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CORE PERFORMANCE STANDARDS

Overview

The Office of Juvenile Justice and Delinquency Prevention (OJJDP) supports efforts across the nation to
protect children from victimization, deter at-risk juveniles from engaging in delinquent acts, and intervene in
the lives of juvenile offenders to promote their rehabilitation and to prevent recidivism. Achieving these goals
requires concerted, collaborative, and creative efforts on the part of diverse professionals in law enforcement,
the courts, corrections, probation, parole, education, social services, and other youth-serving endeavors. To
assist policymakers and practitioners in implementing comprehensive communitywide initiatives that
strengthen the local juvenile justice system, OJIJDP has developed a network of providers dedicated to
delivering targeted training and technical assistance (TTA).

OJJDP created the National Training and Technical Assistance Center (NTTAC) in 1995 to facilitate
systematic coordination of OJJDP TTA resources. Specifically, NTTAC was established to increase
responsiveness to consumer needs, promote the use of best practices in the provision of training and TA
programs, collaborate among members of the OJJDP training and TA provider network, and employ
performance standards for effective practice in the assessment, planning, delivery, and evaluation of TTA.

The Core Performance Standards were developed to promote the consistency and quality of OJJDP-sponsored
TTA activities among providers, and to advance common expectations of performance excellence. The Core
Performance Standards present minimum expectations to be met for effective practice in the planning,
coordination, delivery, and evaluation of training. The standards in this document combine two previous
0JJDP documents: Core Performance Standards for Training, Technical Assistance, and Evaluation, which
outlined minimum performance for providers; and Training, Technical Assistance, and Evaluation Protocols:
A Primer for OJJDP Training and Technical Assistance Providers, which gave guidance on meeting the
standards. By assessing current practices against the Core Performance Standards and taking steps to move
toward their full implementation, we can work together to advance excellence in the delivery of training and
TA, and thus achieve the goals that we all desire on behalf of America’s youth.
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CORE PERFORMANCE STANDARDS
Training

Training is a process in which participants receive information and develop skills, knowledge, and attitudes
that can be applied to better performance in the workplace. A successful training curriculum prepares learners
to become more effective, competent, and efficient in their jobs, and as a result, help accomplish the
organization’s mission.

The full cycle of training development includes assessing organizational and learner needs, designing a cost-
effective approach to address the needs, and creating a strategy for implementing the approach. It also
involves selecting a method for evaluating the training’s success in meeting its objectives (what was learned,
how performance has changed) and addressing the needs of the organization (what has improved as a result of
the learning). Training methods may include supervised on-the-job instruction, classroom training, facilitated
online training, self-paced online training, or a blend of these platforms. The Core Performance Standards for
training address the following areas:

1.0 - PRELIMINARY ASSESSMENT

2.0 - PLANNING

3.0 - DESIGN AND DEVELOPMENT

4.0 - IMPLEMENTATION

5.0 - ONLINE TRAINING

These Core Performance Standards are designed to assist training providers in managing a process that results in
a valuable learning experience. The steps presented here are to guide the development of a training program;

however, these steps apply to the development of any learning initiative designed to expand awareness, increase
understanding, or improve performance.
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1.0 - PRELIMINARY ASSESSMENT

The standards for preliminary assessment apply to receiving and documenting requests from grantees and
contractors. Documentation describes the needs of the requesting agency and allows the provider to better
understand the nature of the request.

Although this section provides sample forms, every training and technical assistance program is different.
Grantees and contractors should develop their own internal systems and forms to document training requests
received and to record the processing of such requests. It is important that you spend sufficient time in the
preliminary assessment to clarify and validate the agency’s need for the requested training and determine if it
has the resources to support training.

If the grantee/contractor is providing training using a curriculum developed within an OJJDP project grant, it
is important to verify that this curriculum is appropriate for the target audience and will meet the training need
identified by the requesting agency. You should also review the request to determine whether other sources of
assistance are available to meet this need. Finally, you must also determine whether the training request fits
within the project scope; if the agency has the appropriate resources; and if qualified trainers, instructional
designers, and subject matter experts are available.

If the grantee/contractor will provide the training requested, you will need to work with the requesting agency
to finalize the scope of the request.

This Section includes:

= 1.0 Preliminary Assessment
- 1.1 Documentation of Requests
- 1.2 Needs Assessment

= Supplemental Information
- Sample Training Request Log
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1.0 - PRELIMINARY ASSESSMENT

1.1 - Documentation of Requests

Purpose: These standards apply to documenting requests for training to capture relevant information about
the requesting agency and whether the need for training should be explored further.

1.1.1 Document all requests for training with sufficient information to move forward with
the request.

Checklist

Documentation must include:

Date training request was received.

How the request was received (i.e., phone, e-mail, online form, etc.).
Name of training provider/staff member who received the request.
Name and type of agency making request and its contact information.
Requesting agency contact person and locator information.
Presenting need for training.

Anticipated target audience.

Training location and date requested.

Whether the request fits within the scope of the grant/agreement.

0 O N A R A
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1.0 - PRELIMINARY ASSESSMENT

1.2 - Needs Assessment

Purpose: A needs assessment enables providers to look carefully at the issues faced by the target population
for whom the training is being requested. The results of the needs assessment help to determine if training is
the most appropriate response to the expressed need. Sometimes other solutions such as changes in policy or
organizational structure may be more appropriate or necessary before training can be effective. These
standards ensure that training needs are assessed consistently.

1.2.1 Conduct a thorough needs assessment to determine if training is appropriate.

Checklist
A needs assessment must answer the following questions:

Will training be effective in solving the problem or fulfilling the need?
Will the expected benefits outweigh the anticipated expenditure of time and resources?

Avre there considerations that may affect the transfer of learning to the work place, such as
organizational dynamics?

