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Purpose:
Tool Kit and Components

The Tool Kit can help you:

createa curriculum developmentproject plan including realistic timeline
find the bestconsultant/consultantteam for the project
write an RFP

selecta Curricuum Design Team

clarify expectations

analyzedeliverablesand give feedback

selectatraining team

answer questiongposedby consultants

ensurethat a quality ITIP curriculums produced
evaluatea project

keepaproject on track

providetools for projectconsultants

= =4 -4 48 4 2 5 _5 5 43 -2 -9

Frequently Asked Questions (FAQs)

Responsesre provided,alongwith links to additional information, for the most askedquestionsrelated to
both the ADDIE modeidf Instructional SystemDesgn andthe componentsof the ITIPprocess.

ADDIE model of Instructional Systems Design

Thissystemsapproach tocurriculum design and developmengnsuresthat learning programsandthe required
support materialsare continuallydevelopedin aneffectiveand efficient manner.

ITIP 7 Instructional Theory into Practice

The ITIPmodelis usedto designtraining curriculum that activelyengagedearners,increaseshe likelihood that
the objectivesof the lesson plan are meand guidesthe learnersto usethe knowledgeand performthe skills as
taught whenthey are backonthe job.

ITIP Toolkit 1



TOOLS

Tool 1 - Adult Learning Key Points

By reviewing the key points you can determine whether curriculum is adult/leeeméered, plan feedback for
developers and orient the curriculum design team.

Tool 2 - Sample Agenda for Initial Design Team Meeting

This tool can help you plan the first design team meeting.

Tool 3 - Analyzing Needs - Checklist

The checklist can guide you to clarify expectations with the requestor, focus your project and ensure that train
meets organizatioal needs.

Tool 4 - Guide for Giving Feedback on Curriculum

Use this tool in conjunction with TodYBeedback Workshe#&to plan feedback for the design team or curriculum
developer.

Tool 5 - Curriculum Review Checklists

This is a twepart tool thatcan be used for any training modality. Use Checklist | to review the overall curriculun
Use Checklist Il to review individual lesson plans. Together these checklists can help you clarify expectations
prepare feedback for the developer. You can alge tiie tool to the developer to use as a guide during the
development process and as a means of formativeesafuation.

Tool 6 - Forming a Curriculum Design Team

This tool can guide you in selecting the most effective members of the curriculum dasigand clarify roles of all
team members.

ITIP Toolkit



Tool 7 - Designing an Evaluation Plan

This tool, based okirkp® L J A; CB K Elével evBluati®r prazess; WdlMhélp you in the design phase of ADI
to develop an evaluation plan that will give you théormation needed to write the final evaluation report.

Tool 8 - Feedback Worksheet

Use this tool as a worksheet in conjunction with Ta&tGEide for Giving Feedback on Curriculum.

Tool 9 - Formative and Summative Evaluation

This tool clarifies thdifference between formative and summative evaluation.

Tool 10 - Selecting Consulting Team

This toolwill help you in the selection of your curriculum development consulting team: determine critical tasks
clarify consultant skills needed, and plan guess to ask potential consultants.

Tool 11 - Interviewing Consultants: Questions and Tips

Use this tool to develop questions that will help you select the best candidate for the project.

Tool 12 - Needs Assessment Planning Guide

Use this tool to work it a client (the requestor) to clarify the project purpose and focus.

Tool 13 - Evaluating Use of Instructional Strategies

Use this tool to evaluate and give feedback to the consultants on their use of strategies. You can also give the
the devebper to use as a guide during the development process and as a means of formataxahedtion.

ITIP Toolkit



. ADDIE Instructional Design System

ADDIE H Cycle Overview

Analyze
/’ - \
Evaluate ¢ Asmgned Design

| Curriculum

1 Development II
\  Project y
N -~_ -

Implement XK Develop

Whyis this process important?

Using the ADDImstructional System Ddgnwill help you complete the mossuccessful curriculundesign

projects in anorganized efficient and effective manner GRAY HARRIMAN: A site for free informationleaming
- http://www.grayharriman.com/ADDIE.htm

Whatare the essential activities?

Analyze
Design
Develop

Implement

= =4 4 - -2

Evaluate

Howis it done?

It is a cyclical5-phase modelactivities may overlapfrom one phaseto another, Instructional Design: ADDIE model
http://www.instructionaldesign.org/models/addie.html

What if?FAQs -Cycle Overview

1 Whatif | am assignedhe project after analysishasbeen completed?

1 Whatif | am asked to update an existing curriculurather than create something new?

ITIP Toolkit
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Analyze

Evaluate Assigned Design
Curriculum

Development
\ Project l

ImplementXoJK Develop

The study we do in order to figure out what to-ddlison Rossett & Kendra Sheldon (2001)

Whyis this phase important?

Analyzes the gapetween currentperformance and desired performancé ool 3—Analyzing NeedsChecklist
Identifies whatwill be resolved as aesult of the training
Identifies the targetaudience

Explores options foCurriculumDesign Team memberBool 6 - Forming a Curriculum Design Team

Whatare the essential activits?

1

Review existingesources/materials
ConductNeeds Assessment, if applicableol 11—Interviewing Consultants

Develop budgetEstimating Costs and Time in Instructional Design
http://w ww.nwlink.com/~donclark/hrd/costs.html

Clarifyproject rolesand responsibilities Tool 6—Forming a Curriculum Design Team

Develop timeline NetMBA Gantt Charhttp://www.netmba.com/operations/project/gantt/

Howis it done?

= =4 =4 A -

DACUM Developing &Curriculum,a taskanalysis processhttp://www.dacumohiostate.com/process.htm

Surveys

Interviews

Gap AnalysisCalTech Needs Assessntehe first stephttp://alumnus.caltech.edu/~rouda/T2_NA.html
Focus groups

Review of existing resources

What if?FAQs - Analyze

Whati f t h éimedo farnsally’ assesgraining needs?
How doyou know iftraining is thesolution to the issue?

