Index

A

Accelerated learning, 205-206

Accenture Workplace survey (2006), 6

Action learning, 206

Action planning: Action Planning Worksheet,
231-232; best use of, 226; professional
development through, 225-230

Activists learning style, 37-38

ADA Approach (learners do an activity), 130

Adapt, Purchase, or Develop? Worksheet,
152-155

ADDIE analysis stage: analyzing the need
during, 55; assessing what you know about,
75; Francesca’s analysis process during,
65-66; identifying instructional design
team, 65; identifying learners’ needs and
characteristics, 63-64; identifying trainiriy
constraints during, 63; overview of, £2:
stakeholder identification during, 62-53;
summary of activities during, 52-54; what
you should know about the, 56:-57

ADDIE design stage: overvievr of, 52;
summary of activities d.iring, 54; Training
Program Design Pla:uaiv.g Worksheet for,
79-82; writing the learning objectives, 67-74

ADDIE development stage: list of tasks
during, 114; overview of, 52; program
development steps during the, 115-146;
reviewing what tasks have to be finished,
111-113, 114; summary of activities during,
54; training delivery decisions during, 73,
74, 83-109

ADDIE evaluation stage: designing program
evaluation, 142-146; overview of, 53;
summary of activities during, 54; testing the
program, 140-141

ADDIE implementation stage: overview of,
52-53; summary of activities during, 54

ADDIE model: analysis stage of, 52-66, 75;
description and overview of, 50-54; design
stage of, 52, 54, 67-74; development stage
of, 52,54, 73,74, 83-109, 111-158; evaluation
stage of, 53, 54, 142-146; illustrated diagram
of, 51; implementation stage, of, 52-53, 54,
159-201

Adult learning: ditterences between child and,
29t; feedback'ana positive reinforcement of,
34; learner-ceritered versus trainer-centered
training, 25-28; real-world applications of,
34: unique requirements for, 23-24, 28. See
alse-.earning; Learning styles; Participants

Af cctive (attitude) domain, 43

Agenda (program), 135

American Conservatory Theatre, 187-188

Analysis stage. See ADDIE analysis stage

Andragogy, 31, 206

Androgogical learning model, 206

Apply What You Learn icon: on development
and evaluation planning, 147; on giving
workshops, 198; on introduction to training,
18; language of training, 213; professional
development action plan, 230; on training
delivery, 103-104; on training programs for
adult learners, 45-46

Applying learning, 131

The Art of Great Training Delivery (Barbazette),
124

ASTD (American Society for Training and
Development), 15, 224

ASTD Competency Study (2004), 15

ASTD State of the Industry Report (2007), 85

Asynchronous training: definition of, 206;
description of, 86, 87-88; Quick Quiz on, 86,
105-106; synchronous vs., 88t

Attitude (affective) domain, 43

Audience, 206
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Auditory learners, 39, 206
Authoring tool, 206
Avatar, 206

B

Barbazette, J., 124
Baseline, 206

Behavioral objectives, 206
Beta testing, 140-141, 151
Biech, E., 14, 180, 217
Blended learning, 98, 206
Bloom, B., 43

Bloom’s Taxonomy, 43, 207
Bodily-kinesthetic intelligence, 40
Bowman, S, 31, 117
Breakout room, 207

C

Caffarella, R., 48

Case study, 207

Change: needs assessment to identify need
and outcome, 58; recognizing training role
in, 59-60; root cause-current situation gap
and, 58-59; training to manage, 8

Check What You Know icon: about training,
1-2; analysis process, 56, 65-66, 75;
becoming a training professional, 215
216, 222; concerns about impleme=niinig
program, 159; delivery options, 35, 89,
99, 105, 106-108; designing training
programs, 47; developing vs.purchasing
program, 115, 148; deveiopment tasks,
113, 148; experiential learning, 129, 150;
giving workshops, 198-199; instructional
design process, 49; learning activities,
125; learning objectives, 68, 77; learning
styles and training, 41; matching learning
activity to program type, 149; preparing
participants for training, 166; program
evaluation, 142; room setups, 172, 199;
running the workshop, 192; structuring
training programs, 131, 150; teaching
adults, 23-24; testing the program, 140;
training requests and urgency, 74; training
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terminology, 203-204; what content
to include, 118; what makes a “good”
trainer, 11-12; what the development
tasks are, 111; what trainers do, 9; why
organizations need training, 6; workshop
opening, 133, 151; workshop preparation,
162,182

