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Program Contact Information

Prior To Broadcast Day
1-800-995-6429, Follow prompts for “Academy Division”

On Broadcast Days — January 16 and 17, 2013
9am-12pm Pacific (12 — 3pm Eastern)

See the live telecast at www.nicic.gov/viewbroadcast

Join the online live chat discussion during the program at
http://nicic.gov/LiveChat

Participate in the Live On-Air Discussion via:
Phone: 1-800-278-4315

FAX: 509-354-7714

Email: nic@ksps.org
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Course Description:

Are you interested in getting more bang for your training buck? Leveraging the
impact of your training department? Being effective with the training you prepare
for, design, deliver and transfer into the workplace? Following the science of
learning into practice? And you know that "content covered is not content
learned?" Then this 2-day, blended, interactive training broadcast / experience
can assist with a transformation of your training department / unit into a center
of learning and performance that can directly impact employee on-the-job
performance. This program runs for 3 hours each day and includes a post-
broadcast webinar on January 31st (10am MT).

Course Objectives:

« Identify the role of the agency leadership, agency supervisor, trainer and
learner in preparation for training and the influence that role has on
performance.

o Explore the research regarding the management of content and its impact
on learning and performance.

» Explore the importance of providing learners the opportunity to practice
new skills and knowledge and the effect that has on performance.

« Discover the connections between performance expectations, evaluation
and transfer of learning and how they affect the learner.
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Overview of Day 1

Welcome and Introduction
Housekeeping
Video Web Streaming
Closed Captioning
CEUs
Broadcast Schedule
Call-in Process

Overview
Content
Materials
Pre- and Post-work
Purpose
Philosophical Underpinnings
Design Follows Research
Program Symbols and Metaphors

Dedication to Officer Jeffrey Alan Wroten
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Overview of Day 1 - continued

Segment 1 — Preparation

Break

Segment 2 — Cognitive Load

Closing and Day 2 Preview

Off-Air Activities
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Overview of Day 2

Welcome and Introduction
Housekeeping
Video Web Streaming
Closed Captioning
Broadcast Schedule
Call-in Process

Questions and Answers

Segment 3 — Practice

Break

Segment 4 — Transfer of Learning

Closing

Off-Air Activities

Resources Available
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Icons used in this guide:

— Used when the off-site audience will be asked to
phone in responses to the activity.

o~

S/
\/ Used when the off-site audience will take notes based
on the presentation or discussion.

Activity Instructions:

Many of the activities in this program will direct participants
to work in small groups. However, all of these activities can be
done by individuals if you are not part of a group. To gain the
maximum benefit from this course we strongly urge you to
complete all the activities, including the off-air activities and
Action Plan at the end of the course.

|
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Segment 1 — Preparation

Objectives:

Given the facts of a critical incident, identify examples of an agency’s role in
preparation for training according to evidence-based principles.

Using an existing lesson plan, design learning experiences that incorporate pre-
work according to evidence-based practices provided in this training.

By failing to prepare, you are
preparing to fail.

Benjamin Franklin

Case Study of a Critical Incident:

You will view a presentation of a critical incident that took place in the state of
Maryland. After the presentation, answer the following question:

w What role did preparation (or the lack thereof) have in the
' circumstances surrounding this incident?
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In this segment, we will explore the importance of PREPARATION in evidence-
based training and specifically the role the agency has in the learning process and
actual performance on the job.

L 4

V Why is preparation an important step in the learning process?

Personal Level

u/ 5 i \"._
'\ Perceptions ) | Communication |
\ . &lnteraction  /
\\_‘_ _'_.,// e g
= oy e =
Assessment of \I

\_ Oneself &Others |

-.._\H‘h_!/
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s Reflect back on the Maryland Case Study. What was or should have
V been the agency’s role in preparation prior to the incident?

Interview with Gary Maynard, Secretary, Maryland Department of Public Safety
and Correctional Services:

O
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Vignette —Part 1 - Supervisor meeting with employee two weeks prior to
training.

Discuss the following two questions in your small groups and report out:
. What other ways might a supervisor prepare an employee for

C ining?
o= training®

,rp How soon should preparation begin for training?

