COMM 333 ‑ Training Lab
Lab #10 ‑ April 8, 2015
 "Evaluating Training and Its Effectiveness"


1.  This week’s lab focuses on evaluation of training.  Based on the material discussed today you should develop an evaluation plan and submit a preliminary draft by Thursday of this week.

· Your evaluation plan should include both planning for “Immediate” (internal) evaluations within modules and “Long-term” (external) evaluation.
· Your plan should include at least one idea for gaining evaluation other than trainee opinion.

Your evaluation plan in its final form will become Section V. of your final paper.  You should have sample forms for evaluations included in the appendices of your final paper as well as a description (in paragraph form) for Section 5 of how you will go about evaluating the program and its modules and how you will use that evaluation information.
2.  As time permits, continue writing the actual training units (or sessions, modules) that will make up your training program,if that is not yet done.  Below are reminders from last week(s lab.

· 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, methods) like the sample on the web site.  

· All the teams appear to need to develop additional knowledge about your 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 undetermined.  You cannot wait until next week to solve this problem. Arrange meeting with professor McGaan to be sure you KNOW you have the content material you need.  

· Remember each unit needs several specific objectives and one or more methods for each module.  In general, training programs should not have trainees being passive for more than about 20 minutes at a time maximum.  Design/include methods that keep trainees ACTIVE.  (The materials on reserve for this class are there to help and inspire you to include creative and engaging activities.)

3. Next week’s lab hours will be solely devoted to work time.  You can use the time however you wish, although I assume you will probably want to focus on your in-class training demonstration.

Between now and your training demonstration, you will likely need to meet more than once a week outside of lab time in order to get the work done.  Start now preparing methods and materials to use in your in-class demonstration.  
Let me know in advance what kinds of media you will use in your demonstrations (PowerPoint, overheads, other computer projections, flip chart, videotape, etc.) so I can be sure stuff is prepared and working.
