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Module Text

LESSON PLAN No. 1 -- Page A
"Outline" Type of Lesson Plan
TASK: TEACHES VILLAGERS ABOUT CONCEPTION AND CONTRACEPTION

Method :

Instructor :

Guided Practice

Your Name

Independent Practice

No. of Trainees :

Audio-Visual Aids and iaterials :

20

Two poster-size diagrams of
the female reproductive
system, one labeled, one
not labeled.

Category of Trainees :
Auxiliary Nurse Midwives
Training Time :
Class: 45 minutes
Field: None
Follow-up: None

Cyclostyled diagrams of the
female reproductive system

BEHAVIORAL OBJECTIVE:
When given a blank diagram of the female reproductive system,
Auxiliary Nurse Midwife will be able to label each part correctly
and give a brief description of the function of each part. She
will do this for the following parts: Uterus, Ovaries, Fallopian
Tubes, Endometrium, Cervix, Vagina.
PRE-EVALUATION:
Give the trainee blank cyclostyled diagrams of the female reproductive system and ask them to label the parts and write brief
description of the function of each part.
LEARNING ACTIVITIES:
1.
Principle
Used
(write in box)

Introduction :
Hold up plastic model and ask class what it is. "Yes, it is
the uterus and other organs of the female reproductive system
and that is what we are going to study about now. Since you
work in family planning this is very important for you to know,
because you have to know how the female system works and how
a baby is conceived in order to prevent conception. Also you
need to be able to tell the village mothers about it so that
they will understand that it is a natural regular system and
that it can be controlled. They don't have to depend on fate-they can prevent conception themselves. Village women really
are interested to learn about how a baby is conceived. By attracting their interest in this way, you can convince them to
adopt family planning."
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LESSON PLAN No. 1 -- Page B
2. Explanation of Female Anatomy and Ph siolo
Principle
Used
a) Show poster diagram of female anatomy.
b)

3.

c)

Call on trainees who got parts of this correct to come
to the front of the class and point out and name one part
they got correct and, if possible, state the function of
that part.
Try to call on a different trainee to explain each part.

d)

If no trainee can do this, the instructor does the activity.

Guided Practice :
a)

Hand out cyclostyled diagrams of female anatomy.

b)

Trainees copy the names of the parts on to these diagrams
and write a brief description of the function of each
part.
Trainees spend five minutes studying t:he diagram and
functions.

c)

4. Independent Practice One:

S.

6.

a)

Trainees put away their labeled diagrams.

b)

Give out blank diagrams and trainees label them and write
the functions for each part from memory.

c)

d)

Show the
trainees
tions of
Trainees

e)

Brief discussion/answer trainees' questions.

correctly labeled poster diagram and call on
who did well to read their descriptions of funcparts.
correct their own papers.

Independent Practice Two / Criterion Check :
a)

Repeat the same procedure under number 4., having the
trainees who did well last time help the slower ones.

b)

Check to see how well the trainees are doing.

Independent Practice Three :
a) If any trainees are still missing ite!rs on Practice Two,
repeat the practice one more time after having given special attention to those trainees who are having trouble.

POST-EVALUATION:
Give the trainees blank cyclostyled diagrams of female reproductive system and ask them to label the parts and give a brief description of the function of each part.
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LESSON PLAN No. I -- Page A
Example of "Outline" Type of Lesson Plan
BEHAVIORAL OBJECTIVE:
When given a blank diagram of the female reproductive system,
Auxiliary Nurse Midwife will be able to label each part correctly
and give a brief description of the function of each part. She
will do this for the following parts: Uterus, Ovaries, Fallopian
Tubes, Endometrium, Cervix, Vagina.
PRE-EVALUAT ION:
Give the trainee blank cyclostyled diagrams of the female reproductive system and ask them to label the parts and write brief
description of the function of each part.
LEARNING ACTIVITIES:
1.

Introduction :

Answers Hold up plastic model and ask class what it is. "Yes, it is
the uterus and other organs of the female reproductive system
and that is what we are going to study about now. Since you
Pp
work in family planning this is very important for you to know,
because you have to know how the female system works and how
a baby is conceived in order to prevent conception. Also you
need to be able to tell the village mothers about it so that
they will understand that it is a natural regular system and
that it can be controlled. They don't have to depend on fate-they can prevent conception themselves. Village women really
are interested to learn about how a baby is conceived. By attracting their interest in this way, you can convince them to
adopt family planning."
2.

Explanation of Female Anatomy and Physiology :

CS

a)

Show poster diagram of female anatomy.

ID

b)

CS

c)

Call on trainees
the front of the
they got correct
that part.
Try to call on a

CS

d)

If no trainee can do this, the instructor does the

who got parts of this correct to come to
class and point out and name one
part
and, if possible, state the function of
different trainee to explain each part.
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activity.

OTHER TITLES NOW AVAILABLE IN THE
MODULAR PROFESSIONAL DEVELOPMENT PROGRAM

Modules in revised form :
Fundamental Human Communication
January 1975
( T, C)

D. Lawrence Kincaid with Wilbur Schramm

Planning Communication for Family Planning
January 1975
(T, M, W)
People and Population

James R. Echols

John Middleton with Yvonne Hsu Lin

January 1975

( T, M, W)

Organizational Communication and Coordination in Family Planning Programs
George Beal and John Middleton
January 1975
(T, M, W)
Strangers and Changers: Consultancy Roles in Birth Control
January 1976
( T, M, D)

Ellwood B. Carter

Modules in prototype form:
Using Existing M edia
San Luis

Mary-Jane Snyder and Margaret White with Merry Lee

The Role of Communication in Beyond Family Planning
O.D. Finnegan
Clinic Education

Robert P. Worrall and

Sanford Danziger

Communication and Education for Rural Development
Worrall with Syed A. Rahim
Pretesting Communication Products

David Kline, Robert P.

Iqbal Qureshi and D. Lawrence Kincaid

Using Information for Problem Solving: A Module for Administrators, Information
Resource Persons and Researchers
Sumiye Konoshima, David Radel,
Generoso Gil, and Elizabeth Buck

KEY:

C (Case Study)
D (Databook)

T (Text)
W (Workbook)

11

M (Manager's Guide)
E (Exercise book)
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LESSON PLAN No. 1 -- Page B
Answers
3.

a) Hand out cyclostyled diagrams of female anatomy.
b) Trainees copy the names of the parts on to these diagrams
and write a brief description of the function of each part.
c) Trainees spend five minutes studying the diagram and functions.

GS
GS

4.

Independent Practice One :

KR
ID

c)

KR

d)

Trainees put away their labeled diagrams.
Give out blank diagrams and trainees label them and write
the functions for each part from memory.
Show the correctly labeled poster diagram and call on
trainees who did well to read their descriptions of functions of parts.
Trainees correct their own papers.

KR

e)

Brief discussion/answer trainees' questions.

a)
b)

AP

5.

T

Guided Practice :

AP

ID
KR
Criterion
Check

j

a) Repeat the same procedure under number 4., having the
trainees who did well last time help the slower ones.
b) Check to see how well the trainees are doing.

6.

