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The iEvaluation of an Instructional '
: Package for Industrial Trainers

Susan Jean-Yep °

N '
. . .

N e
A packagé for industrigw trainers was deéigned and assessed

-in relation to a specific training program at a major Canadian bank. An t.
informal pilot evaluation was undertaken to examine critically every.

aspect of the training éysfem beginning with“proéraq~desigﬁ and ;ontinuing
throdgh to on-the-job training/performance results. The manual aims at
helping trainers analyze and improve their teaching effectiveness in a’
classroom situation. It proVides train;es to prepare, p]an;'tgach and
evaluate a lesson through a knowledge of basic priﬁcip1e§ of }earning and
instruction;‘to provide practical experienbe 1ﬁ thé preparation and preséﬁta—'

4

tion development of lessons; and to haintain a high standard of teaching in

~

Jthe bank. The review of the related research investigated training and
\ .

evaluation processes in industry, and recommended a systems-approach to .

. “
the design and development of this project. Certain elements of microteach-

-

-,

ing were adépted-in>this study, namely, the smali—sample size, and the use ——

of the Videotape in'ithe recording of an effective presentation by trainees.

A samplg of 14 training officers were selected for two-workshops

o

studies, for a duration of five days each. Needs analysis was conducted

‘in1t1a11y to determine the training objectives, and a curriculum model for

trainers was formed. Subjects were administered a pre and post test for
» ' .

the last workshop onTy fo measure for knowledge and retention of the course

content; each subject delivered a 2-minute and 15-pinute videotaped
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pre;entatioh, to bereviewed and critiqued later. Course/Instructor/

Video evaluations, informal interviews, and 3-month follow-ups comprgsed

the rema1n1ng assessment- Correlations wére computed among these . :
i
variables: sex, age, education, number of years of bank exper1ence months , P
o o : '

of traiging experience, and present position.
Results of the evaluation showed strong approval and acceptance

of the program. At least 90% ciaimed to be more confident in their ability

.

as trainers and improveﬁenﬁg were ﬁoted sjgnificantly in the area of pre- ' ';_
paring and.délivering an effecti&e presentation. On all sca]es, subjects Ve
rated the manual as highly’ effect1ve and uéeful on-the- JOb as. 1t provided

the major input 1nto the successfu] outcome of the prggram The v1deotaped

presentat1ons we\é//;und to be the h1gh11ght and the most memorable exper1ence.

FlnA1ngs 1nd1cated significant increases from the 2-m1nute to T5 minute.

video presentations. A number of factors potentially re]ated to perfonnancél ) :

on the training program were examined;’ no significant' interrelations were
» - \ - .

found. The 3-month follow-up revealed that more than half of the partici- i

,pants were beg%nning or have applied newly learned material.on-the-job.™

\

Participants reported improved changes in their interpersonal ana presentafﬁa

e i ea At V. i

tion skilTs w1th fe]]ow’tra1nees

rt‘Ts*hUped*that‘thTs‘pTTat‘study“WTTT—set—the—framEwUrk‘fUr—fUtUTE‘*—"——'J—‘“—

train1ng instructors in ‘the bank. Future research will hopefully evaluate
1%

more workshops of this nature, and extend itself to a larger population

géoup under more controlled conditions.
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Chapter I
- INTROPUCT ION -

/. -

The importance of industrial t iﬁﬁng a;d eva{uatidn must be
recognized more widely in order to mea;uré the extent and effectiveness_
of training programs. Impravements of fraining depends -on the measurement
of_resu]ts against training objectives, and efficient contro1‘of the system
is'only possible by the feedback whicﬁ evaluation provides. 'In this
era of’rapid, technological change, new concepts, materials, processes
and machines are appearing f%at affect occupational education and development
of the labour force. Thesé‘changes, and many others, have an effect-on |
job education and training.” The trainjng patterns of the organizqtions
must fit themselves into the evolving structure of the enviroment . Curri-
culum must be in ]i;e with the social needs and technalogical changes.
The methods of instruction must be in keeping with the latest and best un-
derstanding of how people learn and how they can be iadght more effective-.
ly. -
There is a defféite need for training research to beloriehted to-

wards business and industry. Research of an evaluative type, which is funda-

mental to sound program development, has been very limited. Little of no

evidence has been gathered regarding the results or effectiveness of training

!
program evaluation. '

The objective of any training program is to change human behavior
in such a way as to improve the efficiency of the company. This change will
Be reflected in employee attitude, skills, and knowledge{ The course of
action is to examine critically every aspect of the traiﬁing system in

.

terms of their needs, objéctives,xprograms, paéticipants, instructors, and

1

s o+ e e e e AL B, A 1 S e A A i o
. ?




i _ manag’emen?:, "'I . : TN e S
N\~ ¥ Everyone who-is reSponsib/l‘e fmf a training funqtion’is concerned
Yo . ‘gw'ith the opérating effectivepess of'his p;ﬂograre, but research techrh’qugs
‘ ﬁaw-/e rarely been use%,for determining such effectiveness. The‘re’ason
’ g'iven most often is that there is a lack of qualified ;‘)ersonnelv in
training depa;rtmehts to conduct the eva]uaﬁon required. "_

w

o Y5 St o S e

The trainer has the resporisibility of keeping abreast “of the
ﬂt"echno]oqica1 changes in the field covered by his curriculum. Therefore,

,individual courses and training programs must be constantly evaluated,

‘reyis.ed, and refined. ' - .
Every orgam'zation, no matter how small, includes et least ong
\ "~ . member who is respons1b1e for tr‘a1mng employees . A traim’ng and d-e.ve’10p'-*
ment professwnal has a.unique opportunLty Very few occupations in indus--
. try have as the1r charter the creatwn of experiences dedicated to he]pmgL

fellow employees fulfill thejr career aspirations. Most jobs have as -

? ) ' -5 ’ . . ' . ’ . . . )‘
)

° the end product of their labour the generation and manipulation of’ finan-

‘ N ) .
i, . cial, etectro/mechanical or admim‘strative processes They must add. the
\; | ' umqueness of the individual to the demands of the job and find ways to .
b ‘ .

) -\’ - opt1ma11y match them

4

The existence of a training and deve]opment role is necessary, /

because organizations, in order to achieve their desired output, need
someone who is clearly responsible for:-

»

,. . «} training people to do their present tasks properly,
el - educating certain emp]oyees td assume greater respons1b1ht1es
. in the futurk.
- developing people and orgamzatmns for futures.
The training rolé has five major responsible areas: (1)-deter-
mining training needs (2) establishing training objectives (3) selecting
instructional methods, média, and developing instructional materials

(4) c':onquctir;g and administering training, and (5) evaluating training.
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. knowledge~ahdﬁskilli\3e:essary to do.the job. Th1s, to a large eftent,
determines the success wf the organization. The reason for the ex1stence

é ' ' ° St - ’ ’ 3
- ‘. - .
Proper selection. and organtzation of trainers can be one of the ‘most
s1gn1f1cant dec1s1ons made in the overa]l success of//pe training operatwon
and increased production. .
. £ s
On—the-jo?, effective training ean_maﬁe an/1nd1v1dga1's work a

more p]eésant and satisfying experience, and.as employees are the organiza-

tion!s most valuable asset, it s important to provide them with the

wx

of a training program is so that the organization will benefit maxiﬁa]]y‘

]

~as its employees grow 1n\\he acquisition of knowledge, abilities, and

att1tudes As well, training represents a major corporate investment in
. . . N j ’

v < -

many compantes. ( i )

. «Evaluation is @n ongoing process that begins even before the first

<

thought of training; It should provide the framework for a]] the activi-

. ties in the tota] humgn resource tra1n1ng/deve10pment program

-

. There are three bas;g reasons for evaluation:

. A Fi

(1) To ensure that tra1n1ng and deve]opment programs make the contribu-
tions to the goals and objectives of the organ1zat1on that they .
were established to provide. Evaluation iS used to the degree to
which the objectives of the program have been establjshed.

(2) To collect the data needed to improve the effectiveness and
efficiency of’every aspect of the training and deve1opment system -

- personel, fac111t1es, equipment, policies, programs; and procedures.

/

N yd
«(3)y To deteérminé the.cost/value ratio of the program.

Evaluation thus becomes the process of determining whether
progress is being made toward statee objeétives at.a reasonable rate and

expense-. Results are the ultimate measure of the effectiveness of the

training fhnction: A good” training program without éffective evaluation

is like an investment without profit control.

The purpose of th1s thesis-equivalent was twofo]d

(1) ‘To deve]op an 1nstruct1on@1 training pa\kage manua]) for industrial
trainers at a majop Canadian bank. -

A

ettt = it st bbb bt As % &
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(2) To evaluate the effectiveness of the package as it relates to the
. performance level of the trainers amd the training program. ‘
This evaluation was carriged out on two “Train-the-Trainer" workshops
held by the bank: ) .

~ Workshop I: December 7-11, 1981
- Workshop IT: March 8-12, 1982 '

The training pakkage (manua1) was.deve1oped for several reesons:

- for use in the classroom.

.~ 1o act as a. reference, referral gu1de for instructional tra1ners

.

2 to'contain technical and *practical information on*learning principtes;
audio-visual aids; instructional theory and design; and on-the-job
training. - v

*

The manua] was needed and deue]oped to update and rep]ace old
matekiaﬂ previously used for wofkshops of this nature. The package w111
be used by future participants attending the T:ein-the-Trainer workshopsﬂ ~
and as a reference guide for trainees interested in becomfng.more effective

and iompétent trainihg 1nstrucjgr§. It was felt desirable by the bank to

enlist the'aid of this researcher to .assist and develop an effective manu-

a J

al using instructional skills, media, research, analysis, and evaluation
LD ©

specialist
N :

ffas seen to possess the necessary background, skills, and knowledge ta'asses-ﬁf

to its fullest capacity. As well, an educational technology

effectively the manual and the trafning program.

In this thesis—equivaient eJa]uatioh technieues were applied
to assess the Train-the- Tra1ner program These are the evd‘hat1on
techn1ques which will be used in the assessment process:

- the adm1nlster1ng of a pre and post test for the March workghop to mea-
sure.the knowledge of course content before and after.

- the ratings of the 2-minute and 15-minute videotape critique forms
to assess delivery and presentation sk}lfs

- a Video Feedback/Evatuation Quest1onna1re to measure participants' atti-
tudes.

- Course Evaluation: to determine how effectively the course has achieved
its objectives; to determine Eow the content, course organization,

. presentations, methods of ins ruct1on§. and participant expectations can
_be"improved to make the workshop more efficient~in transferring the
‘learning; and to evaluate the performance and effettiveness of the instruc-
tors.

- 3-month Follow-up Evaluation: to meakure participants' attitudes and
behav1qr changes toward the workshop while on- the Job. -
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}he "Train-the-Trainer" Pﬁbgram/workshép

- -

L]
N 8
a “ .

.Trainers in the bank  play an important .part of the Qrgqnizations'

. development. Not ohly must fhey become‘effectiVe'instfuctors, they'must

help their trainees grow in their knowledge, abilities, and attitudes both

' as employees and as individuals. This is the reason for the existence of

a training. program. The organization benefitS\F its employees grow in

cdpacity and underét@nding.' Trainers are needed ‘to determine HOW the skills,

methods, techniques, and equipment can be produced to meet organizational

goa1§75q'fﬁe mSSt'effegtive and.efficient'way‘possible. In order for ;he
system tolrun,continously, they must be able to effectively %rénsmit
their knowledge onto their trainees. There Ss a need to engag? trainers,
during_the period/yithin whiéh they are. acquiring their e;pertise, in
experiences which will ;raiﬁ‘them: educate them, and devélop them.' These
progra::\musﬁ/provide for both short-term and long-term skills and know]edge.
| | Tﬂe "Train-the-Traiﬁer" program was deve]bpeq in 1978 to provide

ah opporiunity for bank instructors to analyze and improve their teaching

-effectiveness. Worksheps are given by the Human Reéourc : Training and

Development Department. Each year, a letter is sent out from tﬁe MontréaW
Head Office to districts (proviﬁce§) across Canada and wor]dw%de 1%sﬁing
three to four dates of when each workshop'will be he]d.o On the average,
workshops are held every three to four months, in any one of the\Tajor cities
in Canada. District managers are requested'to submit their 1ist‘of poten-
tial-candidates for the meﬁtioned dates. ’

The purpgse é% the workshop is to help trainers in the banking

industry to effectively fulfill their responsibilities as a-"training

. instructor". At tﬁe}end of the one-week workshop, trainers should be

Al

able to: '
¢ ,

<

S
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i - describe and app]y basic learning prwnc1p1es in the c]assroo and in the
o - field.

; o - design and evaluate classroom sessions.

- deliver an effective c]agﬁroom presentat1on

- interview, mon1tor and coach trainees -and/or branch staff in the
classroom and in the branch environment. -

- plan and administer the training functions within their mandate

The workshop gives trainers an opportun1ty to ana]yze themse]ves .

as instructors and learners and to participate actively in all phases

’ ‘e
of a trainer's work. A var1£ty of techn1ques are used to he]p them acquire

the skills and knowledge they w111 need as trainers, such as role- -playing,
group exercises, games, discussions, and 1ectures. Exerciseg and problems
.are based upon rea]fstic situations, and whenever possible, drawn from raa1
/ life. _ - - s )
. The Train-the-Trainer program provides opportunities for trainers
to systematica11y produce a unit of instruc%ion, test it out, evaluate -~

.‘ ' ) &
- ' jts effectiveness, and revise it as needed. Future trainers should be

exposed to a variety of learning situations while they are learning., Be- |

¢ cause a trainer must always work with human resBurces, it is essential

> that any training program for trainers provide multiple 6pportunjtiés over
. an” ex tended period of time for interacting with other people under both -
. n ' ,
“simulated and real conditions. ' j

In dd%ank situation, a 1arge amount of moﬁgy is alloted each year
to the development and coordination of training programs and courses as
l s ) well as to the ongoing production of new training materials. 'The bank's. N
| 'pailésophy‘is to.encouragé and support a{l employees in -their personal deve-
‘lopmeﬁ} within their‘present positions and to prepare them for future res-
ponsibilities. Through ngs deveﬁopmentu‘they will undouH?ZEﬁy increase

their own efficiency anqoproductivity. . ¢ : ‘ ¢
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CHAPTER 2
. REVIEW OF RELATED RESEARCH
. /‘ ‘ |
Introduction * . , ‘ ‘ , e
‘t_ A review of the literature on the evaluation of training and a

study of the eva]uatioﬁ provisions contained in a large mumber of training’
‘and development programs indicate tﬁat little has been done to measure
- training in terms ofwits effect upon the.broductive efficiercy apd morale
_of %n organization. . Even in tﬁe few cases where studies of’ the impict of
such training have been made there arises the questjon as to whefheﬁ the
training program was responsible ‘?Qr the improvement, or whether. other
factors were involved, -
- The objective is to determine how well the training job has been
. done in terms of the needs of'thé trainers and the organization, as well
as the resources avai]ab1§ to meet these neéeds. Training is viewed as a
processing system'ﬁhigh converts input (trainees) to outpﬁts (trained
) emp]oyees whose capabilities have been enkanced through trainjng). Eval-
uation is a decision-making process that may‘be hampered‘by'data that is
\ uncg]iabdb, untimely, or incqmp]etek Training,'therefore;.hay‘not be .
evaluated for a number of reasons, including lack of perceived need and
lack of knowledge and skill on the part of the trainers.
The review of related Fesearch in this section identifies four
important areas that contributed to the design and developrment of this
thesis-equivalent: (1) Training -(2) Evaluation (3) Microteachjng,‘and

(4) Videotaping.

o
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Training in business and industry is one of the most rapidly
. . a

éxpanding fields today. Not only are corporations involved in specific

; " Jjob training, but they also are becoming active in providing broader

eduéationa]/developmenta] programs for employees (Peterfreund, 1976).
i IBM now spends over $750 million per year and General Motors over §I
bi]!ion annually on training‘(Thomasq 1981). Ihefnbmber of training
; - pfofessionals needed as well as the skills §f thoge trainers contihue'
to increase. Between 1976 and 1982, it is expected that management
tr§iﬁing alone Qi]] increase 83 per cent (Schwaller, 1980). In a recent
éurvey of 113, companies, 71 pgf cent reported that they have in-house
. training deve]opment\and_production faci]itjes and staff and expect a v
60 per cent expansion over fiye years. Other estimates prepict that
corporate training media départménts will groQ at a rate of almost 40
_ percent per year (Laughead, 1977). The preparation of new professiona]s_

in this area should be of great interest to both industry and higher
4

]

--education.

TraQHing and Educatjon

)
&~ wt . o, A\l
A . . .
: ’ . .
. . .

In any discussion of training, it is important to establish the
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-

system encompasses all those activities whicﬂ prepare an indtvidual to

}‘function in a wide range of situat®ns at some ;oint in the future.

1 Therefore, education centers on future applications of 1earning, develop-
ment of knoweldge and attitudes, indirect relationships to a job, all
occupational roles, and implied learning for use in unpredictable situa-

4

tions. While the specific focus may differ, training will be effective‘
HE the degree that: (1) the forma] educaéionai system’adéquate1y provides
the basic knowledge, skills, énd attitudes necessary as a foundation for
training the existing pool of manpower in jo skills, and (2)- the man-
power deve]bpment function has adeduate1x provided that the behaviors to
be acquired are for skills which will be used in thi;ecdhomy. Job train-
ing cannot be divorced from the formal educational system, though their
goals and approaches may differ. Effective training will yield a level
of job performance consistent with previously established standards.:
Training is an importaﬁt element of humaﬁ resource development.
Figuré 1 indicates. the importance and interrelatedness of education,
training, and development\%n a human resources department. While educa-
_ tion andltraining focuses on the jﬁdividua], 'development' is aimed to-
ward the individual and the organizafion. Development Fé]qtes to ‘learning
experiences that build on the worker's potential to respond to néw organi-
~ zation needs oé'goals (01son & Berne, 1980). It not only embraces 'train-
ing' end 'education’, but also contains efforts at building character,

interpersonal skills, self-awareness, and. other dimensions of personal

growth and behavior (Peterfreund, 1976). -
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The Role of Training

—~

A complete training system 1ncorpoFates into its design the

s

/
transition of skills application from instruction to the job, as well

. a5 the management and organizational structure in wﬁgch the skills must

be performed. The key to training involves changing behavior in an '

+
¥

individua] to produce an increase ﬁn}quantity, or an improvement in

the quality, .of an individual's contribution to thé goa]s of the organ-
jzation. The trained behavior must bé‘measurab1é and obsérvabje. As
well, it must also be transferable to'the job, and relevant to the
goals of the organization. By definit}on, training is "an acqui§ithn
system by which people acquire knOwledde and skills they didn't pre-

viously-possess" (Laird, 1980 p. 18), and/or the systematic develop-

ment of the attitude/knoN]edge/ski]] behavior pattern required by an

individual in order 'to perform adequately a given ‘task or job (Stammers

+

& Patrick, 1975).

-

® i

The scale of the training function ﬁ%]] vary Qith the size of
an organization; }n some firms, the functioh will be explicitly reor-

ganizgd - e.g. in a "training office/g> dep%rtment - but in others it

>hay be implicit." A well-organized training staff spends time teaching,

diagnosing training needs, establishing objectives, selecting.trainees,
and developing and evaluating instructioﬁ. The goal is to make sure

that good instruction is both received and théﬁ used. A fraining program,
in order to be effective, not only must change the knowledge and the
attitudes of the participants, but, even more importantly, must change -
their.jOb-re1ated behavior so that their performance is mirrored in

better organizational results.

