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This manual has been created to be used as a toolkit or reference document for training providers, who create/develop advanced courses. These courses are developed to either meet a specific learning need and/or to fulfill the statutory requirements of continuing education for license renewal in the construction and design trade areas in the State of Florida.

As stated, the intended primary users of this manual are training providers, who develop, have accredited, and update advanced building code courses. However, anyone seeking information about the educational and/or administrative processes that explain the Florida Building Commission’s responsibilities regarding licensee advanced education may find this manual helpful.

The manual is composed of two sections with attachments. The first section describes and explains certain processes that affect the development, accreditation, and updating of advanced continuing education courses. The second section describes the steps of the instructional design process, for training providers to use when actually planning and developing a training course and course materials.
The content of the manual is not meant to be totally inclusive regarding cited information. In fact references are made to various websites throughout topical areas of explanation, which can offer more thorough information about a given topic. However, all processes regarding the approval of accreditors, the accreditation of advanced courses, and the updating of advanced courses are explained.
The basis or foundation for this manual can be found in the language of Chapter 553.841 (See Attachment A) and Rule 9B-70.002 (See Attachment B).

SECTION ONE

A Description Of Processes Regarding The Development, Accreditation, And Updating Of Advanced Courses!
WHAT IS AN ADVANCED COURSE?

An advanced course is a course that is titled as such, with the content reflecting the technical nature of the Florida Building Code, or other topics under the jurisdiction of the Florida Building Commission.
Advanced courses are checked/reviewed for building code content accuracy through the Florida Building Commission’s accreditation process (See page xx). Advanced courses are initially approved by the Florida Building Commission, then approved by the respective Department of Business and Professional Regulation (DBPR) licensing board. Also, an advanced course will have the term “Advanced” in the title. Advanced courses are required, as part of the continuing education (number of hours) requirements, by the following State of Florida licensing boards:

· Construction Industry Licensing Board (CILB) = 1 hour

· Electrical Contractor’s Licensing Board (ECLB) = 1 hour

· Board of Architecture and Interior Design = 2 hours

· Board of Landscape Architecture = 2 hours

MAJOR DIFFERENCES BETWEEN ADVANCED COURSES AND REGULAR CE COURSES
Advanced courses must be updated when the building code changes, either as a result of the base code changing or off year supplemental changes. Those updates to advanced courses must occur on or before the effective date of the new code version, which usually occurs in the next calendar year. For example, the new 2007 building code was approved by the Florida Building Commission in August, 2007. The effective date for that code is October 1, 2008.
Regular Continuing Education (CE) courses can be technical, non-technical, or some combination of both. They (regular CE courses) do not have to meet the advanced course standard of at least 50% of the content be directly related to the Florida Building Code. Regular CE courses must be approved by each Department of Business and Professional Regulation’s licensing boards, from which approval is sought. At this time, if a provider wanted to submit a CE course for approval, to be used for both the Construction Industry Licensing Board and the Electrical Contractor Licensing Board, then that provider would have to fill out two different applications seeking approval (one for each board). Regular CE courses do not have to be approved by the Florida Building Commission. Also, training course expiration dates are different among the various boards, but do not exceed four years for any board.
WHY SHOULD ADVANCED COURSES BE DEVELOPED?
There are a variety of reasons for the development of advanced courses. Those reasons are:

· Advanced courses must be developed to fulfill the statutory requirements for license renewal, under the following DBPR Boards:

· Construction Industry Licensing Board

· Electrical Contractor Licensing Board

· Board of Architecture and Interior Design

· Board of  Landscape Architecture

· Advanced courses should be developed to fill an actual identified learning need. Those learning needs are identified through many sources, such as Florida Building Commission initiated surveys, industry association surveys, training provider surveys, independent industry entity surveys, and licensing board surveys.

· Advanced courses could be developed as a result of emerging technology (E.g., Green building) or new industry practices.
· Advanced courses could be developed because an audience (E.g., CILB licensees) has grown to the point that there are not enough courses to fill the need.

WHAT DOES A TRAINING COURSE CONSIST OF?
A normal training course usually consists of:

· Participant materials (Handouts, tests, etc.)

· Instructor/Trainer materials (Lecture notes, exercise instructions, etc.)

· Course Syllabus

· Course Evaluation

The participant materials may be constructed in different ways. The usual construction is either as a word document or a PowerPoint handout. It is extremely important that the content be easily understandable and that the sequencing of the material follow both the visual presentation (PowerPoint) and the verbal presentation by the instructor. Try to use a lot of space, which makes the text easier to read.
The instructor/trainer materials may also be constructed in many ways. In fact, an instructor’s lecture notes can be in any format, but should be easily readable, and must coincide with the visual presentation (PowerPoint) and the participant materials.

The course syllabus should consist of:

· Course title/number (Should include “advanced” and/or “internet”, if online)

· Hours of credit

· Name, address, phone #, email address of provider

· Course description

· Course learning objectives

· Time allotments for content

· Course outline/Instructional methods

· Code edition

· Course references cited in outline

· Stated method of course evaluations

· (See Attachment C For Sample Course Syllabus)

The course evaluation can be formatted in various ways. The intent of an evaluation is to generally measure the value of both the course content and the presenter’s skills, by the participants. Usually a written evaluation asks questions about the quality of the instruction and the ease of understanding and applicability of the content. Evaluations are always given at the conclusion of a course. (See Attachments D and E For Sample Evaluation Forms).
TYPES OF COURSE DELIVERY FORMATS

There are many training course delivery formats. Those formats most typically used are:

· Classroom (Instructor led)

· Online (Using a Learning Management System (LMS)software program)

· Home Study materials

· DVD (Computer assisted)

· Video-conferencing (Using a satellite feed or internet)

· Streaming video (Usually on the internet)

Most training programs are delivered in the traditional classroom format that is lead by an instructor. The American Society of Training and Development’s guidelines (http://www.astd.com) should be followed as much as possible when scheduling and conducting a training program. Specifically, those guidelines should be used when:
· Preparing course materials

· Preparing for course content delivery

· Marketing the course

· Managing the logistics of the course

· Conducting/presenting the course material

· Evaluating the course

· Course follow up activities

Online course delivery formats are being used more often, and will continue to grow in numbers in the future.  Courses delivered online use Learning Management System (LMS) software as the delivery mechanism.  LMSs vary in structure, complexity, and cost—but for the most part are similar in that they are easy for the participant to “click” through, interact with, and come and go (login) according to the participant’s schedule.  Some features of a Learning Management System software program are:

· Usually no programming skills are required for the user to build a course

· Is very customizable to meet specific user needs or requirements

· Many times has free software updates

· Internet based administration

· Can be up and running quickly

· Many times can generate reports

· Can create online tests applicable to course

· Can incorporate PowerPoint and Word documents

· Ability to set logins and passwords for secure usage

· Can set up chat rooms and message boards to aid with instruction

Learning Management System software programs vary in price.  One may go to http://www.capterra.com and review and compare hundreds of LMS software programs.  Another option is to go to http://www.moodle.org, which is a free downloadable LMS.  When using a LMS to build a course, just follow the sequential directions.

Home study course materials can be developed using single or multiple delivery formats.  For example, a home study course could consist of all print materials (E.g., participant guide, peripheral materials, test(s), and evaluation or could be delivered with the same material on a DVD, to be interacted with using a home computer).  Also, a home study course could consist of a combination of a DVD and print materials.  The DVD contents could be the training materials (handouts, etc.), a streaming video of the course, delivered by a Learning Management System software program.  Regardless of the delivery format, the basic guidelines of easy to use, easy to read and understand, and logical sequencing of content, should be followed.
OTHER COURSE DEVELOPMENT CONSIDERATIONS
Advanced courses are developed using the most current version of the Florida Building Code.  Specifically, at least 50% of the content of an advanced course must directly relate to the Florida Building Code.  Use your best judgment regarding the 50% standard.
During the online application of a course, all course materials, regardless of format, must be converted to PDF files, in order to be uploaded into the Building Code Information System (BCIS).  Courses are uploaded into the BCIS so accreditors can review the materials for Building Code content accuracy.  To create a PDF file, one must purchase ADOBE Acrobat Professional.  The program ADOBE Acrobat Reader will not create a file (Will only read it).

Depending upon the size of the course being entered into the BCIS (Due to size and time limit constraints), one of two attachment options could be used.  If the total size of all files is greater than 48 MB, the BCIS system will not allow the files to be attached.  If this occurs, a PDF file containing “Links” that direct the accreditor to the actual website where the files are stored will need to be created.  In addition to maximum file size constraints, the BCIS stem is set to “time out” if the uploading of the documents takes more than 10 minutes to finish.  So, large files that fall below the 48 MB limit could still not be accepted if the user is connected through a slow internet connection, such as a 56K dial-up.   (See Attachment F for detailed explanations of both attachment options.)

The PowerPoint software program is an excellent tool to use to convey information during a training session, especially during an instructor-led session in a classroom setting.  Usually, the PowerPoint program is sold as one of several software programs in the Microsoft Office Suite software.  Some excellent tips for creating presentations when using PowerPoint are:

· As a general guide, try not to use more than six lines per slide
· Use simple, short sentences

· Try to use images to make point or explain

· When using graphics/charts, use text sparingly

· Use “San Serif” fonts—more clear
· Use large enough fonts

· Use colors that complement each other

· Maximum viewing distant for audience is six times the size of the screen diameter

For more tips on how to build and show PowerPoint presentations, go to the following url, http://library.humboldt.edu/~ccm/fingertips/pptpointers.html.
For more free information on how to build PowerPoint presentations, go to the following url to view multiple free tutorials, http://presentationsoft.about.com/od/powerpoint101/a/begin_guide.htm.

HOW TO REGISTER AS A FBC TRAINING PROVIDER

Before registering as a FBC Training Provider, one must register as a training provider with DBPR.  The required criteria to be considered as a provider are included on the various board application forms.  If a provider wants to offer training courses for more than one board, then he/she must register separately for each board.  As an example, an instructor assigned to teach a course to licensees of the Construction Industry Licensing Board (CILB), must meet one of the following criteria:

1. A four year college degree or graduate degree in their area of instruction
2. A state certified or registered contractor with at least five years of construction experience may teach any technical course in the area of licensure

3. Approval by the Board regarding the qualification of a particular instructor for a particular course

To register as a training provider for the various DBPR boards, please go to http://wwwmyflorida.com/dbpr/servop/testing/providers.html.

To register as a training provider for the FBC,

· Go to floridabuilding.org

· Select Building Code Training Program (red box)

· Select Course Accreditation (on left side)

· Select “Register Training Provider”

· Fill out—Summit

· Pay $25.00 application fee

(See Attachment G for sample application form)
HOW TO APPLY FOR A NEW COURSE

Before filling out a new course application in the BCIS, all of the actual training materials must be converted to PDF files.  As previously explained on page XXX, the software program called ADOBE acrobat should be used to create those files.  Also, when linking and/or uploading the PDF files, it is important to remember there are both size and time limits to consider.  Again, refer back to page XXX to review the specific steps required to create and link PDF files.  The documents which must be converted to the PDF format are:

· Course materials
· Course syllabus (which may include a course description, course outlines, learning objectives and course evaluation)

· Course outline (if not included in syllabus)

· Course timeline (minutes allotted to each section)
· Learning objectives (if not included in syllabus)

The following are the basic steps for submitting a “New Course Accreditation Application” in the BCIS:
· Go to www.floridabuilding.org, which is a section of the Department of Community Affairs website, specifically for the Florida Building Commission

· Disable (turn off) the pop-up blocker in the web browser being used. To do this,

1. Select “Tools” at the top of the browser

2. Select “Turn off pop-up blocker”

· Select “Log In” near the top of the page.  A login screen will appear and a log-in username and password will need to be entered.  Then select the “Log In” button at the lower right side of the login screen.

· Select the “Course Accreditation” button on the left side of the screen.  If the login is correct, the username will be displayed across the top of the screen.  If the user name is not there and a “Log Out” button is to the right, then the pop-up blocker has not been disabled.  Go back to “Tools” in your web browser and disable again.
· At the “Course Accreditation” page, at the top—are four options, “Inbox,” “Registration,” “New Course,” and “Search.”  Select the “New Course” button, which will bring up the application for submitting courses for Accreditation.

· Fill in the following fields (Must be filled in online and the fields indicated in blue are required fill-ins):
· Course title (If advanced course, place “Advanced” in title)
· Short course description

· Author of course (If other than provider)

· Course accreditor (Important:  click on and a drop box will appear, choose accreditor.  Make sure that the accreditor chosen is approved to accredit topic of course)

· Target audience (Who is course for—contractors, etc.)

· Number of hours

· Has course been previously approved (If it is a DCA purchased course or re-accreditation, select “yes.”  If it is a new course yet to be accredited, select “no.”

· Subject trade area—select all areas that apply to the course

· Method of presentation—select all methods that apply

· (See Attachment H to view sample new course accreditation application form)
· The next step is to upload all files in PDF format (Which have been previously converted)
· Important—the file names must not contain any symbols in it (e.g., /, \, #, etc.) because the BCIS will not accept it.  The file will appear to upload correctly, but will be blank when it is eventually downloaded by an accreditor.

· Important—BCIS also has a limitation of 50 characters for a file name.  If it exceeds 50 characters, then it will not upload properly and, again, cause a delay in the accreditation process.
· The following files are required to be uploaded to complete the application:

· Course Syllabus

· Course Materials

· Course Outline

· Course Timeline

· Course Learning Objective

· To upload any of the above listed files, select the “Attach” button next to the name of the file to be uploaded.  A new screen will pop up for attaching the file.

· Select the “Browse” button and this will allow a file to be selected and uploaded from some location in the computer.  Once the file has been located, double click on that file, which will enter it into the field for uploading.

· Select the “Upload” button.  Depending on the size of the file, it may take a few minutes to upload.   Upload all files in the same manner.  If information for several of the required uploaded documents is in one file, then re-upload this file for each required file.  For example, if the course outline and timeline are in the same document, then upload this file twice (once for “Course Outline,” and again for “Course Timeline”).
· After all files have been uploaded, select the “Submit” button

· After selecting the “Submit” button the BCIS will automatically display a message stating that the course has been submitted for accreditation and basically explains the rest of the accreditation process, including timelines, payment of fees, and final DBPR approval of all courses

· Select the “Continue” button to complete the application process.  An email will be sent to the Accreditor and Provider, notifying both that the application has been submitted for accreditation.

HOW DOES THE ACCREDITATION PROCESS WORK

The basic steps in the “Advanced Course Accreditation Process” are:

· The advanced course is entered into the BCIS by using the “New Course Accreditation Application”

· The advanced course is reviewed by an accreditor (Accreditors pre-approved by FBC)

· The advanced course is accredited (topic related to building codes, information is accurate, and 50% of content is code related)

· The advanced course is reviewed and approved by the FBC Educational Program Oversight Committee (POC)

· The advanced course is reviewed and approved by FBC

· The accredited /approved course is presented to appropriate DBPR board(s) for approval

· (See Attachment I to view steps of advanced course accreditation process)
The Accreditors who review the courses are approved by the Florida Building Commission.  Providers can find/contact accreditors in two ways.  The first is during the completion of the “New Course Accreditation Application,” an accreditor can be chosen while filling out the application.  The other way to contact an accreditor is:

· Go to floridabuilding.org

· Select “Building Code Training Program”

· Select “Course Accreditation”

· On Search page---Select “Type”---Select “Accreditor”

· On Search page---Select “Status”---Select “Approved”

· Select “Search”---Contact Accreditor

· As previously stated, accreditors are approved by the Florida Building Commission.  They have to meet a set if criteria to be approved, with the bottom line being they can review training courses for building code content accuracy in specifically approved areas (Such as accessibility, building-commercial, etc.).