=7
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Vignette —Part 2 - Follow-up meeting between supervisor and employee:

#

4

V What might trainers do to prepare the learner prior to the training?
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Preparation Checklist

] Interview the Training Instructor or Facilitator — if this is you, INTERVIEW
yourself:

0 Define your role, the participant’s, supervisor, and agency’s role
Define “CONTEXT’ and how you recommend setting up the training.
Objective, Agenda, Agreements, Consensus, Parking Lot
How will decisions be made? Recommend the Consensus definition

O O O O

Other questions to ask:

= What is the training objective?

= What has been going well?

= What would you change?

=  What might be some of the most important topics we discuss
at this training?

=  What else would be useful for me to know to make sure the
training doesn’t waste time?

= Who will be attending?

= Who will document the training?

1 Interview the participants
0 When possible, interview the training participants (this can be done
via email, telephone, or in person).
O Ask them the same questions as above.

1 Ask all participants for feedback
0 When the training objective(s) and agenda are completed, send them
in an email to the participants asking for their feedback.
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] Help them be 100% prepared — send an email or letter including:

O The start and end time of the meeting

0 (Ask them to arrive 10 minutes early to enjoy refreshments and that
you will kick off PROMPTLY at the start time).

O The Training Objective(s) — what you expect the training to
accomplish

O The Agenda

O Any items to prepare before the meeting — read a document(s) or
other pre-work.

O What to bring — resources, reports.

O An attendance list —ask them who else might need to be there.

1 Know all the training logistics
O Location of the training
Who will set up the room?
How will the room be set up?
What audiovisuals are required?
Who will bring the AV and set them up?
Refreshments? Lunch? — How many? Who will set it up? At what

O O 0O O O

time?

o

Who will kick off the training? i.e. administrator, project sponsor, etc.

o

Who will let kick-off person know how much time they have for
opening remarks?

0 Who will record the information shared during the training?

0 Who will transcribe the chart pages?

71 Create, memorize, practice your opening

This checklist was adapted from the SuperTeams Pre-Meeting Checklist developed by
SuperTeams, LLC (2004).
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Application:

As part of the pre-work for this broadcast, participants were encouraged to bring
a lesson plan with them to apply information learned on evidence-based learning
and performance methods.

o
C
;g What preparation or pre-work could you build into your lesson plan?

“The five steps in teaching an employee new
skills are preparation, explanation, showing,
observation and supervision.”

Bruce Barton — 1886 — 1967

Author, Advertising Executive, Congressman
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Segment 2 — Cognitive Load
Objectives:
Drawing from personal experience, describe how cognitive load affects learning.

Based on the information in the presentation, differentiate between stair-step
and immersive architectures.

Describe three cognitive load strategies

Using an existing lesson plan assess the cognitive load to determine if it follows
evidence-based practices presented in this training.

Think of a time when you were in a learning situation where the information was
very complex or there was so much content you were overloaded.

(<

[/
(/
| \\hat were the effects on your learning?
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Think about a situation where you were assigned to attend an annual training that
contains the same content as the previous year.

254

/i What were the effects on your learning?

Cognitive Load

The total amount of mental activity
imposed on working memory in any
one instant.
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Components of Cognitive Load

Extraneous + Germane + Intrinsic =
Total Cognitive Load
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Chunking of Information

Examples of Chunking
SS# 123-45-6789
Phone # 212-567-1234

Patterns

Activity: Quickly write down the months of the year — but do it
alphabetically, not chronologically!

7.

8.

9.

11.

1
2
3
4, 10.
5
6

12.
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Activity:

Memorize these figures and relationships:

EET
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Reduce Extraneous Load

Prevent Cognitive Overload!

Everything Known
about X

=4 Eurythln;l\nlt Ty
totndwou
What you really
need to know 4
about X in order
to do your job
well!
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Types of Graphics

Usedto... For Example:
Decorative Add aesthetic appeal or humor Bullet symbols used to denote
bullet points
Representative [llustrate how an object looks Clip art of handcuffs
Organizational/Relational Shows/summarizes relationships | Organizational chart
among content
Pie chart
Transformational [llustrate change over time or Video of search procedure
space
Interpretive Make intangible processes Flow chart diagram that
visible and concrete illustrates intake process

Adapted from Clark R.C., and Lyons, C. (2004) Graphics for Learning. San Francisco, CA: Pfeiffer.