Child learners, 29¢

Chunking, 207

Classroom style setup, 175

Cognitive (knowledge) domain, 43

Cognitive skills, 207

Collaborative learning, 207

Collaborative skills, 15, 16

Comfort factor, 178

Communication skills, 15

Competency, 207

Competency model, 20/

Computer-basec tiaining (CBT), 207

Conceptualizing (or processing), 130

Confirmation of reservations, 180-182

Connecting (or generalizing), 131

Contént creating sequence of, 132; definition
af ~07; identifying and organizing the,
117-119; using learning objectives to select,
118-124, 149. See also Learning activities

Contingency plans, 180-182

Courseware, 207

Covey, S., 58

Creative Training Techniques (Pike), 4, 130, 167,
184

Creativity, 14

“Creativity, Emergence, and the Design of
Learning Experiences” (Honebein), 113

Criterion-referenced instruction, 208

Cross-training, 208

Cultural differences, 7

Current situation-root cause gap, 58-59

Customer service training, 8

D

Declarative knowledge, 43
Deductive learning, 208
Delivery. See Training delivery
Demographics, 208
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Design, 208

Design stage. See ADDIE design stage

Designing training programs: ADDIE model
used in, 50-57; challenges involved in, 47—
48; instructional design process for, 49-50

DeTuncq, T. H., 67

Development stage. See ADDIE development
stage

Discovery learning, 208

Distance learning, 208

E

e-Learning, 208

Employees. See Participants

Enabling objective, 208

Equipment: checking availability of, 165;
confirming reservation of, 182; reserving
the, 178

Evaluation. See ADDIE evaluation stage;
Training program evaluation

Experiencing, 130

Experiential learning, 129-131, 150, 208

F

Facilitator’s guide, 139, 209

Facilities: checking availability and
accessibility of, 164-165; confirming
arrangements and making contir.gency
plans, 180-181; room setups, 172, 173-178

Feedback, 34

Flexibility: of successful rainers, 14; training
to increase organizatioiial, 7

Foshay, W., 28

Francesca’s Analysis Process, 65-66

Front-end analysis. See Needs assessment

G

Gardner, H., 39, 113, 217

Gardner’s multiple intelligences, 39-40, 210
Gargiulo, T. L., 11, 161

Generalizing (or connecting), 131
Governmental regulation training, 8
Ground rules, 209

Group norms, 209

Index

Guest speakers, 165
Gupta, K., 55

H

Handouts, 138

Hodell, C., 53

Honebein, P. C., 113

Honey, P, 37

Human performance improvement (HPI), 209
Humor, 17

I

Icebreaker, 189, 209

“If You Don’t Know Where You're Going, You
Will Probably End "JP Somewhere Else”
(DeTuncq), 67

Implementation stage. See ADDIE
implemeciitetion stage

In-persen workshops, 90-91, 92, 108, 109

Indutive learning, 209

Ingtructional design: analysis stage for
vlanning, 52-66; definition of, 209;
identifying team members of, 65; learner-
centered versus trainer-centered, 25-28;
process of, 49-50; on training delivery,
73-74; Training Program Design Planning
Worksheet on, 79-82; writing learning
objectives, 67-74

Instructional systems design (ISD), 209

Instructional technology, 209

Instructors, 209

Interpersonal intelligence, 40

Intranet, 209

Intrapersonal intelligence, 40

ISD from the Ground Up: A No-Nonsense
Approach to Instructional Design (Hodell), 53