What are the barriers, if any, to successful training?
Have there been previous TA requests, and if so, what kind?
Can the need for training be validated through any previous reports or TA?

oooOo 00040

Tip: Once the need for training has been established, a second stage of assessment can be conducted.
This second stage involves examining learning and performance needs, and will be covered in the Design
and Development section.

1.2.2 Determine if the proposed training site is appropriate.

Checklist

Determine if the training site meets the necessary logistical requirements:

Adequate space to comfortably seat participants and to conduct all training activities.
Good lighting and sufficient privacy to be free from distractions.

Appropriate multimedia equipment in good working order.

Adequate restroom facilities.

Accommodations for people with disabilities.

Office/production support (e.g., phone, fax, and copier).

Nearby accommodations for breaks, lunch, etc., so that commuting time is minimal.

OO0oOoo0Oo0aoaad
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1.0 - PRELIMINARY ASSESSMENT

Supplemental Information

SAMPLE TRAINING REQUEST LOG

Date of Request:

Staff Receiving:

Requesting
Agency:

Agency Contact
Information:

Target Audience:

Date of Training:

Location of
Training:

Number to be
Trained:

Additional
Information:
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2.0 - PLANNING

The standards for planning cover development of a training plan, and identification of the training team and
the training delivery method. All are critical to successful training.

When creating a plan, remember to keep it simple. Too often, a plan becomes the end rather than the means.
Also, when developing a training plan, remember that although it is important, it is not cast in stone. A plan is
meant to be a general guide. Plans can and should change if the need arises. The plan you develop for your
providers will depend to a great extent on the nature of the training delivered.

A training plan specifies what, how, and when training will be delivered; who will deliver it; and other
logistical issues that could impact training. It also includes a description of the capabilities of the training
team — the trainer, subject matter experts in addition to the trainer, and the instructional designer. Finally,
the plan identifies the training platform that will be used, such as classroom-based or online.

This Section includes:

= 2.0 Planning
- 2.1 Training Plan
- 2.2 Training Team
- 2.3 Training Delivery Method
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2.0 - PLANNING

2.1 - Training Plan

Purpose: If training is to be developed, create a plan for developing, delivering, and evaluating training.
Plan standards ensure that everyone who is involved with training has the same expectations. A good plan
also provides guidelines for producing high quality materials and meeting critical deadlines.

2.1.1 Consult with the requesting agency to develop a comprehensive training plan.
Checklist

A comprehensive training plan should specify:

Results of the training assessment.

Contextual issues that may affect the process (i.e., environmental, geographic, and other cultural
dynamics that may impact training effectiveness).

Suggested training design based on the needs assessment results.

Possible modifications that may be made to an existing training course based on the specific needs of
the target audience, as appropriate.

Who will deliver the training (this will depend on trainer-to-participant ratio).
Where the training will be held.

Contact person responsible for assisting with activities such as gathering current local data, site-
specific statistics, current institutional practices, and demographics of the clients served.

Cost of training.
Logistical requirements.

o0 OO0 OO 0Oa404
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2.0 - PLANNING

2.2 - Training Team

Purpose: If training does not exist for the content that needs to be delivered, it will have to be developed.

In addition to the trainer, development of new training may also require the input of subject matter experts
(SMEs) and instructional designers. These professionals must be experienced and capable of producing and
delivering materials that meet OJJDP standards. Verifying the skills and experience of the training team helps
ensure development of quality material and effective, competent delivery of the content.

2.2.1 Verify that all members of the training team are qualified and experienced.
Checklist
Verify that each member of the team has:

[J A degree and resume that reflects competency in their professional area.

[0 Recognized experience in the area of training focus (trainer and SME).

L1 Experience providing direct services in the area of training focus (trainer).

[0 Samples of work (instructional designer).

2.2.2 Verify that the trainer has excellent presentation skills.
Checklist
Verify that the trainer has excellent presentation skills by:
[J Observing the trainer delivering training (live or recorded).
[0 Assessing feedback from participants in previous training.
[ Obtaining references from agencies the trainer has worked with in the past.

Checklist
Verify that the trainer can supplement content and enhance learning by answering these questions:
I Is the trainer familiar with the principles of adult learning?
Can the trainer use case studies, role plays, and demonstrations based on past experience?

([

L1 Does the trainer know how to present information and activities so that learning can be transferred to
the work setting?

([

Does the trainer have a supply of real-life examples to illustrate learning points?
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2.0 - PLANNING

2.3 - Training Delivery Method

Purpose: Early in the planning process, you must determine or confirm which delivery method is most
appropriate for training—classroom-based, facilitated online, self-study online, or some other method.
These standards will help you determine the most appropriate delivery method given such factors as the
budget, content to be delivered, and number of participants to be trained.

2.3.1 Consult with the requesting agency and determine the appropriate delivery method for
the training.

Checklist

Consider content when selecting the most appropriate delivery method (e.g., classroom-based
or online):

I s it important that learners be able to develop interpersonal skills?
I Is hands-on practice required?
0 Are discussions and information sharing a critical part of learning?

Consider resources when selecting the most appropriate delivery method:
How much time is available to develop training?

Is an appropriate space available?

What is the trainer-to-learner ratio?

How frequently will the training be delivered?

How often will the training need to be updated?

What is the budget?

What technology and technological resources are available?

0 I 1 O O W R R

Consider participants when selecting the most appropriate delivery method:
0 How many learners will be trained?
LI Is it important for learners to be able to network?
[ Are learners able to meet in one location relatively easily?
0 How much experience do learners have with online technology?
1 How self-motivated are learners?
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3.0 - DESIGN AND DEVELOPMENT

The standards for design and development of training apply when there is no existing training available, and
you must create new training. Design and development begins after the results of the needs assessment are
reviewed and a plan has been created. It progresses from writing objectives, through the design of the content
and structure of the course, and through production. Depending on the content and structure of the training
you are creating, the design and development process can require considerable time, skills, and resources.
These standards cover a process for developing comprehensive training courses and may not apply to all
your training.

