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A

Action plans: sample behavieral skill,
138, 140¢; sample of,.132, 139¢;
sample plan for securing supervisor’s
help, 138, 142¢; sample worksheet for,
138, 141e

Adapt or Modify Existing Materials tool,
66-67t, 157

Adult learning model: Adapt or Modify
Existing Materials tool used with, 662,
671 behavior modeling to influence
learner attitude using the, 191-1935
empathy role play using the five steps
of the, 179-182 five steps of the,
68-72; use five steps to teach

application sharing, 92; Knowledge
Methods Template tool used with,
152¢-153¢; Practice and Return
Demonstration Template used with
five steps of, 170, 1711724 role play/
skill practice using the five steps of
the, 173-174, 175176 Seven-Step
Process to Design Learning Materials
tool used with, 63 Skill Methods
Template tool used with, 167#168+¢

Adult learning steps, 179-180; step 1:

trainer sets up learning activity, 68—69;
step 2: learners participate in learning
activity, 69; step 3: learners share and

interpret their reactions, 69-70, 71;

255
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varying the pace of training methods to
extend, 4243
Attitude verbs, 12¢

step 4: learners identify concepts, 70,
71; step 5: learners apply concepts to
their own situations, 70, 72

Alter ego role play, 174 Attitudes. See Influencing attitudes

Audiovisual support: advantages and

Application: Debriefing Questions for
an In-Basket Activity tool for concept,
1335 Debriefing Questions for
Discussion Activities tool for concept,
123z Jigsaw Learning/Team Teaching
Debriefing Questions tool on concept,
1371 Processing Questions for Games
and Simulations tool for, 131%
selecting appropriate training methods
to promote, 36, 37; Technical Training
Methods to Promote Application tool
for, 38z. See also Recall

Application case study: “Catch Us Now”

training example of, 99—-101; debriefing

questions for, 119; description of, 95
facilitator processing questions fer,
101; questions for knowing when to
select, 108

Application sharing: Appiication
Sharing Debriefing Questions tool
for, 93% description of, 91; DIF

analysis used for, 92; how to develop

materials for, 91-92; Methods Variety

Scale for, 92
Army School of Instructional Technology
UK Royal Army Education Corps, 45
Assess Your Writing Skills, 20-21
Asynchronous learning tools, 53¢
Attention span: Methods Variety Scale
tool to expand, 42-43, 441, 671

disadvantages of media, 236¢-237¢;
Audiovisual Instructional Medium tool
for, 234, 235 color psychology, 239—
240; converting classroom training
for e-learning, 246-249¢; electronic
slides, 236e, 239-241; 4ip charts and
whiteboards/chalkbcards, 236e, 237 ¢e—
238; matching learning objective to,
40; Select the Lest Audiovisual Support
tool, 41# video/film/DVD, 160, 161¢,
23Ge-237e, 241-246e

)

Barbazette, Jean, 65

Behavior modeling: description and
purpose of, 191; Five-Step Template
for Behavior Modeling tool for,
192£193¢

Behavioral verbs: attitude verbs, 125
knowledge verbs, 12¢—13¢; skill verbs,
11e-12¢

Best Learning Experiences tool, 32/-33¢,
661, 151, 234

“Big picture revision,” 26

Board games, 128

Boredom: Methods Variety Scale tool
to avoid, 42-43, 44t, 671 varying the
pace of training methods to avoid,

42-43
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Brainstorming: common “rules of,” 22;
creating comprehensive content by,
21-22; linear format to brainstorm
content ideas, 22, 27% mind map
format to brainstorm content ideas,
22-23e

Brainstorming Template, 277

Branded worksheets, 80—-81¢

British Broadcasting Corporation

(BBC), 42

C

Cardiopulmonary resuscitation (CPR)
training, 46

Case study development: step 1: write
a learning objective, 106; step 2:
select type of case study based on the
objective, 106—108; step 3: select
setting and characters required far
reaching objective, 108—109; step 4:
add dialogue if appropriate, 110; step 5:
write instructions.and discussion
questions, 110;step 6: test the case
study and obtain feedback, 110; step 7:
revise the case study based on feedback,
111; step 8: develop variations, 111

Case study method: application type of,
95, 99-101, 108, 119; description
of, 48, 507, 94; Facilitator Processing
Questions for, 97, 98, 99, 102, 104,
105, 119-120; identification type
of, 94, 96-97, 107, 118; overcoming
problems when developing the,
111-112; practice type of, 95, 98-99,
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107, 118; problem-solving type of,
94-95, 97-98, 107, 118; serial case
study type of, 95, 101-105, 108, 119;
testing for knowledge through, 199;
training tools for, 113#-117# workshop
design for use of the, 105. See also
Training method styles

Case study tools: Case Study Checklist,
113#114# Case Study Critique Sheet,
115#116# Customize a Case Study
Worksheet, 117z

Cashier training. identifying learning
objectives for, 34; selecting learning
experieaces for, 34-35

Causc-to-effect sequencing, 24

Ciats: closed questions used for,
121-122; debriefing questions for,
123# description and function of, 121;
open questions used for, 122