15
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Training rgpresents,a major corporale investment in many com-
panies. In a banking dystem, the philosophy f; to encourage and support
all employees in the%r personal deve]opment within their pr;senf posi-
tions and to prepare them for the future responsibi]%ties, TH; skills,
attitudeg, and abi]itfes'of the employees to a-large extent determines -

the success of the bank, and are tHe bank's most valuable asset jn terms

‘of increasing their efficiency and productivity. On-the-job, effective

training can make\an\ifgjvidual's work a mofe pleasant and satisfying
experience.

The role of training in the 1980's is predicted to expand sharply.
érofessiona] trainers must increasingly be concérned with creating
effective programs and substantiating their values. More sophisticated
evaluative strategies w?11 be used as organizations seek useful evidence
regarding the effectiveness of training. Such evaluations can be expected
to focus on outcomes that are observable and measurable in on-the—job
behavior. ‘

The trainer has many diagnostic'tools to assess learning needs:
those used should be problem-centred, based on principles of adult
learning, and should lead to specific program performance measures.
Learner involvement should be an integral partvof the training needs
assessment process. The trainer and trainees should collaborate on the
program design to produce agreed-upon changes in employee .performance.

h The critical incident technique of traiﬁing design relies on
observed data and must address four concerns: (Stein, 1981, p. 14):
1. Behaviors leading to effective job performance.

Behaviors leading to ineffective performance.

3: Behaviors which could be changed to lead to effectivé/pe féfmgnce,
and ’ -

4, Attitudes, skills, and knowledge )eadizﬁhfo success or failure.
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Training must not be held simply for training's séke Selecting.

r
approprlate tra1n1ng calls for timely 1nfonnat1on and an awareness of

needs. Some training techniques include the following:

Behavior modeling, -
Role-playing, )
Simulation and gaming, ’ .
Laboratory and sensitivity training, | ‘ ~
Discussion, '

Programmed or self-instruction,

‘Organization development techniques,

Films, videotapes, and/or closed circuit telev1s1on, and
Lectures. o~

OO~ B WM —

(Dona]dson aﬁd Scannell, 1979, p. 76-84).
To be effective, the trainer should be familiar with proposed

programs and all equipment to be used.

-

The Transfer of Trdining s

/

‘Many current training brograms are not optimally effective’

because their designers and presenters fail to consider adequately the

A Y

need to facilitate transfer of training to work environment:(Leifer and
Newstrom, 19@0). A good pfogram - one that produces change within the
training context itself - is st&]]'inadequate if it fails to induce

significant new behavior on the job.

Issues Essential to Training Transfer:

&

1. The trainee must be intellectually aware of the’'situations in
which new skill is most appropriate.

2. The training session itself must be related to recogn1zab]e joh
issues and tasks.

3. The opportunity must be provided for proact1ve planning for.
implementation, and _

4. Reinforcement must be provided while trainees are still experi-
menting with new skills.

—

@ ma————




L e ey« i a S

o e e e

14

The per1od after, the tra1n1ng session jprovides the real test
of effective transfer. The most common technique for assessing transfer
is that of "follow-up evaluation, where trainees are asked to assess
the impack of the training after é 30 - day or three month interval.
A progress report might also be sent to the manager or participant, or
both, immediately following the training. 'Thgﬁ should outline strengths
and weaknesses observed in tr;ining practice sessions. If a learning
‘contract' was developed,some reference to the specific task outlined
by the trainee as a potent1a1 opportunity for skill use should be made
in the reeort” (Le1fer and Newstrom, 1980, p. 45).

Transfer of tre751ng should be a major concern to\hyman resource
de;elopment professioné]s. The trainer's impact must extend beyond the
classroom; it must be integrated with actual on-the-job conditions.

A clearly defined system should be initiated which unites the traiher;'

trainee, and the manager, where bossib]e, in the transfer protess.

A Systems Approach to Training -

~

Training in industry is don% in the context of the toté] plant

L

environment; it is but part of a larger system of production. If

* training is to be.effective, the issues and problems of development
must be considéred. Although the systems approach to training is
relatively new to many practitioners in 1ndustry, it does not. represent
-new” thinking. Ra]ph Tyler was conceptualizing such an approach to
instruction as early as 1935. Shortly thereafter the military demon-
strated its feasibility and effectiveness. Recently, major inroads

have been made into the field of industrial training (Gammuto, 1980,



r
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p. 1). The systems approach has proven to be a va1ﬁab1e means of deteﬁ?.
mfning valid training objectives and subject matfer and as an ajd in
selecting and devising effective instruction. It can minimize failure
and maximize success. .

Training does not function in isolation. Brethower and Rummler
(1379, p. 15) states that "It (training) must contribute to the larger,
tota]‘co;poration. If it does not contributéi then it wi]]tcease to
function. Also, any attempts to maximize its oufput or effectiveness
will be neutralized by the need for the total system to thimize all
the sub-systems_(specifica]ly, this is dope through budget allocations).
In othér words, a System is an arrangement of reqularly interacting
objects, people, or events wh{ch work together to perform one or more
function kRomiszowski, 1973). A trgining'system may be ‘defined ag‘the
organizational principle by Which-a traininé:operation may be developed.
In a systems approach, the resulting system will be maximally effective
and efficient. It involves a set of princ1p1és which emphasizes a clear
definition of objectives and specific design and refinement of the means

by achieving the objectives. By applying a systems approach to training,

trainers can be gonstious‘of what they"are doing and what the effects

of different types of training effort may be.

The training function has these system characteristics:
(Brethower and‘Ruﬁm]er, 1979, p. 15):

1.. Its output is the input to another part of the.system. It does
‘not function in isolation, and must contribute to the larger, total
system. If there is no contribution, the system will cease to
function.

It responds to data, must be correct, and must adapt, or die,

It is controlled by the evaluation criteria, as it adapts.

w N

" The boundaries of a system must be defined, and balanced to

-

‘accomodate influence and change. In its simplest form, the system

R T I W WU P

i
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consists of input, program (subject matter for 1e5rner), and'output.
The input is de%ined By.stating the characteristies of the learners.
This includes sex, age, basic ski]]s,lprior knowledge of the subject
matter, amtitudes, ﬁeve] of education, motivetion, attitudes toward’
train1n§ and towerd using what tmey learn. The output is defined by
‘stating precisely (1) what the learner must be able to do upon com-
pletion of the training, (2) the levels of proficiency desired, and
13) the conditions under which the trained behavior muet be demonstrated.

Brefhower and Rummler (1979) identify these key'eomponents of
an ideal training system, consisting of the receiving system (i.e. the
jobs or organization) and the processing system (the tra1n1ngdfunct1on):

1. Inputs into the system: students or trainees.

2. Processing system that converts inputs into outputs: instruc-
tional lesson, a course, or a training department. .

3. Outputs of the processing system: trained, or educated, -

students or trainees.

Receiving system: the job.

Mission goal, or stated goal of the rece1v1ng system: the

training course. .

6. Evaluation of the accomplished goal: This evaluatipn
measures the output of the receiving system and matches -that
output against the stated criteria for the mission.

7. Evaluation of the quality' and quantity of the outputs of the

- processing system: This evatuation requires measurement of

the processing system outputs and the1r comparlson with the

(S0~

product criteria.
8. Feedback to the processing system on the outputs of the
processing system and attainment of the m1ss1oﬁ goal.
Eight systems are found in traininé Hepartments:
‘ . _ '

1. Static systems of training. .
4+ 2. The clocklike system. - N
o3. The cybe et1c system, 3
4, The cell ystem M
5, The plant'system. , .
6. Training as an organism, A
7. The tra1nlgg departmendfas a social organ12at1on
8. Training & a social movement !

) . , (Odiorne, 1979, p;/QS)
The cybernetic concept of trainingnpppeers to be in great favor

-




-t o
-

" (Romiszowski, 1973, p. 5- 6).

R R » N o

.o 0 - -
‘currentfig' _Cybernetics is a form of‘communication theory that treats

L4 ¢

organ12at10ns and organisms as be1ng alike in that both can dwsplay
I

behavior. LI has a number of advantages, the foremost of whgich are:
(1) 1t causes}cﬁaiqiﬁg to start from the top down, or at 13§;t have
the enddrsement of supericrs of the trainees, and (2) It brings aaout
'identificat%on)of traih{ng needs through the t;ainer brie%ing hiaself
on the nature aﬁd\intensaty‘of behavior change hessages co;¥ront1ng

{ B

" .Figure 2. provides a fTow chart of the key ingredients in-

the trainee on the job.

§

successful training (Broadwell, 1979 P, 158) For_training'td be

effective, it musfainc]ude a1%;these.step53betweEn the trainer and the,

trainee; INPUTS ----- >  TRAINING ----- > OUTPUT;- and the informa-

’

tion contained’in them,

to fraining (Gammuto, 980, p, 83), while Figure 4 shows a."gendral
systems mode1™ compared with a "tra1n1ngzsystems model" (Figure 5).

\
The fol]ow1ng are commen components of a,systems approach,

J - -

1. \Analysis of the greater system into which the system being designed

is to fit. (i.e, purposes, 'obJectlves of system under des1gn)
2\ The synthesws or construction of a trial solution to meet objectives.
37 'Testing and evaluation until.an optimal solution is developed.

In tkainihd, a‘more detailed approach to the design of learning

systems mayoinvoTve the following:
1. Ana]ysis of the total system trainee's $ob, environment, or

) educat1onfﬁﬁads to a precise statement of Tearning objectives
toggther with relevant measures which may be used to test attain-
ment of the objectives.

2. Designers apply 1earn1ng theory to the deswgn of draft course
materials, ..

3. Evaluation of the measures developed at the first staqe The
regl test of success is whether the tra1nee performs prof1c1ent1y

N

[ 4
¥

Y S

Figure 3 represents the -10 essential steps to a systehs approach
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FIGURE
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GOALS

ANATYZE
PROGRAM
RESULTS

TRAINING
OBJECTIVES

a

<

TRAINING.
POLICY

MEASURE
LEARNERS

DESIGN

COURSE & |

STAFFING

i.

PHYSICAL
FACILITIES,
AIDSo . . Il'

v

ANALYZE
TRAINING
RESULTS

SELECT/
TRAIN

INSTRUCTORS

v

TRAIN: ~

'APPROACH

TO

INSTRUCTION

A}

(Gammuto, 1980)
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on the job. Fidally, there should be a continual evaluation or

- :, monitoring of the course.

N

This sysfems approach gives.sfocus to training deéign and aécomo-

dates most methods of orgaﬁizatﬁon toqaccomp1ﬁsh training goals. The

development of this thesis-equivalent rées the sytems approach consisting

of these five major phases:

“RESEARCH
*ANALYSIS A
*DESIGN/DEVELOPMENT :
*  OPERATIONS , _—
*EVALUATION

-

The Role of Trainers ‘ " ‘

1]

Trainers should be selected for their knowledge and skills of
the program. Unfortunately, it usually works out that there isn't
‘ suff%cieégwtime or the facilities to prepare them for this task. Most
trainers are neither trained nor suited for the job of training.
Chalofsky and‘éerlo (1975) have identified four roles of the
fraingr: (1)-1ea?ning specialist, (2) consultant, (3) program manager,
* and (4) administrator. Similar to this categorization is that developed
by Fhe Civil Service Commission in describing the Employee Development
Specialist: (1) training adm%nistrator, (2) consultant, (3) career
cQunsel]or, (4) 1eqrning'specialist, and (5) program manager %Jorz‘and
Richards, 1977). White (1979) listed nine roles of the trainer:
(1) analyzing needs and evaluating results, (2) desfgning and developing
training programs and materials, (3) delivering training, (4) advising
-and counselling, (5) managing training, (6) maintéihing organizational
relationships, (7) research, (8) development of professi6na1 skills and
expertise, and (9) development. of basic skills and knoweldge. Finally,

Rossett and Sharpe (1981) identify trainers as systematic problem-solvers,

.
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whose activities inc]&de: (1) instructional analysis, design, deve]op-v
ment, and evaluation, (2) media production, management, and liason, (3) ’
interpersonal skills for interaction with clients and subject;mattér
experts, and (4) platform, presentation, and workshép skills.

Four major roles emerge to form a model core curriculum for
training trainers: " (1) Management, (2) Training/Commﬁnication skills,
(3) Désign and production of materials, and (4) Selection and evaluation
of techniques. The cred&bi]ity and success of trainers are dependent
on thei; display of thege skills: they act as role models. Lefton and
Buzzotta (1980, p. 15) identifies these four axioms of training:

1. Create an environment where people want to learn and where they
retain learning. :

2. Effective presentation is not the only factor.

3. The trainer should have the ability to interact with trainees so
that the trainee is motivated.

4. The trainer should have the'ability to adapt training to each
individual trainee.

Trainers are in effect salespeople trying to sell learning to
the trainees. They must have Motivational skills, interpersonal skills,
and understand group dynamics. In the quest for professionalism, trainers
must remember that Ehe trainees in the learning system are adults with

“an inventory of knowledge and skills. A trainer must develop steady and -
appropriate feedback opportunities in the entire learning procéss and
provide positive reinforcemenf. Trainers must also strive for account-
;biTTty in their profession. '

The basic function of a trainer is to provide and manage the
experiences in which learning can take place. In the development/
evaluation of this thesis-equivalent, four major areas have been identified

by this researcher to form a curriculum development model for trainers:

(1) The trainer as Designer (2) The trainer as Presenter (3) The trainer

Tl $ Lt bttt L LW
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as Consultant, and (4) The trainer as Administrator.

(1) Theg;fainér as Designer. (Developef) of course material:

¢

- As a developer of course materials,- the trainer must competently

——

implement these techniques associated with the systematic design of
instruction: |

‘needs analysis
-task analysis
-formulation of goals and objectives
-select content and its sequence .
‘select appropriate instructional methods(s) media, and
instructional delivery systems : -
‘recognize and work with human, organizational, and :
“instructional constraints
~apply the concepts of adult learning theory’
‘use multiple evaluation techniques and strategies,
‘utilize constructively the data gathered dur1hg the
eval at1on phase of the design process

-
H

(2) Th trainer as Presenter of course mater1a1

i

%,

uture trainers shdéuld be exposed to a variety of learning
situations, and be able to adapt instructiona1‘procedures to the«leQel

of sophistication of the learners. Some’instructional’techniques ‘include
I ‘
the following:

“lecture .
demonstration A -
*laboratory . . : -
‘case study ' '

*seminar
discussion
‘presentation’

\s1mu1at1ons and games . ) :
/*individualized instruction . '
‘self-instruction

. ‘computer-based instruction !

‘role-playing

'sensitivity training

. s . i
(S . - l‘ . ‘
. M “
K . -
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(3) The trainer as Consultant:
) As a consultant, the trainer must:

‘be an expert in human resources development

‘be able to offer explicit answers to specific questions;
and be able to answer a question by proposing two or more -
possible solutions

‘serve as a change agent (to stimulate and sensitize the
thinking of management by offering advice and duidance)
*interact with people in realistic situations

(4) The trainer as Administrator:

o

// -
As an administrator, the trainer has’.the responsibility of:

‘managing and guiding the fuhctioning and development of a .
human resources development program
'selecting and training personnel to serve as tra1ners
‘planning, developing, budgeting for, and arranging for
appropriate facilities

‘working on a direct, effective, personal basis with

- people in and outside of the organization

iterature is also filled with statéments supporting the

qudlifications of former teachers to assume roles in corporate:training.
\Cragg;é$97§7fﬁtes several factors supporting the transition between
educationand industry: teachers have higher education relate-well to
others, are adept at p]aqning,‘can handle A-V equipment, know how tg
hold attention, are able to field questions, etc.' Nitsos (1981) points
out that it is possible for one to enjoy roles in both industry and
academe. After a comparative analysis of fﬁsks in industry versus
education, Streit (1981) sugge§ts that technologists, whatever their jobs,

are much more alike than different in the skills and competencies they

need.
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Evaluation

>

The Role of Evaluation

Eva]uation is a process or set of activities comparing results
against goals and established criteria (&9nat 1981). It is an aspect
of management control, and answers basic questions in a rigorous, neutral,
objective, and unbiased man;er. Tracey (1977, p. 28) defines evaluation
as a "systematic means of assessings.the extent to which training and
ﬁeve]opment plans have beenﬂcarried out and programmed objectives have
been attained."

The purpose pf evaluation is to ensure thatltraining and develop-
ment programs make the contribufions to the goals and objectives of the
organization that they Were established to provide. Evaluation is used
to determine the degree to which the objectives 6f the program have been
achieved. As well, data collected will identify and improve the effect-

, iveness and efficiency of every aspect of the training and.deve]opment
system - personnel, facilities, eduipment, policies, programs, and‘
procedures.

The evaluation of a course may have two purposes: (1) research
into generaﬁ principles.of teaching/learning or (2) the development of

“a particular set of course materials.

»

These two roles may be carried out independently, or together.
[t is probably best to carry out the course development and the basic
research functions of evaluation together (1) Do the present codrse
mater1als work? (2) Where and how could they be impioved? (3) What
—genera)1y applicable information can we learn from the exercise?

(Romiszowski, 1973, p. 7). The evaluation procedures should be designed
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to answer all-three questions as fully as possible.

Evaluating the Effectiveness of Training

-

The proceé;\Fﬁr\eva1uating training provides a systematic approach .-

for formulating and implementing an overall evaluation plan. A training

syétem shoutd be maintaineQ\on]y as long as it préfuces the desired

results.

Therefore, measurements of the effectiveness of training are

vitally important. In a total measurement system, evaluation activities

take place in four stages:

(1) during the initial planning, (2) through-

out the learning experience, (3) at the conclusion-of the training, and

S

(4) at periodic intervals after the program ends.

' Evaluation is an aspect of management control. It is a systematic

meanslof assessing the extent to which training and development plans

have been carried out and programmed objectives have been attained. The

data collected will identify weaknesses/strengths of the program, as

well as the personnel, féci]ities, and equipment, The most widely used

~ concept of evaluation by trainers is Kirkpatyick's (1967) four category

model, and Brethower and Rummjer's (1979, p. 17) adapted version of it:’

(See Figure 6).

KIRKPATRICK (1967l

3

Reaction: Participant's impres-
sion of how well they like the
program, :

Learning: The extent to which ‘the
training content was assimilated.

Behavior: Changes 1in job behavior.’

Results: Changes in organization-
al variables: e.g. costs, pro-
ductivity, turnovers, aBsenteeism.

v

BRETHOWER & RUMMLER (1979)

Do trainees 1ike the training?
Are they happy with the course?

Do trainees learn from the
training?

Do trainees use what they learn
back on-the-job?

Does the organization benefit
positively from the newly
learned performance?

ke
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Schwind (1975) agrees with this model, bl.:l't added a fifth category:
attitudes, because attitude changes may be the objecti\;e of a program
~and they can be medsured. Eva‘ﬂulation not only answers the question "Did
the training program have the intended resu1£s?", but also another
important area arises: '"Did training achieve its objecti\}es at a
reasonable cost?" Therefore, six criteria for effective evaluation of

training can be postulated: (1) reaction, (2) knowledge, (3) attitudes,

(4) behavior, (5) organizational results, and (6) cost-effectiveness.