Effective training is developed using strategies that meet the needs of various learning styles. It also
incorporates the principles of adult learning. Adult learners need to know the benefits of learning something
and how they will use it. They need to connect the new learning with past experience and build on it.

They need opportunities to practice using the new information/skills in a safe environment under the
guidance of a competent, credible instructor/facilitator. Supplemental material at the end of this section
addresses these issues.

If the grantee/contractor is providing training using curricula developed within an OJJDP project grant, it is
important to review the training for adherence to OJJDP standards.

This Section includes:

= 3.0 Design and Development
- 3.1 Course Qutcomes
- 3.2 Modules and Lesson Plans
- 3.3 Training Components
= Supplemental Information:
- Lesson Plan Content
- Sample Lesson Plan
- Adult Learning Principles
- Learning Styles
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3.0 - DESIGN AND DEVELOPMENT

3.1 - Course Outcomes

Purpose: Training cannot be developed without specifically identifying learner needs and stating goals and
objectives. A learner needs assessment must be conducted if the requesting agency has not already done so.
Goals and objectives based on the learner needs assessment describe the outcome, not how it will be
accomplished. Clear outcomes help the training team stay focused on the purpose of the training. The
standards for course outcomes describe how to identify goals and create effective, measurable objectives.

3.1.1 Conduct alearner needs assessment if necessary.

Checklist

When conducting a learner needs assessment, answer the following questions about learner performance:
What is the learning gap — the difference between current performance and desired performance?

Are there specific factors, such as advances in technology or new legislation, which have created
this gap?

What new skills and knowledge are necessary to close this gap?

What is the general background of learners in terms of professional experience, knowledge of subject
matter, etc.?

o oo 0Oa0

What are the barriers to achieving desired performance?

Tip: Learner needs assessments can be conducted as focus groups, individual interviews, surveys of field
staff, or by a number of other means. However, never rely on only one means of assessment. Collect data
from at least three sources for confirmation.

3.1.2 Establish organizational outcomes for every training.
Checklist
Consider the following factors when developing organizational outcomes:
L1 How the organization will benefit from improved learner performance.
O How the service population will benefit from improved learner performance.

3.1.3 Establish learner outcomes (objectives) for every training.
Checklist
Consider the following factors when developing learner objectives:

I How training will improve learner skills.

0 How training will increase learner knowledge or develop new attitudes.

[J The amount of training time available (less time = more modest objectives).
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3.1.4 Write specific, measurable learner outcomes (objectives) for every training.
Checklist

Consider the following factors when writing learner objectives:

[J Are the objectives specific, measurable, attainable, and relevant, and can they be accomplished in a
reasonable amount of time?

[J Do objectives clearly state what learners will know or be able to do at the end of training?
[0 Are standards of performance specified, if necessary?

Tip: To help ensure that the objectives are measurable, it is a good idea to keep in mind the following

guestion: “How will I know that the participants have actually learned what | want them to learn?” Objectives
will also guide the course developer in selecting appropriate instructional techniques.
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3.0 - DESIGN AND DEVELOPMENT

3.2 - Modules and Lesson Plans

Purpose: Structuring content so that it is well timed and flows logically is one of the most critical steps in
designing and developing effective training. These standards ensure consistency in the content and design of
OJJDP training materials.

3.2.1 Training is designed in a modular format.
Checklist
Incorporate the following elements when structuring training:
1 All content is divided into modules.
[J Modules are logically sequenced as self-contained topics or units of instruction.
[0 Each module covers a specific subject, concept, or task.
[J Each discrete module is conceptually connected to preceding and following modules.

3.2.2 Each learning module contains one or more lesson plans.
Checklist
Incorporate the following elements when creating lesson plans:

I Introduction, including the purposes, a clear statement of the connection to previous lessons,
background information, and a summary of content covered in the lesson.

Time needed to present the lesson.
Obijectives for the lesson.

Lists of all materials and supplies needed for the lesson, such as training aids, equipment, slide shows,
handouts.

Notes on trainer or participant preparation required before the lesson.
Presentation guide or outline offering a clear and logical description of what the trainer says and does.
Explicit trainer directions for all activities.

Oooo0on0 OO0

Method of evaluation.
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3.2.3 Learning strategies are appropriate for the content being delivered.
Checklist

Design strategies used in each lesson plan based on:

Learner expertise and experience.

Real-life, job-relevant problems or situations.

Opportunities for group participation and interaction.

Opportunities for learners to demonstrate mastery of new knowledge and practice new skills
and behaviors.

Adult learning principles.
Incorporation of various learning styles.

Cultural factors such as race and ethnicity, language, geographic location, lifestyle, age, level of
education, occupation, socioeconomic status, religious affiliation, and physical disability.

OO0 0O00O0O

Tip: Always keep diversity in mind when designing activities, handouts, case studies, and other materials to
ensure cultural appropriateness. An effective training program acknowledges and incorporates the culture of
its target audience; this requires drawing on the values, traditions, and customs of the targeted learning
community. To achieve this, you may want to obtain input from people representative of your audience when
developing training. Also, make sure that trainers are culturally competent and reflective of the target learning
community when necessary.

Checklist
Design strategies used in each lesson plan based on:
L1 Learner expertise and experience.
[0 Real-life, job-relevant problems or situations.
[J Opportunities for group participation and interaction.
[J Opportunities for learners to demonstrate new knowledge and skills.

Tip: When planning instructional strategies, keep in mind the questions that learners bring to a training
situation: What do | need to know? Why do | need to know it? How do | use it? What if my situation differs
from the training examples?

