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OVC TTAC Checklist for Training Design
Training design refers to the creation of the training curriculum, including writing outcomes and learning objectives and selecting instructional strategies. Appropriate materials are created for both participants and instructors. Each aspect of planning and design is described below.

1. 	Develop and Document the Training Outcome(s)

There are two types of training outcomes that should be written for a training curriculum: (1) participant (or target audience) outcomes (or learning objectives) and (2) organizational outcomes. In general, a training outcome is a statement of the goals of the training that will guide the development of the training materials and selection of content, and will be used to communicate the purpose of the training to potential participants. There can be more than one participant and organization outcome for a single training event. 

Outcomes developed should be based on the needs assessment findings. 

_____	Participant outcomes, or goals, describe what learners should be able to do, or what they will know as a result of the training. Examples include: “As a result of training, consultants will understand and be able to effectively apply the instructional design process;” and “Consultants will be able to effectively design and develop new training and modify existing training so that it incorporates adult learning needs.” 

Elements of participant outcomes include:

	What will be learned in observable terms.

What the learner will be able to do (or what skill will be gained) and/or what the learner will know (or the knowledge that will be gained).

_____	Organizational outcomes, or goals, describe how the organization will benefit from the training. The organizational outcomes are in alignment with the vision, mission and goals of the organization(s) who receive training. 	

Examples include: “As a result of training, the organization will increase its capacity for project managers to develop effective training for service providers.” 

Elements of organizational outcomes include:

	Who will be trained.

How the training will help the organization.

2. 	Determine Appropriate Modules for the Training Curriculum

Modules are logical, self-contained chunks of information within the curriculum. They are used to group like or similar content by function/topic (e.g., police work related to domestic violence) or by process (e.g., enrolling victims in the witness protection program).
3. 	Divide Modules into Lessons if Needed, and Sequence Lessons and Modules as Appropriate

Lessons are logically sequenced such that the first lesson is a prerequisite to other lessons in the sequence. There are several methods for organizing content as shown below.

	Job performance order—The learning sequence is the same as the sequence necessary to perform a task or job.
	Simple to complex—Objectives may be sequenced in terms of increasing complexity.
	Critical sequence—Objectives are ordered in terms of their relative importance.
	Known to unknown—Familiar topics are considered before unfamiliar ones.
	Dependent relationship—Mastery of one objective requires prior mastery of another.
	Supportive relationship—Transfer of learning takes place from one objective to another, usually because common elements are included in each objective.
	Cause to effect—Objectives are sequenced from cause to effect.
	Chronological sequence—Topics are arranged in a logical time sequence. This type of organization can be used with either skills or knowledge. Always teach the steps of a procedure in the order in which they are performed on the job.
	Abstract to concrete—If the material deals primarily with knowledge, it can be organized beginning with the most general or abstract topics and progressing to the more concrete.


4. 	Identify Potential Combination of Training Methods for Each Learning Objective

There are several training methods that can be used. Methods selected should be appropriate for adult learners and can combine a variety of methods within a single lesson. Seven methods are explained below.

	Lecture/Presentation with Overhead—An instructor/facilitator presents information using overheads or slides. This method is a formal presentation used to achieve an instructional objective where 
	Demonstration—The instructor actually performs an operation or does a job, showing the participant what to do and how to do it. Explanations are used to point out why, where, and when the operation or job is done. 
	Role Play—Participants enact a real-life incident. The activity gives the participants a chance to practice and examine new behaviors that they may use on the job or that they will face in the future.
	Large Group Discussion—The group explores a topic or issue led by the instructor/facilitator by analyzing, evaluating, or reviewing subject matter. This method relies on interaction and involvement of all participants for its success. 
	Small Group Discussion—Participants break into smaller groups to discuss an issue. They self-organize, for example, around a case study or critical question, to discuss the issue. Often this is followed by a presentation to the larger group.
	Case Study—Participants engage in an in-depth group discussion of real-life situations. This activity generally requires reading, study, analysis, discussion, and free exchange of ideas.
	Simulation/Drill—Participants engage in exercises with devices, equipment, or situations designed to replicate or imitate real life. These exercises assume the appearance, characteristics or capabilities of the real device, equipment, or simulation.
	Games—A form of simulation, but generally with a more competitive element.


5. 	Develop Trainer’s Manual

Develop a comprehensive Trainer’s Manual bundled in a binder or similar packaging.