“Graphics help learners build mental models; by adding a relevant visual to text improves
learning by providing two memory traces. The words offer one view of the content and the
visual offers a second complimentary view.”

Ruth Clark, Building Expertise: Cognitive Methods for Training and Performance Improvement, 3" Ed.
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Effective Visuals
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Conversational vs. Formal Language

Rewrite the following paragraph to make it more conversational and personal.
Use the following principles:

e Uselandyou

e Use active voice rather than passive

e Use contractions, such as can’t rather than cannot

e Use fewer words rather than more

e Use shorter words more in common language

e Don’t use buzzwords or technical jargon, use words most people would
understand

e Address learners as participants rather than observers

e If possible, relate to the learners real world experiences

“The classic tension in correctional programs has been between staff members
who advocate safety first versus those who strive to meet the developmental
needs of delinquent youth. For years this has been an either-or scenario. This is a
false dichotomy. The truth is without safety, effective treatment is impossible;
without effective treatment, we cannot safely return a delinquent child to the
community.”
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Construction of Learning Experiences

Stair Step Lesson Plan Construction
e For the novice learner
e Discrete amounts of information

e More structure and support
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Immersive Lesson Plan Construction

e For the expert or experienced
learner

e Uses discovery and
experimentation

e Builds on what is already known
or experienced
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Activity: Look at lesson plan outlines on the next two pages. In your small groups,
decide which one is more appropriate for novice learners (new employees,
employees in basic training, those who are not familiar with the policy and have
not had fire safety training before) and which is more appropriate for experienced
learners (experienced staff, staff who already completed basic training, those who
have received in-service fire safety training for a number of years). Once you have
chosen which is which, justify why each is appropriate and write down your
response.

','r
/i
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Fire Safety Lesson Plan Outline - 1

Anticipatory Set

Show slide and read Objectives for Fire Safety Lesson
Read Fire Safety policy

Input

Lecture on Importance of Fire Safety and Emergency Plans
Show Video: Fire Safety and You

Guided Practice

Demonstrate operation of fire extinguisher
Operate fire extinguisher with feedback and coaching from instructor

Independent Practice

Operate fire extinguisher individually to put out fire

Closure and Evaluation

Take Fire Safety written test
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Fire Safety Lesson Plan Outline - 2

Anticipatory Set

Provide written copy of objectives
Operate fire extinguisher to put out fire, with instructor observation
and assessment

Input

Provide written copy of fire safety policy and procedure
Review actual fire safety incidents from past year

Guided Practice

In small groups, develop fire safety improvement plans to address
hazards or behavior described in incidents

Independent Practice

Present safety improvement plans to entire group, justifying the
effectiveness and efficiency of your plan in accordance with policy and
procedure

Closure and Evaluation

Conduct simulation of effective fire extinguisher use, matching
extinguisher to type of fire
Exchange improvement plans, critique and recommend modifications
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Application:

As part of the pre-work for this broadcast, participants were encouraged to bring

a lesson plan with them to apply information learned on evidence-based learning
and performance methods.

What might you change in the way you present the content or the

V graphics in your lesson plan?

“l have a theory about the human mind. A
brain is a lot like a computer. It will only
take so many facts, and then it will go on
overload and blow up.”

Erma Bombeck
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Off-Air Activity

As part of the pre-work for this broadcast, participants were encouraged to bring
a lesson plan with them to apply information learned on evidence-based learning
and performance methods. Review the lesson plan and think about what you
have learned today about pre-work and preparation prior to the training as well
as the various components of cognitive load.

Write down your thoughts on the following:

1. What preparation or pre-work will you build into your lesson plan on the part
of the:

e Agency
e Supervisor
e Trainer

e Learner
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2. What will you change in the way you present your content in your lesson plan?
Consider the following:

e Stair step and Immersive architectures
e Simplification
e Graphics

e Chunking
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Segment 3 — Practice

Objectives:

After review of a case study, analyze the impact of lack of practice on an
organization according to the research on learning and performance.

Using an existing lesson plan, revise the learner practice strategies according to
the evidence-based guidelines provided in this training.

Vignette: You will view a three part vignette. After each part, questions will be
asked. Use the following questions as your note-taking guide.

