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[bookmark: _Toc226883069][bookmark: _Toc261948567][bookmark: _Toc225745877]Welcome to Harpers Ferry!
[bookmark: _Toc261948568]About Harpers Ferry

Population: Approximately 300.

Climate:  In general, Harpers Ferry has a moderate climate. Harpers Ferry’s climate is characterized large seasonal temperature fluctuations that are somewhat tempered by nearby marine influence. Visitors are encouraged to wear layers of clothing in the fall and spring due to these variables. In the summer, the temperatures frequently reach 90 degrees F, which is particularly oppressive when humid maritime air comes inland. In the winter, the average low is 27 degrees. Harpers Ferry typically receives 38 inches of precipitation, with June being the wettest month. Thunderstorms are common in June, July, and August. In the winter, an average of 20 to 25 inches typically accumulates. Because of its proximity to the Potomac and Shenandoah Rivers, Harpers Ferry does experience flooding. The main cause is typically heavy rains during the winter that produce rapid runoff.

Weather: 
	Month
	Avg. High
	Avg. Low

	January
	39
	20

	February
	43
	22

	March
	52
	30

	April
	64
	39

	May
	73
	48

	June
	82
	57

	July
	86
	62

	August
	84
	59

	September
	78
	52

	October
	66
	39

	November
	55
	32

	December
	44
	24




History: Initially a small town of no manufacturing significance, the establishment of a federal arsenal in Harpers Ferry transformed the town into an important military supply hub for the United States. Established in 1799, the United States Armory and Arsenal produced more than 600,000 muskets, rifles, and pistols between 1801 and 1861. In 1803, Meriweather Lewis visited the armory to secure arms and supplies that he would use during his expedition into the Louisiana Purchase. The armory is also the location of John Brown’s famous raid. On October 16, 1859, Brown and his followers raided and took possession of the armory in the hopes of securing the weapons and supplies necessary to arm a slave uprising. Federal and militia forces captured Brown on October 18. Brown was convicted of “conspiring with slaves to commit treason and murder,” and was hanged in Charles Town on December 2, 1859. Though the event did not spark the Civil War, it illustrated the deep divisions in the country regarding slavery. Immediately after Virginia seceded from the Union in 1861, Union troops burned the arsenal to prevent Confederates from gaining a massive supply depot. Though this action did prevent thousands of arms from falling into Confederate hands, Confederate general Thomas “Stonewall” Jackson was able to capture 12,500 federal troops in 1862, the largest surrender of Union troops during the war. After the war, Baptists missionaries obtained several armory buildings and founded Storer College in 1867. This integrated college focused on educating former slaves, but admitted students of all races and both genders. The college continued until until 1955. Because of the town’s connection to pivotal moments in U.S. history, President Franklin Roosevelt signed into law a bill that established Harpers Ferry National Monument on June 30, 1944. In 1962, the NPS incorporated part of the old Storer College campus into the Stephen T. Mather Training Center. Congress changed the site’s name to Harpers Ferry National Historical Park in 1963.  
The Name:  Harpers Ferry is named after Robert Harper, who operated ferries across the Shenandoah and Potomac by 1747. Harper obtained patent to the land in 1751. In 1763, the Virginia General Assembly established the town as “Shenandoah Falls at Mr. Harpers Ferry.”

[bookmark: _Toc226883075][bookmark: _Toc261948569]
Course Agenda
[bookmark: _Toc226883076]Monday, May 24, 2010

	Time
	Session Title
	Guest Speakers

	
	
	

	8:30 a.m.
	Welcome/Introductions
	Dave Dahlen 
Program Manager, NTDP

	
	
	

	9:30 a.m.
	General Session 
Professional Development as an Instructor in the National Trainer Development Program
	Kathy Hanson 
Chief, Learning and Development, NPS

	
	
	

	10:15 a.m.
	Break
	

	
	
	

	10:30 a.m.
	Portfolio Presentations 
	Kim Watson
 Research Associate 
Eppley Institute

	
	
	

	11:45 a.m
	Lunch Logistics
	

	
	
	

	
	Lunch
	

	
	
	

	1:15 p.m.
	Content Qualification
	

	
	· FMSS Classroom Training
	

	
	· Operational Leadership
	

	
	· Fee Management
	

	
	· Learning and Development
	

	
	
	

	3:15 p.m. 
	Breakout Session Logistics
	Kim Watson

	
	
	

	3:30 p.m.
	Breakout Sessions #1 & #2 
	

	
	· Setting the Stage – Preparing the Learning Environment
	Christy McCormick 
Associate Director, 
Eppley Institute; 
Kim Watson

	
	· Using Various Instructional Techniques to Teach Effectively
	Steve Wolter 
Executive Director, 
Eppley Institute, 
Dave Dahlen

	
	
	

	4:45 p.m.
	Practice Teaching Preview and Assignments
	Dave Dahlen



Tuesday, May 25, 2010

	Time
	Session Title
	Guest Speakers

	
	
	

	8:00 a.m.
	Good of the Day and Announcements
	Dave Dahlen

	
	
	

	8:30 a.m.
	Breakout Sessions #1 & #2 
	

	
	· Setting the Stage – Preparing the Learning Environment
	Christy McCormick, 
Kim Watson

	
	· Using Various Instructional Techniques to Teach Effectively
	Steve Wolter, 
Dave Dahlen

	
	
	

	9:45 a.m.
	Break
	

	
	
	

	10:00 a.m.
	Breakout Sessions #3 & #4
	

	
	· Managing Challenges in the Classroom
	Dave Dahlen, 
Christy McCormick

	
	· Using Questioning Techniques in the Classroom
	Kim Watson, 
Steve Wolter

	
	
	

	11:15 a.m.
	Breakout Sessions #3 & #4
	

	
	· Managing Challenges in the Classroom
	Dave Dahlen, 
Christy McCormick

	
	· Using Questioning Techniques in the Classroom
	Kim Watson, 
Steve Wolter

	
	
	

	12:30 p.m.
	Lunch*
	

	
	
	

	1:45 p.m.
	Breakout Sessions #5 & #6
	

	
	· Team Teaching
	Christy McCormick,
 Kim Watson

	
	· Using Training Materials Effectively 
	Rich Fedorchak, Training Manager, Partnerships; 
Dave Dahlen

	
	
	

	3:15 p.m.
	General Session 
Assessment and Evaluation Techniques
	Steve Wolter

	
	
	

	4:30 p.m.
	Announcements
	



Wednesday, May 26, 2010

	Time
	Session Title
	Guest Speakers

	
	
	

	8:00 a.m.
	Good of the day and Announcements
	Dave Dahlen

	
	
	

	8:15 a.m.
	Breakout Sessions #5, #6
	

	
	· Team Teaching
	Christy McCormick, 
Kim Watson

	
	· Using Training Materials Effectively 
	Dave Dahlen, 
Rich Fedorchak

	
	
	

	9:30 a.m.
	Break
	

	
	
	

	9:45 a.m.
	Breakout Sessions #7, #8
	

	
	· Using PowerPoint in Your Presentation
	Rich Fedorchak

	
	· Instructor competencies Review
	Dave Dahlen

	
	
	

	11:15 a.m.
	Breakout Sessions #7 & #8
	

	
	· Using PowerPoint in Your Presentation
	Rich Fedorchak

	
	· Instructor competencies Review
	Dave Dahlen

	
	
	

	12:30 p.m.
	Lunch
	

	
	
	

	1:45 p.m.
	Advanced Facilitation/Instructor Skills 
	Panel

	
	
	

	3:00 p.m.
	IDP Formulation/Self-review/Office hours
	All

	
	
	

	5:00 p.m.
	End of day
	



Thursday, May 27, 2010

	Time
	Session Title
	Guest Speakers

	
	
	

	8:00 a.m.
	Practice Teaching Preparations and Set-up
	All

	
	
	

	
	
	

	8:30 a.m.
	Practice Teaching   
	All

	
	
	

	TBD
	Lunch
	

	
	
	

	2:45 p.m.
	Group Discussion and Critique
	All

	
	
	

	3:30 p.m.
	General Session - What’s Next?
	Dave Dahlen

	
	
	

	4:00 p.m.
	 Break
	

	
	
	

	4:15 p.m.
	Closing Session 
Rising to the Challenge
	Reginald “Flip” Hagood, 
Retired Chief, 
Employee Development Division, 
NPS 

	
	
	

	5:00 p.m.
	Class Closing/Presentation of Certificates
	

	
	
	

	5:30 p.m.
	End of Course
	



Friday, May 28, 2010


Participant Travel
Monday, May 24, 2010

Time			Session Title						Guest Speakers	


8:30 a.m.		Welcome/Introductions					Dave Dahlen
Program Manager, NTDP			
						
9:30 a.m.		General Session 					
Professional Development as an Instructor		Kathy Hanson 
in the National Trainer Development Program		Chief, Learning and 
Development, NPS

10:15 a.m.		Break

10:30 a.m.	Portfolio Presentations 					Kim Watson
										Research Associate
										Eppley Institute

11:45 a.m		Lunch Logistics

Lunch

1:15 p.m.		Content Qualification				
· FMSS Classroom Training			
· Operational Leadership			
· Fee Management			
· Learning and Development		

3:15 p.m. 		Breakout Session Logistics				Kim Watson		

3:30 p.m.		Breakout Sessions #1 & #2 			
· Setting the Stage – Preparing 			Christy McCormick
the Learning Environment	Associate Director, Eppley Institute

Kim Watson				
· Using Various Instructional Techniques to 	Steve Wolter		
Teach Effectively	Executive Director, Eppley Institute

Dave Dahlen			
			
4:45 p.m.	Practice Teaching Preview and Assignments		Dave Dahlen



Tuesday, May 25, 2010

Time			Session Title						Guest Speakers	

8:00 a.m.		Good of the Day and Announcements			Dave Dahlen	
	
8:30 a.m.		Breakout Sessions #1 & #2 
· Setting the Stage – Preparing 			Christy McCormick	
the Learning Environment			Kim Watson			
· Using Various Instructional Techniques to 	Steve Wolter		
Teach Effectively				Dave Dahlen		


9:45 a.m.		Break

10:00 a.m.		Breakout Sessions #3 & #4	
· Managing Challenges in the Classroom		Dave Dahlen	
Christy McCormick


· Using Questioning Techniques in the		Kim Watson
Classroom					Steve Wolter	
				

11:15 a.m.		Breakout Sessions #3 & #4	
· Managing Challenges in the Classroom		Dave Dahlen	
Christy McCormick

· Using Questioning Techniques in the		Kim Watson
Classroom					Steve Wolter	
				

12:30 p.m.		Lunch*


1:45 p.m.		Breakout Sessions #5 & #6	
· Team Teaching					Christy McCormick
						Kim Watson			
· Using Training Materials Effectively 		Rich Fedorchak								Training Manager, 
Partnerships		

						Dave Dahlen	

3:15 p.m.		General Session					
			Assessment and Evaluation Techniques			Steve Wolter
			

4:30 p.m.		Announcements					


Wednesday, May 26, 2010
Time			Session Title						Guest Speakers	

8:00 a.m.		Good of the day and Announcements			Dave Dahlen	

8:15 a.m.		Breakout Sessions #5, #6

· Team Teaching					Christy McCormick
						Kim Watson			
· Using Training Materials Effectively 		Dave Dahlen	
Rich Fedorchak
9:30 a.m.		Break


9:45 a.m.		Breakout Sessions #7, #8

· Using PowerPoint in Your Presentation		Rich Fedorchak		

· Instructor competencies Review			Dave Dahlen		
					

	
11:15 a.m.		Breakout Sessions #7 & #8
		
· Using PowerPoint in Your Presentation		Rich Fedorchak	

· Instructor competencies review			Dave Dahlen		

				
12:30 p.m.		Lunch


1:45 p.m.		Advanced Facilitation/Instructor Skills 			Panel
		

3:00 p.m.		IDP Formulation/Self-review/Office hours		All		
			
5:00 p.m.		End of day

		



Thursday, May 27, 2010

Time			Session Title						Guest Speakers	

8:00 a.m.		Practice Teaching Preparations and Set-up		All


8:30 a.m.		Practice Teaching   					All

TBD			Lunch
		
2:45 p.m.		Group Discussion and Critique				All		

3:30 p.m.		General Session - What’s Next?				Dave Dahlen			
4:00 p.m.	 	Break

4:15 p.m.		Closing Session
			Rising to the Challenge				Reginald “Flip” Hagood 	
Retired Chief, Employee Development Division, NPS 
			

5:00 p.m.		Class Closing/Presentation of Certificates

5:30 p.m.		End of Course		
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[bookmark: _Toc261948570]Course Introduction:
[bookmark: _Toc226883077][bookmark: _Toc261948571]Welcome to the NPS Trainer Development Program-Instructor Institute
[bookmark: _Toc226883078][bookmark: _Toc238971429][bookmark: _Toc238972063][bookmark: _Toc261948572]Goal of the NPS Trainer Development Program
[bookmark: _Toc226883079]The goal of this instructor training program is to develop a cadre of trainers who have demonstrated a high level of knowledge and skills in instruction and are competent in one or more content areas in order to provide quality training to NPS employees at every level.  The continuing improvement and development of the employees in each division as an integral tool for professional development and growth for all staff requires ongoing, sustained training and education. The dynamic nature of the continual development needs of the workforce, and changing management priorities ensure that management changes and employee training will be required indefinitely.

Any education program must keep pace with the dynamic components supporting the NPS, as well as changing performance goals and workforce training and education needs. The risk of being unable to meet performance goals within all divisions increases without a sustained level of training and education for the NPS’ employees.

The establishment of a Servicewide trainer development program is needed to support the training strategy of the NPS as well as professionalize the role of the collateral-duty trainer.  
[bookmark: _Toc238971430][bookmark: _Toc238972064][bookmark: _Toc261948573]Benefits of the Program
Benefits to the collateral duty trainer:
· Facilitates personal and professional growth
· Offers opportunities to network and interact with others in the field of training and education
· Provides understanding of new trends as they are developed

Benefits to the NPS:
· Provides a consistent level of training experience to the field	
· Allows for standardization of the information and curriculum delivered
· Develops support and understanding between disciplines


[bookmark: _Toc261948574]
NPS TDP-Instructor Institute Objectives
[bookmark: _Toc226883081][bookmark: _Toc261948575]Course Objectives
[bookmark: _Toc226883082]Introduction to the Trainer Skills Workshop (General Session #1)
Competency: Maintains Knowledge and Professional Development
Unit Objectives – Following completion of this session, participants will be able to:
· Summarize  the Workshop Goals, Objectives, and Outcomes
· Identify the elements of the NPS Training Competency Framework
· Recognize his/her role in the Learning and Development strategy and NPS Mission accomplishment
· Identify goals and plans for lifelong learning

Professional Development as an Instructor (General Session #2)
Unit Objectives – Following completion of this session, participants will be able to:
· Recognize his/her role in the Learning and Development strategy and NPS Mission Accomplishment
· Build a professional cohort; the importance of strengthening their relationships this week
· Push personal boundaries and recognizes the opportunity that collateral duty training offers
· Identify goals and plans for lifelong learning
· Identify the elements of the NPS Training Competency Framework

Setting the Stage – Preparing the Learning Environment (Breakout Session #1)
Unit Objectives – Following completion of this session, participants will be able to:
· Use established and creative ideas to build successful classroom learning outcomes

Using Various Instructional Techniques to teach Effectively (Breakout Session #2)
Unit Objectives – Following completion of this session, participants will be able to:
· Identify appropriate uses for case study methodology
· Apply case study methodology to the accomplishment of learning objectives
· Recognize how instructional techniques should be aligned with the illustrative verbs of learning objectives

Managing Challenges in the Classroom
Unit Objectives – Following completion of this session, participants will be able to:
· Describe techniques in managing challenging situations in the classroom

Using Questioning Techniques in the Classroom (Breakout Session #3)
Unit Objectives – Following completion of this session, participants will be able to:
· Describe three different types of questioning strategies and their appropriate applications



Team Teaching (Breakout Session #4)
Unit Objectives – Following completion of this session, participants will be able to:
· Recognize the different models of team teaching
· Articulate the benefits of team teaching
· List the potential pitfalls of team teaching
· Use and add to the team Teaching Plan sheet to plan instruction

