instrument to each pair. The itmes most needing
attention are the ones that should be assigned. (5 minutes)

2. Pairs review written materials on objectives from
participant manual. (10 minutes)

3. Pairs write two behavioral objectives and produce behavioral
objectives on tlipchart paper using markers so all can see.
(20 minutes)

4. Group critiques each other's behavioral objectives. (15
minutes)

5. Pairs behavioral objectives, writing one objective
per flipcilart sheet. (10 minutes)

6. Pairs post revised objectives on the wall.

7. All members of the large group review objectives, writing
critique at bottom of flipchart sheet. (20 minutes)

8. Pairs review and discuss comments from participants on their
objectives. (10 minutes)
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THE ART OF FEEDBACK
PRINCIPLES

Definitions of Feedback

Constructive feedback is information that helps people to decide whether their
behaviors have had the intended effects.

Positive feedback is information that reinforces desired behaviors and encourages
repetition of those behaviors by connnunicating that they had the intended effects.

Negative feedback is infbrmation that discourages behaviors by communicating
that they did not have the intended effects.

Principles of Giving Feedback

1. Be sure that your intention is to be helpful.
2. it the recipient has not asked Ibr kedback, check to see whether he or she is open

to it.
3. Deal only with behavior that can be changed.
4. Deal with specific behavior, not generalities.
5. Describe the behavior; do not evaluate it.
6. Let the recipient know the impact that the behavi lir has on you.
7. Use an "I statement" to accept responsibility for your own perceptions and

emotions.

8. Check to make sure that the recipient understood your message in the way you
intended it.

9. Encourage the recipient to check the feedback with other people.

Principles of Receiving Feedback

1. When you ask for feedback, l'.)e specific in describing the behavior about which
you want the feedback.

2. Try not to act defensively or rationalize the behavior at issue.

3. Summarize your understanding of the feedback that you receive.

4. Share your thoughts and feelings about the feedback.



THE SANDWICH APPROACH

What happens if feedback Is all positive?

It's good for the recipients morale and motivation, but

it does not Indicate any need for improvement (for change),

so It does not lead to learning.

What happens if feedback is all negative?

It points out the need (opportunities) for improvement, but

it may demotivate the recipient and be rejected, In which case

it may not result In learning.

Medicine that Is good for you may not taste nice, but It Is easier to swallow if coated withsomething sweet!

The SANDWICH approach.

The Top Layer.

State what was good.

The Filling.

Suggest what could be improved and how it could be improved.

The Bottom Layer.

End with a final positive, encouraging statement.

NOTE. At no point is there a need to point out that something was bad. (let the recipient of the
feedback decide for him/herselfwhether anything deserves that description.)

3 ,1 .`
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The Art of Feedback
Guidelines for Feedback on Peer Behavior

The peer is to be given feedback on how effective he or she is at the
following activities:

1. Contributing during team meetings

2. Supporting and encouraging other team members

3. Working f.:%r the good of the team (instead of lust for himself or
herself)

4. Problem solving with other team members



aslmfAcilitatiga2LminimmAgAsia

AdMADIAggg lapadvantaggg

Taking Turns (ljuggAntung_t_prafignt_a_t_Any_tiime)
* Shared workload
* Independent, freedom
* Greater confidence

* No monitoring/feedback from
partner

* Mistakes may go uncorrected
* No rescuing if there is a

problem

Both on Together, Equ-lly,
* Two minds are better than one * Dependency may result
* Maximize knowledge to be * Participants may lose con-

shared fidence in facilitators

BOth on Together._a_Primarv Facilitator
* One may rescue the other when * Interruptions may occur

trapped * May not be a balanced pre-
* Minimizes chances of misinfor- sentation

mation

Oneilp_ErszatcQrserveK
* More accurate feedback for

participants
* Improvement in facilitators

through debriefing of each
other

* Facilitator with greatee.
knowledge can present

* May rely on observer's feed-
back, which will not
always be correct

* Full talents of team may not
be shared

* Interruptions may embarrass
other facilitator

Lgth_acmg
* Encourages self-discipline and * Possibility of chaos and

-ense of responsibility confusicn
* Work independently, with a * Poor results/achievement may

spirit of self-reliance occur
* Development group/team identity

QnaL a es
* May maximize utilization of

skills (do what you're
best at)

* Time efficient

WO U. W

* Saves "working together" time
* Divides the planning workload
* Increases group participation

* Developer may have greatest
knowledge, so not
transferred

* Possibility of distorted
inforlation

de en
* Lose out on input from both
* Decrease in group cohesion

3 4



EMIMAI: Harvard Graphics, as we have seen, is a versatile
package that permits the development of several
graphics options. In this lesson, it will be used to
produce a title page and a textual overhead
transparency. Explicit directions will not be given
for the development of other graphics using symbols and
drawing. Advanced students may wish to "play" with the
drawings to see what the program can do.

IltzLe.g.tdcarLs:

Step 1: As with other packages, you will need to "boot" up
Harvard Graphics using HG.

gtem_a: Harvard Graphics uses "window" "menus." The first
window looks like this:

Create new chart
Enter/Edit Chart
Draw/Annotate
Get/Save/Remove
Import/Export
Produce output

Exit

While this menu is displayed, press F8. This will
reveal a new window. The arrow should be pointing at
Portrait, which means that the resulting page will be
printed vertically. If it is pointing at Landscape and
if you do not want to print your page horizontally,
press the down arrow, which will move the arrow on the
screen to Portrait. If the arrow is already pointing
at Portrait, simply hit the Return or Enter key. You
should not need to change the default options for the
other two categories displayed on this new menu.
Simply hit the Retuin or Enter key two more times. The
new window will disappear and the first menu will be
the only one left on the screen.

Since you have not yet entered any test, you will
select "Create new chart" by moving the arrow to
highlight this choice. Hit enter.

/t12_2: This will highlight another "window" which you saw when
producing your charts. This time, select the first
option, "Text," and hit enter.



AMA.: This will reveal yet another window with the following
options:

Title Chart
Simple List
Bullet List
Two Columns
Three Columns
Free Form

Let's do a title page first. Move to "Title Chart"
using the arrows and hit enter.

Step 5: This will move you to a screen that is divided into
three parts: top, middle, and bottom. Each section
has provision for three lines. The title page of your
training manual was prepared using this program. Look
at it to see how the three lines in each section can be
used.

Create your own title page for a training manual.
After each line, hit enter to move to the next line.
To go back to a line, use the arrow keys. Errors can
be corrected by typing directly over what you had
originally typed. If you just want to insert a word or
a letter, hit Ins, insert what is missing, and hit Ins
again.

Step 6: When you are finished, you can see what you did by
hitting F2. 22n!tsanis_a_i_h_tigt_aq'twou see. The
computer program has default sizes that it uses, and
your material may be too much for the default sizes.

When you have seen what you have done, hit F10, which
will return you to your chart.

Step 7: Hit F7. This will reveal a series of numbers and
letters at the left of your screen. Now, you can
change the size of print and whether it is printed in
the center (C, the default), to the left (L) or to the
right (R).

The default sizes are 8 for the top, 6 for the middle,
and 4 for the bottom. The larger the number, the
larger the print. Change the numbers to experiment
with the appearance of your title page. Use the enter
key to move to the next line; the arrow keys can also
be used. Use the tab key if you want to change the L,
C, or R. At any point you can hit F2 to see what your
page is looking like. Hit F10 to ge. back to the title
page itself.

Step 8: When you are satisfied with the appearance of the title
page, hit F10. This will take you back to the first



window you saw. You are now ready to print. Move the
arrow to highlight "Produce Output." Hit enter. On
the next window, use the first item, which is the
default, "Printer." On the third window, select the
variables you want using the arrow keys.

Since this is not "real," select "Draft" for "Quality."
Keep all of the other defaults except "Color" (select
"No"). After hitting 1 for the number of copies, a
sign should appear on the screen indicating that the
computer is printing.

ptep 9: If you want to make any changes, go back to "Enter/Edit
Chart" on the first window and hit enter. This will
take you back to your title page, and you can make
whatever changes are needed.

Step 10: To save your work, on the first window of the menu
select: "Get/Save/Remove," and hit enter. On the
second window, select "Save Chart," and hit enter. On
the third window, under directory put A:\; if there is
anything else there, delete it. Hit enter and type a
file name that is no longer than 6 letters. Hit enter
and type a brief description of what you have prepared.
Hit enter and it will be saved.

Use "Get/Save/Remove" to get a file from a disk, using
"Get Chart" on the second window.

Try making a new chart using "Bullet List" this time. While
preparing your page, you may want to try using F5, an
attributions option which lets you underscore, use bold, produce
shadows, etc. You also have choices of fonts that you can use,
symbols (on the "Draw/Annotate" option), and so on.

Have fun, and enjoy producing professional quality overheads,
materials, and marketing tools for your training workshops.



pisectionsi_to_m_g_giag_WordPerfect as a Word_rmagesigE

WordPerfect is a complex word processor. This job aid is
designed to provide only the basic applications to permit the use
of Word-Perfect by a trainer in producing training materials.
Those interested in a more complete explanation or an explanation
of more of the many functions of which WordPerfect is capable,
should refer to one of several manuals available commercially.
(See the Appendix for the most commonly used code keys.)

