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Action learning: description of,

223; instructional games used
for, 223

Action verbs: examples of appro-

priate task, 75-77; used for a
job analysis, 74

Activities: asynchronous e—learning

games and, 394-396; facili-
tator guide information on,
218-222; hints on developing
classroom, 249-250; icebreak-
ers, 213-214, 414; importance
of using high-quality, 218 iati -
duction, 174; issues tc.consider
when using, 221-222; list of
possible, 218-221; post-class,
177, 226-227; pre-class, 209;
pre-instructional, 174; pre-tests,
174-175, 214-215; pre/post,
210-211; RAT (readiness assur-
ance test), 454-455; sequencing,
173-177; trainee and supervisor
pre-activities, 209-210; two key
issues for trainee-centered, 175.
See also Instructional games;
Testing

ADDIE model: best learning

interventions created using, 62;
look for authoring system that
adheres to the, 400; supervising
instructional designer’s monitor-
ing throughout cycle of, 363. See

also Analysis; Design; Develop-
ment; Evaluation; Implomenta-
tion

Administration (d¢sign document
on), 156

Adult learnin = tl.eory, 287

Affinity diagrzms, 26

Alice’s Advenvures in Wonderland
(Carvoll), 73

Ail2n Communication, 67, 92

Allen, M., 394

The AMA Handbook of e-Learning
(2003), 372, 378, 384, 401, 409,
430, 431

Analysis: Analysis Job Aid for
organizing the, 103-104; asyn-
chronous e-learning, 387-390;
data-collection methods used
for, 64-73; of motivation for
comprehensive e-learning strat-
egy, 371-372; SME role during
the, 165; software packages for,
355; types of, 73-105; under-
standing the importance of, 73.
See also ADDIE model

Analysis data-collection methods:
focus groups, 65-68; hybrids,
72-73; interviews, 68-69; for job
analysis, 88; listed, 65; observa-
tions, 70-72; overview of the,
64; surveys or questionnaires,
69-70; for task analysis, 86, 88

“Analysis paralysis,” 168
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Analysis software, 355

Analysis types: analysis job
aid, 103-104; Analysis Job
Aid for organizing, 103-104;
competency analysis, 74,
99-102; computer-aided,
102-103; criticality analysis, 74,
§1-84, 104; delivery analysis,
104, 108, 110-113, 128, 388; job
analysis, 74-81, 83-84, 87-89,
100-102, 103; learning analysis,
74, 90-91, 104; learning needs,
103; listed, 74; task analysis, 74,
84-90, 104; trainee (audience)
analysis, 74, 92-99, 104, 390

“Analyzing the Organization’s
Need for e-Learning” (Floyd),
372

Anonymous Questioning activity,
218

“Applying Graphic Design Princi-
ples” (King), 259

As-needed revisions, 338

Assessment: for choosing train-
ing needs to address, 39—42;
organizational needs, 21-23;
performance, 23-33; perfor-
mance gap, 24-26, 33; training
needs, 33-38; Virtual Facilitator
Self-Assessment, 438-440

ASTD : 2013 State of the Indus-
try Report by, 3; mobile learning
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ASTD (continued)
certificate program of, 457; web-
site of, 355

Asynchronous e-learning: activ-
ities, games, and interactions
for, 394-396; advantages and
disadvantages of, 389-390;
audience analysis for, 390;
beta tests and pilots, 399-400;
blended e-learning using,
368-369; creating organizational
vision of, 373; definitions related
to, 367-368; delivery analysis
for, 388; delivery decision
criteria for, 122; description of,
367; designing and developing
good programs of, 373-374,
390-397, 404-408; determining
organizational readiness for,
372; establishing policies and
procedures for, 373-374; eval-
uation of, 385-387, 397-398,
403; graphics for, 396-397;
hints on designing, 200-202,
404-405; implementation of,
369-370, 384-387; learner
guides, 393-394; learner
interfaces for, 398-399;
learning content management
systems (LCMSs) for, 361-362,
374-375; learning management
systems (LMSs) for, 361-362,
374-378; monitoring and
evaluation plan for, 385-387;
organizational motivation for,
371-372; Preparing To Be
An Asynchronous E-Learnes
Job Aid, 373; Questions
For E-learning System
Development, 405-406; rapid
design shortcuts for, 385, 394,
396, 397, 401; repurposing
current programs into, 401-403;
ROI (return on investment)
on, 386; Sample Program
Design on, 376; scripts and
storyboards for, 231-235,
391-392; Self-Directed
Learning Plan for, 389; simple
form of, 201-202; software used
for, 400-401; some sad statistics
on, 369-370; twenty-five
significant comments made
by e-learners on, 407—408;
Web-Based Training Layout for,

391; Your Twenty Questions
For E-learning Checklist,
406-407. See also E-learning;
Synchronous e-learning

Attitudes. See Skills, knowledge,
and attitudes (KSAs)

Audience: instructional design
principle of target, 2; scope of
project and, 151; Team Produc-
tion Process Design Document
example on, 156; trainee (audi-
ence) analysis of, 74, 92-99, 104,
390, 432-434

Audience Analysis Questions (For
Mangers/Initiators), 94

Audience Analysis Report, 98

Audience Analysis Template, 95

Audio instruction: delivery deci-
sion criteria for, 127; different
forms of, 127

Authoring software systems,
400401

Authorware software, 400

B

Behavior Modeling ac’ivity, 218

Bell, C., 109

Benefits costs, 48

Berge, Z., 434

Beta Test/Tiie: Review Checklist,
272-272

Beta tosts: also called design tests,
204; asynchronous e-learning,
599-400; Beta Test Questions
form on, 267-268; Beta
Test/Pilot Review Checklist
on, 272-273; description and
purpose of, 264; for on-the-job
training (O] T), 266; other
considerations for, 265-266;
pilots versus, 269-270; Running
a Beta Test form on, 267; for
self-instructional programs,
266-267; simulation used for,
264-265; summary of, 280. See
also Pilots

Blended delivery systems: descrip-
tion of, 113-115; design outline
for, 115-116; e-books used as
part of the, 115

Blended e-learning, 368-369

Blended e-Learning (Mantyla), 369

Blended Level 1 Evaluation
(form), 349-351

Board games, 223

Brainstorming activity, 218

Brethower, D., 29

Brockbank, B., 378

Business processes: design inte-
gration of, 12; evaluation level
3 on training applications to,
325-330; evaluation level 4 on
impact of training on, 330-332;
performance assessment consid-
eration of, 24

C

Call center employees training
needs report, 4344

Card games, 224

Carey, 132

Carrol!, .., 73

Cas> S;udy activities/games, 218,
254

Cash games, 224

Cause analysis: conducted after a
performance gap assessment,
26; different methodologies
used for, 26

CD-ROM-based training. See
Computer/CD-ROM-based
training

Chat rooms, 417, 431-432

ChecKklists: Beta Test/Pilot
Review Checklist, 272-273;
ChecKklist for Developing Print
Material, 238; Checklist for
DVD (Multimedia) Program
Development, 256-257;
Checklist for Reviewing
Facilitator Guides or Trainer
Manuals, 246-247; Classroom
Training Checklist, 111;
Criterion checklists, 182—184;
delivery analysis, 110-113;
E-Learning (Instructor Led or
Self-Instruction) Checklist, 113;
Field Trip Checklist, 306-309;
Instructor Checklist, 291; Job
Performance Aids Checklist,
113; On-The-Job Training
Checklist, 111; Operations
Department Final Checklist,
183-184; An Overhead Devel-
opment Checklist, 247-248;
Self-Instruction Checklist, 112;
Self-Instruction Facilitator
Checklist, 293; Synchronous
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Class Initiation Checklist,
444-446; Technology-Based
Training Checklist, 112;
Trainer Certification Checklist,
182-183; Video Production
Checklist, 261; Your Twenty
Questions For E-learning
Checklist, 406—407. See also
Forms; Templates

Chunking: description of,
178; different instructional
approaches to, 178; mobile
learning (m-learning), 459-460

Classrooms. See Instructor-led
classrooms

The cloud: advantages of using
for training, 473; challenge of
defining, 471-472; facilitator or
designer applications of, 472;
training cost savings of the,
472473

Cloud computing, 472

Coaching programs: delivery deci-
sion criteria for, 127; example of
expanded outline for a, 170-172

Colloquy activity, 218

Committee activity, 218-219

Communication/marketing plans:
basic thoughts on creating, 297;
components of a good, 297-298;
description of, 296; general
purpose of, 296; rapid design
shortcut for, 298

Communications plans: communi-
cation/marketing plan for impie-
mentation, 296-298; Formal
Design Document Tempiaie on,
149

Communities of practice (COPs):
caution against using as a VLE,
469; creating social network
learning, 465; description of,
468; tying courses and applica-
tions of, 468—469

Competency analysis: categories of
standards used for, 100; compar-
ing job/task analysis to, 100-102;
definition and method to deter-
mine, 99; description of, 74, 99;
questions to ask for, 99-100

Competitive advantage of 1D
(instructional design), 12

Completion test format: design-
ing a, 189-190; Test Question
Critiquing List form on, 195

Complex Design Document Tem-
plate, 145-147

Complex Training Analysis Docu-
ment, 57-61

Comprehensive Open Skill Test
Design (Desmedt), 182

Computer-aided analysis: descrip-
tion of, 102—-103; tools used for,
103

Computer game shells, 224

Computer projections: hints
on designing, 249; ideas on
graphics, 248

Computer training centers, 302

Computer/CD-ROM-based
training: hints on designing,
199-200; hints on designing
computer projections, 249;
ideas on graphics, 248. See
also Technology-based training
(TBT)

Computer/DVD (multimedia)
programs: basic develanineiit
roles in, 255; Checklictisr DVD
(Multimedia) Preg: i Develop-
ment on, 256-2:7- hints on Bet-
ter DVD /Micltinedia) Program
Developiieit form on, 257-259;
Operating a Learning Cen-
terforia on, 304; rapid design
shiarteuts for development of,
255; scripts and storyboards
development in, 255-256. See
also Technology-based training
(TBT)