Using Training Materials Effectively
Unit Objectives – Following completion of this session, participants will be able to:
· Use training materials such as lesson plans, job aids, and student workbooks to enhance student learning
· Personalize lesson plans to meet the needs of the learner and the instructor’s personal style while still meeting the learning objectives

Assessment and Evaluation Techniques
Unit Objectives – Following completion of this session, participants will be able to:
· Define assessment and evaluation
· Articulate the need for assessment and evaluation
· Conduct assessment and evaluation.
· Recommend adjustments based on learner/participant needs and performance

Advanced Facilitation/Instructor Skills
Unit Objectives – Following completion of this session, participants will be able to:
· Use effective strategies in dealing with “Generational Classrooms”
· Identify techniques to enhance participation
· Define practices in facilitating conflict
· Describe process tools for facilitators
NPS Trainer Development Program-Instructor Institute: Student Manual
NPS Trainer Development Program-Instructor Institute: Student Manual
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[bookmark: _Toc261948576]NPS Trainer Development Competencies
	
1. Maintains Knowledge and Professional Development
	2. Organizes and Delivers Instruction
	3. Manages Instructional Resources
	4. Assess & Monitors Learning
	5. Manages Program Responsibilities & Organization
	6. Provides Learner Guidance

	· Employs effective interpersonal skills
· Maintains credible content area expertise
· Understands principles of adult learning
· Demonstrates appropriate use of educational technology
· Understands cognition and learning theories
· Communicates current knowledge of Agency Orientation & Mission Comprehension (UC)
· Engages in professional development
· Complies with established legal and ethical standards
· Maintains a current Individual Development Plan (UC)
	· Establishes goals and objectives based on learner needs.
· Plans instruction relevant to the characteristics of learners, other participants, content, and instructional setting
· Sequences and paces instruction appropriate to the learning event
· Creates and maintains a conducive learning environment 
· Accommodates diverse learning styles, abilities, cultures, and experiences
· Integrates content and organizational knowledge with appropriate instructional techniques
· Demonstrates a variety of instructional delivery methods and strategies for effective transfer of knowledge and skills
	· Selects and uses a variety of resources and materials appropriate to the audience, content, and delivery method
· Appropriately applies educational technology to promote learning goals

	· Incorporates appropriate assessment and feedback throughout the learning process
· Strategically applies learner and self-evaluation to improve learning, teaching, and course outcomes 
· Provides multiple opportunities for practice and demonstration of learning 
· Monitors and adjusts teaching and remediation strategies based on learner needs and performance
· 
	· Manages an environment that fosters learning and performance
· Analyzes needs and proposes solutions within the agency or organization 
· Shares information with colleagues
· Suggests and or collaborates in modifying the course or program or developing program alternatives 
· Uses results of assessment and evaluation data to plan lessons, develop curricula, deliver training, and monitor program or course effectiveness
	· Serves as a resource for learners and peers 
· Models appropriate workplace behaviors and attire
· Models life-long learning


NPS Trainer Development Program-Instructor Institute: Student Manual
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[bookmark: _Toc261948577]Course Requirements	Comment by Christy McCormick: Please change to meet the new requirements
This institute will qualify those interested individuals in four areas of expertise – the Facility Management Software System (FMSS) and/or FM First Line Supervisor Training, Operational Leadership, Fee Management, and Learning and Development.

You will also be required to present a lesson. 

Requirements:
· On Day One, you will be provided with a Lesson Plan.
· On Day Four, you will present your lesson to a group of peers and evaluators

Goals for oral presentations:
· The presentation allows you to practice delivery of course materials in an environment of your peers
· Demonstrates the following NTDP competencies:
· Organizes and Delivers Instruction
· Manages Instructional Resources
· Provides Learner Guidance

Things to keep in mind:
· The 15-minute time limit will be strictly adhered to. Any person who goes over 15 minutes will be asked to stop their presentation. Please practice your delivery to stay within the allotted time frame
· You should follow the lesson plan, but please personalize it as you see fit.

Grading for your presentation
· Your oral presentation will be graded by a member of the NPS Training Community and/or an Eppley Institute staff member. 
· The guidance appears below.


[bookmark: _Toc261948578]Practice Teaching Evaluation	Comment by Zachary Carnagey: Has this been changed or updated?

	Presenter 
	
	Date
	

	
Topic
	
	
Evaluator
	



[bookmark: _Toc261948579]Comments on Key Elements
Presentation Skills (emphasized key ideas, strong opening, made substantial eye contact, spoke clearly, varied voice, moved effectively, created informal atmosphere, pace too fast/slow, knowledgeable about the material). If not, please suggest alternative strategies. 



Interaction with Students (engaged interest, monitored students’ understanding, responded well to questions, posed effective questions, provided constructive feedback to students questions/responses). If not, please suggest alternative strategies. 



Content and Organization (prepared well, structured content effectively, use of board space, identified students’ needs, level of material on pace of students, content appropriate, wording too technical/not technical enough. Did this session directly relate to the overall course objectives?)If not, please suggest alternative strategies.



Strengths:


Areas of improvement needed:


Would you:
· Highly recommend this person for Instruction: this person would be an excellent instructor
· Recommend this person; this person may be an adequate instructor
· Suggest that we not use this person as an instructor
_______________________________________________


[bookmark: _Toc226883087]



[bookmark: _Toc261948580]Introduction to the Trainer Development Program Instructor Institute 

Competency: Maintains Knowledge and Professional Development
Unit Objectives – Following completion of this session, participants will be able to:
· Summarize  the Workshop Goals, Objectives, and Outcomes
· Identify the elements of the NPS Training Competency Framework
· Recognize his/her role in the Learning and Development strategy and NPS Mission accomplishment
· Identify goals and plans for lifelong learning

[bookmark: _Toc261948581]Notes:




































[bookmark: _Toc261948582][bookmark: _Toc226883089]TDP Self-Assessment

Assess your skills in the following competency areas and place a check mark in the box below your skill level under the competency indicators. Use this information to select learning goals and opportunities in your individual development plan.

I. Maintains Knowledge and Professional Development
	
	No Skill
	Conceptual
	Experienced
	Expert
	Can Teach Others

	A. Employs Effective Interpersonal Skills
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	B. Maintains Credible Content Area Expertise
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	C. Understands Principles of Adult Learning
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	D. Demonstrates appropriate use of educational technology
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	E. Communicates current knowledge of Agency Orientation and Mission Comprehension (UC)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	F. Engages in Professional Development
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	G. Complies with established legal and ethical standards
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	H. Maintains a current Individual Development Plan (UC)
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	



II. Organizes and Delivers Instruction
	
	No Skill
	Conceptual
	Experienced
	Expert
	Can Teach Others

	A. Establishes Goals and Objectives based on learner needs
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	B. Plans Instruction relevant to the characteristics of learners, other participants, content, and instructional setting
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	C. Sequences and paces instruction appropriate to the learning event
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	D. Creates and Maintains a Conducive Learning Environment
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	E. Accommodates diverse learning styles, abilities, cultures, and experiences
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	F. Integrates content and organizational knowledge with appropriate instructional techniques
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	G. Demonstrates a variety of instructional delivery methods and strategies for effective transfer of knowledge and skills
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	



III. Manages Instructional Resources
	
	No Skill
	Conceptual
	Experienced
	Expert
	Can Teach Others

	A. Selects and uses a variety of resources and materials appropriate to the audience, content, and delivery method
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	B. Appropriately applies educational technology to promote learning goals
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	



IV. Assess and Monitors Learning
	
	No Skill
	Conceptual
	Experienced
	Expert
	Can Teach Others

	A. Incorporates appropriate assessment and feedback throughout the learning process
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	




	B. Strategically applies learner and self evaluation to improve learning, teaching, and course outcomes                
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	C. Provides multiple opportunities for practice and demonstration of learning
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	D. Monitors and adjusts teaching and remediation strategies based on learner needs and performance
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	



V. Manages Program Responsibilities and Organization
	
	No Skill
	Conceptual
	Experienced
	Expert
	Can Teach Others

	A. Manages an environment that fosters learning and performance
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	B. Analyzes needs and proposes solutions within the agency or organization
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	C. Shares information with colleagues
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	D. Suggests or collaborates in modifying the course or program or developing program alternatives
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	E. Uses results of assessment and evaluation data to plan lesson plans, and monitor program or course effectiveness
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	



VI. Provides Learner Guidance
	
	No Skill
	Conceptual
	Experienced
	Expert
	Can Teach Others

	A. Serves as a resource for learners and peers
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	




	B. Models appropriate workplace behaviors and attire
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	C. Models life-long learning
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	








[bookmark: _Toc261948583]Professional Development as an Instructor

Unit Objectives – Following completion of this session, participants will be able to:
· Recognize his/her role in the Learning and Development strategy and NPS Mission Accomplishment
· Build a professional cohort; the importance of strengthening their relationships this week
· Push personal boundaries and recognizes the opportunity that collateral duty training offers
· Identify goals and plans for lifelong learning
· Identify the elements of the NPS Training Competency Framework
[bookmark: _Toc261948584]Notes:




































[bookmark: _Toc261948585]Breakout Session: Setting the Stage – Preparing the Learning Environment
[bookmark: _Toc226883095]
Unit Objectives – Following completion of this session, participants will be able to:
· Use established and creative ideas to build successful classroom learning outcomes
[bookmark: _Toc261948586]Notes:







































[bookmark: _Toc261948587]Standards of Presence

These are suggested guidelines to create an atmosphere of trust, safety, and celebration. I invite you to join me in setting an intention to:

1) Maintain confidentiality

2) Listen to the participant who has the floor, and allow them to indicate when they are complete

3) Speak in “I” statements as I share my experience

4) Take responsibility for myself and allow others to do the same

5) Have a beginner’s mind and remain open to new ideas

6) Practice acceptance of myself and others

7) Maintain a positive focus

8) What else? ___________________________




This is my intention. I invite you to meet me there!











Adapted from the Inspired Learning Model™ Handbook by the Foundation for Inspired Learning


[bookmark: _Toc261948588]Breakout Session: Using Various Instructional Techniques to Teach Effectively

Unit Objectives – Following completion of this session, participants will be able to:
· Identify appropriate uses for case study methodology
· Apply case study methodology to the accomplishment of learning objectives
· Recognize how instructional techniques should be aligned with the illustrative verbs of learning objectives
[bookmark: _Toc261948589]Notes:






































[bookmark: _Toc261948590]Bloom’s Taxonomy - Key Words and Examples
	Level
	Key Words
	Examples

	Level 1: Knowledge. 
Recall data or information.
	Defines, describes, identifies, lists, names, recalls, recognizes, selects, states.
	Recites a policy. Quotes prices from memory to a customer. Identifies the safety rules.

	Level 2: Comprehension. Understand the meaning, translation, interpolation, and interpretation of instructions and problems. State a problem in one's own words.
	Converts, defends, distinguishes, estimates, explains, extends, generalizes, infers, interprets, paraphrases, predicts, rewrites, summarizes, translates.
	Rewrites the principles of test writing. Explains in one's own words the steps for performing a complex task. Translates an equation into a computer spreadsheet.

	Level 3: Application. 
Use a concept in a new situation or unprompted use of an abstraction. Applies what was learned in the classroom into situations in the workplace.
	Applies, computes, constructs, demonstrates, discovers, manipulates, modifies, operates, prepares, produces, relates, shows, solves, uses.
	Uses a manual to calculate an employee's vacation time. Applies laws of statistics to evaluate the reliability of a written test.

	Level 4: Analysis. 
Separates material or concepts into component parts so that its organizational structure may be understood. Distinguishes between facts and inferences.
	Analyzes, breaks down, compares, contrasts, diagrams, deconstructs, differentiates, discriminates, distinguishes, identifies, illustrates, infers, outlines, relates, selects, separates.
	Troubleshoots a piece of equipment by using logical deduction. Recognizes logical fallacies in reasoning. Gathers information from a department and selects the required tasks for training.

	Level 5: Synthesis. 
Builds a structure or pattern from diverse elements. Puts parts together to form a whole, with emphasis on creating a new meaning or structure.
	Categorizes, combines, compiles, composes, devises, designs, explains, organizes, plans, reconstructs, relates, reorganizes, revises, rewrites, summarizes, tells, writes.
	Writes a company operations manual. Designs a machine to perform a specific task. Integrates training from several sources to solve a problem. Revises to improve the outcome.

	Level 6: Evaluation. 
Makes judgments about the value of ideas or materials.
	Appraises, concludes, contrasts, criticizes, critiques, defends, evaluates, explains, interprets, justifies, relates, summarizes, supports.
	Selects the most effective solution. Hires the most qualified candidate. Explains and justifies a new budget.


(Source: http://www.nwlink.com/~donclark/hrd/bloom.html)



[bookmark: _Toc261948591]A Case Study of Case Studies

The Facility Manager Leaders Program (FMLP) is a yearlong course of study in the NPS with a focus on leadership and facility management practices.  In the middle of their first weeklong classroom course, FMLP students are presented a group of case studies about asset management at Delaware Water Gap NRA (DEWA). These case studies are used in a session titled “Asset Management Principles - Property and Structure Ownership”; the purpose of the case studies are to provide students practice with data-based decision-making and choosing by advantages.  The objectives of the session are as follows: 
By the end of the session, students will be able to:
· Analyze and apply principles of property and structure ownership management.
· Evaluate the range of effects of proposed property and ownership changes.
· Analyze the impacts that outside influences could have on property and structure ownership decisions of park assets.

At the beginning of the session, all students receive background information on DEWA in writing (see below).  The instructors then break the class into groups of three to four students, and each group receives a different scenario (see example below).  The student groups then discuss what asset management options they see, make a decision which option to take and why, and then discuss their scenarios and decision in a class debrief.
The results were mixed. In their groups, students sometimes have communication problems – maybe one member dominating or the opposite extreme of no one talking. The debriefs showed that some students seemed to have missed the point of the exercise; instead, they focused on details or inconsistencies of the case rather than analyzing and evaluating decisions.  

Using these issues as a springboard, what steps could you take as an instructor to maximize the value of using this case study?  As a group, decide:
· How to teach successfully using case studies
· What are some successful debriefing techniques

Be ready to discuss your findings with the class.


	Student Exercise – 
Highlighting the Delaware Water Gap

	MISSION

The mission of Delaware Water Gap National Recreation Area is to provide outdoor recreation opportunities while conserving the natural, cultural, and scenic resources of the recreation area. In so doing, the park works cooperatively with surrounding communities and the public to achieve the conservation goals of the Delaware River region. 

GENERAL BACKGROUND
Delaware Water Gap NRA was established in 1965 for public outdoor recreation use and for the preservation of scenic, scientific, and historic resources. The 70,000-acre NPS unit is located in the states of New Jersey and Pennsylvania along 40 miles of the Delaware River. 
The recreation area was originally planned as lands surrounding the proposed Tocks Island Reservoir. Early management and land acquisition were accomplished amid much controversy over the dam. In 1978, Congress designated the section of the river that runs through the recreation area as a National Wild and Scenic River, in effect barring any dams on this section of the river. In 1992, the Tocks Island Dam project was officially de-authorized. 
The recreation area is rich in cultural and natural history. The ridges and river valley contain streams, waterfalls, geologic features, a diversity of plants and wildlife, and traces of past occupants and cultures. The park also provides outdoor recreation. The area along the Delaware River has been occupied continuously for at least 1000 years. The remains of Native American occupation are found all along the river. Remains and foundations of Colonial America are found throughout the park as well. The park contains three fort foundations from the French and Indian wars. Farmsteads, schools and churches abound.  
In 1987, after much public input, the NPS adopted a comprehensive plan for managing the recreation area, the General Management Plan (GMP), as a guideline for the park's development and operations. The Delaware River is the primary focus of park activities: fishing, boating, canoeing, and swimming. The park also offers opportunities for hiking, biking, picnicking, hunting, and auto touring. However, now the GMP is nearly 20 years old, and it did not take into consideration either the growth of the park or the impacts of growth around the park.
ON ASSETS AND MANAGEMENT	
The recreation area now receives more than 5,000,000 visits each year, making it the 8th most visited unit in the system. The NPS at Delaware Water Gap NRA endeavors to provide recreational opportunities to visitors while preserving natural, cultural, and scenic resources within the park. It is part of the “Big Nine” parks in asset management with over 1,200 listed assets. There are over 500 building assets in the park. This number does not include many of the smaller barns, coops, corn cribs, etc. that are associated with the 110 cultural landscapes and numerous old farmsteads that Delaware Water Gap inherited with its inception.