AP
KR
ID

Independent Practice Two / Criterion Check :

Independent Practice Three :

a) If any trainees are still missing items on Practice Two
repeat the practice one more time after having given special attention to those trainees who are having trouble.
POST-EVALUATION:
Give the trainees blank cyclostyled diagrams of female reproductive system and ask them to label the parts and give a brief
description of the function of each part.
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LESSON PLAN No. 2 -- Page A
Example of "Straight Writing" Type of Lesson Plan
TASK: USES MAP FOR SELECTION AND DIVISION OF AREA
Tr rrnrhnr-

Method :

Your Name

Guided Practice
Independent Practice

No. of Trainees :
10 to 15

Audio-Visual Aids and Materials:
Poster of map and list of
villages

Category of Trainees :
Lady Health Visitor (LHVs)
Block Extension Educators
(BEE s )
Training Time :

Poster of correctly divided
map
Practice maps with matching
lists of villages

Class: 12 hours
Field: Nil
Follow-up: Nil
BEHAVIORAL OBJECTIVE:

When given a hypothetical map and a list of hypothetical villages,
trainee will be able to find those villages on the map and divide
the area of these villages into units of 1,000 to 1,500 population.
LEARNING ACTIVITIES:
1. Introduction :
Principle
Used
Tell the trainees that they can do their work more effectively
(write in box) if they work in a limited area at a time, proceeding to the
new area when they have achieved results in the first area.
Remind them that a systematic way of working results in better
services and more job success because the worker becomes expert
as he repeats good work habits. Point out to them that a population of 1,000 to 1,500 is easily manageable and will enable
them to proceed in a steady manner.
2.

Demonstration :
Show the trainees a poster of a block map, with the names of
the villages shown. Also show a poster with a list of villages
in one worker's area on this map. Then show the trainees
another poster of the same block map, with the worker's viiages from the list marked in color on the map and divided into
units of 1,500 population.
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FOREWORD

Any discipline faces the challenge of translating what it learns from research
and practice into a form usable by persons who apply knowledge to problems. This
challenge is particularly demanding in the field of economic and social development,
and nowhere more so than in trying to inform and educate people about the problem
of population.
Population problems exist, in one form or another, throughout the world.
To help solve these sensitive and difficult problems, a large number of countries
depend upon a group of professionals working in what has come to be called Population IEC (information, education, communication). These professionals, working
under great difficulties, often isolated from the sources of learning, feel a continuing need to stay abreast of latest knowledge in their field. The East-West Communication Institute, under the general supervision of Dr. Robert Worrall and the specific
direction of Dr. John Middleton, and with the support of the U. S. Agency for International Development, has made an effort to respond to this need.
The Modular Learning Materials, of which this is one unit, are not quite
like any other learning materials in the subject area. They have been developed
with the aid of scholars and practitioners, and tried out by representatives of the
audience for whom they are intended: working professionals. Consequently, they
represent a blend of theory and practice in what we believe is a usable form and
one we hope will be widely helpful.
Wilbur Schramm
Director
East-West Communication Institute

lv

LESSON PLAN No. 2 -- Page B

3.
Principle
Used

4.

Guided Practice :
Hand out blank practice registers along with the first set
of practice exercises. Have trainees fill in one line on the
register at a time from one family card at a time. Carefully
move the marker on the poster down one line at a time and explain to the trainees why it is filled the way it is. Answer
trainees' questions as you go along. Go through the whole
first exercise like this.
Independent Practice :
Hand out the second set of exercises and have trainees fill
out one complete page of practice register from it. During
this time, all the instructors should walk around the room
with the answer keys in their hands to help trainees as necessary. Any trainees who are having trouble should be given
special help. If one or two trainees finish ahead of the
others and have done it correctly, they may be assigned to
help those who are having trouble.
After all of the trainees have finished the page, call on one
trainee who seems to have gotten all or most of the entries
correct, to explain it in the front of the class with the aid
of the poster matching that exercise.
(Note: If a poster showing the correctly filled register is
not ready, then pass out cyclostyled copies of correctly filled
register to the trainees.)

5.

Give the third set of exercises in the same way. Check trainees' papers as they work and when they finish, and if they are
still making mistakes, give them one more practice set before
giving the final evaluation.

POST-EVALUATION:
Have the trainees put away all notes and previous practices
and give them blank registers along with a set of family cards.
Ask the trainees to fill the register page from the information
given on the cards.
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AUTHORS' PREFACE

We are indebted to a large number of pioneers in the field of systematic
training. The work of Dr. W. James Popham of the Department of Education at
the University of California at Los Angeles has been basic to our thinking about
training objectives, evaluation, and teaching-learning design. Dr. Robert Mager
and his colleagues inspired our attempts to link jobs and training closely together.
Without the example and guidance of their work, this module could not have been
written.
We are grateful to George Hickerson for his initial work on the task analysis
material in the module, and to the following family planning trainers who reviewed
it in its first version: Dr. B. L. Raina, Training Advisor, Singapore National
Family Planning Board; and Marylene Villoria of the Philippine Population Commission. Special thanks is the Dr. Sanford Danziger, whose continual support
and advice has greatly influenced the shape and contents of the module.
Francine iiickerson gratefully acknowledges, in addition, the help and thinking of family planning trainers in Punjab State, India, who worked with her in the
early application of a number of the ideas in this module: Dr. H. Dillon; Dr. Gudiai
Singh Chinna; Dr. Sohan Singh; the staff of the Family Planning Training and Research Centre, Punjab; and Dr. S. L. Talwar of the National Institute of Family
Planning in New Delhi. Dr. Betty Mathews, Dr. H. M. Erickson, Miss Margaret
Racz, and Dr. Grace Langley offered ideas that have been of central importance.
The insights and suggestions offered by reviewers were invaluable. However, the authors share the responsibility for the module in its present form.
Although the module is a joint effort, we would like to point out that Francine
Hickerson is the primary author of Units 3, 4, and the Exercise Book. John
Middleton is the main author of Units 1, 2, 5, and 6.
Francine Hickerson studied education at UCLA under Dr. W. James Popham,
and worked as a family planning trainer in Punjab State for two years. She has
directed Peace Corps training in the Yemen and is currently a private training con-sultant.
John Middleton holds a doctorate in educational planning from Harvard University, and has worked in education in Korea and Micronesia. He is currently a
Research Associate and Director of the Modular Professional Development Project
at the East-West Communication Institute.

ANSWER KEY
LESSON PLAN No. 2 -- Page A
Example of "Straight Writing" Type of Lesson Plan
BEHAVIORAL OBJECTIVE:
When given a hypothetical map and a list of hypothetical villages,
trainee will be able to find those villages on the map and divide
the area of these villages into units of 1,000 to 1,500 population.
LEARNING ACTIVITIES:

1. Introduction :
Answers Tell the trainees that they can do their work more effectively
if they work in a limited area at a time, proceeding to the
PP
new area when they have achieved results in the first area.
Remind them that a systematic way of working results in better
services and more job success because the worker becomes expert as he repeats good work habits. Point out to them that
a population of 1,000 to 1,500 is easily manageable and will
enable them to proceed in a steady manner.
2.

Show the trainees a poster of a block map, with the names of
the villages in one worker's area on this map. Then show the
trainees another poster of the same block map, with the worker's
villages from the list marked in color on the map and divided
into units of 1,000 to 1,500 population.