Checklists: Case Study Checklist
tool for, 1132-114# Checklist
for Designing Your Own Game
tool for, 1262-1271% Checklist for
Developing Lesson Plans tool for,
231# description of, 75; sample
demonstration, 162e-163¢; sample skill
observation, 218; Skill Performance
Test Checklist tool for, 210/211% tips
for creating, 794 transition and build
checklist for building electronic slides,
240-241

Christakis, Dimitri, 43

Chronological sequencing, 23

Clark, Ruth, 37
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Classroom training: converting material
for e-learning from, 246-247; materials
development based on e-learning
versus, 51-55¢

Closed questions: description of, 121;
discussion or chat, 121-122

Color psychology, 239-240

Completion/word association test, 200¢

Concepts: applied by learners to their
own situations, 70-72; Debriefing
Questions for an In-Basket Activity
tool on, 1335 Debriefing Questions
for Discussion Activities tool on, 1234
definition of, 36; using graphics to
develop, 81; Jigsaw Learning/Team
Teaching Debriefing Questions tool on,
1371 learning activity where learners
identify the, 70; Processing Questions
for Games and Simulations tool for
identifying, 131 training metheas
to promote recall and applicacicn of,
38-39¢

Construct validity, 208

Content and format: coming up with
ideas for, 22-23¢, 271, Content
and Format Summary tool for, 74%
editing materials for, 73; of lesson
plans, 222

Content and Format Summary tool, 74#

Content ideas: linear format for
brainstorming, 22, 27# mind map
format to brainstorm, 22-23¢; “rules of
brainstorming” to create, 22

Content validity, 207

Index

Contextual analysis: to choose the
delivery medium, 61; for scheduling
the training, 6; for selecting/developing
the training program, 6

Cookbook job aid: description of, 75;
format for, 77¢

Cost of training, 6

Create new learning experiences, 65-67¢

Criterion-referenced test (CRT),

207, 218

Criterion validity, 207

Customize a Case Study Worksheet
tool, 1172

D

Dealing With Difficult People workshop,
143

Debriefing questions: Debriefing
Questions for an In-Basket Activity
tool for, 133% Debriefing Questions
for Discussion Activities tool,
123# Debriefing Questions for
Empathy Role Plays tool for, 1827
Debriefing Questions for Inquiry-
Oriented Discussions tool for,
185z Debriefing Questions for
Self-Assessments tool for, 190z for
five types of case studies, 118-119;
information search activity, 158¢;
Jigsaw Learning/Team Teaching
Debriefing Questions tool for, 137
techniques for role plays/skill practice,

174. See also Discussion questions;
Feedback; Questions
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Decision making: decision table job aid
for, 75, 781 flowcharts used for, 75,
78t games used for, 128-129

Decision-making games, 128-129

Decision tables: description of, 75;
format for, 78¢

Delivery medium: contextual analysis
to choose the, 61; e-learning training,
51-55¢

Demonstrations: description of learning
from, 162; practice and return,
170-173%, 199; sample demonstration
checklist, 162¢—163¢; as training style,
48, 50t

Design process: color psychology to
keep in mind during the, 239-240;
for effective visual support, 234-245¢,
lesson plans, 16, 177, 222-231%
materials development during the, 3—7;
reviewing the three phases.ot, 2, 3e—4e.
See also Learner handout materials;
Learning activities

Designing learninz activities: the seven-
step process to, 60—62; Seven-Step
Process to Design Learning Materials
tool for, 6364t

Development phase: materials
development during the, 3-7;
summary of the, 2, 3¢—4e

Dialogue: e-learning script, 248¢—249¢;
scripting video, 241-246¢; writing case
study, 110. See also Script treatment

DIF: How Much Practice and Training?
tool, 47¢, 66¢, 92, 132
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Difficulty of task, 45

The Dirty Dozen Game, 129e-130¢

Discovery learning process: Facilitator
Processing Questions used during,
71-72; step 1: trainer sets up by telling
what, why, and how, 68-69; step 2:
learners participate in a learning
activity, 69; step 3: learners share and
interpret their reactions, 69-70; step 4:
learners identify concepts, 70; step 5:
learners apply concepts to their own
situations, 70--72

Discussion activity: closed questions used
for, 121-122; debriefing questions
fo1, 1234 description and function
of, 121; inquiry-oriented, 183¢-185%
open questions used for, 122; testing
knowledge through, 199

Discussion questions: closed, 121-122;
open, 122; writing case study, 110. See
also Debriefing questions

Dramatic reading, 173

DVD. See Video/film/DVD

E

E-learning training: administrative
information provided during, 53¢;
asynchronous tools to promote
interaction during, 53¢; chats used
during, 121-123# converting
classroom training for, 246-247;
course materials used during, 53¢;
directions to instruct participants in,

51-52; example of script written for,
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248¢-249¢; how to compensate for
lack of face-to-face contact in, 55¢;
materials development based on
classroom versus, 51-52;
opportunities to connect with virtual
learners of, 54¢; synchronous tools to
promote interaction during, 52e-53¢