What i f the data gathered when assessi ng —twhaaarermyn g
options?

How do you determine how long training should be (# of hours)?

ITIP Toolkit
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Design

’

Evaluate Assigned
Curriculum

Development
\ Project

Implement XK Develop

Analyze

Good design solves problems in a memorable way.

Whyis this phase important?

1 Provides a blueprint for developing, implementing and evaluating the training
1 Determines parameters for content

1 Sets expectations and uses formative evaluation to gieedback to design team
Whatare the essential activities?

1 Writepreliminary curriculum outline
1 Host a meeting with design team

1 Write learning outcomesA Quick Guide to Writing Learning Objectives
http://www.nwlink.com/~donclark/hrd/templates/objectivetool.html

1 Select delivery mode (the mode in which the training is presented. Common modes includettadace training,
distance learning, sefpaced or a blend of thes modes).

1 Draft instructional strategies that will be used to ensure learners meet the objectives most effectively Ef f e c
Adult Learning A T o bths/ivww.af.mdsu.edue\aloaiidn/dogumAants(effectigeddult-
learning-a-toolkit -for-teaching-adults

1 Write evaluation plan (methodology, data collection methods, timing and reporting formats) Toot 7
Designing an EvaluatioRlan

Howis it done?
I Using the ITIP model
What if?FAQs - Design

1 What if you are updating an existing curriculum?
1 What if this phase is skipped and you proceed directly to curriculum development?

1 What if you need to give your Design Team some suggestabout instructional strategies?

ITIP Toolkit 6
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Develop

Analyze
Evaluate Assigned Design
Curriculum
Development
Project

Implement X Develop

Whyis this phase important?

1 Developing a completeurriculum package ensures thatrainers andlearners will have resources
1 Trainers are able taeliver contentthat is consistentfor each sessin

i Pilottesting provides theessential opportunityto refine the training program tdetter meetthe goals and learner
objectives

Whatare the essential activities?

Develop learner centeredurriculum package ITIP
Develop technologynfrastructure andsoftware

Develop success measures

1

1

1

1 Develop evaluatiorinstruments

1 Validate training- Pilot test the training program

1 Compile feedbacko include with other formativeevaluation data
1

Complete preliminaryrevisions

Howis it done?

1 Provide clear expectatioa Tool 8—FeedbackWorksheet
1 Communicate regularlyith designteam membersTool 4-Guide forGiving Feedback

1 Monitortime line andkeepprocess ortrack using Ganttcharts, NetMBA:- Gantt chart
http://www.netmba.com/operations/project/gantt/ or flow charts ASQ What is a Process Flowchart?
http://www.asq.org/learn-about-quality/process-analysistools/overview/flowchart.html

What if?FAQs - Develop

1 How do you know when you have a completed curriculum package?

T What if the consultats are not delivering the product as expected?

ITIP Toolkit
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Implement

Analyze
Evaluate Assigned Design
Curriculum
Development
Project l

Develop

Whyis this phase important?

1 Targetaudience successfullgompletesthe training program therebyaddressingthe gapidentified in the analysis
phase.

Whatare the essential activities?

1 Conducttraining
1 Compile feedbackrom participants andtraining team

1 Compile level 1 an@ evaluationmeasure Donald L Kirkpatrick's training evaluation modethe four levels of
learning evaluation http://www.businessballs.com/kirkpatricklearningevaluationmodel.htm

Document attendance

I Compile and completesurriculum refinements
Howis it done?

Marketto targetaudience

Prepare trainers anather onsite teammembers(pre-training meetings,Training forTrainers)
Manage logistics (registration, location)

Prepare learners (notification letterandependentwork assignments)

Prepare materials and equipment

Observe pilotand documentfeedbackto include in evaluation proces

= =4 A4 -4 A4 A -

Conductdaily and endof training feedbacksessions with theparticipating training and design team
What if?FAQs - Implement

T Whatif atrainer has tocancel?

1 Whatif atrainer is notprepared?

f  How (and when) dyou give feedbacko the participating Design andTraining team?

ITIP Toolkit
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Evaluate

Analyze

%

Assigned Design
Curriculum

Development
Project l

Implement X_HIK Develop

A clever arrangement of bad eggs will never make a good omelet. ( C S Lewis) Evaluate curriculum to make §

desired outcomes have been reached.

Whyis this phase important?
1 Determines degree tavhichthe project accomplished the intendedyoal
9 Targets revisions needefibr future deliveries

Whatare the essential activities?

1 Conductprogramevaluation
1 Make needed revisionand programadjustments

1 Write evaluation report

Howis it done?

1 Through formative andsummative evaluation Tool 9—- Formative andSummative Evaluation

1 Measures occur aifferent levels, the mostommon model useK i r k p adtleveis ovalustion,
Donald L Kirkpatrick's training evaluation modethe four levels of learning evaluation
http://www.businessballs.com/kirkpatricklearningevaluationmodel.htm

What if? FAQs - Evaluate

1 Whatif the project did not addressthe gap?

ITIP Toolkit
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lll. ITIP: A Learner - Centered model for effective

Independent Anticipatory
Practice Set
Guided Instructional
Practice Input
Overview

The ITIP model is used to design training curriculum that actively engages learners, increases the likelihood t
the objectives of the lesson plan are met and guides the learners to use the knowledge andrpetfie skills as
taught when they are back on the job.

Researchbased
Focused on adultearning characteristicool 1 - Adult Learning Key Points
Learnercentered

= =4 =4 =4

NIC adopted, Designing Learner Centered Instructhdtp://nicic.gov/Library/018534

What are the essential components of ITIP?

1 Anticipatory Set

9 Instructional Input

M Guided Practice

1 IndependentPractice

How is it done?