AtS2_1: Turn on the computer. If you are asked to insert the
date, do so in the format indicated on the screen
(e.g., mm/dd/yy, means month in two digits, day in two
digits, and the last two digits of the year, 07/10/90).
Hit the return key until you see the prompt (C:\>).

Step_Z: After the C:\>, key: cd\wp50 and hit enter. There
will then be a new prompt (C:\wp50>). Key: wp and hit
enter.

Step 3: On the title screen, you may or may not be asked if
other WordPerfect programs are running. If you are,
key n (for no) and hit enter.

stgp_41: You will then be confronted with a blank screen except
for figures on the bottom right of the screen which
will look like this: Doc 1 Pg 1 Ln 1" Pos 1"

This means that you are working on the first page of
your first document, and that you have a top margin of
one inch and a right margin of one inch.

There will also be a short flashing line at the top
left of the screen. This is called the "cursor." Its
purpose is to let you know where you are keying.

"ARRA: Let's start with preparing a letter to a potential
Enter participant in your Training Needs Assessment workshop.

Your letter will probably be printed on letterhead, so
hit the enter key six times to provide adequate room
for the letterhead.

Then, key today's date. Use the shift key to make a
capit41 letter. If you want to type this at the
center, hit the tab key until the right-most number in
the numbers at the bottom are at 4.7". If you make a
mistake, hit the backspace key, which will delete every
letter that you be ',4pace over. If you want to go back
in the document wL.nout erasing letters, use the right,
left, up and down arrows.

Then hit the enter key four times. Nr , key the name,
position, and address of the potential participant.



Each item goes on a separate line; therefore, hit the
enter key after each line.

Hit the enter key twice, and key the salutation,
followed by a colon (or comma) and two enter keys.
Then type the body of the letter. You do not have to
use the enter key during the keying of a paragraph.
The computer automatically goes to the next line when
it reaches the right margin. This is called
"wraparound." At the end of a paragraph, hit the enter
key twice. At the end of your letter, hit the enter
key twice, then key the complimentary closing follr'wed
by a comma and four strikes of the enter key. Then key
your name, hit enter, and key your position.

This finishes your letter.

AIM 6: As you want to be sure to make a good impression on
Spell potential participants, you want to be sure you have no

spelling errors. While holding down the Ctrl key, hit
the F2 code key. At the bottom of the screen you will
see several numbers followed by a description of that
number. As you want to review the entire document, hit
3.

Every word that is not in the dictionary will be high-
lighted. This does not necessarily mean that the word
is spelled wrong; every word is not in the dictionary.
The computer may give you options of how the word
should be spelled. If one of those options is correct,
hit the letter preceding it (e.g., if you spelled
preceeding, you would see: A. preceding; hit A). If
the word is spelled correctly, but is not in the
dictionary, hit 2. If the word is spelled wrong but is
not in the dictionary (such as with a name), hit 4 and
make the changes directly in the letter. When you are
finished making the correction, hit ESC. When you have
completed the spelling check, you will be told how many
words you have entered.

Step 7: Now you want to save your document. Hit F10. (You may
Save see at tt,s lower left: File to be saved: C:\wp50. If

you give a file name now, you will save the letter on
the hard disk. We do not want to do that. Use the
left arrow to move back to where the C is.) Key a:
followed by the name of your file. Hit the enter key.
Your letter will be saved.

If you are keying a long file, you will want to save
your document frequently during the time you are
entering it. If you are saving the file for the second
time or more, you do not need to key in a new file
name; simply hit enter. You will be asked if you want
to replace the old file. The answer is y (for yes)



Step 8:
Print

Step 9:
Exit

AtA2_1A:
Center

Step 11:
Under-
score

Step 12:
Bold

Step 13:
Block

unless you want to keep the two files separate; then
you need to give the second file a new name.

You are now ready to print your letter. For print,
hold down the shift key and hit F7. You will see a
number of new options on the screen. Generally, you
will only be deciding if you want to print the whole
document (in which case you hit 1) or only the page you
are on (in which case you hit 2).

When you are finished you will want to exit that
document. Hit F7. You will be asked if you want to
save the file. If you have made any changes, hit y
(for yes). Then follow the same steps as you did when
saving. If not, hit n (for no)--at the right in
parentheses you will be told if no changes have been
made. In both cases, you will then be asked if you
want to

Now let's assume that you want to prepare an announce-
ment for your workshop. To do this, you may want to
center some lines, to underscore some words, and to
print some of the words in bold.

Let's start with centering. To center a word, or group
of words, hold down the shift key and hit F6. This
will move the cursor to the center of the page
(horizontally). Begin to type, say: You are invited
to attend. It will appear as;

You are invited to attend

When you hit the enter key, the centering function is
turned off.

If you want to underscore a word, before you type that
word, you need to hit F8. When you are finished typing
what you want underscored, you must hit Fa again.

If you want to print a word in bold, before you type
that word, you need to hit F6. When you are finished
typing what you want in bold, you must hit F6 again.

If you want a word or words poth in bold and
underscored, hit F60 then F80 key, then hit F6 and Fe.

If you decide to use underscore or bold after you are
finished your keying, don't worry. Move the cursor to
the first letter tbat you want in bold or underscored.
Hold down Alt and hit F4. At the lower left, the words
BLOCK ON will flash. Use the right arrow to move the
cursor to the right, Each letter will be put in
"reverse. video" or highlighted as you go, When you
have reached the end of what you want to underscore or

3,)



bold, hit F6 if you want bold and F8 if you want to
underscore.

Now go ahead and use what you havn learned to A.nish
your workshop announcements. Do whatever you need to
do to print it out.

Altmieve a 1112: Once you have saved a file on disk, it can be
retrieved easily. With a blank screen, press F5. At
the bottom left of the screen will show:

Dir C:\WP50\*.*
If you used this, the computer will check the hard disk
(drive C), but that is not where you have the file.
Since you will not be using the hard disk at all, you
will want to change the directory for as long as you
are using the computer.

Hit = which will change the line to read
Dir a:\*.* which will access your file.

iit enter. The screen will then show all of the files
on your disk. Use the arrow keys to move to the file
that you want. Then hit 1. You will then recover your
letter file.

Move: You can also use the block function to move a paragraph
around or to copy it. As before, use the block
function to highlight the paragraph you wish to move or
copy.

Then, hold down Ctrl and hit F4. At the bottom left
will be three options. You want to move a block, so
hit 1. If you actually want to move the paragraph,
then hit 1. If you want to leave that paragraph where
it is, but repeat the paragraph elsewhere, hit 2.

Then, using only, the arrow keys, move to where you want
to put the paragraph. Then, hit the enter key. The
paragraph will be printed at that point.

CAngml: If you hit a code key by accident and decide that you
do not want to do that function, hit Fl which cancels
the function.

ForcedlPage Break: The computer will automatically move to the
next page when one page is filled. This will be marked
by a single broken line across the screen (this line
does not print out). If you want the page to end
earlier, move the cursor to the end of the line that
you want to be the last line on the page (use the End/I
key in the numeric pad to get to the end of a line).
Then, hold down Ctrl and hit the enter key. This will
force a new page, marked by a double broken line across
the screen.



Block Deletl: If you want to delete a block of material, high-
light the material to be deleted using the block
function. Then hit the Del key (below the numeric
pad). You will be asked if you want to delete the
block. Answer y for yes.

Aftargh_ng_malgt: If you want to find a word in a file that is
on the screen, move to the top of your file and press
F2. Then key the word that you are looking for and hit
F2 again. The cursor will go to the first occurrence
of the word. If you want to find additional
occurrences, continue to press F2 and enter.

If you want to replace a word, hold down Alt and hit
F2. If you want to confirm the replacement before it
takes place, hit y; otherwise, hit enter. Key the word
you want to replace and hit Alt and F2 again. Now key
the word you want to put in its place. Again, hit Alt
and F2. The word will automatically be replaced
throughout your file.

There are many more things that WordPerfect can do, but,
hopefully, this introduction will get you started with the
basics.