· Accreditors are considered private entities in that they charge a fee to review course materials.  The fees vary from $50 per hour to $200 per credit hour.  The fee is agreed upon between the accreditor and provider, with no official or state fee standard.  When accreditors are reviewing the course materials, he/she may have a reason to ask the provider questions about the course information.
· Accreditors review material to determine if the code content is accurate, if at least 50% of the material relate directly to the code, does the course description accurately describe the course materials, are the learning objectives met through the course materials, and are the course outline and course timeline reasonable for the instruction of the included course topics

· Accreditors will review a course and either approve, deny, or request additional information
· The average review time for an accreditor is approximately 3 – 5 business days for a 1 hour course.  The timeline is negotiated during the initial contact between provider and accreditor.
· If a course has been successfully reviewed/accredited, then the accreditor will complete the “New Course Application” with comments

HOW TO GET A NEW ADVANCED COURSE APPROVED
A new advanced course is defined as:

· An actual new course developed from scratch (new material, new slant, new technology), or

· A current course where the delivery format has been changed (e.g., Instructor-led to online)

After a course has been accredited, the BCIS will send an email to accreditor and provider notifying both of the completed accreditation and the BCIS will assign an accreditation number to the application.

· At this point, the application moves to the “Pending FBC Action” file in the BCIS
· If the application is placed in the “Pending” file no less than 23 calendar days before the next Florida Building Commission meeting, then the application will be placed on the Education POC agenda

· If the application is placed in the “Pending” file 22 days or less before the next FBC meeting, then the course will skip to the agenda of the following meeting
· After the application is placed on the agenda, the members of the Education POC will review the course material prior to the FBC meeting.  At the FBC meeting, the POC will meet and discuss the reviewed courses.  They will either approve or deny (with reasons) a course with a vote.  That approval or denial is noted in the POC minutes.  The actions of the POC are then reported to the entire Commission, who then can approve or deny a course.
· If a course is approved by the full Commission, it is moved to the “Accreditation Complete” file in the BCIS within 3 business days.  The provider can then take the course to the appropriate DBPR board for approval.

· If a course is denied, the reason for denial is given to the provider.  The provider can then change the course based on those reasons for denial, and re-submit the course for approval at the next FBC meeting.
ADMINISTRATIVE APPROVAL OF COURSES
Courses that a provider has developed or purchased and that have been previously accredited and then updated and re-accredited, will be administratively approved.

· An administratively approved course is one that after it has been accredited and placed in the “Pending FBC Action” file (As a new course), it will then be immediately moved to the “Accreditation Complete” file.

· An administratively approved course will be placed on the Commission agenda for a “Consent Agenda” approval.  A consent agenda approval of a course does not receive the same amount of scrutiny from the POC, as a new course approval does.
· Administratively approved courses can still be taught after they are accredited.

· Administratively approved courses can be submitted to the respective licensing board for approval after re-accreditation (Unlike a new course which is on hold until Commission approval).
HOW TO UPDATE AN ADVANCED COURSE

Training providers will update courses using the newest version of the Florida Building Code.  The reason advanced courses are updated is to make sure that the course content is current with a new code or code changes.

· Courses should be updated no later than the effective date of the new code (e.g., October 1, 2008)

· Updated courses should be submitted for re-accreditation months before the effective date of the Code in order to meet this requirement

· The Code version that initiated the update should be noted on the course application

To actually update a course:

· Download/print the new version of the Building Code, which is located on the BCIS at www.floridabuilding.org
· With a paper copy of the Building Code in hand, review the course information against the new code or code changes, then make all appropriate changes

· Instead of a paper copy of the code, an electronic version can be used.  Usually changes are made electronically by using the copy/paste method

· After a course is updated, then it is put through the normal re-accreditation process

ADVANCED COURSE AUDIT PROCESS

Advanced courses are audited to make sure that the accreditation process is working effectively.  Also, an audit can be conducted to make sure that providers are conducting their courses appropriately, including the dissemination of correct, up-to-date Building Code related information.  As alluded to, the key elements of an audit are:

· The accuracy of Building Code content in the materials and during the verbal presentation

· Basic classroom effectiveness regarding the provider’s interaction with the participants and the flow of the content

The basic steps in the audit process are:

· Course is chosen to be audited
· Course materials reviewed prior to the actual audit visit (Optional)

· Auditor contacts the instructor/provider or not (Optional)
· The auditor uses an audit form during the audit

· The auditor can choose/not choose to discuss results with the instructor right after audit

· Auditor will prepare report for next FBC meeting

· Auditor will contact the provider within two weeks of the audit to give audit results

· (See Attachment J to view part of the audit form)
SECTION TWO
How To Develop A Course Using An Instructional Design Process!
WHY INSTRUCTIONAL DESIGN?
Have you ever attended a class, seminar, or other training event that sounded good on paper, but you left wondering why you even attended. There are a number of reasons for this, but in the end they all boil down to one reason---poor instructional design. Did the course not meet the objectives stated in the course description? Poor instructional design. Did the test at the end of the session not make any sense? Poor instructional design. Did the instructor skip around from topic to topic with no clear direction to what was being discussed? Poor instructional design. Was the material too difficult, or too easy? Poor instructional design. Effective instructional design will eliminate or at least reduce these kinds of issues from occurring.
WHAT IS INSTRUCTIONAL DESIGN?
Instructional design is a systematic set of procedures used to create a training program---that does what it is supposed to do. Some of those procedures have to do with finding out what the training is supposed to do (determining objectives), while other procedures deal with letting the participant know what those objectives are. Still other procedures ensure that everything in the training focuses on those objectives. Instructional design is a way to plan and manage the concepts and tasks that are part of an effective training program.
ADVANTAGES OF INSTRUCTIONAL DESIGN
The main advantage of using instructional design methods is to create a training program that helps participants learn the things they need to learn. This may sound obvious, but it doesn’t always happen. Frequently when developing training, the trainer (who many times is the designer) makes all of the decisions as to what the participants need to learn based on his/her experience and the amount of time he/she has been given to deliver the training. These may be accurate guesses, but many times not. The advantage of instructional design is that it does not rely on one person’s view of content, so it is more likely that the final product will be the right one. Other advantages for using instructional design are:
· Cost effectiveness – If participants are being trained on what they really need to know, and not just what someone thinks they need to know, then less training time is wasted---and time is money.

· Time effectiveness – Again, if the training meets the right needs of the right people, then it doesn’t waste time. Also, the use of instructional design methods can be time effective for the designer in that the more they are used, the easier they are to use. Also, when a designer becomes proficient, then he/she can use some legitimate design shortcuts, which makes the design process even more time effective.
· Learning effectiveness – Instructional design helps a designer choose the most effective way to present training content, which in turn makes learning more effective.

· Training effectiveness evaluation – The use of instructional design methods will create a valid and useful evaluation of the training itself, which can determine if the training was truly effective.

· Competitive advantage – Many organizations consider an effective training program to be a competitive advantage when hiring, promoting, and retaining employees. Using instructional design methods will ensure an effective and useful training program.
· Business integration – Using instructional design creates training that is related to the goals and objectives of the organization.
· Consistency – With instructional design, the quality of the training is consistent, because the same procedures are used the same way to create training programs.

BASIC INSTRUCTIONAL DESIGN GUIDELINES
Regardless of the content of a training program, there are certain basic instructional design guidelines to follow in order to produce training that is effective, efficient, and engaging. These guidelines form the basis of the instructional design methodologies to be further described in this manual.

· Learning objective – driven – In an effective training design, the relationship between the training objectives and the application of those objectives should be clear and explicit. Also, it should be clear that the training itself will provide the framework for successfully meeting the training objectives. For example, if the training objective is “by the end of the training, participants will be able to demonstrate their ability to safely install an electrical outlet box”, the relevance of the skill should be obvious to everyone concerned, and it should be equally obvious that the content and learning activities in the training do provide a framework to safely install an electrical outlet box. The objectives are the outcomes which all decisions about the design and presentation are evaluated against.
· Focus on the application of knowledge or skills– To identify the objectives, the designer focuses on application (how the content is used for performance at work) rather than on content or knowledge. Education program design generally begins with the content itself: “What do we know about X, and how do we teach it.” However, training design begins by focusing on application: “What is the desired performance, and to achieve the desired performance, what does a person need to know and be able to do”.
· Fits the adult learner – Effective training design takes advantage of the characteristics of the adult learner, as well as meeting the needs of a variety of learning styles and preferences.

· Balances different realities – The training design must engage the participants by addressing what the group has in common (For example, they are all general contractors who must deal with different types of sub-contractors), while also accounting for the differing perspectives of the individuals within the group. Those differences relate to their personal experiences with gender, race, religious background, marital status, sexual orientation, etc.
· Minimizes the lecture-activity approach - The training design most commonly used is the lecture-activity approach. This approach is where the trainer gives the participants information (through a lecture) and then the participant’s process or apply the information through an activity. Sometimes this design is needed, especially if the participants do not know sufficient information about the subject area and need to know--- before they can apply it. However, adults don’t necessarily have to be told about something before they can learn about it. An effective training design includes a variety of approaches to learning, not just being told information. Also, using only the lecture method can be extremely boring to participants.
· Avoid correcting for the “right” responses – In many training sessions an individual or small group reports out to the large group, only to be corrected by the trainer so that all participants have the “right” response. This action does not take advantage of the experiences of adult learners. An effective design decreases the possibility that the trainer will have to intervene with the “right” answers.

· Include evaluation activities – Another common approach to training design involves putting all of the evaluation at the end of the session---whether that evaluation focuses on either the participants’ demonstration of skills or on their satisfaction with the training event. In either case, it’s too late by then. If the trainer and the participants find out at the end of the training that participants cannot perform the behaviors described in the objectives, it’s too late to do anything about it. Also, if the trainer discovers just minutes before the end of the training (or worse, afterward) that participants were dissatisfied, he/she has lost the chance to adjust and fix it. An effective training design allows the trainer and the participants to measure their success during the training event, which includes allowing the participants to test their progress toward the stated learning objectives.
ADULT LEARNER CHARACTERISTICS
Adults learn differently than children.  For example, to children---experience is something that happens to them; to adults, their experience is who they are. The implication of this for any type of adult educational activity is that in any situation in which adults’ experience is ignored or devalued, they perceive this as not just rejecting their experience, but rejecting them as persons. Because of this, adult learner characteristics must be taken into account when designing a training program. The following six key principles about adult learners have significant meaning for both the design and delivery of training.
· Personal experience – Most adults come to a training program with a history of personal experience that they want to use in a learning situation, and they absolutely learn the best when they are able to use it. Basically, they learn very quickly those things that fit well with their experience base, but need more time to process information that does not fit into their experiential background.

· Training design implications
· Actively use the experience of the learners as part of the learning process. Many times the designer will be faced with the challenge of presenting a desired way of doing something that does not fit with the experience of the participants. In the design, don’t just identify and describe the benefits of the new something. The new something to be learned must be looked at in conjunction with the learner experiences, because those experiences will not just go away. The goal is to help participants integrate new information with what they already know and believe, which will increase understanding and retention. So, training designs must include activities that encourage the learner to analyze the new content in the context of what they already know or have done. An example activity might be to fully identify the old way of doing something, then compare and contrast it with the new way of doing that same thing.
· Driven by needs - Adults are most motivated to learn about things that relate directly to their perceived immediate needs. Although many adults enjoy learning for its own sake, the vast majority view learning as a means toward an end---a way of meeting a need. The more immediate the need, the more motivated adults are to learn whatever it is that will help them meet it.

· Training design implications
· The design process must begin with the identification of the performance outcomes that the training is supposed to develop. These outcomes are represented by the learning objectives. An important question to ask is, “How do the objectives help the learner perform more successfully on the job?” So the designer must develop a clear picture of how the information in the training is to be applied, before writing goals and objectives, before determining content, and before selecting learner activities. The design actually begins with the end---the performance that will result from the training.
· Independent learners – Adults interpret information according to their personal values and experiences. Adults are self-directing in that, they may appear to agree with things in order to complete a training activity successfully, but the true test of the training is whether they apply it to some aspect of their lives (E.g., work). The question of application depends largely on whether they judge the learning to be personally valuable.

· Training design implications –
· As independent learners, adults are continuously passing judgment on everything they encounter during the training. The designer needs to account for their independence in the design. For example, many trainers present the objectives of the program at the beginning of a training session. A logical continuation of that would be to allow the participants to identify which (objectives) are most important to them, and possibly adding some if possible. As the session progresses, the trainer and participants should return to those objectives to assess progress towards meeting them. A second way to engage the independence of participants is to plan activities that encourage them to analyze and evaluate what they are learning. For example, a design might call for an activity in which participants will look at what they are learning and identify what parts they are excited about and what parts they are not comfortable with. As a designer of training, don’t avoid what might be considered negative (parts they are not comfortable with), because they won’t go away and will influence what and how the participants apply when the training is complete.
· Self esteem – If the immediate environment does not feel safe to the adult learner, then he/she will spend all of their energy trying to protect themselves and/or change the environment so it feels safe. The bottom line is that there will not be much learning that occurs. Adults need to feel that they can question what is being taught and discuss their personal experiences without threats. This need is especially true in work settings where they may be concerned if they say something “incorrect” or ask the “wrong question” that their actions might be remembered outside of the training and will somehow have a negative effect on future career opportunities.
· Training design implications 
· Training designers should create safe environments for participants. On the one hand, the designer wants participants to bring up real situations and be honest about disagreements; on the other, he/she wants to protect the self-esteem of the participants by avoiding activities that could result in finger-pointing and blaming. The designer can develop goals and objectives that, while recognizing the organization’s desire for certain behaviors, also address the needs of the participants. The designer can select and present content at the appropriate level for the participants, neither too simple nor too complex for their abilities or their application needs. The designer can choose activities that encourage an exchange of ideas, and still clarify when there is a “right” answer or way. In the situation of the “right way”, the designer can plan for a discussion, either before or after the “right way” is presented, about other ways that participants know of, rather than just the “right way”. By asking participants to talk about “ways it is done” rather than “ways you do it”, their experience is engaged while also making it safe for them to speak their mind. The design might then move on to a discussion geared toward identifying reasons why there is an approved way, the advantages of an approved way, or what’s in it for the participants when they follow the approved way.
· Expectations about training – When adults enter into a training program, they carry with them a variety of expectations (based in most part on their experiences of education and training) about what will be trained and how it will be trained. These expectations will largely influence the participants’ behavior during the training, especially at the beginning. For example, some adults will expect training to be like school---in which they listen to the trainer and then give back to the trainer what he/she wants to hear. Others might expect training to include some highly interactive and engaging activities. The designer has the task of planning what can be done early in the training to clarify those normal expectations and to meet or change them if needed.
· Training design implications
· Participants have expectations about a training program. A designer manages those expectations by comparing them with the plans for the training program and trying to adjust both as much as possible, in an attempt to meet the participants’ needs while also meeting the organization’s needs. Some suggestions a designer might use to address participant expectations about the content and the methods of the training are:
· Work with a team of participants during the design process  to have access to their expectations

· Communicate with participants during the design process, again, to bring their expectations in alignment with the designer’s content and methods

· Early in the training session, plan an activity to clarify for participants exactly what will be covered in the training and how.