Part 1: A probationary performance review session between a supervisor and a
field officer who has been on the job for 6 months.

V What could have been the cause of this employee not meeting
expectations?

V What could have been done to prevent this?
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Part 2: The employee is talking to a colleague the day after the performance
review.

4

V What problems could this employee cause in your organization?

Part 3: The conversation continues between the employee and his colleague.

V What did you see in the video that lead you to believe that practice is
vital to performance on the job?
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The mind needs time to practice and learn.

What is practice? It can take many forms depending on what skill or knowledge is
to be gained by training. To qualify as practice, the learner must make some kind
of response. That response usually produces a visible product- one that can be
evaluated for accuracy. Practice is a specific assignment designed to help learners
bridge a specific performance gap.

On the following page you will find a quiz. Answer each of the questions True or
False in the box that says “Before.”
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Practice Quiz Before After

True or False True or False

1. The more practice, the better the learning.

Notes:

2. Six practice exercises placed at the end of the
lesson will lead to better learning than the same six
exercises distributed throughout the lesson.

Notes:

3. When teaching two topics, it's better to group
practice questions according to topic rather than
mix questions for both topics in the same session.

Notes:

4. “List the five steps to construct a formula in Excel”
is an effective practice exercise.

Notes:

5. Learners benefit from knowing whether their
answers are correct or incorrect after responding to
a practice question.

Notes:

e
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Practice Assignment

apply
now

Enter the formula in the spreadsheet to
calculate third quarter profit.

How Much Practice?

Complexity
of Task
job Aid

Available

4
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Consequence of Error

If Seriousness is High The Need for Practice Increases

Where Does Practice Fit In?
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How Should Practice Be Grouped?

[ Blokig | MixedPracice | |
Content A Content A
Practice A Practice A
Content B Content B
Practice B Fractice Aand B
Content C Content C
Practice C Practice Aand B and C

Practice does not make perfect.
Only perfect practice makes perfect.
-Vince Lombardi
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Learning and Performance
Agency
Trai .q%ag- Su

Learner

Consider the role of the learner in the vignette you watched earlier. In your small
groups (or individually), answer the following three questions.

(©
=

What could you have done to prepare for the training?

a4
=7

What could you have done to manage the cognitive load?

{'r
4

What could you have done about practice?
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Apply Practice to Your Training

e
=

Select the most appropriate guideline as it applies to the scenario listed. Write the
letter of the guideline next to the scenario. A guideline may be used more than once.

1. Joe just attended a self-defense training that included “floor fighting” techniques
that he felt could be utilized should he ever encounter an offender with an edged weapon.

2. Marcy has submitted a proposed lesson plan to her supervisor. After reviewing it,
Marcy’s supervisor reminds her that “it’s important to give learners only what they need to
know, not everything there is to know” and that she should revise the lesson plan to include
more practice opportunities.

3. When Joe returned from his self-defense training he went back to the segregation
unit where he was assigned and shared his experience with co-workers. They formed a
practice group and their supervisor allowed them time to practice the new techniques.

4, In a department meeting, Marcy suggests revising the in-service curriculum. She
suggests using last year’s critical incident reports to develop scenarios in relevant topic
areas.

5. Joe’s Instructor from his self-defense class scheduled a follow up session 2 weeks
after the original class. He went to the segregation unit and observed practice sessions.

6. Amy has just passed her final certification test. She knows she passed, but she
guessed on a couple of the questions she was unsure of and doesn’t know which of her
guesses was correct and which were wrong.

7. Joe recently attended a Use of Force decision making class. The Instructor in Joe’s
class gave the participants several different very realistic scenarios and asked the class to
make decisions based on what happened in the scenario.

8. William is overheard in the break room complaining about the amount of time the
training on the new software system is taking. He makes a comment that there’s an on-
demand help file built into the software and if he forgets how to do something, all he has to
do is open the help file. He wonders why he has to memorize so many of the function keys.
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10.

Joe was involved in a use of force not long after he attended the Use of Force class.
Several decisions that Joe made were not in keeping with the agency use of force policy.
Joe’s supervisor took part of the responsibility on himself because he told Joe that he
should have reinforced the concepts of the training and given him more direct and
appropriate feedback. Joe’s supervisor continued to explain the current situation and gave
Joe feedback on the mistakes that were made and how he could prevent making these
same mistakes in the future.