Editing content and format, 73-74¢

Effect-to-cause sequencing, 24

Electronic slides: advantages and
disadvantages of using, 236¢; color
psychology to keep in mind when
designing, 239-240; designing slides
with power, 239; transition and build
checklist for creating, 240241

Emotional graphics, 81-82¢

Empathy role play: using adult learning
steps to ensure successful, 179-180;
Debriefing Questions for Empathy
Role Plays tool for, 1827 description
and purpose of, 179; Empathy Role
Play tool for, 181¢

Energizers: description ¢t, 145;
differentiating between session starters
and, 145

Ernst, Linda, 38

Essay test, 201e

Evaluation: establishing criteria for
training, 6; New Performance
Evaluation Form Discussion Questions
for, 183e—184¢; Questions to Evaluate
an Existing Game tool, 1255 of the

training results, 6-7

Index

Evaluation/revision phase: “big picture

revision,” 26; case study, 111; summary

of the, 2, 4e

F

Face validity, 207

Facilitator Processing Questions: for
discovery learning, 71-72; to follow-
up case study with, 119-120; for
identification case study, 97; for
practice case study, 99;for problem
solving case study, Y&; tor serial
case study, 102, 164, 105. See also
Questions: l1ainers

Facts: definiion of, 36; training methods
to preinote recall and application of,
35-39:

Ramiliar to unfamiliar sequencing, 24

Feasibility analysis, 6

Feedback: revise the case study based on,
111; test the case study and obtain,
110. See also Debriefing questions

Field trips: description for, 160;
Observation Worksheet Template
for, 161t

Film. See Video/film/DVD

Fine, David, 239, 240

Fish bowl role play, 174

Five-Step Template for Behavior
Modeling tool, 192#193¢

Flip charts: advantages and disadvantages
of using, 237¢; how to effectively use,
237-238
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Flowcharts: description of, 75; format
for, 78¢

Frequency of task performance, 45

G

Games and simulations: Checklist for
Designing Your Own Game tool for,
1261271 description and types
of, 124; The Dirty Dozen Game,
129¢-130¢; formats and suggestions for
best use of each, 128-129; Processing
Questions for Games and Simulations
tool for, 131% Questions to Evaluate an
Existing Game tool for, 1257

Gaudier-Downs, Jeanette, 75

Geographical sequencing, 24

Goal analysis, 5

Graphics: creating branded and
non-branded worksheets, 80—& 1+
creating first impressions through,

80; developing a concept using, 81;
emotional, 81-82~;"icuns, 84, 85¢—86¢;
negative examp'e and well-placed
example of using, 86—87¢; systems and
non-systems sets of images, 83¢—84e

Guidelines: definition of, 37; training
methods to promote recall and
application of, 38/39¢

Gunning Fog Index, 26

H

Handouts. See Learner handout materials

Hands-on exercise, 199
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Historical sequencing, 23
Hospital auxiliary volunteer training;
learning objectives for, 35; selecting

learning experiences for, 35

Icon sets graphics, 84, 85¢-86e

Idea organization: step 1: start with
learning objective, 21; step 2: describe
what needs to be develop, 21-23¢, 275
step 3: consider eptions to sequence
the informaaici, 23-25; step 4: write
down your-ideas, 25-26

Ideas: tachriques for organizing, 21-27#
tesing knowledge through discussion
of, 199

Identification case study: debriefing
questions for, 118; description and
purpose of, 94; facilitator processing
questions for, 97; “new supervisor”
example of, 96-97; questions for
knowing when to select, 107

Image systems/non-systems, 83¢—84¢

Importance of task, 45

Improvisation role play, 173

In-basket exercises: Debriefing Questions
for an In-Basket Activity tool for, 1335
description and purpose of, 132; DIF
Analysis used with, 132

Influencing attitudes: application sharing
to acquire, 91-937 behavior modeling
for, 191-193% case study method for
acquiring, 48, 50z, 94—120; discussion
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(or chat) for acquiring, 121-1235
empathy role play for, 179-182%
games and simulations to acquire,
124—1311 in-basket exercises to
acquire, 132-133 inquiry-oriented
discussions for, 183¢—185¢ interviews
to acquire, 134e—135¢; jigsaw learning
or team teaching to acquire, 135-1375
polling to acquire, 138; self-assessments
and inventories for, 186—190¢. See also
Learners

Informal role play, 173

Information: learning activities to share,
59; programmed notes providing
essential learner, 73; three types of,
36-37; training methods to recall and
apply, 3839z

Information list: description of, 75; tips
for creating, 79¢

Information search activity, 157e-15%¢

Information types: concepts, 306; 1acts,
36; guidelines, 37; Techrical 1raining
Methods to Promote Appiication of
all, 39 Technical Training Methods
to Promote Recall of all, 38 work
processes and procedures, 37

Inquiry-oriented discussions: Debriefing
Questions for Inquiry-Oriented
Discussions tool for, 185 description
and purpose of, 183; New Performance
Evaluation Form Discussion Questions
to prompt, 183¢—184e