Chabotar (1977, p. 24) identifies nine essential steps of the

“+

evaluation process:

Investigate the background and the needs of the training program.
. Determine resources and constraints.
Set objectives and ~goals.
Decide on the questions evaluation will answer Especially
important is "To what extent did the program meet its objectives?"
Others include: cost-effectiveness, usefulness, need... :
Choose a research desjgn.
Choose evaluation instruments:

*trainees' knowledge and attitudes.

-quality and impact of the training process. . \

BWN —

(o) 8, ]
« .
.
vt o A S s b st T ot M AR i o 4 s

*interviews, questionnaires, tests, observations.
‘Implement the evaluation,
Analyze the data generated by the evaluation.
Report and utilize thé evaluation's conclusions.

WO o~

v

Evaluation should be an on-going process in order to ensure the .
continued effectiveness of the training. It overrides and provides the

framework for all the activitiesr in the total human resource development :

*

_ program.

Based on the 1iterature review examined so far, this thesis-

equivalent hopes to:

‘conduct a formal evaluation of a training program,
-measure the extent and effectivepess of the program.
-competently implement training teshniques associated

with the systematic design of insthuction.

-examine critically every aspect of [{the training *

system in terms of their needs, objectives, participants, ’
instructors, and management; beginning with program ;-
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controlled practice that make it possible to concentrate’on

3

"design and continuing through to on-the job tra“inin'g/
performance results.

Microteaching

Microteaching is a trajm’r;g concept that can be applied at various
pre-service and in service stages in the pyo?essiona] development ofe .
teachers. It was deVe]obed b); Allen and others k1967 and 1965') at
St,anforli University is ‘the early 1960's where it was im"tiaﬂy des i gned
,to provide teacher trainees wi th practice in teaching:;,before they entered
the schools. The emphasis upan the study and a'na]ysis‘,l of teaching dur:ing

\

the 1960's resulted in attention being given to vam‘ou\s teaching ski113

involved in the teaching - learning process. It was designed to provide .

teachers witp a safe setting for .the acquisition of the techniques and
skills of their pr:pfession. The beginning teachers in the Stanford
Teacher Edu_cation‘pr:ogram needed a realistic training siltuation in which
to practice before they took on classroom responsibilities. They gpent
the ejght wéeks prior to their ‘1'm't1'a1 teaching assignment in a micro- .
teaching c1inic Tater adopte; as an in-service training technigue. Experienced
teachers® used microteach%ng for simﬁar practicé pruposes, but frequent]yf‘
adjusted the Stanford approach to fit their own needs . Thgy also used

the practice sefting of miéroteaching not onty for skill training, but -
a]jso to try out new curricular materials and 1nstruct1’éna.] ktechm’ques.
Beginning and experienced teachers found microteaching a‘éa}‘e,"reah'stic
setting in which to deve'1op professional éompetencies . \

By definition, microteaching has been described as a} system of

ot
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encounter, scaled down in terms of class size, lesson length, and teaching

« complexity (MeA1eese and ‘Unwin, 1971). It has wide application in the
preservice and in-servjce training of teaEhers and is equaﬁly effective in

the training of education administrators, busingss executives, salesmen,

nurses, equipment operators ... well-adapted to almost all training situa-

-

. N ] ‘ 2 . .
tions  which are competency-oriented. Figure.7.compares two different micro-

teachieg'approacﬁes jHanie and Maidment, 1979, p. 8): (A) ‘the Minf—

Teaching Prqgramme and, (B) the traditiona] Microtaaching#Pfogramme.'

IR 2 h

{

M1croteach1ng 1s a Qract1ce svstem which permwts a teacher tra1nee
to develop mr 1mprove his/her skill in agp1y1ﬁg a particular teach1ng
technique. It comb1nes the e]ements of preparat1on ’app11cat1on (teach1no)
feedback, eva]uat1on (cr1t1que) mod1f1cat1on, and in most cases, reapp11-

cation (reteaching). In other words, there 1s a systemat1c sequencing of

- $kill app]ifation, cr1q\ea1 feedback, and reapp11cat1on
\}, In general, the character1st1cs of m1croteach1ng are those of a° frr
systemi\approach A]]en and Ryaﬁ (1969 p. 2- 3) describe m1croteach1nq
inp this way: "m1croteach1ng is real teach1ng that lessens the comp]ex1t1es
T of nannaT’c]assroom teach1ng by focus1ng on tra1n1ng the 1nd1v1dua1 to

accomp11sh spec1f1c tasks, thus a]éoww%g for increased congrol\\f the

practice wh1ch, in turn, g1ves a focus to the 1nd1y1dua1 s feedback that

\ R allows it to be gregﬁyy expanded beyond the usua] know]edge -of- resu1ts

dimension normally ex er ced in teachlng”. In m1croteach1ng, attent1on -

is focused on spec1f1c teaching skﬂ]s, wh1ch are practwsed for short‘ pemods
(from 5 to 20 m1nutes) with a sma11 group of @ubgects, usua11y 4*to 7.

Immed1ate feedback on the m1cro1esson is usUa1]y provided by means’ of

- o

v1deotape record1ngs, but aud1otapes,'§uperv1sor g comments, tra1nee s

cr1t1c1sm§ﬁbr some combination of: these have beeq/used On the bas1s of

-
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FIGURE 7
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the feedback prov1ded the teacher analyzes and restructuresthe lesson

in order to teach it to a second group of subJects Again th1s is fo]]owed

by feedback wh1ch is analyzed and evaluated for improvement. By employing

this "teach-reteach cycle", it is possible to give the trainee the oppor-
tunity to put ineo practice at once what he/she has'learned.from the feed-
back on the first‘attempt. . )
The scaled down class size, lesson length, and teaching complexity

concentrates on one or a small group of related teaching skills at a time.

In other wards, the classroom in miniature is brought into an experimental

-situationﬁwhe?e the effectiveness of variables in facilitating the acdui-

sition of teaching skills can be assessed. Microteaching provides trainees
with a practice setting for instruction in which the normal complexities
of the classroom are reduced and in which the trainee receives a great
deal of feedback on his performance.
Allen and Ryan (1969, n. 2) identified five essential propositions

that are encompassed by microteaching:

to§ether in a practice setting.
2. Micreteaching Tessens the complexities of normal classroom teaching.
“Class size, scope of context, and time are all reduced.

3. Microteaching focuses on training for the accomplishment of specific
tasks. These tasks may be the practice of instructional skills, the
practice of techniques of teaching, the mastery of certain curr1cu1ar
materials, or the demonstration of teaching methods.

4. Micrateaching allows for the increased control of practice. The
rituals of time, students, methods of feedback and supervision, and
many other factors can be manipulated. Therefore, a high degree of
control can be built into the training program.

4 - .
1. "Mig;:teaching is.-real teaching in which students and teachers work

5. Microteaching expands the normal knowledge-of-results or feedback

d1mens1on.1n teaching.
Immediéte]y after a brief microlesson, the trainee engages in a critique
of his/her performance. With the guidance of a supervigor or colleague,
ehe/trainee analyzes asbe%ts of his own performance jn light of his goals.

The trainée and supervisor review response forms that are designed to

~
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elicit reaction to specific aspects of his teaching. Essentially, Vvideo-

. L
tape playbacks help show the trainee's performance arid how it can be
improved. The use of a videotape allows both a visual and sound recording

of the ‘teaching sessions, thus. providing an objective reference for sub-
<

‘sequent supervisory conferences and the use of evaluation instruments

designed to assist in the ana]ysi§ of the teaching behavior recordéd.
Video feedback plays an important role in motivation and self-involvement
duriné the initial stages of training in verbal skills.

In microteaching, the trainee. is given iﬁmediate feedback through

the process of videotape playback and critique. Theg general routine

follows the procedure of firsy seeing the skill to be learned or developed.

The viewing of a videotape model is a common procedure, but this step ,.

could take many forms. For this step, the skill is reflected by a teacher
in an actual ‘teaching situation. In step two, the tfainee develops a
short lesson which includes the teaching skill observed in step one of

the procedure. By the third stage, the trainee teaches the lesson io a
samll class-.for a short period o? time, during which the lesson is video-
taped. The trainee views hié videotaped lesson in the fourth stage with

a critique from an 1nst#Lctor or his/her peers. Following viewing, Ehe
trainee makes revisions in the lesson and reteaches the lesson a short
time later. h)

Although videotape recor&ing equipment i§ most commonly used in
microteaching, it should be pointed out that, depending on the skills to
be practised, audiotape equipment ma] sometimes be as useful as videotape.

Feedback on the trainee's microteaching performances can be pro-
vided in a number of different ways - through videotape or audiotape

replay, self-analysis, supervisor's comments, peer-group discussion,
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.trainee comments, observation schedules, and check lists. It is {mportant
that‘se1f-ana1ysis be encouraged.

The r?le of the supervisof in microteaching‘is complicated. He/she
may be required to take up to five functions (Trott, i977). During the
assessment/replay sesgﬁons, he may view and/or {isten with the trainee; he
may provide advice; he may give information about the subject matter and
how to tgach it, and he may suggest possible alternative methods to fry
during thé reteagch. The supervisor should be able to explain to the trainee
the 'good' and "had' points of his performance.and the implications of any

.~ o

other forms of feedback.

The problem of whether.cerﬁain k%nds.of supervisory behavior are
effective in changing certain kinds of teachingtbgﬁavjor will still exist..
It has been found that those who received verbal supervisor feedback and viewed
the video playback, showed greater thanges in behavior than thoge who received

verbal feedback only. (McAleese and Unwin, 1971).

- Selecting a Microteaching Model:

Selection decisidns involve the following options: (1) Tearner
options, (2) feedback optioﬁs;-(B) reteach options, and (4) evaluation

options. .
- In the learner options, there are three alternatives: (1) teach‘
to real pupils, (2) teach to peers, or_(3) teach to both pupils and peers.
‘Feedbéck options involve any of the foi]ow1ng: videotape, audio-
tape, critiquer, learner or any combination oﬁithe;e. Videotape, has become
firmly established as an a1mo§t\indispensab1e part Qf the microteaching

process, and is used in over 80 percent of existing microteaching programs.

Videgfape provides not on]&‘verhé] feedback but alsc feedbagk relative to
- .

.
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’
f




Ex-o

36

1]

‘all nonverbal behaviors manifested by(teacher and learners. Feedback

from a critique is also desirable since the cr%tiquer, as an 6bjéctive
dbserver, may be more sensitive to ‘the strengths and weaknesseg associated
with the performance of.a particular lesson. The best approach is to

use a combinat%on of vjdeotape feedback”and critiqueé feedback as this

-]

combination provides both subjective-and objective feedback. When
trainees ‘teach-to peers, the trainees may also }ecejve feedback j:gg,the
peers they teach.
The reteach options offers three possibilities: (1) no reteach,
(2) systématic reteach, and (3) trials to criterion.
Evaluation implies judgment as to the-relative degree of profes-
sional competence attained by the trainee. Three options-are available:
(1) self-evaluation by trainees, (2) objective evdaluation by observer-
critiquer, and (3) both self-evaluation and critiquer eVaTuationl This
is the best option since it adds the dimension of objective eQa]uation
by the critiquer to the subjective evaluation by the trainee. In addition,
it-is "desirable to allow the trainee to share in the evaluative process

as cooperative evaluation is more likely to produce behavior change on

the part of the trainee." (Jensen, 1974, p. 14).

Selection and Training of Critics/Evaluators

The most critical component in a microteaching system is the
behavior of the critic/evaluator. Effective critiquing is essential if
the system is to produce maximum results. In general, a positive approach

is more effective. A critiquing session is basically an experience in

P

human interaction, therefore its purpose is to contribute to the_p[odut-

tion of behavior change. The best way. to define 1earning<jS/6éhav10r,

1/ .
e

P
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change, for eva]dﬁtion is based upon observed change in behavior. -
The effectiveness of a microteaching program is to a large degree

a function‘bf the e%fectiveness of the critics. When critics are used,
a non—threatgning, nonpunitive microtgaching situétion shou1dybe main-
tained. Critics Qho can offer USefu1‘suggestions,\point out errors to
trainees‘and at ‘the same time make the critiquing session a positive
learning expgfienie can do much toward guaranteeing the success of the
program. Critic-trainfng should be prese&ted in fhe form of a micro-
teaching Yesson. Critics learn to critique by serving as learners in

a microteaching experience. In such a traininq model, critics can
alternately play the role of learner and critic, and in the process
"develop a feel for the interaction that characterizes a critique.

Mitroteaching can be a 'safe practice environment' in which

the trainee can make mistakes without fear of receiying a poor gr;de

or low rating. The trainee should be encouraged to make maximum input.’
In other words, the trainee should assess his/her performance aﬁd be
able to initiate the critiquing session. As well, the trainer should
‘consider the use of peers as criﬁics in which trainees critique. each
other.

@

Microteaching in Industrial Training Programs \‘

Microteaching has grown steadily to the point where it not
only has wide application in the.educational training of teachers,’ but
. ip industrial training as well, Microteachiﬁg.is well-adapted for
almost all training situations which are competency-based, and can
provide a braétice enQironment in which the trainee can develop and

¥

demonstrate competence. “

\
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The applications and implications of microteaching for in-house

personnel training in industry are significant and very substantial.

Microteaching can provide the core of a competency-based training program
< .

that will cut costs and at the same time generate improved personnel
training. In business and industry, competency-based training is un-

questionably the most rational approach to the problem of training in-

" house personnel. When it comes’ to corporate expenditure, the training

operation is in poor relation. Most training strategies offer lTittle
or ho concrete evidence of output. The usual procedure of employing
outside consultants who lecture, and of renting or purchasing training
films or tapes are based on the rotion that training is telling. In
1ndﬁstrié] training situations, the most significant factor is that of
permitting ﬁhe trainee to demonstrate his competence. The.deve1opment

of trainee competence in a certain skill provides thevon1y viable

alternative measure of output in a competency-based approach to training.

» Microteaching is the ultimate weapon in competency development, and for

industry, the most significant issue concerning training is the cost/
effectiveness of the training program. The best training approach is
one that best reduces costs and best improves effecfiveness. .
Microteaching can best approach this by selecting a trials-to
criterion approach. A trials-to-criterion model is one in which a
trainee reteaches a lesson only if he fails to demonstrate criterion
performance in his initial teaching session. This procedure in effect
makes the initial teaching session a kind of pretest which caﬁ be used
to screen trainees for more extended training. Since this diagnostic’
screening process is based upon observed performance, the program

director can make accurate judgments as to who needs training and who
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<
does not. In addition, microteaching cuts costs by placing priority

upon the identification of critical skills.

. . . . . ’ TN
To develop an in-house microteaching training program, Jensen

(1974, p. 70), listed 11 procgdura] steps to undertake:
1. Organize and coordinate contributions of management and 1ab9r

representatives in identifying specific training needs. .
2. Identify target training population.
3. Identify behavioral objectives (outputs for each need).
4, Assess financial and other constraints.
5. Develop alternative approaches, including estimated costs

and short justification of each approach.
6. Obtain firm approaval from management and labor with regard

to the selection of the best alternative.
7. Develop lesson modules with each module dealing with a

single behavioral objective.
8. Train critics.
9. Schedule trainees for microlessons.
10. Implement scheduled lessons, with trainees performing
. Tessons until they reach criterion performance. -~ . _ '
11. Design follow-up evaluation procedures to assess validity

of lessons and effectiveness of microteaching as a

training mode. .

Warr (1969) suggested four categories that are useful, in the
planning stage: (1) context: assessment of training needs. (2) input:
" human and material resources that are available (3) process: monitoring

of the training program in progress, and (4)_6utcome: immediate atti- -

tude change, intermediate changes in job performance, and long term
changes in organizational effectivess. Microeteaching is an out-put-

J ) .
oriéqted approach, and its output is measured in terms of the competencies

demonstrated by trainees at the.conclusion of their lessons,

Practice and Constraints -

!
Aimost all the practice in teaching is on-the-job practice, and

for that reason, there are several limitations. As well, practice in

the classroom brings wjth it certaip constraints. For one thing, trainees

are there to be skill fully taught, not practiced on. Practice must -

\ "-.’
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take place within a larger block of time. It must be intergrated into -.

the flow of the longer lesson. Also, the skill or technique practiced

must fit well with the lesson specified for that day. Most important,

.in the classroom, there is onTy Timited opportunity for the trainee to

receive feedback on performance.

There is neusing1e ?utton that one can push to produce micro-
teaching. -One must select, from the possible combinations of variables,
those which best f%t the parameter of requirements and constrainté
defined by é\particular instructional need.

In 1975, a questionnaire survey was carried out in the UK to
discover the extent to which teacher educators were using educational
technology in fhé.pre-service preparation of teachers (Blushan,.1976).
It was found that cine ;11m5, video cassettés, tape slide combinations,
film strips; 1anguagé ]abb?atobiés, gaﬁes and simulations, individual
assignment sheets, and programmed texts are used as they might in any
other form‘of higher education. ’qut of the programmes were commer- .
cially produced, there being very 1ittie evidence of thevproduction or
even adaptation of programmes by users. It aléo emerged from this
suryey‘that t@o innovatijons, which dre more specific to teacher training,
were becoming popularly used. These were: systematic training in
teaching skills by means of "microteaching in one form or another",
and observation of classroom interactions using specific category
éystems (eg. Flanders, 1970).
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Videotaping

\ Studies in the last half of the sixties have yielded few reports

Ioriented specifically to the utilization of videotape recordings for the

&

self-improveﬁent of teachers in the classroom. Emphasis appeared to be
more upon studies designed to measure effectiveness of other aspects of
‘classroom teaching such as programmed instruction, educational television,
and other media for learning and teaching.

The use of videotape technology in the modification of teacher °
pérﬁormance has been researched primarily with student teachers. \Even )
when student teachers are studied in their public school classroom assign-
ments, the instructional situation is atypicall Student teachers may be.
more concerned with pleasing the immediate supervisor or teacher.

Studies involving performance of regular classroom teachers and
videotaping in publig,schoo]s are rare. Even rarer are those in indus-
trial settings. Mdéh research is still required on the modification of
teaching performance in day-to-day instfﬁctiopal programs in the schools
and %n indusgky: | '

, Thbmp;on and Skinner (1970) provided the folloiwng outlines of
uses of videétape technolgy in education: (1) the use of microteaching
techniques to focus on and shape teacher behavior, (2) the use of video-
tabed classroom situations to supplement direct classroom observatioﬁ and
field expériences, (3) the development of instructional materials for
bbfh preservice and inservice teacher education programs, (4) the develop-
ment of simﬁ]ated :ﬁassroom materials, (5) immediate feedback of teaching
» performance; of inservice énd preservice teachers, (6) analysis and re-

_search of teacher behavior, student behavior, and student-teacher inter-
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paction, (7) supervisory analysis of student teaéhing and of inservid%

’,

teaching, and (8) application to general and special teaching methads. '

‘ Extensive review of other researéh related to videotaping of
teachers in classrooms reveals that this technique can be effective in
changing both attitudes and performances if carefully used and if certain
conditions are created. These conditions should give teachers the
incentive to and the conceptual knowledge about what to attend to in the
experimental situation, The videotaping situation should not just identify

- the instructional aspects that need to be bhangedjby the teacher, but

should provide sound pedagogical aﬁd personal reasons for making the

. changes as well. Careful instrumentation and adequate situational con-

!

trols. are necessary for producing precise results.
Oné of the most critical skills in self-assessment is the use of
videotape recorder. Videotéping was used in this study to denote the
aét of visua1 and audio reproduction of a sequence of prepared activif%es
in brder that repeated viewing and evaluation might occur. The advantages
of the videotape recorder is widely recognized: "The VTR minimizes the‘.
potential for éubjectiQity, since the subject does not need to be dependent
on' his/her memor& for recall. It provides a permanent record which can
be played at the subject;s convenience, and offers the opportunity to
view the tape severF1 times. The videotape recorder captures two dimen-
sions of the teaching act - verbal and nénverba] behavior" (Bailey, 1979,
p. 39). |
The past few years have seem a marked inc}ease in the use of video-
tépe equipment to record teacher pérformance for subsequent analysis and

evaluation. The advantages of videotaping.over live observations are

strong: the videotape provides a complete and objective reco;d which

—e- .
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can be repeatedly analyzed and since the tape can be stopped and replayed
any number of times, there ‘are no immediate 1imitat16ns as to rate and/
or complexity of the skills to be. recorded.