1 ADDIE process
9 Focus on the learner Tool-1Adult Learning: Key Points
9 Curiculum Design Team Tool-6Forming a Curriculum Design Team

What if? FAQs - ITIP Overview

There isn’t time?

I t ' s-tinge preserdation?

You are not sure how to analyze and evaluate a lesson plan for ITIP components?
SME i sn’ t s ki lalniegdsing the abraporeemtsooplTIRPg t r
Training is in dearning format?

=A =4 =4 =4 =4
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Anticipatory  Set

Anticipatory
Set

Independent
Practice

Guided Instructional
Practice Input

Why is this important?

Creates an active and trusting learning communifool 1 - Adult Learning: Key Points
Assesses and h o-relatedexpérienaerande&kmowlédget o pi ¢

Motivates the learners

= =/ =4 =4

Designing Learner Centered Instructidritp://nicic.gov/Library/018534

What are the essential components?

1 Learners activelyengagewith each other
1 The actvity makes connections with the learningbjectives

1 Expectations ofearners AND trainer are clarified

How is it done?

9 Usinginstructional strategiesdesignedto connectlearnerswith each otherAND with whathey are about
to learn Tool 13 - Evaluating Use of Instructional Strategies

1 Usingactive learningto respondto learnerqu e st i aoineeddiyear n t hi s?”

What if? FAQs - Anticipatory Set

There is noienoughtime?

1

1 Learners alreadknow eachother?

9 The skills are new no onehas previous leening or experience on thisopic?
1

The lesson plams written by andfor a subjectmatter expert?Doesit still need to be inTIPformat?

ITIP Toolkit
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Instructional Input

Independent = Anticipatory
Practice Set

Guided
Practice

Instructional
Input

Why is this important?

1

Providesthe learning (knowledge/skills) needetb addressthe performance gap

What are the essential components?

1 Connection with learningbjectives

T I nfor mat i oimtorhandgeabl&kbisd ”

1 Logical flow

1 Participantengagement Tool 1 - Adult Learning: Key Points

9 Checks for understandindool 13 - Evaluating Use of Instructional Strategies
How is it done?

1 Lecture

1 Demonstration thatmodels skill exacthasit isto be done

1 Readingassignment

1 Projects—group or individual

1 Visuals

1 Experiential or discovergctivities

9 Designing Learner Centered Instructidritp://nicic.gov/Library/018534

What if? FAQs - Instructional Input

9 There is a lot of new information and not much time?
1 The target audience is so large that it necessitates large classes?
1 The trainers are smfortable and experienced with lecture and PowerPoint but not with learneentered
strategies?
ITIP Toolkit
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Guided Practice

Independent | Anticipatory
Practice Set

Instructional

Input
Guided &

Practice

Why is this important?

)l
)l
)l
)l

Enhances memonrand instills confidence
Practice with coachingind feedbackensuresaccuracyand effectveness

Moves learner fronknowing information andskills tousinginformation and skills

Designing Learner Centered Instructidritp://nicic.gov/Library/018534

What are the essential components?

)l
)l
)l

Everylearner has opportunityto practice
Practice includes trainer observatiofeedbackand coaching

Practice is directlyconnected tothe learning objectives

How is it done?

)l
)l
1
)l

Multiple trainers can serve as coaches and models
Learners can be guidetb observeand givefeedbackto each other
Role playscase studiesand simulations can beised

Tool 13-EvaluatingUse ofinstructional Strategies

What if? FAQs - Guided Practice

= =/ =/ =4 =4 =4

T h e r e énsugmtime?

The learning objectiveare at the knowledge andcomprehensgon level?Is practice still necessary?
There are too manyearners for the trainer tmbserve and coach each one?

Is Guided Practice necessaiyr everysection oflnstructional Input?

There is toanuch Guided Practice?

How can youell if an activityis GuidedPractice?

ITIP Toolkit
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Independent Practice

Independent
Practice

Anticipatory
Set

Guided Instructional
Practice Input

Why is this important?

Expands learner perception of how to apply new information and skills in different settings
Essential for transfer of learning from the training environment to the work setting

Leaners consider options and realorld constraints or challenges

= =/ =4 =4

Designing Learner Centered Instructidrtp://nicic.gov/Library/018534

What are the essential components?

9 Practice without direct supervigin and assistance

1 Periodic observation with coaching and feedback on the job (supervisor)

How is it done?

Simulations, case studies and role plays that present reairld work situations
Written action plans to guide learners in integrating new knowledged skills into existing expertise.
Critical application questions throughout the training

Individual assignments or projects with review and feedback

=A =/ =4 =4 =4

Tool 13-Evaluating Use of Instructional Strategies

What if? FAQs - Independent Practice

1 T her ethestimariresources needed taonductan IndependentPractice in the learningetting?

9 Supervisors are notrained to observe andcoach in the new skills?

ITIP Toolkit 15
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V. Tools

Tool 1 - Adult Learning: Key Points
Usethis tool toensurethat curriculum is adult/leamer-centered, plan feedback folevelopers, t@rient curriculum
design team.

Adult learners are ... So training needs to ....

Recognize andhonor their experience
Connectthe newlearningwith whatis familiar
Engage learneraspartnersin the learning
Provideopportunities for them to contribute to
the learning

 Experienced

=A =4 -4 -1

f Comfortable with preferred learning I Employavariety of learningstrategies
style 1 Engage learnersctively

ITIP Toolkit 16



Tool 2 H Sample Agenda for Initial Design Team Meeting

Suggested Time
Frame
(minutes)

15

10

30

15

15

15

15

ITIP Toolkit

Use this tool to help you plan the first dediggim meeting.