Instructional objectives: behavioral

verbs to describe, 11e—13¢; four

Index

characteristics of, 10-14; Objective
Exercise on writing, 14, 15; objectives
for training program materials versus,

10; writing the, 6

Instructions: The Dirty Dozen Game,

130¢; sample learning tournament rules
and questions, 155¢—156¢; sample team
teaching project (or jigsaw learning),
136¢; writing case study, 110; for a
writing task, 143e—144e

Interaction: asynchronoucs tools to

promote, 53¢; synchronous tools to

promote, 52e=55¢

Interviews: d¢scription and purpose of,

134; New Employee Orientation,
134¢-135¢; panel, 199

Irivencories, self-assessments:

Debriefing Questions for Self-
Assessments tool for, 190z debriefing
through, 174; description and purpose
of, 186; Self-Assessment Inventory
Example, 187¢-188¢; Skills Self-
Assessment, 189¢; suggestions for

writing, 186

Jigsaw learning: description and purpose

of, 135; Jigsaw Learning/Team
Teaching Debriefing Questions tool
on, 137# sample team teaching project
instructions for, 136e. See also Study

groups

Job aids: description and six types of, 72;

developing effective and lean, 75; Job
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Aid Development tool for, 7654
Job Aid Formats tool, 77#79¢
Job description: lesson plan inclusion
of, 227e, 228¢; as phase of the design
process, 2, 3¢
Job task (or function) sequencing, 24
Job/task analysis, 5

K

Kim, Insoo, 80

Kinesthetic problem-solving
activity, 146¢

Kirkpatrick, Donald, 2

Knowledge acquisition: application
sharing for, 91-93% case study method
for, 48, 50¢, 94-120; course pre-work for,
72-73, 158-160¢; demonstrations
for, 72—73, 162¢-163; discussion
(or chat) for, 121-123% games ata
simulations for, 124—131# 1n-basket
exercises for, 132—133¢, interviews
for, 134e-135¢; jigsaw learning or
team teaching Hr, 135-1375 learning

tournaments for, 155¢—156¢; lecture

for, 48, 49, 50¢, 151-154¢; observation,

field trips, and video for, 160-161%
polling for, 138; self-study methods
for, 157¢-158¢; study groups for, 160;
writing tasks to describe situation for
applying, 143e—144e. See also Learners;
Skills acquisition

Knowledge Methods Template,
1524154z

Knowledge verbs, 12¢-13¢

263

Knowledge/skills test development:

poor and better examples of writing
objective, 202-205; steps for, 199—
200; summary of criteria for writing
objective, 205; types of questions used

to measure knowledge, 200¢e-201¢

Knowledge/skills test questions:

completion/word association, 200¢;
essay, 201e; multiple choice, 200¢; true/

false or two-alternatives response, 200¢

Knowledge/skills tests: for case study to

obtain feedbacik, 110; criteria used
for, 197-128; criterion-referenced test
(CRT), 207, 218; description of, 67,
197 examples of different formats for,
199; preparing handout material for,
72; reasons for writing, 197; reliability
of, 206; sample matrix of job elements
used to write, 198¢; skill performance,
198, 209-219% as training style, 48,
49, 50z validity of, 207-209. See also

Lecture

Labin, Jenn, 80

Learner handout materials: case studies,

72; developing effective and lean

job aids, 75-79% The Dirty Dozen
Game, 129¢-130¢; e-learning course,
53¢; editing content and format of,
73-74t; exercises, 72; using graphics
to enhance, 80-87¢; objectives

for writing, 16; pre-work, 72-73,
158-160¢; programmed notes, 72,
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73; reference materials and job aids,
72; template for writing objectives for,
175 tests, 72. See also Design process;
Learning activities

Learners: considerations for e-learning
virtual, 51-55¢; determining practice
required to learn new skill by, 45-47%
identifying and applying concepts,
70-72; identifying the, 5; lack of
face-to-face contact and connecting
with the virtual, 54¢-55¢; matching
training method styles to, 48-50%
observation debriefing of, 174; varying
training methods to extend attention
span of, 42—44¢. See also Influencing
attitudes; Knowledge acquisition; Skills
acquisition; Trainees

Learning activities: application sharing,
91-93# behavior modeling, 191-193:;
case study method, 48, 50z, 94-120,
demonstrations, 48, 50z, 162e—163e,
170-173# discovery, 68-72:
discussions (or chats); 121—123¢,
183¢-185% games and simulations,
124-131¢ in-basket exercises,
132—-133¢ interviews, 134e—135¢;
jigsaw learning or team teaching,
135-137% learning tournaments,
155¢-156¢; lecture, 1511544
observation, field trips, and video,
160-161z polling, 138; pre-work
assignments, 72—73, 158, 159¢-160e;
role play/skill practice, 173-176¢,
179-1821 self-assessment and

