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A

Action planning, 168

Activity/Discussion/Application (ADA)
approach, 159-160

ADDIE analysis stage: analyzing the
information, 36—42; considering the learners,
44-49; considering the stakeholders, 42-44;
decision to design versus buy training
program, 52-59; determining involvement
in designing process, 51-52; gathering
information during, 25-36; identifying
constraints and other impacting factors,
49-51; needs assessments during the, 19-24;
overview of, 7-8; tip on paying enough
attention to, 10

ADDIE design stage: choosing delivery
of training, 102-125; designing distance
learning programs, 261-276; enabling
objectives, 87-91, 96; overview of, § Cee also
Learning objectives

ADDIE development stage: déveioping
materials/validating progran., 210-235;
identifying content, 128-1-7, 187; overview
of, 9; planning the learning activities,
150-182, 187, 190, 225; structuring training
program, 184-207

ADDIE evaluation stage: applications of,
253-259; conducting the evaluation, 241-252;
function of the, 239-240; importance of,
238-239; overview of, 9; questions to ask
during the, 240-241

ADDIE implementation stage, 9

“The ADDIE Instructional Design Model”
(www.intulogy.com), 248

ADDIE model: analysis stage of, 7-8, 10,
17-67; design stage of, 8, 69-99, 102-125,
261-276; development stage of, 9, 128-147,

150-182, 184-207, 210-235; evaluation stage
of, 9, 237-259; illustrated diagram of, 6, 17,
69,101, 127, 149, 209, 237; implementation
stage of, 9; issues to consider when using
the, 9-13; overview of the, 5-9; planning
instruction programs using the, 3. See also
ISD (instructional systems design)

Agendas: “at-a-glarice,” 222; build flexibility
into, 203; “lag” \ime component of the,
193, 201-202: preparing preliminary,
200-20%; “yed flagging” possible problems,
201; campie workshop, 202; template for
orgznizing, 207

Airline simulations, 173

Arnerican Management Association, 54

Analyzing the information: to determine
urgency of change, 37-39; to identify needed
change, 37; issues to consider when, 37

Analyzing the situation: gathering information
for, 25-36; needs assessment for, 19-24

Application learning activity, 174

Apply What You Learn icon: on delivery
of training, 120; on designing distance
learning, 273-274; on designing training
programs, 60-63; on developing materials
and validating program, 230; on evaluating
training, 253; on identifying content, 143;
on learning activities, 178-180; on learning
objectives, 92, 143, 178-180; on planning
training programs, 14-15; on structuring the
training, 204

Assessments: gathering information using,
31; issues to consider when using, 33; as
learning activity, 176; needs, 19-24. See also
Evaluation

ASTD, 54

ASTD Learning Circuits (2006), 112
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ASTD’s 2007 State of the Industry Report, 104,
263,264

Asynchronous training: characteristics and
types of, 109-112; comparing synchronous
and, 104-105, 121; using technology to
support, 272

“At-a-glance” agendas, 222

Attitudes: description of, 84; learning
objectives that involve, 85

Audio podcasts, 110-111, 118, 198

Auditory learners, 155

Avatars, 266

B

Beta testing (or validating) training program,
225-229

Between-session assignments, 195

“Blended Learning: Why Everything Old Is
New Again—But Better” (Gray), 112

Blended learning, 112-113, 118

Blogs, 265

Bloom, B., 84

Bruner, J., 160

Budget issues: distance learning, 267; off-the-
shelf training program costs, 55-56; ROI of
evaluation, 252; training program costs, 50

C

Case studies learning activity, 170, 174

Certification requirements, 56

Changes: assessing urgency of, 37=39;
identifying need for, 37; identifying
priorities of, 38-39;
“nice-to-have” versus urgent, 39, 65