Appendix
WprdPerfect Code j_.,y_tsce_somo_nly_Userimers

Ctrl and Code Key: Spell
Alt and Code Key: Replace Reveal Codes
Shift and Code Key: Search Up
Code Key Only: Cancel Search Down

Fl F2 F3

Ctrl and Code Key: Move
Alt and Code Key: Block Flush Right
Shift and Code Key: Center
Code Key Only: Indent List Files Bold

F4 F5 F6

Ctrl and Code Key:
Alt and Code Key:
Shift and Code Key: Print
Code Key Only: Exit

F7 F8
Save
F9

Ctrl and Code Key:
Alt and Code Key:
Shift and Code Key:
Code Key Only: Save Reveal Codes Block

F10 Fll F12



REACTION FORMATIVE EVALUATION
Advanced Trainers Development Workshop

Activities of July 7-11, 1990

Using the following scale, circle the number to the right of each
of the following statements to indicate the degree to which you
agree or disagree with the statement as it relates to the first
five days' activities: 5 = Strongly Agree

4 = Agree
3 = Neutral or Not Sure
2 = Disagree
1 = Strongly Disagree

1. The terminal objectives for the workshop are
appropriate. 5 4 3 2 1

2. The design proposed to accomplish these
objectives is appropriate. 5 4 3 2 1

3. Arney used good facilitation skills. 5 4 3 2 1

4. McLean used good facilitation skills. 5 4 3 2 1

5. I could understand Arney's pronunciation. 5 4 3 2 1

6. I could understand McLean's pronunciation. 5 4 3 2 1

7. Arney is knowledgeable about training. 5 4 3 2 1

8. McLean is knowledgeable about training. 5 4 3 2 1

9. The participants' manual has been useful.

The following content has been useful:

5 4 3 2 1

10. Brainstorming exercise 5 4 3 2

11. Development of groundrules 5 4 3 2 1

12. Presentation on organization development 5 4 3 2 1

13. Case on organization development 5 4 3 2 1
14. Self-assessment and feedback gained 5 4 3 2 1

15. Group Dynamics 5 4 3 2 1
16. People Facts 5 4 3 2 1

17. Harvard Graphics for Creating Charts 5 4 3 2 1

18. Writing Behavioral Objectives 5 4 3 2 1
19. Super-Trainer 5 4 3 2 1
20. Giving and Receiving Feedback 5 4 3 2 1

21. Co-Facilitation 5 3 2 1
21. WordPerfect 5 4 3 2 1
22. Systematic Training Models 5 4 3 2 1
23. Harvard Graphics for Developing Overheads 5 4 3 2 1

24. The facilities have been appropriate. 5 4 3 2 1
25. Ovcrall, I am satisfied with the first five

days' activities. 5 4 3 2 1

Please turn ..pge



26. Here's what I liked best about the first five days'
activities:

27. Here's what I didn't like about the first five days'
activities:

28. Here's what I'd like to have changed or included during the
rest of the workshop:

29. Here's some additional feedback I'd like you to have:

Thanks tor helping.



-
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620 oevELOPMENt AND EXPANSION Of NONTIOuLTumE IN PAKISTAN CO

ST'S DIAGNOSING MANAGEMENT TRAINING AMP DIV. NEEDS AVM MILAN mANAGEmela
651 DIAGNOSING ORGANIZATIONS, METHODS, moOELS & PRocES$11 NAARISON, MICHAEL I. 4

621 GIAGNoSTIC STUDIES PANIA8

429 DIREcTolv OF DEVELMENT RESOURCES uSA10

234 OIRECToRV OF FRANCOPHONE TRNO. INST. IN AFRICA

281 OlscOvERIRG YR, FOUNTAIN OF YOUTN Ant

572 DOING A FEASISILITY STUDY RINOERvArviN, S.

142 GOING RESEARCH IN HUMAN RESOURCE OEVELOPM(NT MILLER, OPWIG w. DEVELOPMENT 1

28$ DOIwG RESEARCH IN HUNAN RESOURCE DEVELOPMENT MILLER, ONWIS w AND 2

066 DRAMA OF THE GIFTED CHILD, THE MILLER, MACE 4

234 E THulA BAGW4111 (A MANUAL FON E4TERPRISE DEvELOPMENT) ORIERSON, 4OHN P. 1

625 EDI CATALOG OF TRAINING mATERIALs SDI TRAINING 1

03, eDucATION to ASIA soucomam
137 EDUCATION IN ASIA AND THE PACIFIC soucATICo
042 EDUCATION IN ASIA AND THE PACIFIC SEPT. 1961 tOutATION 1

043 EDUCATION IN ASIA AND THE PACIFIC SEPT. 19$2 EDUCATION 1
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560 EDUCATION IN ASIA Amo THE PACIFIC, DEC. 1914

133 EDUCATIONAL EVALUATION (ALTERNATIVE APPROACHES) WONTHEN, SLANE R. EDUCATION

322 EDUCATIONAL EVALUATION ((THNOGRAPHY IN THEc*Y PRAC.) FETTERNAN, DAVID U. 1

139 EDUCATIONAL PLANNING IN THE ASIAN REGION EDUCATION

336 EDUCATIONAL TECHNOCOGY (A CLOSEARY OF TERMS)

217 EFFECTIVE IOUNINEIS AND TECHNICAL PRESENTATIONS maIRISY, GONGS L.

225 EFFECTIVE GAWP PROOkIM tOtVINO FOM, WILLIAN N. 3

Soo IFFNoTivIt NUMAN Refouital DIvitLoNEHT cmAtnflury, NEAL 1.

531 EFFECTIVE OuilLIC MANAGER, THE COWIN, STEM 3

339 EFFECTIVE SUPERVIIIMI CHINNAMON, KENNETH M. 4

464 EFFECTIVE TEAM BUILDING OOLDSNITN, VERN 7

712 EFFECTIVE TRAINING EVALUATION w/SHOP, TRAINOERS MAW, MAYQ-SM1T11, IAN

713 efFective TRAINING CVALUATION WOOKSOOP, DCt 2.11, 1949 DOI, KARACHI 2

632 ELEMENTS 09 PROJECT MANAGEMENT DPW
4U0 tNNUMtNtO NANAUtA, IMR BLOCK, PETER mANANANENT

101 ENHANCING AOULT MOTIVATION To LEARN ioLOOKOWSKI, RAYMOND J.

070 ENTREPRENEUR'S OUIDE, TNE SROWN, DEAVER GuIDE

613 ENTREPRENEURING BRANDT, STEVEN C.

304 ENTRIPRIMIURSHIP AND INNOVATION DRUCKER, PETER F.

253 ETHWOONAPHY IN ENCATIONAL EVALUATION FETTERMAN, DAVID N.

AAA PwAomvelloiN wANAOMmv WOMAN. JOAN L.

160 EVOLUTION of LOCAL Akv REGIONAL PLANNING IN PAK. KNAN, MOHAMMAD MAP DR.

560 EVOLUTION op PAKISTAM's ADNINISTRATIVE SYSTEM ORAIBANTI, RALPH

203 execuyIVE GRID simINAR

470 ExeCuTIVI GUIDE TO GRAMMAR JOSEPN, ALSERT 3

495 EXECUTIVE GUIDE TO OPERATIONAL PLANNING, THE MCARISEY, GEORGE L. 3

403 EXECUTIVE INTEGRITY SOIVASNA, IMMESH 1

225 EXECUTIVE MIND, TNE SOIVASTVA, SUAESH I ASSOC, 3

291 EXECUTIVE PoWER SRIVASTVA, 'WEIN 3

.1411, 111011,1408.00 4110911146, OPIIIA.IdOMO Alø 611.11411211411 0411161.0 a

390 EXIT INTERVIEW, TN! (2nd Edition) HINSICMS, JONN R.

095 EXPANDING RoLE OF pATwARIS IN REVENUE ADMN. RAIDER, S.M. ADMIN

337 FACILITATORS'S MANUAL TO ACCOMPANY TRAININO LAIRO, DUGAN TRAINING 6

230 FACILITIES PLANNING *MIR, R0014 L. 1

159 FACTS ABOUT PAKISTAN 2

610 FAMILY OUSINESS, RISKY BUOINEIS DONK, OAVIO

074 FEEDSACK AND ONGANIZATION DEVELOPMENT NADLER, DAVID A.

441 FEEDSACK TO MANAGERS: A COMPREHENSIVE ItIVIEW MORRISON, ANN N.

604 FEMININE LEADERSHIP LCOEN, MARILYN 3

652 FIELD mETHo011 IN CROSS-CULTURAL RISEASCM MUM, WALTER J. 1

242 FIFTY-MINUTE SALES TRAINING PROGRAM, TNE DAIMON, ELWOOD M. TRAINING

084 FIGURING THINGS CUT ZEMKE. ROM 2

444 FINAL DESIGN, MATERIALS AND DAILY EVALUATIONS

483 FINANCE AND ACCOUNTING FON NONFINANCIAL SWUM KEITH, MUSD L. 4

601 FINANCIAL MANAGEMENT: NOW TO MAKE A GO OF TOUR BUSI. MACKAY, LINDA NOWARTN KANAGENEKT

607 FINANCIAL RECOROKEEPING FOR SMALL STORES RAGAN, KURT C. FINANCt

112 FIRST ANNUAL REVIEW, 1083 REPORT

121 PivP VPAO MONTH MAN ARTPUR O. LITTLE PLAN

259 fon YEAS GRoNTN PLAN ARTHUR O. LITTLE

649 FLAwLISI DONSULTING SLOCK, PETER 2

574 FLEXIELE LERNING PACAXGES ILO MANAGEMENT 1

478 FOCUS GROUPS (A PRACTICAL GUIDE F011 APPLIED RESEARCH) KAMER, RICHARD A.

SS? FOCUS GROUPS AS GUALITATIVE RESEARCH MORGAN, DAVID L. 3

202 FOCUS ON RESULTS (42NO ASTO NATIONAL CONF.) 2
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571 FOUNDATION TRAINING OF TRAINERS %I/SHOP SEPT 2-14, 89 AID

70? FouNDATIGH TRwO. oF TRAINERS W/SHOO NOVA-16, 1959 NIPA, PESKAWAS

431 Fcult IsSENTIAL MANAGERIAL SKILLS uNIVERSIT1' ASSOCIATES

012 FOUNTN INTL MTO OF TN! mOMT INSTI uoimswo aRouP RAO, RAM HOMAN

428 FUNDAMENTAL WILLS OF MANAGING PEOPLE McOAAWNILL

504 FuNDAmENTALS of ROUTING LIZOTTE, KIM

171 FUNDAMENTALS Of CLASSROOM INSTRUCTION

362 FUNDAMENTALS Of FINANCIAL ACCOUNTING ANTHONY, WELSCN

164 FUNDAmENTALS oF FINANCIAL NANAOINOtT BRIGHAM, EUGENE f.

65? GENDER ISSUES IN FIELD RESEAACN MARIN, CAROL A,11.