Index

inventories, 174, 186-190% self-study
materials, printed resources, and
information search, 157¢—158e¢; session
starters and energizers, 145e—146¢;
seven-step process to design, 60-62,
63641 Skill Methods Template for
developing, 166, 1671694 study
groups, 160; task force projects or
action plans, 138—142¢; three different
purposes for, 59—60; writing tasks,
143¢—144e. See also Design process;
Learner handout raarerials; Materials

development

Learning acti’it/ development: of

activiticsvo acquire knowledge/skills
anc 1uence attitudes, 91-146¢;
¢activities to acquire knowledge,
151-163e¢; of activities to acquire skill,
167t-176% of activities to influence
attitudes, 179-193¢

Learning activity purpose: to direct, 59;

to inform, 59; to persuade, 60

Learning experience training style,

48, 50¢

Learning experiences: adapt, modify,

or create new, 65—67% discovery,
68-72; matching learning objective

to best, 31; options for, 32337 sales
representative training matched to best,

34. See also Training method styles

Learning experiences tools: Adapt or

Modify Existing Materials, 66#-671,
157; Best Learning Experiences,
32t-33¢, 66¢, 151, 234; DIF: How
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Much Practice and Training?, 47¢, 66¢;
Methods Variety Scale, 42-43, 44¢, 67t

Learning objectives: case study, 106-109;
matching cashier training to, 34-35;
matching hospital auxiliary volunteer
training to, 35; organizing your ideas
by establishing, 21; sales representative
learning experience matched to, 34;
selecting best learning experiences to
match, 31, 32433z See also Objectives

Learning tournaments: description of,
155; sample learning tournament rules
and questions, 155¢-156e

Lecture: Knowledge Methods Template
tool for, 1524154z as training style,
48, 49, 50¢, 151. See also Tests

Lesson plan tools: Checklist for
Developing Lesson Plans, 231% Lessan
Plan Type Selection, 224225

Lesson plan types: Lesson Plat Type
Selection tool for, 2247-225; outline,
223, 228e-229¢; cverview, 223, 230¢;
scripted, 222-223,226¢-227¢

Lesson plans: Checklist for Developing
Lesson Plans tool for, 231# contents of,
222; objectives for writing, 16; purpose
of, 222; template for writing objectives
for, 174 types of, 222-229¢

M

Management: perceived importance of
learned task by, 45; presenting training
plan for approval to, 7. See also

Supervisors

265

Materials development: audiovisual,
40, 414, 160, 161¢, 234-249e¢;
classroom versus e-learning delivery
considerations for, 51-55¢; converting
classroom to e-learning, 246-247;
during development phase of design
process, 2, 3e—7; effective visual
support, 234-249¢; scripts, 16, 17z,
222-223, 2266227 ¢, 241-2406¢;
ten-part training plan for, 4-7; three
learning purposes of, 59-60. See also
Learning aciivicies; Training methods

Materials deveiopment training plan: step
1: dehir e the issue, 4-5; step 2: identify
the need, 5; step 3: contract with
supervisors, 5; step 4: identify/establish
performance standards, 5; step 5:
identify trainees, 5; step 6: establish
training objectives, evaluation criteria,
and results, 6; step 7: determine costs
of training, 6; step 8: select/develop
training program, 6; step 9: schedule
the training, 6; step 10: evaluate the
results, 6—7

Methods Variety Scale tool, 42-43, 44¢,
671,92

Microsoft Word, 26

Mind map brainstorming, 22-23e¢

Multiple choice test, 200e

Needs versus wants analysis: establishing
training objectives, 6; identifying

training needs, 5
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New Employee Orientation Interview,
134¢-135¢

New Performance Evaluation Form
Discussion Questions, 183¢—184¢

Non-branded worksheets, 80-81¢

0

Objective Exercise: answers to the, 15;
questions for, 14

Objectives: decision-making games,
128-129; game’s behavioral, 1265
instructional, 10—14, 15; organizing
your ideas by establishing, 21; for
training program materials, 10,
14, 16-17¢. See also Learning
objectives

Objectives for writing materials: for
writing learner handout materials, 16;
for writing lesson plans, 16; for writing
scripts, 16

Observation: debriefing trainer of, 174;
description of, 160; Obs=i va.ion
Worksheet Template, 161% sample skill
observation checklist, 218

Observer debriefing technique, 174

Open discussion debriefing, 174

Open questions: description of, 122;
discussion or chat, 122

Oral/verbal tests, 199

Organizational unit sequencing, 25

Organizing ideas: step 1: start with
learning objective, 21; step 2: describe
what needs to be develop, 21-23¢, 275

step 3: consider options to sequence

Index

the information, 23-25; step 4: write
down your ideas, 25-26

Outline lesson plans: description of, 223;
sample, 228e-229¢

Overview lesson plans: description of,
223; sample, 230e

P

Pace training methods: to expand learner
attention span, 42—43; Methods
Variety Scale tool for. 42-43, 441,
67t 92

Panel interview, 192

Participant-prepared skits, 173

Performaicc analysis, 5

Performiance evaluations: inquiry-
oriented discussions to train for,

183, 183¢-185% New Performance
Evaluation Form Discussion Questions
for, 183¢—184e