Conditions (objective), 137-139

Conducting a Distributed
Self-Instructional Implementa-
tion (form), 302-303

Confrontation Role Play activity,
221

Consistency of ID (instructional
design), 12-13

Content: definition of, 9; design
document on delivery and,

153; expanded outline of the,
170-172; gathering, 162-168;
how objectives ensure complete,
129; review of, 280; sequenc-
ing the course, 172-173; Team
Production Process Design
Document example on deliv-
ery and, 157; web pages used
for, 429-430

Content gathering: additional
sources used for, 167-168;
document-based consensus
analysis used for, 168; prerequi-
site learning for, 166-167; rapid
design hints on, 165-166, 168;
selecting SMEs for, 162-163;
when to know that enough is
enough, 168; working with your
SME during the, 163-164

“Content paralysis,” 168

Content roadmaps: Content
Roadmap Template, 170;
description and function of, 169

Continuing Interaction Activity
(form), 431432

Coscarelli, W. C., 179

Cost-effectiveness: of the cloud for
waining, 472-473; instructional
design advantage of, 9-10

Cost/benefit analysis (CBA):
description of, 47; evaluation
level 5 (ROI, return on
investment) as part of the,
312, 332-334; a quick and
dirty, 47-49; training costs
and benefits, 49-54. See also
Training costs

Costs, Benefits, and Productivity
in Training Systems (Kearsley),
47

Course descriptions: Course
Descriptions Template,
161-162; rapid design shortcut
on, 162

Course Maintenance Planning
(form), 342

Course maps: description and
function of, 169; parts compris-
ing, 169

Course Materials Reference List,
240

Courses : description of, 161-162;
design document on length of,
152-153; instructional plan
developed for the, 168-178;
MOOCs (massive open online
courses), 466-467; public,

358; repurposing current ones
into asynchronous e-learning,
401-403; revisions based on
evaluation, 338-344; training
activities, 173-177, 209-214,
218-222, 249-250; tying
communities of practice (COPs)
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Courses (continued)
to, 465, 468-469. See also
Programs; Training

Court Techniques Role Play activ-
ity, 221

Creative Training Techm’ques
(Pike), 9

Criterion-based testing: descrip-
tion of, 179; good test questions
for, 179; questions based on
course objectives for, 180-181

Criterion checklists, 182—184

Criterion-Referenced Test Devel-
opment (Shrock and Coscarelli),
179

Critical Incident activity, 219

Criticality analysis: Analysis Job
Aid on characteristics of, 104;
criticality matrix used for, 82;
description of, 74, 81; form to
combine job analysis and, 83-84;
four factors examined during
the, 81; other questions to deter-
mine task criticality, 82-83

Criticality matrix, 82

Critique activity, 219

D

Data collection: focus groups used
for, 65-68, 92-93; hybrid meth-
ods used for, 72-73; interviews
used for, 68-69, 93; job analysis,
88; methods listed, 65; obser-
vations, 70-72, 96, 167-168,
437; overview of, 64; on per-
formance, 28-29; surveys or
questionnaires used for, 69-70;
95, 335-337; task analysis, 86, 88

Debate activity, 219

Decision trees: e-learning inclu-
sion of, 254; print-based manual
inclusion of, 254-255

Defining Internet and Web-Based
Training (Driscoll), 200

Delivery: constraints on, 116-120;
design document on details of,
153-154; methods of, 109-127;
MOOCs (massive open online
courses), 467; Team Produc-
tion Process Design Document
example on, 157

Delivery analysis: Analysis Job
Aid on characteristics of, 104;
asynchronous e-learning, 388;

checklists used for, 110-113;
final criteria used for, 122—-127;
three concerns of, 128; variables
to consider during, 108
Delivery constraints: availability
of facilitators as, 119-120;
availability of instructors
as, 119-120; description
and categories of, 116-117;
questions for categories of,
117-119; Selecting Delivery
Method by Project Constraints
form on, 119; self-instruction
issue as, 120-121
Delivery constraints categories:
design, 117; logistical, 117;
resources, 117, 118; stakeholder,
117-118; training methods, 117,
118
Delivery decision checklists:
Classroom Training, 111;
E-Learning (Instructor
Led or Self-Instruction),
113; Job Performance Aids.
113; On-The-Job Training,
111; Self-Instruction, 219
Technology-Based Traning, 112
Delivery decision witeria: for
asynchronous «-lgarning,
122; for audio instruction,
127; for womputer-and
noncorpater-based perfor-
mance support, 122; for lecture,
lab;or classroom, 126; for linear
video, 125; for mentoring,
coaching, or on-the-job training,
127; for paper self-paced, 125;
for synchronous e-learning, 124
Delivery decisions: checklists for
making the, 110-113; final cri-
teria for the, 122-127; general
training delivery methods to
consider for, 109-110; variables
to consider when making the,
108
Delivery methods: audio, 127;
blended delivery systems,
113-116; constraints on,
116-119; design document
on, 153-154; instructor-led
classrooms, 109, 110, 111,
126; job performance aids,
109, 110, 113, 123; On—the—job
training (O]T), 109, 110, 111,
127; rapid design shortcut
for, 109; self-instruction, 109,

110, 112, 125, 283-284; Team
Production Process Design
Document example on, 157;
technology-based training
(TBT), 109, 110, 112, 122, 124;
training by documentation, 110.
See also Course formats
Demonstration activity, 219
Denova, C. C., 185, 226
Deployment plan, 294-296
Design: asynchronous e-learning
development and, 373-374,
390-397, 404-408; design doc-
uments for, 143-161; e-learning
development and, 198-202,
390-397, 404—408; hints for
social network-based learning,
464-485; hints on designing
in varieus formats, 196-202;
review of, 280; SME role dur-
ing the process of, 165; syn-
chronous e-learning considera-
tions for, 413-414; synchronous
e—learning repurposing and
redesigning of, 415-416. See
also ADDIE model; New design
applications
Design components: course
descriptions, 161-162; creating
design documents, 143-161;
delivery analysis and decision,
107-128; gathering content,
162-168; the instructional plan
for adding structure, 168-178;
objectives, 128-142; trainee
evaluation (test questions and
tests), 178-196
Design document details: 1:
scope of project, 150-153, 156;
2: delivery, 153-154, 157; 3:
objectives, 154, 158; 4: training
materials, 154, 158; 5: who
is involved, 154-155, 158; 6:
topical outline, 155, 159; 7:
administration and evaluation,
156, 160; 8: links, 156, 160-161
Design document templates:
Complex Design Document,
145-147; Course Descriptions,
161-162; Design Document,
143-144; Formal Design
Document, 147-150; Simple
Design Document, 145
Design documents: creating
formal course description
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in, 161-162; description and
purpose of a, 143; details of,
150-161; Team Production
Process Design Document,
156-161

Design format hints: classroom,
196; e-learning, 198-202;
on-the-job training (job aids),
196-197; satellite-based training
and other telephonic formats,
202; self-instruction, 197-198

Design tests, 264

Design time/milestones: design
document information on the,
151-152; Team Production Pro-
cess Design Document example
on, 156

Designers. See Instructional
designers (IDs)

Designer’s Edge software (Allen
Communication), 67, 92

Designing in Various Testing For-
mats (form), 186-190

Desmedt, J., 182

Developing materials hints:
Checklist for DVD (Multime-
dia) Program Development,
251-252; for classroom
materials, 247-252; for
computer/DVD-based training,
255; E-Learning Design
hints on, 259-260; hints on
Better DVD (Multimedia)
Program Development form,
252-254; for on-the-job
training (job-aids), 252-252:
An Overhead Developricnt
Checklist, 247-248; for seripts,
255; for self-instruction,
254-255; for storyboards, 251;
Video Shot List/Log form, 261

Development: asynchronous
e-learning design and, 373-374,
390-397, 404-408; Checklist for
DVD (Multimedia) Program
Development, 251-252;
e-learning design and, 198-202,
390-397, 404-408; end products
of, 203-231; the facilitator
guide, 205-231, 246247,
hints on developing material,
247-271; ISD Quality Review
of, 240-246; of other media,
239-240; participant packages
and other print materials,

235-239; rapid design shortcut
on finishing the, 247; scripts and
storyboards, 231-235. See also
ADDIE model; Programs

Development end products: class-
room training as, 204, 247-256;
description of, 203; the facil-
itator guide as an, 205-231,
246-247; on-the-job training
as, 204; self-instruction as, 204;
technology-based training as,
204-205, 256261

Development plan: Formal Design
Document Template on, 149;
SME role as part of the, 165

Dialogue activity, 219

Dick, W., 2

Digital cameras, 362

Directions performance gap
assessment, 25

Discussion activity, 219

“Discussion Groups and Chat’
(Williams), 431

Distance learning. See
Technology-based training
(TBT)

Distance Learning \Mantyla and
Gividen). 109. 202

Distribute! dzlivery for
self-inustraciion, 284

Do I' N@ed Instructional Design
aaiz, 15

Cocument-based consensus analy-
sis, 168

Donovan, L., 384

Drill activity, 219

Driscoll, M., 200, 396

DVD (multimedia) programs. See
Computer/DVD (multimedia)
programs

E

E-learners: E-Learning
Self-Assessment, 384; Preparing
To Be An Asynchronous
E-Learner Job Aid, 383;
synchronous e-learning prepa-
ration by, 440-443; thoughts
on preparing and motivating,
382; Tips for Interacting
Successfully Online form for,
442-443; twenty-five significant
comments on asynchronous
e-learning by, 407-408; what

they say about synchronous
e-learning, 451-452. See also
Interactions; Learners

E-learning: blended, 368-369;
course overview for, 200;
creating organizationa]
vision for, 373; decision tree
used in, 254-255; delivery
of training through, 109,