CORE PERFORMANCE STANDARDS FOR TRAINING, TECHNICAL ASSISTANCE, AND EVALUATION PAGE 19




3.0 - DESIGN AND DEVELOPMENT

3.3 - Training Components

Purpose: Training curricula should include an instructor guide and a participant workbook. These
components guide the training and learner as the training is being delivered. They also provide documentation
of the training and can be used for future reference. Standards for producing these materials ensure that the
components have a consistent look and feel and reflect ODJJP design conventions.

3.3.1 All training courses include an instructor guide and a participant workbook that contain
relevant, up-to-date content.

Checklist
Ensure that the instructor guide contains:
[0 Lesson plans.
[J Copies of learner handouts, slides, and other print material that will be used in training.

[0 General information such as target audience, recommended class size, training facility requirements,
seating diagrams, and other materials or references.

Tip: If the curriculum will be delivered by several different instructors, it must be sufficiently detailed to ensure
that each instructor is able to follow the plans and deliver the training, maintaining a consistent standard of
quality and content from one program to another.

Checklist

Ensure that the participant workbook contains:

Outlines for all modules.

Learning objectives.

Instructions for activities.

Copies of slides, if used.

Other materials that will be required during training.

OoO0oO0oo0a
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3.0 - DESIGN AND DEVELOPMENT

Supplemental Information

LESSON PLAN CONTENT

Several components are important in the development of any curriculum or training package.

These components include lesson plans, handouts, training aids, reference lists, and supplementary materials.
The foundation of any training package is a lesson plan, which is the basis for the instructor guide. The lesson
plan provides information, topic content, directions on presentation style, and methods of presentation.

The lesson plan allows for consistency in the distribution of information from one presentation to another.
The following elements should be included in and/or be complementary to a lesson plan:

Module Summary — A presentation of all the elements necessary to accomplish the stated learning and
performance objectives, such as title of lesson, description of target audience, amount of time needed to
present the lesson, setup of training room, listed learning and performance objectives, listed evaluation

procedures, listed methods of presentation of the material, and a list of training supplies and equipment
(either supplied and/or needed).

Introduction — Background and summary of the information and concepts that are covered in the
particular lesson.

Objectives — A statement or list of statements clearly defining what participants will learn or will accomplish
upon completion of the lesson.

Presentation Guide — A guided, clear, and logical presentation of concepts and information pertinent to the
lesson. This includes directions to the trainer/facilitator about the use of exercises, role plays, handouts, and
discussion items to facilitate the transfer of knowledge.

Summary — A concise presentation and review of the information that is covered in the lesson. This can be
presented by the trainer/facilitator with input from participants.

Evaluation — Written or verbal account by participants of information learned. This helps the trainer/
facilitator determine whether or not the learning and performance objectives of the lesson were met.

Handouts — Any materials that participants receive to assist in processing information, providing more
information, or reinforcing verbal information. Handouts should be clear and easy to read. If these handouts
include copyrighted articles, it is important to request permission from the author or publisher to reproduce
them before distribution. Handouts can also include printouts of slides used for presentation.

Slides/Transparencies — Audiovisual aids used to provide information in a concise visual manner.
References — A list of books, periodicals, and articles used to gather information for inclusion in the
particular module. This reference section can also be included at the end of the curriculum, identifying

all the sources of information.

Training Evaluation Instrument — A written form for capturing information on the training process.
This can be presented in a multiple-choice format or by asking open-ended questions to solicit information.
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SAMPLE LESSON PLAN

Lesson Plan Cover Sheet

Course Title:

Lesson Title:

Instructor(s):

Prepared by:

Date:

Length:

Target Population:

Number of Participants:

Supplies and Equipment:

Performance Objectives: (Describes learner | Evaluation Method: (Describes how achievement of
performance and not trainer activities) objectives will be measured)

At the end of this lesson participants
will be able to:

1. Objective for lesson
2. Objective for lesson
3. Objective for lesson

4. Objective for lesson
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SAMPLE LESSON PLAN (continued)

Lesson
Narrative Script Trainer Notes
(What the trainer says) (What the trainer does)
Introduction Includes:
Establishes readiness for learning in a lesson plan, a = Descriptions of activities

module, or a seminar. Includes:

= Statement regarding how this module (lesson)
fits in the whole training plan

= Rationale for the learning task(s)

= Explicit sharing of participant performance
objectives and evaluation procedures

Instructions for showing visuals

Materials needed

Directions for flip charting

References to manual

= Qverview of training activities (what trainer will
do and what participants will do)

Content Includes:
Delivery includes: = Brief description of training strategy
= Critical concepts, information, skills, processes, (e.g. stru(;:tured activity, simulation,
values/attitudes to be learned case study)
= Essential content information = Techniques to check for understanding

= Techniques to provide feedback to

= Examples, illustrations, questions to ask "
learners on their progress

= Opportunities for learners to apply or practice . f s
new learning Instructions for group activities
= Descriptions of how active learner

= Transition statements linking key points or . L
involvement can be maintained

different activities

Independent Practice (if appropriate) Includes:
Practice sessions include: = Activity instructions
= Description of purpose = How learning will be monitored
= Preparation for activity = How feedback will be given
= Extended practice opportunities = Timing
= Follow-up activities to ensure transfer of learning = Materials needed

Debrief of activity

Close/Evaluation Includes:
Includes: = How evaluation will be done
= Recap of critical points of learning with = Strategy to be used

clarification as necessary

= Distribution of evaluation form or other
assessment of training
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ADULT LEARNING PRINCIPLES

Adults learn differently than children. There are certain accepted principles of adult learning that you should
consider when developing any training.

= Self-Concept. As people mature, they move from dependency to self-directness.
- Trainers must actively involve participants in the learning process and facilitate learning.
- They should solicit learner perspectives and allow them to use their own judgment.
- Trainers need to act as facilitators, guiding participants to their own observations and discoveries
rather than providing them with facts.