There is one concession—the campground—but there are also over 25 partners who are given authority to manage and maintain the government-owned structures. All work done by partners is inspected and approved by the park maintenance division before, during, and after construction. The park also has numerous state and federal listed plant and animal species in the park.    


[bookmark: _GoBack]

Delaware Water Gap: Scenario #1

Congratulations! You are now the owners of the historic Cliff Park Inn and Golf Course.
In 2003, DEWA took possession of approximately 500 acres of property know as the Cliff Park Inn and Golf Course. Included in the acquisition were 10 buildings, most of them historic; one mile of roadway; a historic golf course (yes, really – one of the first golf courses in the country); three dams; three drinking water wells; and three septic systems. The Inn itself was constructed at the turn of the century and is within the park’s legislated boundary. 
The aging owner did not want to see his land split up and million dollar homes built on it, so he sold it to the National Park Service via the NPF at a fraction of its value.  
As a facility manager at DEWA, what do you do with this property? What different factors or issues should you consider before making your decision? 
[image: Cliff Park Inn][image: Cliff park Inn and Golf Course]


																																																																																																																																										



Statistics
	Asset
	API
	FCI

	Cliff Park Inn
	61
	0.367





[bookmark: _Toc261948592]Using Case Studies to Teach Real-Life Ideas

What is a Case Study?
Case studies are stories that are used to help learners understand an educational message or concept. They describe either real or believable current problems in which individuals must make decisions. By telling a story, case studies personalize the issue and help relate concepts to the learners’ experiences. To make the learner feel the problem is relevant to his or her life, case studies should include current problems or issues. 

A good case study
· Mirrors real-life situations or describes current, actual problems.
· Forces the learners to consider and analyze complex situations. 
· Allows learners to consider the complexity of the problem-solving processes required in real-life situations. 
· Illustrates educational concepts using situations or problems that are relevant to the learners.
· Builds the learners’ interest and engages them in the learning experience.
Your learners should find the case studies an enjoyable experience. However, learners should understand that
· The information provided in case studies may not include the “whole story.”
· They may need to make inferences and educated guesses when discussing case studies.
· There is no single right answer or correct solution as far as case studies are concerned. However, there are choices and the reasons behind them; the stronger the analysis conducted by the learners, the stronger the reasons behind the choices.
Serving a Learning Function
Most importantly, a good case study must serve a learning function. The instructor should ask himself or herself: What does this case study do for the course and the learner? What main points should I highlight to make it useful to the learners? In analyzing case studies, students develop skills they will use in their careers, including
· Problem identification.
· The ability to analyze and interpret information.
· Thinking analytically and critically.
· The ability to recognize assumptions and inferences.
· Exercising judgment and decision-making skills.
· Understanding interpersonal relationships. 
· Communicating ideas and opinions.
Learning may be achieved through group discussion. The goal of group discussion is to analyze the problem and describe methods of solving the case study problem or issue. Learners should also focus on making plans for the future; in other words, they should respond not only with an analysis of the problem but with precise methods of solving that problem.

Why use Case Studies?
Individuals have many different learning styles which affect how well they understand and retain information. While some individuals can listen to a lecture and learn the concepts described, other individuals need to apply concepts before they can use the information. Case studies provide a way for learners to apply concepts through the use of relevant settings and stories. Case studies also require active participation; learners must analyze different aspects of the case study and verbalize their conclusions to the rest of the group. 

There are many benefits to using case studies as an instructional technique. Case studies
· Promote learning by doing.  
· Help users analyze messy real-world issues in a safe, consequence-free environment.
· Develop analytical and problem-solving skills by asking learners to apply concepts. This helps learners to internalize and use these concepts in the future. 
· Reach learners who may not respond to traditional teaching methods, such as lectures.  
· Allow for more flexible discussions. Debriefing discussions can be shaped to match the specific needs and experiences of the individual learners in the course. 

How to Teach Successfully Using Case Studies
Most instructors will find themselves most successful when they use the following techniques:
	

	

	

	

	

	

	

	

	

	

	

	

	





Successful Debriefing Techniques
The final key to a successful case study or small group work assignment is the debrief. It allows the student to reflect, think about what they have learned, and how they will apply it to their work. 
Tips:
	

	

	

	

	

	

	

	

	

	

	

	









[bookmark: _Toc261948593]Breakout Session: Managing Challenges in the Classroom

Unit Objectives – Following completion of this session, participants will be able to:
· Describe techniques in managing challenging situations in the classroom
[bookmark: _Toc261948594]Notes:








































[bookmark: _Toc261948595]Breakout Session: Using Questioning Techniques in the Classroom

Unit Objectives – Following completion of this session, participants will be able to:
· Describe three different types of questioning strategies and their appropriate applications
[bookmark: _Toc261948596]Notes:







































[bookmark: _Toc261948597]Questioning Formats 

When selecting questions to ask, there is a broad range you can choose from.  It’s important to understand how each of these question formats achieves a slightly different outcome. 

Fact-finding questions are targeted at verifiable data such as who, what, when, where, and how much. Use them to gather information about the current situation.  	
	e.g.	“What kind of computer equipment are you now using?”  
		“How much training did staff receive at the start?”

Feeling-finding questions ask for subjective information that gets at the participants’ opinions, feelings, values, and beliefs. They help you understand views. Usually contain words like think or feel.	
	e.g.	“How do you feel about the effectiveness of the new equipment?”
   		“Do you think the staff felt they received enough training?”

Tell-me-more questions can help you find out more about what the participants are saying. They encourage the speaker to provide more details.		
	e.g.	“Tell me more?” “Can you elaborate on that?” 
  		“Can you be more specific?”

Best/least questions help you understand potential opportunities in the present situation. They let you test for the outer limits of participants’ wants and needs.	
	e.g.	“What is the best thing about receiving a new computer?”
   		“What is the worst thing about the new equipment?”

Third-party questions help uncover thoughts in an indirect manner. They’re designed to help people express sensitive information.
	e.g.	“Some people find that computer training is too time consuming. 					How does that sound to you?”	
   		“There is some concern about overly autocratic managers in many   				factories. Can you relate to that concern?”

“Magic wand” questions let you explore people’s true desires.  Also known as “crystal ball” questions, these are useful in temporarily removing obstacles from a person’s mind.	
	e.g.	“If time and money were no obstacle, what sort of a computer   					system would you design for the department?”





From: Facilitating with Ease!	
©2000 Ingrid Bens and Jossey-Bass, Inc.


[bookmark: _Toc261948598]Questioning Techniques

You need to think about the types of questions you want to ask, but you also need to think about how to ask them. 

1.  Plan Ahead.
Use questions to move from one point to the next in a lesson. 
Review your lesson plans to help decide which sections could be enhanced by questions. They are often useful at beginning and endings: 
· Beginning - to engage learners and learn more about them. 
· Endings - to assess what your students have learned, summarize key points, and clear up any of the students' questions.

2. Phrase Questions Clearly and Concisely.
Even open-ended and higher level questions should be clear and concise.
· "How might you use learning objectives to build a lesson plan, and what problems might arise in the classroom when communicating learning objectives?" is actually two questions in one and may create confusion.
· Learners will have an easier time answering straightforward, specific questions.

3. Give Students Time to Respond. 
Wait, pauses and silence are not inappropriate class behaviors. The discomfort many, if not most, instructors feel when a pause leads to an extended silence probably stems from a cultural norm for social conversation where the silence is taken to mean that there is some inadequacy in the communication. This discomfort often is especially acute for new instructors or teachers who lack self-confidence. If such an instructor were to tape record his/her class, he/she might find that these pauses actually last only a few seconds, very often less than five, not the "eternity" it seemed during the wait. In the classroom, constant talking is neither required nor desirable.

On television, images change approximately every 7 seconds. 

 If you have given students sufficient time, try rephrasing the question, giving a hint, or telling them the answer.

You should also save higher level questions for when you have begun to establish a rapport with your students. Once learners feel safe in the classroom, they will be more likely to share deeper responses or thoughts. Operational Leadership examples may include sharing successes and near misses that can be quite emotional.

After an appropriate wait, you may want to simply acknowledge the pause by saying something like: "It's a difficult question and takes some time to think about."

This clues the students that you are willing to wait for their responses. Or you may want to rephrase the question or ask a probing question which would draw the students' attention to relevant information. 

Wait, or you will establish an undesirable norm. Classes establish norms fairly quickly. If, in the early stages of class, the instructor waits only a few seconds before answering her (or his) own questions, the class will quickly learn that when the instructor asks a question she does not expect an answer; wait a few seconds and she will answer it herself. Students are often more than willing to let the instructor answer all of the questions. If you want your students to answer the questions you ask, you must be careful to cultivate that expectation by waiting after you ask a question. 

Webcasts present specific challenges – how long do you wait on camera?

4. Remember Bloom's Taxonomy. 
Ask questions that touch on many different levels of knowledge gain. You can assess understanding on many different levels, and you can also engage your learners by prompting them to make more complex connections with new information.

5. Add to Incorrect or Incomplete Answers. 
You can flesh out incorrect or incomplete answers by prompting and leading your learners "That's an excellent start, but what about…?" You can also encourage other students to share additional or differing ideas. 

Avoid feedback like, "No," or, "That's incorrect." 

6. Create an Accepting Atmosphere. 
Provide encouragement to every student who responds to a question. Smiles and positive feedback go a long way in encouraging learners. When you encourage students to share their thoughts, you show that you respect their ideas and want to get to know them as individuals. Students will likely follow your lead in encouraging each other and building an atmosphere of respect in the classroom. 
Exceptions: Emergency operations, racial slurs etc.


7. Give Everyone the Chance to Respond (or Handling the Student with All the Answers). 
At some point, you will run into a common classroom occurrence: one student in particular jumps to answer all of your questions. Acknowledge this student's responses in a positive way, but also work to draw out responses from others. 
· Make eye contact with other students when you ask a question and physically move away from your "regular responder." 
· You may also prompt others by responding to that person's answers with a statement like, "That's an interesting point. Let's see what other people think."



8. Draw Out the Quiet Ones. 
· Some students may not feel comfortable answering questions in class –avoid drawing attention to quiet learners in the classroom as this can cause embarrassment and alienation. 
· Approach quiet learners during breaks and encourage them to ask you any questions they may have. 

Keep in mind that a silent participant does not automatically indicate that learning and engagement are not taking place.


[bookmark: _Toc261948599]Breakout Session: Team Teaching

Unit Objectives – Following completion of this session, participants will be able to:
· Recognize the different models of team teaching
· Articulate the benefits of team teaching
· List the potential pitfalls of team teaching
· Use and add to the team Teaching Plan sheet to plan instruction
[bookmark: _Toc261948600]Notes:






































[bookmark: _Toc261948601]Team Teaching Plan

· What is our preferred method for “prepping” for the session?
· Who will open and close the session or day?
· Who will be the timekeeper (for breaks, lunch, etc)
· How will the other instructor interact with the group when not teaching?
· What do we do when we do not agree on an answer to a questions?
· How do we signal if the pace is incorrect?
· How do we deal with lackluster participation?
· Where should the “non-teaching” instructor sit?
· What methods should we use to debrief the session or day?
· ___________________________________________	_	
· ____________________________________________
· ____________________________________________
· ____________________________________________
· ____________________________________________
· ____________________________________________

	If one of you is doing this…
	The other can be doing this…

	Lecturing
	Modeling notetaking on the board/over-head; Ensuring "brain breaks" to help students process lecture information

	Giving Instructions Orally
	Writing down instructions on board;
Repeating or clarifying any difficult concept

	Prepping half of the class for one side of a
debate
	Prepping the other half of the class for the other side

	Providing Large Group Instruction
	Circulate, checking for comprehension

	Creating a Lesson Plan
	Provide review and modification

	Explaining a new concept
	Modeling the concept or providing examples of the concept

	


	

	


	



Adapted From:
1. Perspectives on Team Teaching: Karin Goetz- http://people.ucalgary.ca/~egallery/goetz.html
2. Yanamandram, V. and Noble, G. (2005). Team teaching: Student reflections on its strengths and weaknesses. In The Reflective Practitioner. Proceedings of the 14th Annual Teaching Learning Forum, 3-4 February 2005. Perth: Murdoch University. http://lsn.curtin.edu.au/tlf/tlf2005/refereed/yanamandram1.html
3. http://ww.teachingld.org/pdf/teaching_how-tos/murawski_36-5.pdf.


[bookmark: _Toc261948602]Breakout Session: Using Training Materials Effectively

Unit Objectives – Following completion of this session, participants will be able to:
· Use training materials such as lesson plans, job aids, and student workbooks to enhance student learning
· Personalize lesson plans to meet the needs of the learner and the instructor’s personal style while still meeting the learning objectives
[bookmark: _Toc261948603]Notes:






































[bookmark: _Toc239048603][bookmark: _Toc239061624][bookmark: _Toc261948604]Case Study: Taking the AMP on the Road
You have been asked to teach the Asset Management Process (AMP) to a small group of NPS employees at a park in your region. Your students include: a newly hired Administrative clerk (with collateral duties as an FMSS clerk), a Chief of Maintenance, and a Chief of Cultural/Natural resources.  

When you arrive you are shown to the room where you will be conducting your training: a small conference room with a table and chairs, a whiteboard, a TV with DVD player, and an overhead projector, and you have brought your laptop with you. They have asked that the session begin around 2:30.   

Although it is cold outside and you can see the snow through the windows, the room is warm and pleasant: the Christmas lights give a little more color to the room, and remind you of the upcoming holiday vacation. 
Below is your lesson plan:

SESSION TITLE:  	Introduction, Life Cycle Management, 
AMP & Mission Overview

SESSION LENGTH:  			45 minutes		

OBJECTIVES:  At the end of this session, participants should be able to:
· Explain what an asset is.
· Provide a general definition of the Asset Management Process (AMP).
· Explain the concept of Asset Life Cycle Management and how it relates to the AMP
· Explain why the mission is at the center of the AMP graphic
· Identify and distinguish between each of the seven components that make up the AMP 

TRAINING AIDS:  Flip charts, data projector, 

HANDOUTS:  none

FACILITATOR NOTES:  The two purposes of this module are to introduce the AMP and to assist the participants with understanding the crucial role the mission plays in the entire AMP. Ensure that students understand the concept of AMP is based on “best practices” in the facility management industry. However, it is an NPS term.

POINTS TO REMEMBER: This is the first time students will be introduced to the AMP graphic. It is important they understand that Mission and Needs Assessment are in the center because they are central to the AMP and to why and how business is done within the NPS. 


	CONTENT
	METHOD
	TIME

	Introduction to Asset Management
Icebreaker: “We’re going on a trip”

Define “asset”
· Discussion: “What are some of the assets in your park?”
· Contrast “Asset” with “Asset Record” and identify FMSS terminology

Discuss the concept of asset life cycle management
· Design and build is only 20-30% of the cost of a building over its entire lifecycle
· 70-80% is operations and maintenance
· Preventive Maintenance is key to maximizing assets’ life cycle (example: oil change for vehicles)

Introduce the Asset Management Process graphic.
· Briefly acknowledge each aspect, then return to the mission at the center of the graphic and identify why the mission is the centermost point. 

Review the PPT presentation–Mission.
	
Activity


PPT
Lecture




Lecture








PPT
Lecture





PPT
	
5 min


5 min.





10 min.








15 min.






10 min.




[bookmark: _Toc261948605]The Asset Management Process
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[bookmark: _Toc261948606]Assessment and Evaluation Techniques

Unit Objectives – Following completion of this session, participants will be able to:
· Define assessment and evaluation
· Articulate the need for assessment and evaluation
· Conduct assessment and evaluation.
· Recommend adjustments based on learner/participant needs and performance
[bookmark: _Toc261948607]Notes:








































[bookmark: _Toc261948608]Student Exercise: Creating an Assessment

Scenario:
You have been selected to teach the new FMSS classroom curriculum at Mammoth Cave National Park (MACA).  The curriculum focuses on the daily FMSS tasks performed by field staff.  The lessons are reinforced through hands-on activities.