110; designing, 198-202,
390-397, 404—408; determining
a comprehensive strategy

for, 371-373; E-Learning
Design hints on, 259-260;
E-Learning (Instructor Led or
Self-Instruction) Checklist for
deciding on, 113; establishing
policies and procedures for,
273-374; evaluation criteria

for, 348; evaluation level 1
(trainee reaction) instrument
for, 321-324; Five Window
E-Learning Storyboard form on,
235; Four-Column Storyboard
Template for, 235; learning
content management systems
(LCMSs) for, 361-362, 374-375;
leaming management systems
(LMSs) for, 361-362, 374-378,
463; Operating a Learning
Center form on, 304-305;
preparing your organization for,
378-380; Sample E-Learning
Trainee Opinion Survey on, 347;
self-direction learning issue

of, 380-382; self-instruction
distributed through, 121; selling
points on, 378-421; some sad
statistics on, 369-370. See

also Asynchronous e-learning;
Learning; Synchronous
e-learning; Technology-based
training (TBT)

E-Learning: Strategies for Deliv-
ering Knowledge in the Digital
Age (Rosenberg), 370

E-Learning Design Hints (for
asynchronous e-learning),
404-405

E-Learning Design Hints (for
e-learning), 259-260

E-Learning Level 1 Evaluation
Instrument (form), 321-324

E-Learning Self-Assessment
(form), 384
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E-learning systems: outstanding
planning as the key to a suc-
cessful, 370; some sad statistics
on, 369-370; things to consider
when creating, 369

E-learning vision, 373

E-mails: blended e-learning that
uses, 368-369; hint on saving
design time and implementa-
tion costs through, 364; mobile
learning (m-learning) use of,
460; training review, 281-282

Editorial review, 280

Effective Training Delivery, 108

Electronic performance support
system (EPSS), 359-360, 364

Electronic Performance Support
Systems (Gery), 359

Embedded questions, 226

Embedded tests, 176

Employees: assessing training
needs using input from,

33-36; assessment of incen-
tives/rewards for, 25; assessment
of individual performance by,
24; performance assessment
considerations of the individual,
24; training needs analysis
report for call center, 43-44. See
also Organizations

Equipment. See Tools and equip-
ment

Essay test format: designing a, 190;
Test Question Critiquing List
form on, 195

Evaluating e-Learning (Horton),
403

Evaluating Training Programs:
The Four Levels (Kirkpatrick),
312

Evaluation: asynchronous
e-learning, 385-387, 397-398,
403; costs of training, 50;
design document on the
course, 156; Formal Design
Document Template on, 149;
hints on conducting, 344-351;
instructional design advantage
for training effectiveness, 11-12;
the key to good, 312-315; lack of
informal learning quantitative,
471; program revisions following
the, 338-344; rapid design
shortcuts on, 314-315, 321,
325, 326, 332; reasons for

conducting, 311-312; ROI
(return on investment),

312, 332, 333-334, 386;
Selection Criteria Worksheet
for Level 4 Evaluation, 42;
self-instruction packages,
334-338; of self-instruction
programs, 334-338; SME role
during, 165; Team Production
Process Design Document
example on, 160; trainee (test
questions and tests), 178-196;
training effectiveness, 11-12;
types and levels of, 315-334.
See also ADDIE model; Skills,
knowledge, and attitudes
(KSAs)

Evaluation hints: Blended Level
1 Evaluation, 349-351; for
classroom, 344; e-learning
program evaluation criteria,
348; multimedia program
evaluation questions to ask, 24/
for on-the-job training, 344;
Sample E-Learning Trat ¢
Opinion Survey, 347 ar
satellite-based traitnng, 349; for
self-instruction; 345-346; TBT
program corsidevations, 348

Evaluation lee: 1 (trainee
reactioi): E-Learning Level
1 Evaluation Instrument,
521+:324; how to conduct an,
216-317; overview of the,
315-324; rapid design shortcuts
for, 321; Reaction Instrument
1, 318; Reaction Instrument 2,
318; Reaction Instrument 3,
319; Reaction Instrument 4,
319-320; self-instructional, 321

Evaluation level 2 (learning):
description of, 324; evaluating
your skills evaluation tests, 325;
rapid design shortcuts for, 325

Evaluation level 3 (application):
Level 3 Evaluation Instrument
for Managers, 329-330; meth-
ods used for the, 326; overview
of the, 325; performance
checKklists used for, 328-329;
post-training interview, 326;
rapid design shortcut for, 326;
Transfer to Job Instrument
1, 326-327; Transfer to Job

Instrument 2, 327; Transfer to
Job Instrument 3, 328
Evaluation level 4 (business
impact): overview of the,
330-331; questions to ask as
part of the, 331-332; rapid
design shortcuts for, 332
Evaluation level 5 (ROI, return
on investment): asynchronous
e-learning, 386; description
of, 312, 332; issues to consider
when calculating ROI, 333-334
Evaluation levels: 1: trainee
reaction to the course, 315-324;
2: skills and knowledge mastery
and retention (learning),
324-325; 3: transfer to the
job/iniprovements in job
periormance (application),
325-330; 4: results (business
imipact), 330-332; 5: ROI
(return on investment), 332—-334
Expanded content outline:
description of, 170; example
from a coaching program,
170-172; rapid design shortcut
for doing an, 170-172
Experience-based learning, 224

F

Facilitator Guide Development
Job Aid (form), 229-231

Facilitator guide formats: “all
in one,” 208; decisions to
make about, 207; example
of three-column format
lesson plan, 208; example of
two-column, 207; mix and
match, 209

Facilitator guide items: icebreak-
ers, 213-214; introduction,
211-212; motivation section,
214; overview included in the
introduction, 212; pass-out
versus handout question,
215-216; pre-class activities,
209; pre-tests, 214-215;
pre/post activities, 210-211;
product: description of what the
trainer is doing, 210; trainee
and supervisor pre-activities,
209-210

Facilitator Guide Template (syn-
chronous e-learning), 420
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Facilitator guides: activities,
218-222; Checklist for
Reviewing Facilitator Guides
or Trainer Manuals, 246-247;
content (the body) of the, 216;
description and purpose of,
205; embedded questions, 226;
Facilitator Guide Development
Job Aid form, 229-231; formats
used for, 207-209; instructional
games, 222-225; internal
summaries, 225-226; items
included in the, 209-216;
need to now versus need to
know information in, 228-229;
post-class activities, 226-227;
procedures, 217; review of
the, 229; Sample Facilitator
Guide, 205-207; supplies
list, 227-228; synchronous
e-learning, 419-422

Facilitators: availability as delivery
constraint issue, 120; definition
of, 5, 8; disadvantages of
synchronous e-learning for the,
412-413; hints on implemen-
tation for, 300-301; on-the-job
training (O] T) trainer taking
role of, 8, 121; Self-Instruction
Facilitator Checklist, 293;
SMEs (subject-matter experts)
as flipped classroom, 455-461;
synchronous e-learning training
of, 434-440; T-3 (“train the
trainer”) program for ine:peri-
enced, 285-287; technalogical
training for synchronous
e-learning, 437; Virtual
Facilitator Self-Assessment by,
438-440. See also Instructor-led
classrooms; Trainers

Faculty Strategy Template, 290

Fast training needs analysis, 46

Feedback: performance gap
assessment of, 25; Task Analysis
Form on, 89

Field trips: adult learning through,
306; Field Trip Checklist,
306-309

Figuring Things Out (Zemke), 64

Fill-in-the-blank format. See Com-
pletion test format

First-level objectives, 139

First Things Fast: A Handbook for
Performance Analysis (Rossett),
23

Fishbowl activity, 219

Five Window E-Learning Story-
board (form), 235

“5 Whys” cause analysis, 26

Flip charts, 250, 299

Flipped classrooms: description of,
453-454; design considerations
related to, 454-455; rapid design
shortcut related to, 457; RAT
(readiness assurance test) activ-
ity for, 454-455; SMEs (subject
matter experts) facilitators of,
455-461

Floyd, T., 372

Focus groups: assessing training
needs using, 33-36; description
of, 65; electronic bulletin boards
used instead of a live meeting,
68; facilitating a, 67-68; mieti
ods used for handling a; €5-06;
selecting participant<.£5.; 66-67;
for trainee (audien<c)-analysis,
92-93

Formal Desigiv Dscument Tem-
plate, 147-150

Forms :‘AuGience Analysis Ques-
tiens (Yor Mangers/Initiators),
©4; Beta Test Questions,
207-268; Blended Level 1 Eval-
uation, 349-351; Conducting a
Distributed Self-Instructional
Implementation, 302-303;
Continuing Interaction Activity,
431-432; Course Maintenance
Planning, 342; Designing in Var-
ious Testing Formats, 186-190;
E-Learning Design Hints (for
asynchronous e-learning),
404-405; E-Learning Design
Hints (for e-learning), 259-260;
E-Learning Level 1 Evalu-
ation Instrument, 321-324;
E-Learning Self-Assessment,
384; Facilitator Guide
Development Job Aid, 229-231;
Five Window E-Learning
Storyboard, 235; hints on Better
DVD (Multimedia) Program
Development, 257-259;
Instructional Designer’s Pilot
Observation Tool, 274-276;

Instructor Feedback Observa-
tion Form, 288-289; Job Aid:
Facilitating Virtual Interactions,
436; Job Aids: General Virtual
Facilitator Skills, 435-436;

Job Analysis Form, 83-84;
Level 3 Evaluation Instrument
for Managers, 329-330;

Media Formats (synchronous
e-learning), 426; Objective
Checklist, 184; Observation
Form, 72; Online Decision
Job Aid, 450-451; Operating a
Learning Center, 303-306; Pilot
Observer Evaluation Sheet,
276-277; Pilot Participant
Survey, 277-279; Pilot Presenter
Tvaluation, 279; Preparing to
Be a Synchronous e-Learner,
441-442; Preparing To Be An
Asynchronous E-Learner Job
Aid, 383; Questions, 191-192;
Questions For E-learning
System Development, 405-406;
Questions To Consider When
Analyzing Your Organization’s
Readiness For E-Learning,
372; Reaction Instrument 1,
318; Reaction Instrument 2,
318; Reaction Instrument 3,
319; Reaction Instrument

4, 319-320; Running a

Beta Test, 267; Sample
Facilitator Guide, 205-206;
Sample Program Design
(asynchronous e-learning), 376;
Selecting Delivery Method

by Project Constraints, 119;