William has returned to work and is struggling with the new software system. His
supervisor quizzes him on the function keys. William has no problem reciting the correct
answers. His supervisor then asks him to perform a query in the system. William cannot.
He tells his supervisor that in class they had to memorize which keys do what but that they
never had to actually run a query.

Guidelines

Resist the temptation to cover more material at the expense of practice
opportunities.

Create practice exercises that mirror the knowledge and skills of the work
environment.

. Avoid regurgitation exercise in favor of application exercises that incorporate the

context of the job.

Use job realistic scenarios as a springboard for practice questions.

Adjust the amount of practice based on the criticality of the task performance and
the need for automatic responses on the job.

Distribute practice throughout your learning event. When possible take advantage of
spaced learning events to disperse practice opportunities over time.

. Vary the context of practice when the goal is both how to perform a skill as well as

knowing when to apply that skills.

. Practice without feedback fails to improve performance. Offer explanatory feedback

to practice responses.
Focus feedback on the outcome of the practice as well as on the process or
techniques used to reach the outcome. (not just what you did but how you did it)
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Application:

As part of the pre-work for this broadcast, participants were encouraged to bring
a lesson plan with them to apply information learned on evidence-based learning
and performance methods.

L

V What revisions will you make to the practice in your lesson plan, based
on what you have learned?

| hear and | forget.

| see and | remember.
| do and | understand.
-Confucius
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Segment 4 — Transfer of Learning

Objectives:

Given a case study, identify strategies that enhance on the job performance
according to the research on learning and performance.

Using an existing lesson plan, revise the evaluation strategy to reflect
measurement of on the job performance.

Typical levels of transfer of learning to the job
range from 10 — 30%.

As little as 15% of content is still being applied by
learners a year after the learning event.

Broad and Phillips (1997)

What can happen as a result of failing to insure the transfer of learning

What is the Transfer of Learning?

Ensuring that knowledge and skills acquired during a
training session are applied on the job.
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Learner

Trainer

Supervisor

Agency

Before
Training

Has a clear
understanding of
performance
expectations from
the trainer,
supervisor and
agency.

Communicates
tasks, expected
results, and
standards of
performance.

Conducts a pre-
training briefing.
Expresses desired
outcomes.

Stresses the
relevance of
training and
employee
development.

Charting the Transfer of Learning

During
Training

Understands the
new knowledge
and skills that are
being taught.

Monitors
comprehension
and competency
throughout the
learning session.

Encourages
participation and
high standards of
performance.

Agency
representative
visits training.
Encourages the
learning process.

After Training

Has the tools, time,
information and
opportunities to
perform what has
been learned.

Observes practice
and tests for
proficiency. Aids
with transition.

Provides specific,
timely, and relevant
feedback on
performance.
Rewards and
incentives for good
performance.

Encourages the use
of new knowledge
and skills. Measures
and analyzes results.

Adapted from Transfer of Learning by Lucy Harber, PRIME Il/Intrah

http://www.prime2.org/prime2/pdf/transfer learning.swf
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»

V In what ways can we promote the Transfer of Learning?

Transfer of Learning can be promoted through
effective...

O Performance Expectations
O Evaluation methods
O Job aids

O Coaching

I
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Employees are motivated when they believe that
their effort, performance, and rewards are linked

’

V What things should be discussed with the employee that will ensure
performance expectations are met at the training academy?

I
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When establishing performance expectations always
remember to:

[0 Treat learning as a process rather than an event.
O Conduct a pre-training briefing with the learner.

O Remember that content covered is not content
learned.

O Engage in post-training discussion.
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Identify Effective Evaluation Methods

Check the boxes which identify methods that evaluate transfer of
learning.

Weritten exams with a passing score of
80% at the conclusion of training

Follow up activities such as emergency
response drills in the field

Annual performance appraisals

Discussion and feedback with the
supervisor after returning from
training

Allowing the learner to demonstrate a
new skill
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Job Aid

Teaching device intended to be self-explanatory
and self-instructional

Can be textual and/or graphical step-by-step
directions.