Suggested Topics

Reviewproject purpose

Reviewhousekeepingand logisticsrelating to the processof the meeting

Conductan icebreaker thawill introduce team members

Reviewtimeline and milestones

Reviewexpectationsfor deliverables

Discusdogisticsfor working asateam

Question andanswers

17



Tool 3 H Analyzing Needs: Checklist

Use thidool to helpclarify expectationsfocusyourprojectand ensure thatraining meets organizational
needs

What do you What do you need to

Type of information How will you find out?

know? find out?

Project context

Who made therequest?
Whatare the goals?

Whythis project? Why
now?

1 Is the projectbasedon
the resultsof an
assessment?

If so, where is the
information?

1 If not, whatisdriving the
project?

Target audience

i Who needs tde
trained?

1 Whatcharacteristicsof
the targetaudience
need to beconsidered?
(Programentry
requirements, special
needs, currentskill
level.)

Desired Performance

1 Whatdo youwant
participantsto do
differently as a resulof
the training?

1 Whatisthe currentlevel
of performanceversus
desired levebf
performance?

ITIP Toolkit 18



Content expertise

I Who are the subject
matter experts?

Development Expertise

I Who has th&nowledge,
experience skill to
develop curriculum for
this program?

Training Expertise

I Who has thé&nowledge,
experience, skill to train
in this area or orthis
topic?

Logistics

1 Whatare thefinancial
parameters?

I When does iheed to be
done?

Whatisthe budget?

Is a trainingplatform
specified?(i.e. face to-
face, blended, e
learning)

I Whatother expectations
needto be considered?
(Technologies, timing,
duration)

ITIP Toolkit
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Tool 4 H Guide for Giving Feedback on Curriculum

Use this tool in conjunction witfool 8 YFeedbackWorksheetYto plan feedback for the desigteam or curriculum

developer.

BENEFIT

Behavioral
focus

Non-

judgmental

ITIP Toolkit

Base feedbaclon
behavior, not
personality.

Keep feedback
even and
balanced.

Commenton
strengths,not
only on whatis
missing orneeds
changing.

Feedbackis two-
way
communication.
Keepan open
mind.

Give examples of
strengths and
areasfor
improvement.

Example of Feedback Statement

Try-Thispiece< A <s€eBth engagethelearner.* = tryBidihga
demonstratiorinsteadofalecture.

Ratherthan-7 G M@&allystuckonusinglecturehere.

Try - Thelearningobjectivesareclear,measurableandat the
applicationlevelorabove Theecturescriptsareorganizedand clear,
butinthissectiorL. @= dolednérengagementWhatifyou try
writing somethought-provokingquestions?Y ouwouldalso needto
addsuggestedesponseforeachquestiortoaidthe trainer.

Rather than - Yowneedto providemorelearnerengagementand
youneedoaddsuggestedesponseforthequestions.

Try-' Bhé@clearabouthowthisactivitygetsthemto practicethe
newskill. Helpmeunderstand.Howwill whattheydointhe activity
relatetotheactionspecifedintheobjective?

Rather than - Thisactivity< G = kKh&kBahysensdo me.

Try - Theinputandguidedpracticewill clearlyguidethelearnergo

reachtheobjective Forthissetofquestionsyouneedto add
suggestedesponsesForexampleZ Z JA

Rather than - Thisisreallygoodandl cantell Q G MvgoNked hard,
butyouneedio addmoreinstructiondorthetrainer.

20



Own whatyou say Try - Let’s look at these instructions. If | were the trainer | don’t
byusi ng “I think | would know exactly what to do. Let’s talk throughiit......
statements.

Rather than - These instructions are not clear.

ITIP Toolkit 21



Tool 5 - Curriculum Review Checklists
This is a twepart tool that carbe used foranytraining modality. UseChecklist | toeview theoverall curriculum.Use
Checklist 1l toeview theindividual lesson plans. Togethitresechecklists camelpyou clarify expectations and
preparefeedback fodeveloper. You can algivethe tool tothe developerto useas a guideduring thedevelopment
process and as means of formativeelfevaluation.

l. Curriculum Package, Designing Learner Centered Instruction http://nicic.gov/Library/018534

What to look for Strengths Suggestions/concerns

Clearlystated outcome
Summaryof learning objectives:
measurable;at leastone in each

module atthe application level or
above;collectivelyleadto outcome

Scripted lessorplan with enough
detail to enable experienced trainers
to conductthe training.

Consistencyin format and language
from one module to another and
between lesson plansyisuals and
learner materials

Timing: realistic ancclearlyindicated
for all presentationsand activities

Sample agenda
Up-to-date resource list
Easyto read/follow format

A plan forboth formative and
summative evaluation

Clear connection between modules
Logical sequencing abpics
Date of development/review/revision

List of materials, equipment,
resourcesneeded for delivery

Attributions or copyright
permissions provided

ITIP Toolkit
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II. Individual Modules

What to look for Suggestions/concerns

Learning objectives for each skill or
competency

Clearlystated
Measuralte

Atleastone at the application level
or above

9 Supportoveralloutcome

Anticipatory Set
1 Activelyengagesall learners

9 Connectsnewlearningwith what
is familiar

1 Engagedearnersaspartners in the
learning

1 Createssafe andtrusting learning
environment

1 Connectslearnerswith topic

Instructional Input

1 Presentsup-to-date skills,
information, models, techniques

Activelyengagesall learners

Includesinformation andskills
necessaryfor masteryof learning
objectives

9 Usesthought-provoking questions
that invite discussion

9 Includesfrequent checksfor
understandingwith questions and
activities

9 Providessuggestedresponsesfor
all questions

ITIP Toolkit 23



Guided Practice
1 Providesopportunity for each
learner to practice usinghew
information and skills with
coaching and feedback

1 Includes practice activities that
are directlylinked to learning
objectives

1 Promotestransfer of learningfrom
the learning environmentto the
workplace byusing realistic
activities, examplesand problems

1 Providesclear trainerinstructions
for activity setup and debriefing,
including questions with
suggestedresponses

Evaluation and Closure
1 Summarizes keyoints

1 Provideopportunity for trainers
and learners to measuréhe
extentto which learning
objectives havebeen met

ITIP Toolkit




Visuals
1 Supportthe learning

1 Are consistenwith information
presented in the lessoplan and
participant materials

I Use limited textin visual
presentations

ITIP Toolkit
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Tool 6 H Forming a Curriculum Design Team
Use this tool to forra team comprised of the roles defined below.