/s
When videotape recording is used the immediacy of feedback is not

necessarily a critical factor in the acquisition of teaching behavior since
e televised replay vividly reinstates the subject's performance. Not
more than a‘week should elapse between practice an‘ video feedback.

There is often apprehension about facjng television cameras and
he possibiliites 6f invidious post-mortems. |People are acutely conscious

f their own image. M%A]eese and .Unwin comment upon the 'cosmetic' effect.

This is the concern with personal attributes rather\than with teaching
techniques exhibited by trainees hearing and seeing themselves on a tele-
vision screen for the first tihe. The trainees focus on aspects of their
appearance and voicelas a result of self-viewing. Unfortunately, ]%tt]e
evidence is available as to the extent of the Aosmeﬁié effect.
Qhat is evident is that videotapiﬁg has|become almost an essén;ia]
' \

pakt of the microteaching process..
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Conclusion . \

\

The term microteaching now covers a variety of usuages,\many )

-~ \of them scarcely recognizable when compared'with the original Stanford

mode1. Some elements are central to the\concept of microteaching and

as such shou1d be a prerequisite for p1ann1ng implementations. {f
m1croteach1ng is to be 'micro', there must be a reduction in thexgpm-
piex1ty of the teaching situation, in the form of shorter 1essonsL

féyer subjecté, and a concentrated focus on a small number of teaihing

skills at some stage. Not all need to be implemented in a microf aching

‘prégram, but some elements must‘be present in order to entitle a lrain}ng \

program "microteaching". . .

In’the development/evaluation of thi; thesis-equivalent, certain
elements of microteaching have been adapted based on this review of the
literature, namely:

-small subject samples (7 per workshop) * !

\ +the use of videotape involving self-and instructor evaluations.
‘recording of an effective presentation by trainees.

\

| In regard to the major parts of the literature e;amined, th

v

|
\ : . s
rese?rch supports the importance and necessity of training program %va]-
|
uat1$n Measurements of the effectiveness of training are vitally \

esseAt1a1 during the initial planning, throughou}kthe learning expenaence,

-

at‘the conclusion of the training, and.at periodic intervals after the

?

program ends, Eva1uation'is an on-going process that commences even

A

before the first thought of training. It ensures effiencient control

o

of the system. -

+#
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.. Advantages and Disadvan.tagés _of VIDEQ (As A,Training Medium):

~e

Ad.vantages. -~ o s
prov1des apermanent record. B . A

«minimizes: potential. for sub;ectw1ty/no @ed to be dependent 2upon memory
for recall. 5 o

nopportumty to view the tape repeatedly. , :

-captu’res two ‘dimensions of the presentatwn " verbal.and non-verbaly

“behavior.’ » .

-can be used .in small groups to view. N ,

-can be-used in bright rooms. - ' w e e ’
-easy to operate. (eg: rewind, play back) ) . c
-can support other”forms of instructions ' <

-packaged training courses. ’ .,

-no 1ighting required. : R LW
-captures special events’ permanently \ oo . v S
.can be used to "shape" behavioy. (i.€. feedback) - .
-can provide different perspectwe s L . o , )
-¢an be erased ‘or edited.” ] o e *
-DiSadvantages:\ N ’ , ‘ .

AR §

.1imited audience due ‘to screen size. ( ', ’
-in-house productions may be of poor quality. ! °
.should nut be used To replace lecture, discussion, practice, etc A
part1c1pants may become overly anxigus.and- perform poor]y B
-requires some skill to set up equipment.

-costly-if not used often. .

‘may be threatemng . A S
-trainees may "play to camera" and be distracted. .
“difficult to edit. - . ‘ o

-good production-difficult w1thout studw and crew.

. .
?‘ . | < : -
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*METHOD

-~ ‘Sub:jects :

Seven su'bje(:té were selected by district managers/supel‘ﬂvisors' in
¥ tollaboration with the Montr‘eal Head Office Training and Deve]opme}\t | \
‘Department for the December workshop and seven subjects again for the~
March session. The drppout raté was nil for both sesgions. A total of
eight males and six females participated in the workshops. The majority - -
havg had Tittle or no training experience. Age ranges of the subjects
fell between 26-43 y‘eat%, aemfi'sa_h]i worked fér. the same"majqr Canadian
bank. Most save travelled from east and west Canada to attend the. two
workshops held at the M‘ontrea]_ Head Office.
‘ In general, the selected candidates were new to '%\he training field,
‘é%d were responsible for'training and instruc!\'ng other t.rainees, be it .
in the classroom or on-the-job. Subjects er;re recommendea and encoura'ged
. to attend by their managers/supervisars. . \ \ -
A total of four female j’nstructors %eaded the two worktshops‘; one
major instructor .\and art assistant per wonkshop. Ins;gructors ’were‘éxper—
ienced training/déve]opment officers sel ecte‘d for their training 'ahd
teaching -competence in their respective subject m‘atte.r fields. All of
the inst;'uctors served a ,Variety of functions. Among these were:
1ectqr:ers; resource peopTe, advisors, intgr;preters‘ of trainee fegdbacki
and general’ morale Boosters. However, the -major .instructors sgrvéd s & -

raters and evaluators of the video pr*esentation,\ and rated each presenter

accordingly with critique instruments designed especially for this purpose.

1

3
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deliver an effective presentation in frgnijof a group, and ‘to ultimately

.

Procedure » ‘ ' ‘ ”,

This evaluation exercise examined two workshops conducted for the

'Train-the-Traiﬁe} program: one in Decembér 1981 and one in March 1982.

i

Both workshops were five days in»]ength,‘beginning at nine in the morning -

and eﬁding at five in the afternoon. Both sessions included a Sunday

night introductory session where the instructors, perticipants, and this

researcher briefly discussed intentions and expectations -of-the workshop.

The central theme for both Workshopg was for the pafticipants to

/

' develop~confidence and competence as a trainer through practice,and'

~on-the~job experience. The structure and content of the workshep was

geared teyards reaé%dng the part1c1pants through an 1nforma1 atmosphere,
us1ng.modern training methods and‘techn1ques{ such as ro1e-PJay1ng,
games, s1mu1at1ons, slides, and videotaped presentat1ons o -

The workshop was he]d ina c]assroom set up especially for Sem1nars
of this nature (See Appendix E). Equipment and‘gater1a1s were set up
the Friday before the workshop began. Each session began With an iﬁtro;
dUCtien to the agenda, some brief history of training in geﬁera], and an
oVerview of the major concepts related to training. Subje;ts’weré asked
to analyze their own prior training and‘instructional experience.

Exercises and games were employed ta reinforce major cbncepts SubJects

a]so reviewed behaviors and characterlst1cs essent1a1 to becoming a

'successful trainer.

.

During midweék, subjects prepared a presentation using a variety of
audio-visual materials and equipment to prepare them for an effective

implementation of the preéentatioﬁ.- After each presentation, videotapes

a
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were made of each presenter, and also rated by the major instructors.

The workshops ended with the subjects evaluating the workshop itself.
Following this evaluation, subjects discussed and compared the workshop
experiences with other related program experiences.

For the purpose of this study, a pretest and posttest was constructed
by this researcher.to measure subjects' achievement levels. As was men-
tioned gar]ier, the prétest and posttest were not édministered for the

f

December workshop because of time and administrative constraints. By the

next workshop held in March, the pretest and posttest were completed and v
administéred by this researcher. It shou]d‘ée noted that this was the .
first time that formal testing” of this nature was uhdertaken in the bank. i
The pretest contained a total of 40 items, broken down into 12
multiple choice questions, 15 true/false items, 3 fill-in-the-blank res-

ponsés, four objective exampTes, and 6 verb identifications. The content

" related strictly to the outlines of the training manual-

The posttest also contained 40 items broken down into 12 multiple

choice questions, 14 true/false items, 5 fill-in-the-blank responses,

-and 6 definitions. Content was also related to the pretest and

Fraining manual based on-training and learning principles. Both tests
had é total raw score of 40 points. To méasure consi§tency of the new
instruments, reliability estimates wefe cakulated via Cronbach's alpha.
To evaluate the videotaped presentation, two "critique" instruments
were supplied by the bank: (1) The "PersonaH Projection Observation
Guide - 2-minute video" (Appendix N), consisting ofald item checklist:

Total score for the 2-minute video was out of 42 based on a 4 point

rating scale: 3=highly effective, 2=effective, 1=needs more attention,
’ »
A
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and 0=not good. (2) The final cri:tique instrument was the "Presentation
-Feedback - 15 mirute video" (Appendix 0), 1isting a 20 item checklist
w:ith a total score of 60, alsc ona 4 point scale: 3=very gbod, é=good,
1=could be better,’ =not good.

To evaluate th:;\

these instruments were used:

Course/Instructor Eyaluation

Video Presentation/Evatuation

Needs Analysis (pilot study) ,

3-month Follow-up Questionniare

‘Throughout the week, this researcher conducted informal interview
sessions w1’+7h each subject, collecting data of a personal and attitudinal
nature. Subjects were enthqsiastit about the study, and gavelextelsive
feedback in helping this res‘eércher evaluate the manual‘and thé workshop

together. ‘ . \

Sunday Night: Introductory Session:

-y

" For both workshops, a. "get-together" was set up in the particgpants'.
hotel hospitality room where drinks and cocktails/hors d'oeuvres were
~served in an informal, relaxed atmosphere. This researcher was also

present for this "get-acqua%‘nted" session.

The sessions began with brief introductions; instructors and pértici;_

pants described background and wérk éxperiences '(as well as the purpose '

! A

t

f‘fectivé-ness of the manual and the training program, -
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of this researcher being present),.and two small groups were informed to
discuss "what concerns/fears, or pre’conceived ideas did you have prior to
'.this workshop?"  Responses were marked down on flip charts, and discussed
'wjtﬁ the whole group afterwards. Some of the major ideas/concerns and

expectations were: , ot
‘ . /
- to 1earlg‘ngv; ob'serva)z‘{ons and techniques.
- to be able g tiljk/)'n.front of people with confidence and
control, RN C
~ to be able to Randle group participation.
- to strengthen delivery skills. )
< ,- to use techniques and skills with competence®and professionalism.
-~ to use the vigéotape as an exercise of support, not criticism.
’ " . Participants were mainly concerned with how they were going to
come acros/s’ facing the video and what other people's reactions

“would.-be.[ . R \
- /
The major conce}rn was in the area of the presentations:

r

- - how to conduct an- effective and well-planned unit of instruction.
- how well it will. go. . S .
- bow they will look on camera, and to the. whole class. -
' .= how to control shaking and nervousness in front of the camera,
and in front of a 'gréup.
- how to prepare a seminar.

It was also felt that a small group allowed for a more relaxed,
informal atmosphere, since it promotes increased participation and better

exchange of ideas.

»

“. Day 1: Monday

The pretest was administered on the morning of the first day of the

workshop for the March session only.* A 20 minuté time Timit was aﬂotted‘,

«

and subjects were advised of the confidentiality of the testing.

*As was mentioned earlier, the pretest and posttest were not administered
for the workshop in December because of time and administrative constraints.
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The prétest was corrected immediately and feedbaék of results were pro-
vidgd. "Subjects responded well to the session and encouraged more tesfihb
gf this nature for future/particibants, as this was the first formal -
- testing of this nature adm{nistered to this workshop.

SubJects were later exposed to the videotape and camera during the
tate morning. As an 1ntroductory session, each subJect was to present a
timed ijjnufe talk with the video. The 2-minute Personal Projection
Observation Guide was used as a critique form for rating (See Appendix N).
After viewing the taped presentation, each subject commented on his/her
platform and preseni@tion skills. Then the instructors and the rest of
the group made their“critique of the squects' presentation. Most of the
feedback was-quite positive. The majority gxpressed nervousness and lack
of confidence, but after playback of the vided, it was felt that they
‘didn't look as nervous on Eamera as théy had thought or felt. Tﬁere-was
also avstrong emphasis on appearance aqd the wéy people perceived them-

selves to be more inferior than the others, while in actuality everyone

+ - felt the same way.

Day 2: Tuesday

Preparation and planning for presentations: using ‘the manual for

guidelines and examples.

My

s 1 e
<
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Day 3: Wednesday

Subjects pre§eﬁted their 15-minute talks in front of the camera, '
and were rated on the 15-minute "presentation-feedback" critique form by
themselV¥es, the instructors, and the rest of the participants (see
Appendix 0). Three major areas were rated in the critique form: Insfruc—
tion, Delivery, and.Organizatipn. Each section contained sub-items, and
were noted by tH; instructors'tq highlight the effective b?haviors of the
presenter, and one or th key behaviors which the presenter might change

€
or jmprove on in order to become a more effective training instructor.

A1l presentations were timed in order to give‘presenters an idea of how

long their sessions ran. ’ \\\\\\\

»

Day 4: Thursday

Video Playback and Critique: After video playback of /ndividua]

presentations, each subject gave his/her own critique of the performance,

-and drew upon self-analysis, attitudes, and reactions of strong points

identified. The iﬁstructors and the rest of ‘the class then reinforced.

or supported the observations made.

Day 5: 'Friday \

The :;stfest was administered on the finat day of the workshop.

A time 1imit of 20 minutes was alloted as in the case of the pretest,
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Feedback ahd answers were immediately make known. Subjects were again
advised of thé confidentiality of the results of the testing, and that
scores did not reflect hbw_we]] they performed in the workshop as a whole,
nor would the scores be made public in their work environment.

Course/Instructor Evaluation sheets were filled out at the end of
the day. Subjects were also instructed to write a "Personal Contract" to
themselves (see Appendix P).- A three-month follow-up evaluation would
later be conducted, and one section would contain {nformation of the

subjects' contract fulfillment, with the other about on-the-job applica-

tions of newly learned materials.

2

Needs Analysis

Training needs assessment is an initial stage of any training
program development. A diagnosis of what training should involve is
necessary bgfore training can be effective. The deveTopment of the
- manual was -based on a needs analysis (pilot study) conducted by question-
naire in early Oétober 198f to identify areas of need for training
jnstrucfors. Resu]fs of the quesfionnaire sent to previous particibants
were compiled and helped construct the two workshop outlines for December
1981 and March 1982 (see Appendix L).

Participants ra;ed topiﬁs by checking off "NEED TO KNOW" or "NICE
\TO'KNOQ"~areas on ‘a "BASIC" or "ADVANCED" level of importancel

- The majority of the participants (N=30) rated their needs in a

s btk 3
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qonsistent manneh. About 90% rated most of the topics in a "NEED TO
KNOW" area, with about a 60% split in a "BASIC" area of instruction.

These topics consisted of: :
. learner changes, reinforcement, sequence content, 1nstructfbnal
techn1ques ajds and equipment, testing, planning and directing
a workshop, keeping interest high, questionning skills, speech
personality, composure, creating and controlling participation,
motivation, power and authority, resistance and stress, feed-
" back, and'identifying good training branches.

On a more "ADVANCED" Tlevel, participants chose these "NEED TO

KNON"‘topics- t -

-

. principles of learning, learning styles, instructional obJect1ves,

1nterv1ew1ng trainees, monitoring, trainees, and on-the-job training.

The .follewing top1cs were chosen on a "NICE TO KNOW/BASIC" level:

. andragogy, pedagogy presenting short speeches, and group
dynamics.

Based on the needs analysis results, these major headings were

T

identified for the manual: Training Process, Instructional Theory,

Instructional De;ign, Delivery Skills, Group Leadership, Presentations,

and On-the-Job-Training._ .

The materials and equipment used for the two workshops consisted

of the following:’

[

I. Manual (Instructional Training Package)
" This included a student and instructor manual that was produced by

this researcher in collaboration with one major instructor and one

-
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research a;sisténp.‘ This researcher's major role. in the manual deve]opment*
‘was to assist %n the imp]ementation of\training techniques associated with
the systematic design of instruction. The major areas of input consisted
of research, design, ané]ysis,‘and evaluation.

The aim of the manual was to enable bank instructors to analyze and
improve their teaching effectiveness. To becomg competent training instru-

ctors, the instructor must be provided with the proper skills and knbw]edge

-

-

7nece§sary to do the job. Trainers must be subjected to experiences in
which learning can take place. To be effective, trainers must take on
du;ies~as designers, presenters, consultants, and adminisfrators. The
manual wa§ designed to reinforce those skills and responsibilities.

The manual thus assisted %rainees to prepare, plan, teach, and té
evaluate a lesson through a knowledge of basic principles of instruction;
to provide practical experience in the prebarafion and presentation of
lessons; and to maintain a.high standard of teaching in the bank. The
package contained descriptions and discussions of the skills to be prac-
ticed, directions for presentation preparation, and eva1uatipn guides
for the analysis of feedback and on-the-job training.

The primary conside;ation in the development of the manual was to
update and replace old material used in past workshgps; In actuality,
the design of the total training packaée,was directly related to the
needs analysis. Based on the results of the needs analysis, the content
of the manual was structured and sequenced appropriately.  Resources and |

other variables were evaluated .in terms of cost-benefit.

*The manual comes as a supplement to this thesis-equivalent.

[——
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. Because of the rapidly changing nature ofttoday's currigu]um and
the needs of the learners, continuous monitoring and updating qf instruc-
tional materials are essgnt1a1. The purpose of continuous evaluation for
instructional development is not only to insure effective ins£ruction,
but to keep development costs and time at minimum levels. Specific
evaluation instruments were designed by this researcher for the purpose
of these two workshops and for future ones as well: pretest, posttest,
needs analysis, video presentation evé]uation, and 3-month follow-up
questionnaire, '

The manual #nvolved three monthg of preparation, research, analysis,
editing, printing, and other miscellaneous details. All equipment and
costs were provided for by the bank. A cost analysis study was not con:
ducted due to the mény uncontrollable factors and constraints of such a

large training operation. For example, slides were produced by the

graphics department; typing of the manual was completed on word processor;

and printing was completed by the printing department. Because the manual

~contained extensive written information, it was necessary that all material

be printed rather than transferred to video. The manual was designed to
act as-a guide and referral point for present and future training instruc-
tors, and provided easier access than a video tape. Video reproductions

are used‘by.the bank to present short, demonstrative materials.