Chat coaching, 265

Chat rooms, 265

Check What You Know icon: ADDIE model
characteristics, 5-6, 16; analysis of training
needs, 17-18; delivering the training,
102, 104, 121; designing distance learning
programs, 261-262, 263, 266-267, 269, 272,
274-276; e-mail training programs, 1-2,
58-59, 70,92, 128, 141, 177, 237-238;
enabling objectives, 87, 96; evaluating the
training, 237-238, 239, 240, 243, 245, 246-247,
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248, 250, 254-256; experiential learning
activities, 159, 181; gathering information,
21, 26, 36, 64; identifying content, 128, 129,
131, 141, 144; learning activities, 150, 152,
159, 164, 177, 181, 182; learning objectives,
71,73, 93, 144; off-the-shelf training
programs, 55; performance gap, 4041,
66-67; planning an e-mail workshop, 4;
questions to ask about target audience, 45;
structuring the training, 184, 191, 196, 200,
206, 210; synchronous and asynchronous
training, 121; training materials, 213,
220-221, 223, 225, 230-234; validating or
pilot testing programs, 234; visuals, media,
and training aids, 196

Chunking: description ai.d application of, 189;
distance learning conient, 271

Closed-ended quesiions, 29

Closing activities, 167

Closing the warkshop, 191

Cognitivedrmain, 84. See also Knowledge

Conteri*: conisistency between slides and, 224;
hovs to identify, 132-147; learner-centered
aarroach to, 129-130; nice-to-know vs.
must-know, 131; principle of chunking for
remembering, 189, 271; sequencing, 187;
too much or too little, 139-140. See also
Information

Copyright issues, 214

Covey, S., 38

Covey’s priority identification matrix, 38

“Creating Sacred Space” (Milano), 151

Creative Training Technique (Pike), 21, 159, 195

Crediting sources, 214

Cultural issues: impacting design and
development process, 51; learning activities
and, 157

Customized in-house workshops, 53

D

Data collection. See Gathering information
Debriefing learning activities, 161-162
Decision-makers, 43

Declarative knowledge, 153-154
Demonstrations, 170-171, 175

Design. See Training program design
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Designing and Assessing Courses and Curricula
(Diamond), 77

Dewey, J., 160

Diamond, R. M., 77

Discovery learning, 160

Distance learning programs: “chunking” content
of, 271; deciding when and how to use,
266-269; design principles for, 269-272; new
technologies allowing, 261-263; overview of,
263-264; types of, 265

E

E-Learning programs, 53-54, 111

E-mail coaching, 265

E-mail communication: concerns about
employee, 1-2; decision to use training to
improve, 3

E-mail workshop: analyzing the situation
for, 58-59; building flexibility into, 203;
designing distance learning version of,
261-262, 272; evaluating the training,
237-238, 251; identifying content of, 128,
141-142; learning objectives for, 70, 89-91;
planning the, 4-9; validating or pilot testing
the, 228. See also Training programs

Enabling objectives: comparing learning
objectives to, 88-89, 96; description a1, €1,
87-88; when to use, 96. See also Leaiming
objectives

Equipment reservations, 218

Evaluating Training Prograr:c (Kirkpatrick), 242

Evaluation: applying priacivles of, 253-256;
determining whicivlevel to use for, 250-252;
functions of, 239-240; how to conduct an,
241-252; importance of conducting, 237-239;
questions answered by the, 240-241; “Smile
Sheet” Evaluation Worksheet, 257-259. See
also Assessments

Evaluation levels: 1: participants’ reaction
to training, 242, 243-244; 2: participants’
learning, 242, 245-246; 3: participants’
behavior, 242, 246-248; 4: results of training,
242,248-249; 5: ROI (return on investment),
242,249

Evaluation methodologies: determining which
level to use, 253-256; determining which to

Index

use, 250-252; Kirkpatrick’s Four Levels of
Evaluation, 242-249; Phillips ROI (return on
investment), 242, 249

Experiential learning activities: application
of the, 162; debriefing process of, 161-162;
description and setting up, 161, 181-182;
introduction of, 160-161; matching learning
objective to, 181; variations in, 159-160;
what, so what, now what questions to ask
about, 163