08? GENDER ROLES IN DEVELOPMENT pROJECTS OVIRNOLT, CATNRINE

543 GETTING A JOS SMOLA :IA

SOS GETTING RISULTS1 INS PERFORMANcf APPRAIsAL pROCES1 WEISS, DONALD H.

425 GETTING THE JOS DONE wILL

62? GETTING THE RIGHT PEOPLE OM SOARD1

SSS oo To 'TNE PEOPLE NAYPIELD, JAMES I.

561 00VERNMENT AND ADMIN1STRATIom IN PAKISTAN KHAN, JAKELUN REHmAN

015 GOVERNMENT TRANSPORT SERVICE N.w.F.P. OLM sruOT 1943 KHAN, RASNIO AHMAD DR.

370 GRADUATE sCHOOL, UNIV. oF MINNESOTA SULLITIM 66.88

471 GREATING ram FUTURE FORD, GEC401 A.

640 GROUP Pohl* A MANAGER'S GUIDE TO USING MEETINGS DANIELS, WILLIAM R.

653 GROUP TECHNIQUES FOR IDEA WILDING MOMS, CARL N.

299 &scum); LEADERSHIP AND GROUP DIVILOPNENT DIMOCK, MEDLEY G.

344 GUIDE TO SETTER CONN. IN GOVERNMENT SERVICE, THE FALCION1, RAYMOND L.

zlo uutui lu IHTItA cummuNicATIDN IN ouvT, seRvIcE, THE IALCIONE, RAMAGINO L.

614 culDs TO CAMPUS.SUIINESS LINKAGE PROGRAMI FENWICX, OOROTNY C.

179 (HMI TO EFFECTIVE MANAGEMENT, A THIS, LESLIE E.

082 GUIDE To EVALUATION OF TRAINING STANLEY, LLOYD A.

333 GuIDE TO (VALUATION OF TRAINING STANLEY, LLOYD A.

623 MADELINE! FOR OVVELOPMINT Of A HOME INDUSTRY OLCOTT, LYNN

065 GUIDELINES FOR mANAGEmENT CoNsuLTING PROGRAMS VAUGNAN, GANT L.

834 NOWeloindliE6$44164timeiltil 1104. mos. Itae,46/416.11Alik.

292 HANDS= Of HUNAN RESOURCE DEVELOPMENT, THE NADLER, LEONARD

644 HANDSOOK Of INTERNATIONAL AND INTERCULTURAL COM. ASANTS, MOLIFI KETE

374 NANDSOOK Of MANAGEMENT SASES ELOOOD, CNAIS

555 NANDIOOK Of NUM ADMINIITROICN PERRY, JAMES L.

284 HIMONT COMPANIES (A NUNAN RESCURCES AAPROACN) ROM, *OMR? 4.

176 HELPING ADULTS LEARN KNON, ALAN G.

174 HELPING OTHERS LEARN NcLA4AN, PATRICIA A.

434 NIGH WOOLS!, TNE CNALLEN01 Of EXECUTIVE SELF-DEV. KAPLAN, MOIR! I.

720 NIGHINVOLVEMENT MANAGEMENT LAWLER, EDWARD E. III

158 WIRING COSTS AND STRATEGIES M)NL, DON LEE

328 HOW ADULTS LEANN KIDD, LI,

236 HOW SUCCESSFUL MANAGERS MANAGE

262 How suCcESSFuL MANAGERS MANAGE (APPLICATIONAL MANUAL) REID, PETER C.

261 HOW sucCESSFuL MANAGERS MANAGE (PART'S WORKSCOK) NOID, PETER C.

263 WOW SUCCESSFUL mANAGERS MANAGE (TEST) REID, PETER C.

665 HOW TO ANALYZE DATA FITZ-ONION, CAROL T.

404 NOW To ANALYZE THS CONPETITIoN SMITN, IVAN CAMPIELL

664 moW To ASSESS PROGRAM IMPLEMENTATION KING, JEAN A.

700 Hee Me IC A euedeeertm PUekte orcromik Ammo KATNNYN

521 NOW TO el AN EFFECTIVE MIDDLE MANAGER IIYRNIS, J001141 P,

51? HoW TO $4 AN EFFECTIVE SUPERVISOR PULFORO, NANCY O.
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666

663

)4OW TO COMMUNICATE (VALUATION FINDINGS

HOW TO DESIGN A PROGRAM EVALUATION
MORRIS, LYNN LYONS

FITuGIOSON, CAROM. T,
616 NOW To DavELOP A OUSINESS PLAN IN 15 DAYS LUTHER, WILLIAM N.
661 NOW TO FOCUS AN !VALUATION STICH*, IRIAN N.
516 NOW TO MIRE NOW TO ?Ile BYRNES, JOSEPN F.
524 NOW TO ImpA0vt CuSTCNER SERVICE EIRINER, E. PATRICIA a
523 NOW TO INTERPRET FINANCIAL STATEMENTS ISOM, TERRY A.
525 NOW TO INTERVIEW EFFECTIVELY MITCHELL, GARRY
243 NOW TO KAKI IT EIG AS A CONSULTANT VILLIAN A.
141 NOW TO NAKE THE TRAM. FROM AN ENTREPRENEURSHIP. FLAMNOLTZ, 11110 G. 3
562 NOW To MAKE TNE TRANSITION FROM AN ENTREPRENEURSHIP TO FLANNOUZ, ISM G.
290 NOW TO mANAGE CHANOI EFFECTIVELY

KIRKPATRICK, DONALD L. mANAGEMENT a
233 NOW To MANAGE PAPERWORK TALIAFERRO, SNOOK MANAGEMENT
4er ;ow To MARIPT TINA. PIONS. SEMINARS A !Noun's. ITU). SCHNELLO, DON N.
665 wow PO mEASullE ATTITUDES HENARION, MARLINS S.
eat How To MEASURE PERPORMANCE AND USE TESTS Noss10, LYNN LYONS
324 HOW TO MEASURE TRAINING EFFECTIVENESS RAC, LESLIE MINIM 3
520 NoW TO W3TIVATE 704 supeticm PERFORMANCE NITCNILL, GUST
919 mow TO NEGOTIATE

sANUILS, STEVEN SARNETT a
193 Now TO PLAN I CONDUCT PRODUCTIVE SUS. memos KIRKPATRICK, DONALD L.
515 NOW TO PREPARE A OUSINESS PLAN DELANEY, ROSERT V. JR.
201 NOW TO PREPARE AN EFFECTIVE SUSINISS PLAN

DELEMEY, MOSER? V. JR. RUMNESS
144 MOW To RE$EARCN WRITE 6 PACKAGE ADMIN, MANUALS LUNINE, LEO R. ADMIN.
518 NOW TO SPEAK PERSUASIVELY

SAMUELS, STEVEN BARNETT
4,4 NOW 10 SWAIM A !RAINING ASSIummkNI ELLIS, STEVEN K. 3 V
661 HOW TO usE GUALIATIVE METHODS IN EVALUATION PATTON, MICKAIL GUINN

1
305 HoW TO WAITE A SUSINESS PLAN (SECOND EDITION) GREGO, EDWIN T.
556 HOW TO WAITE A MARKETING PLAN HENNESSEY, MEAT D. 3
484 HUmAN !NouIRY IN ACTION REASON, PETER
340 HUMAN RELATIONS DEVELOPOWNT

266 muNAN AESOURCE DEVELOPmENT CATALOG 1963 ADO I 11011VISLRY
1UU NuMAM RESOURES MARAUGM6N1 114mT, MAL R. MANAMMCNT
300 Nummi 8101 01, PACTOAY AUTOMATION, THE MAJCHREAK, ANN