{

M

1. Video | ‘

Because the central theme of the workshops was for the trainees to

1

[ad]
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deliver an. effective presentation, videotape recordings were made of each

presenter and later replayed and reviewed. The needs analysis jndicated

that video would play an important role in the traineés' éelf—involVement ‘ ’ %

and motivation during the initial stages of training in presentation skills.

Videotape was seen to be a suitable medium of assessment as it allowed the

captur; of two dimensions of the teaching act - verbal and nén—verbal

behavior. It has been found that those who, receive verbal supervisor feed-

back and view video 51ayback show greater changes in behavior than tho%e

who receive verbal feedback only (McAleese and Unwin, 19;1). | ’
Videotaping also a]]ows‘a‘sequence of activities to be récqrded for ;

repeated viéwing and evaluation. Since the tape can be stopped and re-

played any number of times, there are no immediate limitations as to rate

and or complexity of the skills to be recorded. ' " , «

Equipment R : : . .

" For details of equipment used, seée Appendix F.

-

o9

Evaluation 4

EValuation techniques were used to-assess the overall training
package. Subjects provided verbal and written feedback through inter-

views, tests, and questionnaires, in addition to the taped presentations.
. .

i
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Data collection was based on the following:

.~ the adm‘im‘stering of a pre and posttest for the March workshop
to measure the knowledge of course cantent before and after.

- the ratings of the 2-minute and 15-minute videotape critique
forms to assess delivery and presentation skills.

- a Video Feedback/Eva]uatwn Questionnaire to measure part1cipants

attitudes, .
~ Workshop/Course Evaluation. :
- Instructor Evaluation. - R s
- 3-month FoHow -up Evaluation. ) .

. Classroom observatmns and 1nforma1 interviews were conducted to

measure for reactions, attitudes, and changes in subJects behavior as a

AJ‘! 4

result of attend'lng the workshop

A 3-month follow-up questionnaire was bonc{uctea after the workshops
" T ' .

"to account for on-tiie-job effectiveness and application of newly Tearned .

materials and skills. ' - . .

Data were analyzed using parametric statistics. Variables such as

o

age, sex, education, number of years of banking experience, number of
moriths of training experience, present position, motivational factors,

’

and prior knowledge were examined cursorily. .

T ¢ oW ¢ bt ] o ——. e\ . . 0
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“

The general tbem? of this study was to evaluate the overall effec-
tiveness pfltbe traindng‘program in relation to the workshops, the
manual, afd:the perfapmance Tevel of the trainges. Statistical-data
consfsted of ‘test achievemgnt,;dith the major focus on trainees overall

ability to prepare and dql%ve%'anhgigictiVe 2-minute and 15-minute class-

“room presentaéﬁon &

[l

- * Although the ,Small sample of subjects (N-14) does not:prdvide much

i

. Yeeway for true experimental design and analysis, "this researcher was

neverthe]ess’fhtgvested‘ln test1ng ou't certa1n factors and variables that
might have contributed to the success of the training program. Because -
of the emphasiSron training, it was very difficult to maintain strict

exper1menta1 cond1t1ons The results reported in this section reflect

- an attémpt to contro] as many varlables as possible g1Jgd the small samp?e

of subgectsf’and the priority of training during the, workshops .~

Demog;aphic data was collected and categorized in the following

4

manner: sex, age, educat]on level, number of years of bank experience,

€

number of“months of tra1n1ng experience, apd the present pbsition of the

tra1nee§. These datd cover the two workshops held in December and, March.

L 73

a Taggé 2 displays the demogréphjc data, giving absolute fréquencies and

relative frequencies (percentagg;) of each category. ° /
For the two workéhops evaluated, there wa§ 3 total of six females
. wr -t - .

and eight males, fangdng from 26 to 43 years of age. In terms of °

59 .
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\ - b* PABIE 2
. DEMOGRAPHIC DATA SHOWING ABSOLUTE AND RELATIVE FREQUENCIES
" VARIABLE - ABSOLUTE FREQUENCIES . RELATIVE FREQUENCIES
- (PERCENTAGES) .
- L4
Sex™" - N : ¢
NFemale . 6 - ) « 42.9
Male 8 | 57.1
tge ‘ g
2 « .1 7.1
29 ? 14.3
31 - 7.1
32 1. 7.1
33 - 2 , 14.3
36 1 7.1 .
" 38, 1 7.1 .
L3 1 / ) 7.1 2
, . 9 .
Education .
High School L - 28.6
CEGEP/Vocational | N , 28,6 oS
-University 6 - _ ' 42,9
. . - o
Number of years L ‘ o .
bank experience '
L . . 3 ¢ - 21.4
5 1 1 7.1
6 2 14.3
7. 1 v ?-1
8 ) 2 - 14.3 ’
9 . 2 14,3
12 o 1 7.1
13 1 . . 7.1
21 .o 1 L 7a
Mber of months o {_‘
training experien ) o .
S0 - \ 1 : 7.1 -
1 .2 - ! 14,3
3 4 . . 28.6 P
L; - 1 -8 7.1
. - 1 : Jd
6 1 b £ .
7 1. 27.1 &
. 9 , 1 ’ 7.1 g
12 : -1 Lo, 7.1
s 25 1 P L7
ggsé“ent Position . L
raining icer R - S o 57.1
' Program De\‘relopment oo : o
v 5 ; ) ‘ 35.7 «
Manager of ‘I‘rainlng 1 ) o . 7.1
e %
N=1h S e -



educational background, 42.9% of the participants obtained & university
degree, while’the rest fell within the high school and CEGEP range.

Number of years of bank experience ranged from 4 to 21 years; for training
experience, the range was between‘O and 25 months. Fifty-seven Percent
of the subjects were new training officers, with the remainder consisting
of program and training development officers. dn1y one of the subjects

was a manager of training. :

A‘pre and posttest was administered for the second workshop (March)

-

to measure subjicts' test achievement. As stated earlier, testing was ;
not effected for the first workshop (December) dué to time and administra-
tive constraints.

The pretest contained 40.item$; and test performance was scored by the
number correct (1=right, O=wrong). The\maximum score was therefore 40
points. Table 3 lists the pretest raw scores for each subject (N=7), the

mean and the standard deviation. As indicated by the table, raw scores
4(7

were relatively high, with a mean score averaging 30.9 out of a possible

" 40 points, and a standard deviation of 2.7. Because this was an instru-

ment new]y‘develdped by this researcher, Cronbach‘s aipha reliability
estimate-was calculated. As shown in Table 3, r = .47, showing a moder-
ately positive correlatioﬁ cdefficient for the pretest.%nstrument; Item
analysis for nominal data was'computea fo; the pretest instrument. ‘
Appendix G reports the bfgakdown of each .item, inc]udinﬁ the difficulty

index, standard deQiation, and discrimination index of each item. ‘
Rgsu1t§‘¥ndicated that thelpretest Qas a relatively simple instrument. .

In view of the fair1y high scores;for the "simple" pretest, it was

felt by this researcher ahd the instructors of the woﬁkéhnp that it was

[

o 2t o b st e e
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TABLE 3

PRETEST AND POSTTEST
RAW SCORES, MEAN, STANDARD DEVIATION
AND CRONBACH'S ALPHA
MARCH 1982 (N=7)

{ PRETEST RAW SCORES | POSTTEST RAW SCORES
. (maximum score=40) ; (paximum score=40)
.33 . - 25 |
25 26
30 . 26
34 27
32 29
32 , 29
30 | | 23
M 30,9 L 26.
$.D.. &7 2,0
B: cu? ".\‘32‘
-~ i A

<
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_necessary to design a more difficult posttest with the same content as
_ the pretest.

The posttest'also contained 40 items, with a maximum raw score of
40 points. The'difference in results between the poéttest and the pretest
can be seenxin Table 3. There was a ponsiderab]e difference between the
' Bosttest raw scores and the pretest results. Mean score for the poésttest
averaged 26.4 as compared to the pretest mean score of 30.9: The ré%iab-

ility coefficient, (Cronbach's alpha) for the posttest instrument was r =

-.32. Item analysis as calculated in_Appendix H indicated a fair distri- °

bution of easy and difficult items.

fo identify the trainee's ability to deliver an effective pfesenta-
tion, two measures(ygre‘lookedfat for both workshops: (1) the 2-minute
v1deo presentation using the "personal pHojec;ion observation" guide
instrument, and’(2) the 15-minute video presentation using the “presenta-
tion feedback" form. These "critique" forms had already been in use by
the bank to evaluate trainees' performance. The forms were rated on a
4 point scale by one of the major instructors (3=highly effective or very
good; 2=good, or effective, 1=cbu1d be better, needs more attenfion; and
O=not good). |

Total score for the é-minute vjdeo pfgsentation was out of 42; and
60 for’the 15—minute’preseﬁtation. Tﬁble 4 illustrates the mean (25.2), |
and étandard deviation (1.9) for the 2-min@té Qideo presentation. Item.
‘ anaJysis for nominal data was computed for this instrument askshown in
Appendix I. Tﬁe‘difficu1ty index 1n&icated,a fair reﬁrésentation of item

variances."

- Table 4 includes the mean and standard deviation of the 15-minute

9
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"PABLE 4

MEANS, PERCENTAGES, AND STANDARD DEVIATIONS
FOR DECEMBER 1981 AND MARCH 1982
2-MINUTE VIDEO AND 15-MINUTE VIDEO

u" % SD
2-MINUTE . *
VIDEO ‘ 25.2 - 60.0 1.9
15-MINUTE .
VvIDEO 48.4 . B0.6 5.6
N=14

*Potal maximum scores for the 2-minute and -15-minute videos

‘are 42 and 60 respectively. :



\

,experience:(-7281); and months of training experience (-.078)

video presentation. Mean scores averaged 48.3 out of a possible 60;
with a standard deviation of 5.6. Computed also was item analysis for
nominal data as shown in Appendix J. -\

Correlations were computed between the 15-minute and 2-minute video

'

' ’ - 8 .
presentations in the December and March workshops. A1l correlations were

calculated by Pearson's R. Data was pooled for both workshops (N=14).

Table 5 illustrates a Tow positive correlation of .381 between the 15-

minute and 2-minufe presentations. T§1be 5 also shows intercorrelations
among a total of seven variabfes: 15-miqute video; 2-minute video; sex,
age; education; number of years of bank experience; -and months of traiéjng
experience.

Low posjtive correlations were found between the 2-minute presenta-
tion and sex (.038); number of years of bank experience (.211); months

of training experience (.072); and a moderate positive correlation

between age (.496).  Only education resulfed in a low negative correlation

»

of -.113. -

-

In comparison-with the 15-minute presentation, a low to moderate

positive correlation was found for sex (.242) and education (.112). Low

. negative correlations were found fon age (-.067); number of years of bank

AY
.
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Il. Attitude Evaluation Results

The effectiveness of the training program was assessed by measur-
" ing participants’ attitudes on the course, its content and delivery, its
re]evancylon the job, and attitude toward the video sessions.

The following sections provide results of participants' responses
to these evaluation instruments:

- Workshop Evaluation

- Video Evaluation

- 3-Month Follow-up Evaluation
KWOrkshop Evaluation Results:

The overall responses to the Workshops were very positive and
important. The majority of the barticipants thought the course was well-
organized, well-prepared, educational, and provided a great learning ex-
perience. The material was well-sequenced and tightly controlled con-
sidering that most of the material was recently developed. .

The course met the participants' objectives of increasing confi-
dence (particularly in the classroom), and decreasing apprehension of

talking in front of a classroom situation. It helped to improve on skills
they were not aware of.

‘In terms of the workshop material (manuatl), participants felt it
_to be extremely practicgl and bene%icial to them in the classroom and
on-the-job. They felt that because of the technical and practical
khow]edgé obtained, they will indeed be better equibped to handie their
jobs. ‘

The next section presents Tables listing the results of parti-

cipants' responses/attitudes to the program:

TABLE 6: Rating Scale Comparing Averages of Participants' Feelings
TABLE 7: Rating Scale of Course Objective Achievements
TABLE 8: Effectiveness of Techniques
TABLE 9: Manual Evaluation
TABLE10: Instructor Evaluation -

RN R oM Re SR
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TABLE &6 : Rating Scale Comparlng Averages of Partlclpants
Feellng

Based on a rating scale of 1 to 5: 1=Strongly Disagree

2=Mildly Disagree

3=Undecided

4=Mildly Agree

5=Strongly Agree
(Note: 5.0 indicates perfect agreement).

Confidence of abilities as a trainer Lh,6

Application to job L.g

_Integration of past experiences w1th
new skills k.8

[y

Can use new information and

techniques in work L.8
Time in program well spent L,9

N=14

TABLE 7 : Rating Séale‘of'Course Objective Achievements

On a rating of 1 to 10, where l=no success, 5=moderate success,
and 10=full success, partlclpants rated how well they felt the
workshop has been successful in helping them achieve the course
objectives. (Note: 10.0 indicates perfect success).

0 Apply basic learning principles in
classroom and in the field . 8.6
Design and evaluate classroom sessions 9.0 -
eliver an effective classroom :
presentation . " 9.6
Coach and administer trailnees in the
branch environment 7.6
Plan and administer training functions
within their mandate . - 7.8

N=14
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TABLE 8 Effectiveness of Techniques

Numerals in boxes indicate number of responses marked by

each participant. (N=14)
Very Effective |Undecided |Not Very | Ineffective
Effective Effective

Pre-Course

Assignment 1 11 2

Cése

Studies 8 6

Role-

Playing 5 4 3 2

Instruct-

ion Game 10 3 1

Objectives 9 9

Presenta- .

tion Out-

line 13 1

Games 8 L 2

Problem

Behavior 5 8 1

Video

Sessions 8 5 1

Presenta-

tion Feed-

back 12 2

Handouts 2 11 1 1

Group

Discussion| 9 L 1

Lecture 5 8 1

S ‘
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TABLE 9 : Manual Evaluation

70

Topics Found Most Useful:

=

.Instructional Design
.Video Presentations
.Delivery Skills

.On-the-Job Training

Topics Found Least Useful:

«Instructional Theory
.Group Leadership

Most Interesting:

'

Instructional Design
.Video Presentations

.Games and Exercises

.Group Leadership

-~

Least Intéfes?}bg: \

e

.Instructional Theory
.Role-play of On-the-Job

/7
Best Preseﬁted:

L

«Instructional Design
.Effective Presentations

<
Worst Presented:

&

.Instructional Theor&
.Training Process

Too Advanced: .

.Instructional Theory
.PFre-Course Assignment
(very theory-oriented)

Too Elementary:

.Training Process

-




TABLE 10:  Instructor Evaluation

Workshop I (December 1981): Instructor #1
Workshop II(March 1982): Instructor #2

71

Numerals in boxes indicate the number of responsés marked by l

each participant; N=14

?

/
/

/

Nery
Effective

Effective

/ Needs
Improvement

WORKSHOP ORGANIZATION:
Instructor #1: .

Instructor éz:
KNOWLEDGE OF“TOPIC:

Instructor #1: -
Instructor #2:

SPEED;PACE OF PRESENTATION:
Instructor #1:
Instructor #2:

™~

ESIN

ADAPTING TG GROUP'S LEVEL:
Instructor #1:
Instructor #2:

=

AVOIDING DISTRACTING BEHAVIOR:
Instructor #1: '
Instructor #2:

Lol V)

EYE CONTACT:
Instructor #1: S
Instructor #2:

ENCOURAGING PARTICIPATION:
Instructor #1:
Instructor #2:

[

IMATINTAINING INTEREST:
Instructor #1:
Instructor #2:

N -

QUESTIONING TECHNIQUE:
Instructor #1:
Instructor #2:

=

Instructor #1:
Instructor #2:

GETTING FEEDBACK/TESTING LEARNING:

- s

EMPHASIS ON KEY POINTS: :
Instructor #1: \
Instructor #2: >

I
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I11. Video Evaluation Results

The following section summarizes part1c1pants responses to the  °

. e [N
\ -

v1deo evaluation quest1onna1re o : .
" - When did you find out that your presentat1ons would be videotaped? oL
A1l of the participants found-out prior to coming to. . ’
, . the workshop. Most kad heard from previous participants
p about the workshop content. Also, the pre-course materi-
. al.supplied this ihformation about‘2 weeks prior to
- the beg1nn}ng of the course. :

"~ Based on 14 responses, 5 answered yes, and 8 answered ne.
' - And in front of a camera: D{d'that affect your attitd&é or. behavi- -
or? How? ‘ "

- Was thisathe first t1me you presented in front of a group? ®

75% felt the usual nervousness and "butterflies 1n thelr
stomach". Surprisingly, more than half the part1c1pants ne
were not really aware of theMcaméra at-alfl. They were
. more conscious of their "classmates"'looking directly at b,
. them. In this way, they felt somewhat uneasy and dis- :
played’more nervousness and lack of confidence when
presenting to their own peers. The camera did not seem

. to affect their behavior, but being in front of the
. class did. Although their reactions to the camera were .
* . minor, the presentations for criticism and analysis did B
- . create anxiety and nervousness.

- Whatwwes your first-reaction about doing a presentation in front
of a group/class? .
: 80% felt. nervous, scared, and a bit apprehensive about : !
what to talk about, and then how to prepare and give
a good presentation. The major fear was the lack of " .
confidence displayed. Most of the participants have . o
had no pract1ca1 experience at giving presentations to 1 Jg}
groups before, only on one-to- one s1tuat10ns ! ' v
4 ~
- Did you find the manual helpful/usefu] to plan’ out your presen—
tation? PR
1 the. participants found the manual to be very useful o
d very effective, for preparing and giving preséntations,

- Which section(s) did you find the most/least effective? -
A11 felt that the breakdown of the manual by sections. - ol e
provided a very. 16gical ap Proach to analysis. of a
2 . e learning group and presentatian’ deve1opment.5 . , )
' Most Effective: - writing objectives =t
- . - lesson planning * o
) - audio-visual materials B
- . - sequencing material ' : S e .
- testing : ' Cir
. - participant analysis Lo o
" ¢ o
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Least.E¥fective: - some of the more "theoretical" sections
‘ “ Some felt that points can be ’

illgstrated with examples or exercises.
] In Qther words, they enjoy learning
by dding, not reading.

: ) ) - -delivery skilils: should be longer and
' Co. more in—depth '
- In what way "did the lectures/a551gnments/exerc1ses in class he]p
you to prepare for wour presentapﬂons?
Very helpful, and organized material in a manner that was
¢ “flear and concise. The exercises and lectures in class
helped to stfucture the presentations and provided
part1c1pants with the necessary tools. The instruction
N related to presentat1on ‘development was extremely useful
' in preparing and giving the presentation. It reinforced
. “the many aspects of preparing and presenting a learning
experience that was informative and practical. Most of
all, it provided the participants-with a feeling of
confidence as they felt that they were 'reasonably'
o . prepared. ' )

® How valuable‘were the critique (feedback) forms you received
from the rest of the participants ard the instructors?
They were valuable but gnly to a small degree. Most of
their peers were quite lenient in their analysis and

~ most tended to support each other. Participants did )
not feel ¥t appropriate.to critique one of their peers -
Co. therefore, all critique forms were very positive. How- ,

ever, all were appreciative of hdw their peers perceived
their presentat1ons as it was the group that created
anxiety in the first place. They were provided with a num-
ber of different insights on how well they did. The
feedback from the instructors was more valuable and .
significant. Instructor critiques were more detailed
and focused on good and bad features of the presentations.
@ The oral feedback received from the leader pointed out
in a very constructive manner the weaknesses and strengths
displayed.