A Self-Assessment of Personal
Synchronous E-Learning Char-
acteristics, 443; Self-Directed
Learning Plan (asynchronous
e-learning), 389; Seven Rules
for Good Instructional Design
tool, 365; Simple Two-Column
Storyboard, 232-233; Store
Manager Questionnaire,

335; Subject-Matter Expert
Selection Form, 39-40; Survey
on Self-Instructional Packages,
336-337; Task Analysis Form,
86-87, 88-89; Test Question
Critiquing List, 193-195;
Three-Column Storyboard for
Technology-Based Storyboard,
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Forms (continued)
233-234; Tips for Interacting
Successfully Online, 442-443;
Top Audience Characteristics,
97-98; Transfer to Job
Instrument 1, 326-327; Transfer
to Job Instrument 2, 327;
Transfer to Job Instrument
3, 328; Video Shot List/Log,
261; Virtual Facilitator
Self-Assessment, 438—440;
Web-Based Training Layout
(asynchronous e-learning), 391.
See also Checklists; Templates

Forum activity, 219

Four-Column Storyboard Tem-
plate, 235

Framegames templates, 224

Front-end analysis, 24

G

Gallup, D. A, 109

Games. See Instructional games

Games Trainers Play (Newstrom),
229

GamesLetter (Thiagi), 175, 223

Gathering content. See Content
gathering

Gayeski, D., 162

Gery, G., 359

“Getting Inside an Expert’s Brain”
(Gayeski), 162

“Getting Ready for Synchronous
e-Learning” (Hoffman), 409

Getting the Most from Online
Learning (Piskurich), 440

Gividen, J. R, 109, 202

Goals: objectives versus, 130-131;
scope of project and, 150-151;
Team Production Process
Design Document example on,
156. See also Objectives

Granular training, 357-358

Graphics: asynchronous
e-learning, 396-397; ideas
on using, 248; synchronous
e-learning, 428; video, 258

H
Hall, B., 200
Handbook of HPT Message Design
(Stolovich), 260

Handouts versus pass-outs,
215-216

Hanna, D., 446

Hard copies or pictures, 427-428

Hard costs, 49

Hartley, D., 378

Hartnett, J., 255

Hoffman, J., 409, 416

Holton, E., III, 20-21

Horton, B., 403

How to Wright Training Materials
(Stoneall), 250

Human performance technolo-
gists (HPT): description of, 30;
performance areas that can be
improved on by, 30-31

Human resource (HR) depart-
ment: gathering performance
information from the, 28; orga-
nizational needs assessment on
training by the, 21-23

Hybrid data-collection techniques,
72-73

|

IBM, 473

Icebreakers: descnytion and pur-
pose of, 213; shor: list of issues
to consider for;y214; sugges-
tions on typees of, 213-214;
synchizonous e-learning use of,
414

Imp‘ementation: asynchronous
e-learning, 369-370, 384-387;
beta tests and pilots, 263-279;
classroom, 282-283, 287-298,
299-300; communica-
tion/marketing plan for,
296-298; field trips, 306-309;
program deployment plan for,
294-296; reviewing before,
279-282; self-instruction,
283-284; synchronous
e-learning, 434-446; T-3 or
“train the trainer,” 284-287. See
also ADDIE model

Implementation hints: for class-
room, 299-300; for facilita-
tors, 300-301; for on-the-job
(1:1) training, 293-294, 301; for
self-instruction, 302-306

Implementation plans: asyn-
chronous e-learning, 384-385;
Formal Design Document

Template on, 149; SME role as
part of the, 165

“Implementing e-Learning”
(Donovan), 384

In-Baskets activity, 219

Incentives/rewards assessment, 25

Individual performance assess-
ment, 24

Informal learning: description and
challenge of, 469—470; lack of
quantitative evaluation method-
ology for, 471; as self-directed,
471; strategies for utilizing,
470471

Information: chunking, 178,
459-460; data-collection
methods for gathering, 64-73;
perforinance gap assessment of
dire ~tiens and, 25; sources of
performance, 27-28

Iniputs (Task Analysis Form), 89

structing for Results (Margolis
and Bell), 109

Instructional design: advantages
of, 9-13; definitions and ter-
minology related to, 5, 8-9;
description and ISD models
of, 3-5; disadvantages of, 13-15;
Do I Need Instructional Design
quiz, 15; overview of the SME
role in the, 165; as process
for creating effective training,
1-2; providing an appropri-
ate destination purpose of, 1;
Seven Rules for Good Instruc-
tional Design tool for, 365;
software packages for, 67, 92,
354-356; understanding the
importance of, 2-3. See also
Pre-instructional design activi-
ties; Rapid design shortcuts

Instructional design advantages:
business integration, 12; com-
petitive advantage, 12; consis-
tency, 12-13; cost-effectiveness,
9-10; learning effectiveness, 11;
time-effectiveness, 10—11; train-
ing effectiveness evaluation,
11-12

Instructional design disadvan-
tages: overcoming the, 14-15;
resources, 13-14

Instructional design theory, 2

Instructional designers (IDs):
definition of, 8; Instructional
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Designer’s Pilot Observation
Tool for, 274-276; responsibil-
ities of, 362; senior, 362-363;
supervising, 363-364

Instructional Designer’s Pilot
Observation Tool, 274-276

Instructional games: action
learning through, 223;
asynchronous e-learning
activities and, 394-396; board
games, 223; card games, 224;
case studies, 218, 224; cash
games, 224; computer game
shells, 224; description and
uses of, 175-176, 219, 222;
experience-based learning,
224; framegames templates,
224; interactive storytelling,
224; kinesthetic learning
devices, 224; magic tricks, 224;
metaphorical simulation games,
224; puzzles, 224; rapid design
shortcuts on, 224; read.me
games, 224; role plays, 225;
synchronous e—learning, 419;
television games, 225; thought
experiments, 225; tips on using,
222-223; video replay games,
225. See also Activities

Instructional plans: adding
structure through the, 168-169;
chunking the content, 178,
459-460; course maps as
part of the, 169; creating a
content roadmap, 169-170;
expanded content outline s
part of, 170-172; sequencing
the content, 172-173; training
activities added to the, 173-177

Instructional strategy (Formal
Design Document Template),
148

Instructional Systems Design
(ISD): Analysis, Design, Devel-
opment, Implementation< and
Evaluation phases of, 4; cyclic
model of, 4; possible activities
and outputs of, 6-7; spiderweb
model of, 5; straight line model
of, 4

Instructor Checklist, 291

Instructor Feedback Observation
Form, 288-289

Instructor-led classroom imple-
mentation: Faculty Strategy

Template, 290; Instructor
Checklist, 291; Instructor
Feedback Observation Form,
288-289; issues to consider for,
287; Self-Instruction Facilitator
Checklist, 293; training the
trainer for self instruction for,
291-293

Instructor-led classroom materials:

development hints on activi-
ties, 249-250; development

of print, 250-251; develop-
ment of role plays for, 251-252;
flip charts, 250, 299; hints on
designing computer projec-
tions, 249; hints on development
of, 247-253; ideas on graph-
ics, 248; on-the-job training
(job aids), 252-253; An Over-
head Development Checklist
on, 247-248

Instructor-led classrooms: Clats-

room Training Checklist ‘or
deciding to use, 111:-Class-
room Training Che klisc to
decide on, 111; deiivery of train-
ing through, 10¥, 110, 111,
126; description of, 109; as

end product of development,
2045 hints on designing, 196;
hints-on developing material for,
247-253; hints on evaluating,
344; implementation issues for,
282-283; implementation needs
for, 287-298; learning outcomes
of, 110; logistical items to dis-
cuss during introduction in

a, 299; making presentations

in a, 299-300; T-3 (“train the
trainer”) for, 284-287. See also
Facilitators; On-the-job training
(O]T)

Instructors: definition of, 5;

Instructor Checklist for,
291; Instructor Feedback
Observation Form for, 288-289

Instruments: E-Learning Level

1 Evaluation Instrument,
321-324; Level 3 Evaluation
Instrument for Managers,
329-330; to measure
self-direction (self-efficacy),
381; Net-based survey, 70;
Reaction Instrument 1,
318; Reaction Instrument 2,

318; Reaction Instrument 3,
319; Reaction Instrument
4, 319-320; for separating
training issues performance
issues, 36-38; supplies list on
needed, 227-228; Transfer to
Job Instrument 1, 326-327;
Transfer to Job Instrument 2,
327; Transfer to Job Instrument
3, 328

Instruments for activities, 219

Interactions: asynchronous
e-learning, 394-396; chat
rooms, 431-432; continuous
synchronous e-learning,
430-432; Continuing Inter-
action Activity, 431-432;
interactive storytelling, 224;
Job Aid: Facilitating Virtual
Interactions, 436; m-learning
program, 460; message
boards, 430-431; synchronous
e-learning mini-, 414-415; Tips
for Interacting Successfully
Online form on, 442-443. See
also E-learners

Interactive storytelling, 224

Internal summaries: description
and purpose of, 225; types and
forms of, 225-226

Internet movie database, 364

Interviews: activities that include,
219; advantages of using, 69;
assessing training needs using,
33-36; last question to ask dur-
ing the, 69; one-on-one, 68;
phone, 68-69; post-training,
326; rapid design shortcut for,
68; for trainee (audience) analy-
sis, 93

Introduction (facilitator guide):
on motivation, 214; overview to
include in the, 212; purposes of
an, 211; recommendations on,
211-212

“An Introduction to Competency
Analysis and Modeling” (Mar-
relli), 99

Introductions: course activity on
making, 174; facilitator guide,
211-212, 214; logistical items to
discuss in a classroom, 299

Involvement. See Stakeholders

ISD Quality Review, 240-246
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Job aids: hints on developing
on-the-job training or, 252-253;
Job Aid: Facilitating Virtual
Interactions, 436; Job Aids:
General Virtual Facilitator
Skills, 435-436; An oJT
Development Template, 253;
Online Decision Job Aid,
450-451; Preparing To Be An
Asynchronous E-Learner Job
Aid, 383; rapid design shortcuts
on developing, 252-253; for
selecting media for training
materials, 239-240; 70 percent
rule on, 253-254