· If possible, develop the goals and objectives from the perspective of the participants, rather than from the viewpoint of the content.

· Use participant’s experience as a source for content and activities when possible. At least, include in the design some opportunities for participants to share their own knowledge, concerns, and tips related to the content.

· Shape learning activities to fit expectations. For example, if participants don’t think a case study is relevant, then just create the shell and have the participants fill in the details during the training. This will make the case study as realistic as possible, and still support the objectives for the course.
· If the designer has the luxury of prior needs assessment information from the participants, then integrate this information into the design.

· Again, make sure that activities planned during the training reflect the real world of the participants as much as possible.

· Include time early in the training to define ground rules about participation and desired behaviors during the training session.
· Design ways to let participants look at how the new learning compares with their experiences on the job and how they might use the new learning in the near future.

· Preferences in learning styles - Adults learn in a variety of ways and have preferences in learning styles. Those preferences may be quite conscious or fairly unconscious. Either way, even in a day-to-day conversation with someone, an observer could tell if someone had a preference for detail or larger concepts. That preference would probably be a large component of that person’s preferred way to learn. There exist many models for preferences in learning styles. A designer must identify a model or models that make sense to them, to guide their designs. The key is to be guided by some principles that will ensure variety in the training design so that the needs of a group of participants learning preferences will be met.
· Important – Models provide a context for making design decisions. Don’t make them absolute. Consider the following:

· A model describes “average” group behavior. It doesn’t mean that all individuals belonging to that group will only exhibit that model’s behavior.
· A person’s learning preferences tend to be fairly consistent over a period of time, but immediate preferences can be greatly influenced by current circumstances. For example, your basic learning preference could be that of concrete learning that focuses on practical application. In other words, you like to learn by doing. Lets say that you attend a music appreciation class at the local Community College and you are learning to differentiate music and instruments through drastically different learning mode. It doesn’t mean your preference has changed, it just means that you preferred a different approach for this situation.

· A learning preference is but one aspect of a person’s ability to learn. A person also learns using their values, personality, and experience.

· Most people possess more than one learning style, but usually have a preferred style. This means that most people are able to function effectively and comfortably within a range of styles.
· As previously stated, there are different models which explain learning preferences. One such model is explained by David Kolb, in his book, “Experiential Learning.” Another model is explained by Ned Herrmann, in his book, “The Creative Brain.” Another simpler model is explained by Collin Rose, in his book, “Accelerated Learning.” His model is called the VAK Model, which includes three types of learning preferences;
· Visual learners – Prefer to learn by seeing

· Auditory learners – Prefer to learn by hearing

· Kinesthetic learners – Prefer to learn by doing

· The learning style model that the author of this manual prefers to use is Silver and Hanson’s Learning Style Inventory, which is based on the Myers-Briggs Personality Type Indicator. This model describes four learning styles which a designer must be aware of and account for within any given training program. Those four styles are:
· Sensing-Thinking Style, where learners generally:

· Are concrete and pragmatic about the way they learn, and like to learn by doing

· Like clear directions and want to know exactly what is expected of them

· Like learning tasks that have right and/or wrong answers

· Like seeing the usefulness in doing something

· Aim for results and practical application

· Frequently ask, “How?”

· Prefer structured learning environments

· Learn best by firsthand experience

· Sensing-Feeling Style, where learners generally:

· Like to work with others and seek their approval

· Like activities where feelings can be expressed

· Like situations where they can be helpful to others

· Prefer to learn about  things that affect people’s lives, rather than impersonal facts

· Like harmonious relationships (everyone getting along)

· Like learning environments that are friendly and focused on the well-being of people

· Intuitive-Thinking Style, where learners generally:

· Enjoy theory and abstract concepts

· Want intellectual challenge and highly value competency

· Like to think things through and make a plan before acting

· Frequently asks, “Why?”

· Looks for logical relationships in data: looks for cause and effect

· Like being independent: likes to learn by discovery on their own

· Appreciate and value precision in thinking and language

· Are interested in facts only to the extent that they can be used to prove/disprove something

· Intuitive-Feeling Style, where learners generally:

· Enjoy freedom and creativity in the learning environment

· Are motivated by personal interests: need to be intrigued to be interested

· Like environments where they can be curious 

· Don’t like restrictions and do like activities where they can find personal solutions to problems
· Are interested in belief systems and how they relate to theirs

· Like new projects: are oriented to the future

· Training design implications
· Training content – As a designer selecting content, keep the various preferences in mind. For example, some topics lend themselves to practical application more than others. To engage a variety of learners in a group, make sure the content is diverse. For instance, the “why” content should be balanced with the “how” content, and the “people” content balanced with the “facts” content. Even though a designer may have to emphasize certain types of content because of the objectives or subject matter itself, be sure to try and include content that engages all learning preferences.
· Training materials – A designer can balance text with graphics, which would appeal to visual learners. Encouraging participants to create their own graphics would engage creativity and visual learning. Using different language and examples can appeal to differing learning types. Balancing examples that highlight facts versus highlighting people is another way to engage differing learning preferences.
· Evaluation tools – A designer can ask different types of evaluative questions to account for the four learning preferences. Those questions might be:
· What have you learned that you can use---insights, skills, some of both---on the job?
· What have you learned that you can use to help others?
· What have you learned that has helped you understand and/or support the objectives of the organization?
· What have you learned that has personal meaning to you, that you find personally enriching?
· Training methods – As designer selecting training methods, the various learning preferences need to be accounted for. For example, a short lecture can be given, with the task of taking jotting down notes during the lecture (which answer these four questions):
· Techniques I want to use next time…
· Techniques that will help my group…
· What fits with what we already know about this…
· What has personal meaning for me…..
After the lecture, the design could suggest a large-group discussion that would address the four questions above, which would allow for the four learning preferences to be used in one activity.

THE FIVE KEY ELEMENTS OF THE INSTRUCTIONAL DESIGN PROCESS
The instructional design process is meant to be sequential in that it lays out stages in a certain order. However, design is much more than moving from one stage to another. It can be a messy process where the designer will be moving back and forth between stages. The actual design process begins after some sort of needs assessment has occurred, and ends when the trainer delivers the training. Another important aspect of the design process is client involvement and feedback (and if possible, feedback from potential participants) regarding the outcome or product of each stage. If for any other reason, this timely feedback is important so the designer doesn’t waste time guessing at what an effective design is for a specific training program for a specific participant group. Each of the elements of the design process provides a foundation for the next, and so on. The following are the five key stages of the instructional design process, with some practical questions attached to each, which briefly describes the purpose of each stage.
· Goals and Objectives

· Do the training goals and objectives clearly relate the training to the desired performance back on the job or in participant’s lives?

· Are the objectives realistic, and do they avoid making grandiose, unmeetable promises?
· Key Topics

· Does all of the content support the topic?

· Is it comprehensive enough without going into unnecessary detail?

· Is it accurate and up-to-date?

· Is the level of the content appropriate for the learners?

· Training Flow

· Is there sufficient variety in learning activities and training methods?
· Do the methods included in the design support the training goals and objectives?

· Does the sequence of information and activities seem reasonable---with most elements leading clearly to the ones that follow?

· Does the design provide options where appropriate?

· Are a variety of learning styles engaged and satisfied by the combination of methods? 

· Are the time allotments reasonable?

· Training Materials

· Do the participant materials support the objectives?

· Are they appropriate for the intended learners and easy to use?

· Is there enough detail in the trainer’s materials to enable a trainer to manage the learning activities so that the objectives can be met?

· Is there a stated purpose for each learning activity?

· Do the audiovisual materials fit the objectives and the learners?

· Are they realistic for the conditions under which the training will be delivered?

· Evaluation Tools

· Are there opportunities during the training for participants and trainers to assess progress toward the learning objectives?

· Are there tools/methods that measure the behavioral outcomes of the training?

GOALS AND OBJECTIVES

The first step in designing a training program is to determine goals and objectives. 

· A goal is a clear statement that answers the question, “Why are we doing this training?” It articulates the relationship between the training being designed and the desired performance on the job.

· An objective is a behavioral description of what the participants will be able to do by the end of the training.

  For example, a half-day training session on communication and listening skills is being           designed for general contractors. The goal and objectives could look like the following:
· Goal: To save time and improve efficiency by increasing the general contractor’s ability to gather and distribute essential information from sub-contractors

· Objectives: By the end of the training session, general contractors will be able to…

· Identify three personal habits that get in the way of listening and select one technique to manage and/or alleviate each.

· Demonstrate their ability to ask both close-ended and open-ended questions to gather information from sub-contractors

· Demonstrate their ability to paraphrase and ask probing type questions to check their understanding of what a sub-contractor is saying to them.

The goal statement must be broad enough to encompass the major desired performance on the job and narrow enough to define the scope of training. For example, a designer might say that the goal of a supervisory training session is “to increase productivity”. That may be true, but the statement is so general that it does not explain much. In fact, it could be the goal for all of an organization’s training sessions. A better answer to the question, “Why do this training?” might be “to increase productivity through better planning.”

More About Objectives
After a goal has been developed, then objectives are identified and developed, which is the foundation for both effective training design and training delivery.

· Objectives help the designer determine what content is absolutely essential to include in the training and what content is nice to know but not required for performing the behaviors described in the objectives. Also, objectives help the designer make good decisions about methods to select for the training. For example, if the objective for a computer software training is that participants will be able to save and retrieve a document, then some sort of skill practice doing that would be the best method. In this instance, without some skill practice, neither the trainer nor the participant could evaluate during the training whether the objective had been met.
· Clearly stated objectives help a trainer determine which questions to answer thoroughly and which to answer briefly. They help the trainer make decisions about time. In some cases there is no need to continue a training session if all of the objectives have been met, but in others activities may have to be extended in order to meet essential objectives. 

· Objectives can be used to communicate with clients and/or potential participants. Specifically, well written objectives can become tools for negotiation and agreement on what the training is supposed to accomplish. The designer has to identify objectives that describe specific behaviors that the client would see as essential to successful job performance.
· Objectives can also be used to market training to prospective clients and/or participants. For example, the following are two objectives for a workshop on communication skills for supervisors:
· By the end of this workshop, you will be able to demonstrate three techniques for communicating clearly with employees., Or
· By the end of this workshop, you will be able to demonstrate three communication techniques to reduce the likelihood that you will have to spend extra time fixing communications with an employee.

· Both objectives describe the same behavior (demonstrate three communication techniques), but the second one speaks directly to a client’s perceived need (saving time).

Essential Criteria For Objectives
Well written objectives describe training outcomes that are:

· Behavioral – They address something that participants will be able to do by the end of the training. Even if the objective focuses on what participants will know, it still should be expressed in behavioral terms.

· Attainable – They are within the participants’ reach and they are under the trainer’s and participants’ Control.
· Goal-oriented – They relate clearly to the overall goal of the training, which in turn relates clearly to organizational objectives.

· Measurable – They are quantifiable---or at least observable. They address how the trainer and participants will assess whether the new performance is successful.

Many objectives begin with ‘ to understand x”. This objective is not behavioral. The obvious question is how will anyone know if participants understand X . If the designer changes “to understand” to an observable behavior like “to list” or “to identify”, then the objective allows both the participant and the trainer to know when it has been met. 
Besides the four essential criteria described above, some objectives may include conditions, standards, or both. 

· Conditions describe the circumstances under which the desired behavior must be performed or the resources available for performance. For example, an objective might be written saying, “By the end of this training, you will be able to answer questions about product x, using the online help screen at your computer”. The condition, “using the online help screen at your computer”, tells participants that this is not a memory exercise. What is important is to be able to hear customer’s questions about the new product and to access information from the online help screen. This distinction is important to the participant, and it will drive both the design and the delivery of the training in that memorization will not be stressed.
· Standards describe how well one must perform the desired behavior. Standards generally describe quantity, quality, or both. Using a standard, the above mentioned example objective might read, “By the end of this training, you will be able to answer questions about product x, using the online help screen at your computer, with an accuracy rating of 92.5 percent.”

Levels of Objectives
Objectives can be created to fit three different levels of learning.
· “About” objectives – These objectives are at the simplest level with participants demonstrating that they know about the content. An example objective might say, “Participants will be able to describe what oil does inside an engine.” 
· “About-how-to” objectives – These objectives measure a participant’s comprehension of an application. Using the above mentioned example, “Participants will be able to describe the tools and steps required to change the oil in their cars.” We still don’t know if a person can do it, but at least a person can describe how to perform the skill.

· “How –to” objectives – These objectives measure a participant’s ability to actually perform a task. For the oil-changing example, “Participants will be able to demonstrate their ability to change the oil in their car within forty-five minutes, using the tools supplied.” This objective commits the training design to actually measure the participants’ abilities to perform the task.
Many times, the level of the objective is determined by the amount of time available for training. If the training time is limited, it is unlikely that each participant’s ability to perform a skill can be evaluated. So the designer might have to realistically settle for the “about-how-to” objectives.
The Eight Steps When Developing Goals and Objectives
1. Review design requirements – These are the criteria used for the basic design of the training.

a. Look at the gap between existing performance and desired performance

b. Double-check any analysis of the participants (Surveys)

c. Look at the context for learning (New task, new job, new manager)

d. Look at internal subject matter expertise and the need for and availability of resources.

e. Look at the skill level of the trainer(s)

f. Review any logistical issues

2. Develop a goal statement – The goal statement describes the relationship between the training being designed and the desired performance on the job. It is stated in general terms and establishes the foundation for objectives that will follow. To develop a goal statement:
a. Brainstorm response to the following two questions, “Why are we doing this training?”, and “What’s in it for the participants to develop the skills presented in the training?”

b. Analyze the responses. Look at whether each one is broad enough to include related training events.

c. Draft a goal statement

i. Eliminate anything that doesn’t fit

ii. Consolidate and modify remaining responses as necessary

iii. When analyzing for the goal statement, consider the organization’s norms, climate, likelihood of addressing the participant’s needs, ease of communication, principles of adult learning

iv. Write the goal statement

3. Brainstorm the skills for reaching the desired behaviors – In order to develop the objectives that support the goal statement just developed, the specific skills required to perform the desired behaviors must be identified. This list of skills can come from answering the question, “What do participants need to be able to do in order to perform the desired behaviors.
a. Focus on behaviors that the designer has determined are within the scope of the training.

b. Imagine people successfully performing the desired behaviors 

c. Think about the outcomes in the context of performance, rather than content

4. Determine essential versus nonessential skills for reaching the desired behaviors – Identify which skills are essential to cover in the training. The following questions could be used :
a. What is the overall curriculum plan? Will these skills be covered in other parts of the training?

b. What can participants already do?

c. Is this the kind of task that participants can do at an acceptable level and then improve that skill as they develop?

d. Is it reasonable to teach just how to identify the problem, rather than insisting on the participant’s being able to resolve the problem completely?

The task is to look through all of the listed skills, and using the questions above, choose what would be considered the essence of the training.

5. Consolidate---cluster related skills - After determining which skills are absolutely essential to the training event, they can now be grouped into categories. By doing this, it makes the design process more manageable and again moves the focus to the point of view of the learner, not the designer or the content. Some skills may fit into more than one category. By the end of this step, categories that contain all of the required skills that have been identified as essential, will have been developed.
6. Draft objectives – One or more objectives should be developed for each category of skills. Those objectives must describe what participants will be able to do by the end of the training event to demonstrate that they have mastered the skills within the category. The steps are:

e. For each category, develop one or more objectives that encompass the skills in that category

f. Develop the draft objectives, taking into consideration that they should be behavioral, attainable, goal-oriented, and measurable.

g. Use active, specific verbs that describe what participants will be able to do (See Attachment J)
h. Use language that is less related to content, and more related to the needs of the adult learner.