As a team, memberwill use their diversityand creativity to collaborativelydevelopanddeliver a quality product
that meetsthe needs of the targepopulation. The size othe teamwill varydependingon the scope of the

Curriculum Design Team Roles

projectbut 5—7 members is optimal.

Team Leader
(CPS)

Selectandinvite
Design Team.

Facilitate project
processby conducting
meetings,
coordinating
communication,
givingfeedback.

*Revievall draftsto
ensurghattheymeet
theintendedgoalof
the program.

Monitor project
schedule.

Curriculum Design
Specialist

Experiencedn
designinglearner-
centered,| TI P’ d
curriculum

Assistin design and
developmentofthe
project.

Use ITIRormat (includes
development of the
learning objectives,
instructional strategies,
design flow,visualsand
learner materialsneeded
for the specific topic).

Ensure thatcontent
correspondswith the
information providedby
subjectmatter
expert(s).

Beon site forthe pilot
of the training program
to observe ando give
andreceive the
feedbackneededto
revise the design.

Subject Matter
Expert

Practitioner
knowledgeable and
experiencedin the topic
area.

Providecontent
information andother
resources(Examples
case studycontentor
role playdialogue.)

*Givdeedbacland
guidanceonaccuracy
andrelevancefthe
informationasitis
incorporatedntothe
curriculum.

Special Consideration
- Atleastone SME
should be amemberof
the targetpopulation to
provide formative
evaluation data.

Trainers/Training Teams (2

- 3 trainers per team).

Experiencedn developingas

well asfacilitating learner-
centeredlesson plans.

Atleastonetraining team
membershould havesome
experience ancexpertisein
the topic area.

Reviewdesign andgive
feedbackon clarity of
instructions for trainers.

Special Considerations -

Duringthe pilot testing,
observe participantsor

possibletrainer candidates. It

is helpful to include some
trainersthat havebeen
involvedin the pilot.

Refer to Tool 11 -
Interviewing Consultants

*BestPracticesin StaffDevelopmentand Training- JuvenileJusticeTrainersAssociation2000

ITIP Toolkit
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Tool 7 H Designing an Evaluation Plan
Usethis tool in thedesign phasef ADDIE tdevelopan evaludion plan thatwill giveyou theinformation neededto
write the final evaluationreport. (Based on KirkPatrig fourlevels of evaluation model).

What do you need How will you find

. ?
Questions to Ask What do you know? to find out? out?

Does the lesson phinclude tools
tomeasure the | e:
to the training?

Are there strategies within the
lesson plan toevaluate the

| e ar pregress’in reaching the
learning objectives?

Are there measures to evaluate
the extentto which thelearner
has usedthe desired performance
changeonce he/she has returned
to his/her work place?

Are there measures to determine
the extentto which thechangein
job performance hasmpactedthe
overall goal/purpose othe
training as linked to the
organization/criminal justice
field?

Do the proposed measures
provide enough information to
write the summative evaluation
report?

ITIP Toolkit
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Tool 8 H Feedback Worksheet

Usethistool as aworksheet in conjunction withool 5—Curriculum ReviewChecklists

Responses

Why do you want to give feedback - what is your goal?

What do you need to do to prepare?

What questions will you ask?

What are some steps you want the receiver to take
as aresult of your feedback?

How and when are you going to give the feedback?

Once you give the feedback, how will you follow up with the receiver?

How will you determine if the feedback was effective?

ITIP Toolkit
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Tool 9 H Formative and Summative Evaluation
Usethis tool toclarify the differencebetween formativeand summativeevaluation.

Formative Evaluation... Summative Evaluation...is done at the end of a training
provides information to refine and program to answer the question: Did the program produce the
improve a training program as it is intended results?

being developed and piloted.

Analyze - Willthese learnirg
outcomes addresshe identified
performance gap?

(Whydo youwant to make soup?
Whatkind of soup willyou make?

How manypeople doyou plan to
feed?Does this soupecipe address
special requests—low fat, high

protein, vegetarian?)

Design —Willthis timeline enable
you to reach the statedarget date?
Do you need additional skill®n
your developmentteam?Are the
learning objectives measurablend
at a highenough level to affecjob
performance?

(Are the ingredients available to
make the recipe setcted?Doesthis
chef have the skillmeeded tomake
this soup? Wilthis recipeenableyou
to make itin the time available?
Whatare the ingredients youwvill
need?Are they available?)

ITIP Toolkit




Develop —Are deadlines being met
according to the timeline? What
adjustments need to be or can be
made? Will the instructional
strategies help leaners reach the
stated learning objectives? Do the
lesson plans and support materials
align with the objectives and
strategies planned during the design
phase?

(Did you assemble ingredients and
prepare the soup according to the
recipe?)

Implement —Whatis the feedback
from learners and trainers after the
pilot?

What revisions are suggested? Were
the learning objectives met? Did the
learners have adequate resources?
Were the time estimates realistic?

Were the trainer instructions clear?

(Did you adjust the soup seasonings
after tasting it? Is it better?)

ITIP Toolkit
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Tool 10 H Selecting Consulting Team

Use thigool to selecta consultingteam for the curriculumdevelopmentlt will helpyoudetermine critical
tasks, clarify consultargkills neede@nd plan questiongto ask.

Tasks

Define what you want the
consultant to do.