Performance standards, 5

Pfeiffer, J. William, 71

Polling activity, 138

PowerPoint slides. See Electronic slides

Practice: Cardiopulmonary resuscitation
(CPR) training and required, 46; DIF:
How Much Practice and Training?
tool, 47, 66¢, 92, 132; learning new
skill and required, 45—46; practice and
return demonstrations, 170—172% role
play/skill practice, 173-176¢

Practice and return demonstrations:
description of, 170; Practice and

Return Demonstration Template for
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creating, 171172z testing knowledge
through, 199

Practice case study: debriefing questions
for, 118; description of, 95; facilitator
processing questions for, 99; “giving
orders” example of, 98-99; questions
for knowing when to select, 107

Pre-work assignments: description of, 72—
73, 158; sample pre-work assignment
letter on, 159¢—160e

Predictive validity, 207

Printed resources, 157¢e—158e¢

Problem-solving activities: kinesthetic,
146¢; visual, 145¢

Problem solving case study: debriefing
questions for, 118; description
and purpose of, 94-95; facilitator
processing questions for, 98; questions
for knowing when to select, 107;
“rumors” example of, 97

Processing Questions for zames and
Simulations tool, 1517

Product creation test, 199

Programmed notes, 72, 73

Psychological sequencing, 23

Q

Questions: discussion or chat, 110,
121-122; to evaluate an existing game,
1255 Processing Questions for Games
and Simulations, 1317 six types of
test, 200e-201e. See also Debriefing
questions; Facilitator Processing

Questions

267

Questions to Evaluate an Existing Game
tool, 125¢
Quiz show games, 128

R

Rating systems: skill performance, 209;
Skill Performance Rating Systems tool
for, 216¢

Readability: Knowledge Methods
Template for, 152 reviewing to
ensure, 26; Skilis Methods Template
for, 167¢

Recall: selecting appropriate training
mertods to promote, 36-37; Technical
Tra ning Methods to Promote Recall
wool for, 38z See also Application

Reliability of test, 206

Replay of life role play, 173

Return demonstrations, 170-173¢, 199

Reverse chronological sequencing, 23-24

Revisions. See Evaluation/revision phase

Role play/skill practice: description and
purpose of, 173; empathy role play,
179-182% Role-Play Template tool
for, 175#176% suggestions for writing,
173-174

Rossett, Allison, 75

S

Sales representative training: sample
video script treatment for, 243e—244e;
selecting best learning experience for,
34; selling skills training video for, 25

Scheduling training, 6
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Script treatment: example of e-learning,
248¢-249¢; lesson plans, 222-223,
226¢-227¢; objectives for writing, 16;
template for writing objectives for, 17z
video, 241-246e. See also Dialogue

Select the Best Audiovisual Support
tool, 417

Self-assessments and inventories:
Debriefing Questions for Self-
Assessments tool for, 190z debriefing
through, 174; description and purpose
of, 186; Self-Assessment Inventory
Example, 187¢-188¢; Skills Self-
Assessment, 189¢; suggestions for
writing, 186

Self-study materials: Adapt or Modify
Existing Materials tool for, 66/~671,
157; description of, 157; sample
information search activity, 157e-158¢

Selling skills training video, 25

Sequencing information: organization of
ideas by, 23; ten options.fcr, 23-25

Sequencing training metheds: factors
to consider for, 48—49; Situational
Training Methods Model for,

48-49, 50¢

Serial case study: debriefing questions
for, 119; description of, 95; “manager
training” part I example of, 101-102;
“manager training” part I facilitator
processing questions, 102; “manager
training” part II example of, 103;
“manager training” part II facilitator

processing questions, 104; “manager

Index

training” part III example of, 104-105;
“manager training” part III facilitator
processing questions, 105; questions
for knowing when to select, 108

Session starters: definition of, 145;
differentiating between “energizers”
and, 145; kinesthetic problem-solving
activity, 146¢; visual problem-solving
activity, 145¢

Seven-Step Process to Design Learning
Materials tool, 6364

Simulations and ganies: Checklist for
Designing Yorr Cwn Game tool for,
1261271 description and types
of, 124; 1 ae Dirty Dozen Game,
129¢-130¢; formats and suggestions for
Lesc use of each, 128-129; Processing
Questions for Games and Simulations
tool for, 131% Questions to Evaluate an
Existing Game tool for, 1257

Simultaneous role play, 174

Situational Training Methods Model tool,
48-49, 50¢

Size sequencing, 24-25

Skill Methods Template, 166, 167#~169¢

Skill (or knowledge) test. See Knowledge/
skills tests

Skill performance test checklist: sample,
218; Skill Performance Test Checklist
tool for, 210£211¢

Skill performance tests: description of,
198; rating systems for, 209; sample,
218; Skill Performance Rating Systems
tool for, 216¢; Skill Performance Test
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Exercise tool for, 2171219¢ Skill
Performance Test Template tool for,
212, 213#-214¢