1?, TMO
V'11480191411mNtuifintr IMAM 'MN MANAGEMENT

1
600 !NAM Of ORGANIZATION MORONI, GARETH
319 INPLEMENTATION FON SUSTAINASILITY MONADLI, 0101104
143 IMPLEMENTING OROANIZATIOOAL CNANNI LIPPIT, 0000010 L.
313 IMPLEMENTING PROGRAMS OP NUMAN DEVELOPMENT KNIGHT, PIITIK T.
573 IMPROVE YOUR MCNEES DICKSON, 0.I.M.
634 INPROVING FINANCIAI AND PENMAN MANAGEMEOff DOME
536 IMPROVING GOVERNMENT PERFONMANCI WHOLE!, JOSEPN S.
565 IMPROVING MAINTENANCE IN DEVELOPING COUNTRIES ILO
111 IMPROVING ommecr MONITORING 6 IMPLININTATION 'ESTERS KETTERING, MERLYN H. PROJECT
439 IN !WIWI, OF TWE MANADIA'S JOS: WILDING ON MINTZSERO McCALL, JR. MORGAN W.
166 IN SEARCH OF EXCELLENCE POTERS,TOOMAS J.
565 IN SEARCH OF EXCELLENCE PETERS, THOMAS J.
332 INCREASING RODUCIVITY THROUGH PERFORmANCE APPRAISAL LATHAM, GARY P.
001 INCREASING PRODUCTIVITY TNR0V.4 PERFORNANGC APPMAIDAL LATNAM, CAGY P.
357 INDIAN PEOTNY TODAY (vOL. 1 E II) MALIK, KISHAV
393 INFORMATION INTERVIEW, THE HINRICHS, JOHN R.
110 INSTRUCTING FOR RESULTS MARGOLIS, FREDRIC H.
see imeraucrtoim nogini rtvisotoo.wroo,icIM rAMAWIS JOSTIPt
sin INSTRUCTORS CONPITtlICIZS 'NC STANDARDS VOL.! ISSTPI 2



I.

7: 71 .:=01.7.: .0C

246 INT,L FED. or TING. &A DEV. oRGANIZATIONS LTO, TRAINING t

122 IhTSG. HUNAN RESOuRCEE 6 STRATEGIC SUSINESS PLANNING MANStNI, ANDREW O. 2
2711 INTEGRATING HUMAN IMACuRCEI AND STRATEGIC GUI. PLAWN, KANZIAI, ANORAW O. 2
07,5 INTEMPERATE Tool FEINARRG, RICHARD O.

1

333 INTERACTIVE CLASSROON INSTRUCTION LAING, DUGAN 3
086 INTERMEDIATE PRICE THECAY NICAA
047 INTERNATIONAL CONF. ONCHALLENOE OF RuRAL DIvELOPMENT PAO RuRAL
412 INTERNATIONAL NEOOTIATION (A CLOSS-CuLTWAL PERO.) EISNER, GLEN 1

041 INTERNATIONAL PuSLIC MANAGEMENT DEVELOPNENT PROGAAMS PUGLIC MON 1

457 INTERNATIONAL Amos OS ADmiNtstRATIVE SCIENCES nal
1

025 INTERNATIONAL TRAINERS IA SuSINESS AND INDuSTRY mauER, VINCENT A. TRAINING 1

44, INTERPERSONAL SKILLS TRNG:617 OFFICERS, PAIA DEPTT. KIRKMART, LARRY DR. TRAINING 1

097 INTERPERSONEL PEACEMAKING WALTON, RICKARD I,
073 INTERVIEWIN4 SKILLS FOR SUPERVISORY PERSONNEL STEINMETZ, LAWENCE L.
126 INTL. SININAR ON SAGIC NEEDS I W/SHOP ON TING Ri Div, P0.00 TRAINING 2
633 INTOODucTION TO THE FINANCIAL mGMT. IMP, EFFORT

1
444 INVENIONT Op TRAININU IN PAKISTAN 196465 p*c/CHEGGNI TRAINING
272 INVENTuRERS, TNI HAGSKRO, JANET
294 ITIS THEIR SuSINISS, TOO DICSENSON, DANIEL
343 ITOT

279 Jol DESCRIPTIONS IN HUMAN RESOURCES JOANN
S47 JOS PERFORMANCE STANDARDS AND NEAsURES SPRINGER, JUDITH W.
699 JOURNAL Of INITRUCTICNAL DEVILOPNENT LSI
490 JouRNAL oF MANAGEMENT DEVELOPMENT, THE NARGIRISON, DO. CHARLES
157 JOURNAL oF RURAL DIV. 6 A00111. SEPT, 1977 KAMM OM, DR, RURAL
163 JOuRNAL OF RuaAL DEVELOPMENT I ADMINIS1RATION KAMA, SM. cia. 2
E97 K.I.A. CAS, STUDIES - NOTE& FOR CASE LEADERS MAYO-SMITH, IAN
013 KARACHI ELECTRIC SUPPLY CORPORAION OAM sruor 1984 KHAN, RAMO WAD DR, MANAGEMENT
599 KEEPING TME FAMILY SuSINISS WEALTHY WANG, JONN L.
228 KEY AccOUNT SELLING MANN, MACK
267 LEADERS, GUIDE CATALOG, 711E SLANENARD, KEN
4E9 LEADERSHIP AND THE PROFESSIONAL 4600.1., JR. ROMAN U. 1

492 LEADERSHIP CHALLENGE, THE KOMI, JAMES N. 3
666 LEADERSHIP REPORT SUM, W. WARNER
696 LEADERSHIP WHERE tLSE cAm um 414 mccALL, NORMS W.
477 LEARNING F4C0 THE FIELD (A GUIDE FROM EXPERIENCE) UNTIE, WILLIAM FOOTE

LEARNING THROUGH GROUPS NANKIN, PAILIP G.
so.0^1.., 1401110A*1 .ft

582 LIBRARY AND INFORMATION SERVICES MOAT. DIV. INSTT. MUM, KIN RANAGIMCNI
479 LINKING AuDITING AND NETAIVALUATION MUNDT, MAAS A.
452 LISTEN AND le LISTENED TO SILL, GIORGI R. 2
432 LIVING IN THE U.S.A. LAMM, ALISON I. 1

153 LOCAL GOVT. & RURAL DEVELoPMENT NIPA4 LAMORE RURAL 1

373 LOYOLA COLLEGE IN MARYLAND (GRADUATE CAT. 67-EIG)
2

208 NAKING DECIVIoNS MILL, PERCY H. & OTHERS
204 MAKING suCCESSFWL PRESENTATION! $MITTI, TERRI' C.

620 MAKING TECHNICAL ASSISTANCE TEAme MORE EFFECTIVE DPNC
213 RAKING INS PUNA! WORK DIENOLD, JOHN
463 MAKING YOUR CAMEER THANSITION loeuesoN, DANA GAINES 2
S63 MAN GEV NEWSLETTER ILO

211 MANAGE YOUR TIME, MANAGE YCAIR woRK, MANAGE yconseLr MANAGEMENT 1

215 NANAGEMENT (THEORY ARO APPLICATION) Rua AND STARS MANAGEMENT 1

604 MANAGEMENT AUDIT FOW SMALL NANUFACTURI/1 KLING, JOHN 1E, MANAGEMENT
603 KAHAamEXT AUDIT FOR SMALL RETAILERS WINGATE, JOON w. mAmAGENINT
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086 WANT. TRNG. 6 OEVeLOPNENT IN 'MILK em1t/441(1*mi 110144, tomnAir Aa MAftAWOMNI

681 NICACCONPUTIR APPLICATIONS IN GUALITATIvE RESEARCH PFAFFINSERGER, $R110 1

nnI urrenrnmpilY06* IN novvimompuy mu, MARCUS O. CcoPUT11111 2

252 MODELS F04 EXCILLENOI
2

550 MODERN INDIAN SNORT STORIES
DAS, KISNORI CHARAN

576 MOOERN PEACTICE OF AAULY EDUCATION, THE KNOWLES, MALCOLM S.

3/0 mOAC GANCS TAAiNcAs PLAY
SGAANCIA, MARIO c TAAIWING

064 MULTINATIONAL ORGANIZATION DEVELOPMENT
NIEMAN, DAVID A. DEVILOPMINT 1

016 MATICOAL MANAGEMENT COURSE 46TR (PAU)
MANAGININT 6

409 NATURALISTIC !NOWAY
YVONNA, S. LINCOLN

452 NED ANALYSIS (TCOLS FOR THE HUNAN SiRVICES I EDUC.) McKILL1P, JACK

SSO NETWORKING A COMPSNOWN OP !DIAS WWII, CAROLE 2

)02 NEW MANAGERIAL GRID, THC
SLAKE, ROSERT R. MANAGEMENT

450 NOTE ON TN! SED-LININ INDUSTRY
LUNI1

1

161 oto LAHORE
GOJOING, 1111.

410 ON TIME AND KETHOD
KELLY, JANIC1 R.

265 ORDER FoN (FOR SALE NANAGEmENT ASSISTANCE PuSLICATIONS MANAGEMENT

249 ORGANIZATION DEVELOONENT
WOKE, W. WAGNER

24? ORGANIZATION DEVELOPMENT: ITS NATURE, ORIGINS 6 PADA. SINNIS

053 ORGANIZATIGN IN A CHANGING INVIRONMINT, THE ROISIR, RICHARD J.C.

OSE ORGANIZATIONAL RenAVIOR 4 NuNAN PSRPORmANCE NAYLOR, JAMS O.