Experts. See Subject-matter experts

F

Facilities, 218

Feedback, 172

The First-Time Trainer (Goad), 25

Flip charts, 197::156

Focus grouvs: gathering information using,
29-30:issues to consider when using, 33

Follev=uip'interview questions, 29

Fosha;, W., 154

“vont-End Analysis, Implementation Planning,
and Evaluation” (Stolovitch), 19, 185

G

Games, 172,176

Gargiulo, T. L., 5, 19, 36, 44, 151, 185

Gathering information: assessments used for,
31, 33; focus groups used for, 29-30, 33; how
to start, 32; interviews used for, 26-29, 32;
about learners and target audience, 44—49;
observation used for, 31, 33; purpose of,
25-26; surveys and questionnaires used for,
30, 33; tests used for, 30-31, 33

GIGO (garbage in, garbage out), 10

Goad, T. W., 25

Graphic development, 215

Gray, C., 112

Ground rules, 190

Group discussions/ projects, 169-170

H

Handouts, 199, 214
Hodell, C., 239
HRD Press, 54
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I

Icebreakers, 166, 177

Identifying content: brainstorming for, 138;
how to, 132-138; Identifying Content
Worksheet, 146-147; using learning objectives
for, 133-134, 137, 139-145; mind mapping for,
135-136; suggested working process for, 138;
too much or too little, 139-140

Identifying priorities, 38

Information: analyzing the, 36—42; gathering,
25-36, 44—49; principle of chunking for
remembering, 189, 271; providing trainers
with needed supplementary, 219; providing
workshop logistical, 190; required for
trainers to prepare for training, 218-219. See
also Content

Initial interview questions, 29

Interactive lectures, 167-169, 175

Interviews: gathering information using, 26-27;
guidelines for, 27; issues to consider when
using, 32; questions asked during, 28-29, 32

ISD From the Ground Up: A No-Nonsense
Approach to Instructional Design (Hodell), 239

ISD (instructional systems design): analyzing
the information process of, 37-39; analyzing
the situation process of, 19-36; gathering
information process of, 25-33; planning the,
5-9. See also ADDIE model

“ISD—Faster/Better /Easier” (Sink), 5

K

Keeps, E.]., 73,103

Kinesthetic learners, 155

Kirkpatrick’s Four Levels of Evaluation: level
1: participants’ reaction to training, 242,
243-244; level 2: participants’ learning, 242,
245-246; level 3: participants’ behavior, 242,
246-248; level 4: results of training, 242,
248-249; overview of, 242. See also Phillips’
ROI (return on investment)

Knowledge: assessing learner’s current and
needed, 47; declarative, 153-154; learning
objectives related to, 84; procedural, 154. See
also Cognitive domain

KSAs (knowledge, skills, and attitude), 84, 154
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L

“Lag” time, 193, 201-202

Learner-centered content, 129-130

Learner-Centered Teaching (Weimer), 129, 130

Learner-generated cases, 171

Learners: considerations when designing
training programs, 44—49; current
knowledge/ability and needed
knowledge/ ability, 47; feedback given to,
172; identifying characteristics of, 45-46;
identifying reasons for taking training,
46—47; matching learning activities to
characteristics of, 157-158; matching
learning activities to learning preferences
of, 155; questions to ask about, 48; as
training delivery consideration, 116; as
training program stakeholders, 44; VAK
model of, 155. Sec.also Participants; Target
audience

Learning: discavery, 160; evaluating
participan’, 242, 245-246; types of, 83-85

Learninyp activities: action planning for, 168;
evperential, 159-163, 181-182; factors to
consider for selecting, 153-158; group size
consideration of, 158; identifying materials
for, 225; learning benefits of, 150-153;
matching learning objectives to, 178-180;
matching learning type to, 153, 154; purpose
of, 155; relevance of, 156; sequencing, 187,
190; teaching procedural vs. declarative
knowledge, 154; types of, 164-176