Job Aids activity, 220

Job analysis: Analysis Job Aid on
characteristics of, 103; compar-
ing competency analysis to task
and, 100-102; data collection
during a, 88; doing a, 78-79;
form to combine criticality and,
83-84; Job Analysis Template
(extended version), 102; Job
Analysis Template (simple ver-
sion), 81; job task characteristics
and action verbs, 74; primary
purpose of a, 74; product of a,
79-80; rapid design shortcut for,
81; videotaping SME for a rapid
design shortcut, 87

Job Analysis Template (extended
version), 102

Job Analysis Template (simple ver-
sion), 81

Job performance aids: delivery:
of training through, 109, 110;
Job Performance Aids Checklist
for deciding on, 113; training
delivered through, 109, 110

Job tasks: action verbs used to
describe, 74-77; characteristics
of, 74; questions to determine
task criticality of, 82-83

K
Kearsley, G., 47
Kinesthetic learning devices, 224
King, B., 259
Kirkpatrick, D., 312
KISS principle, 377

Knowledge. See Skills, knowledge,
and attitudes (KSAs)
Knowles, M., 287

L

Laboratory activity, 220

Leading Organizational Change
(Holton), 20-21

Learner guides: asynchronous
e-learning, 393-394;
synchronous e-learning,
422423

Learners: disadvantages of syn-
chronous e-learning for the,
413; motivation of, 26, 31-32,
214, 371, 382; self-direction
(self-efficacy) of, 382-384. See
also E-learners

Learning: action, 223; adult
learning theory on, 287;
evaluation level 2 on skills
and knowledge mastery and,
324-325; experience-based,
224; informal, 469-471; leariung
objects or object-orientac,
357-359; mobile (m-lcaraing),
457-461; PBL (problen-based
learning), 361; nier-to-peer,
466; preparing an 4 motivating
e-learners for, 352-384;
self-direction (self-efficacy),
292, 380-384, 471; social
aetwe k-based, 463-466. See
aiz0 E-learning

Learning analysis: Analysis Job
Aid on characteristics of, 104;
description of, 74, 90-91; Learn-
ing Analysis Template, 91

Leaming centers: computer
training center form of, 302;
hints on implementation
of self-instruction, 302;
implementation of delivery
through, 283-284; Operating
a Learning Center form on,
303-306; self-instruction
delivered through, 121; training
center form of, 302

Learning content management
systems (LCMS): distinguishing
between LMS and, 374-375;
understanding advantages of,
361-362

Learning effectiveness, as instruc-
tional design advantage, 11

Learning interfaces: asynchronous
e-learning considerations
for, 399; importance to
asynchronous e-learning design,
398-399

“Learning Management Systems”
(Brockbank), 378

Learning management systems
(LMS): asynchronous e-learning
technology required to
support, 378; comparing,
virtual learning environments
(VLEs) and, 463; design
considerations of, 376-377;
distinguishing between LCMS
and, 374-375; as important
aspect of work environment,
374: KISS principle as key to
afiective use of a, 377; sample
program design using, 376;
understanding advantages of,
361-362

Learning needs analysis, 103. See
also Organizational needs

Learning objects (object-oriented
learning), 357-358

Learning portal, 466-467

Lectora software, 400

Lecture activity, 220

Lecturette activity, 220

Lessons from the Cyberspace
Classroom (Palloff and Pratt),
413

Level 3 Evaluation Instrument for
Managers (form), 329-330

Linear video training: delivery
decision criteria for, 125;
description of, 125

Links: description and purpose of
the, 156; design document on
details of the, 156; management
overview, 160; sales force train-
ing, 161; Team Production Pro-
cess Design Document example
on, 160-161; train-the-trainer
training, 160

Listening Team activity, 220

Live and Online (Hoffmann), 416

Logistical delivery constraints, 117

Lost production costs, 48

Lost productivity cost, 10
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M

M-learning. See Mobile learning
(m-learning)

Magic tricks games, 224

Management, training needs
assessment questions for, 34

Management overview link, 160

Managers, training needs assess-
ment template for, 36

Mantyla, K., 109, 202, 369

Margolis, F., 109

Marketing/communication plan,
296-298

Marrelli, A., 24-25, 99

Massive open online courses. See
MOOCs (massive open online
courses)

Mastering the Instructional Design

Process (Rothwell), 92
Matching test format: designing

a, 188-189; Test Question Cri-

tiquing List form on, 194-195
Materials. See Training materials

Media: Checklist for DVD (Multi-

media) Program Development,
256-257; Course Materials Ref-
erence List on different types
of, 240; ISD Quality Review of
both vendor and in-house pro-

grams for, 240-246; rapid design

shortcut on finishing develop-
ment of, 242; Sample of a Job
Aid for Selecting Media form

on, 239; synchronous e-learning,

425-430

Media Formats (synchronons
e-learning), 426

Mental Imagery activity, 229

Mentoring: delivery decision crite-

ria for, 127; training done in the
context of, 121

Message boards, 430431

Metaphorical simulation games,
224

Michael Allen’s Guide to
e-Learning (Allen), 394

Microsoft, 473

Mini-Case activity, 220

Mini-interactions (synchronous
e-learning), 414415

Missing Panel activity, 220

Mobile learning (m-learning):
advantages and disadvantages
of, 457-458; ASTD mobile
learning certificate program

on, 457; chunking information
for, 459-460; description and
growth of, 457; hardware and
security issues of, 459; ideas
for making it work, 460—461;
in-house versus vendor
designed, 458-459; rapid design
shortcuts for, 460

The Modern Practice of Adult Edu-
cation (Knowles), 287

Monitoring plan (asynchronous
e-learning), 385-387

Monologue Role Play activity, 221

MOOCs (massive open online
courses): delivery system
required for, 467; description of,
466; learning portal similarity
to concept of, 466-467;
organizational use of, 467

Motivation: facilitator guide intro-
duction on, 214; of organization
for asynchronous e-learning prc-
grams, 371; performance zan
assessment of, 26; poo1 ver-
formance causes e ated to,
31-32; thoughts o1, increasing
e-learner’s, 3¢2

MP3 player.techinology, 364

Multimedic. program evaluation,
347

Multipio-choice test format:
designing a, 186-187; Test
Question Critiquing List form
on, 194

N

Needs analysis, 18

Needs assessment, 18. See also
Organizational needs assess-
ment

Needs assessment report:
description and purpose
of, 42-43; training needs
analysis report for call center
employees, 43-44; training
needs assessment report, 4447

Net-based survey instruments, 70

New design applications:
the cloud, 471-473; COPs
(communities of practices),
468-469; flipped classrooms,
453-457; informal learning,
469-471; mobile learning,
457-461; MOOCS (massive

open online courses), 466—467;

social network-based learning,

463-466; virtual learning

environments (VLEs), 461-463.

See also Design; Training
Newstrom, ., 222

o

Objective Checklist (form), 184

Objective levels: first-level, 139;
second-level, 139; third-level,
139-140

Objective uses: to ensure that the
training content is complete,
129; example of consequences
of poorly defined objectives,
129-130; to give clear under-
standing of course expectations,
128; to help organize the course,
129; to provide description of
what the course teaches, 129;
summarizing the, 130

Objective writing: using behav-
ioral verbs, 133-135; of first-and
second-level objectives, 139;
mistakes to avoid for, 130—133;
review of your, 135, 140-141;
standards and conditions criteria
for good, 136-139; of third-level
objectives, 139-140

Objective writing mistakes: to for-
get the second-and third-level
objectives, 131-132; forget-
ting to write for the trainee,
133; incorrect time frames for
objectives, 132-133; objectives
versus goals, 130-131; picking
the wrong behavioral verb, 136

Objectives : behavioral verbs
used to write, 133-139:;
criterion-based test questions
based on, 180-181; description
of, 128; design document on the,
154; examples of both good and
poorly constructed, 141-142;
first-level, 139; mistakes made
in writing, 130-133, 136; relate
test questions to the, 179;
second-level, 139; SMART
and SMARTER, 142; SME
reviews of the, 140-141; Team
Production Process Design
Document example on, 158;
third-level, 139-140; uses or
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Objectives (continued)
functions of, 128-130. See also
Goals

Observations: disadvantages and
advantages of, 71; gathering data
through, 70-71; Observation
Form, 72; as source of course
content, 167-168; technolog-
ical training for synchronous
e-learning that includes, 437; for
trainee (audience) analysis, 96

Off-the-shelf programs, 358

An O]T Development Template,
248

“On-the-Job Training” (Gallup),
109

On-the-job training (O]T): beta
testing for, 266; delivery deci-
sion criteria for, 127; delivery
of training using, 109, 110, 111,
127; as end product of develop-
ment, 204; facilitator role taken
by trainers of, 8, 121; hand-
outs versus pass-outs in, 215;
hints on designing, 196-197;
On-The-Job Training Check-
list to decide on, 111; pilots for,
270; training of on-the-job (1:1)
trainers, 293-294, 301. See also
Instructor-led classrooms

One-on-One Discussion activity,
220

One-on-one interviews, 68

147 Practical Tips for Teaching
Online Groups (Hanna), 446

Online Decision Job Aid, 450451

Online learning: advantages of;
447-448; blended e-learning
incorporated into, 369;
designing for organizations,
449-450; disadvantages of,
448-449; Online Decision Job
Aid, 450-451; overview of,
446-447. See also Synchronous
e-learning

Online learning. See Synchronous
e-learning

Operating a Learning Center
(form), 303-306

Operations Department Final
Checklist (form), 183-184

Opportunities. See Problems and
opportunities

Organizational needs: choosing
which need to address, 39;

determining your, 18-19; the
occasional designer consider-
ation of, 19-21; validating a,
39—42; whom to talk to and what
to ask to determine, 19. See also
Learning needs analysis

Organizational needs assessment:
comparing training needs
analysis and, 54-55; how to
conduct an, 21-23; by the
HRD department on training,
21-23; performance-related,
23-33; rapid design shortcut
for, 23; retro-assessment, 23;
training-related, 33-38. See also
Needs assessment