Skill verbs, 11e—12¢

Skills acquisition: application sharing
for, 91-93% case study method for,
48, 50z, 94—120; discussion (or chat)
for, 121-123# games and simulations
for, 124—131¢ in-basket exercises for,
132-133¢; interviews for, 134e—135¢;
jigsaw learning or team teaching for,
1351374 polling for, 138; practice
and return demonstrations for,
170-172% role play/skill practice for,
173-174; Skill Methods Template
for creating learning activities for,
167169t writing tasks to describe
situation for applying, 143e—144e. Soc
also Knowledge acquisition; Learners

Skills Self-Assessment, 189e

Skills testing. See Knowledge/skills tests

Smith, Melissa, 32, 41

Specific roles play; 173

Spelling and grammar tools, 26

Stimulus-response sequencing, 24

Study groups, 160. See also Jigsaw learning

Subject matter experts (SMEs), 6, 70z

Summary exercise, 199

Supervisors: defining training role of
the, 5; perceived importance of learned
task by, 45; sample action plan for
securing help from, 138, 142¢. See also
Management

Synchronous learning tools, 52¢-53¢
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I

Tagging role play, 174

Target Population Analysis, 5, 61

Task force projects: description of, 138;
sample action plan for, 138, 139¢;
sample action plan worksheet for, 138,
141¢; sample behavioral skill action
plan for, 138, 140¢; sample supervisor’s
help action plan for, 138, 142¢

Tasks: cookbook list for completing, 75,
77t determinii.g required practice for
learning CT'R, 46; DIF: How Much
Practicz wrid Training? tool to learn
new; 47't, 664, 92, 132; difficulty of,
4>; frequency of repeated performance
of, 45; perceived importance to, 45;
sample matrix of job elements used
for testing, 198¢; worksheet list for
explaining steps of, 75, 77z. See also
Writing tasks

Team teaching (jigsaw learning):
description and purpose of, 135; Jigsaw
Learning/Team Teaching Debriefing
Questions tool for, 137% sample team
teaching project instructions for, 136e

Technical Training Methods to Promote
Application tool, 39¢

Technical Training Methods to Promote
Recall tool, 38439z

Templates: Brainstorming Template,
27t Five-Step Template for Behavior
Modeling, 19241935 Knowledge
Methods Template, 152¢-153e,
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152#-154¢, Observation Worksheet
Template, 161# Practice and Return
Demonstration Template, 170,
171#-172# Role-Play Template,
175#176% Skill Methods Template,
166, 167+168¢, 167t-169%; Skill
Performance Test Template, 212,
213214z Writing Training Materials
Objectives Template, 17z See also
Tools

Test questions: completion/word
association, 200e; essay, 201¢; multiple
choice, 200¢; true/false or two-
alternatives response, 200e

Tests: criterion-referenced test (CRT),
207, 218; development of, 199-205;
knowledge/skills, 67z 72, 110,
197-199; reliability of, 206; skill
performance, 198, 209-219% as
training style, 48, 49, 50z validiryv o,
207-209

Three phases of design, 2, 3¢-4>

Tools: Adapt or Modify txisting
Materials, 664-67¢, 157; Application
Sharing Debriefing Questions, 937
Audiovisual Instructional Medium,
234, 2351 Best Learning Experiences,
3233t 661, 151, 234; Case Study
Checklist, 113/114% Case Study
Critique Sheet, 115#116% Checklist
for Designing Your Own Game,
1261271 Checklist for Developing
Lesson Plans, 231 Content and

Format Summary, 74# Customize

Index

a Case Study Worksheet, 1175
Debriefing Questions for an In-Basket
Activity, 1335 Debriefing Questions
for Discussion Activities, 1235
Debriefing Questions for Empathy
Role Plays, 182# Debriefing Questions
for Inquiry-Oriented Discussions,
185z Debriefing Questions for Self-
Assessments, 190# DIF: How Much
Practice and Training?, 47¢, 66¢, 92,
132; Jigsaw Learning/Team Teaching
Debriefing Questiors, 137z Job Aid
Development,. 76z Job Aid Formats,
77179t 1.ésson Plan Type Selection,
2241225, Methods Variety Scale, 42—
43, 44z, 671, 92; Processing Questions
tor'Games and Simulations, 1315
Questions to Evaluate an Existing
Game, 125 Role-Play Template,
175t-176¢; Select the Best Audiovisual
Support, 41# Seven-Step Process to
Design Learning Materials, 6364
Situational Training Methods Model,
50z Skill Methods Template, 166,
167169z Skill Performance Rating
Systems, 2164 Skill Performance

Test Checklist, 210211 Skill
Performance Test Exercise, 217219%
Skill Performance Test Template,

212, 213#214# Technical Training
Methods to Promote Application,

39 Technical Training Methods

to Promote Recall, 38z. See also

Templates
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Trainees. See Learners

Trainers, 68—69. See also Facilitator
Processing Questions

The Training Clinic, 32, 38, 41, 44, 146

Training method styles: demonstrate, 48,
50z 162, 162¢-163e, 170-173%, 199;
lecture/test, 48, 49, 50z, 151-154¢.
See also Case study method; Learning
experiences