140 ORGANIzATIONAL CAREER DEVELOPMENT ourrellom, TNONAS 0. DEVELOPMENT 2

206 ORGANIZATIONAL CAREER DEVELOPS/DT
OJTTERIDGE, THOMAS O.

419 ORGANIZATIONAL CHARMS AS A DEVELOPMENT STRATEGY RAGS, JERALD

144 oRGANIZATIONAL CULTURE AND LEADERSHIP SCHEIN, !ISAR N.

618 ORGANIZATINAL DIAGNOSIS
WEISSORD, MARVIN R.

C159 ORGANIZATIONAL DYNAMICS
KOTTIR, ..00N P.

060 ORGANIZATIONAL ENTRY
WANOUS,J0041 P.

407 ORGANUATIONAL PSYCHOLOGY (FOURTH EDITION) KOLS, DAVID A. 2

065 oRGANIZATIONAL TRANSITIONS SACKKAND, RIONARO 3

611 OUTSIDE DIRECTORS IN TH1 FAMILY OwNED SUSINESS DAUCO, LION A.

161 PAKISTAN ACADEMY FOR RURAL DEMELOPNINT, AN INTRO.

151 PAKISTAN ADMINISTRATION JAN.JUW 1953 N0.1 KNAN, MANOR NASAN ADMIN. 2

152 PAKISTAN ADNINISTRATION JUL-WIC, 1953 $0.2 MAAS 2AMIER ADMIN.

045 PAKISTAN JOURNAL OF PuSLIC ADMINISTRATION
PUSLIC ADM 3

044 PAKISTAN JaJONAL OF PUSLIC ADNINIsTRATION DEC. ltre NIPA PwSLIC ADMN

026 PAKISTAN MAKAPtMENT REVIEW
MANAGENANT 10

113 PAKISTAN STATISTICAL YEARS** 1954 GOVT. Of PAKISTAN

004 PAKISTAN'S NUCLEAR MENA ALI, AKNTAR SCIENCE 3

150 PAKPLA$ (04, 83. $6)
PPM 3

AV ftASIVIA UllUAISAIAV CA TUC MACITCO *PIPMPIP PM mom mAKADEMENT

ger PARTICIPANT HANDSOOK
ROL

264 PARTiCIPANT'S WOAKSOOK AND LEARNING GUIDE, TNE CINNAMON, KENNETH M.

207 PARTICIPATIVE MANAGEMENT
ANTHCSIT, WILLIAM P. MANAGEMENT

691 PAINS TO NMI JOIEFOWITC, NATASHA 1

988 PEACE CORPS PROGRAMMING IN MALL ENTERPRISE GEV. SIMS, SAASARA J.
1

351 PEOPLE CENTERED DEVELOPMENT KORTIN, DAVIS C.
3

101 PERFORMANCE APPRAISALS IN THE PUBLIC SECTOR NORRISAY, OIOROI

436 PERILS OF INTENSIVE NONT. TUG, A NOW TO AVOID rotm KAPLAN, GMAT I.

687 PERSONAL STyLE INVENTORY NO4AN1 R. CRAIG DN.

224 PERSONAL VITALITY
HILLER, DONALD S. 1

1:A PERSONNEL ADMINISTRATION
RATTY, RICHARD w. A0mIN. 1

476 PERSONNEL EVALUATION STANDARDS, TNI
STUFFLESEAM, (ANVIL L. 4

32) PERAPIOTIVIS ON NONFORKAL AWJLT LEAANIO AtINIVASAN, LYRA 1
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Oi4 POI1CAL saTTINGE AND 04GANICA1IC* OGVELOPAINT
in PIA amity mANAMENT TRAINING 10 PAKISTAN
4tit otARk10 A PERFORmANCE INPROV/MENT PROJEC7
3s*g out4W4 TOtis PROFEASIONAL DIALOPAINT
2F6 PtANN/N6, CONDUOilm6 ANO 'VALUATION
316 FLAMM, PAOK461146, hNO PRESENTING TRAINING
21) PLOCAUING ilhP, IRE
T10 KrAat uNOtRIVA4t 0 *4 (oPAAADTKA 1 TIMPIRA4410 TYPII)
tibt$ POW EMPOMERMCWT PROPILE
001, PI:AMU OF DATA PROCESSING
365 PRINCIPLES OF DATA PROCESSING
ITA PkiNCIPLEG OF IRS1EUPT1O4AL OEST^v
033 PRiOGIIT WAG FOS ACTION IN PU ADMN. 6 FINANCR
41A FROGLIA *WANG tIONe 9,01C PAIR 4.1,11-A CASE STLOY
39 P9DELEN-GMPLOVEt INTERVIEW, TM
047 PROCESS CPOISULTATIGN
X54 PROCESS CO4SIATATION2 ITS ROLE IN ORO. DEVELOPMENT
246 PRODUCING TRACKING MATERIALS
3GS P(ODUCTIVITY IN OGGANIEATIONSI
jor PRODUCTIVITY PANAMINT
440 PROFISSTONAL olvtomemv MORAN
i7E 0110FIAZIOMAL TANG. ROLES COmPETENCIES (VOL.!)01 PROFESS/114AL TRNO. ROLE* I COMPETENCIES (VOL.II)
530 PROFtSSIONALIZING TIM 04041112ATION
674 PROFILES OF Q. !NFLOWS STRATEGIES PORN C
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REACTION FORMATIVE EVALUATION OF TNA MODULE
Advanced Trainers Development Workshop

Activities of July 11-161 1990

Using the following scaler circle the number to the right of each
of the following statements to indicate the degree to which you
agree or disagree with the statement as it relates to the TNA
module activities: 5 = Strongly Agree

4 = Agree
3 = Neutral or Not Sure
2 = Disagree
1 = Strongly Disagree

1. The terminal objectives for the TNA workshop
are appropriate.

2. The TNA participants' manual is useful.
3. Developing activities for the TNA

instructors' manual has been useful.
4. Working with a co-developer on the TNA

instructors' manual was a good learning
experience.

5. McLean provided helpful assistance in
developing my coral ments of the TNA
instructors' manual.

6. McLean provided useful feedback on my
developmental activities for the TNA
instructors' manual.

7. Making a presentation on one area of TNA
was a useful activity.

8. Working with a co-facilitator on my
presentation was a good learning
experience.

9. I received useful written feedback from my
peers based on my presentation.

10. I received useful oral feedback from my peers
based on my presentation.

11. I received useful written feedback from the
trainers based on my presentation.

12. I received useful oral feedback from the
trainers based on my presentation.

13. It was helpful hearing the feedback received
by other participants.

14. I learned more about TNA from the presenta-
tion I made.

15. I learned more about TNA from the presenta-
tions made by others.

16. McLean Ilsed good facilitation skills during
the feedback sessions.

17. I could understand McLean's pronunciation.
18. McLean is knowledgeable about training needs

assessment.

Rimmit_tikm_tigi_p_Agei. over

37

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1



19. Arney is knowledgeable about training
presentation skills.

20. McLean is knowledgeable about training
presentation skills.

5

5

The following content presented by McLean was useful:
21. Definition of training needs assessment 5
22. Purposes for training needs assessment 5
23. Using affinity diagrams in TNA 5

24. The support available from the AED support
staff has been adequate. 5

25. The facilities have been adequate. 5
26. Overall, I am satisfied with the TNA module

days' activities. 5

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

27. Here's what I liked best about the TNA activities:

28. Here's what I didn't like about the TNA activities:

29. Here's what I'd like to have changed or included during the
PDIT and ETE modules:

30. Here's some additional feedback I'd like you to have:

Thanks for helping.
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SOME KEY WORDS

Extraversion

Active

Outward

Sociable

People

Many

Expressive

Breadth

THESE CHARACTERISTICS OFTEN DEVELOP FROM
SOME OF THEM MAY BE TRUE OF YOU. 377

Introversion

Reflective

Inward

Reserved

Privacy

Few

Quiet

Depth

E AND I PREFERENCES.



EXTRAVERSION
Tendencies/Characteristics

Gives breadth to life.

E's may seem shallow to l's.

11.5.1141112111MNSAIYIMMWMeaft.11111.WYWIlir01041,YrImlw

Needs iniroversion for balance.

INTROVERSION
Tendencies/Characteristics

Gives depth to life.

M111100.1111.011511er r1,71111114.11..

I's may seem withdrawn to E's.

3 7

IsnIVIIIIIEIMata. ea. .7IIMIAloreVit.11MMay.rf
Needs extraversicm for balance.
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EXTRAVERSION
Tendencies/Characteristics

..=1.smmlwmK

INTROVERSION
Tendencies/Characteristics

.1.53;CI)
pu'it richt)

Witt/4 Okie

Letwie
+eft

Is often friendly, talkative, easy to know,

Expresses emotions.