= Experience. Adults draw on their experiences to aid their learning.
- Instructors need to connect these experiences to training.
- They should solicit learner experience and knowledge that is relevant to the topic.
- They must relate theories and concepts to the participants and recognize the value of experience in
learning.

= Readiness. Adults are ready to learn those things they need to know in order to cope effectively with
life situations.
- They want to know the ultimate goal.
- They appreciate training that is organized and has clearly defined elements.
- Instructors must show learners how this class will help them attain their goals. This classification of
goals and course objectives must be done early in the course.

= Orientation. As people learn new knowledge, they want to apply it immediately in
problem solving.
- They must see a reason for learning something.
- Content must be immediately applicable to their work or other responsibilities to be of value.
- The instructor should relate theories and concepts to the job and work environment.

= Motivation. As people mature, they receive their motivation to learn from internal factors. Adults are
practical, focusing on the aspects of a lesson most useful to them in their work.
- They may not be interested in knowledge for its own sake.
- Instructors must tell learners explicitly how the lesson will be useful to them on the job.

(Adapted from Knowles, M., Elwood, H., Swanson, R., and Holton, E. 1998. The Adult Learner: The Definitive Classic in Adult Education and Human
Resource Development)
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LEARNING STYLES

There are many ways to categorize how we learn. One of the most popular is the VAK model, which refers to
Visual, Auditory, and Kinesthetic (movement) ways of receiving and interpreting information.

Learners use all three modalities to receive and learn new information and experiences, but usually only one
or two of these receiving styles is dominant. The dominant style may not always be the same for some tasks.
The learner may prefer one style of learning for one task, and a combination of others for a different task.

Learning styles are obviously important when developing training. We need to present information using all three
styles to allow all learners the opportunity to become involved, no matter what their preferred style may be.

Auditory learners receive information more efficiently by listening. They often do better talking to a
colleague or a tape recorder and hearing what was said. To integrate this style into the learning environment:

= Tell learners what is going to be covered, and end by summarizing what was covered.

= Include auditory activities, such as brainstorming. Leave plenty of time to debrief activities.
This allows learners to make connections between what they learned and how it applies to
their situation.

= Encourage learners to verbalize the questions.

= Develop an internal dialogue between yourself and the learners.

Visual learners receive information by reading text or analyzing charts and graphs. To integrate this style into
the learning environment:

= Use photographs, video, graphs, charts, illustrations, or other visual aids.

= Include outlines, concept maps, agendas, handouts, etc. for reading and taking notes.
= Invite questions to help them stay alert in auditory environments.

= Post flip charts to show what will come and what has been presented.

= Emphasize key points to cue when to takes notes.

= Eliminate potential distractions.

= Allow learners to envision the topic or have them act out the subject matter.

Kinesthetic learners do best while touching and moving. These learners lose concentration if there is little or
no external stimulation or movement. For example, when listening to lectures, they may want to take notes for
the sake of moving their hands.

To integrate this style into the learning environment:

= Give frequent stretch breaks (brain breaks).

= Use activities that get the learners up and moving.

= Provide toys such as squeeze balls and Play-Dough to give them something to do with their hands.

= To highlight a point, provide gum, candy, scents, etc. which provides a cross link of scent (aroma) to
the topic at hand (scent can be a powerful cue).

= Have them transfer information from the text to another medium such as a keyboard or a tablet.

(Adapted from CiteHR, http://www.citehr.com/12743-vak-assess-your-learning-style.html)
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4.0 -IMPLEMENTATION

The purpose of implementation is to put into practice the training plan that was designed and developed
earlier. Implementation usually involves pilot testing the training and making revisions before the actual
training is launched to the target audience. In the pilot, learners take part in all the activities and produce
tangible results that can used to evaluate progress toward objectives. The curriculum itself is also evaluated
during a pilot.

The pilot test serves as a “dress rehearsal” for a new training curriculum. It helps detect anticipated problems
or weaknesses in the curriculum that can be fixed prior to widescale delivery. The pilot test audience should
include individuals who are similar to the intended course audience. Some course designers send the
curriculum to experts in the field for review and incorporate feedback into the curriculum prior to the pilot
test. Although a field review can increase both development time and cost, it often increases the effectiveness
of the pilot test. Pilots may not always be necessary or cost effective, particularly for small workshops and
short presentations. However, at a minimum, the training team should thoroughly review the instructor
guides, participant workbooks, activities, handouts, and audio visual materials before delivery. If it is feasible,
observe the pilot training and the launch to see if the training proceeds as designed, and if it appears to be
effective. If the previous phases of assessment, design, and development were done well, then implementation
should go quite smoothly.

This Section includes:

= 4.0 Implementation

- 4.1 Pilot Training and Delivery

- 4.2 Training Evaluation

- 4.3 Followup Reports and Continued Improvement
= Supplemental Information

- Training Observation Checklist
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4.0 -IMPLEMENTATION

4.1 - Pilot Training and Delivery

Purpose: You may have the opportunity to observe the pilot training or the delivery and make recommendations.
If the training will be repeated, feedback should be incorporated into subsequent training. The standards
described below apply to observation of any training.

4.1.1 Observe training and evaluate for seamless logistics.

Checklist
When observing training, ensure that:

O All equipment is set up and working.

L1 All supplies and materials have arrived and are distributed to learners as needed.

[J Evaluation instruments have been prepared and are distributed at the appropriate time.
[ Other forms such as sign-in sheets and certificates of completion are ready for learners.

4.1.2 Observe that the trainer demonstrates excellent presentation and facilitation skills.

Checklist
When observing training, ensure that the trainer:

Presents the training material clearly, accurately, and as designed.
Uses the training materials (e.g., handouts, supplies) and audiovisual equipment effectively.

Creates a learning environment where the participants are treated with respect and are free to
try new behaviors, ask questions, and make mistakes.

