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Procedure

Task:  Fill out form.

#

Enter applicant's name on line 1.

2

Enter temporary address on line 2.
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Why Is Training Development Important?

During the training development phase, training materials are drafted based on the training design.  The quality of the training depends on how well the training materials conform to the design and the extent to which training materials are reviewed by subject-matter experts and tested with the training audience.

Some telltale signs of a poor development effort are:

· Materials that contain technical and production errors.

· Lack of sensitivity to cultural diversity issues.

· Time spent reinventing the wheel when existing training materials could be adapted.

· Rethinking of training objectives and purpose in the eleventh hour.

· Inability to meet deadlines.

What Steps Are Used To Develop Training?

You can use the following steps to develop training materials:

Step 1:
Review Existing Training Materials
1.1
Identify potential resources that can be used to develop the training materials.

1.2
Assess the materials against the training objectives and design.
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Make sure that you do not change your design to fit the training materials that may be available!

Step 2:
Develop Draft Training Materials
2.1
Draft the training materials required by the design.

2.2
Check to make sure that the training materials match the design.

2.3
Have editorial personnel review the materials.

2.4
Have subject-matter experts review the technical content.

2.5
Make all needed revisions to the materials.

Step 3:
Pilot Test the Draft Training Materials
3.1
Pilot test the draft training materials.

3.2
Analyze pilot-test evaluation results.

Step 4:
Finalize the Training Materials
4.1
Make revisions to the training materials based on the pilot-test results.

4.2
Conduct a final editorial and subject-matter expert review.
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Following are suggestions to help you design training in the most efficient manner possible:

Do Not Reinvent the Wheel

Spend some time gathering resources.  Ask your Regional Contact, EMI staff, and DFTO National Coordinator to determine if there are any existing materials that may help you get started.  Check the EMI catalog.  Network with other cadre members.  Use the Internet and other databases.

Enlist Others To Help

Think of creative ways to enlist others to help you develop materials.  For example, offer a prize for the best case study or critical incident.  Ask to treat others to lunch to gather examples you can use in training.  Agree to type sample documents in turn for allowing you to adapt them for use in a training course.

Don’t Overdocument

If the training will only be used a limited number of times, do not create an elaborate instructor guide.

Test a Small Portion

Before completing an entire course, test small portions or an exercise.  Testing a small portion of the training materials allows you to make needed adjustments to the training approach before you invest more time.

The following checklists are designed to help you complete the development phase.

	Title
	Page

	Developing Student Materials
	27

	Developing Visuals
	28

	Producing Videos
	29

	Developing Job Aids
	31


Developing Student Materials
Instructions:  Answer the following questions to help you develop participants materials.

	1. Does the Student Manual include a table of contents or tabs?
	· Yes
	· No
	· N/A

	2. Is it easy for participants to use the Student Manual while the training is being delivered?
	· Yes
	· No
	· N/A

	3. Is the material in the Student Manual presented in the same sequence as it will be presented in the classroom?
	· Yes
	· No
	· N/A

	4. Does the Student Manual summarize the key content points so that the student does not have to take unnecessary notes?
	· Yes
	· No
	· N/A

	5. Are clear and detailed instructions provided for all learning activities?
	· Yes
	· No
	· N/A

	6. Are exercises directly tied to the lessons, units, and course objectives?
	· Yes
	· No
	· N/A

	7. Are all of the materials included in the Student Manual relevant to the course?
	· Yes
	· No
	· N/A

	8. Are materials suitable and appropriate for use in a course sponsored by FEMA?
	· Yes
	· No
	· N/A

	9. Are copyright laws and guidelines followed?
	· Yes
	· No
	· N/A

	10. Is the text free of spelling and grammatical errors?
	· Yes
	· No
	· N/A

	Other Items:
	
	
	

	
	
	· Yes
	· No
	· N/A

	
	
	· Yes
	· No
	· N/A

	
	
	· Yes
	· No
	· N/A

	
	
	· Yes
	· No
	· N/A

	
	
	· Yes
	· No
	· N/A


Developing Visuals
Instructions:  Answer the following questions to help you develop visuals.

	Text Visuals
	
	
	

	1. Is the text spaced so that it is easy to read?
	· Yes
	· No
	· N/A

	2. Is the typeface used easy to read?
	· Yes
	· No
	· N/A

	3. Is the type large enough to be read by all participants?
	· Yes
	· No
	· N/A

	4. Does the text begin at the same place on each visual?
	· Yes
	· No
	· N/A

	5. Is one main idea expressed?
	· Yes
	· No
	· N/A

	6. Can the participants read the text quickly?
	· Yes
	· No
	· N/A

	7. Is the text free of spelling and grammatical errors?
	· Yes
	· No
	· N/A

	Graphic Visuals
	
	
	

	1. Are all graphics labeled?
	· Yes
	· No
	· N/A

	2. Do the images project clearly?
	· Yes
	· No
	· N/A

	3. Are the graphics attractive and sensitive to cultural diversity?
	· Yes
	· No
	· N/A

	4. Are the graphics easy to understand (i.e., not overly complex)?
	· Yes
	· No
	· N/A

	5. Do the graphics enhance or clarify the content being presented?
	· Yes
	· No
	· N/A

	Other Items:
	
	
	

	
	
	· Yes
	· No
	· N/A

	
	
	· Yes
	· No
	· N/A

	
	
	· Yes
	· No
	· N/A

	
	
	· Yes
	· No
	· N/A


Producing Videos

Instructions:  Answer the following questions to help you produce video presentations.