Misla...tomMIMIMMelamenIMMIS.MMIM.IMMEMOM.I.blen.

Needs relationships

Waallarna.11

s often reserved, quiet, hard tc. know.

Bottles up emotions.

'3 7

Needs privacy.



EXTRAVERSION
Tendencies/Characteriscies

Feels pulled outward by external
claims and conditions.

INTROVERSION
Tendencies; Characteristics

=1=1.11=1111MIMISI.

Feels pushed inward by external
claims and intrusionc.

Energized by other people,
external experiences.

Acts, then.(maybe) reflects.

3Y)

Energized by inner resources,
internal experiences.

Reflects. then (maybe) acts.



SOME KEY WORDS

Sensing

Details

Present

Practical

Facts

Sequential

Directions

Repetition

Enjoyment

Perspiration

Conserve

Intuition

Patterns

Future

Imaginative

Innovations

Random

Hunches

Variety

Anticipation

Inspiration

Change

THESE CHARACTERISTICS OFTEN DEVELOP FROM S AND N PREFF:RENCES.
SOME OF THEM MAY BE TRUE OF YOU.



SENSING
Tendencies/Characteristics

INTUITION
Tendencies/ Characteristics

Likes set procedures, established routines.

S's may seem materialistic and literal.
minded to N's.

ii
Likes change and varierv.

N's may seem fickle, impractical
dreamers toS's.

Needs intuition for balance. Needs seasing for balance.

3



SENSING
rendenciesiCharacteristics

INTUITION
Tendencies/Characteristics

Likcs things that are definite, measurable. Likes opportunities for being inventive.

4:73

Starts at the beginning, takes a step at a time.

.4
CZ:J

Jumps in anywhere, leaps over steps.

Reads instructions, notices details. Skips directierns. iollowc hunches,



SENSING
Tendencies/Characteristics

..,!1

,P,40eki

INTUITION
Tendencies/Characteristics

Looks at specific parts and pieces. Looks at patterns and relationships.

Lives howard the future anticipating what
Lives in the present, enjoying what's there. might be.

-t j,.43 cis." vaotok
if WI, de "

Prefers handling practical matters. Prefers imagining possibilities.

1.m.mig.11111



SOME KEY WORDS
WO

Thinking Feeling

Head Heart

Objective Subjective

Justice Harmony

Cool Caring

Impersonal Personal

Criticize Appreciate

Analyze Empathize

Precise Persuasive

Principles Values

THESE CHARACTERISTICS OFTEN DEVELOP FROM T AND F PREFERENCES.SOME OF THEM MAY BE TRUE OF YOU.

Arbiravelnummorrweveafre.al



THINKING
Tendencies/Characteristics

FEELING
Tcridencies/Characteristics

Decides with the head. Decides with the heart.

Tha. S ersbIt.
-i-todne -to ce

Goes by logic.

Concerned for truth. justice.

Goes by personal convictions.

Concern,eel for relationships, harmony.



THINKING
Tendencies; Characteristics

Sees things as on.looker, from outside
a situation.

FEELING
Tendenc;es/Ch.racret istics
Ww win.awarao. ..evee."..morprasswWwatrersew

onsorowilcash.....110-.."01

Sees things as a participant. frcm within
a

Takes a long view.

Vorawas

Takes an immediate and personal view.

Spontaneously finds flaws, criticizes, Spontaneously appreciates.



THINKING
Tendencies/Characteristics

FEELING
TendenciesiCharacteristics

Good at analyzing plans.

T's may seem cold and
condescending to F's.

Good at understanding people.

F's may seem fuzzy.minded and
emotional tors.

rc need feeling tor balance. F'i need thinking for balance.



SOME KEY WORDS

J
Judgment

Organized

Structure

Control

Decisive

Deliberate

Closure

Plan

Deadlines

Productive

Perception

Flexible

Flow

Experience

Curious

Spontaneous

Openness

Wait

Discoveries

Receptive

THESE CHARACTERISTICS OFTEN DEVELOP FROM AND p PREFERENCES.SOME OF THEM MAY BE TRUE OF YOU.

35.6



JTJDGMENT
Tendencies/Characteristics

PERCEPTION
Tendencies/Characteristics

Prefers an organi:ed lifesrvle. Prefers a flexible lifestyle.

Likes definite order and structure.

Likes to have life under control.

411414.

Likes going with the flow.

0

Prefers to experience life as it happens.



JUDGMENT
Tendencies/Characteristics

PERCEPTION
Tendencies/Characteristics

=1111101MaMmt,

Enjoys being decisive. Enjoys being curious, discovering surprises.

Likes clear limits and categories.

Feels comfortable establishing closure.

%we

owsOlaMs0.

Likes freedom to explore without limits.

Feels comfortable maintaining openness.

3 9 1



JUDGMENT
TendeneieiiCharaeteristies

PERCEPTION
Tendeneies/Charactcristics

I {andles deadlines, plans in advance. Meets deadlines by last minute rush.

1' s may seem demanding, rigid,
uptight to P's.

P's may seem disorganized, messy,
irresponsible tors.

Needs perception for hnlance. Needs judgment for balance.

3 '2,



When you are
dealing with a:

Sensing Type

ORGANIZATIONAL USE OF DIFFERENCES

Do This Don't Do This

Intuitive

Talk in terms of results
Be specific

Reinforce past results

Commend energy, drive,
sense of urgency

Assign to short term
projects

Stress action projects

Prepare long reports
Be Vague on expectations
Dwell on long range

objectives
Be overly intellectual

Assign to long term
projects

Insist on written reports

Commend creativity,
innovation

Be future oriented
Rely on intellectual

approach
Allow to use creative,

visionary approach
Emphasize big picture

Expect action oriented
behavior

Expect pragmatic actions
Be overly specific,

detailed
Be overly demanding

Expect follow-up on
details

Thinking Type Be logical, well organized
Commend logic, rationality
Stress flow of work

from past to present
to future

Assign projects that
require analytica approach

Stress facts, evidence

Be emotional or domineering
Be personal
Deal in just one time

frame

Assign "people" projects

Start with small talk

Feeling Type
Show support and concern
Stress your need for help
Provide personal recognition
Commend loyalty,

Allow work with others
OFfer personal help

and encouragemAt

3 9 I

Be cold and aloof
Be demanding
Be impersonal
Press hard for immediate

change or results
Assign solitary tv,ks
Allnw long lapses for

follow-up
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REACTION FORMATIVE EVALUATION OF PDIT MODULE
Advanced Trainers Development Workshop

Activities of July 17-22, 1990

Using the following scale, circle the number to the right of each
of the following statements to indicate the degree to which you
agree or disagree with the statement as it relates to the PDIT
module activities: 5 = Strongly Agree

4 = Agree
3 = Neutral or Not Sure
2 = Disagree
1 = Strongly Disagree

1. The terminal objectives for the PD1T workshop
are appropriate.

2. The PDIT participants' manual is useful.
3. Developing activities for the PDIT

instructors' manual has been useful.
4. Working with a co-developer on the PDIT

instructors' manual was a good learning
experience.

5. Arney provided helpful assistance in
developing my components of the PDIT
instructors' manual.

6. Making a presentation on one area of PDIT
was a useful activity.

7. Working with a co-facilitator on my
presentation was a good learning
experience.

8. I received useful written feedback from my
peers based on my presentation.

9. I received useful oral feedback from my peers
based on my presentation.

10. I received useful written feedback from the
trainers based on my presentation.

11. I received useful oral feedback from the
trainers based on my presentation.

12. It was helpful hearing the feedback received
by other participants.

13. It was helpful viewing the videotape of my
presentation.

14. I learned more about PDIT from the presenta-
tion I made.

15. I learned more about PDIT from the presenta-
tions made by others.

16. Arney used good facilitation skills during
the feedbacK sessions.

17. I could understand Arney's pronunciation.

Ricattei
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5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1



18. Arney is knowledgeable about training
presentation skills.

19. McLean is knowledgeable about training
presentation skills.

The following presented by Arney was useful:
20. Myers-Briggs Type Indicator (MBTI)
21. Using MBTI to process TNA co-facilitation
22. Writing a behavioral objective based on

individual growing edges
23. STRIPE (Steps in Program Design)
24. Pretest in training delivery methods
25. Q-Sort on preferences in training delivery

methods

26. The support available from the AED support
staff has been adequate.

27. The facilities have been adequate.
28. Overall, I am satisfied with the PDIT module

activities.

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 4 3 2 1

5 IL 3 2 1

5 4 3 2 1

5 4 3 2 1.

5 4 3 2 1

5 4 3 2 1

29. Here's what I liked best about the PDIT activities:

30. Here's what I didn't like about the PDIT activities:

31. Here's what I'd like to nave changed or included during the
ETE module:

32. Here's some additional feedback I'd like you to have:

Thanks for helping.