Develop timeline with
milestone dates and
responsibilities for the design
team

Ask colleagues, trusted peers
and other experts in the field
for referrals

List potential candidates

Ask for and check references
Ask for related work samples

Interview Potential Consultants

Tool 11 - Interviewing
Consultants

SelectConsultant(s)Finalize
contracts Selectdesign team

Facilitate initialdesignteam
meeting

Tool 2 - Sample Agenda for
Initial Design Team Meeting

ITIP Toolkit

Questions

Questions to Ask Yourself
T Whatskillswill they need?
I Whatproductsdo | expect?

T Whatist he ti meli ne
project?

f imvalvenhehtim the o n s u

Questions to Ask Colleagues

1 Who have you used itme pastthat youwere particularlysatisfied
with?

1 Whatwere some ofhisp e r s sirengtlss? Challerges?

Questions to Ask of those providing reference information

9 Didthe consultantcompletethe projectwithin the time frames and
budget?

Did the qualityof the productmeetyour expectations?

Wouldyou hire the consultantagain?

Questions to Ask of Candidates

1 Develop customized questions for your project and ask them of
each consultant.

1 Ask for work samples of products sirail to those you are expecting.

Questions to Ask Yourself
1 How can I bestlarify and communicate wih the consultants?

1 Whatdo | wantto accomplishin the initial designteam meeting?
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Tool 11 H Interviewing

Consultants:

Questions and Tips

Use thidool to developquestions thawill helpyouselectthe bestcandidatefor the project.

Subject Matter Expert

Special Considerations - May need
guidance in adult learning. Do you
want them to help with curriculum

Trainer

Special Considerations - The
ideal is a highly skilled trainer
that is also a subject matter

Developer

content, training delivery, or both? expertt.

Describe your experience in this

ol el What kind of model or

framework do you use to
develop training?

Describe your experience as a
trainer.

Describe your experience as a

trainer.

What is your understanding of
the ITIP model?

What is your understanding of
the ITIP model?

What is your understanding of the
ITIP model?

What is your understanding of
ADDIE?

What is your understanding of
ADDIE?

What is your understanding of
ADDIE?

Describe a consulting
experience that you found
especially fulfilling And one
that presented some specific
challenges.

Describe a training experience
that you found especially
fulfilling. And one that presented
some specific challenges.

Describe a consulting experience
that you found esgcially fulfilling.
And one that presented some
specific challenges.

TIPS

T Roles on a design team can but don’t necessar

I The consultant may be able to fulfill more than one role; gather information regarding each role.

9 Pair a Subject Matter Expert (SMEij}h atrainer to increase credibility.

Reference: Tool 6Forming a Curriculum Design Team
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Tool 12 - Needs Assessment

Planning Guide

Use thigool to workwith a client (therequestor)to clarify the projecpurpose andocus.

Questions

What are potential trainees
currently doing or using?

How will the new approach
be different? Similar?
Better? (What is it designed
to do?)

How well is the current
approach working? How do
you or the client know?

ITIP Toolkit

What do you know?

What do you need
to find out?

How will you find out?
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Whatare the target

p opul athougbts s
and feelings aboutthe
change?

ITIP Toolkit

34



Tool 13 H Evaluating Use of Instructional Strategies
Usethis tool toevaluateand givefeedbackto the consultants on theinseof strategiesYou can alsgivethe tool to
the developetto useas aguideduring thedevelopment procesandasa means oformativeself evaluation.

Anticipatory Instructional Guided Independent Learner

Set Input Practice Practice Engagement

Lecture &

Lecture with
visuals

Lecture with

* *

questions
Open * * * *
questions
Guided small

* * * * *
group
discussion
Case Study * * * * * *
Independent o * e * * *
assignment
Small group * * * *
project
Simulation * * * *
Role play * * * *
Video * *
Reading * *
assignment
Games & * *
Demonstratio
n by trainer . .
Skill practice
by learners * o * *

ITIP Toolkit



V. Frequently Asked Questions (FAQS)

ADDIE - Cycle Overview

Whatif | amassigned the projecafter analysis has beeocompleted?

You can enter th@roject at any point in the process.

Whatif | amaskedto update a curriculum rather than creating something new?

> O » O

You can stilfollow the ADDIEnodel and can enter the process atny phase.

ADDIE - Analyze

Q: Whatift h e r dime te farmallyassesgraining needs?

A: Needs Assessmeittoes nothave totake along time—a focus groupf managers and representativesf the
target group can beconductedat the beginning ofthe developmentprocess tadetermine the essential
components forthe topic.

Q: Howdo youknow iftraining isthe solution to the issue?

A: Trainingisthesolutionif: thecontentisnew—technique,approach,equipment,law;thetargetgroup hasnot
beentaughtthe desiredskillspreviously;orthe performancegapisdue,atleastin part, to lackofskillor knowledge.

(Training Needs Assessment, Banice A. Miller, SPHR and Diana@dinski, SPHR, Februal996).

Q: Whatif the datagathered when assessing training needs indicatbatt r a i n i fillghis gapMWhat are
my options?

A: Communicatethe results tothe requestorand suggestother possibilities for thegap. Needs Assessments in
Instructional Design http://www.nwlink.com/~donclark/hrd/isd/assessment.html

Q: Howdo you determine how londraining should be? (Numbeof hours).

A: The length format, instructional strategies you choose shoutie backto your objectives. Askhe requestor
how much time is availablelf it is not enoughto reach the desired objectivesdevelop an outline of objectives
that canrealisticallybe achievedn the giventime-frame. Negotiate either forthe modified outcome OR for more
time.
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Q: Whatif you are updating an existingurriculum?

A: The Design Phas&ould still be invaluable. Review the existingurriculum and consider theefficacyof the
learningoutcomes,deliverymodes, instructional strategies and evaluatigoian in relation to new technologies
and information. Isthe contentoutdated? Is there a more cosfficientwayto deliverthe curriculum?Arethe
learning objectives writtento meetthe current needs of the targetudience?