J
Job aids, 209
Job analysis. See Task analysis

K

Keeps, E. ]., 27,99
Kinesthetic learners, 39, 210
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Knowledge: declarative vs. procedural, 43;
domain of cognitive, 43

Knowles, M., 31

Kolb, D., 37

KSAs (Knowledge, Skills, and Attitude),
43,207

L

Language of training: acronyms, 212; glossary
of, 205-213; importance of learning the, 205;
importance of understanding, 203-205

Learner-Centered Teaching (Weimer), 25, 30

Learner-centered training: comparing trainer-
centered and, 25-28, 33-34; description of,
29-30; how trainers use, 31-32, 35; room
setups conveying, 199

Learning: accelerated, 205-206; action, 206;
andragogy approach to, 31, 206; blended,
98, 206; deductive, 208; discovery, 208;
distance, 208; experiential, 129-131, 150,
208; inductive, 209; real-world situation
applications of, 34; self-directed, 211;
successful trainer’s enthusiasm for, 13-14;
traditional pedagogical model of, 31. See also
Adult learning

Learning activities: ADA Approach (learners
do an activity) to, 130; developing, 124, 329;
experiential learning through, 129-121; 150,
208; guidelines for selecting, 128, maiching
training program type to, 149; »ole play, 210;
structuring the program, 13:1-i33; types of,
126-127. See also Conteri*

Learning collaborative, 207

Learning domains, 43

Learning management system (LMS), 210

Learning objectives: check what you know
about, 68, 77; content development guided
by, 118-124, 149; definition of, 210; enabling
objective and, 208; identifying descriptive
words for, 70-71; importance of writing, 67;
practice for rewriting, 72; thinking about
what makes good, 69, 70-72, 77-78; as
training delivery consideration, 100; training
design enabling, 73; Training Program
Design Planning Worksheet on, 79-82
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Learning programs: asynchronous, 86, 87-88t,
206; blended learning, 98, 206; decision
to develop, adapt, or purchase, 115-117;
off-the-shelf, 115-117, 148, 210; on-the-job
training, 95-96; podcasts, 96, 97, 137, 210;
self-directed e-Learning, 94, 137; self-
paced print, 93, 137, 211; study groups, 95;
synchronous, 86, 87, 88t, 211; videos, 97, 137.
See also Training programs

Learning styles: differences in, 36-37; four
primary, 37-38; how they impact training,
41-42; learner-centered training approach
to, 32; multiple intelligences and, 39—-40;
three primary sensory receivers and, 38-39.
See also Adult learning; Participants

Learning Styles Questioiinaire, 37

Learning types: differerizes in, 42; three
learning domaing and, 43

“Lifelong Learning™ (Biech), 217

Live in-perset. workshops: matching topics to,
108; materials for, 137; overview of, 90-91;
virtual vs., 92, 109

Logical-mathematical intelligence, 39

M

Mager, R. E, 60, 69, 71

Managers training preferences, 102
Mandated training issues, 64
Materials. See Training materials
Mentors, 224

Motivation, 28

Multiple intelligences, 39-40, 210
Mumford, A., 37

Murray, R., 161

Musical intelligence, 40

N

Nadler, L., 3

Naturalist intelligence, 40

Needs assessments: during analysis stage
of ADDIE model, 55; definition of, 210; to
identify training need and outcome, 58; of
learners’ needs and characteristics, 63-64;
on root cause-current situation gap, 58-59;
trainer role in, 10. See also Training needs
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Nervousness, 190

0)

Off-the-shelf learning programs, 115-117, 148,
210

On-the-job training: description of, 95-96;
trainer’s role in, 10

Organizations: root cause-current situation
gap in, 59-60; why training is needed by,
5-8