Learning activity types: application, 174;
case studies, 170, 176; closing activities,
167; demonstrations, 170-171; games,
172, 176; group discussions and projects,
169-170; icebreakers, 166, 177; interactive
lectures, 167-169, 175; learner-generated
cases, 171; lecture, 175; observations and
demonstrations, 175; opening activities,
165-166; practice exercises, 171-172, 176;
pre-work, 164-165; questionnaires and
assessments, 176; reflection, 174; role plays,
173, 175; simulations, 173-174, 176; stories,
169; structured discussions, 175

Learning management systems (LMS), 110

Index



Learning objectives: clarifying conditions and
standards of, 75, 76, comparing enabling
objectives to, 88-89; components of,

75-77; considering elimination due to time
limits, 194; creating useful, relevant, and
meaningful, 79-83; deciding on number

of, 86; description of, 73-75; determining
sequence using the, 189; development of,
83-87; e-mail workshop, 89-91; evaluating
how well participants” achieved, 245-246;
identifying content using, 133-134, 137,
139-145; matching learning activities to,
178-180; S.M.A.R.T. guidelines for creating,
82-83; which involve attitudes, 85; why they
matter, 71-73; worksheet on writing, 97-99;
writing, 85-87. See also ADDIE design stage;
Enabling objectives

Learning preferences, 155

Learning types: KSAs (knowledge, skills, and
attitude), 84, 154; matching learning activities
to, 153, 154

Lectures: description of, 175; interactive,
167-169, 175

Licensing off-the-shelf programs, 56

Live trainer-led classroom training, 106, 117

Live trainer-led virtual training, 106-107; 117
264, 265

M

Mager, R. E, 3,76, 77

Management: training program design role by,
24; as training progranusiakeholder, 43

Marrapodi, J., 36, 44

Materials. See Training materials

Media, visuals, training aids, 195-199

Milano, M., 151

Miller, G. A., 189

Mind mapping, 135-136

Must-know content, 131

Myers-Briggs Type Indicator (MBTI), 156

N

Needs assessments: description and functions
of, 19-20; organizational, 20-21; training,
21-24

Index

“Never Lose Sight of Your Audience”
(Marrapodi), 36, 44

The New York Times, 103

Nice-to-know content, 131

@)

Observations: gathering information using, 31;
issues to be concerned when using, 33; as
learning activity, 175

Off-the-shelf training programs: evaluating,
55-56; factors to consider for, 56-57; locating
available, 54-55; types of, 53-54

On-the-job (OJT) training, 107-108, 118

Online discussion groups, 265

Open-ended questions, 29, 32

Opening activities, 165-166

Opening the workshop, 189-190

Organizationeal 1ieeds assessment, 20-21

P

Par‘ic: rants: evaluating behavior of, 242,
115-248; evaluating learning by, 242,
245-246; evaluating reaction to training by,
242, 243-244; evaluating training results
for, 242, 248-249; Kirkpatrick’s Four Levels
of Evaluation, on, 242-249; learning about
workshop, 219; pre-work assignments
for, 195; pre-work learning activities for,
164-165; workshop preparation of, 218. See
also Learners

Performance gap: assessing reasons for the
existing, 4041, 66-67; training needs
assessment of, 22-23; when training might
not be the best way to address, 42

Pfeiffer, 54

Phillips, J., 242

Phillips” ROI (return on investment), 242,
249. See also Kirkpatrick’s Four Levels of
Evaluation

Phone coaching, 265

Piaget, J., 160

Pictures, 199

Pike, B., 21, 159, 160, 195, 249

Pilot testing training program, 225-229

Podcasts, 110-111, 118, 198, 265
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Political issues, 51

Posters, 199

PowerPoint slides: consistency between
content and, 224; developing the, 223-224;
handing out copies of, 215; how many
words to include on, 224; preparation of, 197