One of your first lessons is entitled “Starting the Work Day: Understanding Your Work Assignments”.  The student learning objectives for the session include the following:
· Identify and explain all fields within a work order.
· Identify any work order tasks that have been assigned.
· Articulate the status of the work order.
· Articulate WBS and sub WBS.
· Articulate and identify work order priority.
· Utilize job plans from the Plans Tab.

Using the information above, develop an assessment (for 2 of the objectives) to measure student learning.  You may use informal assessments, formal assessments, or a combination of both.  What questions will you ask?  How will you ask them?




[bookmark: _Toc261948609]Student Exercise: Applying Solutions

Scenario:
At the end of each day, students are asked to complete an evaluation of the day.  You have decided to review Day One’s evaluations, as you might need to change your teaching style, room set-up, etc.  Below is an excerpt of the students’ comments.

· “The assignments were helpful, especially the hands-on ones.”
· “I liked the assignments, but the instructor did not give me enough time to complete them all.  I felt rushed throughout the class.”
· “I do limited computer experience, thus the assignments were very frustrating for me.  I was embarrassed to ask the instructor to slow down.”
· “I do not know why I am here.  This is way below my skill level.”
· “I had difficulty hearing the instructor.  She spoke softly, and I am hard of hearing already.”
· “Sometimes I felt that the instructor was not interested in any of our questions.”
· “This sucks.”
· “The FMSS system is frustrating and is a piece of garbage.  Another great use of government funds.”
  
In your groups, take a moment to analyze the results and develop an overall conclusion about the day.  Next, develop a strategy for tomorrow.  What will you do differently?  What will you keep the same? 


[bookmark: _Toc261948610]Classroom Assessment Techniques (CATs)
The classroom assessment process assumes that students need to receive feedback early and often, that they need to evaluate the quality of their own learning, and that they can help the instructor improve the strength of instruction. In order to address this issue, Angelo and Cross have developed some written “instant” feedback techniques which they call classroom assessment techniques (CATs). The assessments are generally ungraded activities which focus on current course work. The goal is neither research in pedagogy nor evaluation of individual students. Rather, the goal is to present assessment techniques which are brief yet effective, and can be used quickly in the classroom. Included below are several CATs presented in Angelo’s and Cross’s book.
"The Muddiest Point" is an assessment technique which was originally developed by F. Mosteller at Harvard while teaching an undergraduate statistics course. (Mosteller, 1989, pp.10-21) The basic strategy is to ask students to quickly jot down on a piece of paper the single "muddiest point" from the day’s lecture. The students submit the notes to the instructor, usually anonymously, at the end of the lecture. The instructor reports back to the students at the beginning of the next lecture by a) responding to the most mentioned one or two points, and b) briefly addressing as many others as possible and reminding students of additional sources of information. In a mathematics class, this is usually done by starting the next class with a well-chosen example problem, emphasizing the responses to the "muddiest point" notes while working it. Generally, there are no grades associated with this activity. The truly amazing aspect for this classroom assessment is that most often there are no more than two or three issues raised during this assessment. 
The muddiest point incorporates some of the most useful aspects of classroom assessment techniques. The greatest value of classroom assessment techniques comes from the combination of providing effective evaluation of ongoing learning for the instructor and, at the same time, allowing almost instant feedback from the assessment. Additionally, effective assessment techniques possess the following characteristics: 
· Improve instructor’s understanding of student needs and their perceptions of current material 
· Are immediately useable 
· Do not take up much class time 
· Are easy to administer 
· Are easy to analyze 
· Do not take inordinate time to analyze 
· Are flexible and can be useful for a variety of topics 
Typically, classroom assessments represent time saved in class since the instructor presents one or two examples and then can continue on with new material; sometimes, the questions can even be answered in the context of motivating the new material. From the students’ perspective, an immediate response to confusing questions allows a quick correction and students soon learn to take the process seriously. The whole process increases the trust between instructor and student; the instructor demonstrates concern for the student’s learning when implementing the technique and simultaneously receives information about the students’ ongoing attention to the course. 
There are a wide variety of assessments presented in Angelo and Cross. (Angelo & Cross, 1993, p. xiv) Each of them have a different "best use," a different learning purpose, and can be used by instructors in different manners. Longer techniques can be performed outside of class and may or may not include instructor grading. In each case, the major purposes for the techniques include assessment of: 
· Content comprehension 
· Analytic thinking 
· Student learning skills/processes 
· Students’ attitudes toward class activities 
The assessments chosen should be determined by the specific content/learning to be measured and the purposes of the instructor. In general, it is not a good idea to use too many different techniques in one semester. Student responses are more useful when the students are comfortable with a particular technique and understand it. 
[bookmark: Muddiest]The Muddiest Point: 
As described earlier, the Muddiest Point assessment is clearly useful in most learning situations; it can be particularly useful in combination with instruction using technologies. In a distance learning setting, the muddiest point activity combined with e-mail or with a coordinating teacher/facilitator at the remote site can restore some of the interaction between students and instructor which may have been compromised. If a course is using technology for instruction purposes, the instructor can phrase the "muddiest point" question to assess the students’ self-analysis of their ability to manipulate the technology. Finally, an exceptionally helpful question for use in the technological classroom is "What is the muddiest point about the connection between the process used on the calculator (computer, etc.) and the principle being studied today?" The Muddiest Point assessment is one of the most versatile of the assessments. 
[bookmark: Empty]Empty Outlines: 
The Empty Outlines assessment (Angelo & Cross, 1993, p. 138) has a name which provides a reasonably complete description of the technique. The instructor asks the student to outline some portion of the lecture in a limited amount of time. The student can be asked to start from scratch or the instructor may provide a partial outline of the lecture. This technique can measure student understanding and analysis or student listening. The first time the technique is used, the instructor may want to provide a partial outline before starting the lecture; this would allow the students to be prepared for the task at the end of the lecture. If results are mixed, the instructor may ask the students for feedback – did you not understand the concepts or could you not organize them? This technique has the added benefit that providing partial outlines can enhance students’ understanding of the technique of studying through outlining. 
With respect to teaching with technology, there are additional applications of Empty Outlines. Outlines are particularly useful in understanding multi-step processes. Thus, this technique can be used to enhance the understanding of the steps in a technological process. Alternately, the instructor may ask the student to outline the concepts studied and then provide notations in the outline where technology helped demonstrate a particular fact or theory. Finally, when using technology as an instructional medium, the provision for the Empty Outline assessment before instruction can help the students at a remote site focus their attention on the purpose of the lecture and improve their concentration. 
[bookmark: Minute]Minute Paper: 
This technique, also known as the One-Minute Paper (Wilson, 1986, pp.196-211) or the Half-Sheet Response (Weaver & Cotrell, 1985, pp. 23-31), is widely used in college classrooms. Once again the name is reasonably self-explanatory. Near the end of class, the instructor asks the students to record on a note-card (or a half-sheet of paper) "the most important thing you learned during this class." One may vary the questions to ask about items left unanswered, ethical consequences of the issues discussed, or once again one could address the question of student learning by asking them "What is the one thing from class today that you would most like to revisit?" The general benefit of this assessment is once again to establish a level of listening and "on-site" critical thinking on the part of the students. The first few times you try this, you will need more time and you will need to be patient. As students learn to expect the question, they will be more prepared and you will have altered their classroom learning style. 
The Minute Paper can be used to address specific technological issues by recasting the question. The students can be made aware of the value of the distance learning environment by asking "What aspect of this lecture benefitted from the use of the technology available in our distance learning environment?" The instructor can evaluate the students’ understanding of the use of technology by asking "Which facts (or theory) have been demonstrated today through the use of technology? Could they have been as effectively demonstrated without the technology?" If one is particularly brave, one can recast the question as "Discuss how the technology improved your understanding or explain how it confused you." 
[bookmark: Double]Double-Entry Journals: 
The general description of Double-Entry Journals is that students make notes about the beliefs or theories in their assigned course reading. As a second entry in the journal, the student explains his/her reactions to or questions about the notes in the first entry. This technique is modified in Angelo and Cross (Angelo & Cross, 1993, p.263) from a technique discussed as dialectical notebooks by Ann Berthoff (Berthoff & Stephens, 1982) Depending on the emphasis desired, one can direct these journal entries to focus on different specific aspects of the course work. These assessments can benefit from being graded as they require more of the student and instructor time and, as presented, must in general be done outside of class. 
For technological purposes, the Double-Entry Journal can be modified to emphasize the value of the particular technology in the learning/teaching process. One can request the students divide the pages in half in their journal; on the left side they can record a sample problem and on the right side they can record the steps of the technological process (in words, not keystrokes) used in the solution of the problem. If the learning environment is a distance learning setting, the students can be requested to divide in half the paper used to record class notes. They can take their notes during class on the left side of the paper. When they are away from the instructor, they can then review the notes and record questions or comments on the right side near the related class item. At the beginning of the next lecture session, the instructor can start the class with the students discussing a portion of the questions and comments. This can provide the students in a distance learning environment with a greater sense of communication with the class as a whole and with the instructor. 
[bookmark: Course]Course-Related Self-Confidence Surveys: 
The goal of the Course-Related Self-Confidence Survey (Angelo & Cross, 1993, p. 279) is to allow students who feel insecure in a specific skills context to establish their level of insecurity and to allow their instructor to monitor and hopefully moderate their insecurity. Requiring a little more preparation by the instructor, a survey is designed which requests that students respond to questions about their self-confidence regarding specific skills. Skills analyzed might involve public speaking skills, specific mathematical skills, or technical skills. The students rate their confidence on a scale of "none…low…medium…high". 
Clearly, this technique is very useful when a particular technology is used as a tool in a course. For example, if calculators or Mathematica are used in a calculus class, the instructor needs to know if the use of these technologies is actually interfering with the learning of the theory. If a lack of confidence towards specific processes can be identified, the instructor can direct instruction and practice to improve the students’ confidence. In a distance learning environment, this technique can be used during the initial few meetings to establish a better "comfort zone" for the students who hesitate to speak "on-camera." 
Instruction using technology, whether the use is incidental to the material, concurrent with the coursework, or the substance of the course, introduces its own variations in the learning process. In the discussion above, some "standard" learning assessment techniques were recast for use in a classroom with a technological component. The remaining techniques are ones that apply directly to the technological interfaces in the classroom – although they, too, could be modified to a more general setting. The three general attributes of teaching with technology which must be measured are: 
· The use of technology in support of other content 
· The use of technology as the content being assessed 
· The impact of distance learning/ general use of technology. 
In all cases, we continue to use the term technology to encompass all equipment of a technological nature – the broadest sense of the term. 
[bookmark: Use]

"To Use or Not to Use" Analysis: 
The instructor prepares a sample problem or the description of a situation. The student is requested to discuss reasons why technology is or is not needed to augment a theoretical analysis and to conclude with a definite recommendation for the use of technology in the solution to the problem. The solution to the problem is not included in the student work, but a numerical rating ("Rank on a scale of 1 to 10”) determining the critical need for technology is to be made by the student. In other circumstances, the question might revolve around the choice between two differing technologies. Depending on the scope of the course, the decision can be based strictly on a student’s personal choices or it may include a more objective cost/benefit analysis in an advanced class. This technique is used primarily to analyze the use of technology in support of other content and, depending on the detail, it may be done inside or outside of class. 
[bookmark: Procedure]Procedure Brochures: 
The instructor prepares a sample problem or case study and asks the student to form a one-page brochure which would provide directions for the solution of that type of problem. The student is to include a brief outline of the steps to be taken, references to the appropriate pages in the text, and notations regarding where technology is to be incorporated into the process. This is an assignment to be completed outside class and is primarily used to assess the use of technology in support of other content. It can be recast for use when technology as the content is to be assessed by asking the students to create a brochure delineating the directions for "operating the technology" in the sample problem. 
[bookmark: Keystroke]Keystroke Reports: 
Often, an early barrier to teaching with technology is assessing whether or not the students have learned the right sequence of "keystroke" or operational steps to operate the technology. In this assessment, the students are divided into pairs and given a sample problem to work. One student works the problem using the technology; the other student records the exact steps/keystrokes used by the student. The assignment to pairs can be made permanent and the students can share the results of their work. For simple technologies, a few minutes of class time are more than sufficient for the assessment. For more complicated procedures, this may be an assignment for submission at a later date. This is an assessment which is directed towards assessing the students’ ability to perform procedures using a given technology. 
[bookmark: Technology]Technology Maps: 
As a student learns to use more advanced features of a particular technology – computer, calculator, etc. – the student may have difficulty finding a particular menu, sub-directory, or button. For this assessment, the instructor asks the student to provide a map or a directory path for several operations or actions. For example, in a class using calculators, the student might be asked to write out the path to the factorial button. In a class teaching a spreadsheet, the student might be asked to write out a map to performing a certain statistical function. These assessments of the student’s ability to perform certain technology tasks can be undertaken quickly in class. 
[bookmark: Chain]Technology Chain: 
The goal for this assignment is to provide improved communication between students and to assess their ability to outline the steps in a procedure using technology. The instructor divides the class into pairs. Depending on the number of students in the class, the instructor hands a description of a process or procedure to one or more groups of students. Each group writes a description of the first step in the process of solving the problem and then hands the paper to another group. This group provides the second step in the process and then passes the paper to another group. The goal is to have each student group in the class provide at least one step. The instructor may take the finished products and compile them into notes for the class, or the instructor may ask for the developed procedures to be read aloud. Do not do this assessment unless you plan to practice it often – students find the assessment difficult the first few times. Structuring it as a series of relay races can sometimes help, depending on the character of the class. 
[bookmark: Pen]Pen Pals: 
Specifically for the distance learning setting, this assessment attempts to combine communication between students with a quick learning assessment. Each student is assigned a "pen pal" for the course. If there are students at two locations, the students should be paired so that one is from each location. The student is asked to write (or e-mail) one of the following: an outline of a particular process or concept, a paraphrase of a particular process, or a brief answer discussion of the most important concept of the day. If e-mail is not available, the teacher collects the papers during class and mails them to the facilitator of the other session for distribution to the pen pals. At the beginning of the next class, students can "read their mail" to the group as a whole. This can improve communication and comfort in a distance learning situation – although the logistics require careful execution. 
[bookmark: Benefits]Benefits Analysis: 
On a day which concludes the use of technology for the analysis of a particular problem, or on random day in a distance learning environment, the instructor asks the student to comment on the pros and cons of the use of technology for that day and write a concluding benefits analysis of the use of technology on that day. If this activity is performed for a distance learning class, it is important to ask the student to include the personal benefits in having the class offered as distance learning. In this manner, the student can be reminded that although the use of technology may come at a price, in most cases it provides access to a learning environment which would otherwise be unavailable. Other than the One-Minute Paper, this may be the best method to assess student response to a distance learning setting; if the students never develop a perception that the final analysis is positive, then the structure of the course can be reconsidered. 
The goal of classroom assessment techniques is to "take the temperature" of the class learning environment more frequently than practical if using graded, extended activities. Since the use of technology introduces new variations into the classroom, it is even more important to understand the dynamics of the classroom. When you find an assessment technique that works for you, it becomes a very comfortable and certainly revealing practice which can help determine the direction of your teaching. 
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[bookmark: _Toc261948611]Breakout Session: Using PowerPoint in Your Presentation
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[bookmark: _Toc261948613]Breakout Session: Instructor Competencies Review
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[bookmark: _Toc261948615]Advanced Facilitation/Instructor Skills
[bookmark: _Toc226883096]
Unit Objectives – Following completion of this session, participants will be able to:
· Use effective strategies in dealing with “Generational Classrooms”
· Identify techniques to enhance participation
· Define practices in facilitating conflict
· Describe process tools for facilitators
[bookmark: _Toc261948616]Notes:
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______________________________   _______			       ___________________________   ______
EMPLOYEE’S SIGNATURE	      	   DATE				SUPERVISOR’S SIGNATURE   	DATE

______________________________   _______	___________________________   ______



[bookmark: _Toc261948618]Goal-Setting
Keep in mind that set goals must be flexible enough to accommodate changes in the workplace and changes in your interests.  Goals shouldn't be so rigid that adjustments can't be made.  Sometimes changes in the organization will require alterations in your goals.

Think of how you will reach your career goals.  There are several career-building alternatives you can consider. 

Developmental goals are difficult to identify because they are more abstract than tasks.  To identify developmental goals, start with a long-term goal-setting plan (no more than three years) and work backward.  You need to work backward because it's easier to identify short-term goals once you know what the long-term goals are.  Work with your mentor to decide:

· Where would you like to be in three years (long-term goals)?