P

Participants: considering the schedules of,
164; demographics of, 208; getting ready
to conduct training by thinking about,
183; mandated training and, 64; needs and
characteristics of, 63-64, 100; notifying
and preparing for training, 166-171;
physical location of, 101; planning Q&A
(questions and answers) with, 184; pre-
work assignments given to, 170-171, 210;
pre-workshop questionnaire given to, 169;
tips for handling disruptive behavior by,
196-197; training benefits to, 6-8; training
delivery and considerations related to, 107,
101; Training Program Design Planniag
Worksheet on, 79-82; “Welcome” =-mail
sent to, 168; workshop engagement by, 194.
See also Adult learning; Learnirig styles

Patience, 16-17

PEAK: How Great Compa:tiec-Get Their Mojo
from Maslow (Coniey), 216

Pedagogical learning model, 31, 210

Pedagogy, 210

Peer learning. See Collaborative learning

People skills, 15, 16

Personal learning environment, 210

Pike, B., 4,167,184

Pilot testing, 140-141, 151, 210

Planning and Preparing for a Workshop
Worksheet, 200-201

Planning Programs for Adult Learners
(Caffarella), 48

Podcasts, 96,97, 137, 210

Positive reinforcement, 34

Index

A Practical Guide to Needs Assessment (Gupta,
Sleezer, and Russ-Eft), 55

Pragmatists learning style, 38

Pre-work assignments, 170-171, 210

Pre-workshop questionnaire, 169

Preparing Instructional Objectives (Mager), 69,
71

Problem-solving skills, 15

Procedural knowledge, 43

Processing (or conceptualizing), 130

Productive workforce training, 6

Professional conferences, 224

Professional development: Action Planning
Worksheet for, 231-232; making a plan for,
225-229; strategies for continuing, 222-225

Psychomotor (skilic) domain, 43

Q

Quality improvement, 8

Quick Quiz icon: on adult learning, 44; on
development and evaluation planning, 146;
aur giving workshops, 197; on introduction
to training, 17; on synchronous and
asynchronous training, 86, 105-106; on
training delivery decisions, 102

R

Rapid e-learning, 210

Real-world situation applications, 34

Rectangular tables: chevron shape, 176;
classroom style, 175; conference setup, 173

Reflecting, 130

Reflectors learning style, 38

Refreshments, 178, 180

Reservation confirmations, 180-182

ROI (return on investment), 146, 211

Role play, 210

Room setups: comfort factor of, 178;
conveying learner-centered workshop, 199;
equipment, 165, 178; planning the, 178;
preparing materials and supplies for, 179-
180; refreshments, 178, 180; table and chair
arrangements, 172, 173-178

Root cause-current situation gap, 58-59

Round tables in semi-circle setup, 174
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Running workshops: guidelines for, 192-197;
tips for handling disruptive behavior,
196-197; tips for staying on track, 195

Russ-Eft, D. E, 55

S

Scaffolding, 211

Scheduling training, 163-165

Self-assessment (trainer), 20-21

Self-directed e-Learning, 94, 137

Self-directed learning, 211

Self-paced print learning program, 93, 137, 211

Sense of humor, 17

Sharing, 130

Silber, K., 28

Simulation, 211

Skills (psychomotor) domain, 43

Sleezer, C. M., 55

SME (subject-matter expert), 204, 211

Smile sheets, 211

Social media, 211

Society for Human Resource Management
Workplace Forecast (2006), 5, 6

“Some Basics from a Couple of Training Pro’s”
(Gargiulo and Murray), 161

Spatial intelligence, 40

Stakeholders: ADDIE analysis stage on
identifying the, 62-63; Training Program:
Design Planning Worksheet on, 79 -62

Stelnicki, M., 28

Stolovitch, H. D., 27, 99

Study groups, 95

Survival kits, 181

Synchronous training: asynchronous vs., 88¢;
definition of, 211; description of, 86, 87;
Quick Quiz on, 86, 105-106

T

Table setups: chevron shape, 176; classroom
style, 175; conference setup, 173; U-shaped,
177

Target audience, 211

Task analysis, 211

Technological changes training, 7
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Telling Ain't Training (Stolovitch and Keeps),
27,99