GS

3.
CS

GS
KR

ID

Demonstration :

Guided Practice :
Give the trainees maps with the villages marked and a separate
list of villages with the populations indicated which go with
the maps. Show a poster which is an enlarged version of the
maps the trainees have, discuss it with them step by step,
finding the villages from the list on the snap and marking out
population units of 1,000 to 1,500. Make sure that the trainees
mark on their maps correctly as you go along. The instructors
who are not demonstrating should walk around the room, checking
that everyone is doing the exercise, and giving help where
needed to students who are not doing so well.
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EDITOR`S INTRODUCTION
These materials are part of a series of development modules designed
and produced at the East-West Communication Institute to assist professionals
working in population and family planning information, education, and communication (IEC) programs in sharpening their professional skills. A wide range of
expertise--drawn from IEC programs in Asia and the United States, from universities, and from the Communication Institute staff--has been brought to bear
on the development of the materials. Acknowledgment of authorship is given in
each module. The project has been supported with a grant from the U. S. Agency
for International Development.
We began this project with the major goal of producing professional instructional materials which, in addition to serving as the core of population IEC
professional development programs at the Institute, could be adapted and used in
a variety of training and development settings. To this end we have attempted to
make each module as complete and self-sufficient as possible. The modules are
self-instructional to lessen the burden on teaching and training staffs, and to
facilitate their use on an individual basis. We have built the modules around
real life cases, problems, examples and data, and have sought at all times to
strike a balance between principles and techniques for practical application.
A basic premise of our work with the modular materials is that they will
be constantly revised. As we use the materials in Honolulu, and as cooperating
institutions use them in other institutional settings in Asia, Africa, Latin America,
and the United States, we receive feedback which helps us refine and improve the
modules. We are especially grateful to the 40 participants from Asia, Africa,
Latin America, and the United States in the First Modular Program of Professional
Development in Population and Family Planning IEC who helped us conduct the
first full field test of the materials in Honolulu in the spring of 1974. Their critical review and commentary has been a rich source of ideas for improvement.
We owe a similar debt of gratitude to the numerous IEC experts around the world
who reviewed and criticized the materials. A special vote of thanks is due the
Planned Parenthood of Korea, which has generously shared with us the results of
their project to review, revise, and adapt modules for their own use.
Recognizing the need for continual improvement of the modules, we are
nonetheless sharing them in this "second revised form." We encourage non-profit
educational and training institutions to use the materials, revising, adapting,
translating and tailoring them to meet their needs. We would be grateful for
feedback on the nature and results of such efforts.
We intend to continue developing existing modular materials and will be
adding modules as the need arises. Institutions interested in obtaining copies of
the modules and audiovisual support materials are encouraged to write to the
Communication Institute for more details.
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Answers
4.

Hand out another set of maps with lists of villages and have
the trainees find the population units on their own. Instructors should walk around the room checking and helping the
trainees. Trainees who finish quickly and correctly may be
assigned to help those who are slow or are having trouble.
When everyone has finished, call on one trainee who has done
well to explain on a poster at the front of the class how
he did it. Ask the trainees to compare this with what they
have done. Discuss with the trainees other possible combinations which they might have prepared.

AP

ID
ID
KR

5.
AP
KR

ID

Independent Practice :

Give one more practice in a similar manner and check each
trainee's paper to make sure they are doing it correctly.
If most of the trainees are doing the division into units
correctly, then go on to the post-evaluation. But if several
trainees are still making mistakes, give one more practice.
If only one or two trainees are having trouble, give them
special tutoring at some other time before the post-test.

POST-EVALUATION:
Give the trainees a hypothetical map with matching set of villages,
and ask them to divide the map into units of 1,000 to 1,500 population.
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The conceptualization and coordination of the project has been the work of
the Task Group for Modular Professional Development. Without the creativity
and hard work of these people, there would have been no modular materials:
Ronny Adhikarya, George Beal, Jerry Brown, Ellwood B. Carter, Sanford
Danziger, James R. Echols, O.D. Finnegan, Francine J. Hickerson, Ying Ying
Hsu, D. Lawrence Kincaid, David Kline, Sumiye Konoshima, Jan LaBrie, Iqbal
Qureshi, David Radel, Syed Rahim, Merry Lee San Luis, John Shklov, Mary-Jane
Snyder, Victor Valbuena, Hichul Whang, Margaret White, and Robert P. Worrall.
This project was supported by the Office of Population, U.S. Agency
for International Development, AID/csd-1059. Special thanks are due to Dr.
Wilbur Schramm, whose guidance has been essential, and to Dr. Robert P.
Worrall, Assistant, whose support made it possible to transform an idea
into reality.

John Middleton
Honolulu, 1976
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EXERCISES
Exercise Sets WI and VIII in the Exercise
Book provide extra practice using the five teaching-learning principles in writing lesson plans.
Individuals studying this module alone are advised
to do as many of the exercises as they feel. necessary.
When the module is used in a group learning situation, appropriate assignments in the
Exercise Book will be made by module managers.
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OVERVIEW
This module has been prepared in response to a continuing need for the
sharing of training expertise among family planning trainers in Asia, the Pacific,
and the United States. In attempting to meet this need, we have prepared a package of learning materials which incorporates, we believe, much of the latest practice and research in the field of training. We have done our best to put this knowledge and expertise into an easily accessible form for use by family planning trainers.
Hence the self-instructional nature of the material.
The ideas and techniques presented in this module may seem, to many
trainers, to be somewhat complex. While we have done our best to present these
ideas clearly and logically, we recognize this complexity. At the same time, we
believe that helping people learn is a complex task, one which requires clear and
careful thinking and pl annin g if the training is to be successful. This module incorporates a training technology which has been clearly successful for a wide range
of learning situations in business, industry, schools at all levels, development
training centers, and family planning training programs. It is a technology of ideas,
not machines; the additional cost involved in using this technology is the cost of
thinking, investigating, and planning. We believe the power of the technology to
achieve results makes it well worth this cost.
Structure of the Module
The module has three parts. The Module Text is made up of six self-instructional units, each of which deals with a particular aspect of the training design process. These units are held together conceptually by a "model" of the training process, which we call a Discrepancy Model. The model, and indeed all of the ideas
in this Text flow from the idea that training should be based on observable job performance problems--or performance discrepancies. This Module Text may be
used alone or in conjunction with other components of the total module package as
described below.

The Module Text is supported by a separate Exercise Book, which contains
a number of structured group and individual practice exercises designed to be used
along with the Text. These exercises are important to full achievement of module
objectives, and the authors encourage individuals to complete these supplementary
exercises. When the module is used with group learning situations, these exercises
become an integral part of the total module learning experience.
The third component of the total module is a Module Manager's Guide. This
Guide contains suggested schedules, suggestions for adaptation, supplementary
materials, lesson plans, and pre- and post-evaluations for the individual who will
implement the module with a learning group.

viii

Notes and Reactions
Use the space below to make notes on your reactions to the ideas in this
unit. If you disagree with any of the ideas, or have other ideas, please make notes
so that you may share your thoughts with others.
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Using the Module Text
Each unit of the module text follows this plan: First, the reader will find
a statement of objectives for the unit. Depending on the unit, these objectives
express either knowledge or skill outcomes. Skill objectives are stated for those
units that deal with aspects of training design that can be practiced in the training
environment at the East-West Center; where the practice is possible only in the
real job environment, we have stated knowledge objectives. In both cases, the
unit objectives tell the reader what is expected of him by the end of the unit. We
have included exercises and self-tests which will give the reader the opportunity
to practice and test himself on stated objectives.
In addition, each unit contains narrative text, occasional illustrations, and
examples drawn from family planning training, which illustrate the ideas and techniques under consideration. Each unit also contains a page for notes and reactions.
This page can be particularly important when the module is used in a group situation as a means of recording questions and ideas in preparation for group discussion. Where appropriate, the units contain suggestions for additional reading and
references to appropriate exercises in the Exercise Book.
General Goals of the Module
The specific objectives for each unit of the Module Text are given with the
unit. In addition, a set of objectives for use of the total module package in group
settings is given in the Module Manager's Guide. All of these objectives are stated
in behavioral terms; that is, they tell you, the learner, what you can expect to be
able to do on completion of various parts of the module.
These objectives, we hope, will lead to accomplishment of the overall goal:
When you have completed the Module Text and Exercises, you should be able to
plan and implement a training program which will change the performance of people
doing their jobs. In addition, the program will incorporate evaluation procedures
which will enable you constantly to improve the program, and which wiill provide
you with clear evidence of the extent to which job performance has actually been
changed.
An ambitious goal? We think it is. Achieving it will be a shared responsibility. Our responsibility has been to structure the learning situations which can
help you achieve it. Your responsibility is to work hard and to think critically and
creatively. If we work together, we should be successful.
Good Luck?
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OBJECTIVES FOR THIS UNIT

When you have completed the readings and exercises in this unit, you
should be able to:
1.