Practice exercises, 171-172, 176

Pre-work assignments, 195

Pre-work learning activities, 164-165

Prepackaged workshops, 54

Preparing Instructional Objectives (Mager), 3, 76

Priority identification, 38-39

Procedural knowledge, 154

Props, 198-199

Psychomotor domain, 84. See also Skills

Public web-based workshops/seminars, 54

Public workshops, 53

Q

Quality: learning objectives related to, 77; of
off-the-shelf programs, 56

Questionnaires: gathering information using,
30; identifying content using, 133; issues
to consider when using, 33; as learning
activity, 176; level 1 evaluation, 244

Questions: asking useful interview, 28; closed-
and open-ended, 29, 32; initial and follow:
up, 29

Quick Quiz icon: asking useful intervievw
questions, 28; on delivery of trairirg,
120; on designing distance leatiirg, 273;
on designing training programs; 59; on
developing materials and vaiidating
program, 229; on enabling objectives, 81,
89, 96; on evaluating training, 252; on
gathering information, 64-65; on identifying
content, 143; on learning activities, 177; on
learning objectives, 74, 81, 89, 91, 93, 95,
96; on planning training programs, 14; on
structuring the training, 204

R

Reflection learning activity, 174
ROI (return on investment), 242, 249
Role plays, 173, 175
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S

Scheduling training, 218

Selecting the Delivery Method Worksheet,
123-125

Self-paced electronic training, 109-110, 117, 265

Self-paced print distance learning, 265

Self-paced print training, 54, 109, 117

Sequencing: of content and activities, 187,
190; issues to consider for, 188; using
learning objectives to determine, 189;
principle of chunking and, 189; process for
planning logical, 186-188; using topics to
determine, 190

Silber, K., 154

Silberman, M., 159, 166, 167, 169, 171

Simulations, 173-174, 176

Sink, D.L., 5

Skills: assessing leainer’s current and needed,
47; learning ouientives related to, 84. See also
Psychometor domain

Slides. See PewerPoint slides

S.M.A.R T.learning objectives, 82-83

“Smile Sheet” Evaluation Worksheet, 257-259

Statcholders: ADDIE model involvement by
ey, 11, 42; decision-maker, 43; ensuring
realistic workshop expectations by, 194;
identifying key training, 11-12, 43-44; as
training delivery consideration, 117; training
needs assessment of, 23

Stelnicki, M., 154

Stolovitch, H. D., 19, 73, 103, 185

Stories, 169

Structured discussions, 175

Study groups, 108, 118

Subject-matter experts: designing training
program role of, 44, 50; distance learning
technical expertise, 268269

SurveyMonkey, 30, 244

Surveys: gathering information using, 30;
identifying content using, 133; issues
to consider when using, 33; level 1
evaluation, 244

Synchronous training: characteristics and
types of, 106; comparing asynchronous and,
104-105, 121

Index



T

Target audience: questions to ask about
training program, 45-47; training needs
assessment of, 23-24. See also Learners

Task analysis, 35

Teleconferencing training, 264, 265

Telling Ain't Training (Stolovitch and Keeps),
73,103

Testing training program, 225-229

Tests: gathering information using, 30-31;
issues to consider when using, 33

Think About It icon: delivery of training,
112, 114, 121-122; on good planning to
prevent substantial changes, 11; identifying
content, 132, 139, 145; learning activities,
157; managing workshop time, 192; meeting
learning objectives, 78-79, 80, 94; “nice-
to-have” versus urgent changes, 39, 65;
structuring the training, 192, 205; training
materials, 216

Time issues: “lag” time, 193, 201-202; learning
activities and, 156, 158; related to training
delivery method, 194-195; strategies for
managing, 195; time available for training,
50; training structure and related, 191-195

Trainers: classroom training, 106, 117;
considered when developing training,
217-222; feedback by, 172; learniny activities
and qualifications of, 156; provicaing
needed supplementary infcrimation to, 219;
scripts to use materials for. 220-221; virtual
training, 106-107, 117, 26:. 265