7. Review and Edit Proposed Goals and Objectives – The goals and objectives don’t have to be perfect, but good enough to review with any clients. To make sure the training is on track and everyone (the designer and the client and/or possible participants) is on the same page. Review the goal statement by asking:

a. Does it address why we are doing the training?

b. Does it state what’s in it for the participants?

c. Is it written in language that fits the culture and appeals to the learners?

      Review the objectives by asking the following questions:

a. Are the objectives aligned with any type of needs assessment data that I collected?

b. Do they address the characteristics of adult learners? Do they address real needs?
c. Are they responsive to the needs, experiences, and abilities of the participants?

d. Are they behavioral, attainable, goal-oriented, and measurable?

8.  Review the Goals and Objectives With Client – Make sure that the client understands both the intent and the words of what was written.


KEY TOPICS
Key topics is actually a list of the essential content that needs to be included in the design because the participants need to know it (the content) in order to perform the skills that support the desired behaviors. The list should be organized into categories that address the needs and interest of the participants. For example, for the training session on communication and listening skills for general contractors (page 38-39), the categorized key topics could look like:
1. Obtaining information that can be used

a. Kinds of questions used---closed or open ended

b. Why/when to use each

c. Probing for more information---how and when

d. Reflecting what subcontractor says

e. Asking for verification/feedback from subcontractor

2. Keeping information flowing

a. Listening as part of big picture

b. Results of ineffective listening behaviors

c. Tips for overcoming ineffective personal habits that inhibit effective listening

The categories do not have to bear a direct relationship with the objectives. They just need to cover all of the information or knowledge that participants will need to have in order to meet the behavioral objectives---that is, in order to do what they are expected to be able to do. In the examples above, two critical needs of the participants are how to effectively get critical information to pass on to subcontractors, and how to avoid inadvertently stopping the flow of information or take in information incorrectly.

The process of developing key topics is necessary for three reasons:

1. To distinguish between need-to-know and nice-to-know information – The designer must focus on what the participants need-to-know because many times training time will run out because everything was deemed important, with out sorting through and just identifying what was most important. So, the designer should focus on the relationship between the potential content and the desired performance outcome, not on the relationship between the potential content and the overall subject area. 
2. Checking goals and objectives – When the designer developed the goals and objectives, the focus was on the skills that participants need in order to perform the desired behaviors. In the key topics stage, the focus is on the knowledge participants need in order to perform those skills. A list of all of the content to be covered in the training will be developed. In short, the designer will be identifying and listing all required knowledge to support all of the desired behaviors.  By listing knowledge, the designer has an opportunity to see if objectives have been missed, or need to be modified. For example, if when developing the content list, the designer determines that the participants already have enough content knowledge, then an objective originally stated as “to list the major parts of X” might become “to demonstrate two or three ways X can be used in their present job.”
3. Categorize content according to learner needs, not designer preference – In this stage, the designer should play with arrange the essential content (key points) in categories (key topics) that work for the designer, but especially for the learner. It would be easy to develop an outline of the content at this point. Many times though, an outline represents the perspective of the designer’s information – processing preference. In other words, the designer creates an outline that organizes the material in a sequence that fits the designer’s preferences in learning and information-processing. So, do not create an outline of the content, just categories. 
Other Considerations Regarding Key Topics
Again, training is different than education; the focus of training is performance, not simply learning content for its own sake. By already developing goals and objectives, the criteria have been determined to help figure out what is essential versus nonessential content. When the designer starts to list the key topics, it is easy to start making decisions about training methods and activities to try with the key topical content. The designer needs to fight this urge and not seriously incorporate these ideas into the design at this point. Record the ideas to the side and maybe they could be used later in the design at the appropriate stage.
General Guidelines When Developing Key Topics
Some things to consider when developing key topics are:
· Develop a list of essential content (key points) and then group the key points loosely into categories (key topics). Keep in mind that both the content and categories are not set in stone yet. The development process is still very fluid.

· The key topics should serve as a check on the goals and objectives. Develop the key topics based on the desired behaviors, not on the objectives. 
· As in other stages, the results of this stage will be checked by the client or possible participants---to make sure they make sense.

The Basic Steps When Developing Key Topics

1. Research the subject – If the designer is a subject matter expert, then he/she can move to the next step. If not, then research will have to be conducted to identify content for the training. The research might include some or all of the following;

a. A review of the design requirements, possibly gained as a result of a needs assessment.

b. Review published resources – These may include books, professional journals, other training programs, or online information or documents. The client can be asked for their recommendations. 

c. Interview various kinds of experts in the field – The designer should really try to interview experts in application, versus experts in theory.

2. Brainstorm possible key points – To create a list of possible key points, the designer needs to brainstorm as many answers as he/she can to the following question, “In order for participants to perform the desired behaviors, what information, facts or concepts might the participants need to know?” When doing this, the designer needs to go for quantity, rather than quality---and not to worry about exact wording, format, sequence, or training methods---it will be done later.
3. Identify essential versus nonessential points – From the brainstormed list just described, the designer now needs to identify which content is essential for the training. Some questions to use which might be helpful are:

a. Do participants already know X?

b. Is X available to participants in other parts of the training curriculum?

c. Can participants perform the desired behaviors without knowing X?

The focus of this step is to identify the content that supports the desired behaviors, not the objectives developed earlier. In this case, nonessential is different from “not important”. Nonessential means that the content in question does not absolutely have to be included in this particular training program.
4. Group key points into key topics – The designer is grouping essential content, not making an outline. When doing this, some questions to consider are:
a. What categories will provide meaningful ways to talk about and explore the data?

b. What kind of categories will help both the designer and the learner manage the data?

c. What categories will be required in order to cover all of the key points while making meaningful distinctions between them?

5. Identify additional points for key topics – The designer has developed a list of essential key points for each key topic category. At this stage, any additional supporting points that are needed within each key topic should be identified. When doing this, again, keep in mind the distinction between what is essential to know and what is nice to know---always in relation to the desired behaviors.
6. Review and edit key topics – The key topics for the training should support both the desired behaviors and the goals and objectives for the training, as well as being responsive to the needs of the learners. Some questions the designer could use to review the key topics are:
a. Is there any content missing, without which the design can’t meet an objective(s)?

b. Is there any content that would be considered nonessential?

c. Does the content match the information obtained in the needs assessment?

d. Does the content address the general characteristics and needs of adult learners?

e. Does the content respond to the particular needs and abilities of the participants for whom the training is being designed?

f. Does the content use language in ways that are understood and supported in the organization?

7. Check work with client – It is important to make sure that either the client or a sample of participants agrees with the key topics.

TRAINING FLOW – GENERAL OUTLINE
The designer will develop the learning activities and in what sequence they occur in this stage. To this point, the designer has addressed why the training is being developed (goals), what behaviors the participants will be able to demonstrate by the end of the training (objectives), and what content needs to be included in the design (key topics). The designer can choose pre-designed activities or create the activities from scratch.
The product of this stage will be an actual outline, showing the learning activities grouped into segments, with an objective for each segment, and with related content and time estimates for each activity, and if needed---notes on key transitions. It won’t include the details of the individual learning activities, which occurs in the next stage---the Detailed Outline
For example, in the development of a training program regarding communication skills for general contractors, the designer might plan a segment called “What makes it hard to listen and really hear.” It might be preceded by an introductory activity and some information on objectives and agenda. The General Outline might look something like the following:
Transition: The first objective is about techniques for managing personal habits that get in the way of listening. Everyone has them, some more than most.

Objective: Participants will identify delivery characteristics and three personal habits that get in the way of listening and hearing.

1.) Brief video demos

1. Small groups identify what about delivery in video made it difficult to listen and hear

2. Large-group list of challenges

2.) Large-group discussion---personal habits that get in the way

3.) Individual work---pick three that are personal habits

Because the General Outline is an overview, it does not specify details of the process, content, or time. For example, the General Outline does not describe how to run the discussion, which video clips to use (although by this time the designer probably has a pretty good idea), or how the 40 minutes of the segment will be divided. That amount of detail will come with the Detailed Outline. The General Outline focuses on the big picture.

The designer creates activities for specific reasons. They must support the objectives and content, they should also create a need to know, lay the groundwork for future activities, and allow the trainer and participants to evaluate success throughout the training session. In short, the activities must be:
· Effective – They should cover the content and help participants meet the explicit objectives for the training program.

· Efficient – They should be sensitive to both the time and energies of the learner--- that is they should not make the learning unnecessarily difficult.

· Engaging – They should invite learners to participate actively in the learning---to interact with one another, with the trainer, and with the content, and to bring their past experience to all of those interactions. Activities that are engaging will also invite the learners to think critically and independently about what they are learning so that they can assign personal meaning, which increases understanding and retention of the material.

Again, the General Outline is a big picture design; the Detailed Outline is a detailed description of what will happen during the training

Criteria Used For Selecting Learning Activities
Criteria to be considered when selecting or developing activities are:

· Support of objectives – The learning activities selected or developed must support the behaviors described in the objectives. For example, if one of the objectives calls for participants to “demonstrate” a particular skill by the end of the training, then an activity must be selected that will actually permit the participants to demonstrate the skill, not simply to describe or evaluate it. Also, when creating these learning activities, the designer may discover that some of the behaviors described in the objectives are not attainable in this particular training session. So the objectives need to be re-looked at and possibly modified, or eliminated.
· Fit with content – The learning activities must fit well with the essential content identified in the key topics stage. In some cases, a natural fit will occur. For example, if the required content is very familiar with the group, then an activity that acknowledges that familiarity will be selected (such as a simple review), rather than assigning reading or planning an extensive lecture. If the content is new and/or complex, then the learning activities selected for that part of the content will divide the content into easily digestible “chunks”, so that participants will be able to practice and build on earlier chunks as the content is added to.

· Variety – The designer must plan for a variety of learning activities---to avoid boredom for the participants and to appeal to their different learning styles. For example, the designer might see that a large-group discussion might but used for a piece of the content, but if it put in between two other large-group discussions, the repetition of that activity probably would decrease its value to the participants. Instead, the designer might adjust the sequence, choose another activity, or do both.

· Adult learners and learning styles – Planned activities will need to consider adult learner characteristics and learning styles. Specifically, activities should consider the learner’s experience, create a safe learning environment, and make sure of the relevance of the activities to the learner.
· Transfer of learning – The designer needs to make that sure as much as possible, the activities need to relate to what the participants actually do, which increases the potential for transfer of learning. For example, if the designer is creating a training session on better communication skills, then the challenge would be to create and structure activities so that learning about and practicing communication skills relate as closely as possible to conditions that the participants would experience on the job.
· Participants’ preferences and expectations – The designer needs to account for the participants’ preferences and expectations about a training session. For example, a group of contractors will not be used to sitting still for long periods of time and not used to being uninvolved. So the designer needs to account for these two participant characteristics and design a number of activities using the experience of the group, don’t rely on lecturing as a primary way of giving information, and schedule numerous short breaks.
· Participants’ knowledge and expertise – The designer needs to make sure that the activities and content of the training are being presented at the appropriate level, to ensure that the information is not too simple, or too complex. The designer gains this knowledge by understanding the participants before the training.

· Number of participants – The number of participants will have an effect on a session, usually influencing both the types of activities and the time allotted to each one. For example, discussions, group reports, and even participant introductions---all take more time with a larger number of participants.

· Trainer competencies – In order to effectively design activities, the designer needs to determine how well the trainer (if different from the designer)  know the content and how skilled he/she is at facilitating various learning activities. Selecting a learning activity that is beyond the competency of the trainer---no matter how effective, efficient, and engaging it might otherwise seem to be---is a poor design. It will result in unsatisfactory training and possibly in embarrassment to the trainer. If the designer does not know about the competency level of the trainer, then learning activities that can be facilitated easily should be chosen.
· Logistical constraints – The amount of space, flexibility of layout, and availability of equipment are additional considerations when selecting appropriate learning activities. For example, if the only option is to use a small conference room with a huge conference table; think twice about activities that require a lot of moving around.
· Time – Time is a very important consideration when selecting training activities. However, don’t make time the most important consideration.
The Basic Steps To Use When Developing The Training Flow---General Outline
1.) Research existing activities – The designer should review all selected activities. When doing this, some considerations might be:

· Identify resources to review:

· Videos and video catalogs

· Collections of activities

· Professional journals or newsletters, such as “Creative Training Techniques”

· Other training designs

· Notes from other training programs attended
· Continually check resources against the key criteria used throughout the design:

· Do the activities meet the objectives

· Do the activities cover the essential content identified in the key topics

· Are the activities appropriate for the respective participants

2.) Brainstorm activities – In order to do this, the designer could start with either the key topics or objectives. The question to guide this is, “What are some ways that the material could be presented or the objectives met?” Some other suggestions to maybe use when doing this are:
· Just brainstorm possible activities, do not try to evaluate, categorize, or edit

· Try to come up with several optional learning activities to cover each of the key topics or objectives

· Record ideas with out any judgment
· Spend enough time with an idea to grow it some, but don’t design it in detail. The objective is to generate as many possibilities as possible.

· Ask others (colleagues, friends) for ideas

3.) Select possible activities – The designer needs to start making hard decisions at this point. He/she needs to narrow the list down to a few promising alternative activities for each of the objectives or key topics. Some considerations when doing this are:
· Analyze all potential activities against the following criteria:

· Support of objectives

· Relevance to content

· Variety

· Adult learner characteristics and learning styles

· Participant preferences, knowledge levels

· Trainer competencies

· Logistical constraints

· Time

· With the above analysis, the designer will eliminate unlikely activities and identify those that seem to be most effective, efficient, and engaging.
4.) Estimate time for possible activities – At this point the designer can only make best guess estimates of time because it is not known how long activities will take until they are designed in detail. By estimating time, the designer will get a general sense of whether the selected activities will likely fit into the overall time constraints. Some suggestions to use to help with time estimates for activities are:
· The designer should use his/her own experience of how long similar activities have taken in the past.

· Review for possible use predesigned activities that are similar to those activities being considered

· Ask colleagues for their best guesses about time

If after estimating time for activities---and the time does fit within the general guidelines, then move to the next step. If however, the time estimations are seriously off---then the designer does have some options. The designer and the client can reconsider the objectives, content, or allocated time. Also, the designer can select different learning activities or modify those that were previously selected to better fit the time limitations. 
5.) Outline training design – The designer needs to make some final decisions about what learning activities to include and how to arrange or sequence them. He/she needs to make them as effective, efficient, and engaging as possible. 
· Effective – Because effective training must help participants to perform the desired behaviors, activities should mimic the world of application as closely as possible. If a job requires certain actions in a certain sequence, then that sequence must be part of the learning activities in the training.

· Efficient – The designer must set a context for the learning, which focuses the participants on the desired behaviors and outcomes---not leaving them to wonder why they are there.
· Engaging – The designer must create a need to know and a desire to apply what is learned. In general, the most powerful way to create that desire is through WIIFM (“What’s in it for me?”). A second way to make training more engaging is to make sure it uses or takes advantage of the actual, collective experiences of the participants in the training session.