· What series of one-year goals (short-term goals) could lead you to these objectives? 

· What are the education and training requirements of your position or your targeted position? 

You can set a formalized career structure by writing the long-term and short-term goals on a planning worksheet. Keep in mind that your career goals must be realistic and flexible.  You also should ensure that the career goals coincide with your organization's philosophy and culture.  Once you have identified the developmental goals, organize these goals in one of the following categories:

· Career goals 
· Target Areas 
· Social goals 
· Personal Goals

Career goals are desires to advance one's profession.  To attain career goals, you must use your knowledge, skills, and abilities.  To accomplish some career goals, employees must complete certain training and education requirements.  Social goals are aspirations to meet other professionals to build a network of contacts.  For instance, you may wish to join a professional organization to meet people in your field.

Personal goals are strong desires to improve oneself.  An example may be a concentration on improving your organizational skills so that you can perform your job more effectively.  Enrollment in a time management course may help you to reach your goal.

Use your updated Self-Assessment and Individual Development Plan to supplement your long-term goal planning.


[bookmark: _Toc261948619]Goal-Setting Worksheet
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[bookmark: _Toc261948621]Facilitation Skill Levels

Mastering the art of neutrality, keeping notes and asking questions at meetings is not all there is to facilitating. Being a true facilitator means developing your competency at four distinct levels.

Review the skills needed at each of the four levels described below. Then complete the facilitation skills and needs assessment instrument that follows to identify your current strengths and future training needs.

Level 1
Understanding concepts, values and beliefs; use of facilitative behaviors such as active listening, paraphrasing, questioning, summarizing; managing time; encouraging participation; keeping clear and accurate notes; using basic tools like problem-solving and action planning.



Level 2 
Mastering process tools; designing meetings; skilled at using the right decision-making method, achieving consensus and getting true closure; handling feedback activities and conducting process checks; using exit surveys; good at managing meetings in an effective manner; able to help a group set goals and objectives that are measurable; skilled at checking assumptions and challenging ideas.



Level 3
Skilled at managing conflict and making immediate interventions; able to deal with resistance and personal attacks; making design changes on the spot; sizing up a group and using the right strategies for its developmental stage; managing survey feedback exercises; able to design and conduct interviews and focus groups, design and implement surveys; consolidating ideas from a mass of information into coherent summaries.



Level 4
Design and implement process interventions in response to complex organizational issues; use tools to promote process improvement, customer intimacy and overall organizational effectiveness; able to support teams in the various stages of team development.
Facilitating with Ease!
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[bookmark: _Toc261948622]Facilitation Skills Self-Assessment

Assess your current skill levels by rating yourself according to the basic skill areas outlined below.

Rank your current skill level using the 4-point scale below.
1= no skill     2= a little skill     3= good skill level     4=  totally competent

	Level 1
	Rating

	1. Understand the concepts, values and beliefs of facilitation
	_____

	2. Skilled at active listening, paraphrasing, questioning and summarizing key points 
	_____

	3. Able to manage time and maintain a good pace
	_____

	4. Armed with techniques for getting active participation and generating ideas
	_____

	5. Keep clear and accurate notes that reflect what participants have said
	_____

	6. Familiar with basic tools of systematic problem solving, brainstorming and force-field analysis
	_____

	Level 2
	

	1. Knowledge of a wide range of procedural tools essential for structuring group discussions
	_____

	2. Able to design meetings using a broad set of process tools
	_____

	3. Knowledge of the six main decision-making approaches 
	_____

	4. Skilled at achieving consensus and gaining closure
	_____

	5. Skilled at using feedback processes. Able to hear and accept personal feedback
	_____

	6. Able to set goals and objectives that are measurable
	_____

	7. Able to ask good probing questions that challenge own and others’ assumptions in a non-threatening way
	_____

	8. Able to stop the action and check on how things are going
	_____

	9. Able to use exit surveys to improve performance
	_____

	10. Able to manage meetings in an orderly and effective manner
	_____

	
	

	
Level 3
	

	1. Able to manage conflict between participants and remain composed
	_____

	2. Able to make quick and effective interventions
	_____

	3. Able to deal with resistance non-defensively
	_____

	4. Skilled at dealing with personal attacks
	_____

	5. Able to redesign meeting processes on the spot
	_____

	6. Able to size up a group and use the right strategies for their developmental stage
	_____

	7. Able to implement survey feedback exercises
	_____

	8. Able to design and conduct interviews and focus groups
	_____

	9. Knowledgeable about survey design and questionnaire development
	_____

	10. Able to integrate and consolidate ideas from a mass of information and create coherent summaries
	_____

	Level 4
	

	1. Able to design and implement process interventions in response to complex organizational issues
	_____

	2. Able to facilitate process improvement, customer intimacy and other organizational development activities
	_____

	3. Able to support teams in their forming, storming and performing stages
	_____


My current skills (Include all the items you ranked as 4 or 5)















The skills I most need to work on (Choose the ones most immediately important from all the ones ranked as 1 or 2)
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[bookmark: _Toc261948623]Core Practices Overview

Regardless of which type of process you’re facilitating, all facilitators need to be constantly using the core practices:

Stay neutral on content – your job is to focus on the process role and avoid the temptation of offering opinions about the topic under discussion. You should use questions and suggestions to offer ideas that spring to mind, but never impose opinions on the group.

Listen actively – look people in the eye, use attentive body language and paraphrase what they are saying. Always make eye contact with people while they speak, when paraphrasing what they have just said, and when summarizing their key ideas. Also use eye contact to let people know they can speak next, and to prompt the quiet ones in the crowd to participate.

Ask questions – this is the most important tool you possess. Questions test assumptions, invite participation, gather information, and probe for hidden points. Effective questioning allows you to delve past the symptoms to get at root causes.

Paraphrase to clarify – this involves repeating what people say to make sure they know they are being heard, to let others hear their points a second time, and to clarify key ideas. (i.e., “Are you saying . . .? Am I understanding you to mean . . . ?”)

Synthesize ideas – don’t just record individual ideas of participants. Instead, get people to comment and build on each other’s thoughts to ensure that the ideas recorded on the flip chart represent collective thinking. This builds consensus and commitment. (i.e., “Alice, what would you add to Jeff’s comments?”)

Stay on track – set time guidelines for each discussion. Appoint a time-keeper inside the group to use a timer and call out milestones. Point out the digression if discussion has veered off topic. “Park” all off-topic comments and suggestions on a separate “Parking Lot” sheet posted on a nearby wall, to be dealt with later.

Give and receive feedback – periodically “hold up a mirror” to help the group “see” itself so it can make corrections. (i.e., “Only two people are engaged in this discussion, while three others are reading. What’s this telling us we need to do?”) Also ask for and accept feedback about the facilitation. (i.e., “Are we making progress? How’s the pace? What can I do to be more effective?”)

Test assumptions – you need to bring the assumptions people are operating under out into the open and clarify them, so that they are clearly understood by everyone. These assumptions may even need to be challenged before a group can explore new ground. (i.e., “John, on what basis are you making the comment that ‘Bob’s idea is too narrow in focus’?”)

Collect ideas – keep track of both emerging ideas and final decisions. Make clear and accurate summaries on a flipchart or electronic board so everyone can see the notes. Notes should be brief and concise. They must always reflect what the participants actually said, rather than your interpretation of what they said.

Summarize clearly – a great facilitator listens attentively to everything that is said, and then offers concise and timely summaries. Summarize when you want to revive a discussion that has ground to a halt, or to end a discussion when things seem to be wrapping up.

Label sidetracks – it’s your responsibility to let the group members know when they’re off track. They can then decide to pursue the sidetrack, or stop their current discussion and get back to the agenda. (i.e., “We are now discussing something that isn’t on our agenda. What does the group want to do?”)

Park it – at every meeting, tape a flip chart sheet to a wall to record all sidetrack items. Later, these items can be reviewed for inclusion in a future agenda. “Parking lot” sheets let you capture ideas that may be important later, while staying on track.

Use the spell-check button – most people are nervous enough about writing on flip charts without having to worry that they’re spelling every word right. You’ll relax everyone by drawing a spell-check button at the top right corner of every flip sheet. Tell participants they “can spell creatively, since pressing the spell-check button automatically eliminates all errors.”
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[bookmark: _Toc261948624]High-Participation Techniques

There are many excellent techniques available to get even the most reluctant and shy participant to play an active part. These techniques offer anonymity to members and generate lots of activity.

Discussion Partners
This simple technique can be used as a way of starting any discussion. After posing a question to a large group, ask everyone to find a partner and discuss the question for a few minutes. Have people report on what they talked about. You can use this with threesomes as well.

Tossed Salad
Place an empty cardboard box or an inexpensive plastic salad bowl on the table. Give out small slips of paper and ask people to write down one good idea per slip. Have them toss the slips into the bowl. When people have finished writing, have someone “toss the salad.” Pass around the bowl so that each person can take out as many slips as they tossed in. Go around the table and have people share ideas before discussing and refining the most promising ones together.

Issues and Answers
When faced with a long list of issues to tackle, rather than attempting to problem-solve all of them as a whole group (which would take forever), post the problems around the room. Put only one issue on each sheet of flip chart paper.
 
Ask all members to go to one of the issue sheets and discuss that problem with whoever else was drawn to that sheet. Make sure people are distributed evenly, with at least three people per issue. You can use chairs, but this works best as a stand-up activity.

Allow up to five minutes for subgroups to analyze the situation. Have them make notes on the top half of the flip chart sheet. Ring a bell and ask everyone to move to another flip chart sheet. When they get there, ask them to read the analysis made by the first group and to add any additional ideas. This round is often shorter than five minutes. Keep moving people around until everyone is back at his or her original sheet.

Once the analysis round is complete, ask everyone to return to the original issue he or she started with. Ask them to generate and record solutions to their respective issue on the bottom half of the sheet. Once again, circulate people until everyone has added ideas on all of the sheets.

To end the process, have everyone walk by each sheet, read the solutions and check off the one or two ideas they think are the best.
When everyone is seated again, go through the ideas together and then ask small groups to each take responsibility for creating action plans for the ideas on one of the sheets.


Talk Circuit
This technique works best in a large crowd because it creates a strong buzz and lets people get to know each other. Start by posing a question to the group and then allow quiet time for each person to write his or her own response. 

Ask everyone to sit knee-to-knee with a partner and share their ideas. Have one person speak while the other acts as a facilitator. After two to three minutes, ring a bell and have partners reverse their roles. After two or three more minutes, stop the discussions.

Ask everyone to find a new partner and repeat the process, but in slightly less time. Stop the action and then have everyone repeat the process with a third partner. In the final round allow only one minute per person. When the partner discussions are over, discuss the ideas as a whole group and record them on flip charts.

Pass the Envelope
Give each person an envelope filled with blank slips of paper. Pose a question or challenge to the group, and then have everyone write down as many ideas as they can within the given time frame and put the slips into the envelope. Tell people to pass the envelopes, either to the next person or in all directions, and when the passing stops, read the contents. Pair off participants and have them discuss the ideas in their envelope. What ideas did they receive? What are the positives and negatives of each idea? What other ideas should they add? Combine pairs to form groups of four and ask them to further refine the content of their four envelopes into practical action plans. Hold a plenary to collect ideas.

























Bens, Ingrid. Facilitating with Ease! (Sarasota: John Wiley & Sons, Inc., 2000) 76-77.

[bookmark: _Toc261948625]Process Tools for Facilitators
[bookmark: _Toc261948626]Visioning
What is it?  A highly participative approach to goal setting for groups of anywhere from six to more than 100 members.

When should you use it?  When members need to clarify their own thoughts and then share those ideas with each other to create a clear, shared statement of the desired future

What is its purpose? Allows people to put forward their ideas. Makes sure everyone is involved and heard from. Creates energy. Gets people aligned. Gives people a creative method to identify a group goal.

What is the outcome? This visioning process is very participative and energizes everyone in the room. It also creates buy-in, because the group’s direction is coming from the members themselves. Everyone is involved at once. All ideas are heard. This is a great way to conduct goal setting with a group.
[bookmark: _Toc238971455][bookmark: _Toc238972089][bookmark: _Toc261948627]How Does Visioning Work?
Step #1: Post a series of questions that relate to the task and ask how the final outcome ought to look at a future point in time. The vision questions will always be different, of course, depending on the situation.

Step #2: Ask each person to write down his or her own responses to the questions. Allow at least five minutes. Give more time if needed. Ask people not to speak to each other during this writing phase.

Step #3: Ask everyone to get a partner. Allocate three to five minutes for the first partner to share his or her vision. Ask the other partner to facilitate. After three to five minutes, ask the partners to switch roles so that the second person gets to talk.

Step #4: When time is up, ask everyone to find another partner. Repeat the process outlined in step 3, only allow slightly less time per person. Encourage people to “steal” any good ideas they got from their last partner and incorporate these into their own vision.

Step #5: Repeat the process again with new partners. This time, limit the exchange to one to three minutes per person in order to force people to prioritize and share the highlights.

Step #6: Ask people to return to their original seats and begin facilitating a discussion to pull the ideas together. You’ll find that ideas have become fairly homogenized at this point.



[bookmark: _Toc261948628]Sequential Questioning
What is it? An assessment exercise conducted in the form of a series of questions. These are posted to the whole group at the start of a workshop.

When should you use it? To uncover important information about the group, their issues or activities. To test and probe in a challenging manner. To raise issues and create discontent with the status quo.

What is its purpose? Yields information. Lets you test assumptions and challenge people. Gets people to surface their negativity and cynicism. Vents negative feelings and creates an obvious need to take action. Helps the facilitator anticipate the issues that might come up throughout the day. When done well, this technique creates a shared desire to make change happen. It certainly warms up the group.

What is the outcome? Sequential questioning is a challenging technique that creates sparks. It raises issues and gets people talking about the barriers. It raises people’s consciousness about what the important problems are. It sets the stage for problem solving and solution development. Since there is potential for disagreement, you have to be prepared to make interventions and manage any conflicts that arise.
[bookmark: _Toc238971457][bookmark: _Toc238972091][bookmark: _Toc261948629]How Does Sequential Questioning Work?
Step #1: Analyze the overall topic and create about ten questions, working from macro- to micro-issues. Each question should probe the situation in a challenging way so that the ensuing discussion reveals honest information important to the issue at hand.

Step #2: Write only one question at the top of each sheet of flip chart paper. Use the rest of the sheet to record reactions. Don’t let people see the questions until you pose them. As you turn over each sheet, ask only one person in the group to respond. Record that person’s response. Then invite others to add their thoughts.

Tip: build questions around issues people identified in pre-workshop interviews. Pose questions as closed-ended questions or items to be rated on a scale. Choose someone to answer yes or no to each item. Then ask others whether they agree or disagree. Discuss peoples’ reactions for their answers until you and the group can formulate a summary statement about how everyone feels about each question.


[bookmark: _Toc261948630]Brainstorming
What is it? A technique for getting bigger and better ideas. Puts a full range of ideas on the table before decisions are made.

When should you use it? To generate a free flow of creative ideas that are not bound by the usual barriers. To get everyone involved. To create energy. To generate a wide range of solutions for a problem.

What is its purpose? Allows people to explore new ideas and challenge traditional thinking. Lets people put ideas on the table without fear of being corrected or challenged. It separates the creation of ideas from the evaluation activity.

What is the outcome? A long list of creative ideas from which to work. Since brainstorming frees people from practical considerations, it encourages them to think creatively. It’s also an energizing process that helps move people to take action. Because it’s highly participative, brainstorming makes everyone feel that they’re an important part of the solution.
[bookmark: _Toc238971459][bookmark: _Toc238972093][bookmark: _Toc261948631]How Does Brainstorming Work?
Step #1: Announce that you will be using brainstorming. Review the rules:
· Let ideas form freely
· No evaluating ideas until later
· Build on the ideas of others
· Be humorous and creative
· There are no bad ideas
· No debating
· Everyone participates
· Think in new ways; break out of old patterns
· Keep discussion moving

Step #2: Clarify the topic being brainstormed, then allow a few minutes of quiet while people think about solutions.

Step #3: Ask members to let their ideas flow. The actual brainstorming can be structured (go systematically around the group), or spontaneous (members offer ideas as they come to mind).