Job aids support work and activity by directing,
guiding, and enlightening performance.

*

\ /4
V List some examples of job aids.
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Job Aid Examples

[ Communicate the reason for Coaching ERectiveness Profile
this traininﬁ. A brief stand-up
meeting, phone call, or email L Iwsladess

reminds them how it will help

them do their job better. Lendership Competency Wiseel

O Help them plan to avoid
distractions and interruptions
during training.

Sltuatlonal Communlcation®
Communication Syl Bohavbor Doscriptors

Explering
S
F~r
g

QO Plan for practicing what
they've learned.

.
.

U Reduce interruptions and
distractions during training.

After:

0 Discuss what they learned
and how they will use it.

[ Develop an action plan with
goals for practice to focus on
using what they've learned.

R T

O Encourage and remind them FETRANIEADHEE
to use what they've leamed. e e O

Be specific.
© 2001 Cames and Assocate, Inc. All Rights Reserved
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Job Aid Examples

- GREENVILLE COUNTY DETENTION CENTER

FTO Modules Checklist
Training Topic Proficiency Test  |[FTO Signature for |FTO Coordinator
Completion Date  |Completion Approval

General

Assuming Post

Basis for Grievances

Handling of Radios

Head Counts

Housing Location - Computer

Inmate Hygiene
Key Control
Indigent Inmates

Radio Communications

Release of Information

Rights of Inmates

Standard Grievances

Telephone Communications
Building I

Canteen

Count

Cell Assignment-Meal Form
Delivery of Meals

Inmate Orientation / Pods
Inmate Worker Assignments

Inmate Recreation

Initial Inspection
Inmate Daily Activity Sheets
Inmate Orientations

Laundry

Mail Delivery and Collection

Razor Issue

Razor Return

Release Inspection

Return Trays

Release and Sign-out

Visitation
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Coaching Before Training

A supervisor’s impact may actually be greatest
before training. If an employee goes to training
already knowing the supervisor is interested in the
outcome, the employee will approach the training
with a more attentive attitude.

Coaching During Training

Supervisors should recognize efforts to transfer
learning and address any challenges employees
are facing during the on-the-job application. This
will give the employee a sense of accomplishment
and progress.
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Coaching After Training

Supervisors have a profound impact after training
by encouraging or discouraging its use. In many
cases the impact is unintentional. A supervisor
may fail to get involved simply because he is busy,
not because he is indifferent. The result is the
same — the employee concludes that training is
not important.
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Discuss the following questions in your small groups:

,

(/

! What conversations should take place between the supervisor and
employee before the training?

o

C

;ﬂ What actions should take place between the supervisor and employee
during training?

”,
/- What questions should the supervisor ask the employee after training?

e
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Supervisors should facilitate post-training
discussion and provide practical suggestions that
the learner can use to maximize the results of
training.

Vignette: Another meeting between the employee and his supervisor.

I
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Application:

As part of the pre-work for this broadcast, participants were encouraged to bring
a lesson plan with them to apply information learned on evidence-based learning
and performance methods.

L

V List ideas on how you plan to incorporate Transfer of Learning
principles into your existing lesson plan.

“To change behavior and get the results you want,
you need structure, support, and accountability.”
Ken Blanchard
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Off-Air Activity

As part of the pre-work for this broadcast, participants were encouraged to bring
a lesson plan with them to apply information learned on evidence-based learning
and performance methods. Review the lesson plan and think about what you
have learned today about practice and transfer of learning.

Write down your thoughts on the following:

1. What revisions will you make to the practice in your lesson plan, based on what
you have learned? Consider how much practice to include in order for your
participants to achieve the desired level of proficiency. Also consider where the
practice should be placed and how it should be grouped.
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2. What will you revise or add to your lesson plan to increase on the job
performance and transfer of learning? Consider job expectations, evaluation
methods, job aids and coaching.

e
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Action Plan

Review the notes you made to the off-air activities after Day 1 and Day 2 of the
satellite/internet broadcast. Make a plan for revising your lesson plan using the
following guide:

Lesson Plan Title:

Date revisions will be completed:

Assistance | may need from others:

Resources available to me:

Obstacles | may face:

Plan for overcoming obstacles:

e
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Steps to completion:

Action Step Date

10
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