At this point in some designs, the appropriate approach to the training can be obvious. For example, with a work process that has specific sequenced steps, those steps may form the basis for the training design. Or a visual model from the key topics stage may point the way. Or the brainstorming exercise and subsequent selection of learning activities may lead to a natural design. If a structure or basic approach has not emerged, then the designer could:

· Identify an approach that would appeal to a variety of learning styles
· If it makes sense, group activities into categories

· Don’t be afraid to modify learning activities

· Vary the kinds of interaction within the activities to avoid boredom for the participants

· Create a rough outline. Some of the segments may be content related, others just the names of activities. Don’t worry about the formality of the outline, such as how it is indented, or how many points are identified for each area of the outline. This rough General Outline outline will be the designer’s tool for gaining the client’s and/or participants’ approval and for creating the Detailed Outline. 
· After the roughed outline is complete, then check again for time considerations as some of the activities may have changed or have been modified.

· Make sure that with whatever activities were chosen, that the objectives will be met.

6.) Articulate objectives for segments – At this point, the designer has created segments or chunks of instruction, which include learning activities. Now the designer should identify an objective for each of the segments, which would clarify what participants will be able to do at the end of the segment. Some guidelines to follow when developing segment objectives are:
· Review the learning activities and content in the segment to clarify exactly what participants will be able to do by the end of that segment.

· Know that some segments will not need an objective, such as question and answer session, or introductions, or even a lecture

· When developing segment objectives, remember that they (objectives) should be:

· Behavioral – About something the participants do, not about the instructional process

· Attainable – Given the parameters of the training situation and the characteristics of the participants

· Goal-oriented – Supports the overall goal of the training, and the stated learning objectives

· Measurable – Can be observed and assessed by trainer, participants, or both

· Some segment objectives may be the same as the overall training objectives and that is ok

· Compare the segment objectives with the training objectives to see if by demonstrating the behaviors in the segment objectives, that participants will fully meet the training objectives? If not, identify those objectives not being met and refine the design.
7.) Sketch out transitions – The designer now needs to make sure that the flow of the training makes sense to both the trainer and the participants, which is done by developing transitions (moving from one activity to another, or one aspect of an activity to another) . To create transitions, some things to do are:

· Think through and write out what the trainer should say when moving from one segment to the next.
· Within each segment, identify where transition points exist---so the trainer will know to manage the relationships between activities in a way that goes along with the intent of the design.

For each transition, the designer can:

· Write it out in full, especially for those that are more complex

· Make notes of key points to include just enough for the trainer to be able to handle

· Leave the simpler transitions to the trainer’s discretion

Review the General Outline – The designer has now created a general outline of the training session, which includes the key content into sequenced learning activities, grouped into segments that make sense. Time allotments have been assigned and transitions have been developed. The General Outline should now be reviewed against the following criteria:

· Does the design support the training goals and objectives?
· Do the learning activities allow participants---during the training---to perform the behaviors descried in the objectives?
· Is there anything in the design that is not essential to meeting the objectives?

· Does the design contain the all of the essential content identified in the key topics stage?

· Is the design appropriate for the participants?

· Does it consider the characteristics of the adult learner?

· Does it engage a variety of learning styles?

· Does it meet the needs , abilities, and expectations of a particular set of learners?

· Do the learning activities represent, as much as possible, the real world of application of the participants?

· Does the General Outline just seem logical? Does it make sense?

So…from a practical standpoint, the designer has now created:
1.) The goal that describes why the organization is doing the training.

a. The objectives (training outcomes) required to meet the goal

i. The essential skills required to fulfill the objectives

b. More objectives (training outcomes) required to meet the goal

i. More essential skills required to fulfill the objectives

c. Even more objectives (training outcomes) required to meet the goal

i. Even more essential skills required to fulfill the objectives

d. NOTE: The designer may have made modifications to the objectives or essential skills as he/she moved along the design process.
e. NOTE: The content from the key topics is now located in the training flow General Outline.

2.) The General Outline---which contains sequenced learning activities in segments, objectives for each segment, related key points, time estimates for learning activities, and some transitions.
a. Segment title (What is to be learned) (xx minutes)
i. Segment objective one (very specific)
1. Learning activity (xx minutes)
2. Learning activity (xx minutes)
3. Learning activity (xx minutes)
ii. Transition explanation
iii. Segment objective two (very specific)
1. Learning activity (xx minutes)
2. Learning activity (xx minutes)
3. Learning activity (xx minutes)
iv. Transition explanation
v. Segment objective three (very specific)
1. Learning activity (xx minutes)
2. Learning activity (xx minutes)
TRAINING FLOW – DETAILED OUTLINE
In the Detailed Outline phase, the designer produced a big-picture outline of the training. It gives enough detail to make some reasonable time estimates for learning activities and to decide whether the overall design made sense. In the Detailed Outline phase, the actual design will grow and force the designer to confirm the original design as good, or modify it where needed. The completed Detailed Outline is a detailed plan for the learning activities in all segments of the General Outline. It specifies the steps within each activity, identifies the products of each step, and lays out the training processes. Not only is this phase or step of the design essential for developing the trainer’s guide, but it also allows the designer to relook at the training methods and activities and /or modify the time estimates if needed.
Because the Detailed Outline grows directly out of the General Outline, it has the same foundation in the training session’s goals and objectives.
For example, in the development of a training program regarding communication skills for general contractors, the designer might plan a segment called “What makes it hard to listen and really hear.” It might be preceded by an introductory activity and some information on objectives and agenda. The General Outline of this segment is depicted on page 49. The Detailed Outline of this same segment might look something like the following:

Transition: The first objective is about techniques for managing personal habits that get in the way of listening. Everyone has them, some more than most.

“What makes it hard to listen and really hear?” (85 minutes)
Objective: Participants will identify barriers to listening and identify three personal habits that get in the way of their listening and hearing.

1.) Large group will view brief video demo (15 minutes)
· Trainer states, “As you watch this brief video, please make notes about specific things either the speaker does or the listener that make it challenging to listen and really hear what is being said.”

· Small groups identify and list what they viewed in the video that made it difficult to listen and hear (15 minutes)
· Small groups report findings to larger group (Trainer facilitates and creates a composite list on flipchart) (15 minutes)
· Large group discussion about barriers to listening---includes personal shortcomings of participants (15 minutes)

· Individual work – Individuals will identify 3 personal habits from the discussions that inhibit their personal listening effectiveness and list on “Personal Action Development Plan” (10 minutes)
· Large group discussion about how to overcome examples of personal habits that have a negative effect on personal listening habits (10 minutes)

· Large group discussion regarding how to use “Personal Action Development Plan” (5 minutes)

Why Create A Detailed Outline?
A Detailed Outline is critical because:

· The Detailed Outline is the basis for the trainer’s guide. It contains detailed information so that someone else (who has not designed session) will be able to manage the training session.
· The level of detail will also provide enough information for accurate time estimations for the various learning activities.

· Explicit directions for various learning activities can be easily developed with this level of detail. Sometimes directions for activities are not clear.

· The designer will identify the outcome for each of the activities, which should match up with their respective objectives. Usually outcomes are then built upon in subsequent segments.

· This level of detail should either confirm or challenge the earlier determination that the selected learning activities do support the training objectives.

· This level of detail will identify which activities require high trainer control and which do not. For example, a discussion about communication breakdowns at work could work well in small groups, with no trainer control. However, how to overcome those breakdowns would need some trainer control.
· The Detailed Outline process will show where materials are needed---such as audio or visual aids, a handout with directions for an activity, or trainer’s resources.

· The Detailed Outline process will show which activities could serve as evaluation points. For example, a particular skill practice might be an opportunity for both participants and the trainer to stop and assess the participants’ demonstrated abilities in relation to the training objectives.

Defining Acceptable Responses For A Learning Activity
Every learning activity has a set of acceptable responses, from one---to all responses are acceptable. Defining the range of acceptable responses is a smart thing to do in order to avoid training designs that waste time or that make participants feel like they were set up. Some examples of this are:

· One acceptable response – Some activities have only one acceptable response, because of policy, rule, industry practice, current technology, law, etc. For example, an organization has a clearly articulated policy: “Any complaint or allegation of sexual harassment is to be referred directly to the Manager of Employee Relations.” For this organization, when designing a learning activity regarding this policy, probably a discussion about how a supervisor should respond to an employee complaint (according to the policy) is the only acceptable response.
· Small numbers of acceptable responses – Some activities have a small number of acceptable responses. For example, the activity of copying text within a software program has 3 options. So activities around each option would be developed.
· Large number of acceptable responses, with some unacceptable responses also – An example of this might be within a Career Management Workshop---a learning activity could be designed which describes different ways to lay out job experiences on a resume. There are many ways to do this, each with advantages and disadvantages; but some ways, such as lying, are unacceptable.
· Infinite numbers of acceptable responses, with no wrong responses – In any discussion of opinion or personal reflections, all responses are acceptable. When designing such an activity, some practical guidelines to follow are:
· The original question should be open-ended

· The design should tell the trainer to record either all of the responses mor none of them.

· There should be no reduction of the list (such as the “ten best”), because reduction implies that some responses are more correct than others.

What Or Who Determines An “Acceptable Response?”
An acceptable response does not occur if the designer or trainer agrees with the response. What makes it acceptable is its relationship with different variables. Some of these variables have been mentioned before. They are; laws, rules, organizational policies, industry practices, technology, a context to a situation, etc. One reason this is important to build into the design is because trainers don’t want to tell participants they are wrong with a certain response.
The Steps To Use When Developing The Training Flow---Detailed Outline
The major difference between the General Outline and the Detailed Outline is the level of detail. The Detailed Outline gives a more vivid, specific picture of exactly what is going on during the various training segments. Some steps to follow when creating the Detailed Outline are:

1.) Identify a specific objective for each activity – The designer should determine exactly what participants will be able to do as a result of a particular activity. Specifically:

· State the exact objective. This is essential because the designer and trainer must know exactly why each learning activity is taking place at its particular time in the training and what the desired outcomes are. If the trainer knows the objective, then if needed, he/she can adjust more easily to situations as they arise during the session.
· When stating the objective, use the following criteria:

· Behavioral – What participants do, not about the instructional process

· Attainable – Given the constraints of the training situation and the characteristics of the learners

· Goal-oriented – Supports the overall goal of the training, plus the stated learning objectives

· Measurable – Can be observed and assessed by the trainer, participants, or both.

2.) Define what are acceptable responses – As the designer, with your design group, or with a subject matter expert, identify what are acceptable responses for each activity. Doing so will reduce possible confusion and/or frustration with the participants, and will reduce the amount of trainer control during a given activity. Some things to consider:

· For each activity planned, consider whether the acceptable responses are one, a few, many, an infinite number.
· Be sure to consider the appropriateness of the responses in relation to the content and surrounding circumstances.

3.) Develop the steps and the processes for each activity – Some learning activities will involve only one step---for example, a large group discussion on ways to do something. Other learning activities may include several steps, with each step having its own outcome (a list, questions, etc.). Identifying the steps is not usually difficult. The designer just works through each activity and identifies what makes sense. After the steps have been determined:

· Distinguish the outcome for each step of each activity. Ideally, an outcome is used in each of the next steps, and so on.
· Decide on the means for each step---how participants will work during a step in the process---individually, in small groups, or in large groups.

· Decide on the mode for each step---how information/data will be managed at any step in the design.

· There are five common modes to use:

· Generation (creating data)

· Analysis (categorizing or evaluating data)

· Reduction (eliminating certain pieces of data)

· Reporting (transmitting the data)

· Applying (using data to practice or demonstrate competencies)

· Most steps involve more than one mode at a time, but one of the modes is the reason for the step. For example, when reducing a list there is certainly some analysis going on, but the primary focus is reduction.

· Describe the process for each step---what participants and trainer will be doing during that step.

Clarifying the mode will help the designer write the initiating question or direction for each step of the process. For example, in a situation where the mode is generation—especially generating a lot of information---the initiating question or direction needs to be open-ended to encourage many responses. If the mode is analysis, the initiating question or direction should cue participants as to the type of analysis, in order to lead logically to the outcome for the step.

Brief Example Of A Part Of A Detailed Outline
The General Outline of a training session has “The Basics of Creating a Phone Call Message” as its third major learning activity. The Detailed Outline will break the activity into process steps, then determine the outcome, means, and mode for each one of those steps. The overall objective for the activity is:
“Participants will demonstrate their ability to create an accurate and legible phone call message.” (75 minutes)
1.) Large group discussion: list components of a phone call message (generation) (15 min.)
     Outcome: Components of a phone call message

2.) Small groups examine sample phone call messages, identify problems/errors (analysis) (20                        min)
     Outcome: Identified errors

3.) Small groups develop rules to follow when creating phone call messages (20 min)
      Outcome: Rules for completing phone call messages accurately

· Small groups list possible rules (generation)

· Report to large group (reporting)

· Compare results with prepared list presented by trainer (analysis)

4.) Individuals practice skill (20 minutes)

      Outcome: Demonstrated ability to create phone call message

· Each person creates two call messages from simulated phone calls (applying)

· Two person groups give feedback according to rules from step 3 (analysis)

5.) Refine time estimates – When checking to make sure that planned activities fit into the available time, the designer could:
· Calculate the time for each step (including time to put people into groups and time for them to move around, if needed)

· Compare the results with the original time estimates. If the designer finds that the times e very different, he/she can rethink the general outline, the detailed outline, or both. The designer could also go back to the objectives to reconsider whether they are attainable within the given time limits.
· Don’t just adjust time; also reconsider the activities and/or the objectives. When in doubt, it is usually a good thing to allow more time for an activity rather than less.

6.) Develop initiators – The designer many times uses an initiator for an activity that requires either directions for a process or a well phrased question to really focus the discussion. Many designers leave the initiators to the trainer, but it can be a good idea to include them in the design. When developing initiators, some things to consider are:
· Make sure that questions or directions are focused enough to start participants thinking about the specific thing that is being focused on

· Questions may be closed-ended or open-ended; whatever is appropriate for the determined number of acceptable responses

· If the developed initiator includes directions for an activity, some considerations to include might be:

· What participants are to do

· How they are to do it

· By when (time frame)

· Who has what responsibilities (if working in groups)

· Why they are doing the activity

7.) Develop transitions – General transitions were developed in the general outline step to ensure a logical flow from one segment of the training to another and between some of the learning activities. Now, many of the transitions need to have more detail added to them. When developing transitions: 
· Examine the process and outcome for each step in the activities

· Think through or jot down a brief statement, question, or activity to link that step with what comes next
· Identify which transitions need to be written out or bulleted to help the trainer and the participants with the flow of the material.

Sometimes participants can become so involved in the learning activities that they lose sight of the objectives. Transitions can refocus participants while highlighting the relationships between activities and their bearing on the objectives.
8.) Check time estimates one final time – Sometimes initiators and/or transitions can add time to the design. For example, the designer may want to highlight some key transitions so he/she makes them interactive, meaning some back and forth between trainer and participants (Which will require time because of the discussion). When checking the final time estimates, some things to consider are:
· Add the total time for initiators, process, and transitions

· Compare results with total time available.

9.) Review detailed outline – The detailed outline should describe the plan for the session. Specifically, it should describe the activities that incorporate all of the key content that meets all of the objectives for the training. As a check, the designer should ask the following questions:
· Does the design support the training goals and objectives

· Do the learning activities allow participants to perform---during the training---the behaviors described in the objectives?

· Is their anything in the design that is not essential for meeting the objectives?

· Does the design specifically include all of the key content---each of the key points identified in the key topics stage?

· Is the design appropriate for the participants?