Define training in terms used in this module.

2.

Identify three conditions requiring training.

3.

Define the term "performance discrepancy."

4.

Identify three types of learning.

5.

Identify the six phases of training in the Discrepancy
Model of Training described in the unit.

2

OBJECTIVES FOR THIS UNIT

When you have finished this unit, you should be able to:
1. Describe a favorable training climate in terms of trainee and
trainer feelings, and in terms of the effects of a favorable climate
in the training process.
2. List and explain three steps for the trainer to take in developing
a favorable training climate.
3. Identify two formal measures of formative evaluation, and explain
how evaluation information obtained from each is used.
4. Explain the difference between formal and informal measures
for formative evaluation.
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Introduc tion to This Unit*

Thus far in the module we have discussed a number of ac ti ons and techniques
in the general process of training design. Beginning with the analysis of jobs and
the decision to train or take other actions to deal with performance discrepancies,
we have worked on techniques for setting objectives, for designing formative evaluation, and for planning learning activities using five teaching-learning principles.
Completion of the actions will result in a plan for learning to change performance
of people doing jobs.
But the plan must be carried out. The training act itself is a complex undertaking which is greatly affected by the quality of human interaction that takes
place. The best training design can still fail if interaction between trainers and
trainees, among trainers and among trainees, interferes with the processes of
learning. In Section One of this Unit we will atempt to deal with basic issues in
the development of a training group.
In Section Two of the Unit we will deal with the second major aspect of training implementation: formative evaluation. We will review formative evaluation
measures built into the training program in the Objective Setting Phase and the
Design of Training Phase, and introduce additional techniques for strengthening
the formative evaluation effort.

*i 1any of the ideas in this unit have been drawn from Rolf P. Lynton and Udai
Pareek. Training for Development . Homewood, Illinois: Richard D. Irwin,
Inc., 1967.
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The sagacious advisor turned towards the bemused Emperor. "There is
the evidence, My Lord. All of your subjects have one common occupation. Each
man sees himself as an expert counsellor and advice-giver."
The moral of this tale is simple. There are some jobs which many of
us are called upon to do regardless of our capability. The job of the trainer is
one such example of a job for which the demand outstrips the supply. Whether
we are qualified or not, we are often put into a position where we have to train
others.
There are perhaps many theories and techniques which one should know
to be an expert trainer. Professional trainers acquire these through years of
experience and study. However since many people are called upon to do training
who are not professional trainers, an approach to training is needed which contains the basic essential principles of educational psychology so that relatively
inexperienced trainers can acquire demonstrable expertise in a short time.
But what, exactly, is "training"? How is it different from "education,"
or "development, " or "communication"? What are the basic elements of "training"?
There is much disagreement and discussion on these questions, but enough
features of "training" have been identified to make it possible to define it. Our
definition is given below. *
Training is LEARNING designed to change the PERFORMANCE OF PEOPLE
doing JOBS.
Sound simple? Maybe, but the four capitalized words in the definition-LEARNING, PERFORMANCE, PEOPLE, JOBS--tell us quite a lot about training.
The relationships between the terms tell even more.
Training is not the same as education or communication, although there
is occasionally some confusion among the three. Training is a form of education and communication, both of which in their general meaning are broader disciplines. Training, in fact, may be seen as a very important field of application
for principles taken from education and communication--as well as from organizational science.
Let's take each component of our definition of training and examine it a
bit more thoroughly. Also, let's reverse the order in which we discuss the terms.

*Adapted from Rolf P. Lynton and Udai Pareek. Training for Development .
Homewood, Illinois: Richard D. Irwin, Inc. , 1967, p. IX.
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Section One
BUILDING THE T RAINING GROUP

Introduction
In this Section we will deal with the problems of building a successful
training group: 1) the trainee; 2) the trainer; and 3) developing a positive group
climate.
The Trainee
The Trainee is the Most Important Person
Sound obvious? Perhaps, but it is easy for the trainer to overlook this
critical fact in the pressure and excitement of putting a training program together.
Even when the trainer has set training objectives expressed in terms of what the
trainee should be able to do at the end of training, and has based these objectives
on the job of the trainee, it is easy for the trainer to be so concerned with his own
responsibilities and problems that he loses sight of the trainee as the center of
concern.
But it is the trainee who must learn. It is the trainee's problems that the
program should deal with. The expectations of the trainee for the training program
and the trainer are often key factors in determining the quality and effectiveness
of the program. It is the value of the training to the trainee back on the job that
is the ultimate concern of evaluation.
The Trainee is Not an "Empty Jar"
Unfortunately, many training programs are based on the faulty assumption
that the trainee is an "empty jar" into which the trainer will "pour" the required
knowledge. This assumption, in fact, is expressed whenever a training program
relies primarily on the lecture method to transfer information, as one critic once
put it, "from the lecturer's notebook to the trainee's notebook."
Trainees enter a training program as a jar full of a rich background of
personal experience. This experience results in trainee expectations regarding:
• the purposes of training
• the methods of training
• how trainers should behave
• how trainees should behave
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We'll begin with the last major word in the definition---JOBS--rather than the first
word--LEARNING. By doing this we hope to emphasize the importance of the jobs
to the design of learning. And, as you will see later, we believe that the trainer
should begin the process of planning a training program with some ideas and information about the jobs the trainee does.
JOBS
Jobs are made up of a number of specific tasks that people do. The number
of tasks, their complexity and difficulty, and the relationships between them vary
widely from job to job. The knowledge, skills and attitudes required for job performance also vary. Also there is usually a range of acceptable differences in the
way individuals do the same job. For example, trainers develop different "styles"
of training, and mass media specialists approach their jobs somewhat differently.
Nevertheless, there is usually a core of tasks and skills which are the same for a
given type of job. If training is to improve job performance, the job itself must
be fully understood.
PEOPLE
The people we speak of in training are almost always adults. Consequently,
in seeking to change their job performance through learning, we use principles
drawn from adult education. When dealing with adults doing jobs, we have to take
into account in our planning the fact that the person brings to the training situation
existing knowledge, skills, and attitudes regarding that job, as well as ways of
learning. This requires us to pay attention not only to the goals we have for training, but also to the goals--and existing skills--of the learner.
PERFORMANCE
When we deal with the PERFORMANCE of PEOPLE doing JOBS, we are
talking about how well they carry out the tasks that make up their job. When we
say "he is a good trainer," or "she is a good planner," we are making judgements
about the way that person performs or behaves on the job. We make these judgements in terms of some standard, such as "he is a good trainer because his trainees
can perform very well on the job," or "she is a good planner because her plans are
always submitted on time. " Hopefully, we do our best to make these judgements
in terms of the results of performance.
When job performance is judged and found to be below our standard, we may
turn to training to change job performance. You will notice that this approach to
training is based on the need to change job performance, not on other often used
reasons for training, such as "we always give refresher training. " Generally, we
need to change job performance when:
- The employee does not know how to do all or part of his/her current job.
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These expectations vary from individual to individual in the training group,
and the degree to which these expectations are understood and met, and common
expectations developed, has a powerful effect on the training process.
The Trainee is an Adult
The adult learner brings to the training situation a large degree of independence. As an adult, the learner has been accustomed to taking responsibility for
solving problems, making decisions, evaluating information and experiences, and
establishing productive interpersonal relations with others.
Successful training recognizes and supports this independence. It seeks
to develop qualities of independent thinking and action. It avoids putting the trainee
in a passive, or "childlike, " position.
The Trainee is a Resource
In most training situations, especially in in-service training, the trainee
brings to the learning situation a wealth of knowledge and experience directly relevant to training objectives. In carrying out pre-evaluations in training programs,
the trainer attempts to identify this knowledge and experience and to draw on it
as a learning resource. Drawing on trainee expertise is a concrete way of recognizing the independence and responsibility of the trainee as an adult.
The Trainer
The Trainer is Also the Most Important Person
Confusing? Didn't we say that the trainee is the most important person?
Well, in the long run, the trainee is most important. But during the training itself the trainer assumes a particularly important position in the eyes of the
trainee. Perhaps most importantly, the trainer, through his or her actions, sets
a standard of behavior which can easily become a model for trainees. If the trainer
is open, responsive to trainees, seeks to support the independence of trainees by
respecting their ideas and values, training can be a warm and supportive learning
experience.
On the other hand, if the trainer is authoritarian, closed-minded, critical
of trainee ideas, self-satisfied with his knowledge and expertise, determined to
follow the schedule exactly as he has planned it--training can become an ordeal
for all involved.
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-The employee is given new tasks requiring new knowledge, skills, or
attitudes.
-The employee is given an entirely new job requiring new knowledge,
skills, or attitudes.
Each of these conditions may require a different training strategy. Or,
as we will see in later sections of this module, they may require no training at all.
Whether or not training is needed will depend on the kinds of differences the trainer
finds between what the employee is expected to do on the job and what he or she
actually does. We call these differences performance discrepancies , and where
these discrepancies can be eliminated or reduced through learning, training may
be needed.