- You were asked to give a 2-minute video presentation Monday
morning. Was this effective jn helping you to prepare for the 15-
minute presentation? Why? . £

- The exposure he]ped to relieve some of the fear, and
broke the ice.. It hefped some of them to ovemcome the
shyness toward the camera, and gave them the opportun1ty !
to talk in front of the class for the first time.- Seeing
_themselves on video-allowed them to identify areas to

. concentrate upon - such as nervous habfts, distractions,
etc. This gave them a start on what they wanted to change
or improve on. The 2-minute presentation helped relieve

»

some of the anxieties .and helped them’ better prepa;s for the

15-minute presentat1on

" 73
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- How do you feel now that you have done your presentation?
80% felt more confident and more at ease. Some were ¢
enlightened to see themselves on camera. As their
own critic, they*felt the video helped them be a little
more confident and objective about their skills/ or lack
of it. There was also a strong improvement in  their 15-°
. minute presentations from the previous 2-minute presenta-
tion. The most importént aspect was the increased confi-
dence, and being able to better prepare and give a good
presentation. The majority of them felt that with im-
. proved confidence, the rest will come with additional
' practice to build on strong points already identified
. and by working on one area at a time. The initial .
. presentation was an icebreaker in that the shockWef seeing
oneself on video was over prior to the main presentation.

*

-

3-Month - Follow-up Results

A follow-up questionnaire was sent out 3 months later to
participants who attended the December 1981 and March 1982 workshops .
Participants rated the Needs Analysis form (from the pilot study) and

r

evaluated the course and manual to determine their effectiveness. once

- w . [y
back on-the-jobg Co v

Responses to the "NEED TO KNOW" and "NICE TO KNOW" areas rated
similarly and consistentfy with the needs analysis (see Appendices for
comparison of needs analysis and 3-month follow-up results). 'Here,
patticipants indicated they wanted principles of learning, ins(tructiona;
objectives, evaluation, intetyiewing and mom'téom'ng trajnees, and on-
the-job train®hg in an advanced level - the‘ same items identi‘fied in
the needs analysis. But, participants indicatgc} a more advanced level

than, indicated in the pilot study for these topics: learner changes,

aids, planning and directing a workshop', keeping interest high.*generating

good quest%ons,, speech personality, composure, motivation and analyzing
{

performance problems on-the-job. '

i
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identifying and sequencing content, selecting and developing instructional .

>



- definitely of usk in a classroom situation, and is still being referred

The manual and other coirse materials were also rated as being

effective, while the video sessions and présentatiohs were highly effec-

P

tive and significantly contﬁibdted to the success of the program.

¢

1

3-M0ﬁth Fo]low-Up Responses

The following are results of the evaluative feedback obtained
3 months after participants attended both workshops,
i
After 3 months back on-the-job, participant§ still felt the work-

shops- were of a beneficial value to them. The material presented was
)

. to. Participants noted an increase in personal skills with trainees, -

along 'with-management of course preparation and instructional techniques

i, . ¥
in the elassroom. . N

The next section displays the questions and summarizes the

3nswers obtained in the follow-up.
1 .

- Would you recommend the workshop to your colleagues?
907 of the participants answered yes to this question. ' :
They found the workshop_ extremely heTpful gn preparing
them as a training officer, as it gave.them definitions
of a good trainer and how to become one. The most
important aspect of the course prepared the participants
for classroom presentations and to become better pre-
pared and organized for instructional purposes. Al]
in all, the course was g%:d»just as i ‘conf idence builder'.

- Who should attend this type of workshop? Why?
Anyone who is involved in -the trﬁining field - to build
confidence, to lTearn guidelines for preparation and !
evaluation of a training seminaq} also to evaluate one--
self as a.trainer (i.e. the 15 mifiute presentation).
People who are also new at the training function should
attend because it shows them what s expected Mnd what
can be achieved on-the-job. ATso, any individual who
is appointed in a training position after betng approxi- ~
mately 2 months on-the-job which will enable that person *
‘to relate ‘the course rontent to their own particular
situation. ' _

\\' t
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Could 'this experience prOJided by the workshop have,been gained
by you 'elsewhere?
90% responded no. The remﬁ%nwng 107 felt that, at the
same time, part of the knowiedge could have been gained
by experience. However, they noted that this would .
probably have occurred after numerous mistakes which.
now pérhaps have been avoided by taking this workshop.

How many workshops of this- natyre have you attended7
None. A1l hope to atténd future ones of this nature.

‘Have your job responsibilities changed since the workshop?
There has been no real change in job responsibilities.
Most have been conducting classroom workshops of their
own.

Based on a rating scale of 1 "to 7, the average response

resulted in 6.0.*% *
1, 2+ 3 4 - 5 .. b L 7
not at ' to some ~ to a great

all .~ extent extent

- Rate your confidence as 2 trainer as a direct consequence of this
workshop
< On a ratjing scale of 1 to 7 the average level of confi-
dence rated a 5.0.* '
N .
- 2 3 4 5 6 7
no confidence confident ) , extremely confident
v ' . ' / '
. 4; ‘ N
- To wha't degree are you using the concepts, 1nfonnation, and
techniques as presented?

The average response“resulted in a 5.5* rating based
on a scale of 1 to 7.

4

4 ~_§ * 6 7

1 Vad 3
not at average to.a great
all ~application . extent,

- What sections of the precourse mater1a1/manual/handouts have
you used? .
- Instructional Theory
- Instructional Design
- Delivery Skills
- Presentations "
- Classroom Set-Up:
- Feedback
- Writing Objectives
- Practical experience obtained during the warkshop
involving informal and formal video sessions.

Did the workshop prepare you for you} training responsibilities? .’

‘

A
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', - Now that you've heen on-the-job for a while, what areas do you
K personaﬂy feel you could use additional training in? - ‘.
e - more on ,presentatwnal skills be it teachmg trammg
classes, or giving seminars to school groups, etc.
- - being able to motivate a person to fearn.. Someone
may possess knowledge to do a job, but without the o
motivation to do the job, it won't be done well. Lack
of motivation is’ a problem in branch training.
- areas of group feadership.
- areas of video presentatmns "
- additional trammg +n human behavior such as motivation,
understanding various personali ties and analyzifig
performance problems.

e Lot fmsiiioh % 8

- What changes would you like to make: to the trammg manual?
- A1l thought the manual was well laid-out and organized.
" The content .was extremely helpful and relevant. More . 3
than half of the participants wanted more mformatwn i
on the basics of one-to-one training. \

o

- Most memorable event of the workshop. ) v i
: - video playback of presentatwns - the closed circuit
TV and the initial shock of a camera and television
screen set up in the cladsrogm. )
. - the appreCensive, slightly scared feelings of having to

stand in fron}’ of peers, and to give a 15-minute presenta-
tion. ~— , . . ’
~ . ! = nervoysness and the feeling of pressure hindered some

learning. The anticipation and waiting to do the pre-
sentation was nerve-wracking.

-"video playback allowed us to sewe orse lves as others would".

1

- Value of the workshop as preparation for current rule.
- increased self-confidence.
- helped plan a better course outline and preparatmn of
seminars and classroom teaching.
- gave practice on one-on-one interviews, and various
training situations and techniques® ‘
/- helpful in developing goals and assessing the key areas |
of ra training officer.
- usefulness of audio-visual aids. \
- to be able to keep the classroom attentive and in control.
- presentation pointed out weak and strong areas.
- manual is an excellent referral point for ideas and
s suggestions.

I g e, s
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.Chapter 5
“DISCUSSION

Based on thg findings, several conclusions can be stated regarding
the outcome of the train%ﬁ@ program. In spite of gome methodological
probiems with the eva]uations, it has been possible to obtéin some pre-
Timinary information on the effectiveness of the "Train-the-Trainer"
program. Data, however, are drawn from relatively small samples.

/" In regard to the manual, this researcher feels that the object#ve
has been met in terms of meeting the performance needs of the trainees
and the workshop. Based én the evaluation results, the manual was high]x
effective in presenting information necéssary for thé preparation and

‘perfo%hance of the trainee's‘presentation./ It was felt that their instruc-
tional §kzlls/techniques imp}6ved greatly due to the manual's logical
approach ﬁo presentation development. Suggested revisions to the manual

4
consisted of only minor technical and cosmetic changes to suit the trainee's

b4

level. -

“A11 participants would be wilging to take another course of this

\\\jnature, and would recommend it to their colleagues. At least 90% claimed

. to be more confident in their ability as trainers as a direct result of
the course. u‘

As can be seen from the rating'scales, results indicate highly posi-
tive feelings towards the outcome of the training péogram. Improvements
were indicated in their confidence in tﬁeir abilities as trainers, and
in the practical applications to their job. They had benefited profes-
sjona]\y from this experience, espec{a11y in the area of on-the-job

training. Findings from the 3-month follow-up indicate that more than
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half Qf the trainees are beginning or have applied newly learned material
-on-fhe-job: Long-term effects seem to show that trainees can use thé new
_%nformation and techniques in their work.

Because the manual was specifically designed for programsof this
nature, its success was confjrmed by trainees' report that it was still
‘being referred to, and of great use in a classroom sitJation. From thé
3-month follow-up, most participants have been conducting classrdom work-
shops of their own since the program, and have noted improvements in their
interpersonal ané presentation skills with other trainees.

The.data suggest, that those attending had been especially affected
by the microteaching experience. The majority of participants felt tha£
improvements were gained in the area of preparing and delivering an effec-
tive presentation. The v?ﬁeotape heightened the experience, and may have
contributed a major part in the successful_ outcome of the program.
Results §how that. the video may have had a positive influence on the pre-
sentatip;s based on the significant increase in scores from the 2-minute
to 15-minute video presentation. However, it is also possible that the
difjpkences in the length of production and in thé evaluation forms caused
this increase in scores.

Another major drawback in this evaluation was the omission of inter-

rater reliability testing. For internal cggégstency, it is essential to

determine how various raters compare on their evaluations of presentations.

MWithout a relatively high percentage of inter-observer agreement, it is

difficult to make an accurate statement about the behaviors being measured.

In the bank's training program, however, each presentation was rated by

the major instructor alone. In future, it would be advisable to have two.

= e el e




80
%

ér more parallel evaluations tolpermit an examination of inter-rater
reliabilityﬂ

In terms af achigvement testing, analysis wa§ somewhat limited.
High pretest scores seemed to indicate that the test was a'relatively simple
instrument. ‘A1l subjects enrolled with some "pre-course" knowledge of
instructional objectives from the materials sent out to them two weeks
prior to the workshops. The lower posttest scores are probably a better
refiection of absolute and relative knowledge of the material covered in
the training program. Test cénstnuétion is a problem requiring further
attention in the training program.

The evidence does not indicate that any of the factors expmineﬁ
played a major role. It s logical to expect that certain varjab]es such
as age, the number of'years of bank experienpe, and the .number of months
of training experience might\have had some significance in subjects' test
performance and preseggét/oélab1l1ty It is interesting to note that
these variables had some impact on the pretest and 2-minute v1deo but
not on the posttest and 15-minute video. ﬂgre importantly, findiogs
indicate no relationship between performance and the level of education
obtained nor the gendér of the trainee. One major reason that no effects
of age, experience, etc. were found was that the samp]é was small ‘and
very mixed. In order to analyze the impact of these factors, a larger
sample size is required. |

For the selection of training participants, one must be careful in
setting up common entrance criteria for trainees. A careful selection .

process, attuned to the nature of the course, needs analysis, and

. trainee's future use of the instruction will make the training program

more cost-effective. Special care should be taken to identify individual‘

i~
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; trainee skill levels and years of training experience. In other- words,

\

the bank must take the responsibiiity of selecting participants with

v

similar traiﬁing backgrounds, needs, and basic abilities. .

As indicated'earlier, the overall effectiveness of the trainind
program might be attributed to many factors. Considerable effort was
expended on\thé development of the manual. Subsequently, attention cen-
tered on the video presentations. Physical resources were made avai]aﬁ}é.
Numerous experts contributed as well. In many ways, because of the total
involvement of the organization; the wide scope of the project; and the
lack of focused attention on test design, experimental control was indeed
limited. Even so, this-researcher is fairly confident that responses and
results obtained were representative of train%ng officers throughout the
bank. This aspect was checked by examining the needs analysis of pre-
vious participants, and by infﬁrma] interview§ with present participants.
The patterns of replies were cbnsistent w{th results from fhe course
evaluations and 3-month follow-up quéstionnaires. | N

It appears that the efféctiveness of any industrial training system
will be related to the degree to which its iﬁstructiona] components are
organized within this rgstrictive framework .

This study was truly a unique experience for this researcher,
especially in the area of kﬂow]e&ge gained,';nd inﬁorganizing human
inte%aétjon and resources to make a training program function efficiently.
The most beneficial results are the ones flowing from a consistent appli-

cation of the principles of educational technology to problems in the

+design and operation of training programs.
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Recommendations for Future Work

This study was intended as a basis for more thorough investigation

'to be undertaken later. Below are some points to consider for future

Train-the-Trainer workshops.

(1)

(6)

(7)

Conduct cost-benefit analysis of the training program pribr to
program development and after.

Evaluate more workshops of this nature to cover a larger sample
size for statistical vah‘éity, an;:! more controlled experimental
design and ana]ys“is.

Improve modifications of feaching methods/insﬂtrﬁcﬁ;ﬂ aids to
train in the most effi'cient way possible.

Determine the most u‘seful criteria in the selection of trainees

for the program. |

Acquain‘tﬂthe training personnel with methods o‘f controlled research
and statistical techniques, as well as the necessity énd importance
of evaluation. ‘
Focus on the application of 1earm'.ng principles and theories to
practice. <
Workshop Evaluation

A3

-On the subject of presentations, a new approach could be utilized,
such as asking participants to prepare a workshop prior to the
course, deliver it on the first day, then redesign it and redeliver
so that participants may be able to measure. their progress as the
week develops.

-The topic chosen for presentations could be the same for all partic-

ipants to facilitate evaluation.

-Another approach would be to have two presentations: one on Monday
with no pre-course instruction(s), and then repeated on Wednesday
or Thursday with data obtained during the course.

D,
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(8) Video Eva]uat?on A

%

-The presentations should be increased EB 20 minutes as this

~appeared to be the average time length of each presentation.

-Show a tape of a good presentation and point out good points

as well as a bad one and discuss shortcomings.

How good the evaluation is depends on the appraisal procedures
used, the extent to which these procedures were systematfca]ly and
impartially applied, and the quality of the analysis of the data obtained.
The relative contributions of the training can only be estimated. Where
other phases of management are good, training results will be good.

Since training deals principally with behavior change, judgments should

be tempered with the knowledge that such change comes slowly, and that

@y

’ -
but to achieve some favourable modifications in what Tts people do

with training/evaluation, we do not seek to.remake @be organization, //
and how well they work todether. The trainer has the responsibility

of keeping abreast of the technological changes in the field covered

by his curficulum. Therefore, individual courses and training programs

‘must be consfantly evaluated, revised, ‘and refined.
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TRAIN THE TRAINER . ' .
WORKSHOP OUTLINE - : T

* Monday 5 Tuesday G'OVerview'ofathe Training Progess

' ‘ .8 Role of Training ' o
¢ Qualities of a competent trainer

. Instructwona] Theory . - e

AN}
» How to apply adult leaming concepts " .
- o How to apply the principles of learning
- o How to identify the d1fferent 1earn1ng sty]es
of your trainees

e How to identify the changes that you want to

. ' occu¥ in the’ 1eanper, (i.e. attitude, skilil,
. knowledga) -
. - o How to apply positive re1nforcement ‘theory in
N B -learning . : .
/ .o Instructional Deeign - ’ ) g -

’ -

S E How to write instructional training objectives
. ‘e How to identify and sequence content - s
T . . o How to select and apply 1nstruct1ona1 techn1ques,
’ (i.e. role play, case study, lectures, programmed’
: instruction,-qaming and simulation .
¢ How to select and develop 1nstruct1ona1 aids
' : .(i.e. charts, handouts, overhead transearenc1es, )
. slide/tape, film, video . . . ) ~ D ._\//ﬂ
¢ How to develop and use test instruments for |
. 1earner performance evaluat1on, including advan tages
. and*disadvantages of various types of measurement
tools

¢ How to evaluate the effectiveness of the coursé content
and presentation in achieving its objectives

°

o How to plan and direct a workshop
e Effective Presentations ’

" @ How-to keep 'interest .high
. ¢ How to generate good questions
- o How to respond to difficult questions
;o ¢ How to evaluate and strengthen’ your speech persona11ty
(voice, mannerisms, posture .
¢ How to handle stress and maintain composure
(nervousness) ~

.
. .
- 4 . . v

/



o oy ERTTC T T

. e

8 Groub Leadership
¢ How to set an effective learning climate
e How to create and control participation
¢ How to increase motivatian to learn '
e How to handle power, conflict and authority '

'+ o How to handle the dominating and quiet personalities

. ¢ How to hand]e resistance

v

¢ Feedback Techmques S R

k ¢ How to give one on- one personal feedback ’

- . ® How to generate and control group’ feedback to a

u parhmpant \ o
- ‘

Tuesday e\{en'ing o Work Session.on Presentation

Wednesciay/a.m. & .e'Presentations

Thursday a.m. @ Video Review of Presentations
Nednesday p.m. e On-the-job Training '
Thursday p.m. &.. ¢ How.to interview and.monitor trainees .
Friday e How to improve on-the-job training ..
BN ¢ How to analyze performance problems on-the- Job .
. How to 1dent1fy good training branches ‘
\ . i !
9 c ! ‘l
I o
P - ' )
. - N - 8
. ) ¢ ‘
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Name

Present Position

_Trainifg Experience (# of months) :

Level of Education obtained

* TRAIN THE TRAINER

Fact Sheet

*

1, Describe the training activities you are responsible for.

a. On-The-Job

b. In the classroom

2. How many trainees or branch staff are you currently respons1b1°e for?
Which courses and how many of each will you have conducted prior to
attending this seminar?

3. Briefly outline your banking experience (and number. of years) by listing
previous positions held and their duration. -

4. List any experience and education you have had in the field of trainfng.

5. What is the subject of your prelsentation'?/
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NOTE: Each Correct Response is Worth One Point .

L
" Directions:

‘A.

. The. role/function of training is:

mo ™ O >

m > x>

B.

C.
. D.

. Andragogy is:
A.
B.

C.
D.

D.

. Uses audio-visual materials. extens1ve]y so the class won't

TRAIN THE TRAINER - PRETEST

Read the following statements and circie only one correct response
for each question. ‘

. To change behavior (and 1mprove performance)
. To reduce waste, accidents, turnover, lateness and’ absentee1sm
. To teach correct usage of new tools, wachine processas and

methods

. Aand C
. A11 of the above

good training design:
Requires the facilitator to follow all 1nstruct1ons conta1ned
in the Leader's Guide’ '

\

get bored

. Allows an instructor to be flexible and encourages learners to

negotiate objectives

. BandC “

. Training is qppropriéte if:

Employees are unmotivated to meet standards though, they are
capable of doing so

There is a shortage of financial, human, physical and techno-
Togical resources

The change in behavior can be measured
- There is conflict with the attitudes, va]ues of 1ocal procedures

Y

The art and science of helping children learn
The total training process

The art and science of helping adults learn
The samé as pedagogy

. Which statement best describes:what learning is?