Template—Training Materials Work Plan,
156-157

Tennis player learning objectives, 69, 71, 77

Terminal objectives. See Behavioral objectives;
Learning objectives

Testing. See Training program evaluation

Theorists learning style, 38

Think About It icon: about adult learning,
25-26; about changing current situation,
59; about learner-centered training, 29;
about learning objectives, 69, 70-72, 77-78;
about training delivery, 91, 92, 93, 94, 95,
96, 97, 98, 109; about your own learning
experiences, 35, 36; or nlended learning
programs, 98; chare cteristics of successful
trainers, 13; comparing podcasts and
videos, 97; cornparing well prepared/
poorly prenarea workshop, 185; on
effective ¢n-the-job training, 96; matching
e-leair ing and topics, 94; matching in-
petson workshops and delivery method,
91:matching learning objectives with
content, 149; nervousness, 190; participant
engagement, 194; professional development
plan, 225, 228, 229; scheduling the training,
163; selecting content to include, 119-120;
traditional vs. virtual workshops, 92;
trainer-centered versus learner-centered,
33-34; training professional career, 217, 219,
221; on urgency of training, 61, 75-76; what
you know about training, 3-5, 19; on when
to use study group, 95; your own multiple
intelligences, 40

Time-management skills, 14

Traditional in-person workshops, 90-91, 92,
108, 109

Trainer-centered training, comparing learner-
centered and, 25-28, 33-34

Trainers: characteristics of “good,” 11-12;
characteristics of successful, 13-17;
competencies of, 15; definition of, 211; how
learner-centered approach is used by, 31-32,
35; job description and role, 9-10; observing
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other, 224; self-assessment on potential as,
20-21. See also Training professionals

Trainer’s guide, 139

Trainer’s notes, 139

The Trainer’s Portable Mentor (Gargiulo), 11, 67,
113, 161, 217

Training: CBT (computer-based training), 207;
definition of, 3; identifying constraints to,

63; issues related to mandated, 64; language
of, 203-213; learner-centered training, 25-30;

learning styles and, 32, 36—43; on-the-job,

10, 95-96; recognizing change role of, 59-60;

trainer’s role in, 9-10; urgency of, 61-62, 74,
75-76, 164; varied terminology of, 90; why
organizations need, 5-8. See also Training
programs

Training consultant, 211

Training delivery: applying what you know
on, 103-104; assessing what you know
about, 83, 89, 99, 105, 106-108; check what
you know about, 83, 89; considerations
for, 73-74; definition of, 208; goals and
learning objectives role in, 100; how to
make decisions on, 99-102; learner’s needs
consideration of, 100; live and in-person
workshops, 90-91; three types of, 86-83t;
time frame requirements and, 100-%01

Training delivery methods: assessing vhat
you know about, 83, 89, 99, 10%.-106-108;
asynchronous, 86, 87-88t, 2)¢: blended
learning, 98, 206; definiticn of, 208; live
in-person workshop; 90-71, 92, 108, 109;
on-the-job training; 12, 95-96; overview of,
85-86; podcasts, 96, Y7; questions to use
for selecting, 101; self-directed e-Learning,
94; self-paced print, 93; study groups, 95;
synchronous, 86, 87, 88t, 211; videos, 97;
virtual, 91-92, 109

Training for Dummies (Biech), 14, 180

Training from the Back of the Room (Bowman),
31,117

Training materials: developing program, 136—
138; for different training programs, 137;

helpful handouts, 138; room setup and, 180;

time to prepare and obtain, 165; trainer’s

Index

guide, 139; trainer’s notes, 139; Training
Materials Work Plan Template, 156-157;
Workshop Material Checklist, 179

Training needs: assessing urgency of, 61-62,
74,75-76, 164; Training Program Design
Planning Worksheet on, 79-82. See also
Needs assessments

Training professionals: Action Planning
Worksheet for, 231-232; considering career
as, 215-216; distinguishing characteristics
of, 217-218; how to become, 218-221;
making professional development plan,
225-230; strategies for learning more, 222—
225. See also Trainers