T,FARNTNr
We have arrived at the last word in our training definition: LEARNING
to change performance of people doing jobs in organizations. When we use the
word learning, we generally refer to a change of some kind in the learner. Such
changes are often classified as:

Psycho-motor - physical and manipulative skills, such as those required
to operate a movie projector
Cognitive

- the ability to recall learned materials, and the development of thinking skills

Affective

- attitudes, values, and interests

Learning in all of these areas can be important to the successful performance of jobs. In fact, one of the most important tasks of the trainer is to define
which learning objectives are important to improved performance of job tasks.
We will devote a major amount of this module to this problem.
When we measure learning, we do so in a way quite similar to the way we
-measure job performance. We measure learning by observing changes in the learner's performance, or behavior. Most often, in practice, this behavior consists of
writing down a correct answer on a test form. But other behaviors can be measured
as well, including the demonstration of a skill (such as operating a movie projector),
using knowledge to complete a complex task (such as preparing a radio script), or
the exhibition of a certain attitude (such as the willingness to try new ways to complete a task).

6

The Trainer is Not an "Empty Jar"
Like the trainee, the trainer brings expectations and values to the training
setting. Importantly, the trainer is also an adult with his or her own personal
needs, needs which the trainer may try to meet through the training act. An insecure trainer with needs to dominate and control may try to meet those needs
through behavior which does not foster learning.
The good trainer has a large degree of self-awareness of his or her own
needs, and can work in the training situation in such a way as to draw on those
aspects of his or her personality which strengthen the learning experience, and
control those which do not.
This awareness is not easy to achieve, and comes through experience and
self-examination.
Trainers Have Different Styles
Research has shown that trainers have different "styles" of behavior in
training. Many trainers use different styles effectively, depending on the nature
of the training group and the kind of learning expected. Table 1 presents seven
teaching styles that have been developed from research. Each style represents
a way of approaching the teaching situation; all can be effective. *
It is important to note that, in all styles, trainers were found to be "responsive" and "flexible" in control situations. That is, they were supportive of
trainee independence and participation.
Building the Training Group
The training group is made up of both trainees and trainers. In addition,
job supervisors of trainees have special interests in the training program. The
chance of successful training is increased to the extent that common expectations
among trainers, supervisors and trainees can be established. These expectations
form the core of interaction in the training group, which for the period of training
becomes a unique social group with accepted ways of behaving, interpersonal relationships, and shared tasks. Establishing a favorable training climate within
this social group is a critical part of successful training.

*As reported in Rolf P. Lynton and Udai Pareelc. Training for Development.
Homewood, Illinois: Richard D. Irwin, Inc., 1967.
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Review and Discussion

Performance Discrepancies:
The Basis for Training Needs

Our discussion so far has identified a definition of training consisting of
four major parts. Training has been defined as:
LEARNING designed to change . . .
PERFORMANCE of. . .
PEOPLE doing. . .
JOBS.

We have also discussed each of these elements briefly, trying to indicate
some of the major ideas associated with this definition.
We have seen that, in this general view of training, the goal of learning
is changed job performance. There are three general situations in which training may be required: 1) poor performance of people in current jobs; 2) new tasks
are added to existing jobs; and 3) entirely new jobs are developed. In all cases,
the need for training comes from the need to enable the employee to perform differently on the job. Training, therefore, can be said to be based on discrepancies
between what the employee now does and what the organization wants done. We
call these performance discrepancies. It is important to note that the existence
of performance discrepancies does not always mean that training is called for (we
shall discuss this more fully in later units of this module).
We have also noted that there are three general kinds of learning. These
are psycho-motor , which refers to physical/manipulative skills; cognitive , which
refers to the ability to recall learned materials and to the development of thinking skills; and affective , which refers to the learning of attitudes, values, and
interests.
In the next section of this unit we will apply these ideas to develop a Discrepancy Model of training, and in the process, consider where the work of the
trainer fits within this broad definition.

7

Table 1
Seven Clusters of Teaching Styles

Cluster 1

Cluster 2

Cluster 3

Cluster 4

Cluster 5

Cluster 6

Cluster 7

Businesslike,
Objective,
Impersonal

Emphasis
on Cornmunication

Personal
Approach

SelfInvolvement

Sensitivity
toward
Students

Protective
Behavior

Stimulating
the Student

lb give stuability to
relate subject to
problems

To get student excited and
involved
in subject

To provide
greater selfawareness,
emotional
discovery

Goals

Direction of interest

Subject
matter

Class orientation
Control Components

Unitary

Sequence

Fluctuating:
medium and
high dominant
(responsive)

The art of
teaching
Low dominant
(responsive)
Fluctuating: low,
medium, and
high dominant
(responsive)

Emotional quality

Relaxed
(accepting)

Relaxed
(accepting)

Methods of stimulating students

Presents ma- Encourages
trials with- class discusout expressing sion of students' work
opinions

Presents maGives student chance terial and
to practice
expresses
particular
opinion
method of
discipline
Poses problems and
asks questions regarding
individual
experience

Of allaying
anxiety

Students

Is sensitive

to the need
for continuation

Uses small
groups

Actively
"playing
supports
the
group pro- ham"
cess from
interference
Encourages
agreement
among
students