A.
B.
C.

Relating new ideas to already known information

When' there is guidance by a teacher or teaching materials

A change in behavior as a result of experiénce involving skills,
dttitudes and knowledge ° '
Learning will happen more quickly if we have a model behavior

to imitate



10.

1.

2.

. The components of a omglet obJect1ve are:

C:lncn):-

g5

' A Cond1t1on, overt behav1or, cr1ter1a
. B. Performance, condition, learner, critetia

C. Condition, Tearner, overt verb,_object,-criteria i
D. Object, condition, criteria, learner ' 4
/

Feedback is: o o )

A. An informal evaluation of the phogress of trainees:
B. The art of feeding back resp 5

C. A form of verbal.praise 34£9§Ge

D. A type of questioning ‘strdtegy

. The purpose of evaluation is to:

A. Identify deficiencies in the total learning process

B. Compare results against established objectives ‘

C. Clarify the role of training in changing organizational
performance  } :

D. Aand B

E. B and. C

. Which statement is not a usefu] gu1de]1ne to follow when us1ng

W

f11p chart?

. Lettering should ﬁoi be less than 2" high
. Write down as much as possible on the first sheet
. Write at the top of the page first

]
kihen using an overhead proacctor, it is best to:

A. Use a projector with large groups ’

B. Turn the projector off when you have finished showing the
transparencies

Prepare transparencies in advance

. A1l of the above -

. None of the above

Mmoo

Which item is considered cruc1al for choosing a successfu1
training branch7

A. Complexity of the branch
Experienced program supervisor ‘ . oL

B.
"C. Morale
D.

Does branch want a tra1nee7

Four steps are involved for "on-the-job-training" - (1) employee
preparation, (2) job presentation, (3) performance try -out, and
v . . ' ‘.

'A. Evaluation

. Red should be used as a highlighter only, never as a main color '

N



"

B. Gost-analysis °

P - C. Follow-up = . 4 - A

D. Part1c1pant ana1ys1s

Fill in the correct’response in the space'provided°‘

1. Behav1or consists of these three parts knowledge, ‘attitude -and

2. The two most important qualities of’an eva]uat1on too1 are

and validity.

~§. "Where do you think a supervisor's first respons1b111ty Ties?" is an

"« example of an ~-ended question. ..

4

“r

[
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«\ - , * TRUE AND FALSE ~ . - -

.’ ' )
N . 1 + n . .o ‘. ‘ |Hc )
ot Circ}e "T" if your response is TRUE and "F" iﬁ/qt is FALSE

2
v

. : e
‘ ey 1. Training is appropr1ate if there is a short suppty of
, t_ financial, himan, physical or techno]og1ca1 resources

> .

2. A term1na1 objective descr1bes xact]x what the student
~ will be able to do at the end of a course. -

e, . ! v A

’ ‘ 3. One d+sudvﬁntage\qf$gs1ng case stud1es is that 1t is not
° ' re]evant or realisthc to the Joog of the part1c1pants ;

4. There is no ‘one best tra1n1ng technaque

PR . ' " -

5 A tra1nee S progressec‘p only be measured by wr1tten tests

. a course. . X
. : R -3
7. Communication is a one way, pracess o . A

L

, ' -, 8 On-the=job_ tra1n1ng is essent1a11y te111ng people what to
! ' do.-

. o 9, One fonn of trainee fo]]ow—ﬂp‘is a telephone jnterview.

i

e
< 10 Having a-good sense of humor is an 1mportant quality for
tra1ners . ‘ : . ‘

A b4

AT . "
11 +A good way to measure a change in att1tude is to conduct
©an interview. o .
\ ~ &
' "12. New ideas are best iearned 1f re1ated to a]ready known
1nformat1on ..

©

vw’

! . }3. The process of training should prov1de for observabﬂe
« o behavior so that performance can be measured,

14. A leader”is on}x concerned w1th group'development;

15. Everyone learns at-the samefrdte,

- . . \

»

/ 6, 0b3ect1ves need not be c]ear]y stated at the beg1nn1nq of

»
T F
T B
g
T -+ F
T P
T F
TF
T F
ST F
T F
T . F
T F
T F
T F
T.. F
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1
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- i
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X

-

Y

. For the objective Bé]ow,‘(bracket) the ‘conditions(s), circle the
» - performance, underline the criteria, and[box]the object. .

X 2

[}
1

. able t

Y> plan loans meeting the

Accounting manuai :

Indicate wﬁether these a%tion verbs

iy
,
J
o
s ) v
v _ %o
p ]
- . : . to
¥
. to
‘ . ‘ to
—_—
a ) ' .
- to
4 e '
. . to
,". R .~' . .
.
’
o .
R
. \
: N 'y
.
1N v
> : |
|‘ .
LY " .
- i
. i J
S W
.
,
. .
. N
. ) Y
- - .
i‘“ '

Given the,current ‘interest rate, you will be
7.

"
N

a]cuiate ynearned 1nferest for term-

§tandards of the Cotporate

are COVERT (c) or OVERT (o):

know
.fully appreciate \
identify )
understand '
gompare

write .

I .
. s
.
¥l
8 . .
I - ) \
v v \
\
’ / v
Lo T
. Ve 4 .
. - “ -
M ‘
-
’ L4

.98
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AnsWér Sheet: Train.the Trainer Pretestm

Pr
. v

Yy N ‘&
Multiple Choice: : S

ocooooom

3" -

;$?ﬁaiﬁ-tﬁe481ank: ! e

T.oskil
2. Retiabjlity = «r L
3;“Open . *

TruéZégg,Ealsé:

10.
-,

13.
1.
15.

> 2

mmMm—T——
e
)

il B S R R

Objective:

4

(Given the current 1nterest rate, ) you will be able to calculate unearned
interest for term p]an loans meet1ng the standards of the Corporate Account1ng

manual .
_ Ak
Verbs: -
, - . 4 '
1. C 4. C
2. C 5.0 .
3.0 ' 6. 0. o
v e

&

&
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o Note: Each Correct Response is Worth One Point

TRAIN THEsTRAINER - POSTTEST -,
A . : !

Directions: Read the following statements and circle only one correct
response for each question. / .

v

( . ‘ ‘1. The role/functidbn of training is: N
t \ A. To change behavior \
) B. To provide better methods of selection
. C. To have an optimum level of productivity
\ D. A and B . - .
E. Aand C

2. Training is not appropriate if:

1“}~—

L A. There is no demand for specific skills \
. .. B. Employees are motivated to meet standards . ‘ ’
V' C. There is an abundance of financial, human, physical,<and
. techno]og1ca1 resources : -
D. The change in behavior cannot be measured
. N\ .
. 3. Choose the statement ‘that doe§\not‘app1y to what ‘training can do.
N o A. Develop new skills, knowledge, understanding, and attitudes
. (AU - B. Reduce waste, accidents, turnover, lateness, and absenteeism
. L° o + C. There is no demand for specific skills )
« -, "D. Fight obsolescence in skilis, techno]og1es methods, and
1 products

4. Which is true of an andragogical 1earning environment?

S hY

A. Dependence

- B. Teacher-oriented planning “
<, C. Subject-centered learning
“” D. Immed1acy of app11cat1on
5. Wh1ch is true of a pedagoglcal 1earn1ng env1ronment7 L

e 4

“A. Mutual collaboration between teacher and student
B. Self-directivenhess — p

C. An authority-oriented climate P
D. A problem-centered learning environment

‘6. One of the laws of learning states that "adults 1earn when there
is a need to; 0; leading to self-motivation." This is the law of:-

. Association . ‘
Readiness , A
Effect . * - e

. Exercise . : S

-~
OO @

B T

ey
o -
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7. Choose the item that does not include a leve] of learning:

Understanding

Competence )
Knowletige , .
Awareness . e S
. Assimilation

Mg O W

8. Wh1ch of the fo]1ow1ng is not within the purpose of part1c1pant
analysis?

A. The name of every 1nd1v1dua1 to be trained

B. Introguct1on, Presentation, Application, and Closure
‘ C. Objéctive, Presentation, Test, and Closure

D. Introda\iibn, Objective, Presentation, and Test

10 Which instructional techn1que ‘does not provide 1mmed1ate feedback
to the learner?

A. Game
*B. Role-playing

. C. Simulation ' L
D. Demonstration
E. In-bdsket

a

11. WHich item is considered crucial for choosing a successful training
‘branch? .

A. Morale

B. Experienced program supervisor

C. Complexity of the brahch i

D. Does branch want a trainee? ‘ N

12.. Choose fhe most appropriate purpose of evaluation.

A. A form of test1ng and measurement .

B. A process used to compare results against established
objectives .

C. To clarify the ro]é of training 1n changing organ1zat10@91
perfarmance “

D% To beoperformed by the peopJe in the training, department

-
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| TRUE AND FALSE _
\\ ‘ } o ' ) oL t

Circle "T" if your'response is TRUE and "F" ifit'is FALSE.

. Evaluation s the -same thing as measurément. T F
. One of the gba1s of group leadership is to resolve group T Fooos
problems. ’ %
3. A leader is concerned with se]f and group development. T Foo, f
. 4. One alternative to tra1n1ng is to change workyﬁq conditions. T. . F 2
5. The techniques used to deliver the c0ntent is called process. T F
6. To be empathetic is to act disapprovingly of people. ' T F
. L °
7. Structured learning refers to any form of learning T F 1
" controlled by the student.
8. The purpose of a part1c1pant analysis is to identify T F .
: entry behaviors. , :
9. Media and Materials are instructional technigues. T F
18. One.typé of evaluation is feedback. T F
11. One .type of branch visit.is a progress check. ( T F
12.'Counse111ng is a common type of interview. T+ F
/ ‘ M )
13. A good questioning strategy is to begin with closed questions T .F
“and move in to open-ended questions. e
. 14, When giving a presentation, a good way to contro] T F
nervousness is to use eye-contact. ‘ '
" 15. To be effective, on-the-job training must involve T F
: an analysis of the job which is to be learned.

!%gj
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~ ~

Fill in the correct response in the space provided:

1. Another word for adult learning is

2. Learning involves a change in

3. An - is a good way to measure a chanage in
attitudes. ‘

4, is 'a need, idea,emotion, or organic state that
prompts an individual to action. ’

5. Videotape recording captures two vital dimensions - of the presentation:

Verba] and

2

behavior.

Briefly explain/define the following:

1.

OVERT BEHAVIOR:

. KNOWLEDGE:

g

4

. RELIABILITY:

-

. TERMINAL "OBJECTIVE:

. CRITERIA:

. TRAINING:




i

7. CONDITION:

~

"8. CLOSED QUESTION:

a

’
»
« <
-
‘.
"
)
o
-
.
w
\
‘
] L3
v
- e -
.
.
N
.
.“
*
.
.
-
i
’
i
S r . e N
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CrHWHNY
- * .

™N
- .

True and False

-, )
OO, 00 ~F O U s Lo N —s

Answer Sheet: Train the Trainer Post

L

Multiple Choice:

-
>
'

TWOODDBOBOOOOM
!

1.

——t bt
2N

15.

QWO B W

I R R PR )

—m—

T

Fill-in-the-blank:

. Andragogy
. Behavior

Interview
Motivation-
Non-verbal

'K
éest:
|

105°
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Exp]afn/Define:
i

j.-Overt Behavior:

¢ An OBSERVABLE and MEASURABLE behavior . :
, o the actual performance. .

- 2. Knowledge:

, e refers to FACTS, CONCEPTS, PRINCIPLES, RULES POLICIES . e e
¢ the information or "subJect matter" that the trainee needs to; know

3. Reliability:

‘0 degree of accuracy with which a test MEASURES exactly what it actual]y
measures. .
¢ CONSISTENCY.

4. Terminal Objective:

¢ describes the TERMINAL or FINAL performance expected of the student
at the END of what segment of learning.

8 specifies what the ﬁtudent MUST BE ABLE TO DO at the END of the training
program. LS

5. Criteria: /
e the STANDARD OF PERFORMANCE that is ACCEPTABLE.
6. Training:

o a process of GAP-FILLING by wh1ch you CHANGE BEHAVIOR or improve
performance by moving 1nd1viguals from their enter1ng behavior to
the terminal behav1or

7. Cond1t1on ‘ . ‘
. @ RESTRICTIONS under which the behavior will be performed

" 8. Closed Quest1on

e asks for a YES or NO type answer/response. .
] asks for WORDS; not essays or paragraphs, or lengthy deta1ls

7

~ ..

/
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Audio-Visual Equipment and Materials ‘

: ™~
.aud¥o-cassette player and -audio tapes. -
.£ilm pro jector %spare bulb),.and trainirg:film used
by the bank.
.slide projector (spare bulb), and slides o@;'tra;nlng
principles.
.overhead prOJector (spare bulb), and overhead trans-
" parencies - . .
70 X7 screen. .
TV camera: black/whlte with trlpod and head sultable ,
for pans, til ts, uipped with zoom lens. N
.video tapes 3/4" % ninety-minute tapes). .
;TV recorder 3/4", s . : .
TV monitor. ° ' i .
Microphone (2) with long leads, - : . S
.extension cord. v .
.flip charts (4), with .flip chart paper. . , ©

blank overhead transparenc1es and overhead felt pens.

Al

- ' s
. ? f
-~ . - .
° 1 .
¢ .

Sundry Supplies

A

.name tags/cards. (
«Sharpened pencils; shaxpener. N

.writing pads; pens. . . “ .
.stapler and staples. Tooa T ‘ e
+~pointer. . : c o AP
.chalk. - e ‘ .

. «three-hold paper puncher. . . T,
.8cissors. .

¢ = . . . . *

.felt pens, . o .
.scotcp/masklng tape. ’ ~ . C '
timer/alarm clock. ' :
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ITEM ANALYSIS FOR NOMINAL DATA

PRETEST:

Ttem’ Difficulty Standard Discriminati ' ’
) Index: Deviation . Index ' ///
1 : .57 495 L 1,000 « /

2 57 _ 495 ‘ . 0.000 VAN
e 3_ | : 452 . 0.000 - .
I .29 ‘ U452 - 0.000° .
L 0.000 0.000
6 ‘ 0.000 , .~ 07,000
7 495 : - 1.000 .
8 ¢ 7. JA9s5 . -1,000
9 , .71 4 . 0.000
10 . .86 ‘1,000
11 0.00 0. %+ 0,000
12 » .57 495 1.000
13 .29 52 0.000
1L 0.00 - 0.000
1 .57 495
1 A3 . 495 - 1,000
17 W7 ' 452 . 1.000
18 o .86 . .350 0.000
19 : - .86 7 .350 . - 0.000 .
20 - 1,00 . 0,000 . : ©0.000° '
21 , 1,00 0.000 : 0.000
22 . -~ 1,00 . - 0.000" | © 0,000
23 © . . 1,00 .0.000" . , 0.000
2k ' , .71 52 _"=1,000
25 i 1,00 0,000 " " 0.000
26 71,00 _ 0.000 .. . 0.000
27 . 1.00 0.000 S 0.000
28 © 1,00 0.000 . 0.000 .
29 . 1,00 ' 0,000 - . _ 0.000 : ,
30 01,00 - 0.000 .7 0.000
31 - 1.00 .. 0.000 ' - 0.000 - o
32 o .71 S 52 © 1,000 S
33 . rLW71 . b2 ¢ . 1.000
3h .. 1,00 ° - .0.000 . . 0.000
. 35 : ; -086_ . 0350 > ' S 0.000
36 . S 1.00 " 0.000 = -0.Q00
37 . ‘ . 986 0350 - a2 - . : ]/- oO:QO
38 1,00 ~ -~ 0.000 . . ., 0.000 \
9 .86 350 . 1..000 . N
0 . 1.00 » - .. 0,000 . - 0,000
Y : : ‘

* ~ AN

NOTE: Easy items have a difficulfy index clpseifo 1100{
difficult items have a difficulty index close.to 0.00

A

>
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POSTTEST:

Item Diffiéulty
.. - Ipdex
1 < .29
2 -1.00
3 - .71
L ’ JAh
5 1.00
6 4 029
7 * ' W29 .
8 . 14
9 . .29
10 57
> 11 .29
12, 1.00
13, .29
14 . ...86
15 1.00
16 . ' .29
17 ‘ .71
18 1.00
19, 1,00
20 .o 1.00
21 .29
22 ' 086 .
't 23 1,00
24 1,00
25 ° . «86.
26 , o .86
27 . 1.00
28 . " .86
29 \ 1.00
30 .29
31 k3
32 A3
. 33 71
R (N - , ' 114‘3‘
35 e 29 .
3 -
38 Bg .
39 86,
1-00 N ¢

\

e 452

Standard
«Deviation

452
0.000
T oW452
0350\
0.000,
452
452
452
1495
.WAs2
. 0.000
452
.350
0.000
452 0 -
Ahs52
0.000
0.00Q
, 0,000
,.452,“,
.350
0.000
0.000
1350
- 3350

' 0.000

e 350 !
0.000
452
495
495
b52
Jh9s
M52
495

.350

- +350
0.000

\

ITEM ANALYSIS FOR NOMINAL DATA

Discrimination

~

110

Index

1.000

0.000"

0.000
0.000

0.000

1,000

0.000"

1.000
0.000
0.00Q
1.000
.0.000

.1.000"

-1.000

0,000.

+1,000
0.000
10,000
. 0,000

0.000 -

1.000
0.000

0.000.

0.000
1.000

1.00Q -

©0.000
0.000
*'0..000

. -1.000

0,000
1.000
1.000
. 1,000
0.000
-1.000

0.000

-1.000

" 02000
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2 MINUTE VIDEO: ITEM ANATYSIS FOR NOMINAL DATA
Item Difficulty Standard. Discrimination
Index Deviation v Index
.74 - -+ . . .35 . " 0.000
0.62 $915 ' e «333
0.52 .623 . -.667
"~ 0.57 452 -.333
0.67 0.000 : 0.000
0.43 U452 : -.333
0,64 .258 0.000
0.69 .258 ‘ 0.000
0.76 . 452 0.000
10 0.48 495 , . -.333
11 0.57 452 -+333
12 0.60 ©toub10 =333
13 " 0.62 - \ . 515 ‘ -.667
14 0.52. - -, A95 -1.000
’- =
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15 MINUTE VIDEO: ITEM ANALYSIS FOR NOMINAL DATA

- Item Difficulty Standard Diserimination

.Index Deviation Index
1 0.81 495 ‘ 0.000
2 0.83 . 500 . 0.000
3 0.76 .700 T - .667
L 0.88 -\ 479 0.000
2 \O.Z%,///’ .45% ’ 0.000
- —077 .55 P 0.000
7 . . 0.79 WBlo o -.333
8 0.71 +639 , ’ .-4333
9 0.74 . 558 - 0.000
10 0.81 623 . 0.000
11 0.93 410 o 0.000
12 '0.81 . 495 ' 0.000
13 0.76 \ +589 -+333
il 0.76 \ Lis2 - 0.000
‘15 0.74 \ 410 ' ° 0.000
16 0.76 .589 - . -.333
17 0.71 515 -+.333
18 ..0.98 .258 0.000
19 0.93 410 - " 0.000

20 0.90 _ Jbs52 , 0.000"

\
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VIDEO
PRESENTATION/EVALUATION

. When did you find out‘tggy your presentations will be videod?