Training methods: avoid boredom
by pacing the, 42—44z; for cashier
training, 34-35; considerations for
classroom versus e-learning delivery,
51-55¢; determining required practice
to learn new skill, 4547z for hospital
auxiliary volunteer training, 35;
identifying the learning objective
to select, 31; matching audiovisual
support for materials design ard
delivery, 40—41% matching best
learning experiences with, 31, 324335
to promote recall 2rid application,
36-39%; for sales i=presentatives, 34;
using a situational training model to
sequence, 48-50z. See also Materials
development

Training plan steps: step 1: define the
issue, 4-5; step 2: identify the need,
5; step 3: contract with supervisors, 5;
step 4: identify/establish performance
standards, 5; step 5: identify trainees,
5; step 6: establish training objectives,
evaluation criteria, and results, 6; step

7: determine the cost of training, 6; step
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8: select/develop the training program,
6; step 9: schedule the training, 6; step
10: evaluate the results, 6—7

Training plans: getting approval for, 7;
summary of planning phase, 2, 3¢;
ten-part, 4-7

Training programs: cost of, 6; evaluating,
2, 4e, 6=7,26, 111, 125¢, 183¢—184¢;
objectives for materials, 10, 14, 16-175
planning the, 2, 3¢, 4-7; scheduling
the, 6

True/false or twe-alternatives response
test, 200¢

Two-al etnatives response or true/false
t2se, 200e

v

Validity: analyzing the data for, 208-209;
sample item validity test, 208¢; types of
test, 207-208

Verbal/oral tests, 199

Video scripting: do’s and don’ts for, 246¢;
draft example of audio and, 244¢-245¢;
sample video script treatment,
243¢-244e; ten steps for process of,
241-243

Video/film/DVD: advantages
and disadvantages of using,
236¢-237¢; color psychology to
keep in mind when designing,
239-240; description of learning
from, 160; Observation Worksheet
Template for, 1615 scripting,
241-246e
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Virtual learners: converting material for,
246-247; materials development based
on e-learning considerations, 51-55¢

Visual problem-solving activity, 145¢

Visual support: advantages and
disadvantages of media, 236¢-237¢;
Audiovisual Instructional Medium tool
for, 234, 2355 color psychology, 239—
240; converting classroom training
for e-learning, 246-249¢; electronic
slides, 236e, 239-241; flip charts and
whiteboards/chalkboards, 236e, 237 ¢—
238; matching learning objective to,
40; Select the Best Audiovisual Support
tool, 41¢ video/film/DVD, 160, 161¢,
236e-237e, 241-246e

LU

Whiteboard/chalkboard: advantages and
disadvantages of using, 236¢; how to
effectively use, 237-238

Wilder, Claudyne, 239, 240

Word association/compl=tion test, 200e

Word processing software, 26

Work processes and procedures:
definition of, 37; training methods
to promote recall and application of,
38-39¢

Worksheets: action plans, 138,

141e; creating branded and non-

Index

branded, 80-81¢; description of, 75;
format for, 77% information search
activity, 157¢

Writer'’s block, 25-26

Writing objectives: for writing
learner handout materials, 16; for
writing lesson plans, 16; for writing
scripts, 16

Writing purpose: to direct, 59; to inform,
59; to persuade, 60

Writing skills: assessing teadability, 26,
152¢, 1671 assessi 1g your, 20-21; four
steps to organize your ideas, 21-27¢

Writing tasks! assessing readability
of complced, 26, 1524 1671 case
study dialogue, 110; case study
1nstructions and discussion questions,
110; e-learning script, 248e-249¢;
instructions for a, 143e—144¢; learning
tournament rules and questions,
1556-156¢; lesson plan scripts,
222-223, 226e-227¢; objectives for
writing scripts, 16; scripting videos,
241-2406e; team teaching project (or
jigsaw learning) instructions, 136e;
template for writing objectives for
scripts, 17z See also Tasks

Writing Training Materials Objectives
Template, 172

Written post-test, 199






















<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.3
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends false
  /DetectCurves 0.1000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails true
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 524288
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize false
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo true
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts false
  /TransferFunctionInfo /Preserve
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 150
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages false
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth 8
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /FlateEncode
  /AutoFilterColorImages false
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.76
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /ColorImageDict <<
    /QFactor 0.76
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 150
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages false
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth 8
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /FlateEncode
  /AutoFilterGrayImages false
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.76
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /GrayImageDict <<
    /QFactor 0.76
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages false
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile (None)
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /False

  /CreateJDFFile false
  /SyntheticBoldness 1.000000
  /Description <<
    /ENU <FEFF004d0061006c006c006f007900270073002000670065006e006500720061006c002000730065007400740069006e0067007300200066006f00720020006f007000740069006d0061006c0020007000720069006e00740069006e0067002e>
  >>
>> setdistillerparams
<<
  /HWResolution [1200 1200]
  /PageSize [684.000 864.000]
>> setpagedevice


		2013-03-08T15:26:44-0500
	Certified PDF 2 Signature