Opportunity
to communicate with
instructor

Acceptance
Use of
of expansion humor
of students'
contribution

Of presenting subject
matter

Use of
analogy

Source: Adapted from Daniel Solomon and Harry L. Miller, Exploration in Teaching Styles (Chicago: Center for the
Study of Liberal Education for Adults, 1961).
0
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What is a Favorable Training Climate?
A favorable training climate is one in which the importance, independence,
and resources of the trainee are recognized and supported. The trainer's actions
and behavior are seen by the trainees as evidence of personal concern and respect
for the trainee and his problems. It is a climate in which the trainer places his
or her needs second to those of the trainee. It is an atmosphere of trust and openness. Lynton and Pareek have diagrammed training climates as shown in Figures
1 and 2.*
Figure 1
The Favorable Training Climate-Roots and Effects
Trainer Feels
Personally close
Cares about participants
Accepts participants
as eager to share
authority and
responsibility

I

Climate

I

Free

Participants Feel

Open

Friendly
Free to express
and explore
Accepting

High endeavor
Satisfaction
Collaboration
Helpfulness
Belongingness
Trust

This flow diagram illustrates continual process through which a favorable
training climate is developed. Trainer and trainee feelings lead to a favorable
climate, resulting in a number of characteristics of the training process. These
characteristics in turn feed back or affect the feelings of trainees and trainers
alike, reinforcing and strengthening the positive climate.
An unfavorable training climate is illustrated in the same fashion on the
following page.

*Lynton and Pareek,

. cit. , pp. 248-249.
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SELF-TEST
Before going ahead to the next section, check your understanding of
Section 1 by answering the following questions.
1. Write our definition of training in the space below.

2. Place a check (/) beside the three conditions which may indicate a need
for training.
1.

Training is scheduled as part of the organization's program

2.

New tasks have been added to the employee's job

3.

Current performance of employees is poor

4.

Employees must be informed of a new policy

5.

An entirely new job has been created

3. Define Performance discrepancy .

4. Match the correct definition of each of three types of learning by writing the
letter of each definition in the space beside the type of learning it describes.
Type of Learning
1.

Psycho-motor

2.

Cognitive

Definition
a. the ability to recall learned
material, and the development
of thinking skills
b. physical and manipulative skills

3.

Affective

c. attitudes, values, and interests

CHECK YOUR ANSWERS ON THE NEXT PAGE. IF YOU MISSED SEVERAL
ITEMS, YOU MAY WANT TO REVIEW SECTION 1 BEFORE GOING AHEAD.

9

A favorable training climate encourages shared
responsibility between the trainer and the trainee.
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ANSWERS TO SELF-TEST

1.

Training is learning to change the performance of people doing jobs in
organizations.

2.

You should have checked numbers 2, 3, and 5.

3.

A performance discrepancy is the difference between what an employee now
does and what the organization wants done.

4.

1. b.

2. a.

3. c.

Notes and Reactions
Use the space below to make notes on your reactions to the ideas in this
section. If you disagree with any of the ideas, or have other ideas, please make
notes so that you may share your thoughts with others.
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Figure 2
The Unfavorable Training Climate-Roots and Effects
Trainer Feels
Distant
Critical
Assertive
Persuasive

Participants Feel

Climate
Anxious
Defensive

Rejected
Imposed upon
Belittled
Defensive
Resentful

Minimum
exposure
Frustration
Conflict
Avoidance
Suspicion

This diagram illustrates how unfavorable trainer and trainee feelings lead
to an increasingly unfavorable training climate.

Some Steps in Building a Favorable Group Climate
Now that we have defined what a favorable group climate is, it is time to
set out some techniques that can be used to help achieve this desirable state of
affairs. We emphasize the word "some" in the last sentence. There are a large
number of actions that the trainer can take to develop a positive climate in the
training group. Experienced trainers develop their own "tricks of the trade"
through experimentation and experience. Some of these techniques are quite overt
and clearly seen in the training situation; others are subtle and hard to detect.
In any case, it would be impossible for us to attempt to list all of these techniques,
even if we knew them (which we don't).
However, there are some basic steps that we believe, from research and
experience, that can be helpful in establishing a positive and supportive atmosphere
for the training effort. In describing these steps, we will make notice of the features of training design discussed earlier which lead towards a favorable training
climate.
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Notes and Reactions (continued)

1. 1

Establishing Common Expectations
A clear understanding of what is expected in the training course goes a
long way towards easing the anxieties of the training group. Each person associated with the program will have a unique perception of the purposes of training.
This perception will be based on the printed material distributed prior to training,
on what supervisors expect from training, on memories of other training courses,
on expectations for job-related learning, on first impressions of the trainer, on
brief conversations before the first session begins, etc. These perceptions will
differ, and will add up to a certain degree of anxiety regarding the training program. dust what is expected? Of whom? By whom?
These expectations will, in general, fall into four categories, each of which
expresses a relationship between people :*

Trainer *

- Trainee Expectations
.-Supervisor Expectations

Trainer

Trainee Expectations

Trainee
Trainee *

- Supervisor Expectations

Each of these relationships is a two-way street, with each member of the
relationship holding expectations for the other, and perceiving the other's expectations of himself. The degree to which all expectations can be brought to converge
on a common understanding of what the training program is all about is a major
factor in developing a group climate that is supportive of learning.
Before going ahead to discuss these expectations, and ways in which the
trainer can help establish common ground, let's take one more look at this set
of relationships. Figure 3 illustrates the expectation relationships, from the point
of view of the trainee, that might exist at the beginning of the training program.

*Depending on circumstances, other relationships are also possible. You will
recognize, for example, the occasional importance of funding agency-trainer
expectations, or of expectations between supervisors and other supervisors,
or officials higher in the organization. The four relationships we will focus
on, however, are usually present in every training situation.
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Section Two
THE DISCREPANCY APPROACH TO TRAINING: OVERVIEW

In this section we will use the general ideas about training presented in
Section 1 to develop an approach to the design of training programs. We will call
this approach a "model," because, in developing the model, we are seeking the
actions that trainers can take to plan, implement, and evaluate a training program.
Our "model, " therefore, is an attempt to take a very complex process and simplify it, pointing out what can be done and the order in which actions can be taken.
One word of caution. Models rarely fully reproduce reality. Instead, they
simplify and impose order where, in real life, simplification and order are hard
to achieve. Our model must be treated as a guide, not as absolute truth. Finally,
like most models, it is changing as we learn more about the training process. As
you work with the model, we hope you will think critically and constructively about
the approach it recommends.
In Figure 1 following, we have drawn a picture of our model, showing the
major steps in developing training programs based on performance discrepancies.
The model divides the training design process into six phases. These are: (I) Job
Analysis; (II) Decision to Train; (III) Setting Training Objectives; (IV) Designing
Training; (V) Implementation; and (VI) Support and Summative Evaluation. Within
each phase, specific actions to be taken by the trainer are grouped in boxes. You
will notice the central position of the Decision phase, which links the Job Analysis
with actions taken later in the training process. This decision is the basic decision
of training: whether to train, or to take other actions to improve performance and
eliminate performance discrepancies.
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Figure 3
Expectation Relationships

Othe r
Trainees

Supervisor

Trainee

Trainer

As you can see, this is a complex set of relationships and expectations
regarding the training program.