. Nas‘thjs the .first time you presented in frqnt of argroup/class?

Yes No How many others?

. And in front of a camera? Did that affect your attitude or behayior? How?

. In what way did the lectures/assingments/exercises in class help you to

prepare for your presentation?

«
b

. Did you find the manual helpful/useful to plan out your presentation?

Which section(s) did you find the most/least effective?
Most helpful

o

Least helpful

™

. What was your first reaction about doing a presentation in front of the
class and a camera? ' ' '

i

. How valuable were the critique (feedback) forms you received from the rest

of the participants. and the instructors?

£
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8. You were asked to give a 3 minute video presentation Monday morning.
Was this effective in he1ping you to prepare for the 15 minute presenta-
tion. Why? ‘

L4
»
i

9. How do, you feel now that you have done your presentation? (Compare it

to before giving the presentation -- ie, in terms of control, confidence,
improvements made . . . .).

10. If you had to REDO your presentation, what changes (if any) would you add/
delete?. - :

4 A |

11. Cpmments/reéommendatiohs for future workshops.

Ve 3
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upw to develop and use test instru- ‘ /

r

I

!

TRAIN THE TRAINER

NEEDS ANALYSIS -QCTOBER 1981

a

~

.attitude, skill, knowledge). _ " .Basic’

‘How to- keep jnterest high. ‘ : .Basic

NEED TO KNOW TOPICS o A : LEVEL:; BASIC/ADVANCED
‘How to app]y the pr1nc1p1es of o e . ’
learning. ' .Advanced

‘How to 1dent1fy the d1fferent 1earn1nb
styles of your trainees.

>

.Advanced

‘How to identify the changes that you
want. to occur in the learner, (i.e.

‘How to app1y positive rei nforcement
theory in learning. _ : , .Basic

‘How to write 1nstruct1ona'l tra1n1nq .
objectives. Advanced

*

'How to identify and seguence content. ' .B‘asic'

‘How to select and apply instructional

techniques, (i.e. role play, case .

study, lectures, programmed instruc- ',
tion, gammg and simulation...) . : Basic

‘How to select and develop instruc-
tional aids (i.e. charts, handouts, ' ' .
overhead transparencies,. s1ide/tape, o
film, video...). ' Basic

‘How, to pperate projection equipment .
and other training aids. ) Basic

ments for learner performance e

evaluation, inciuding advantages 4

and disavantages of various types )

of measurement tools. : e -Basic .

‘How to evaluate the effectiveness of e

the course content and presentation .

in acmevmg tis objectives. : .+ " Advanced
Lty

'How to plan and.direct a workshop. . - .Basic

‘How to generate gaod questions. " , .Basic



r

’~

L}

NEED TO KNOW-TOPICS ( :

“How to respond xo‘diffitplt questions.

*How to evaluate and strengthen your
speech personality (voice, mannerisms,
pdsture. . )‘ . o .,

. *How t6 maintain composuré (nervousness).
*How to- set an effective learning climate.

N "I ) - L3 L) -
*How to create and control participation.
. - p
'How to inprease‘mdtivation to learn.

P

“How to handle power, conf1ct Jand

authority. . ) —_— -
\ : ]
"How to handle the dominating and «
, quiet perspnalities. \ l S

’

. L
*How to handle resisgance and stress.

.*How to give one-one-one personal

feedback. . . . ) - - -

\Zﬁow‘to generﬁte'anﬁ/contro1:goup
feedback to a participant. N

.How’to\{?teryiew agd‘monitor trainees .
, + “How to improve On- The Job Tra1n1ng

.: I How to andlyze performance prob1ems
On-The-dJob. - . ) y

. §u

*How to 1dent1ff good tra1n1ng braches. L

_+NICE TO KNOW TOPICS )

‘How' to d1fferent1ate be tweén androgogy”
and pedagogy.
' 0 A Ce

‘How to present short speeches.

. ) ° :
. *How to,observe group dynamics. '
' Te - .

///\ns

LEVEU"-BASIC/ADVANCED

e .Bésdp

.Basic
.Basic
.Basic
.Basic \

.Basic .

.Bagic

9

,Basic

.Basic

N

.Basic

° . .Basic
.Atvanced

Advanced"

+.Basic

. .Baste. T |

. , r

.Basic
.Basic "7 »

.Basic

[ 4
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PART II:

-Pre-course Assignment

N v
1 .
1
’ N N !

, . * -
Case Study (Bill Sargent):

*Branch Visit Role Play.

‘Exercises: Ways people learn.
N :

3

" Objectives. ot

Presentation Outline. ,

Test Items.

Problem Behavio;.
'V{deé Sessions - informal. |

'ﬁre:;ntation/Video Feedbéék.

‘Handouts.

‘General .Group Discussion.

r

-Lecture.

-

EFFECTIVENESS:

-Ef%ectivé.

Prepares you for the course and

develops "mental set; prepares

for thought processes of training; -

wetl-organized. - Need ‘fnore clarifi-

cation required concerning each

presentatton. .

‘Effective.

‘Effective.

-Effective.

"Very Effective.
-Effective. - C.
‘Effective.

. *Effective.

_“Very Effective.

"Very Effective

'Effeétive

' "Very effeét?vg. . »

, SNl
. .*Effective. o
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,TRﬁ)N“THE TRAINER NORKSHOP EVALUATION

!

118

Please respond to the following items by noting your feelings and/or
thoughts about the statements listed. -Be as honest as you can, for
the results will assist in the development and direction of future

training programs.

I participated in this training program becuase (check the statement

-

1.
that is most applicable)
I felt I personally needed to do so.
I was encouraged to do so by my employer.
The program was part of my work assignment.
- * T
Other (please explain)
2. As a result of this course (check the space that best describes your
thoughts). ’
I feel Strongly | Mildly | Undecided | mildly | Strongly
disagree | disagree agree | agree

1 am more confident of my
abilities as trainer.

I can apply this know-
ledge to my specific job
situation

I can better integrate,
my past experiences with
the new skills/techniques
I have learned.

My time in the workshop
was well spent.

.
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TRAIN THE TRAINER - WORKSHOP EVALUATION

o
>
v o v -
= > > g »>*®
3. TECHNIQUES o0 2 8T o
9 o u >0«
Prf Eofoe

>S¢ U .35 . E @~ Comments

7
[

Pre-course Assignment

Case Study (Bill Sarfent)

Branch Visit Role Play

4  Exercises: Instruction game

" Objectives

Presentation outline

Games ’ |

Problem behavior

Video Sessions - informal

Presentation/Video Feedback

Handouts

General Group Discussion

Lecture

4. TOPIC

From the 1ist of topics given.on the outline page of your manual, select
those topics which were: ™ - - ' -

Most useful:

o

Least useful:

Most interesting: '

Least interesting: : "

Best -presented:

Worst presented:

Too fdvanced:

Too elementary \‘)
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5. INSTRUCTORS S ‘ _ . o

\ < 4
=
. o o 5
> >
. «Name: . el el-
. O O Vo
>0 @ T
st & g5
1. LT © =25 Comments

Workship organizhtion
Knoweledge of topic
Speed/pace of presentation
Adépting,to group's level \
Avoiding distracting behaviour )

]

n

Eye contact
Encouraging participation

Maintaining interest ‘ .

o

Quesioning technique
Getting feedback/Testing Jearning : ' ’ .y
'Emphasis on key points a
+Summary technique ’ ' S

Name: -

'wofkshop organization
KnoWledge of - topic
Speed/Pace of presentation
Adapting to group's level .
Avoiding distracting behaviour - S S

~ Eye contact

Encouraging participation

Maintaining interest

Questioning technigue.
Getting feedback/Testing learning

Summary technique , ‘ e e

Emphasis on key points - ' ‘ X . ///////



6. ANALYSIS 'FORM
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Please list below three learninga
experiences you have had this
week which you now recall as a
situation you remember, for it
"taught you a “lesson” or made a
difference in your- thinking and
behaving. .

Make your writing anecdotal,’
brief, and eliminate proper
names. -

What was the
major learning
point you de-
rived from this
experience?

In what category
you put this new
acquired learning.

(Check oné or
more)

Experience 1

____ New knowledge .
____Improved skills

__*:Changed attitudes

__ Changed behaviour

Experience 2°

- _____ New knowledge

___ Imprpved~§ki1ls
. e

" Changed.attitudes

__. Changed behaviour -

. Experience 3

____ New knowledge

' ‘}____ Improved skills

__ﬁ_ChanQeH attitudes

____Changed behaviour

<
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" 7. GENERAL COMMENTS T - o

1. What is your overall reaction to the workshop?

B 3

s
-

2. Using a rat1ng of 1 to 10,, rate how well you feel we have been
successful in helping you achieve the course objectives. A rating
_of (10) represents the highest possible, a rating of (1) the
Towest.

Ratjng

‘. app]y basic 1earn1ng pr1nc1p1es in the c]assroom and
in the field,

des1gn and evaluate classroom sessions.
deTiver an effective classroom presentation.

‘coach and adm1n1ster tra1nees 1n the branch environ-
ment

plan and adm1n1ster the tra1n1ng funct1ons within
your mandate.

3. Can you suggest any changes for future sessions?

AY
.

Name: .‘ L E .- | Note: signing this is dptional.
. o > However, we would prefer
that you do, so that we
‘ oL can discuss with you any
X“ : - questions or concerns
‘ which may arise.

Tt e e
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PERSONAL PROJECTION OBSERVATION GUIDE - 2 MIN. PRESENTATION-

How do you think

23

prbjected?
Needs
More Very ,
Attention Effective _Effective Comment

. Warm or cold

. Facial expression

. Body movement

. Posture

. Appearance

. Naturalness

. Eye contact

P

. Interested or not

. Sincerity

|
| 10,

Self-confidence

11.

Hand gestures

?

g ‘

?

'r . le.

4

Mannerisms

f 13.

Voice tone

14

. Voice drop

TOTAL
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Presenter's Name

PRESENTATION FEEDBACK - 15 MINUTE PRESENTATION

124

Very
- } Good Yes

Could be
No better

Introduction Did the insfructhr:

give an overview of the presentation?
explain the relative importance of the material?

motiyate you to want to learn?

outline the specific objectives?

desdﬁibe the presentation agenda?

Remarks : -

Delivery Did the instructor:

appear comfortable?

encourage group participation?

show and create,enthusfasm in the subject?

talk at your level?

use eye contact effectively?

have anmoying habits?

effect1ve1y use visual aids?

acquire feedback to measure your understand1ng

Remarks: s

0rgan1zat1on Did the 1nstructor

-

know the material?

have the subject broken into learnable segments7

stress key points?

cover the correct amount of material?

give a properly paced presentation?

summarize effectively?
attempt to evaluate what you learned?

Remarks:
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CONTRACTING WITH YOURSELF

Rsycho]og1ca1 Contract:

A commitment to yourself or others to make a change.

Requirements:

1. Awareness of a problem (e.g. I smoke 30"cigarettes a day and that may
lead to cancer). ‘

2. Desire to-change (I would Tike to quit smoking).

3. Statement of objective (Within 30 days, I will stop smokin#):,
a. Clear
b. Attainable
¢c. Definite time frame

4. Plan for review of progress ( I will ‘reduce my level of smoking by one
cigarette per day. I will count the number smoked and post my progress
on a big chart in front of my desk).

5. Meaningful reward (If I succeed, and sustain my abstinence for 6 months,
I will treat myself to a vacation in

»

" Directjons: ' ‘ !

Write yourse1f a letter, committing yourse]f to a change in behavior as a
product of this seminar. S1gn it, insert it +in the enve]ope, address it
to yourself, and we will mail it back for your reyiew in three months,

Dear

Sincerely, ’ -
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FOLLOW-UP QUESTIONNAIRE

PART 1. : | :

(28]

Name

126

How would you, as
a trajner, rate the
following topics?

If a need

to know,

indicate the level
at which it should
be covered.

Topigs:

Need
to Know

Nice
to Know

Basic

Advanced

1. How to differentiate between
andragogy and pedagogy.

2. How to apply the pr1nc1ples
‘of learning.

3.. How to identify the different
lTearning styles of your
trainees.

4. How to identify the changes
that you want to occur in the
learner, (i.e. attitude, skill,
knowledge). :

5. How to apply pos1t1Ve rein-
gﬁlforcement theory in learning

. )/

w&f ‘How to write instructional
training objectives.

7. How to identify and sequence
content.

8. How to select and apply in-
structional techniques, (i.e
role play, case study, lec-
tures, ‘programmed instruction,
gaming and simulation, etc.)

9. How to select and develop
instructional aids (i.e.
charts, handouts, oyerhead
transparencies, slide/tape,
film, video, etc.)

10. How to operate projection equip-
ment and other “training aids.

11. How to develop and use  test
instruments for learner per-
- formance evaluation, including
advantages and disadvantages
of various types of measurement
tools.

S
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o

How would you, as

a trainer, rate the

fﬁ}%ewing topics?

If a need to know,
indicate the level
at which it should

Training.

be covered.
. Weed Nice .
Topics: to Know to Know Basic | Advanced
12. How to evaluage the effec- ‘
tiveness of the course
content and presentation in
achieving its objectives,
13. How to plan and direct a ’
~_workshop.
14. How to keep interest high. t
15. How to present short speeches. ’ -
. 16. How to generate good questions.
17. How to respond to difficult
questions. . Y
1 18. How to evaluate and strenthen | '[
your speech personality (voice,
mannerisms, posture ...)
19. How to maintain composure {
(nervousness). .
20. How set an effective learning
climate. . .
21. How to create and control
participation.
22. How to increase motivation to
Tearn.
23. How to observe group dynamics. °E
24. How to handle power, conflict A
and authority. ~
25. How to handle the dominating
and quiet personalities.
26. How to handle resistance and
stress.
27. How to give one-on-one personal
feedback.
28. How to generate and control .
group feedback to a particpant,
29. How to interJHew and monitor
trainees.
30. How to improve On-The-Job

[T e e

S
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128 -
How wquld you, as If ‘a need to know,
a trainer, rate the| indicate the level
. following topics? - | at which it should
be covered.
) Need Nice
Topics: - to Know to Know Basic | Advanced
- N\
31. How to analyze performance )
problems On-The-Job.
32, How to identify good training
‘branches. C
rd S\ ) .
. | e .
‘ .
. . ~
’ ]
flJ’ - ]
[} 4 “
4
. - .

B T st ) R N L P
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TRAIN THE TRAINER - WORKSHOP EVALUATION

PART 11

~

e T

Fu
U w S Q
l\ v > .> g >
\ 55 5
\ O O w»no (8]
. 70 O TS Q
—— 4 U QY
C . K B 2EOW . Comments
Pre-course Assignment »
Case Study (Bi11 Sargent)
N v
Branch Vi&it Role Play.
Exercises: Ways people learn. .
Objectives | NE -
Presentation outline
Test items
“ Problem behavior |, 1

Video Sessiohs - informal

Presentation/Video Feedback

{ Handouts . ] s

" General Group Discussion

‘Lecture

P
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FOLLOW-UP

PART III

‘

1. Would you recommend the Train the Trainer workéhop to your colleagues?
YES: NO:
Why.:

2. Who should attend this type of workshop? Why? :

3. Could this exper1ence provided by the workshop have been gained by you

elsewhere? _
YES! NO: .
If yes, where and why: <

t

4. How many workshops of this nature have you attended?
Future ones? '

5. Have your job responsibilities changed since the wdrkshop? If yes, how?

" 6. Did the workshop prepare you for your tra1n1ng respons1b1l1t1es? -(Check

on scale), Please explain:

L L 1 | J | | .

2 K 4 5 b 7
not at S to some to a great
all : extent , extent,

B



131

"~ 7. How would you xate your confidence as a trainer as a DIRECT consequence
of this workshop. {(Check on scale):

1 2 3 - 4 5 6 7

no ‘ confident extremely
confidence , - confident

~f
8. To what degree are you using the concepts, 1nformat1on, and techniques
as presented (Check on scale) .

1 2~ 3 4 5 6 7
-~ not at—— average to a great
all “+’  application ‘ extent

9. What sections of the precourse material/manual/handouts have you used?
How?

10. Now that you've been on the job for a while, what areas do you persona]]y

feel you could use add1t1ona1 training in. Why?

11. What changes would you like to make to the tra1n1ng manual? (Include
ideas for improvement, strenghts, weaknesses )

12, Other.commen{s/suggestions:

[ETer I
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PSYCHOLOGICAL CONTRACT AND LEARNING EXPERIENCE

PART IV

1. You commited to change certain aspects of your behaVior in the "psych-
ological contract" you completed at the end of the workshop (i.e. know-
ledge, attitude, skill). Have you achieved those goals? How? In
whateways can these be related to the 3 learning experiences you iden-
tified in your workshop evaluation?
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. If a need to know,
How would you, as indicate the level
tralner, rate the at which it should
following topics? be covered.
. Need Nice
Topics: ’ to Know to Know Basic Advanced
1. How to differentiate between andro- * & * A
gogy arid pedagogy.
2. How to apply the principles of * ¥ . * 4
' learning. . ‘
1
3. How to identify the different learn- * 4 5 " » 4
ing styles of your trainees. :
\
4. How to identify the changes that you
; want to occur in the learner, (i.e. * # * #
attitude, skill, knowledge). .
5. How to apply positive reiqfofeement * H * 4
theory in learning. ' :
Y 4
6. How to write instructional training * 7 * 4
objectives.
* 4 » #
7. How to identify and sequence content.
8.° How to select and apply instructional
techniques, (i.e. role play, case * 4 * #
study, lectures, programmed instruc-
* tion, gaming and simulation, etc.)
9. How to select and develop instruc-
tional aids (i.e. charts, handouts, * 4 . 4
overhead transparencies, slide/tape,
film, video, ete.)
10. How to operate projection equipment * 4 * 4
and other training aids.
11. How to develop ‘and use test instru-
ments for learner performance * 4 * 4
evaluation, including advantages
and disadvantages of various types- "
of meaurement tools.
12. How to evaluate the affectiveness of
the course content and presentation * g * 4
in achieving its objectives. .
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How would you, as a|

trainer, rate the

If a need to know,
indicdate the level
at which it should

branches.

following topics? be covered.
° Need Nice :
Topics: to Know to Know Basic Advanced
. * 4 * 4

13. How to plan and direet a workshop.

* # * #

14. - How to keep integest high.

15. How to present short speeches. * # * #

) * *

16. How to generate good questilons.

17. How to respond to difficult questions. * *

18. How to evaluate and strengthea your * 4 » #
speech personality (voice, mannerisms, i
posture .,.)

19." How to maintain composure (nervous-= * # » #
ness). '

>

20. How to set an effective learning * 4 * 4 :

' climate.
21. How to create and control partici- * 4 * f

pation.
22. How to increase wmotivation to learn. ki * i
* *
23. - How to observe group dynamics. ‘ # #
oy

24. How to handle power, conflict and * 4 * #
authority.

25. How to handle the dominating and * 4 * 4
quiet personalities. ’

*# * #

26. How to handle resistance and stress.

127. How to give one-on-one personal * 4 * 4
feedback.

28. How to generate and control group * # * #
feedback to a participamt.

29. How to interview and monitor * 4 * 4
trainees.

* # » #

30. How to Improve On-The-Job Training.

31. How to analyze performance problems *» 4 * #
On-The~Job.

32. How to ldentify good training * ¥ . 4

o