Gives feedback skillfully so that it is heard and understood by the participants.
Provides positive reinforcement and motivational incentives.

Involves participants in all aspects of the training activities.

Handles any disruptions effectively.

OO0O0o0 OO0

4.1.3 Observe that the trainer demonstrates flexibility and responsiveness.

Checklist
While observing training, ensure that the trainer:

Follows the lesson plan but also demonstrates flexibility and responsiveness to learning needs.
Monitors learning by asking questions or observing learner behavior.
Recognizes and demonstrates appreciation of cultural differences.

Spends additional time, if necessary, to clarify important points, provide examples,
or correct misinformation.

Ooo0n0oao
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4.0 -IMPLEMENTATION

4.2 - Training Evaluation

Purpose: An evaluation plan, which was designed or selected in the early stages of training, is completed
after the pilot and delivery of training are completed. These standards are designed to guide you in
determining how and when to conduct an evaluation, and what to look for when analyzing the results.

See Core Performance - Evaluations for training evaluation standards and additional information.
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4.0 -IMPLEMENTATION

4.3 - Followup Reports and Continued Improvement

Purpose: A training review and followup report are sent to the designated OJJDP program manager for
review and approval. The standards described below specify the information that should be included in
these reports.

4.3.1 Immediately following delivery, trainers will prepare a training review and
followup report.

Checklist

A training review and followup report include the following information:

Course and trainer name.

Course date and location.

Overview of training need and training approach that was used to meet the need.
Number of participants who completed the training.

Organizational affiliation(s) of participants.

Summary of the training participant evaluations.

Description of any problems or other events that impacted training.

Description of any training activities that worked particularly well or were problematic.
Methods for improvement.

OO0O0O00O0O00O0ao

Feedback regarding the amount of time allotted to cover all of the material.
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4.0 -IMPLEMENTATION

Supplemental Information

TRAINING OBSERVATION CHECKLIST

[0 Does the curriculum include warm-up activities or “ice breakers” needed to put people at ease?

I Are learners encouraged to interact?
[0 Listen carefully to each other?
L1 Respect different points of view?
L1 Respect guidelines?

[0 Does the training engage learners? Does training encourage:
Listening?

Viewing visuals?

Asking questions?

Reading and writing?

Using supplies or equipment (if applicable)?
Discussing critical issues?

Identifying and solving problems?

Planning actions?

Critical thinking?

Oooooooooaa

[0 Do the lectures in the program encourage participation?

Are they combined with a participatory exercise?

Are they brief?

Are they well organized?

Are audio-visual aids incorporated in the lecture?

Does the trainer rely too heavily on his or her notes?

Was there enough time for questions and comments from others?

Does the trainer offer challenging questions about the content being delivered?

Oo0Oo0O0O0oOoad

[ Are the activities effective?

Are the purposes of the activities clearly specified?

Are the tasks that learners are expected to complete clearly described?

Are learners given enough information to complete the expected tasks?

Is the information accompanying the activity clearly presented and easily understood?
Is the information presented relevant to the task?

Are learners given enough time to perform the expected tasks?

Are learners given enough time to share what they have learned from the tasks
with each other?

Avre the learners given a clear summary of the main points they were expected to
learn in the activity?
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TRAINING OBSERVATION CHECKLIST (continued)

[0 How effectively do the case studies and role-playing activities in the program
encourage participation?
Does the situation lead to an in-depth analysis of the problem?
Does the situation encourage people to consider a range of possible strategies for dealing
with the problem?
Are people provided enough information to participate in the activity in a meaningful way?

Are people provided with an opportunity to discuss the social, cultural, and historical
contexts of the situations?

oo 0oO0

[J How effectively does the organization of the program encourage participation?

Are discussion groups small enough to ensure participation (no more than four to

six people)?

Is the ratio of discussion groups to instructors small enough? (A single instructor cannot
effectively supervise more than three or four groups.)

Is there enough room to enable each group’s members to talk among themselves
without disruption?

Does each group have its own moderator and note-taker?

Does the responsibility for leading and recording the discussion rotate among those
willing to do the job?

Are the groups supplied with guidelines about how to lead and report their discussions?

Do the activities make allowances for anyone in the group who may have problems reading
and writing?

oo OO 0O O 0O

[0 Does training promote understanding?
[J Do the trainers repeat out loud anything they write on a board or flip chart?
L1 Are evaluations conducted to assure that participants comprehend the training material?

[J Are learners encouraged to challenge the record if they consider it inaccurate?
[0 Are approaches using integrated instructional technologies effective in eliciting participation?

[0 Does the learning environment encourage active participation?

How are the chairs, tables, and other learning stations arranged in the classroom?
How does this arrangement encourage or inhibit participation and interaction?
Can the arrangement be changed easily to allow different kinds of interaction?

Is the climate of the classroom sufficiently comfortable to allow learning?

Does the social environment or atmosphere in the learning environment encourage
people to participate?

ooooag
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5.0 - ONLINE TRAINING

The standards for online training primarily apply to synchronous training, such as webinars and virtual
classrooms, which are facilitated and conducted in real time; and to synchronous components of blended and
asynchronous training. Blended training mixes face-to-face instruction with various online technologies.
Asynchronous training occurs when instructor and learners interact at different times and places, and may be
facilitated or self-paced. Blended and asynchronous training, along with synchronous training, are further
defined and compared within the supplemental information provided. Section 5.1 applies to all forms of
online training.

Most of OJJDP’s synchronous training is conducted via webinars, which have many advantages for OJJDDP
and the field, including cost effectiveness; capacity to accommodate practitioners’ busy schedules; suitability
for training large groups in real time; and features that further extend the training’s reach by publishing the
training online for future viewing at any time. Challenges include retaining learners’ attention and engaging
participants in the live event. Thus the standards for online training include a separate section on webinars,
with particular attention to these needs.