The Trainer’s Portable !Menior (Gargiulo), 5, 19,
36,44,151, 185

Training: analyzing the situation requiring,
17-19; asynchronous, 104-105, 109-113,
121, 272; considering other options than,
42; needs assessment for, 19-24; providing
feedback during, 172; resources available
for, 116, 156; synchronous, 104-105, 106108,
121; urgency of, 39, 65, 116, 267-268. See also
Training programs

Training aids, 195-199

Training delivery methods: asynchronous,
104-105, 109-113, 121, 272; audio and

Index

video podcasts, 110-111, 118, 265; blending
learning, 112-113, 118; characteristics
of, 106-113; distance learning, 261-276;
importance of decisions related to, 102-103;
live, trainer-led classroom training, 106, 117;
live, trainer-led virtual training, 106-107,
117, 264, 265; OJT (on-the-job) training,
107-108; overview of, 103-105; questions to
ask when selecting, 119; selecting, 114-120;
Selecting the Delivery Method Worksheet,
123-125; self-paced electronic, 109-110, 117,
265; self-paced print, 54, 109, 117, 265; study
groups, 108, 118; synchronous, 104-105,
106-108, 121; time issues related to, 194-195;
videos, 111-112, 118, 265; virtual worlds,
266; webinars, 111, 118, 265

Training develcpraent: identifying content,
128-147; lecrring activities, 150-182;
materials/ validating program, 210-235;
structuring the training, 184-207

Traitung facilities, 218

Treining material work plan: planning and
using a, 211; sample of, 213; worksheet
for, 235

Training materials: considering the trainers
and learners, 217-222; developing, 216-222;
developing participant, 213-215; developing
the slides, 223-224; handouts, 199, 214;
identifying learning activities, 225; for
learning activities, 225; questions to ask
when making decisions about, 219; slides,
197, 215, 223-224; thinking creatively to
prepare, 215; trainer scripts to use for,
220-221; validating or testing the, 225-229;
visuals, media, and training aids, 195-199;
using a work plan to organize, 211-213

Training needs assessment: description and
functions of, 21-22; questions to be asked
during, 22-24; “triggers” for, 22

Training program design: analyzing the
information, 36-42; considering the leaders
for, 44-49; considering the stakeholders,
42-44; decision to buy program vs., 52-57;
determining who should be involved in,
51-52; distance learning programs, 261-276;
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gathering information, 25-36; identifying
constraints and other factors impacting,
49-51; needs assessment, 19-24

Training programs: ADDIE model used to
plan, 6-13; choosing delivery of, 102-125;
considering the learners when designing,
44-49; distance learning, 261-276; enabling
objectives of, 87-91; establishing ground
rules of, 190; evaluating the, 237-259;
identifying key stakeholders of, 11-12,
43-44; learning objectives of, 70-87, 92-99;
structuring the, 184-207; validating or
pilot testing the, 225-229. See also E-mail
workshop; Training

Training structure: determining sequence,
186-189; identifying visuals, media, and
training aids, 195-199; planning the opening
and closing, 189-191; preparing agendas, 193,
200-203, 207, 222; tasks involved in creating
the, 185-186; time issues related to, 191-195

Training the Active Way (Silberman), 159, 166,
167,169, 170

U
University of Chicago, 84
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VAK model, 156

Validating training program, 225-229

Videos: as delivery method, 111-112, 118;
distance learning through, 265; podcasts,
110-111, 118; preparing workshop, 198

Virtual training, 106-107, 117, 264, 265

Virtual world technology, 266

Visual learners, 155

Visuals, 195-199

W

Webinars, 111, 118, 265

Weimer, M., 129, 130

Whiteboards, 198

Wiki, 265

Worksheets: Agenda Template, 207;
Identifying Contexnit, 146-147; Selecting
the Delivery-4ethod, 123-125; “Smile
Sheet” Lva'uation, 257-259; Training
MaterielvVork Plan, 235; Writing
Obie< tives, 97-99

Writin g Objectives Worksheet, 97-99

Writing Training Materials That Work (Foshay,
silber, and Stelnicki), 154
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