Q: Whatif you needto giveyour DesigriTeamsuggestionsabout instructional strategies?

A: Thislink providesdescriptions and guidelinesor a varietyfor instructional strategies.
https://www.ag.ndsu.edu/evaluation/documents/effectiveadult-learning-a-toolkit -for-teaching-adults

Q: Howdoyou knowwhen you have & ¢ 0 mp pazkaged

A: Tool5-CurriculumReview Checklists

Q: Whatif the consultants are noteliveringthe product asexpected?

A: Reexamine expectationgimelines and workproducts; keepcommunication and feedbaclgoing.

ITIP Toolkit
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ADDIE — Implement

Q: Whatif atrainer has tocancel?

A: Detailed, scriptedesson plans facilitate consistencgnd trainerpreparation. ATraining forTrainers prepares
the trainingteam members.

Q: Whatif atrainer isnot prepared?

A: Clarifyexpectationswith training team members. Schedule @aining of trainers withcoaching and walk
through.

Q: How andwhen doyou give feedbacko the design andraining teams?

A: Duringthe DevelopPhase of ADDIEchedule time tagive feedbaclkat regularintervalsor milestones.

Observethe pilot testing, taking notes fodaily feedbacksessionsand a postraining debriefing. Give feedback
to the trainers andaskfor their feedbackk e gar di ng t he “ u sariculumrScheduldal timate s <
follow up with both the design andhe trainingteams.

ADDIE - Evaluate
Q: Whatif the projectdid not addressthe gap?

A: Use evaluationgo pinpoint causes. Wasthere a problem withthe mode of delivery?Wasthere a problem
with the quality of product?Were all the participantfrom the identifiedtarget population? Did the trainers stick
to thelessonplan? Didp ar t i ci p a n tpsovide soachirg and suppont?dviake revisions iaslicated to
addressgap.

ITIP — Overview

Q: Whatift h e r dimé?s n’' t

A: Learners need adequate time to learn dipractice skills to promoteransfer from thelearning environment
to the job.If time islimited, the learning can be broken down intemaller segments.

Q: Whatifi ta'orsetime presentation?

A: Ifitisa presentatiorronly session tantroduce a newapproach, pique interesbr share information,a lesson
plan is probablynot necessary.If, however, thdearnerswill be expectedo use the information or skills in their
work somehow there should be desson plan written in thdTIPformat.
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Wha if you are notsure how toanalyze andevaluate a lessomplan for ITIPcomponents?
Thisgui deyos f or

Whatif the SME s sKilled indeveloping trainingusing thecomponentsof ITIP?

2 o = O

Includethe SMEaspart ofthe curriculum designteam and part ofthe trainer team.

Tool 6 - Forming a Curriculum Design Team

Q: Whatif the training is in elearning format?

A: ITIPprinciples applyto anylearning environmentor format.

Anticipatory Set

Q: Whatift here i sn’t enough ti me?

A: The Anticpatory Setd o e shavéta take muchtime. Building atrusting learning environmentwhere learners
feel safe toexpress themselves and tryut new skillslessens resistance to learning andtlsus agood investment
oftime. Goslowto gofast.

Q: Whatif the learners alreadknow each other?

A: Adultlearners needhe opportunity to clarify expectations,to feelsafeto try out new skills, to have others
honor their topic-related experience and teonnectwhat they are aboutto learn with whatthey already know.
Designing Learner Centered Instructidritp://nicic.gov/Library/018534

Q: Whatif the skillsarenew—no one hagrevious knowledgeor experienceon this topic?

A: Adultlearnersbring alot of life experience and often years afork experience to thdearningsetting.

Their experiencemight be tangentially rather thandirectly related towhat is being taught. Honoring and
connecting with what they already know helps adults more readily acceptwanformation and skills and can
guide the trainer(s) to assess outdated or incorrect information.

Q: Whatif the lessonplan is written bya subjectmatter expert? Does #till needto be in ITIFformat?

A: Acurriculum design specialistan workwith the SME t@nsure thatthe lesson design is learnercentered.
Participantswill learn bestif they have a purpose folearning,feelconnected tothe other learners andhe trainer,
and can make theonnection between whathey alreadyknow andwhat they will be expected todo differently
as a resultof the training.
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Instructional Input

Q: Whatif there is a lotof new informationand not muchtime?

A: Forlearnersto be ableto rememberwhat is taught and usethe newknowledgeand skills effectivelyon the
job, information needsto be presentedn small chunks, learners mugte activelyengaged andhere mustbe
frequent checksfor understanding.

Q: Whatif the targetaudience is so large that necessitates large classes?

A: There are manyvaysto activelyengage learners in the learning process, even in a lajgaip.

Example: Learnersanbe instructed towork with aseatpartner or with others attheir table or intheir group.

Q: Whatif the trainers are experienced and comfortable with lectuamd PowerPointbut not with learner
centeredactivities?

A: PowerPointslides,as anyisual aid,serveto supportand enhance the learnindput are nota substitute for
the activelearning process.Trainers need tde skilled in facilitatinglearner-centered instruction.

Guided Practice

Q: Whatif there is notenoughtime for guided practice?

A: Withoutpracticethe training is likelyto bea waste of time . ..or worseif the learners daot apply the skills
correctly. Practice helpgefine skills through trainer observation, coachingnd feedback. It builddearner
confidence and reinforcesnemory.

Q: Ifthe learning objectives are ahe knowledge or comprehension level, is practice still necessary?

A: Forobjectivesat the comprehension or knovéddge levelthere is likelyanother wayto getthe information to
learners (i.e. reading, videolf the learnerswill be expectedo usethis information and apply the skills on the job
the objectives willbe at the application levelor higher, andparticipants will need practice.