Decisions about which form of online training to offer, however, should be made after carefully
considering the benefits and drawbacks of all training delivery options—including face-to-face options—
for accomplishing a training’s specific learning objectives.

The standards for online training should be interpreted to encompass the standards and related checklist items
in sections 1 through 4 that apply to all training.

This Section includes:

= 5.0 Online Training
- 5.1 Technology Selection
- 5.2 Synchronous Training
- 5.3 Webinars
= Supplemental Information:
- Online Training Overview
- Webinar Tools
- Preparing a Webinar Flyer
- Timeline for Developing Webinars

CORE PERFORMANCE STANDARDS FOR TRAINING, TECHNICAL ASSISTANCE, AND EVALUATION PAGE 32



5.0 - ONLINE TRAINING

5.1 - Technology Selection

Purpose: This section provides standards for selecting the online training technology that best meets
identified learner needs, while also keeping costs reasonable. Whether because of mandates to control costs or
a need to reach the largest appropriate audience possible, many organizations have cut back on face-to-face
training events. At the same time, the number and quality of online training options have increased, and many
options are proving cost effective and efficient. Cost effective, however, does not necessarily mean
inexpensive; and generally, the lower the cost, the lower the level of interactivity. Like any effective training,
online training must engage participants in the learning process, be grounded in adult learning principles, and
accommodate various learning styles, all without the benefit of face-to-face interactions. Special technology-
supported features and training techniques must be used to retain participants’ attention and ensure that
learning occurs.

In addition, all OJJDP NTTAC online training must comply with Section 508 of the Rehabilitation Act (29
U.S.C. 794d), as amended. See standard 5.1.3, below.

Tip: Consider these 5 points when investigating online training programs:

1. Does the program leverage adult learning techniques? Adults are better able to retain information
when given concrete examples, feedback on how they are doing, and content that is important to
their work.

2. Isthetraining engaging and interactive? If not, participants may ignore the content and do other
tasks as the training program runs in the background. An interactive course will better retain
participants’ attention and allow knowledge transfer to occur.

3. Does the program include interactive exercises or polling questions throughout the training?
Capturing participant responses can help identify who paid attention. Exercises let participants
practice what they have learned and receive feedback on how they are doing.

4. Does the online training also offer facilitator led follow-up options? Depending on the skill set
targeted, the online program may need to be supplemented with a short facilitator led follow-up. This
is particularly important when the content is complex or practice role plays are needed.

5. Does the program let participants re-enter the training to “refresh” their skills? Often,
employees must complete training within specified timeframes, but certain skills that can be learned
at any point may not be used for several months. It is always a good idea to afford participants the
opportunity to re-enter the online training program to refresh their skills

(Adapted from American Society for Training and Development, 2011)

5.1.1 Select the online technology that best addresses the training’s specific learning
objectives, consistent with available resources.

See Core Performance Standard 2.3, Training Delivery Method: checklists for considering content,
resources, and participants when determining the most appropriate online training delivery method.

CORE PERFORMANCE STANDARDS FOR TRAINING, TECHNICAL ASSISTANCE, AND EVALUATION PAGE 33



5.1.2 Incorporate the highest affordable level of interactivity into any online delivery
method selected.

5.1.3 Ensure that the online training complies with Section 508 of the Rehabilitation Act,
as amended.

Checklist
Online training that will be uploaded to the OJJDP NTTAC website must have:
[0 Video closed captioning.
[J An audio transcript.
[0 Text descriptions for all graphics and non-text elements in written materials.
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5.0 - ONLINE TRAINING

5.2 - Synchronous Training

Purpose: This section provides standards that apply to synchronous online training, including synchronous
components of blended and asynchronous training (e.g., a live virtual classroom). Additional standards
specific to webinars are provided in section 5.3.

5.2.1 Train and schedule a sufficient number of technical support staff before presenting a
synchronous online training event.

Checklist

Technical support personnel who interact with instructors and learners must:

Understand the training’s purpose, objectives, and audience.

Know how to quickly resolve routine technical issues for instructors and participants.
Have excellent cultural competency and customer service skills.

Have the writing skills needed to communicate professionally with learners
(e.g., in writing responses to chat questions).

Participate fully in all pilot tests of the training.
Be prepared to support processing of participant evaluations.
Participate in the event debriefing process.

OO0 DO0O00O

5.2.2 Ensure that trainers are comfortable with the online technology selected.
Checklist:

This component of planning and delivery must include the following:

Assess the trainers’ experience with the selected technology.

Provide all trainers with written instructions and tips.

Conduct at least one practice session.

Make sure adequate technical support for trainers is provided during the event.
Debrief with trainers after the event on their experiences with the technology.

OoOooOooa
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5.0 - ONLINE TRAINING

5.3 - Webhinars

Purpose: Webinars, a form of synchronous training, offer considerable benefits. Most of OJJDP’s
synchronous training is conducted via webinar, where learners can interact with the facilitator and with one
another online. Webinars have the capacity to provide content, tools, and technical assistance to large
audiences; can be archived for future viewing at any time; and offer a level of interactivity. However,
maintaining learner attention can be difficult even with the interactivity provided with a webinar. Most
learners will be in environments where there are distractions. Furthermore, there is no way to monitor them or
gauge reactions to the training.

The standards in this section will help retain learner attention and encourage interaction, so that an optimal
amount of learning can occur through the webinars. Webinar evaluations show that participants are
particularly challenged to pay attention when webinars include more than two presenters, and when time for
questions and answers is cut short and the questions they submit are not acknowledged. Participants also
appreciate receiving presenter slides in advance, so they can better focus on what the presenter is saying,
rather than take notes on material that has already been summarized in writing.

5.3.1 Plan to include no more than two presenters.
Checklist
Consider alternatives to adding presenters and increasing the webinar’s length:
I Is the topic complex enough to benefit from delivery through a series of webinars?