395
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REACTION FORMATIVE EVALUATION OF ETE MODULE
Advanced Trairlars Development Workshop

Activities of July 23-25, 1990

Using the following scale, circle the number to the right of each
of the following statements to indicate the degree to which you
agree or disagree with the statement as it relates to the ETE
module activities: 5 = Strongly Agree

4 = Agree
3 = Neutral or Not Sure
2 = "Asagree
1 = Strongly Disagree

1. The terminal objectives for the ETE workshop
are appropriate. 5

2. The ETE participants' manual is useful. 5
3. Developing activities for the ETE

instructors' manual has been useful. 5
4. Working with a co-developer on the ETE

instructors' manual was a good lea.ming
experience. 5

5. McLean provided helpful assistance in
developing my components of the ETE
instructors' manual. 5

6. Making a presentation on one area of ETE
was a useful activity. 5

7. Working with a co-facilitator on my
presentation was a good learning
experience. 5

8. I received useful written feedback from my
peers based on my presentation. 5

9. I received useful oral feedback from my peers
based on my presentation. 5

10. I received useful written feedback from the
trainers based on my presentation. 5

11. I received useful oral feedback from the
trainers based on my presentation. 5

12. It was helpful hearing the feedback received
by other participants. 5

13. It was helpful viewing the videotape of my
presentation. 5

14. I learned more about ETE from the presenta-
tion I made. 5

15. I learned more about ETE from the presenta-
tions made by others. 5

16. Having participants facilitate the feedback
sessions was a good idea. 5

17. I appreciated the way in which the topic to
be presented for ETE was selected. 5

4();

ova v

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1

4 3 2 1



18. The support available from the AED support
staff has been adequate. 5 4 3 2 1

19. The facilities have been adequate. 5 4 3 2 1
20. Overall, I am satisfied with the ETE module

activities.

21. Here's what I liked best about the ETE activities:

22. Here's what I didn't like about the ETE activities:

23. Here's some additional feedback I'd like you to have:

Thanks for helping.
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FROM: McLagan, P.A. (1989). Models for HRD practice: The models.
Alexandria, VA: American Society for Training and Development.

Figure 1: Human Resource Wheel

HRD
HRD is the integrated use GE training and development,
organization development, and career development to improve
ir4vidual, group, and organizational effectiveness. Those three
areas use development as their primary process, and are the
focal point of this study.

HR Research
Information Systeme
Focus: assuring an HR
information base.

UnioaiLabor Relations
Focus: assuring healthy
unioalorganization
relationships.

_ Employee Assistance .
Focus: providing personal
problem solvingkaiunseling to
individual employees.

Conapetteatiatillienefita
Focus: assuring compensation and
benefits fairness and consistency.

,

Selection and
Staffing
Focus: matching
people and their
=ear needs and
capabilities with
jobs and career
paths.

llsining and Development.
Focus: identifying assuring,
andthrough planned
learninghelping develop
the key competencies that
enable individuels to per-
form current or future jobs.

HUMAN
RESOURC E

RESULTS

Productivity
Quality
Innovation
HR fulfillment
Readiness
for change

via

Performers*
Managseansit Systeme
Focus: assuring
individual and.
organization goals are
linked and that what
individuals do every day
supports the
organizational goals

Organization Development,
Focus: assuring healthy
inter- and intraunit
relationships and helping
groups initiate and manage
change.

Career Development. Focus:
assuring an alignment of
individual career planning and
organization career.management
processes to achieve an optimal
match of individual and
organizational needs.

Orgealzationllob Design.
Focus: defining how tasks,
authority, and systems will be
organized and integtated across
organizational units and in
individual jobs.

Human Resource
Planning
Focus: determining the
otganization's major
human resource needs,
strategies and
philosophies.

These areas are closely related to the
three primary HRD areas. In them,
development is important, but it is not the
primary orientation or process.

(



Your name:

SELF-D1SCaVERY AND DEVELOPNLAT FORK

Advanced Trainer Development Workshop
auly 7 - 26, 1990

1. During this workshop I have improved in the following areas
of training of trainers:

2. During this workshop I have discovered the following
strengths as a trainer of trainers:

3. I intend to put my strengths to use in the following ways:

4. I have also discovered a need to increase my strensths in the
following areas:



5. I intend to take the following actions to improve my
strengths in the areas listed in answer to question 4:

6. I believe I can make important contributions to the
advancement of the profession of training in Pakistan in thefollowing ways:

7. What AED workshops would you like to attend to build furtheron your training of trainer competencies?

8. What workshops would you liks AED to offer that you would
attend that would build further on your training of trainercompetencies?

4 HS



REACTION SUMMATIVE EVALUATION
Advanced Trainer Development Workshop

July 7 - 26, 1990

1. Here's what I liked about the workshop:

2. Here's what would have improved the workshop:

3. How can the workshop be marketed better?

4. If possible, list the names and contact means of three peoplewho you think could benefit from this workshop:

5. What organizations with contacts do you know that might be
interested in being a client organization for TNA, PDIT, orETE?

6. Any additional feedback you'd like us or AED to have:



PEER AND SELF-EVALUATION OF READINESS
TO BECOME A TRAINER OF TRAINERS

To assist the facilitators in evaluating each participant, and to
determine the willingness of participants to participate in co-
facilitating a Training of Trainer workshop during the next 12
months, we would appreciate your responses to the questions that
follow.

1. Your name:

2. How willing are you to co-facilitate a TOT workshop during
the next twelve months? (Circle the number that applies)

5 Very willing
4 Willing
3 Not sure
2 Not willing
1 Definitely not willing

3. If you answered #2, above, with a 4 or a 5, rank order your
preference for co-facilitating the following three
workshops, with a 1 indicating your top interest and a 3
your bottom interest. Leave the item blank if you wonld not
co-facilitate that workshop. Dates, locations and coachesare provided where they are known.

Training Needs Assessment (tentatively, McLean
during the last two weeks of February, 1991,
in Karachi)

Program Development and Instructional Techniques
(Arney, December 1 - 11, 1990, location not
yet set; need to be available November 23 -
December 13)

Effective Training Evaluation (tentatively,
McLean sometime during the summer of 1991 in
an unspecified location)

4. Again, if you answered #2,
three persons in this ATDW
facilitate? (List in rank

1.

2.

3.

above, with a 4 or a 5, with what
would you most like to co-
order)

(All respondents, pleas, turn page over
and complete the other side.)

4 0



5. From what you have observed in this ATDW, what is yourassessment of each participant's competence to co-facilitate
a Training of Trainers workshop, including_mmlf?
Use the following scale: 4 - Competent to do this now

3 - Nov yet competent to do this,
but shows good promise

2 - Can possibly become competent
to do this, but needs more
experience and training

1 - Does not show promise of
becoming a trainar of trainers

EAting Participant

Mirza

Salma

Urusa

Naveed

Paul

Jafri

Tahseen

Basit

Shah

Sherwani

Zaheer

Zafar

Abbas

Dominic

Makhdoom

Mahmooda

Zahur

Fakhar



Presenter

PRESENTATION EVALUATION FORM

PREPARATION:

1. Lesson Materials - neatly arranged, easily accessible2. Audio-Visual Aids - checked out prior to use3. Class Arrangement -- class in contact for control, allcan see and hear

INTRODUCTI N:

1. felbjective, Need, Application - able to see need orvalue of lesson
2. Interest Arousing - stimulating3. Tie-in - builds upon previous learning when possible

PRESENTATION:

1. Logical Sequence - easy to follow, not lost in mass ofwords
2. Alert to Class - views class, looks for reaction3. Emphasize Key Points - uses adequate

reinforcement4. Instructional Aids - used when needed, clear, organized
5. Safety - indicated at point of need6. Technical Correctness - principles aclurate, obviousknowledge of subject skills7. Pace - smooth delivery, few pauses, not too fast or tooslow
8. Class Participation - students made a part of lesson,attempt to gain feedback

CONCLUSION AND SUMMARY:

1. Check and Review Main Points - questions from students,asks direct questions of value2. Follow-up - gives assignment or clear directions forfuture action

TEACHING MANNER:

1. Speech, Diction, Tone - clear, good volume2. Enthusiasm - mannerisms positive
TOTAL (Rate each item 0 to 4, with 4 being the best)

COMMENTS:



I.

NAME

PRESENTATION SKILLS EVALUATION

RATING
5=excellent
4=good
3=average
2=needs improvement
1=poor

1111

Li

1

IMMO

TOPIC

DATE

COMMENTS

Materials and
-EPARATION room ready

Background
AUDIENCE ASSESSMENT Skill level

Expectations
Clarity of purpose

INTRODUCTION Established rapport
Overview

Poise
NON-VERBAL COMMUNICATION Confidence

Gestures
One-to-one

EYE CONTACT Group

Pace
VOCAL DYNAM:CS Tone

Pro ectior
Clarity

ORGANIZATION Transitions
Use of notes

Adequate time allowedQUESTIONS Feedback
Related to topic

Purposeful
REINFORCEMENT EXERCISES Comprehensive

Adequate time
Not sidetrackedHANDLING DISTRACTIONS Effective

control
SimpleUSE OF AUDIOVISUALS Legible
Interestin.

CONCLUSION Summarized main points

Further suggestions for improvement

.111.rwlao,
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