Q: Whatif there are too manyearners forthe trainer toobserve andprovide coaching?

A: Limit the numberof participantsin each classbring in additional trainers for observation anad¢oaching;
provide instructions for leamersto observe andccoacheach other;engage supervisors inbservingand coaching
on the job.

ITIP Toolkit
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Q: Is GuidedPractice necessarfor everysection of Instructionalnput?

A: YesThe purposeof Instructional Inputisto give learners information and skd theyneedin orderto reach or
achievethe learning objectivesThe specific Guided Practice shoute: inherentin the action wordor phrase in
the learningobjective. Forexample,learners wouldpractice calculating,completing a form oreport,
interviewing.

Q: Whatif there istoo much Guided Practice?

A: That ' s Whié Guiles Practice mlways active participation, active participation isot always
Guided Practice.

Q: How canyou tellif an activityis GuidedPractice?
A: Askthe following questions: Whaskills arelearners practicingMHoware theypracticing useof knowledge?
Whatis being observedr reviewed?Whatprocessis describedfor feedbackand coaching? Howdoes the

activity reflectthe action inthe learning objective¥i.e. Arethey being asked taccomplete a form, make decision,
plan a process, apphatechnique, interview a client?)

Independent Practice

Q: Whatift h e r eénaughrtimet orresourcesto conductan IndependentPractice in thetraining setting?

A: Although IndependentPractice isbestdonethrough observationby andcoaching fromthd ear ner ' s
supervisor inthe job setting,there are opportunities withinthe training setting to havelearners thinkand work
through work specificsituations by usingcase sudies and other activities drawn fromealwork examples. In
addition, learners can completeaction plans toguide them in thetransfer of learning.

Q: Whatif supervisorsare nottrained to observe and coach in the neskills?

A: Create deedbacksystem withthe trainer and/or other clasgarticipants for support. Develop (or
recommend tomanagement) a supervisor trackor thistraining that clarifies their role in the trainingrrocess and
that includes skilldevelopmentin coachingand giving feedback
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VI. Resources

This is a&omprehensive lis{by subject) ofannotated linksto additional information, chartstools, guides and
glossaries.

1 ADDIE Instructional Systems Design model chart
http://www.nwlink.com/~donclark/hrd/sat.html

1 In-depth information on each phase of ADDIE
ADDIE http://www.grayharriman.com/ADDIE.htm
http://www.instructionaldesign.org/models/addie.html

1 Learningconceptmap http://www.nwlink.com/~donclark/learning/learning.html

1 Needs assessmédrstrategies
http://www.nwlink.com/~donclark/analysis/analysis.html

Training 1 DACUM processdescriptions andguides forjob andtask analysis
Needs http://www.dacumohiostate.com/process.htm
c http://www.dacum.org/about.as
Analysis : 4 P
1 Sample DACUM profilelsttp://nicic.gov/Library/008894
http://www.dacum.org/example.asp
1 Guide for estimatingcosts and time in instructional design
Budget http://www.nwlink.com/~donclark/hrd/costs.html
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Learning

Objectives

Learner-
centered
Training

Evaluation

Feedback

ITIP Toolkit

Description ofrevisedB | o oTaxXomsomy

Revised Bloom's TaxonomyTeaching Learning Centre
https://tlc.iitm.ac.in/PDF/Blooms%20Tax.pdf

Guidesfor writing learningobjectives,with examples
http://www.nwlink.com/~donclark/hrd/templates/objectivetool.html
http://managementhelp.org/trng_dev/Irn_objs.htm

UsingSMARTo write learningobjectives
http://www.fenman.co.uk/cat/product_info/training_objectives.pdf

Principlesof learnercentered,activetraining
http://Mmww.nwlink.com/~donclark/hrd/learning/active.html

Bagit! AQuick andRemarkablyEasyinstructional Design Process
http://bowperson.com/wp-content/uploads/2014/11/BagltArticle3.pdf

LearnersTeachingLearners APowerful Wayto Train
http://beersheva.pisga.edu.gov.il/exl
teacher/DocLibl9/LearnersTeach%20Learners.pdf

Guideandtechniquesfor learningby interacting
http ://www.nwlink.com/~donclark/learning/interacting.html

E-Learningessentialsandtips for development
http://www.grayharriman.com/e-learning.htm

Gridillustrating the basicKirkpatrick trainingevaluation structure
http://www.businessballs.com/kirkpatricklearningevaluationmodel.htm

Detailsof andguideforimplementingK i r k p atrhiming evaluat®n model
http://www.nwlink.com/~Donclark/hrd/isd/kirkpatrick.html

Evaluatinge-learning
https://www.td.org/magazines/td-magazine/howto-effectively-evaluate-

e-learnin

Tipsfor effectivefeedback
http://www.managementhelp.org/commsklis/feedbackbasc gde.htm
http://humanresources.about.com/cs/communication/ht/Feedbackimpact.htm
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http://www.nwlink.com/~donclark/learning/interacting.html
http://www.grayharriman.com/e-learning.htm
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http://humanresources.about.com/cs/communication/ht/Feedbackimpact.htm
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Sample flowchart

. http://www.asq.org/learn-about-quality/process-analysis
Planning tools/overview/flowchart.html

1 SampleGantt timeline charthttp://www.netmba.com/operations/project/gantt/

1 Assessmenglossary http://www.csus.edu/acaf/portfolios/ge/glossary.stm

I E Learningglossaries
Glossaries http://www.elearningcouncil.com/elearning_terms_glossary/
http://www.about -elearning.com/elearning-glossary.htmi

1 Learningandperformance glossary
http://www.nwlink.com/~donclark/hrd/glossary.html

1 NICServies and Resources for Correctional Trainéatsps://nicic.gov/trainers

Resources for

. 9 Collection of free information, templatesactivities
Trainers

http://www.businessballs.com/freeonlineresources.htm
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