· Is it responsive to the general characteristics of adult learners?

· Does it engage a variety of learning styles?

· Does it meet the needs, abilities, and expectations of the particular learners?

· Do the learning activities simulate, as much as possible, the application of something?

· Does the detailed outline appear to fit with the logistical requirements of the training program?

· Does it fit the learning context of the organization (or industry)?

10.) Complete the outline of the training design – The designer will now complete the detailed outline of the training program. The designer should:
· Review what the outline already contains, sequenced learning activities, an objective for each activity, and time estimates for activities and/or segments. Verify all of this information.

· Include the following additional elements in the design:

· Outcome for activities where desired

· A process description for each step of each activity

· Key initiators and transitions---either as bullet points or as sentences.

· Fairly precise times for each activity and/or step.

· If the designer knows that the trainer will need a detailed trainer’s guide, then the level of detail should be the same in the outline.

So from a practical standpoint, the designer has created…

1.) The goal (xx minutes)
Objective---(training outcome) to meet the goal (xx minutes) (Possible initiator)
A.) Learning activity (xx minutes)
a. Step of activity

b. Step of activity

c. Step of activity

B.) Learning activity (xx minutes)

a. Step of activity

b. Step of activity

C.) Learning activity (xx minutes)

a. Step of activity

b. Step of activity

Transition: Statement or question to draw relationship to next activity or objective

2.) Goal (xx minutes)

Objective--- (training outcome) to meet goal (xx minutes)


A.) Learning activity (xx minutes) 

DESIGNING AND SELECTING TRAINING MATERIALS
In this stage, the designer must create actual training materials that not only contain essential information but also must engage the senses of the learner.  The materials will consist of tangible, physical things needed for the learning session---usually grouped into three categories.
· Participant materials – These are everything that learners need in order to prepare for the learning event, to participate fully in the event, and to use as resources after the event. Essentially, participant materials include what ever the participants will hold in their hands.

· Trainer’s materials – These materials include all of the resources that are created or acquired to help the trainer prepare for and facilitate the training session.

· Learner’s aids – These are all of the resources needed to create a positive learning environment and to accompany learning activities

The designer may be responsible only for drafting the materials and turning them over to someone else for finished production; or may create the materials from start to finish; or may create some and work with others to finish. Actually producing materials can be very complex and demanding and may require specialized skills, such as graphics and layout, camera skills, or multimedia authoring.

Trainer’s Materials
 A very important question to answer, from a design standpoint, is “How much detail should the trainer’s materials contain?” The designer doesn’t want too little information or the trainer might end up winging parts of the session, or the designer doesn’t want too much information where the trainer feels overwhelmed or restricted. Either way, the materials will not support the trainer in re-creating what the designer intended. Two critical issues for the designer to consider are:

· What is the trainer’s content expertise?

· What is the trainer’s expertise with processing or facilitating the kinds of learning activities the designer has selected?

Minimum Level of Detail for Trainer’s Materials
The minimum level of detail for trainer’s materials is a general outline including the following for each learning activity:

· Objectives for the activity

· Key topics and, as needed, supporting key points

· Overall description of the learning activity (For example, “Large group discussion: the dos and donts of doing X”)

· References to required participant materials and learning aids

· Estimated times for activities

The above level of detail is probably appropriate for mature trainers who have high levels of expertise in both content and facilitation. Also, if the designer is delivering the training, then this level of detail should be fine.

Maximum Level of Detail For Trainer’s Materials
The maximum level of detail for trainer’s materials would be a scripted trainer’s guide that tells the trainer exactly what to say and do. These guides are often used in situations where large numbers of instructors with little or varying degrees of experience will be presenting the training and in which it is essential that training sessions be consistent in content and execution.

Other Options Regarding the Level of Detail for Trainer’s Materials
Another example regarding level of detail is that the materials may include a lot of detail on how to facilitate each activity, while listing only the key topics for content. This trainer’s guide would be appropriate for subject matter experts who are not professional facilitators.

Participant Materials
Some examples of participant materials are:

· Prework assignments (Both reading and writing)

· Reading materials: a book, an article, a computer disk

· A workbook

· Worksheets for skill practices or role plays

· Feedback forms for skill practices or role plays

· Case studies

· Directions for activities

· Forms for guided note taking

· Materials for games

· Additional worksheets or handouts

· Job aids

· Bibliographies

When planning and/or creating participant materials, the designer will need to consider some questions. Some of those are:

· What does the designer know about any particular patterns of learning style preferences among the participants? For example, a group of highly technical workers might be more comfortable with specific, detailed written material than would a group of sales people.
· What are the reading and language competencies of the participants? For example, materials prepared for a group of engineers would probably need to be at a different reading level than a group apprentice electricians.
· Are there specific layouts or formatting standards that will best enhance the learning process? For example, older learners may need a larger print size,  or a particular group of participants may need materials in two languages.
· What amount of written material seems to fit with the subject matter and the objectives? For example, it would make sense to plan for more printed materials for a session on writing skills versus one for public speaking.

· What is the most efficient way to present participant materials? For example, the designer might want handouts to be separate from the primary handout, or just the opposite.

Learning Aids
Some examples of learning aids are:

· Wall charts

· Flip charts

· Overhead transparencies

· 35mm slides

· Computer displayed images (PowerPoints)

· Three-dimensional models

· Visual/auditory cues (pictures, flowers, sounds)

· Videos/films

· Audiotapes

· Music

When learning aids are being developed or selected, the designer must remember their key functions, which are:

· To focus learners on the objectives

· To reinforce key points

· To provide pictures or directions
· To provide a common experience for analysis

· To stimulate thinking

· To provide a visual or auditory reference point

· To meet the needs of various learning styles

· To simulate the real word of the participant, so application makes sense

Effective materials for supporting a training design are those that help participants reach the desired objectives of the training program. For example, if an objective is “to describe X”, then a worksheet will be needed (or activity) that allows participants to do just that---and not just take notes from a lecture. Materials that are efficient help ensure that participants will reach the objectives without undue expenditures of effort. Engaging materials help draw the participants into the learning experience, using understandable language, appropriate graphics, and appeal to a variety of learning styles.
Steps To Use When Developing Training Materials

There are steps that designers should use when developing training materials. They are:
1.) Establish requirements (rules) for materials – For each of the three areas that a designer will develop materials---requirements need to be identified.  The designer should:

· Interview participants to gain their input regarding requirements. The designer could show them examples to gain clarity.

· If applicable, review needs assessment data, to identify information such as reading and language abilities

· Look at a variety of formats for materials to see what would work in the existing situation

· Review other training materials to get ideas.

Sample Requirements for Participant Materials (For a non-profit agency employees)

· Number all pages for easy reference

· Leave space for taking notes on each page

· Use some graphic element at least every other page

· Language and graphics must be gender balanced and racially and culturally diverse

· High school reading level

· Include glossary of unusual or technical terms

· Include reference materials for those who wish to learn more

· Keep individual handouts to a minimum; include materials in workbook if at all possible

2.) Identify what training materials are required and what materials are optional – Some training materials have to be designed for the training to work. To determine between what materials are required and what are optional, the designer should:
· Review the Detailed Outline of the session and identify points at which training materials are necessary.
· For participant materials, identify what materials are necessary for learners to prepare for the event, participate in an activity, or ensure the transfer of learning.

· For trainer materials, assume that a trainer’s guide is needed for the entire training session. The designer must identify the points at which specific process instructions or content resources will be required for trainers to manage the learning event properly.

· For learning aids, identify every activity or concept that can’t be communicated effectively without an audio or visual aid.
· Review the Detailed Outline and identify where else training materials would be nice to have. The designer needs to make sure that he/she identifies these materials as optional within the design, so not to be confused with required materials.

3.) Draft required materials – The designer can complete this step or work with a specialist. When putting together the required materials, the designer should:

· Review the identified requirements that have been established
· Review the Detailed Outline

· Consider the Detailed Outline a draft of the trainer’s materials. If needed, add content or process directions (how to manage something)

· Because the Detailed Outline already contains the essential content, detailed initiators and outcomes for learning activities---this may be a basis for participant materials as well. The key content can be used for handouts to highlight information that participants will need to perform the desired behaviors of the training program. Initiators could become directions on worksheets.

· The Detailed Outline could also lead to learning aids. Some elements of the design could be changed directly into learning aids, objectives for the training session, key topics, or instructions for activities.

· After the above review, materials need to be drafted.

4.) Review drafts of required materials – The developed materials will largely determine how effectively the training design will be translated into a learning event. Because of this importance, the designer should:

· Review the materials in each category to see if they actually meet the requirements that were established for the category.

· Don’t be afraid to make modifications to the materials.

· Check for alignment with the overall learning objectives. Because the original design was anchored in the Goals and Objectives stage (the desired performance), then this check of the materials against the objectives will ensure that the developed materials will mirror the participant’s real world of application (how to do/use on the job).
· Review the materials in relation to the learners, especially the participant materials. Specifically:

· How well do the materials fit with the ways that adults learn? Do the materials bring into the picture the experience of the participants? Do they encourage the participants to make judgments about what is being learned? Do they highlight immediate application and the need to know?

· Are the materials written and formatted in ways that appeal to a variety of learning styles?

· Do they fit well with a particular group of learners? Are the reading level and language appropriate for the learners?

5.) Select, draft, and review optional materials – When creating optional materials:

· Set priorities for the optional materials. This means to identify those that will add the greatest value to the training design and which the time and resources are available for production.

· Draft the materials

· Review the drafts as in the previous process to make sure they match the objective of the activity, etc.

6.) Have others review the materials – The designer should recruit reviewers who are not familiar (meaning not having input into) with the design of the materials and who represent the actual users of the training session (trainer and participant). Some guidelines to follow are:

· As stated above, select reviewers who are representative of the learners and trainers or who can at least be advocates for their interests

· Especially for the participant materials, select reviewers who represent a variety of learning preferences.

· Provide the reviewers with a checklist of things to look for (such as ease of following directions and appropriateness of language).

· Provide a brief overview of the training flow with participant materials, to help reviewers evaluate specific learning materials.

7.) Finalize the materials – The designer needs to put the materials in their final form. Some considerations to think about are:
· When analyzing the reviewers feedback---look for patterns---meaning that something doesn’t have to be changed just because someone suggested a change---but if more than one reviewer made the same suggestion, then a careful check should happen with that situation.

· Proofread and check everything. It is smart to bring outsiders in with fresh eyes.

· Understand that training materials are living documents, meaning that they can be changed according to needs changing.

Evaluation of Training
For many training sessions, the evaluation of that training is many times an afterthought, usually done by answering some questions on a quick end-of-training form. An actual evaluation strategy should be identified to link the training event to the purpose of the training. Developing an evaluation strategy is important for a couple of reasons:
· A strategy allows the designer to identify and obtain the specific data that are needed to assess the training program. For example, was it effective in meeting the objectives? Was the design as efficient and engaging as possible? 

· A strategic approach to evaluation obtains the most useful data in the least painful way. The evaluation is effective if it brings the most useful data to the people who really need it. The evaluation is efficient if it wisely manages time and resources of the people who will provide, gather, analyze, and use the data. The evaluation was engaging if it helps people to approach the task purposefully.
Evaluation Tools
Some of the most commonly used tools used for evaluating training are:

· Tests

· Performance observation

· Interviews

· Focus groups

· Surveys and questionnaires (most commonly used)

· Learning activities where participants demonstrate competencies

Donald Kirkpatrick’s Model for Evaluating Training
Donald Kirkpatrick created a model to evaluate training that is easy to understand and widely used today in the training industry. In his model, he described four levels of evaluation.
1.) Level One – Reaction – The participants feelings, thoughts, perceptions about the learning event are being evaluated. This is usually done through a form with questions about:

· Perceived usefulness of what was learned

· The physical environment

· Participant materials

· Learning aids

· The trainer

· The learning environment

· Training times

· Content

2.) Level Two – Learning – What the participants have actually learned during the training is being measured. This can be done through activities during the training, or a test at the end of the training.

3.) Level Three – Behavior – This type of evaluation focuses on the application of learning. At this level, what is being measured is how the learning has been translated to behaviors on the job or in one’s life. This can be done by measuring performance on the job, based on the desired behaviors identified at the beginning of the design of the training event.
4.) Level Four – Results – This type of evaluation measures what the impact of the training has had on the organization’s performance. It is an evaluation f the return on the investment of the training program. Did the training reduce the overall number of errors, increase customer satisfaction, etc.

The Real World of Training Evaluation
Using Kirkpatrick’s model is an excellent way to evaluate training, based on the level of evaluation that is required by the designers or decision makers sponsoring the training. Most training programs use the “Reaction” level of evaluation when the form is handed out at the end of a session. Of course, a better, more thorough, more relevant evaluation occurs as the designer moves deeper into Kirkpatrick’s model, using Levels two, three, and four. However, even though level one’s information is collected at the end of a training session, and it can’t help what just happened in the session, it can be helpful for future sessions using the same training content. Also, if the trainer, during the session, asks participants what is working and what isn’t---can be helpful to adjust activities during the session. The url below belongs to a website that gives a brief, but excellent overview of Kirkpatrick’s model and shows some examples of forms to use,
www.msha.gov/training/trainingtips/trainingeval/evaluation%20and%20training%20main%20page.htm 
There are many commercial forms to use for Level one evaluation. Attachment D in this manual is an example of a level one evaluation form.
More Real World Advice
Sometimes designers of training have a very tight timeframe to work within when putting together a training session. When all else fails, use Attachment H in this manual, which is a Sample Lesson Plan Development Form. This form, as a guide, uses the major design points of an instructional systems design method for training design. It can be viewed as a kind of a cheat sheet for training designers. If it is used, be as thorough as possible when actually following its directions.
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553.841  Building code compliance and mitigation program.-- 

(1)  The Legislature finds that knowledge and understanding by persons licensed in the design and construction industries of the importance and need for complying with the Florida Building Code is vital to the public health, safety, and welfare of this state, especially for mitigating damage caused by hurricanes to residents and visitors to the state. The Legislature further finds that the Florida Building Code can be effective only if all participants in the design and construction industries maintain a thorough knowledge of the code and additions thereto which improve construction standards to protect against storm and other damage. Consequently, the Legislature finds that there is a need for a program to provide ongoing education and outreach activities concerning compliance with the Florida Building Code and hurricane mitigation. 

(2)  The Department of Community Affairs shall administer a program, designated as the Florida Building Code Compliance and Mitigation Program, to develop, coordinate, and maintain education and outreach to persons required to comply with the Florida Building Code and ensure consistent education, training, and communication of the code's requirements, including, but not limited to, methods for mitigation of storm-related damage. The program shall also operate a clearinghouse through which design, construction, and building code enforcement licensees, suppliers, and consumers in this state may find others in order to exchange information relating to mitigation and facilitate repairs in the aftermath of a natural disaster. 