Each Trainer’s Manual should specify the expected participant outcomes, expected organizational outcomes, and a table of contents for the guide (which uses the modules as a way of organizing content). Modules should be broken out into lessons with appropriate plans. Each lesson plan should contain:

	Culturally appropriate graphics, colors, and vernacular.

Culture refers to ethnic (e.g., African American, Hispanic) sensitivity and professional (e.g., police, therapists, victims) sensitivity. All graphics and colors should complement and enhance the Trainer’s Manual. 
	Lesson summaries, specifying:

Title for lesson.
Time needed to conduct lesson.
Learning objectives which specify the skill the participant will learn after participating in the training.
An outline of material covered, activities to be conducted, and methods used to teach. 
List of supplies (such as tear sheets, markers, pens, paper) aids (such as books, instruments) and equipment (such as computers, overhead projectors).
	Lessons, specifying:

Content to be taught, which should be blended with the methods where appropriate.
Training Methods used to teach (e.g., role play, small group discussion).
Materials such as overheads, activity worksheets and handouts needed to conduct the training.
Assessment tools for participants to assess their own knowledge and/or skill increase. 

6. 	Develop Participant’s Manual

Develop a comprehensive Participant’s Manual bundled in a binder or similar packaging.

Each Participant’s Manual contains all the materials they will need during training, and that will be useful to them when they return to their job, specifically:

	Culturally appropriate graphics, colors, and vernacular.
Culture refers to ethnic (e.g., African American, Hispanic) sensitivity and professional (e.g., police, therapists, victims) sensitivity. All graphics and colors should complement and enhance the Participant’s Manual. 
	Table of contents that lists what is included in the manual.

Expected participant outcomes as a result of the training.
Expected organizational outcomes as a result of the training.

For each lesson within the module:

Learning objectives, which specify the skill the participant will learn after participating in the training.
	Content or the text for the training. This text should align with the learning objectives of each lesson and should include background reading materials, examples, case studies, and references.
	Activity worksheets. These provide practice exercises on material that is being taught. The purpose is to provide an opportunity to apply what was learned. After completing the exercises, participants and the instructor should discuss the activity.
	Handouts summarize the main tenants of what participants are learning.
	Job aids provide guidance and help to participants upon their return to the job. They act as quick reference guides.
	Assessment tools for participants to assess their own skills development and knowledge. 	

7. 	Conduct Formative Evaluation

Sometimes called “pre-training evaluation,” formative evaluation is a way of assessing the curriculum’s content and materials prior to delivery of the training to the audience for which it is intended. This can be conducted iteratively during the development of modules and lessons. Based on the findings from the formative evaluation, the training curriculum, including outcomes, modules, and lesson plans for either the Trainer’s Manual or the Participant’s Manual, is modified.

Examples of activities conducted during formative evaluation include: 

	Review of participant and organizational outcomes against the needs assessment data.

Review of the learning objectives for each lesson summary.
Check for alignment among the needs assessment data, participant and organizational outcomes, learning objectives, content, methods, materials, and assessments.
Check for cultural appropriateness of content, methods, materials and assessments given the target audience, outcomes and learning objectives.

_____	Determine if a subject matter expert (SME) peer review should be conducted and implement if necessary. A peer review conducted by a SME focuses on the technical accuracy of the training (e.g., laws pertaining to victims’ rights). Use this type of review to receive feedback on the content of the training (e.g., methods for helping first responders) including alignment of desired participant outcomes, desired organizational outcomes, content, cultural slant, and other information with needs assessment data. An SME peer review can be conducted after the creation of each module and at the end of the training curriculum design and development. 


_____	Determine if an instructional design (ID) peer review should be conducted and implement if necessary. A peer review occurs when an instructional designer reviewed the training and makes suggestions. These kinds of suggestions are often about different kinds of exercises that may be created to make an instructional point. A review conducted by an instructional designer usually will not address the content or technical adequacy of the training, but instead will focus on the match between the learning objectives and the content, the appropriateness of the methods and materials used for instruction, assessment activities selected, and the sequencing of modules and lessons. Use this type of review to receive feedback on how exercises might be designed to encourage interaction among participants. An ID peer review can be conducted after the creation of each module and at the end of the training curriculum design and development.

_____	Conduct a Pilot Test with a subgroup of participants. A pilot test is a dry-run of the training event. The participants are similar to the actual participants of the training when it is finalized, but these participants will be asked to provide detailed feedback about how the training was received. Results of the pilot test will be used to make final changes to the training plan (e.g., revising exercises or reordering lessons.