Organizational needs validation:
needs consideration questions to
ask for, 41; questions to ask your-
self for, 40-41; Selection Criteria
Worksheet for Level 4 Evalua-
tion, 42; Subject-Matter Expert
Selection Form for, 39-40

Organizational review, 280

Organizations: analysis of
motivation for compreheasive
e-learning strategy hy, 571-372;
creating e-learnii.g vision for,
373; designing anine learning
for, 449-450, establishing
policies ene procedures for
e-leatning, 373-374; MOOCs
{massive open online courses)
use by, 467; performance assess-
ment considerations of the,
24; poor performance causes
related to, 31-32; preparing
it for e-learning, 378-380;
Questions To Consider When
Analyzing Your Organization’s
Readiness For E-Learning, 372.
See also Employees

Outputs, Task Analysis Form on,
89

“Outside Services for Converting
Audio and Video to the Web”
(Palazzolo), 359

An Overhead Development
Checklist, 247-248

P
Palazzolo, M., 359
Palloff, R., 413
panel activity, 220

Participant packages: Checklist
for Developing Print Material,
238; description and develop-
ment of, 235-238; rapid design
shortcut on developing, 239;
self-instruction materials to
include in the, 254

Pass-outs versus handouts, 215

Peer-to-peer learning, 466

Performance: assessing benefits
of improved, 29; categories and
causes of poor, 31-32; separating
training issues from issues of,
36-38; sources of information
on, 27-28

Performance & Instruction journal,
24

Performance analysis, 24

Perfoi mance assessment: on ben-
2fits'of improved performance,
29; description and purpose
of, 23-24; instrument separat-
ing training from performance
issues, 36-38; organization,
business processes, and indi-
vidual aspects considered in,
24; other terminology used for,
24; performance data collec-
tion and measurement used for,
28-29; performance gap, 24-26,
33; performance interventions
based on, 29-32; performance
opportunity, 27-28; questions to
ask during, 32-33

Performance checklists: descrip-
tion and purpose of, 182; Objec-
tive Checklist, 184; Operations
Department Final Checklist,
183-184; Trainer Certification
Checklist, 182-183

Performance gap: assessing, 24-26;
interventions for, 20-32; ques-
tions for a quick analysis of, 33

Performance gap assessment:
cause analysis following the, 26;
description of, 24; examples and
areas included in the, 24-26;
steps in a quick approach to, 26;
two main questions to ask during
the, 26

Performance Improvement Maps
(Sanders and Thiagi), 30

Performance interventions:
categories and causes of poor
performance categories of,
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31-32; non-training, 30-31;
for performance gap, 29-30;
training’s relationship to other,
32. See also Training

Performance opportunity assess-
ment: description and example
of, 27; sources of performance
information used in, 27-28

Performance support:
delivery decision cri-
teria for computer-and
noncomputer-based, 122-123;
electronic performance support
system (EPSS), 359-360, 364;
performance support-based
“training,” 359-361; Team
Production Process Design
Document example on, 158

“Performance Support Systems
and Job Aids” (Williams), 109

Phone interviews, 68—69

Pick, B., 9

Pictures or hard copies, 427-428

Pilot Observer Evaluation Sheet
(form), 276-277

Pilot Participant Survey (form),
277-279

Pilot Presenter Evaluation (form),
279

Pilots: additional considerations
for, 271-272; asynchronous
e-learning, 399-400; Beta
Test/Pilot Review Checklist,
272-273; betas versus, 269-270;
description of, 269; Instructicial
Designer’s Pilot Observaticn
Tool, 274-276; for on the-job
training (O]T), 270; Pilct
Observer Evaluation Sheet form
on, 276-277; Pilot Participant
Survey form on, 277-279; Pilot
Presenter Evaluation form
on, 279; for self-instructional
programs, 270-271; summary
of, 280. See also Beta tests

Piskurich, G. M., 109, 254, 284,
379, 440

“Playing the Stock Market” (Hart-
nett), 255

Policies & procedures (P&P) for
e-learning, 373-374

Poor instructional design, conse-
quences of, 3

Post-class activities: description
and types of, 177; facilitator

guide information on types of,
226-227; two reasons for includ-
ing, 177

Post-tests: description and purpose
of, 176; main disadvantages of,
176-177; two key issues for, 176

Post-training interviews, 326

PowerPoint: pointers for presenta-
tions made with, 299-300; syn-
chronous e-learning, 426427

Practice: Practice Exercises activ-
ity, 220; technological training
for synchronous e-learning that
includes, 437

Pratt, K., 413

Pre-activities: class, 209; trainee
and supervisor, 209

Pre-class activities, 209

Pre-instructional activities, 174

Pre-instructional design activities:
assessing training needs,
33-38; choosing needs to
address, 39-42; considering
organizational needs ~10-43;
needs assessment.r¢ 'vore, 42-47;
performance asces:iaent, 23-33;
quick and dirty vost/benefit
analysis ((.3A), 47-54; training
needs analvsis, 54-62. See also
Instzuctional design

Pre-t=sts: description and func-
Hons of, 174-175; facilitator
guide information on, 214-215;
one possible disadvantage of,
175

Preparing Learners for e-Learning
(Piskurich), 379

Preparing the Learner for
Self-Directed Learning
(Piskurich), 254

Preparing To Be An Asynchronous
E-Learner Job Aid (form), 383

Pre/post activities: description and
purpose of, 210; recommenda-
tions o, 210-211

Prerequisite learning: description
of, 166; three different examples
of, 166-167

Print materials: Checklist for
Developing Print Material,
238; description of, 235-238;
pre-work assignments to include
as part of the, 342

Print materials development:
ChecKklist for Developing Print

Material, 238; hints on process
of, 250-251; rapid design
shortcut on, 239

Problem-based learning (PBL),
361

Problems and opportunities:
design document on delivery
and, 154; Team Production
Process Design Document
example on, 157

Procedures: description and pur-
pose of, 217; facilitator guide on,
217; rapid design shortcut on
gathering and using, 217

Procedures & policies (P&) for
e-learning, 373-374

Processes (steps), Task Analysis
Form on, 89

Praductivity, cost of poor training
as lost, 10

Program Analysis Template, 6162

Program deployment plan,
294-296

Program development costs, 48

Programs: coaching, 127, 170-172;
development costs of, 48;
ISD Quality Review of both
vendor and in-house, 240-246;
off-the-shelf, 358; Program
Analysis Template, 61-62;
repurposing current ones
into asynchronous e-learning,
401-403; revisions based on
evaluation, 338-344. See also
Courses; Development

Project scope: audience, 151;
design document details on the,
150-153; goals, 150-151; Team
Production Process Design
Document example on, 156

Public courses, 358

Puzzles, 224

Quality control manuals, as source
of course content, 167
Question and Answer activity, 220
Question banks, 185
Questionnaires: advantages of, 70;
description of, 69; disadvantages
of, 69-70; Net-based survey
instruments used for, 70; Store
Manager Questionnaire, 335
Questions For E-learning System
Development (form), 405-406
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Questions (form), 191-192

Questions To Consider When
Analyzing Your Organization’s
Readiness For E-Learning
(form), 372

Quiz activity, 220

R

Rapid Analysis: Matching Solu-
tions to Changing Situations
(Brethower), 29

Rapid design shortcuts: asyn-
chronous e-learning, 385,
394, 396, 397, 401; audience
analysis, 98; communica-
tion/marketing plan, 298;
computer/CD-ROM-based
training development, 255;
course descriptions, 162;
creating series of tests at
different levels to give to
trainees, 195-196; development
of job aids, 253; digital cameras,
362; evaluation, 314-315,
321, 325, 326, 332; expanded
content outline, 170; flipped
classrooms, 457; gathering
content, 165-166, 168; general
training delivery method,
109; instructional games, 224;
interviewing two people at a
time, 68; job analysis, 81; learn-
ing objects/granular training,
357-358; miscellaneous tips
on, 364-365; mobile learning
(m-learning), 460; net-basec.
surveys, 70; on nice to know
versus need to know, 228-229;
off-the-shelf programs, 358;
organizational assessment, 23;
participant packages and other
print materials, 239; perfor-

mance support-based “training,”

359-361; problem-based
learning (PBL), 361; public
courses, 358; rapid prototyping,
356-357; reviews, 281, 282;
revisions, 340; sequencing
content, 173; Seven Rules for
Good Instructional Design tool
for, 365; 70 percent rule on
job aids, 253-254; situational
design, 364-365; software
packages, 67, 92, 354-356,

400-01, 460; subject-matter
experts (SMEs), 165-166,
192-193, 255; synchronous
e-learning, 410, 415, 417,
497, 428, 429, 430, 446;
technology vendors, 358-359;
training delivery method,
109; training management
systems/learning management
systems (LMS)/learning content
management systems (LCMS),
361-362; training materials,
217; training needs assessment,
38; understanding what an 1D
does, 362—-364; what to do to
finish the media development,
247. See also Instructional
design

Rapid prototyping: considerations
for using, 357; description of,
356

“Rapid Prototyping” (Tripp), 255

RAT (readiness assurance test),
454-455

Reaction Instrument 1 (form1), 218

Reaction Instrument 2 (forin), 318

Reaction Instrument 2 (torm), 319

Reaction Instrumeit 4 (form),
319-320

Readiness asauiarice test (RAT),
454-455

Readinkg agsignments, preparing
for activities by using, 221

Read.me games, 224

Retlection activity, 221

Qepurposing: asynchronous
e-learning, 401-403;
synchronous e-learning,
415-416

“Repurposing Materials for
e-learning” (Richardson), 401

Resources: delivery constraints
related to, 117, 118; as instruc-
tional design disadvantage,
13-14; performance gap assess-
ment of, 25

Retro-assessment of organizational
needs, 23

Reviews: Beta Test/Pilot Review
Checklist, 272-273; beta tests,
264-270, 280; Checklist for
Reviewing Facilitator Guides
or Trainer Manuals, 246-247;
content, 280; design, 280;
editorial, 280; facilitator guide,