(3)  All services and materials under the Florida Building Code Compliance and Mitigation Program must be provided by a private, nonprofit corporation under contract with the department. The term of the contract shall be for 4 years, with the option of one 4-year renewal at the end of the contract term. The initial contract must be in effect no later than November 1, 2007. The private, nonprofit corporation must be an organization whose membership includes trade and professional organizations whose members consist primarily of persons and entities that are required to comply with the Florida Building Code and that are licensed under part XII of chapter 468, chapter 471, chapter 481, or chapter 489. When selecting the private, nonprofit corporation for the program, the department must give primary consideration to the corporation's demonstrated experience and the ability to: 

(a)  Develop and deliver building code-related education, training, and outreach; 

(b)  Directly access the majority of persons licensed in the occupations of design, construction, and building code enforcement individually and through established statewide trade and professional association networks; 

(c)  Serve as a clearinghouse to deliver education and outreach throughout the state. The clearinghouse must serve as a focal point at which persons licensed to design, construct, and enforce building codes and suppliers and consumers can find each other in order to exchange information relating to mitigation and facilitate repairs in the aftermath of a natural disaster; 

(d)  Accept input from the Florida Building Commission, licensing regulatory boards, local building departments, and the design and construction industries in order to improve its education and outreach programs; and 

(e)  Promote design and construction techniques and materials for mitigating hurricane damage at a Florida-based trade conference that includes participants from the broadest possible range of design and construction trades and professions, including from those private and public sector entities having jurisdiction over building codes and design and construction licensure. 

(4)  The department, in administering the Florida Building Code Compliance and Mitigation Program, shall maintain, update, develop, or cause to be developed: 

(a)  A core curriculum that is prerequisite to the advanced module coursework. 

(b)  Advanced modules designed for use by each profession. 

(c)  The core curriculum developed under this subsection must be submitted to the Department of Business and Professional Regulation for approval. Advanced modules developed under this paragraph must be approved by the commission and submitted to the respective boards for approval. 

(5)  The core curriculum shall cover the information required to have all categories of participants appropriately informed as to their technical and administrative responsibilities in the effective execution of the code process by all individuals currently licensed under part XII of chapter 468, chapter 471, chapter 481, or chapter 489, except as otherwise provided in s. 471.017. The core curriculum shall be prerequisite to the advanced module coursework for all licensees and shall be completed by individuals licensed in all categories under part XII of chapter 468, chapter 471, chapter 481, or chapter 489 within the first 2-year period after initial licensure. Core course hours taken by licensees to complete this requirement shall count toward fulfillment of required continuing education units under part XII of chapter 468, chapter 471, chapter 481, or chapter 489. 

(6)  Each biennium, upon receipt of funds by the Department of Community Affairs from the Construction Industry Licensing Board and the Electrical Contractors' Licensing Board provided under ss. 489.109(3) and 489.509(3), the department shall determine the amount of funds available for the Florida Building Code Compliance and Mitigation Program. 

(7)  If the projects provided through the Florida Building Code Compliance and Mitigation Program in any state fiscal year do not require the use of all available funds, the unused funds shall be carried forward and allocated for use during the following fiscal year. 

(8)  The Florida Building Commission shall provide by rule for the accreditation of courses related to the Florida Building Code by accreditors approved by the commission. The commission shall establish qualifications of accreditors and criteria for the accreditation of courses by rule. The commission may revoke the accreditation of a course by an accreditor if the accreditation is demonstrated to violate this part or the rules of the commission. 

(9)  This section does not prohibit or limit the subject areas or development of continuing education or training on the Florida Building Code by any qualified entity. 

History.--s. 52, ch. 98-287; s. 89, ch. 2000-141; s. 59, ch. 2004-357; s. 14, ch. 2005-147; s. 7, ch. 2007-187.
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NOTICE OF PROPOSED RULEMAKING

DEPARTMENT OF COMMUNITY AFFAIRS

Florida Building Commission

RULE CHAPTER TITLE: RULE CHAPTER NO.:

Florida Building Commission - Building Code Training Program 9B-70

RULE TITLES: RULE NOS.:

Building Code Core Education. 9B-70.001

Commission Approval and Accreditation of Advanced Building Code Training Courses. 9B-70.002

PURPOSE, EFFECT AND SUMMARY: To review the provisions of these rules in light of the past two years experience and implement changes beneficial to the program.

SUMMARY OF STATEMENT OF ESTIMATED REGULATORY COST: Any person who wishes to provide a proposal for a lower cost regulatory alternative must do so in writing within 21 days of this notice.

SPECIFIC AUTHORITY: 553.841(2), 553.841 FS.

LAW IMPLEMENTED: 553.841(2), 553.841 FS.

IF REQUESTED WITHIN 21 DAYS OF THE DATE OF THIS NOTICE, A HEARING WILL BE HELD AT THE TIME, DATE AND PLACE SHOWN BELOW (IF NOT REQUESTED, THIS HEARING WILL NOT BE HELD): TIME AND DATE: 8:30 a.m. (or as soon thereafter as the matter is brought before the Commission in accordance with its agenda); February 7, 2007

PLACE: Embassy Suites Hotel, 3075 Spectrum Boulevard, Tampa, Florida 33612

Any person requiring special accommodations at the hearing because of a disability or physical impairment should contact Ila Jones, Community Program Administrator, Department of Community Affairs, 2555 Shumard Oak Boulevard, Sadowski Building, Tallahassee, Florida. 32399-2100, (850) 487-1824, at least seven days before the date of the workshop. If you are hearing or speech impaired, please contact the Department of Community Affairs using the Florida Dual Party Relay System, which can be reached at 1(800) 955-8770 (voice) or 1(800) 955-9771 (TDD).

THE PERSON TO BE CONTACTED REGARDING THE PROPOSED RULES IS: Ila Jones, Community Program Administrator, Department of Community Affairs, 2555 Shumard Oak Boulevard, Sadowski Building, Tallahassee, Florida 32399-2100, (850) 487-1824.

THE FULL TEXT OF THE PROPOSED RULE IS:

9B-70.001 Building Code Core Education. The purpose of the Building Code Training

Program is to educate licensed building department personnel, contractors, and design professionals through required core curriculum courses or equivalency examination that addresses the Florida Building Code.

(1) The Core Curriculum is comprised of:

(a) The Basic Core Course that emphasizes the administrative, enforcement and procedural aspects of the Florida Building Code and updates and amendments thereto.

(b) Upon availability, a four-hour course that emphasizes the basic requirements of the Florida Accessibility Code for Building Construction.

(2) Licensees regulated under Chapters 468, Part XII, 481, and 489, Parts I and II, F.S., shall at a minimum complete one of the courses by June 1, 2003 or within two (2) years of initial certification or registration, whichever is later. Licensees regulated under Chapter 471, F.S., are required to complete the core course only if the licensee actively participates in designing buildings, structures, or facilities covered by the Florida Building Code.

(3)(b) The Core Courses shall be delivered by providers approved by the respective licensing standards board, or by the Department of Business and Professional Regulation, if there is no board. Licensees will receive four (4) hours of continuing education credit for each core course completed.

(4)(c) Licensees who hold more than one certificate or registration issued by a board and licensees regulated by more than one board will be required to complete one core course one time.

(5)(d) The core course shall be delivered through customized instructor-led training at multiple sites, Internet, or CD-ROM supported interactive multimedia training materials as provided by the appropriate licensing board in their continuing education rules.

(6)(e) The Department of Business and Professional Regulation shall assign generic course numbers which must be used by all providers when reporting completion of the core courses by electronic means to the Department of Community Affairs.

(2) Equivalency examination:

(a) The equivalency examination shall include and measure the same areas of competency covered in the Basic Core course. The equivalency examination will be updated every third year to reflect the new edition of the Florida Building Code.

(b) Passing the equivalency examination shall be considered equivalent to completing the Basic Core course and the licensee will receive four (4) hours of continuing education credit.

(c) The licensee shall be required to achieve a passing status on the equivalency examination to receive four (4) hours continuing education credit.

(d) The equivalency examination shall be administered at multiple sites located throughout the state.

(e) Security measures as set forth by the Department of Business and Professional Regulation’s Rule 61-11.014, F.A.C., shall be followed during the administration of the equivalency examination.

(f) If the licensee does not pass the equivalency examination, and subsequently completes a core course, the licensee shall be deemed to have met the requirements for license renewal and will receive four (4) hours of continuing education credit.

Specific Authority 553.841(2) FS. Law Implemented 553.841 FS. History – New 4-20-00,

Amended 10-14-01, 6-13-04, 6-8-05, .

9B-70.002 Commission Approval and Accreditation of Advanced Building Code Training

Courses.

(1) Approval of Course Accreditors. The Commission shall approve persons or entities to serve as accreditors of advanced training courses. Persons or entities desiring to be accreditors shall apply using Form FBCED 2003-001 adopted herein by reference and available from the Building Code Information System at www.floridabuilding.org. Applications shall be accompanied by an application fee of $100.00. Applications shall be approved by the Commission if the applicant has demonstrated five years of Florida Building Code sufficient expertise in the field for which approval is sought, and possesses an active license issued pursuant to 471.015, 481.213, 481.311; 489, Part I or II; or a standard certificate issued pursuant to FS 468.609. When an accreditor application is submitted to accredit only accessibility courses by an individual who can demonstrate proficiency acceptable to the Commission as a subject matter expert in the field of accessibility the Commission shall approve that applicant to accredit accessibility courses. Accreditors approved by the Commission under prior versions of this rule are authorized to continue accreditation of building code courses. Approval as an accreditor shall be revoked upon a finding by the Florida Building Commission that the accreditor has committed misfeasance or malfeasance related to the process of accreditation; accredited courses in violation of Florida Building Commission rule(s) related to courses reflecting the building code(s), or Florida Statutes or rules; or failed to maintain the license that provided the basis for approval as an accreditor.

(2) Accreditor Review of Courses. Accreditors shall review courses submitted by course developers and providers approved by the Department of Business and Professional Regulation to determine if the course accurately presents the technical and administrative responsibilities reflected in the current edition of the Florida Building Code; or Florida Statutes or rules related to the Florida Building Code. Accreditors shall not mutually accredit each others’ courses. The accreditor shall determine if the course meets contains the following minimum criteria:

(a) Course Title/Number. The word “advanced” and, if appropriate, “internet” shall be in the title Goals and measurable objectives;

(b) Hours of Credit 
(c)Topical outline of the course components in order of presentation;

(d) Name, address, telephone number and e-mail address of the provider; 
(e) Teaching methods can include one or more, but not limited to: exercises, quizzes, discussion groups, reading assignments, projects, simulations, and presentations; and

(f) Course Description completely describing what the particular course is designed to address; 
(g) Teaching resources and course references cited in the course materials.

(h) Course/Learning Objectives 
(i) Course materials accurately reflect the Florida Building Code and other topics under the jurisdiction of the Florida Building Commission;

(j) Course Time allotments for course content;

(k) Course Outline/Instructional Methods - detailed description of course content in sequence of how taught and methods used to teach that content. The following instructional methods are authorized, but are not limited to: exercises, quizzes, discussion groups, reading assignments, projects, simulations, and presentations;

(h) Code edition to which the course relates;

(i) Course references cited in the outline;

(j) Method of Course Evaluations;

(k) A minimum of 50% of the actual training materials content shall be related to the Florida Building Code or Florida Statutes or rules related to the Florida Building Code;

(l) Course materials shall accurately reflect the Florida Building Code and other topics under the jurisdiction of the Florida Building Commission; and

(m) Course materials provided to the student shall be provided to the Accreditor.

(3) Course Accreditation by the Florida Building Commission. Accredited Courses are to effectively and accurately address the technical and administrative responsibilities in the effective execution of the Florida Building Code; or Florida Statutes or rules related to the Florida Building Code. In the event the Commission identifies areas or topics of advanced Building Code education with an insufficient number of courses available through existing resources, the Commission shall report the areas or topics to the appropriate licensing board. If additional courses do not become available within six months of notification to the licensing board, upon a finding that the absence of course work in the identified subject area is detrimental to the effective administration and enforcement of the Florida Building Code, and funds are available in the Commission’s budget for course development, the Commission will develop a minimum of one (1) course that will be made available to training providers.

(a) Training providers approved by the Department of Business and Professional Regulation who desire Commission approval and accreditation for advanced Building Code courses shall register with the Building Code Information System Form FBCED 2003-002, Provider Registration, adopted herein by reference and available from the Building Code Information System at www.floridabuilding.org, and pay a registration fee of $25.00.

(b) Registered training providers shall submit materials and information pertaining to courses for which Commission accreditation and approval is sought utilizing Form FBCED 2003-003, Course Accreditation Application, adopted herein by reference and available from the Building Code Information System at www.floridabuilding.org.

(c) The provider shall select an approved accreditor and shall provide payment for services directly to the accreditor. The accreditor selected shall meet the criteria for independence identified in paragraph (d) and shall be listed with expertise in the field for which approval is sought.

(d) Upon submittal by a training provider, the selected accreditor shall receive an e-mail notification from the Building Code Information System at www.floridabuilding.org and shall review the materials provided by the provider in accordance with the criteria identified herein. The accreditor shall complete the application by providing comments containing the results of the accreditor’s review and updating the accreditation Approval Status on the Building Code Information System. The accreditor shall also provide a certification of independence that attests the person or entity does not have, nor does it intend to acquire or will acquire, a financial interest in the training provider seeking accreditation.

(e) The Building Code Information System shall assign an accreditation number to the application upon submittal and the application shall be scheduled for review by the Florida Building Commission. The application shall be accredited completely and placed in the “Pending FBC Action” file on the Building Code Information System atwww.floridabuilding.org no later than 23 calendar days prior to the next reviewed and action taken on the accreditation and approval of the materials at the regularly scheduled meeting of the Florida Building Commission which occurs more than 30 days from the date the accreditation number is assigned. The Commission shall finalize the accreditation process utilizing the Building Code Information System at www.floridabuilding.org and notify the provider and accreditor within 3 business days of the Florida Building Commission’s action on the applications.

(f) Providers shall have 120 calendar days from the date of the code adoption to update existing accredited courses affected by the code changes and submit for accreditation or designate on the Building Code Information System at www.floridabuilding.org the course is not affected by the code changes and the course status should remain active. Existing courses may continue to be delivered during the 120 calendar day period. The code version that initiated the update and reaccreditation process must be noted on the application. Accreditation of revisions to accredited courses and courses in alternative formats to approved accredited courses shall be accomplished in the same manner as described in paragraphs (a) through (f)(d)hereof, except that only the revision submitted shall be subject to review and these courses shall be approved by the administrator of the education program subject to ratification by the Florida Building Commission.
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SAMPLE COURSE SYLLABUS

Course Title:

Advanced – Fire Resistance and Fire Protection in the Florida Building Code (Course # - xxxxxxxxxxx)

Hours of Credit

50-Minutes (1 CEU)

Provider Information

Mr. Joe Smith

2000 Day Street

Two Egg, Fla. 347999

877.555.1111

jsmith@aol.com
Course Category

Advanced – 1 hour

Course Description

This course discusses the requirements of Chapter 7 (Fire Resistant Construction) and

Chapter 9 (Fire Protection Requirements in the Florida Building Code). The instruction will provide an understanding of different fire resistant walls and their applicable use and

requirements, exterior wall fire resistant requirements, opening protection, shaft

enclosures, required fire protection systems and standpipes. When the course has been

completed, the contractor will understand the terminology used in Chapter 7, know the

differences between a fire partition, fire barrier and fire wall, be able to determine opening protection, and understand the required fire protections systems.

Course Learning Objectives

Upon completion of the course, contractors will be able to:

· Understand the terminology used in Chapter 7

· Differentiate between a fire partition, fire barrier, and fire wall

· Determine opening protection

· Understand the required fire protection systems

Outline/Timeline

Introduction

Definitions (702) = 5 minutes

Fire Walls (705) = 5 minutes

Fire Barriers (706) = 5 minutes

Exterior wall protection (704) = 5 minutes

Protection of openings (704.8) = 5 minutes

Shaft enclosures (707) = 5 minutes

Fire Partitions (708) = 5 minutes

Prescriptive Fire Resistance (720) = 5 minutes

Fire Protection Systems required by Occupancy Groups (902, 903) = 5 minutes

Standpipes (905) = 5 minutes

Total Time = 50 Min.