Step #4: Record ideas as they’re generated. Do not discuss or elaborate on them. Keep it moving.

Step #5: When people have run out of ideas, allow for a few minutes of thinking time and reflection. Sometimes the best ideas emerge in the second round.

Step #6: When there are really no further suggestions, discuss each brainstormed idea in detail so that it’s fully developed and clearly understood. Combine similar ideas that are simply worded differently.
Step #7 Use a decision grid (p.10) or multi-voting (p.7) to sort the good ideas from the poor ones.

Step #8: Agree on the final list of best ideas.


[bookmark: _Toc261948632]Anonymous Brainstorming Technique
What is it? An idea generation technique that asks people to write down their ideas, then pass them to other group members who build on them.

When should you use it? When people are reluctant to speak in front of others, or when there are outspoken members who would dominate a verbal brainstorming session. Also useful if the issue or topic is sensitive, since the initial idea generation step is anonymous and private.

What is its purpose? The anonymity of this tool gives people the freedom to express their ideas.

What is the outcome? Idea-building generates lots of ideas. It allows people to build on each other’s ideas in an anonymous setting.
[bookmark: _Toc238971461][bookmark: _Toc238972095][bookmark: _Toc261948633]How Does Anonymous Brainstorming Work?
Step #1: Clarify the topic or issue for which ideas will be generated. Explain the process to members.

Step #2: Give each person small slips of paper. Ask members to work alone as they think of ideas to resolve the issue being discussed. Allow anywhere from three to 10 minutes for the idea generation step.

Step #3: Ask members to fold their idea sheets and toss them into the center of the table. (Slips should not have names on them.)

Step #4: Mix the sheets and ask each person to take back as many as he or she tossed in. If anyone pulls out his or her own slip, that person can toss it back or exchange it with a neighbor.

Step #5: Each person now has five to 10 minutes to add his or her thoughts to build on the original idea on each sheet picked from the pile. The slips can then be passed to a third person to generate further ideas.

Step #6: Once all ideas have been developed, ask all members to read their suggestions out loud.

Step #7: Discuss ideas and record them on flip charts.

Step #8: Use a decision grid (p.49) or multi-voting (p.46) to find the best ideas to fit the situation.


[bookmark: _Toc261948634]Force-Field Analysis
What is it? Force-field analysis is a structured method of looking at the two opposing forces acting on a situation

When should you use it? When you need to surface all of the factors at play in a situation so that barriers and problems can be identified.

What is its purpose? Clarifies the resources available, and the barriers or obstacles. Helps groups understand what they need to do to succeed.

What is the outcome? Force-field analysis is a valuable tool for analyzing situations and identifying problems that need to be solved. It helps groups make more effective decisions because it lets members look at both positive and negative forces at play.
[bookmark: _Toc238971463][bookmark: _Toc238972097][bookmark: _Toc261948635]How Does Force-Field Analysis Work?
Step #1: identify a topic, situation or project. (Example: Computer Training)

Step #2: Help the group state the goal (Example: All staff will receive training in the new operating system in three weeks.)

Step #3: Draw a line down the center of a flip-chart sheet. Use one side to identify all of the forces (resources, skills, attitudes) that will help reach the goal. On the other side, identify all the forces that could hinder reaching the goal (barriers, problems, deficiencies, etc.)

Goal Statement:
	Forces that Help Us


	Forces that Hinder Us



Step #4: Once all help and hinder items have been identified, use a decision grid (p.49) or multi-voting (p.46) to determine which of the hindrances or barriers are a priority for immediate problem-solving.

Step #5: Address the priority barriers using the systematic problem-solving model.



[bookmark: _Toc261948636]Gap Analysis
What is it? A means of identifying blocks to achieving a desired goal.

When should you use it? When a group needs to understand the gap between where they currently are and where they ultimately want to end up.

What is the purpose? Gap analysis lets you explore the missing steps between where you are and where you want to go. It forces a realistic look at the present and helps identify the things that need to be done to arrive at the desired future.

What is the outcome? Gap analysis is a planning tool that creates alignment between group members as to what needs to be done to eliminate the gap between where they currently are (present state) and where they ideally would like to be (desired future state).
[bookmark: _Toc238971465][bookmark: _Toc238972099][bookmark: _Toc261948637]How Does Gap Analysis Work?
Step #1: Identify the future state. Use visioning or any other approach that yields a picture of where the group wants to be at a specific time. The description of the future must be detailed. Post the information on the right-hand side of a large work space on a wall.

Step #2: Identify the present state. How are things now? Describe the same components featured in the future state, only do so in real, present terms. Again, be very detailed. Post the ideas generated on the left-hand side of the wall work space.

Step #3:  Focus on the gaps. Ask members to work with a partner to discuss
· Where are the gaps?
· What are the other barriers?
· What is missing?

Step #4: Share ideas as a group and post these on the wall between “present” and “future.”

Step #5: Once there is consensus on the gaps, divide the large group into subgroups and give each group one or more gap items to problem solve.

Step #6: Reassemble the whole group to hear recommendations and action plans.

Step #7: Ratify the plan by getting acceptance from all other members, and then create a mechanism for follow-up.



[bookmark: _Toc261948638]Multi-Voting
What is it? A decision-making tool that enables a group to sort through a long list of ideas to identify priorities.

When should you use it? When a group has to discuss a long list of items and then has to quickly identify which one(s) should be dealt with immediately.

What is its purpose? Quickly establishes a clear set of priorities.

What is the outcome? Multi-voting is democratic and participative. Since most members will see at least one or more of the items that they voted for near the top of the priority list, this form of voting does not create the sense of winners and losers that majority voting does.
[bookmark: _Toc238971467][bookmark: _Toc238972101][bookmark: _Toc261948639]How Does Multi-Voting Work?
Step #1: Clarify the items being prioritized. This may be a list of barriers from a force-field analysis or a list of ideas from a brainstorming exercise. Have members discuss each item, what it means, its strengths and weaknesses, and so on, to make sure people understand the choices they’re making.

Step #2: Identify criteria to guide the vote more specifically so that people don’t vote at cross-purposes. Make sure everyone votes with the same criteria in mind. The criteria could be one or more of the following:
· The lowest cost items
· The easiest items to complete
· The first items in a logical sequence
· The most important items
· The most innovative items
· The most important to the customer

Step #3: Once the criteria are clear, there are two methods for conducting multi-vote.

Method 1: Voting with sticker dots
· Using colored, peel-off file-folder dots, hand out a strip of four to seven dots to each person. Use slightly fewer dots than half the items to be sorted to force people to make choices (i.e. give out four dots to sort 10 items).
· Ask members to put the four stickers on their top four choices listed on the flip chart. (Ensure that no one puts all four stickers on one choice.)
· When everyone has voted, tally the dots to arrive at the priorities.

Method 2: Distributing points
· Give each person points (usually 10-100) to distribute among items to be sorted.
· Members then place their points beside the items they favor. It’s wise not to allow anyone to place more than 50 percent of their points on any single item.
· When everyone has voted, add the scores to arrive at the priorities.

[bookmark: _Toc261948640]Root-Cause Analysis
What is it? A systematic analysis of an issue to identify the root causes rather than the symptoms.

When should you use it? When you need to delve beyond surface symptoms and uncover the underlying causes of problems.

What is its purpose? Leads to more complete and final solutions.

What is the outcome? Root-cause analysis forces groups to look more deeply at problems and to deal with the underlying causes. This often means problems are more likely to be resolved once and for all.
[bookmark: _Toc238971469][bookmark: _Toc238972103][bookmark: _Toc261948641]How Does Root-Cause Analysis Work?
Step#1: Explain the difference between “causes” and their “effects” to the group members. For example, you can ask whether a noisy muffler is a cause or an effect. Once people have identified that it’s an effect, ask them to list all of the causes. Point out that effects can’t be solved but underlying causes can.

Step #2: You now have a choice of two basic methods, described below, for determining root cause(s): Cause & Effect Charting or Fishbone Diagrams.

Step #3: Once all causes are identified, brainstorm solutions for each one.

Method #1: Cause and Effect Charting
1. When analyzing a problem, divide a flip chart sheet in two and write effects on the right side and causes on the left. Example: noisy muffler
	Cause
	Effect

	· Corrosion
· Loose clamps
· Puncture
	· Noise and fumes when accelerating



2. Whenever anyone offers a point of analysis ask whether it’s a cause or effect. Write each item in its appropriate column. Probe each item in the effect column to determine what causes it. Continue until all causes have been identified.
Method #2: Fishbone Diagrams
Use a fishbone diagram to sort all of the contributing causes for the problem being analyzed systematically. The cause categories on fishbone charts vary, but usually include people, machinery/equipment, methods, materials, policies, environment and measurement. The number of categories will vary.

1. Start by placing the observed effect at the “head” of the fishbone. Determine the major cause categories, then ask members to brainstorm all of the possible causes on each “rib” of the fish. For example:
Causes
People                                                  EnvironmentEffect

Noisy
Muffler

Installers lack      salt on roads
training
                                                                                                                                                                                           
poor                         cheap
installation               materials

Methods				        Materials


2. Once all of the causes have been identified, ask the group to brainstorm solutions for each of them, or use multi-voting to sort which causes are their highest priority for being solved.



[bookmark: _Toc261948642]Decision Grid
What is it? A matrix of critical criteria used to assess a set of ideas in order to determine which one(s) are more likely to offer the best solution(s).

When should you use it? When you need to bring more objectivity and thoroughness to the decision-making process.

What is its purpose? Changes to the decision-making process from one in which members debate which solutions they feel are most suitable, to one in which each potential solution is objectively judged against the same set of criteria.

What is the outcome: Clear, sorted ideas emerge from a mass of random, brainstormed thoughts. Grids also make the sorting process more systematic. Since everyone gets to cast votes or express opinions, the use of grids is participative and democratic.
[bookmark: _Toc238971471][bookmark: _Toc238972105][bookmark: _Toc261948643]How Does the Decision Grid Work?
Once members have brainstormed a set of ideas to solve a problem, create a decision grid. Two types of decision grids are illustrated: criteria-based and impact-effort based.

Criteria-Based Grids
Step #1: Ask members to identify the criteria against which all of the potential solutions will be judged. Examples are:
· Saves time
· Saves money
· Reduces stress
· Is timely
· Supports the strategic plan
· Will get management support
· Satisfies customer needs

Step #2: The top three to five criteria are chosen from this list and placed along the top of a grid. The options being considered are placed down the left column.

Step #3: Each option is then evaluated as to the extent to which it meets each criterion that the group has selected. Note that some criteria may be more important than others, and hence given more weight. Rate each solution against the criteria as follows:
1=does not meet the criteria
2=somewhat meets the criteria
3=good at meeting the criteria
Step #4: Add up the scores to determine which solutions will be implemented.



Decision grid example: Decision grid for assessing solutions to the challenge of getting 50 people trained in new software in 14 days.

					Criteria
	Possible Solutions
	Cost Effective (x1)
	Meets Customer Needs (x3)*
	Speed (x1)
	Lack of Disruption (x1)
	Totals per solution

	Shut down to give each person two days’ classroom training
	1  2  1  1
÷ 4
= 1.25
	1  1  1  1
÷ 4
=1.00
	3  3  3  3
÷ 4
=3.00
	1  1  1  1
÷ 4
=1.00
	
8.25

	Have 10 experts on site for two weeks to give one-to-one support
	2  2  2  1
÷ 4
=1.75
	2  3  2  2
÷ 4
=2.25
	1  2  1  1
÷ 4
=1.25
	3  3  3  3
÷ 4
=3.00
	
12.75

	Have 10 people off at training each two-day period
	2  2  3  3
÷ 4
=2.50
	2  3  3  2
÷ 4
=2.50
	2  2  2  2
÷ 4
=2.00
	2  2  2  3
÷ 4
=2.25
	
14.25


Four individuals have rated here. The average was calculated by dividing the sum total of the ratings by number of individuals participating (1 2 1 1 ÷ 4 = 1.25)

*If any criteria are more important than the others, it can be given a multiplier factor (i.e. x3). In the above example “meets customer need” is three times more important than the other criteria.

Step #5: Create action plans for top-ranked items.
Impact-Effort Grids

Step #1: post all ideas on a nearby wall and draw the impact/effort grid on a sheet of flip-chart paper.
								Effort
	
Difficult to Do
	
Easy To Do

	3.


	1.

	4.


	2.


Impact

Major 
Improvement

Minor 
Improvement

Step #2: Discuss the brainstormed ideas one by one and place each in one of the four boxes. All items are eventually classified as being:

1. Easy to do and yields big improvement
2. Easy to do but yields small improvement
3. Difficult to do but yields big improvement
4. Difficult to do but yields small improvement

Category 1 items are implemented immediately
Category 2 items are also implemented immediately
Category 3 items are the subject of detailed action planning
Category 4 items are discarded.

The major difficulty in using an impact/effort grid lies in clarifying exactly what is meant by “easy to do,” “difficult to do,” “small improvement,” and “big improvement,” because everyone will understand these terms differently. Being clear at the start will avoid a lot of heated debate later.
Special note: impact/effort grids are easier to use than criteria grids because there is no need to create criteria, and the grid has already been designed.


[bookmark: _Toc261948644]Troubleshooting
What is it? A process for identifying potential problems and creating plans to overcome them.

When should you use it? When it’s important to identify barriers to success and create action plans to deal with them.

What is its purpose? Helps a group make sure its action plans are realistic and well thought out.

What is the outcome? Groups gain more control over their activities in spite of a constantly changing and challenging workplace. They’re also less likely to be “surprised” by circumstances.
[bookmark: _Toc238971473][bookmark: _Toc238972107][bookmark: _Toc261948645]How Does Troubleshooting Work?
Step #1: After a group has created action plans, ask members to consider a series of questions. These questions force a critical look at the circumstances that might impede the activity. For example:
What are the difficult, complex, or sensitive aspects of our action plan?
What shifts in the environment, like a change of priorities, should we keep our eye on?
What organizational blocks or barriers could we run into?
What technical or materials-related problems could stop or delay us?
What human resource issues should we be aware of at this point?
In which ways might members of this team not fulfill their commitments?

Step #2: Once potential barriers have been identified, ask members to identify strategies and action plans to overcome each one.
Step #3: Have the group write up its troubleshooting plans in detail. Identify who will monitor follow-through. The following worksheet should help you lead the discussion.

Troubleshooting Worksheet
Activity Being Planned:___________________________________________________________
	What could go wrong, block us or change suddenly?
	What actions do we need to take to overcome each block? (what, how, by whom, when)

	








	



When will we follow up on our planned action steps? ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Who is responsible for monitoring this plan? 
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


[bookmark: _Toc261948646]Survey Feedback
What is it? A group process that involves gathering information and feeding it back to the members so that they can interpret the data and take actions they feel are appropriate.
When should you use it? When there is a problem that group members need to address, about which they lack information.
What is its purpose? It gives the group a means of assessing how it’s doing and provides a method for creating actions to resolve any identified problems.
What is the outcome? Members (not the team leader or facilitator) interpret the survey results. This builds commitment and accountability. Members face their problems and deal with them in a productive manner.
[bookmark: _Toc238971475][bookmark: _Toc238972109][bookmark: _Toc261948647]How Does Survey Feedback Work?
Step #1: Design and conduct an anonymous survey. This can be about:
· How meetings are run
· The effectiveness of the group
· The performance of the group leader
· The effectiveness of a process
· The satisfaction of customers
Step #2: After the surveys have been filled out, they are returned to a designated member of the group. This person tabulates the survey results by combining all of the responses onto one survey form. The person doing the tabulation doesn’t interpret the results: he or she just accurately combines the ratings from the individual surveys.

Step #3: Share the tabulated survey results with the group at a meeting. After members have had an opportunity to read the results, ask them two questions:
1. What is the survey data telling us is going well? Which items got high ratings?
2. What is the survey data telling us is a problem or issue? Which items got low ratings?

Step #4: Once members have identified all of the items that received low enough ratings to be of concern, have them rank these in terms of priority to determine which should be dealt with right away. Since not every issue can be problem-solved, use multi-voting to determine this priority. Ask members, “If we could only solve four of the problems identified, which four should we tackle first?”
Step #5: Once the top priorities are clear, divide the members into subgroups of no fewer than four individuals. Give each subgroup one issue to work on for about 20 minutes. Deal with as many issues as group size allows. In subgroups, members will answer two sets of questions about the item they have been given:
· Why did this item get a low rating? What’s wrong here? What is the nature of the problem? (group members analyze the problem)
· What are possible solutions for this problem? What will remedy the situation? (they generate solutions) 

Step #6: Reassemble members and have them share their recommendations. Encourage other members to comment and add their ideas. Select the best ideas and implement them.