229; importance of performing,
279; ISD Quality Review,
240-246; pilots, 269-279, 280;
pre-implementation, 279-282;
rapid design shortcuts for,
281, 282; by SMEs of task
analysis, 87; by SMEs of the
objectives, 140-141; by SMEs
on self-instruction programs,
335; summary of the various
types of, 280; training review
e-mail on performing, 281-282;
of written objectives, 135,
140-141

Revisions: as-needed, 338;
assigned individual or teams
to perform, 340-341; con-
trolling the, 341-342; Course
Maintenance Planning, 342;
=valnation findings on needed,
358; information for, 339-340;
other considerations for, 343;
planned, 338-339; rapid design
shortcuts for, 340

Rewards/incentives, performance
gap assessment of, 25

Richardson, C., 401

ROI (return on investment):
description of, 53; evaluation
to establish, 312, 332-334, 386;
training, 53-54

Role plays: hints on developing,
251-252; instructional games
using, 225; types of activities
using, 221

Role Reversal Role Play activity,
221

Root cause analysis, 26

Rosenberg, M., 370

Rossett, A., 23

Rothwell, B., 92

Rummler, G., 27

Running a Beta Test (form), 267

Ruyle, K., 47

S
Sales force training link, 161
Salray costs, 48

Sample Facilitator Guide, 205-206

Sample Program Design (asyn-
chronous e-learning), 376

Sanders, E. S., 30

Satellite-based training: hints
on designing, 202; hints on
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development of, 260; hints on
evaluation of, 349; Operating
a Learning Center form on,

305-306

Scope of project. See Project scope

Scripts: asynchronous
e-learning, 231-235, 391-392;
computer/DVD-based training,
255; description of, 231; hints
on developing, 231-232; video,
258. See also Storyboards

Second-level objectives, 139

Selecting Delivery Method by
Project Constraints (form), 119

Selection Criteria Worksheet for
Level 4 Evaluation, 42

A Self-Assessment of Personal
Synchronous E-Learning Char-
acteristics (form), 443

Self-Directed Learning
(Piskurich), 109, 284

Self-Directed Learning Plan (asyn-

chronous e-learning), 389

Self-direction (self-efficacy): as
asynchronous e-learning issue,
380; as component of learning,
292; as e-learning issue, 380;
E-Learning Self-Assessment,
384; enhancing learner,
380-382; informal learning as,
471; instruments for measuring,
381; Preparing To Be An
Asynchronous E-Learner Job
Aid to increase, 383

Self-Instruction Facilitator Checi--

list, 293

Self-instruction materialz: 1o
include in the participant
manual, 254; including decision
trees in the, 254

Self-instruction packages evalu-
ation: on compliance, 337; on
currency and required changes,
337; description of, 334; on
effectiveness, 337—-338; level
1 (trainee reaction), 321; Store
Manager Questionnaire, 335;
of sufficiency, 335; Survey on
Self-Instructional Packages,
336-337; of usability, 336

Self-instruction programs: assess-
ing the sufficiency of, 329; beta

testing of, 266-267; Conducting

a Distributed Self-Instructional
Implementation form on,

302-303; delivery decision
criteria for paper self-paced,

125; distributed delivery of, 284;

e-learning issues for, 380-382;
electronic (distributed) form
of, 121; as end product of
development, 204; evaluation

level 1 (trainee reaction) of, 321,

334-338; hints on designing,
197-198; hints on evaluating,
345-346; implementation
issues for, 283-284, 302-306;
learning centers delivery of,
121, 283-284, 302; Operating
a Learning Center form on,
303-306; pilots for, 270-271;
as possible delivery constraint
issue, 119-120; Self-Instruction
ChecKlist to decide on, 112;
SME review and feedback on,
335; training through, 109, 110

Selling e-Learning (Hartley), 379

Senior instructional designers,
362-363

Sequencing content: deacviption
of, 172-173; rapic. Cesign short-
cut for, 173; sticregies for, 173;
of training activides, 173-177

Seven Rul¢s ior Good Instruc-
tional Des:gn tool, 365

70 percent rule on job aids,
955-254

Shrock, S. AL, 179

Simple Design Document Tem-
plate, 145

Simple Two-Column Storyboard
(form), 232-233

Simulation Role Play activity, 221

Singh, H., 430

Situational design, 364-365

Skills, knowledge, and attitudes
(KSAs): learning analysis on, 74,
90-91; performance gap assess-
ment of, 25; poor performance
causes related to deficit, 31-32;
Task Analysis Form on, 89. See
also Evaluation

Skit Role Play activity, 221

SMART objectives, 142

SMARTER objectives, 142

Social network-based learning:
characteristics of, 463-464;
description of, 463; hints
for designing, 464—466;
peer-to-peer learning form of,
466

Software packages: analysis
software, 355; asynchronous
e-learning authoring systems,
400-401; authoring systems,
400; Designer’s Edge (Allen
Communication), 67, 92;
miscellaneous, 356; mobile
learning (m-learning) support
through, 460; overview of
instructional design, 354-355;
repurposing, 401-403; test
development software, 355-356;
ToolBook software, 400. See
also Tools and equipment

Sound (synchronous e-learning),
428

Stakeholders: delivery constraints
ielated to, 117-118; design doc-
ement on who is involved as,
154-155; retro-assessment of
organizational needs and role
of, 23; Team Production Process
Design Document example on,
158

Standardized certification tests,
167

Standards: objectives on adher-
ence to, 136-137; Task Analysis
Form on, 89

Steps. See Processes (steps)

Stolovich, H., 260

Stoneall, L., 250

Store Manager Questionnaire
(form), 335

Storyboards: asynchronous
e-learning, 231-235, 391-392;
computer/DVD-based training,
255; description of, 232; Five
Window E-Learning Storyboard
form on, 235; Four-Column
Storyboard Template, 235;
items to include in the,

232; Simple Two-Column
Storyboard form on, 232-233;
Three-Column Storyboard for
Technology-Based Storyboard
form on, 233-234. See also
Scripts

Storytelling (interactive), 224

Structure. See Instructional plans

Subject-matter experts (SMEs) :
beta test role of, 264;
blended-learning allowing
learners to pose questions to,
368; checking for currency
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Subject-matter experts (SMEs)
(continued)
and accuracy tasks of, 340;
conducting a task analysis by
observing a, 84; definition
of, 8-9; design document on
who is involved as, 154-155;
document-based consensus
analysis by several, 168; as
flipped classroom facilitator,
455-456; Formal Design
Document Template on role of,
148; gathering content if you are
the, 162; instructional design
resources compared to training
by, 13-14; instructional design
role of the, 165; job analysis
conducted by, 74-81; message
board participation by, 430—431;
online learning advantage that
allows real-time access to,
447T; phone interviews with,
68-69; prerequisite learning by,
166-167; rapid design shortcuts
on effective use of, 165-166,
192-193, 255; review and
feedback on self-instruction
programs, 336; review of
objectives by, 140-141; selecting
for content gathering, 162-163;
“SME-based training” by,
13; Subject-Matter Expert
Selection Form for, 39—40;
synchronous e-learning chats
that include, 417; synchronous
e-learning learn guides role of;
423; synchronous e-learning
taught by, 410; task analysis
review by, 87; task or job
analysis by videotaping, 87;
Team Production Process
Design Document example on,
158; training by documentation
method used by, 110; training
of on-the-job (1:1) trainers who
are, 293-294; working with
your, 163-164

Summaries: description and pur-
pose of, 177; examples of differ-
ent types of, 177

Supervising instructional design-
ers, 363-364

Supervisors’ pre-activities,
209-210

Supplies list: description of, 227;
example for SS 100: Principles
of Supervision course, 227-228

Survey on Self-Instructional Pack-
ages (form), 336-337

Surveys: advantages of using, 70;
description of, 69; disadvan-
tages of using, 69-70; Net-based
instruments for conducting, 70;
rapid design shortcut for, 70;
Survey on Self-Instructional
Packages, 336-337; for trainee
(audience) analysis, 95

Sustaining Distance Training
(Berge), 434

Synchronous Class Initiation
Checklist, 444446

“Synchronous Collaboration”
(Singh), 430

Synchronous e—learning: activities
and chats to design into,
416-419; advantages of,
409-410; definition of online
learning or, 409; delivery
decision criteria for, 124:
description of, 409; desig:
considerations for, 415 -414; dis-
advantages and 11 isconceptions
of, 410-413; Focilitator Guide
Template for, 420; facilitator
guides. 412:422; general
techrielogy considerations of,
423.-425; graphics used for, 428;
hints on designing, 200-202;
implementation of, 434-446;
learner guides, 422-423; learner
training for, 440-443; media
issues of, 425-430; need to
develop mini-interactions as
part of, 414-415; other thoughts
and hints on, 452; rapid design
shortcuts for, 410, 415, 417, 427,
428, 429, 430, 446; repurposing
and redesigning, 415-416;
simple form of, 201-202; trainee
(audience) analysis, 432-434;
what the learners say about,
451-452. See also Asynchronous
e-learning; E-learning; Online
learning

Synchronous e-learning imple-
mentation: facilitator training,
434-440; learner training,
440-443; Preparing to Be a
Synchronous e-Learner form,

441-442; A Self-Assessment
of Personal Synchronous
E-Learning Characteristics
form, 443; Synchronous
Class Initiation Checklist for,
444-446; Tips for Interacting
Successfully Online, 442-443

Synchronous e-learning media:
Media Formats form on, 426;
overview of, 425-426; Power-
Point, 426427

Systematic Design of Instruction
(Dick and Carey), 2

T

T-3 (“train the trainer”): Basic
Classtoom Facilitation Out-
line foi; 285-287; description
and purpose of, 284-285; rapid
design shorteuts on, 287

‘Target audience design principle,
2

Task analysis: Analysis Job Aid on
characteristics of, 104; compar-
ing competency analysis to job
and, 100-102; data collection
during a, 88; data gathering for,
86; depth of, 85-86; description
of, 74, 84; example of tire build-
ing tasks, 85; have a SME review
the, 87; rapid design shortcut by
observing an SME at work, 84;
Task Analysis Form for, 86-87,
88-89; videotaping SME for a
rapid design shortcut, 87