Can some of the content be delivered through other means (e.g., follow-up postings or emails
providing referrals/links to resources not included in webinar materials)?

O
[0 Does another grantee offer related training to which learners could be referred?
O

Does a needs assessment show learner willingness to attend a longer webinar or multiple webinars
to hear from more than two experts at one event?

5.3.2 Allow 20 minutes for questions and answers, either interspersed during the webinar or
at the end.

Checklist
The following must be done to use question and answer features effectively:
0 Always use polling questions.

[0 Always assure participants that written answers will be posted for all questions that time did not
permit addressing during the webinar.
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Tip: Poll the group several times during the webinar to gain a better understanding of the audience, keep
participants engaged, and give them opportunities to compare their experiences or thoughts. Example: After
presenting a point, ask “How many of you are already doing this?” Be sure to report the poll results; for
example, “I see about half of you raised your hands.”

5.3.3 Provide participants with presenter slides before the webinar begins.
Checklist

Participants should receive this information in advance:

Titles of presentations and summaries of subtopics to be covered.

Statement regarding intended audience(s).

Explanation of the level of training to be delivered (e.g., basic, intermediate, advanced).

Brief bios highlighting presenters’ areas of expertise and experience, with a focus on background
information directly related to the topic of their presentation.

Copy of presenters’ PowerPoint slides.

O Oo0Oo0a0

CORE PERFORMANCE STANDARDS FOR TRAINING, TECHNICAL ASSISTANCE, AND EVALUATION PAGE 37



5.0 - ONLINE TRAINING

Supplemental Information

ONLINE TRAINING OVERVIEW

Face-to-face instructor-led trainings can be expensive to develop and deliver. It is important to determine
per-learner cost to deliver the training to determine if it will be worthwhile to conduct the training. Delivery
costs include instructional materials per learner and trainer (notebooks, handouts, etc.), equipment costs
(laptop, monitor, computer, tear sheets, markers, etc.), training room fees, offsite expenses (travel, hotel, and
meal costs for trainers and onsite staff; shipping of materials), and salaries/consultant fees (trainers, editors to
prepare training material, support staff). By totaling these costs and dividing by the number of learners, you
can obtain the cost of training per learner. Your organization will have to determine the optimal cost per
learner that will make the best use of resources. In some cases, particularly if there are budgetary constraints,
training online may be more cost effective per learner than face-to-face training.

Synchronous Training

Synchronous training is conducted in real time, with a facilitator or trainer. The facilitator and learners are in
different locations, but they interact as if they were in the same room. Synchronous training is sometimes
referred to as a virtual classroom. Synchronous online training may include multimedia components such as
group chats, webinars, video conferencing, and phone call-ins.

Asynchronous Training

Asynchronous training occurs when the instructor and learners interact in different places and at different
times. Learners enrolled in asynchronous courses are able to complete their work at any time. They do not
need to schedule their time around the predetermined plan of the instructor.

Asynchronous training can be either facilitated or self-paced. In facilitated asynchronous training, the
instructor usually posts assignments online. Learners submit assignments to the instructor online and often
have the opportunity to communicate with each other through threaded discussions (also known as online
bulletin boards). Asynchronous training can use text, graphics, video, audio, etc. With self-paced
asynchronous training, learners complete the training without interacting with instructors or other learners.
Tests are often included with self-paced training. Results may or may not be submitted electronically.
Self-paced training requires a great deal of learner self-motivation, since an instructor is not present.
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ONLINE TRAINING OVERVIEW (continued)

Depending on how it is designed, asynchronous training can incorporate different levels of interactivity, as
shown on the table below. Most trainings are typically at the first two levels because when interactivity
increases, so does cost.

Interactivity Level Definition

= Content is usually relatively straightforward

= Content is provided in a linear format

= Used to introduce an idea or concept
Level 1 -

Low interactivity = Learner has little or no control over the sequence of the content,
tests, or other learning events

Interactivity is minimal with simple graphics, clip art, and simple
forward/backward navigation

= Involves presentation and recall of more information than Level 1
= Learner has some control over content

= Often used for more complex knowledge, basic operations,

or relatively simple procedures
Level 1 -

Moderate interactivity = Emulations or simulations may be presented with graphics and

simple animation
= Audio narration is often used

= Navigation includes menus, forward/backward movement,
limited branching, indices and glossaries

= Involves interaction with more complex information
= Learner has increased level of control

= Often used to model procedures, system or equipment operation,
or display fairly complex images

= Programming often includes two to three levels of branching

Level 3 — Intermediate
interaction/simulation

= Includes emulations and simulations, which may use video, graphics,
and complex audio

= Content is detailed and comprehensive scenarios are complex

= Learner has a great degree of control over content
Level 4 — Advanced .

: ) g 4 Learner interacts with demonstrated tasks and procedures
interaction/simulation

= Navigation includes multiple menus and branching
= Graphics, animation, and video are more extensive
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ONLINE TRAINING OVERVIEW (continued)

Blended Training

Blended training (often referred to as blended learning), is a term used for training that integrates multiple
media with the appropriate instructional strategies. In other words, blended training mixes face-to-face
instructor-led training with online technology (e.g., live virtual classroom, self-paced instruction, streaming
video, audio, and text) to deliver content. Blended training can also include collaborative tools such as wikis
and forums to facilitate the transfer of learning.

Determining the Best Delivery Platform

What is the most appropriate platform for delivering training? While there are many factors, content, cost,
interactivity, and flexibility are among the key decision-drivers. The table below lists the three top drivers for
each type of delivery method.

Delivery Method Driver 1 Driver 2 Driver 3

Instructor-led, Most appropriate Value of learner-trainer Value of learner-learner
method for content to

face-to-face . interaction interaction
be deli