COMM 333 ‑ Training Lab
Lab #9 – November 1, 2011
 "Building the Modules"


1. Continue working on section 4 of your final Training Program Plan, the individual units.

· Complete your outline of the training units which will comprise your program and meet with me to get feedback (if you haven’t already done this).
 

· Be sure you know what information and what skills must come first, second, etc. so you are confident your program develops in a logical and effective manner.  If you discover that the team does not have all the “knowledge” needed for each module, determine how/who will get it THIS WEEK.

· Meet with Professor McGaan to discuss this outline and get his advice between now and November 7.  If you haven’t done this already, before departing today, set up a time your whole team can meet with Dr. McGaan (by 11/7).  
2.  Continue writing the actual training units (or sessions, modules) that will make up your training program.  Advice from last lab is below.
· Be sure you have an introductory session with icebreakers, an introduction to program objectives, etc. and a concluding session that deals with evaluation, use of training skills back at work, etc.

· Take a look at the sample module on the Web and use it as a model.  For each module you will need to write a three-part plan (content description, objectives, and methods) like the sample on the web site.  

· Most teams still need to develop additional knowledge about the topic.  It is very late in the process to be doing and so you are seriously behind the curve if the bulk of information in the program is still to be determined.  You cannot wait until next week to solve this problem. 

· Remember each module/unit needs several specific objectives and one or more methods for each module/unit.  In general, training programs should not have trainees being passive for more than about 20 minutes at a time, maximum.  Design methods that keep trainees ACTIVE.  (This will require some creativity and won’t happen if, the weekend before the due date, you are still trying to learn content related to your topic.)

3.  If you have not already done so, select the unit/module you will present for your demonstration to the company (in lab).  Arrange a date for your presentation.
· Between now and your training demonstration, you will likely need to meet at least once a week (or more) outside of lab time in order to get the work done. Don’t forget that you will likely need to spend a week of lab and outside meetings preparing your in-class training demonstration.

· Be sure your presentation includes information giving methods (more than one) and elements of active participation by the trainees.  Fun won’t hurt either.  And perhaps some evaluation.  REMEMBER:
1. keep training specific and behavioral 
2. tell trainees the objectives 
3. motivate trainees to use training 
4. make trainees active 
5. provide feedback for correction and motivation evaluate!