Tasks. See Job tasks

Technical manuals, as source of
course content, 167

Technical Training (Schriver), 48

Technology-based training (TBT):
delivery of training through,
109, 110; as end product of
development, 204-205; hints
on designing, 197-202; hints on
evaluating, 351; performance
support, 122; satellite-based
training and other telephonic
formats, 202, 260, 305-306,
349; self-instruction distributed
through, 121; for synchronous
e-learning facilitators, 437;
Technology-Based Training
Checklist to decide on, 112. See
also Computer/CD-ROM-based
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training; Computer/DVD
(multimedia) programs;
E-learning

Technology vendors: descrip-
tion and advantages of using,
358-359; general questions to
ask your, 359

Telephonic course formats: hints
on designing, 202; hints on
development of, 260

Television games, 225

Templates: for asynchronous
e-learning storyboard, 392-393;
Audience Analysis, 95;
Complex Design Document,
145-147; Content Roadmap,
170; Course Descriptions,
161-162; Design Document,
143-144; Facilitator Guide
(synchronous e-learning), 420;
Faculty Strategy, 290; Formal
Design Document, 147-150;
Four-Column Storyboard, 235;
framegames, 224; Job Analysis
(extended version), 102; Job
Analysis (simple version), 81;
Learning Analysis, 91; An OJT
Development, 253; Program
Analysis, 61-62; Simple Design
Document, 145; Training Needs
Analysis, 56-57; Training Needs
Assessment for Managers, 36;
Training Needs Assessment
Report, 44-45; Training Tasks
Analysis, 90. See also Checklisis;
Forms

Test Construction for Training
Evaluation (Denova), 185, 226

Test development software,
355-356

Test formats: completion,
189-190, 195; Designing in
Various Testing Formats form
on, 186-190; essay, 190, 195;
matching, 188-189, 194-195;
multiple-choice, 186-187, 194;
Questions form on examples
of different types of, 191-192;
true/false, 187-188, 193-194

Test Question Critiquing List
(form), 193-195

Test questions: completion,
189-190; creating question
banks for, 185; criterion-based
testing, 180-181; Designing in

Various Testing Formats form,
186-190; essay, 190; matching,
188-189; multiple-choice,
186-187; Questions form on
examples of different types of,
191-192; rapid design shortcuts
on creating, 192-193, 195-196;
Test Question Critiquing List
form, 193-195; thoughts on
development of, 185-186;
true/false, 187-188; writing fair,
179

Testing: beta, 264-268;
criterion-based, 179-182;
Designing in Various Testing
Formats form on designing,
186-190; embedded tests,
176; performance checklist
or criterion checklist, 182;
post-tests, 176-177; pre-tests,
174-175, 214-215; rapid design
shortcut on creating different
levels of, 195-196; stanar dized
certification tests, 1675 aining
activities revolvino vweund, 176.
See also Activitics

Thiagarajan; - " Tniagi”), 30, 175,
223

Third-level chijective levels,
130150

Thought experiments, 225

Three-Column Storyboard for
Technology-Based Storyboard
(form), 233-234

The Three R’s of ROI (Ruyle), 47

Time cost calculations, 49

Time issues: design
time/milestones, 151-152,
156; of planned revisions,
339; time-effectiveness as an
instructional design advantage,
10-11; training time, 154, 157

Tips for Interacting Successfully
Online (form), 442-443

ToolBook software, 400

Tools and equipment: for
computer-aided analysis, 103;
hard costs of, 49; Instructional
Designer’s Pilot Observation
Tool, 274-276; performance
gap assessment of, 25; Seven
Rules for Good Instructional
Design tool, 365; supplies list on
needed, 227-228; Task Analysis

Form on, 89. See also Software
packages

Top Audience Characteristics
(form), 97-98

Topical outlines: design docu-
ment on the, 155; example of
a, 155; Team Production Pro-
cess Design Document example
on, 159

Train-the-trainer training link, 160

Trainee (audience) analysis:
additional data to consider
for, 96-97; Analysis Job Aid
on characteristics of, 104;
asynchronous e-learning, 390;
Audience Analysis Questions
(For Mangers/Initiators), 94;
Audience Analysis Report, 98;
Audience Analysis Template,
95; data-gathering methods for
a, 92-93, 95-96; description of,
74, 92; literacy as key issue in,
98-99; rapid design shortcut
for, 98; synchronous e-learning,
432-434; Top Audience
Characteristics form, 97-98

Trainee-centered activities. See
Activities

Trainee evaluation: criterion-based
testing used for, 179-182; issues
to consider for, 178; perfor-
mance checklist or criterion
checKlist for, 182-184; ques-
tion banks for, 185; relate test
questions to objectives for, 179

Trainees: evaluation level 1 on
reaction to the course by,
315-324; pre-activities for
supervisor and, 209-210;
thoughts on preparing and
motivating e-learners among,
382-384; trainee (audience)
analysis of, 74, 92-99, 104;
travel costs for, 49, 51-52

Trainer Certification Checklist,
182-183

Trainers: facilitator of on-the-job
training (O] T) role taken by, 8,
121; mentoring role that can
be taken by, 121; T-3 ("train
the trainer”), 284-287; training
on-the-job (1:1), 293-294; travel
costs for, 49, 51-52. See also
Facilitators



rim Size: 7in x 9.25in

536

@

Piskurich bindex.tex V1 - 12/12/2014 7:13pm

Index

Training: granular, 357-358; lost
productivity cost of poor, 10;
mentoring role that can be part
of, 121; of on-the-job (1:1) train-
ers, 293-294; organizational
needs assessment conducted by
the HRD department, 21-23;
performance support-based,
359-361; relationship to other
performance interventions,

32; separating performance
issues from issues of, 36-38;
“SME-based,” 13; synchronous
e-learning facilitators, 434-440.
See also Courses; New design
applications; Performance inter-
ventions

Training activities: instructional
games, 175-176; introduc-
tions, 174; post-class, 177;
pre—instmctional, 174; pre-tests,
174-175; sequencing the course,
173-177; summaries, 177;
testing, 176; trainee-centered,
175

Training benefits: calculating, 52;
other associated, 52-53; ROI
(return on investment), 53-54

Training by documentation: deliv-
ery of training using, 110; learn-
ing outcomes of, 110

Training centers, 302

Training costs: average for training
resources and time for devel-
opment, 50-52; items to con-
sider when calculating, 49-50;
travel-related, 49, 51-52. Sec
also Cost/benefit analysis (CBA)

Training effectiveness evaluation,
11-12

Training links: management
overview, 160; sales force
training, 161; train-the-trainer
training, 160

Training management systems,
361-362

Training materials: Course Mate-
rials Reference List for, 240;
design document on the, 154;
facilitator guide, 205-231; hand-
outs versus pass-outs, 215-216;
hints on developing, 247-261;
job aid for selecting media for,
239-240; participant packages
and other print, 235-239; rapid

design shortcut on procedures
for, 217; Team Production Pro-
cess Design Document example
on, 158

Training materials development
hints: Checklist for DVD
(Multimedia) Program
Development, 256-257;
computer/DVD-based training,
255; E-Learning Design Hints,
259-260; hints on Better DVD
(Multimedia) Program Devel-
opment, 257-259; instructor-led
classroom, 247-252; on-the-job
training (job aids), 252-253;
scripts, 255; self-instruction,
254; storyboards, 256; Video
Production Checklist, 261;
Video Shot List/LOG, 261

Training methods: delivery
constraints related to, 117,
118; Team Production Process
Design Document example ‘an,
157

Training needs analysis: cora paring
needs assessment and \54-56;
Complex Training A anlysis
Document for miiowe complete,
57-61; template for, 56-57

Training neads wnalysis report: fast
training needs analysis, 46; final
recommendations from your,
44;4or call center employees,
43-44; outline template for a,
44-45; reporting your findings
from the, 47; Training Needs
Assessment Report, 45-46

Training Needs Analysis Template,
56-57

Training needs assessment: choos-
ing which needs to address,
39-42; conducting the, 33-38;
questions for individual contrib-
utors to training, 35; questions
for management for, 340; report-
ing your findings from the, 47;
training needs analysis report on
the, 43-46

Training Needs Assessment for
Managers Template, 36

Training Needs Assessment Report
Template, 4445

Training Tasks Analysis Template,
90

Training time: design document on
delivery and, 154; Team Produc-
tion Process Design Document
example on, 157

Transfer to Job Instrument 1
(form), 326-327

Transfer to Job Instrument 2
(form), 327

Transfer to Job Instrument 3
(form), 328

Transforming Organizations
Through Human Performance
Technology (Rummler), 27

Travel-related training expenses,
49, 51-52

Triads Role Play activity, 221

Tripp, S 0., 255

True/talse test format: designing
4, 157-188; Test Question Cri-
tiquing List form on, 193-194

2013 States of the Industry Report
(ASTD), 3

\"

Video materials: synchronous
e-learning, 429; Video Produc-
tion Checklist on, 261; video
replay games, 225; Video Shot
List/Log form on, 261; writing
scripts for, 258

Virtual Facilitator Self-Assessment
(form), 438-440

Virtual learning environments
(VLEs): Blackboard and Moo-
dle’s Web 2.0 personas of, 461;
caution to not use COP as a,
469; comparing LMSs (learning
management systems) and, 463;
definition of, 461; functionali-
ties and learning advantages of,
461-462

W

Web-Based Training: Using Tech-
nology to Design Adult Learning
Experiences (Driscoll), 396, 461

Web-Based Training Cookbook
(Hall), 200

Web-Based Training Layout (asyn-
chronous e-learning), 391
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Web pages (content), 429-430
“What Is Your Problems?: Seven
Steps to Analyze and Define
Performance Problems” (Mar-

relli), 24-25

“What’s in It for Me?” (WII-FM),

214
Whiteboards, 427

WII-FM ("What’s in It for Me?”),
214, 402

Williams, S. W., 109, 431

Worksheets, Selection Criteria
Worksheet for Level 4 Evalua-
tion, 42

Write Successful Video Scripts
(Info-Line), 255

Your Twenty Questions For
E-learning Checklist,

406-407

Zemke, R., 64
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