Course Type/Method of Presentation

The course will be delivered using multiple instructional methods. Some lecture will be used with much questioning of the participants. A PowerPoint presentation of the information will be visible throughout the instruction. The participants will be asked to do one brief exercise in a small group setting.

Code Edition

2007 Florida Building Code

Method of Evaluation

The evaluation shall be conducted through a written response on the course objectives

listed above. The participants will complete evaluation forms to rate the course

materials, where they can express their opinion about the course, its presentation, how

long they spent on the course, and a space in which they can provide additional

comments.
(Attachment D)



Course Title:
Building Structural Summary
Instructor:  Joe Smith




 Date: November 3, 2007

	Instructor Information
	Strongly Agree
	Agree
	Neutral
	Disagree
	Strongly Disagree

	The instructor was knowledgeable.
	5
	4
	3
	2
	1

	The instructor communicated ideas clearly.
	5
	4
	3
	2
	1

	The instructor was enthusiastic.
	5
	4
	3
	2
	1

	The instructor responded well to questions.
	5
	4
	3
	2
	1

	The instructor stimulated discussion.
	5
	4
	3
	2
	1

	Overall evaluation of the instructor.  (5=high, 1=low)
	5
	4
	3
	2
	1

	Course Information
	Strongly Agree
	Agree
	Neutral
	Disagree
	Strongly Disagree

	The course covered the stated objectives
	5
	4
	3
	2
	1

	The course content was relevant to you
	5
	4
	3
	2
	1

	Materials provided were helpful (handout, video, ppt)
	5
	4
	3
	2
	1

	The length of the course was appropriate
	5
	4
	3
	2
	1

	Overall evaluation of the course (5=high, 1=low)
	5
	4
	3
	2
	1


What suggestions for improvement would you offer?

___________________________________________________________________________

___________________________________________________________________________

(Attachment E)
Training Provider

Application Sample Format and Instructions

This SAMPLE print application is provided to make it easier for you to collect the application information before completing the application online.

Please note:  The application MUST be completed ONLINE (it cannot be completed on paper and mailed).

Please note:

- Once you start to complete the application online, you cannot “save in progress” so you must complete it all at once.

- You will need to disable pop-up blockers before you can access the BCIS system.

- Payment must be made in the amount of $25 at the end of the application process – the application will not go through without it. Payment methods accepted are American Express, Discover, Mastercard, and Visa credit cards or electronic check.

Training Provider Application – As formatted in the BCIS

Individual Information

(Required fields are notated with an *)

Login (*)   _______________________________________________________________________________

Password (*)   ____________________________________________________________________________

Confirm Password (*)   _____________________________________________________________________

Last Name (*)   ___________________________________________________________________________

First Name (*)   ___________________________________________________________________________

Middle Name   ___________________________________________________________________________

Suffix (Jr., III…)   __________________________________________________________________________

Title   ___________________________________________________________________________________

Mailing Address (*)   _______________________________________________________________________

City (*)   _________________________________________________________________________________

State (*) (Select from drop-down list)   _________________________________________________________

Zip (*)   _________________________________________________________________________________

County (*) (Select from drop-down list)   _______________________________________________________

Country   ________________________________________________________________________________

Primary Phone (*) (digits only, no hyphens or periods)   ___________________________________________

Email (*)   _______________________________________________________________________________

Web Address   ___________________________________________________________________________

Fax (digits only, no hyphens or periods)   _______________________________________________________

Business Information

This information is only required if different from your individual information.

Business/Firm Name (*) (Select from drop-down list)     ________________________________________________________________________________________

Web Site
http:// _______________________________________________________________________

Federal ID   ______________________________________________________________________________

Email   __________________________________________________________________________________

Fax   __________________________________________________________________________________

Business Location Address (*) _______________________________________________________________

City (*)   _________________________________________________________________________________

State (*) (Select from drop-down list)   _________________________________________________________

Zip (*)   _________________________________________________________________________________

County (*) (Select from drop-down list)   _______________________________________________________

Country    _______________________________________________________________________________

Board (*) (Select from drop-down list)   ________________________________________________________

DBPR Provider Number (*)   _________________________________________________________________


Public


Private

(Attachment F)
New Course Accreditation

Application Sample Format and Instructions

This SAMPLE print application is provided to make it easier for you to collect the application information before completing the application online.

Please note:  The application MUST be completed ONLINE (it cannot be completed on paper and mailed).

Please note:

- You will need to disable pop-up blockers before you can access the BCIS system.

- Applications submitted and placed in the Pending FBC Action File Status no less than 23 calendar days prior to the date of the next scheduled Florida Building Commission meeting, will be placed on that agenda.

- Applications submitted within 22 calendar days or fewer of the next scheduled Florida Building Commission meeting will be placed on the following scheduled Florida Building Commission agenda.

Accreditor Application – As formatted in the BCIS system

New Course

(Required fields are notated with an *)
Course Title (*)   __________________________________________________________________________________
Short Course Description   (*) __________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Author of Course

(if other than Provider)   __________________________________________________________________________________
Course Accreditor (*) (Select One from drop-down list)   __________________________________________________________________________________
Target Audience   _________________________________________________________________________________
Number of Hours (*)   __________________________________________________________________________________

Previous Course Approval (*)


Yes

No

Subject/Trade Area: (Select one or more areas)


Accessibility



Commercial Pool/Spa


Plumbing


Administration Storage System

Electrical – Commercial


Pollutant Storage 


Building – Commercial


Electrical – Residential


Residential Pool/Spa


Building – Residential


Energy




Roofing


Building – Special Occupancy

Existing Building Code


Sheet Metal


Class A Air Conditioning


Fire




Solar


Class B Air Conditioning


Fuel/Gas



Other


Class C Air Conditioning

Mechanical

Method of Presentation: (select one or more methods)


Case Study


Handout Materials


Computer/Internet

Lecture


Discussion


Multimedia


Group Participation

Panel Discussion


Other

Describe Other: _________________________________________________________


Required Attachments: (*)

(PDF files required)


Course Syllabus (*)


Attach

File Location: ___________________________________

Course Materials (*)


Attach

File Location: ___________________________________


Detailed Course Outline (*)

Attach

File Location: ___________________________________


Detailed Course Timeline (*)

Attach

File Location: ___________________________________


Learning Objectives (*)

Attach

File Location: ___________________________________

(Attachment G)
FLORIDA BUILDING COMMISSION AUDIT FORM FOR ADVANCED COURSES

Auditor/Audit Information

Date of Audit:   _________________

Name of Auditor: __________________________________________________ 

Auditor Phone:   _______________________ Email: ______________________

Course/Provider Information
Course Title:   _____________________________________________________ 

Instructor Name:  __________________________________________________

Provider Name:  ___________________________________________________ 

Provider Phone:  __________________________________________________

Provider Address: _________________________________________________  ________________________________________________________________

Provider Email:  ___________________________________________________

Number of Participants:   _________________

Materials Review (Prior To Session---Optional)

Date of Training Materials Review:   _____________________

Syllabus: Yes   ___   No   ___

Participant Handbook: Yes   ___   No   ___

Trainer Handbook: Yes   ___   No   ___

Other Handouts: Yes   ___   No   ___   Describe:  _________________________
________________________________________________________________
Evaluation: Yes   ___   No   ___

Syllabus (Check applicable)

Course Title/Number ___


Hours of Credit ___

Information Re Provider ___

Course Description ___

Learning Objectives ___


Time Allotments ___

Course Outline ___



Code Edition ___

Course Reference(s) ___


Course Evaluation ___

Participant Materials

Does content follow outline of course? Yes   ___   No   ___

Is content easy to read/follow? Yes   ___   No   ___

Comments: ______________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

Was content correct/current to current code edition? Yes   ___   No   ___

If not correct, cite area and page/slide number. (E.g., Bldg. Height, Slide #14)

1. ________________________________________________________________ 

Corrected Information:   ________________________________________________________________________________________________________________________________
________________________________________________________________

2. ________________________________________________________________ 

Corrected Information:   ________________________________________________________________
________________________________________________________________

________________________________________________________________

3. ________________________________________________________________ 

Corrected Information:   _______________________________________________________________

________________________________________________________________

________________________________________________________________

4. ________________________________________________________________ 

Corrected Information:   ________________________________________________________________
________________________________________________________________

________________________________________________________________

5. ________________________________________________________________ 

Corrected Information:   ________________________________________________________________
________________________________________________________________

________________________________________________________________

6. ________________________________________________________________ 

Corrected Information:   ________________________________________________________________
________________________________________________________________

________________________________________________________________

7. ________________________________________________________________ 

Corrected Information:   ________________________________________________________________
________________________________________________________________

________________________________________________________________

Note: If more space is needed, please use Page Six, “Materials Review”. Remind Provider/Instructor to also correct Trainer Handbook and/or other handouts.

Presentation/Session Review

Date of Session:   __________________

If Applicable, Were Changes Made To Print Materials Based On Materials Review:

Yes   ___   No   ___

Training Materials Present: Yes   ___   No   ___   If not, explain:   ________________________________________________________________
________________________________________________________________

Start Time:  _____   End Time:  _____   Timelines Followed:  Yes   ___   No  ___

Classroom Environment Comfortable: Yes___ No___ If not, explain:   ________________________________________________________________
________________________________________________________________

Course Evaluation: Yes   ___   No   ___ 

During session, was content correct/current to current code edition?  
Yes   ___  No   ___

If not correct, cite statement (What was said), or topical area and page/slide number. (E.g., Bldg. Height, Slide #14), and what is correct information (If immediately known).

1. ________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

Correct Information:  ________________________________________________________________
________________________________________________________________

2. ________________________________________________________________

________________________________________________________________

(Attachment H)
SAMPLE LESSON PLAN DEVELOPMENT FORM
1.) What is the topic? 

___________________________________________________________________

2.) Who is the audience? 

___________________________________________________________________

3.) How many participants? 

___________________________________________________________________

4.) Location of program? 

___________________________________________________________________

5.) Who/what are my possible resources? 

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

6.) What are the topics to be covered? 

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

7.) Program objective(s)? 

___________________________________________________________________

8.) Supporting objectives: “At the end of this program the participants will be able to…”

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

______________________________________________________________________________________________________________________________________

9.) Icebreaker: “How am I going to capture the participants attention?”

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

______________________________________________________________________________________________________________________________________

10.) Motivation: “How am I going to create a desire in the participants to listen and learn?” 

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

______________________________________________________________________________________________________________________________________

11.) Review/Overview: “How will I review the previous lesson and give an overview of the next lesson?” 

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

12.) Learning activities: “What activities can I use to involve the participants?”

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

______________________________________________________________________________________________________________________________________

13.) Media requirements: “How can I visually enhance the presentation? What handouts and pictures will help me make my points?” 

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

______________________________________________________________________________________________________________________________________

14.) Summary: “How will the main points of the presentation be restated?” 

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

______________________________________________________________________________________________________________________________________

15.) Questions and answers: “What types of question and answer processes will I use to make sure the participants understand the material?” 

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

______________________________________________________________________________________________________________________________________

16.) Participant evaluation: “How will measurement of participant mastery be determined?” 

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

______________________________________________________________________________________________________________________________________

17.) Follow-up: “What post-course activities can be useful in ensuring transfer to the job and/or retention of material?” 

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

______________________________________________________________________________________________________________________________________

NOTES: ___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	(Attachment I)
Impact of Listening – Especially Active Listening!

State that listening is an important part of the communication process, which many people tend to overlook or not worry about because it is perceived as a passive activity. On the contrary, listening is an “active” activity and is a powerful tool that can increase one’s effectiveness at work.

Definition/Process of Listening – Is the process of receiving a message from a speaker, making some sort of sense of it, and then responding to it in ways to show understanding of what the speaker meant.

Ask, How do feel when you think someone is really listening to you? (List on flipchart)

Note: Possible answers…

· They care about me

· They respect me 

· They take me seriously 

· They actually understand me

· My opinion counts

Ask, What is common about all of the examples we have listed? Answer: They are positive in nature, which means that when someone is really listening to you, it is a positive experience.

Ask, What might be the impact on your job if all of the people you interacted/communicated with at work walked away from you feeling very positive about the communication that just took 

place?

Note: Possible answers…

· Increased quality of work

· Increased customer satisfaction

· Better working relationships

· Better teamwork and overall cooperation

· Less overall job stress

Ask, Can you remember a specific instance at work when something positive happened as a result of someone listening effectively? (Discuss)

Ask, What might be the impact on your job if the people you interacted/communicated with did a poor job of listening to you?

Note: Possible answers…

· Overall bad working relationships

· Possible loss of business

· Bad decision making

· More inefficiency (more errors)

· Dissatisfied clients

Ask, Can you think of a specific example of something negatively happening at work as a direct result of someone not listening well? (Discuss)

Four Approaches to Listening

State that as there are different approaches to communication, there are also different approaches to listening. The four approaches are: passive, selective, attentive, and active listening. The selective and passive approaches are the two most commonly practiced. Most people tend to listen using one approach.

Passive Listening

State that the passive listener is OK nonverbally, but provides very little verbal feedback to the speaker. The passive listener does very little to stimulate the flow of the discussion. Conversing with a passive listener can be frustrating because you are not sure if the person cares about or understands what you are saying. Many think that the approach of passive listening initiates from our school days as children, when we were told to be quiet, listen up, and “children were better seen than heard.” Passive listening ends up as a one– way conversation. (Discuss – examples)

Selective Listening

State that the selective listener basically hears what he/she wants to hear. So when the selective listener hears what he/she wants to 

hear, he/she becomes more involved as a listener. But when he/she doesn’t want to hear a particular message, he/she tends to tune out and possibly become negatively reactive to the speaker. Part of the reason many people fall into a selective listening approach is because we all possess emotions and personal biases, which might become a reason for us to tune a speaker out, because of who he/she is or what he/she is saying. Regardless of the reason, people who selectively listen are consistently inconsistent with their listening efforts. (Discuss – examples)


	Handout, pgs. 15-16 

Time = 15 minutes

Display slide 12

List on chart

List on chart

List on chart

List on chart

Handout, pgs. 16-17

Time = 20 minutes

Display slide 13

Display slide 14

Display slide 15


(Attachment J)

PERFORMANCE VERBS

(Use When Developing Goals and Objectives)
KNOWLEDGE


ANALYSIS

Count




Order 

Define 



Group

Draw




Translate

Identify



Transform

Indicate 



Analyze

List




Detect

Name




Explain

Point




Separate

Recognize



Summarize

Recall 

Recite




SYNTHESIS
Read




Arrange

Recode



Combine

Repeat



Construct

State




Create

Write




Design






Develop

COMPREHENSION


Formulate
Associate



Generalize

Compare



Organize

Contrast



Plan

Describe



Prepare

Differentiate



Produce

Discuss 



Specify

Distinguish

Estimate



EVALUATION
Interpret



Appraise

Predict



Assess

Translate



Critique






Determine

APPLICATION


Evaluate
Apply/Use 



Grade

Solve




Judge

Complete



Measure

Demonstrate



Rank

Employ



Rate

Examine



Select

Illustrate



Test

Practice



Recommend

Relate
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We’d like your thoughts on this course. In an effort to continue improving our programs, please help us by completing the following evaluation:
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