Step #7: Ask members to return to their subgroups briefly to complete any action plans that might be needed to make sure that improvements are implemented.


[bookmark: _Toc261948648]Priority Setting
What is it? A process for involving the members of a team or department in identifying priorities in a budget or programming cutback situation.
When should you use it? When there is a desire to involve the members of the group rather than having management determine the priorities. To benefit from the input and ideas of all staff.
What is its purpose? Helps members clarify their priorities and take responsibility for managing in a constrained environment.
What is the outcome? A set of priorities created by group members, which they are prepared to accept and to which they have a high level of commitment.
[bookmark: _Toc238971477][bookmark: _Toc238972111][bookmark: _Toc261948649]How Does Priority Setting Work?
Step #1: Identify the parameters of the priority-setting exercise. Is it to reduce budgets by 20 percent? Is it to reduce the number of products or services offered from dozens to three or four? Is it to simplify an operation? Also clarify the timelines and other realities. If there are implications for job loss or job reassignments, these issues must be discussed openly at the start of the exercise.
Step #2: Identify all of the items that will be the focus of the priority-setting exercise. These could range from products and services to publications and office locations.
Step #3: Work together to create a list of criteria for assessing the relative importance of these items. These priority-setting criteria should be created by the group to fit the specific situation. Five to seven criteria will usually suffice. Once the criteria have been identified, construct a grid with the items to be prioritized down the left-hand side of the column and the criteria across the top. Rate each item using a scale to reflect the extent to which it meets the criteria.
Step #4: Before individuals rate each item, openly discuss each item in detail. Since the final decision is made through individual ranking, this total group discussion is essential. It is especially important if jobs are at stake. In some priority-setting exercises, it may be advantageous to “weight” the criteria.
Step #5: Members then rank the items according to their understanding of how well each item meets the criteria.
Step #6: The scores are added, then divided by the number of raters and the results discussed. Discussion questions include, “did the right priorities emerge? What are the scores telling us?”
Step #7: The results of the priority-setting exercise can then be referred to a subcommittee of the larger group. It is this group’s responsibility to translate the priorities into actual budget numbers and create an implementation plan. The final plan should be fed back to the whole group for ratification if the process is to remain participative.


[bookmark: _Toc261948650]Needs and Offers Negotiation
What is it? A constructive dialogue between two parties to identify action steps each can take to improve the relationship.

When should you use it? To encourage dialogue between parties either to resolve a conflict or to improve relations proactively before problems set in.

What is its purpose? Resolves issues in a relatively low-risk manner because issues are framed as positive suggestions for improvement by both parties.

What is the outcome? A positive constructive dialogue that lets people express past and present concerns about the relationship in totally constructive terms. Since both parties make offers, the exchange feels mutual and supportive.
[bookmark: _Toc238971479][bookmark: _Toc238972113][bookmark: _Toc261948651]How Does Needs and Offers Negotiation Work?
Step #1: Clarify who will be the focus of the exercise. This can be two separate parties, a team and its leader, two subgroups of the same team, a team and management, or two individuals.
Step #2: Set a positive climate for the exercise by talking about the value and giving and receiving feedback. Make sure that the appropriate norms are in place to encourage members to speak freely and honestly.
Step #3: Explain the process to all parties. Instruct parties that they will be separated for a period of about 20 minutes. During that time each party will think about:
1. What I/we need from you in order to be effective
2. What I/we offer in return to meet your needs.
The results of the deliberations are written on a flip chart.
Step #4: When each party has written its wants and offers list, bring parties back together to share their thoughts.
Step #5: Ask each party to withhold any comments or reactions while the other person or group presents its wants and offers. When finished, discuss their reactions. Help groups work out the action steps.
Step #6: To conclude, ask all parties to make summary statements about what their commitments and action steps will be. Put in place a process for follow-up actions.


[bookmark: _Toc261948652]Systematic Problem-Solving
What is it? A step-by-step approach for resolving a problem or issue.
When should you use it? When members need to work together to resolve a problem.
What is its purpose? Provides a structured and disciplined means for groups to explore and resolve an issue together. An in-depth analysis ensures that groups understand their problem before jumping to solutions. It is probably the most fundamental and important facilitator tool you can employ.
What is the outcome? Systematic problem-solving results in doable action steps that members of the group take responsibility for implementing. Because the process is systematic, it stops the group from randomly suggesting ideas that never get implemented. Problem-solving is at the heart of collaborative conflict resolution. It is also a key activity in any organization that is dedicated to improving customer service and continuous improvement.
[bookmark: _Toc238971481][bookmark: _Toc238972115][bookmark: _Toc261948653]How Does Systematic Problem Solving Work?
Step #1: Name the problem. Identify a problem that needs to be solved. Analyze it briefly to ensure that there is a common understanding of the issue. Then, support the group in writing a one-or two-sentence description of the problem. This is called the problem statement.
Step #2: Identify the goal of the problem-solving exercise. Ask the group one of the following: “if this problem were totally solved, how would you describe the ideal situation” or “How will things look if we solve this problem?” Summarize this in a one- to two-sentence goal statement.
Step #3: Analyze the problem. If the problem is fairly technical, do an analysis using a fishbone diagram. Otherwise, ask a series of probing questions to help members think analytically about the problem. Categorize the observations as either “causes” or “effects.” The goal is to get to the true root causes of the problem.
Some useful questions during analysis could include:
· Describe this problem to me in detail, step by step
· What is it? How does it manifest itself?
· What are the noticeable signs of it?
· What makes this happen?
· How are people affected?
· What other problems does it cause?
· What are the most damaging aspects?
· What stops us from solving it?
· What are the root causes of each symptom?

Step #4: Identify potential solutions. Use brainstorming or anonymous brainstorming to generate potential solutions. When the ideas stop flowing, ask probing questions to encourage members to dig deeper. Some useful probing questions include:
· What if money were no object
· What if you owned this company?
· What would the customer suggest?
· What if we did the opposite of the ideas suggested so far?
· What is the most innovative thing we could do?

Step #5 Evaluate solutions. Use either a criteria-based decision grid or the impact/effort grid to sift through brainstormed ideas to determine which are the most applicable to the situation.
Step #6: Create an action plan. Spell out the specific steps needed to implement the best solutions. Specify how things will be done, when, and by whom. Each action step should also have some sort of a performance indicator that answers the question, “How will we know we have been successful?” This will help focus the action step and make it easier to measure results later on.
Step #7: Troubleshoot the plan. Identify all of the things that could get in the way, and then make sure there are plans in place to deal with them.
Step #8: Monitor and evaluate. Identify how the action plans will be monitored and when and how the results will be reported on. Create and use a monitoring and report-back format.
You will notice that systematic problem solving is incorporated in many of the basic facilitation process tools.




















Bens, Ingrid. Facilitating with Ease! (Sarasota: John Wiley & Sons, Inc., 2000) 151-172.
[bookmark: _Toc261948654]Description of Program Formats
[bookmark: _Toc238972119][bookmark: _Toc261948655][bookmark: _Toc226883111]Individual Formats
	Apprenticeship – Formal relationship by which the employee is trained for a craft or skill through practical experience under the supervision of experienced workers
	Mentor – An intense, caring relationship in which someone with experience works with a less experienced person to promote both professional and personal growth. Mentors model expected behaviors and values and provide support and sounding board.

	Coaching – One-on-one learning by demonstration and practice with immediate feedback.
	Computer-based Technologies – E-courses which are highly structures, which allow individuals to work at their own pace.

	Self-Directed Learning – Learners have the primary responsibility for planning, carrying out, and evaluating their own learning experience.
	On-The-Job Training – Instruction is provided by experienced individual(s) or groups of workers while on the job or engaged in productive work.

	Email – Learners communicate via email with instructors or other participants. Information is shared and questions are asked or issues raised.
	Writing – Writing of all kinds, including reflective journals, articles, poetry books.



[bookmark: _Toc238972120][bookmark: _Toc261948656]Small Group Formats
	Courses or Classes-Groups with a defined enrollment that meet at predetermined times for the purpose of learning a specified content area under the direction of an instructor.
	Clinics-Sessions that focus on a single problem or skill, usually in a “hands-on” environment.

	Seminars- A focus on learning from discussions of knowledge, experiences, and projects of group members. Participants in these groups have knowledge and skill in the content presented.
	Workshops- Intensive group activities that emphasize the development of individual skills and competencies in a defined area.

	Field Visits- A group visits a work or other situation that is similar to theirs for on-site observation and learning, usually of a short duration. Field visits provide the opportunity for further experiences that cannot be found in a classroom setting
	On-The-Job Training- Instruction is provided by experienced individual or groups of workers, while on the job or engaged in productive work.

	Cohort Groups- Groups of learners take a series of courses, workshops, or other learning experiences together over an extended time-frame. In addition to the content or skills being learned, instructors stress team building and participant support of one another.
	Networks- Loosely configured groups of people with similar experiences, interests, problems or ideas who come together to give and receive information and provide mutual support and assistance.



[bookmark: _Toc238972121][bookmark: _Toc261948657]Distance Learning Formats
	Correspondance – Prepared printed instructional materials that are delivered to the home or office. Participants engage in reading or other learning and send work to instructors to evaluate.
	Audio Conferencing – Linking of multiple Sites via telephone technology.

	Videoconferencing – Delivery of instruction via one-way or two-way video to one or more locations
	Interactive Computer Based – Delivered when instructors and students are on-line at the same time (synchronous) or done on learners and instructors’ own time (asynchronous)

	Field Visits- A group visits a work or other situation that is similar to theirs for on-site observation and learning, usually of a short duration. Field visits provide the opportunity for further experiences that cannot be found in a classroom setting
	On-The-Job Training- Instruction is provided by experienced individual or groups of workers, while on the job or engaged in productive work.

	Cohort Groups- Groups of learners take a series of courses, workshops, or other learning experiences together over an extended time-frame. In addition to the content or skills being learned, instructors stress team building and participant support of one another.
	Networks- Loosely configured groups of people with similar experiences, interests, problems or ideas who come together to give and receive information and provide mutual support and assistance.




	[bookmark: RANGE!A1:B35]NPS Trainers Checklist
	 

	Class Location:
	 

	Dates of Class:                                             :
	 

	Task:
	Completed ?

	Advance Planning: 
	 

	Confirm directions to class location and have available for participants
	 

	Confirm hotel reservations
	 

	Confirm travel for all participants
	 

	Confirm address and contact person for shipping of materials
	 

	Send out pre-class email with all logistic information (above), agenda, etc
	 

	Request Class on DOI Learn with Training Manager
	 

	Confirm Meeting Room Details (See Sheet 2)
	 

	Transportation arrangements 
	 

	Pre-Class: (On-site)
	 

	Confirm arrival of training materials
	 

	Locate bathroom, coffee, and fire escape routes to share with class
	 

	Access to other areas? Eating Facilities, etc.
	 

	Set up projector and computer to confirm they are working
	 

	Set up power cords and tape down
	 

	Prepare students desks:  arrangement of desks, name tags, manuals, note cards, etc
	 

	Set up a Message information Center
	 

	During Class:
	 

	Confirm participant list and correct names, email addresses, phone numbers and supervisors' names
	 

	Create a Positive Climate for Learning (See Sheet 2)
	 

	E-mail participant list to appropriate Training Manager (if applicable)
	 

	Ensure evaluation forms are turned in throughout the class
	 

	Notifiy class to email travel voucher to Training Manager (if appropriate)
	 

	Completion Certificates (if applicable)
	 

	After Class:
	 

	Complete training kit inventory as you are packing the shipping boxes (if applicable)
	 

	Clean up and check classroom
	 

	 
	 

	Post-Class
	 

	Email your Travel Voucher to Training Manager (if applicable)
	 





	NPS Trainers Checklist
	 

	MISC
	 

	 
	 

	 
	Notes

	Meeting Room Details
	 

	Access-ADA Compliant?
	 

	Room Size-Adequate for number of participants?
	 

	Room Structures-No posts, not too narrow?
	 

	Windows-Not distracting? Glare?
	 

	Furnishings Adequate for Training Needs?
	 

	Lighting?
	 

	Temperature?
	 

	Ventilation?
	 

	Noise?
	 

	Acoustics?
	 

	Electrical Outlets?
	 

	Computer Hookup?
	 

	Creating a Postive Climate for Learning
	 

	Introduction of Instructors
	 

	Introduction of Participants
	 

	Introduction of Program Goals and Requirements
	 

	Clarification of Expectations
	 

	Discussion or generation of Ground Rules
	 

	Other 
	 




[bookmark: _Toc261948658]Training References

Made to Stick. (2007) Chip and Dan Heath. Random House (336 pgs).

Recognition of Non-formal and Informal Learning (article). http://www.oecd.org/document/25/0,3343,en_2649_39263238_37136921_1_1_1_37455,00.html (last accessed 08/2009)

Leveraging the Full Learning Continuum. (last accessed 08/2009)
http://gramconsulting.com/2009/04/leveraging-the-full-learning-continuum/

Informal v Formal (online slide show - last accessed 08/2009) http://www.slideshare.net/theexplorer/informal-v-formal-learning

Jay Cross, self-proclaimed “informal learning” expert (do a web search)

What is informal Learning? (Last accessed 08/2009)
http://www.informl.com/2006/05/20/what-is-informal-learning/ 

Learning by Doing. (1999) Shank, R., Berman, T, & Macpherson, K. In Charles Reigeluth (Ed), Instructional Design Theories and Models (vol II). Lawrence Erlbaum Associates.




Class request form:	Comment by Zachary Carnagey: Kim, I have no idea if this is even accurate anymore.  Do you want to contact Betsy and Jeri?  Or should we just can it?
Please provide the information requested in the table below. The room information may be difficult to identify but provide as much you know. If there are students you want to give 1st priority to, please list their names where indicated. 
Email your completed form as an attachment to:
	Betsy.Dodson@nps.gov 
Park Facility Management
Training Manager
	-OR-

	Jeri.Mihalic@nps.gov
WASO-PFMD
Training Coordinator




	
	Requested Information:

	Course
	

	Location
	

	Room (capacity)
	

	Start Date and Time
	

	End Date and Time
	

	Weekdays (specify exact days)
	

	Students (please list)
	


















FMP Course Names

Curriculum Program
Facility Manager Leaders Program (MNT5000) The Facility Manager Leaders Program Course of Study purpose is the development of facility managers to lead the NPS, and its units in the careful stewardship and protection of the assets of the National Park Service.  This Curriculum is designed to develop and strengthen the knowledge and competencies of select National Park Service employees through a year long education and training course of study that proactively builds capabilities in asset management, operations and maintenance, project management, resource stewardship, business management, and supervision and leadership. 5/06

FMLP Mentors Program - Supervision Practices in Facility Management (MNT1505) This year long course requires attendance at  three classroom sessions with instruction and practical application of supervision and leadership topics. The latest advances in Facilities Management will be reviewed, providing the mentors with sufficient knowledge to assist in their protégé’s development.  Instruction in writing skills and techniques of mentoring will be included. The program is also designed to assist with an individual’s professional growth through the application of mentoring skills such as communication, lateral leadership, and critical analysis of written materials. 5/08  

National Trainer Development Program (NPSODE5000) This is a series of e-courses and e-portfolio which culminate with a classroom course and endorsement in the National Park Service (NPS) Trainer Development Program (NTDP). The NTDP is designed for NPS employees from all disciplines who would like to become officially designated instructors. 5/09

Classroom Courses
Asset Management Process/Facility Management Software System (MNT1001) Introductory course to the standard business process for the management and stewardship of NPS Facilities including the basic steps in establishing a computerized management tool including understanding of the software and hands on use. The course includes post class assignments that must be completed upon return to your park with the assistance of the instructor-coaches.  There is a 30 day time frame for these assignments. 1/01  Currently under upgrade.  Will be posted under a new title
                                       
