COMM 333 ‑ Training Lab
Lab #7 ‑ October 19, 2016
 "Effective Learning in Training Programs"


1.  Your first task in Lab today is to continue revising sections 1 and 2 of your pitch paper as needed (see pitch critique for guidance).  These two sections will remain the same in the final training program plan you submit to Chet following your training demonstration in late November.  

· Determine what needs to be fixed

· Determine what additional information and evidence you will need to make improvements

· Determine who will get/create that information or evidence and who will write the revisions

· Set a deadline for completion and re-submission (if required) but by Tuesday, October 25.

2.  Begin outlining the actual training units (or sessions, modules) that will make up your training program. 
1. Look over your general training objectives and draft an outline of what information and what skills come first, second, third etc.  Do not assume your program outline for the pitch paper is the best order of units/modules.  Think carefully about what is the best order for the trainees.
2. Create a tentative list of modules (or units) in the order you will conduct them.  Be sure you have an introductory session with icebreakers, program objectives, etc. and a concluding session that deals with evaluation, use of training skills back at work or “in the real world,” etc.

3. For each module you will need to write a three-part plan (content description, objectives, methods) like the sample module on the web site.  You should begin now to develop additional content, several specific objectives and one or (usually) more methods for each module.  Between now and your training demonstration in November, you will likely need to meet at least once a week outside of lab time in order to get the work done.  Start now seeking methods and materials to use in your program and divide up responsibilities to create first drafts of the various modules.

By this Thursday afternoon, submit at least one complete module, including all three sections:  content, objectives, and methods, to Professor McGaan

ADVANCE \d4Remember these key ideas about training methods

· Keep training specific and behavioral

· ADVANCE \d4Tell trainees the objectives

· ADVANCE \d4Include ways to motivate trainees to use training on the job

· ADVANCE \d4Make trainees active

· ADVANCE \d4Provide feedback for correction and motivation

· ADVANCE \d4Evaluate during modules and after training


COMMUNICATION TRAINING – (Final) PRODUCT REPORT
The contents of the product report will be as follows: 

 

I. Introduction - 
   An overview of the organizational communication subject matter your group has focused on and a brief overview of the training package you will produce.  [Be sure it is clear who will be our CLIENTS and who will be trained to do what].

II. Market Potential - 
   A. Indicate the type(s) of organization(s) or individuals who maybe potential clients. (Clients are those organizations or individuals who pay MC Consulting to conduct training.  "Clients" does not refer to trainees who are typically employees of the client.  Are there enough clients to make developing this product worthwhile?) 
  B.  Provide evidence/support showing that training in this area of communication is likely to improve organizational/ individual effectiveness and thus theclients bottom line.  We must be able to show we can improve their revenues or cut their expenses.  (The only way organizations can afford to pay MC Consulting to provide training is if the training has a “bottom line” value added payoff that merits the costs our clients absorb in paying MCC for the training program).
 C. Present a “selling strategy” for this product indicating how you think the company President can sell this program to potential clients.   Here you will be identifying key features of the training program that should appeal to clients (USPs) and how we will communicate that to potential clients.  (Your client needs assessment information may be helpful here.  Also, including a sample "sales brochure" with "ad" copy may be helpful.).
 

III.   Trainees and Objectives - 

A. Indicate specifically who your target training audience will be (trainees) and what these trainees are like. 

B. List the general behavioral objectives of your training package

IV.  Program Outline - Present each training module/unit.  The modules should be presented in order, one at a time.  Each module will have three distinct, labeled sections:

 

a)  a brief description of the module's content,

 

b)  SPECIFIC objectives for that module, and

 

c) an explanation of the training techniques/methods.  Be sure to include how you will give trainees feedback  

 
 [NOTE:  The point of this section is to make clear how the training methods you use achieve module objectives. 

 

IV. Training Evaluation - Present a description of those methods you will use to assess the effectiveness of the training program and obtain feedback from the client.  Evaluation procedures for the module demonstrated should be detailed and included in the demonstration.

 

V.  Bibliography - Cite all resource materials used in the development of the project.

 

Appendixes - Include the 1 page outline of the module presented to The Company at the demonstration (copies should be distributed to all employees) and descriptions or samples of training materials to be used (e.g. handouts, AV material, feedback forms, etc.) 


Other Advice 
NOTE: the first sections of the final product report will be very similar to the first sections of the written materials used in the initial product presentation ( “pitch” ).  

Submit TWO copies of the final, written product report - one hardcopy and one electronic copy (in a single Word file with “Works Cited”).