Expectations of Goals
Perhaps the most important area of expectations to be dealt with in the
program concerns the goals of the training. Just what will the training accomplish?
As you probably already recognize, the key to establishing common expectations on the goals of training is stating these in clear, unambiguous terms.
Here the power of carefully developed behavioral objectives based on real job tasks
and performance discrepancies begins to work for all persons associated with the
training. Behavioral objectives express, in terms easily understood and measured
by all concerned, what the outcomes of training will be. Thus the supervisor knows
what to expect when the trainee returns, the trainee knows what to expect in terms
of the results of his efforts during the training program, and the trainer has a
clear goal to work towards in designing instruction. If the objectives are based
on a careful task analysis, there is increased probability of agreement within the
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A DISCREPANCY MODEL OF TRAINING DESIGN
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training community on the importance and relevance of the program, leading to
a positive feeling towards the program itself.
By way of illustration, let's consider the possible effects of
non-behavioral objective for a training program:

the

following,

The program will cover latest techniques in family planning communication.
Let's look at possible different interpretations of this objective, and the
different expectations that accompany the interpretations.
The supervisor , who is vaguely concerned with improving communication
performance, might interpret this to mean that his employees will learn how to
write better speeches and be more effective in public relations.
The trainee , who feels that he is doing his job pretty well (he has no evidence to the contrary), may look at the objective as expressing an opportunity for
him to learn about mass media support of programs. He has ambitions to be promoted to the Central Family Planning Institute, and feels that being able to show
evidence of knowledge in mass media through a training certificate would be helpful.
trainees may have expectations in public relations, in radio broadcasting, in communications planning, and so on.
The trainer , when he wrote the objective, was responding to a general
requirement to have annual programs which will transmit the latest knowledge in
a number of family planning problem areas. He has planned to bring in a series
of lecturers from the University, each of whom will teach the latest findings in
his field of family planning communication. He is still getting the list of lecturers
together, but there will be lectures in communication theory, in message development, and in audience analysis.
Picture the first week of training, when these different expectations surface! It is easy to see how everyone will be disappointed, leading to an unfavorable training climate--or at least a cynical one. And picture the disappointment
of the supervisor--and the trainee--when the trainee returns to work and cannot
write better speeches.
Had the training objective been stated in terms of what the trainee would
be able to do at the end of training, there is a greater chance of common expectations. The objective might have been stated as follows:
At the end of training, the trainee will
be able to determine characteristics
of family planning audiences in terms

289

In the next few pages we will briefly discuss each phase of the model. In
subsequent units of the module each phase will be discussed in more detail, and
you will have a chance to work through skill development exercises on key phases.
The discussion here will follow the time sequence of the steps as shown in the
model.

Phase I: Job Analysis
"This training program has sure been a waste of time . . .
"The trainers just don't understand what my problems are; they
keep giving me all this theory . . .
"I keep sending my fieldworkers for training, but they still don't
get any better results in the villages . . .
"Our training programs are excellent, but the trainees are lazy.
They just won't learn what we teach them .

These are very common complaints about training. Trainers hear them
(and make them) all the time. In spite of our best efforts, many training programs
do not seem to be relevant to the needs of the trainees or of the employing organization. How can these problems--and complaints--be eliminated, or at least reduced?

The answer may be found in a phase of training development that is often
given too little emphasis: the analysis of jobs. Without such an analysis, there
is a good chance that our training will not prepare people to solve their problems,
learn how to perform their jobs better, and get improved results for their efforts.

Understanding jobs is not easy. But there are techniques which, with a
modest investment of time, the trainer can use to develop a good understanding of
job-based training needs. These methods, though relatively simple, do require
the trainer to go to the field and spend time with people doing the job to be trained
for. This is important for any training situation, whether it is in-service to deal
with discrepancies in the performance of current workers, or whether it is training
of employees facing a new job for the first time.
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of existing Knowledge, Attitudes and
Practice in family planning by constructing a survey questionnaire,
choosing an appropriate sample of the
audience to study, administering the
questionnaire using appropriate interview techniques, and constructing a
frequency distribution of questionnaire
data.

Such an objective gives each person concerned with training a clear picture
of what to expect.
Of course having good objectives is not enough. They must be communicated with all concerned well in advance of the training to give people the chance
to adjust expectations--or to decide that the training is not appropriate. At a minimum, we suggest that the objectives of training be shared in advance of the program
with supervisors and trainees. This can be done by mail, or through seminars
and meetings.
Finally, at the beginning of training, it is useful to discuss training objectives to insure that everyone understands clearly what is expected. The pre-evaluation is helpful in this task, as it provides the trainee with insight into how achievement of objectives will be measured and gives the trainer information on current
levels of performance of trainees.
Expectations of Methods
How objectives are to be reached can be almost as important as what
the objectives are. It is particularly important for the trainer-trainee relationship that the methods and activities to be used are clearly perceived as enabling
the trainee to achieve objectives. This is particularly important if any new or
innovative process is to be utilized. Again, early in the program, discussions
and demonstrations of techniques to be used can be helpful in establishing common
expectations on method.

Establishing Interpersonal Relationships
Every training group becomes a social group, with friendships, conflicts,
sub-groups--all the characteristics of a group of people brought together for a
common purpose. It is a unique social group in that it is separated from the ordinary life of the trainee and is temporary. It has its own dynamics, all of which
affect the training climate.
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The analysis phase of training design will result in the identification of
performance discrepancies for the job category of interest. These discrepancies, if they have been identified by working with real people doing jobs in organizations, will be real problems in job performance. A training program based
on those discrepancies that can best be eliminated by learning will not be a waste
of time, will not emphasize irrelevant theory, will be interesting and motivating
to trainees and, perhaps most importantly, will lead to improved job performance.
Phase II: Decision to Train
Completion of a thorough analysis of jobs will result in the identification
of performance discrepancies. These discrepancies will indicate to the trainer and
the administrator areas of job performance which need to be changed.
But training is not always the proper action to take to correct performance
discrepancies. Many performance problems are not problems of knowledge and
skill, and a formal learning program will have little impact on these kinds of
problems. Other changes, often administrative, are required to eliminate discrepancies in performance. The story is often told of the family planning fieldworker supervisor who complained constantly about the small number of acceptors
his workers brought in. His complaints finally reached central headquarters,
and the Training Director was asked to prepare a program to improve fieldworker
interpersonal communication skills. The Training Director, however, knew
that the fieldworkers had been well trained in interpersonal communication the
previous year. Being a man of common sense, he visited the supervisor's area
and talked with the supervisor and the workers. He found that the number of acceptors was indeed low. But he also found that the supervisor 1) required two
written weekly reports of activity in addition to nationally required reporting, 2)
required two weekly half-day meetings to discuss the problems of few acceptors,
and 3) praised fieldworkers who prepared lengthy reports and participated fully
in meetings, while criticizing those with brief reports and poor meeting attendance.
As a result, workers spent more than two-thirds of their work week in meetings
or writing reports, instead of in the village using existing interpersonal communication skills.
The performance discrepancy obviously required changes other than training fieldworkers. The choices included replacing the supervisor, ordering the
supervisor to eliminate meetings and restrict extra reporting requirements, and
arranging praise and reward for those workers who accomplished the true function
of the program--obtaining acceptors.
Trainers should be alert to the possibility that training is not always the
correct response to performance problems. That is why we have put a specific
''decision" phase in our training model. Before investing time and money in training, the trainers and administrators should ask themselves, are there other,
better, cheaper ways to deal with identified performance discrepancies. It is
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Usually, though not always, the members of a training group are strangers
when they come together. The success of the trainer in "breaking the ice" and
fostering the establishment of friendly relationships among these strangers is important to a successful training climate.
We hasten to add that the trainer cannot take entire responsibility for group
relationships. The trainee shares this important responsibility, just as he shares
the responsibility for achieving objectives.
However, the trainer is in a unique position to plan activities which can
help break the ice. Such activities should go beyond the traditional Introduction
of Participants. Human relations trainers have developed .a large number of structured activities for this purpose. Two examples of such activities are given on
the following pages. *

particularly important for the trainer to take this decision seriously, because it
can help avoid implementing training programs which are doomed to failure from
the beginning.