	1. Does the video presentation have one main purpose?
	· Yes
	· No
	· N/A

	2. Will the video presentation help the participants to achieve the training objectives established for the course?
	· Yes
	· No
	· N/A

	3. Will the video presentation hold the viewers’ attention?
	· Yes
	· No
	· N/A

	4. Will the participants identify with the characters and settings shown in the video?
	· Yes
	· No
	· N/A

	5. Does the video presentation open with a clear statement of its purpose?
	· Yes
	· No
	· N/A

	6. Does the video presentation include an adequate number of examples?
	· Yes
	· No
	· N/A

	7. Is the content clearly presented in a logical sequence?
	· Yes
	· No
	· N/A

	8. Is the level of detail appropriate?
	· Yes
	· No
	· N/A

	9. Is narration used to explain points that are not obvious in the visuals?
	· Yes
	· No
	· N/A

	10. Do the visual images support the narration?
	· Yes
	· No
	· N/A

	11. Is the narration paced appropriately (i.e., not too fast or not too slow) for the target audience?
	· Yes
	· No
	· N/A

	12. Are the video content and images culturally diverse?
	· Yes
	· No
	· N/A

	13. Is the language used appropriate (i.e., contains minimal jargon and correct vocabulary level) for the target audience?
	· Yes
	· No
	· N/A

	14. Is the humor used appropriate and does it help to achieve the objectives?
	· Yes
	· No
	· N/A

	15. Is the information presented up-to-date?
	· Yes
	· No
	· N/A

	16. Does the video presentation accommodate individuals with disabilities?
	· Yes
	· No
	· N/A

	17. Do you have the necessary equipment to show the video presentation to a class?
	· Yes
	· No
	· N/A


Producing Videos

	Other Items:
	
	
	

	
	
	· Yes
	· No
	· N/A

	
	
	· Yes
	· No
	· N/A

	
	
	· Yes
	· No
	· N/A

	
	
	· Yes
	· No
	· N/A


Developing Job Aids

Instructions:  Use the table below and on the next page to help you develop job aids.

	Type
	Description
	Guidelines

	Cookbook
	Used for a sequential list of task steps.  Think of a recipe! 
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	· Begin with the name of the task.

· List the steps or procedures in sequential order.

· Number all steps or procedures.

· Make sure that steps are small enough to recall and perform successfully.

· Use precise language.

· Use simple graphics, if appropriate.


	Worksheet
	Used for a sequential list of task steps that require some instruction.
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Week

Enter Hours

Hourly Rate

Hrs. X  Rate

1

$20

2

$20

3

$20

4

$20

Add all weekly totals:



	· Use the name of the task in the worksheet title.

· Present directions before the response is entered.

· Provide sufficient space for responses.


	Decision Table


	Used for presenting decision alternatives.

If Customer . . . 
Then . . .
Asks about eligibility
Instruct them to call the
requirements.
toll-free registration 
number.

	· Make sure that all critical “If” statements are listed.

· Check that the “Then” statement fully addresses the situation posed in the “If” statement.

· If there are conditions or additional factors to consider add a middle column.  This column should be labeled “And.” For example:  If the customer asks about eligibility and has already applied then instruct him/her to call the Helpline.

· Arrange the statements in order with the most frequently occurring situation listed first.


Developing Job Aids


	Type
	Description
	Guidelines

	Algorithm
	Used for presenting decision alternatives in a flowchart format.
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	· State all items as questions.

· Give immediate options (yes/no) following each question.

· Present the most common situation (the one that will reduce the number of  performers who will need to read through the entire chart) first.

· Use simple questions that have limited possible answers.

	Checklist
	Used for review-oriented tasks.

Task:  Reviewing Job Aids
Items
Notes

· No editorial errors.

· Job aid type is appropriate.

· Items sequenced properly.

· Content matter is accurate.


	· List the name of the task first.

· Leave space for the name of the checklist users and other relevant data (date, time, conditions, etc.).

· Provide room for notes or comments.

· Cluster and label related items for ease of completion.

· Sequence the items in a logical flow.

· Use precise language.
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Worksheet for Calculating Income

Week

Enter Hours

Hourly Rate

Hrs. X  Rate

1.0

20.0

2.0

20.0

3.0

20.0

4.0

20.0

Add all weekly totals:
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