Training Program Design Planning Worksheet,
79-82

Training progrem cevelopment: designing
program evaliation, 142-146; designing
the evaliation, 142-146; develop,
adart, o: purchase decision, 115-117,

52-155; developing program materials,

136-139; guidelines for, 158; identifying
and organizing content, 117-124, 132;
incorporating experiential learning, 129-131,
150, 208; learning activities, 124-133, 149;
preparing the agenda, 135; Quick Quiz on,
146; structuring the program, 131-134, 150;
tasks to be completed for, 114; testing the
program, 140-141; workshop closing, 134;
workshop opening, 133-134, 151, 185-192

Training program evaluation: Kirkpatrick’s
four levels of, 145; level 1: participants’
reaction to training, 144; level 2:
participants’ learning, 144; level 3:
participants’ behavior, 145; level 4: results
of training, 145-146; level 5: ROI (return on
evaluation), 146, 211; pilot testing, 140-141,
151, 210; process of designing, 142-143;
Quick Quiz on, 146

Training program implementation: concerns
related to, 159-161; getting started, 184-192;
Planning and Preparing for a Workshop
Worksheet, 200-201; preparation before the
workshop, 162-184; running the workshop,
192-197
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Training programs: analysis and planning for,
52-66, 75; asynchronous, 86, 87-88t, 206;
characteristics of successful, 5; deciding
length of, 119; designing, 47-82; needs filled
by, 10; purchasing vs. developing, 115-117,
148; selecting delivery methods for, 73,

74, 83-109; synchronous, 86, 87, 88t, 211;
trainer’s role in developing, 9-10; writing
learning objectives for, 67-74. See also
Learning programs; Training

Training skills: communication, 13; creating
opportunities to apply, 224; development of
your, 225; professional development plan to
increase, 225-229

U

U-shaped conference table, 177
University of Chicago, 43
U.S. Department of Defense, 51

\"

Validation, 212

Verbal-linguistic intelligence, 39

Videos, 97, 137

Virtual workshops: description of, 91-92; live
in-person vs., 92, 109; materials for, 137

Visual, Auditory, and Kinesthetic (VAK)
model, 38-39

Visual learners, 38-39, 212-213

Vodcast, 213

Voiceover internet protocol (Velr?), 213

W

Web-based training (WBT), 213
Webinar, 213

Websites: ASTD, 15; Steven Covey, 58
Weimer, M., 25, 30

“Welcome” e-mail, 168

WIIFM (What's in it for me?), 28

246

Wiki, 213

Workforce learning professional, 213

Worksheets: Action Planning, 231-232; Adapt,
Purchase, or Develop?, 152-155; Planning
and Preparing for a Workshop, 200-201;
Training Program Design Planning, 79-82

Workshop Material Checklist, 179

Workshop opening: comparing good and
poor, 185; considering effective approaches
to, 151; functions served by, 133-134;
guidelines for, 186-192; icebreakers during,
189, 209

Workshop preparation: confirming
arrangement/making contingency plans,
180-182; equipment related, 165, 178,
182; facility related, 162-155, 180-181;
getting ready to cornauct training, 183-184;
overview of taske fcr, 163; Planning and
Preparing fora vWorkshop Worksheet, 200
201; pre-wa:k assignments to participants,
170-171; 1.ve-workshop questionnaire,
169; vooni setups, 172, 173-180, 199;
sanple “Welcome” e-mail, 168; scheduling
the rraining, 163-165; ways to prepare
participants, 166-167

Workshops: comparing traditional and
virtual, 92, 109; comparing well prepared/
poorly prepared, 185; concerns related
to giving the, 159-161; getting started,
184-192; opening and closing, 133-134, 151;
preparation before the, 162-184; Quick Quiz
on, 197; running the, 192-197; traditional
live in-person, 90-91, 92, 108, 109, 137;
virtual, 91-92, 109, 137

Writing Training Materials That Work (Foshay,
Silber, and Stelnicki), 28

Y
YCDI (You can do it), 28
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