Facility Condition Assessment Survey (MNT 1002) Introduce the process of Facility Condition Assessment and its tracking within the Facility Management Software System.  Includes cost estimating of deficiencies including corrective action statements and use of the Cost Estimating Software System. 5/01  

Park Management Unified Through FMSS (MNT1006) This course is designed to provide information about the unification of park management by all park disciplines through the future use of the FMSS. While this course is not designed to teach individuals how to use the FMSS, it does provide an overview and introduction to how non-facility management disciplines might use the FMSS for better management and tracking of their projects and work. The Asset Management Process (AMP) is a necessary component for all disciplines within a park unit to understand, and many park disciplines will benefit from a more conceptual and comprehensive understanding of the FMSS. 11/05

Principles of Asset Management (MNT1502) This course is designed as a survey course to introduce participants to the major current trends, issues, and principles in facility and asset management in the National Park Service (NPS). It is the initial course in the Facility Manager Leaders Program (FMLP) course of study, but it will also serve as a stand-alone course for students who wish to participate in this course only. 5/06

Advance Facility Management Practices (MNT1503) This is the third course in a series of a five-part, year-long course of study. This two week course will focus on the competencies that future leaders in Facility Management need to develop. The AFMP course will give the students an opportunity to learn and practice elements such as: 1)The Park Asset Management Plan (PAMP) 2) Compliance- a broad introduction to Environmental, Accessibility, and Fire/Safety compliance issues as they relate to Facility Management 3) Basic budgeting procedures as they relate to Facility Management  4) Informal Visitor Contact  5) Supervision, Management, and Leadership-The students will continue to build on leadership skills learned in the Principles of Asset Management course, as well as their experiences during their independent study projects.  6) Field Work- experience, first-hand, issues involving Natural and Cultural resources through field work at Channel Islands National Park and 7) Technical writing skills are critical in the professional development of facility managers.  10/06
Capstone Study in Facility Management (MNT1504) This is the final course in a series of a five-part, year-long course of study. This one week course will focus on specific competencies that future leaders in Facility Management need to develop. The Capstone course will give the students an opportunity to learn and practice elements such as the following: 1) Cultural and Natural Resource Issues as presented from the WASO perspective and their impact on the field of facility management. 2) Behavioral benchmarks for leading an organization or division 3) Implications of political realities and their impact on facility management and the NPS as a whole 4) Identify elements that make up a profession and apply them to facility management 5) Create a leadership team toolkit and 6) Demonstrate new knowledge gained as a result of the Facility Manager Leaders Program 5/07

National Instructor Institute (ODE3009) This course will review and reinforce training skills for adult learning including a practical exercise for presentation skills. It is the capstone classroom experience of the National Trainer Development Ins, beginning with the Ready, Set, Go series of courses and followed by the Trainer Skills Distributed portion of the program. 9/09


National Instructor Institute: FMSS Endorsement (NPS-ODE/MNT3001) This course will review program updates to the FMSS and related websites for national consistency of course presentation.  Students will demonstrate an understanding of the learning materials associated with the FMSS Class.  It will include a webinar and classroom session. 9/09

National Instructor Institute: FM First Line Supervisor Endorsement (NPS-ODE/MNT3002) This course will review the FM First Line Supervisors curriculum for national consistency of course presentation.  Students will demonstrate an understanding of the learning materials associated with the FM First Line Supervisor’s Class.  It will include a webinar and classroom session. 9/09

Housing Management (MNT2100) This training and workshop will provide National Park Service employees responsible for employee housing a better understanding and working knowledge pertinent to their position as it relates to the NPS Housing Program. Specific topics will include: Roles and Responsibilities, WASO updates, QMIS inventory requirements, Required & Non-Required Occupancy, Safety and Health Issues, Needs Assessments, Condition Assessments (FMSS/FCAS), GPRA, Housing Management Plans, PMIS projects, DAB, Budget tracking and Conflict Resolution. 5/07

E-Courses
Managing Park Assets: API (MNT1004) This course is will teach you about the Asset Priority Index (API) which measures the value of each asset in relation to a park’s mission. It will also introduce you to the webpage for determining the API.  Determining this value helps parks decide which assets should be retained and at what level they should be maintained.   

· Asset Management: Foundations of Asset Management (MNT1007) This course discusses the components of the Facility Management Program; a program the NPS has adopted to manage its assets more effectively. It also includes a unit on the Asset Management Process, an established work flow that is common to many disciplines. It is based on industry standards and supports effective asset management.

· O & M: Overview and Introduction to the FMSS (MNT1008) This course introduces the database the National Park Service uses to manage its assets, the FMSS. The FMSS serves as a tracking tool that provides accountability for the Asset Management Process.

· Asset Management: Asset Inventory (MNT1009) In this course, you will learn how to use the FMSS database to create location/asset and equipment/feature records. Obsolete, currently under upgrade

· O & M: Item Inventory and Resources (MNT1010) In this course you will learn how to add items to your park's storeroom in the Facility Management Software System (FMSS). And gain an understanding of the virtual storeroom concept in FMSS. Obsolete, currently under upgrade

· O & M: Plans and Preventive Maintenance (MNT1011) In this course, you will learn how to create and manage job plans, safety plans, and preventive maintenance (PM) routines. Obsolete, currently under upgrade

· O & M: Work Order Management (MNT1012) Work orders are a primary element of the FMSS. They are used to plan work and resource needs. They act as guidelines for the people performing the work. They are also used to track work that has been performed and events that have occurred, providing information for evaluation. In this course, you will learn how work orders are created and used. Obsolete, currently under upgrade

· O & M: Labor Records (MNT1013) In this course, you will learn how to use the FMSS database to enter the number of hours people spend working on the tasks they are assigned. Obsolete, currently under upgrade

· O & M: Purchasing (MNT1014) In this course, you will learn how to use the FMSS to create purchase requisitions and purchase orders. By using the FMSS to create these documents, your park unit will be able to track costs associated with a work order and ultimately provide information for evaluation and forecasting budgeting requirements. Obsolete, currently under upgrade

Park Asset Management Plan: Introduction (MNT1019) This course provides an Introduction to the Park Asset Management Planning process.

Park Asset Management Plan: Asset Prioritization and Quality Assurance/Quality Control (MNT1020)This course provides direction for starting the Park Asset Management Planning process including methods for reviewing the park FMSS data for accuracy and completeness.

Park Asset Management Plan: Bundling Your Work Orders (MNT1021) This course provides direction for grouping FMSS work orders to develop the most cost effective projects and how to move those projects into PMIS for funding.  

Park Asset Management Plan: Operations & Maintenance Requirements and Disposition of Assets (MNT1022) This course covers concepts of Operations and Maintenance requirements, current funding and managing the gap through the use of the optimizer tool as well as asset disposition considerations.  

Foundations of Life Cycle Asset Management (MNT2001) This course was created to help your park understand the changes made to FMSS with this version upgrade and how to implement them.   This course will prepare your park for asset life cycle management, a standard industry approach that the NPS is adopting.  Asset life cycle management is a strategic approach to managing physical infrastructure. It considers operations, maintenance, and the cost of ownership over the course of an asset's existence.   

Managing Park Assets: CRV (MNT2002) This course will review and clarify the Current Replacement Value (CRV)Calculator and its use and importance to asset management. Obsolete – OFF LINE

Asset Management: Asset Management Reporting System (MNT2003) This course consists of a manual and an assessment designed to ensure users have the information they need to access and run management reports through the Asset Management Reporting System (AMRS).

· O & M: Establishing a Preventive Maintenance Program (MNT2004) This course is designed to accomplish two major goals. First, it will communicate and demonstrate the importance of preventive maintenance as a proactive asset management tool. Second, it will help you to develop your mastery of the Quick Plans application linked to the Facility Management Software System (FMSS), which will enable you to generate preventive maintenance plans (PMs). 

O & M: Mobile FMSS (MNT2005) This course includes a user manual and assessment to ensure students understand how to access the Mobile FMSS Work Manager/Auditor (MWM) application and the tasks the NPS users will need to know to conduct day-to-day work.

· Managing Park Assets: WebCRV (MNT2007) This course will provide an understanding of the Web based Current Replacement Value (CRV) Calculator and its use and importance to asset management.  3/08  It replaces MNT2002. 

Presentation Basics: Ready (ODE1002) This course will introduce you to what constitutes a good training event, as well as knowledge and skills a good trainer needs to acquire.  The one-hour e-course will also help you understand concepts of adult learning, characteristics of adult learners, and the importance of developing training goals depending on the type of learning. 7/08  

Presentation Basics: Set (ODE1003) This course will focus on the tools you can use to assist you in planning for a professional presentation. This one-hour e-course will help you understand key concepts for creating any type of training session; from scripting a training to utilizing media, activities, job aids, and subject matter experts (SMEs). 7/08  

Presentation Basics: Go (ODE1004) This course will focus on the tools you can use when you are in the classroom or making a professional presentation. Making a presentation or teaching a class often becomes the responsibility of the person with knowledge about the subject but not necessarily one with teaching skills. Awareness of the audience and how to use effective and engaging instructional techniques will be taught to provide these skills. 7/08 

Trainer Skills: Introduction to NPS Trainer Development Program (ODE3001) This is the first course in a series of e-courses in the National Park Service (NPS) Trainer Development Program (TDP) track of courses. The TDP is designed for NPS employees from all disciplines who would like to become officially designated instructors. These courses may also be taken by current NPS collateral duty instructors in order to update their qualifications and further build their training skills. 5/09

Trainer Skills: The Science of Teaching: Goals and Objectives (ODE3002)  This is the first course in a series of e-courses in the National Park Service (NPS) Trainer Development Program (TDP) track of courses. The TDP is designed for NPS employees from all disciplines who would like to become officially designated instructors. These courses may also be taken by current NPS collateral duty instructors in order to update their qualifications and further build their training skills.  5/09

Trainer Skills: Philosophical Foundations of Adult Learning (ODE3003) This course will focus on the different philosophies of adult learning.  Students will also develop their individual beliefs about adult education and developing their own personal philosophy. 6/09

Trainer Skills: Characteristics of Adult Learning and Adult Learning Styles (ODE3004) How can adult learning be distinguished from how children learn? Theorists in adult learning have made this distinction in terms of the learner, the context, and the learning process. In this course, we will explore these differences and how these are addressed in theory and practice. 06/09

Trainer Skills: The Science of Teaching: Methods of Delivery (ODE3005) This course will help students identify which methods of delivery will allow instructors to lead students to the course’s goals most effectively.  Student motivation and engagement can also directly impact the best way to teach a new concept. 07/09

Trainer Skills: Communication Skills (ODE3006) This course will focus on communication theory and provide hands-on skills that you can practice in the classroom to build your communication skills. 07/09

Trainer Skills: Ethics in the Classroom (ODE3007) This course will discuss specific ways to incorporate ethics into the classroom. Students will learn how to establish ethical, professional behavior both in and outside of the classroom, which is essential for their success as an instructor. 08/09

Trainer Skills: Assessment and Evaluation (ODE3008) This course will discuss how to incorporate assessment into training and the components of evaluation plans to measure training success. 08/09


·  - Courses available outside the NPS firewall through DOI Learn


TEL Courses
Facility Management Workforce Development Process-A Roadmap to your Future (MNT6109) This workshop will provide staff aspiring to facility management positions, superintendents, their chiefs of maintenance or those charged with park facility management responsibilities an overview of how the Process, its Facility Management Workforce Development Guide and the newly released Facility Management Competences can guide an individual through self-initiated life-long learning process.   Key to the Guide is a competency-based self-assessment module, an IDP, in-park project-based learning activities and links to outside learning resources. 2/06




Web-enabled
Responsibilities of FMSS Park Account Managers - Rapid Response (MNT1015) This course will cover the responsibilities of the Facility Management Software System park account managers. They will learn what rights they have control of and what databases they can allow accesses. This will also cover the variety of requirements that must be followed.  9/06

Responsibilities of FMSS Park Account Managers-Rapid Response VIDEO (MNT1015VD) This is a video of the Web-enabled course.  11/08

Introduction to the Asset Management Reporting System – Rapid Response (MNT1016)
This course provides an introduction to the reporting software with step by step procedures to generate reports.  It also covers scheduling reports to be run at set times.  11/06

Introduction to the Asset Management Reporting System-Rapid Response VIDEO	 (MNT1016VD) This is a video of the Web-enabled course.  11/08

Federal Real Property Reporting – Rapid Response (MNT1017) This course provides an understanding of the new Federal Real Property reporting requirements of EO 13327 and the process for documenting and generating the data. 10/06

Federal Real Property Reporting-Rapid Response VIDEO (MNT1017VD) This is a video of the Web-enabled course.  11/08

Quality Assurance/Quality Control – Rapid Response (MNT1018) This course provides an overview of methods of validating data in the FMSS including identifying key fields and useful reports that are available.  12/06

Quality Assurance/Quality Control-Rapid Response VIDEO (MNT-1018VD) This is a video of the Web-enabled course.  11/08

Asset Management Key Skills Webinar: Preparing for Interpretive Media Asset Planning (MNT1029) 
This course will provide an overview of the asset management process and how interpretive media will be documented.  This will include discussion of how to incorporate interpretive media assets into the existing geographic hierarchy of the FMSS. 7/09

Asset Management Key Skills Webinar: Preparing for Interpretive Media Asset Planning (MNT1029VD) This is a video of the Web-enabled course. 7/09

Asset Management Key Skills Webinar: Collecting Interpretive Media Asset Data (MNT1030) 
This course will provide an overview of data requirements for Interpretive Media in the FMSS and interim data collection methods. 8/09

Asset Management Key Skills Webinar: Collecting Interpretive Media Asset Data (MNT1030VD) This is a video of the Web-enabled course. 8/09

Asset Management Key Skills Webinar: Using Interpretive Media Asset Data (MNT1031) This course will take the student through the process of enteringhe data collected on worksheets and entering it into the FMSS.  It will also cover work order development, tracking and completion. 10/09

Asset Management Key Skills Webinar: Using Interpretive Media Asset Data (MNT1031VD) This is a video of the Web-enabled course. 10/09

O& M: FMSS 6.2 Introduction and Basic Navigation (MNT1024) This course will provide the background on why the NPS is making a version upgrade to the FMSS.  It will also include the basic navigation changes from FMSS 4.1 and the new levels of records for human resource records. 9/08

O&M: FMSS 6.2 Locations and Assets (MNT1025) This course will provide an overview of changes to the Location and Asset Applications.  It will also cover the FRP application related to Locations and new business practices for these applications. 9/08

O&M: Reporting in the FMSS 6.2 (MNT1026) This course will provide an understanding of the new reporting functionality within the FMSS including Ad Hoc capability and the distinction between AMRS reports and the FMSS reports. 9/08

O&M: FMSS 6.2 Interface with CESS (MNT1027) This course will provide an understanding of the new   functionality within the CESS for developing and managing cost estimates and how it links to the FMSS 6.2 9/08

O&M: FMSS 6.2 Applications in Depth (MNT1028) This course will provide an understanding of  new functionality and changes in applications including; Work Orders, PM, Labor, Plans and Companies. 9/08

Project Management: Project Bridge (MNT2006) – This course consists of a manual and an assessment designed to ensure users have the information they need to access the Project Bridge.


[bookmark: _Toc261948659]Professional Training Organizations:
	Name of organization
	URL
	Mission

	American Society for Training and Development 
(ASTD)
	http://www.astd.org/ 
	Dedicated to workplace learning and performance professionals


	American Educational Research Association 
(AERA)
	http://www.aera.net/
	Concerned with improving the educational process by encouraging scholarly inquiry related to education and evaluation and by promoting the dissemination and practical application of research results


	Association for Educational Communications and Technology 
(AECT)
	http://www.aect.org/default.asp
	Membership whose activities are directed toward improving instruction through technology

	International Society for Performance Improvement (ISPI)
	http://www.ispi.org/
	Members have the proficiency and insight to customize Human Performance Technology to meet the needs and goals of their organizations


	American Association for Adult and Continuing Education 
(AAACE)
	http://www.aaace.org/
	Dedicated to the belief that lifelong learning contributes to human fulfillment and positive social change.


	Toastmasters International
(TI)
	http://www.toastmasters.org/
	Helps its members improve their communication and leadership skills while fostering self-confidence and personal growth


	National Speakers Association 
(NSA)
	http://www.nsaspeaker.org/
	Provides resources and education designed to advance the skills, integrity and value of its members
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