Phase III: Setting Training Objec tives
If the decision is that training is required, the designer uses the performance discrepancies identified in the analysis phase as the basis for training objectives. Learning objectives are derived directly from the performance discrepancies for which learning is the appropriate response. This is a key step in
assuring that the training is "relevant" to trainee and organizational needs.
Procedures for formative evaluation are developed at the same time that
training objectives are set. Formative evaluation is designed to develop information on the effectiveness of the training program in meeting training objectives.
Consequently, it focuses primarily on measuring achievement of objectives, and
is designed at the same time that objectives are developed.

Phase IV: Designing Training
The major activity of designing training is planning learning activities which
will help trainees achieve objectives. This requires that the trainer apply basic
principles of learning and instructional design, regardless of the particular teaching methodology that will be used.

Phase V: Implementation
A good design goes a long way towards a successful training program. Implementation, however, also requires the application of the trainer's art in building
a viable and effective training group.
A critical part of implementation is the successful carrying out of formative
evaluation strategies for program modification.

Phase VI: Support and Summa tive Evaluation
Support strategies must be implemented as well as designed. This requires
the application of resources and a high degree of trainer commitment to trainee
success.
Finally, summative evaluation is implemented after the program is finished.
This kind of evaluation is focused on whether or not training has led to the changed
job performance desired.
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Example 1
GETTING ACQUAINTED TRIADS

Goal
To facilitate the involvement of individuals in a newlyformed group.
Group Size
Unlimited number of triads (groups of three)
Time Required
Fifteen minutes
Physical Setting
Triads separate from one another, as much as possible,
to avoid the influence of outside noises.
Process
I. Triads are formed. Criterion for formation is not to
know the other members of the triad.
H. Participants in each group name themselves A, B, or C.
III. Phase one
A.

Participant A takes three minutes to tell participants
B and C as much about himself as he feels comfortable
in doing.
B. Participant B repeats this process.
C. Participant C repeats this process.
IV. Phase two
A. Together, participants B and C take two minutes to
tell participant A what they heard him say and what
they infer from what he has said or left unsaid.
B. Participants C and A repeat this process for participant B.

Feedback Loops
The model incorporates two distinct feedback loops. The first (A) links
formative evaluation with training design and objective setting (Phases Ill and IV).
This linkage shows that formative information is used primarily to modify training objectives and training design.
The second feedback loop (B) links summative evaluation with analysis,
including discrepancies, and the training decision (Phases I and 11). Summative
evaluation tells us how well training changed performance and leads us to revise
our analysis and review the basic decision--to train or not to train.

Review: The Discrepancy Model
In this section we have briefly introduced the Discrepancy Model of Training. This model is based on the identification of those discrepancies in the performance of people doing jobs in organizations for which learning is the appropriate
response, as opposed to other actions which may be taken to eliminate performance
problems.
The model has six phases: (I) Job Analysis, (II) Decision to Train, (III) Setting Training Objectives, (IV) Designing Training, (V) Implementation, and
( VI) Support and Summative Evaluation. These phases represent a series of actions
for the trainer to take in developing effective and, most importantly, job-relevant
training programs.
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Example 2
BUILDING TEAMS
Goal
To divide a large group into workable subgroups in such a
way as to increase group cohesiveness and identity.
Group Size
The example will be based on thirty-two participants who are
divided into four groups. It is easily adaptable to othersized groups.
Time Required
Approximately thirty minutes
Physical Setting
Participants should sit on movable chairs to facilitate the
formation of small groups.
Process
1.
Participants are asked to number themselves off using "one,
two, one, two,' etc. , in order to form two large groups.
II.
Participants labeled "one" are asked to stand on one side
of the room and those labeled "two" on the other side.
M. Number one's will successively invite a number two to form
a dyad. They are asked to invite someone whom they do not
know, or, if they know all participants, someone whom they
do not know well. The dyads will move to a neutral location
until all the dyads have been formed.
The dyads will then form themselves into two groups of
IV.
eight dyads and relocate on opposite sides of the room.
Dyads will, after a brief consultation, invite another dyad
V.
from the opposite side of the room to join them in forming
a quartet. The consultation phase should take no more than
three minutes. Dyads may not decline an invitation to join
another dyad.
VI.
The newly-formed quartets will now sit down together.
VII. The quartets will have three minutes to caucus in determining which other quartet they would like to join.
VIII. Quartets will successively ask another quartet to join them.

Experienced trainers have developed many other kinds of activities of
this kind.
The establishment of good personal relationships within the training group
is a continual process. Openness to problems on the part of the trainer and the
trainee, respect for each individual's unique background and abilities, social activities--all contribute to an ongoing process of group development.

Giving Posi tive Feedback
In saving this step for last we in no way mean to lessen its importance.
In fact, a key role for the trainer is providing feedback to trainees as they progress towards the achievement of objectives. You will recall that the training
design system we have discussed in this module builds feedback into the training
process under the general teaching-learning principle of Knowledge of Results,
and through the specific technique of the Criterion Check.
But giving feedback to trainees is not enough. For best results, this feedback should be given in such a way as to support the independence and adult nature
of the trainee. Following we have listed a series of things to do in giving "positive feedback," as well as some things not to do.

SELF-TEST
Check your understanding of the ideas in this section by completing the
following.
Label the elements of the discrepancy model below.
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THINGS TO DO IN GIVING POSITIVE FEEDBACK

1. You should praise the trainee when he does well.
2. You should point out his good points whenever possible; try
to eliminate the bad points, but don't dwell on them.
3. You should give the trainee careful guidance and help so that
his efforts will always be successful.
4. You should be gentle and tactful when telling him how to correct
a mistake.
5. You should praise in public, but make corrections in private.

THINGS NOT TO DO IN GIVING POSITIVE FEEDBACK
1. You should not ignore any of the trainee's accomplishments
(even if they don't seem so important to you).
2. You should not always emphasize the bad points and tell the
the trainee everything is wrong.
3. You should not cause the trainee to feel frustrated by not
helping him with difficult tasks.
4. You should not imply that the trainee is stupid for making
mistakes.
5. You should not embarrass the trainee by scolding, criticizing,
or making fun of him in public.

ANSWERS TO SELF-TEST

A DISCREPANCY MODEL OF TRAINING DESIGN
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REVIEW

In this section we have discussed a number of concerns in building a positive
training climate. We stated that the trainee is the most important person in the
training group, that the trainee is not an "empty jar" but enters training with a
wealth of background and experience which affect the trainee's expectations from
training, and that the trainee's independence and "adultness" must be recognized
in the training process. The trainee, by virtue of a unique background of training and experience is also a potentially valuable resource to the training program.
For the trainer, we have emphasized that the trainer is also an important person
in the training group, especially because the trainer's behavior may be seen as a
model for trainees to follow. We have indicated, too, that the trainer is not an
"empty jar," but enters training with personal needs and values which affect his
training style and effectiveness. Finally, we emphasized that alternative training styles can be effective, provided that trainers are responsive and flexible in
controlling the training activity.
We also discussed the importance of expectations for training, identifying
a set of relationships and expectations between trainees, trainers, and supervisors.
The importance of these expectations for establishing a positive group climate,
the nature of the positive group climate, and three steps for achieving a positive
training climate were also analyzed. The three steps are 1) establishing common
expectations on training goals and processes; 2) establishing interpersonal relationships; and 3) giving positive feedback.
In the next Section we will deal with the second important aspect of implementation-- . formative evaluation.
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Notes and Reacti ons
Use the space below to make notes on your reactions to the ideas in this
section. If you disagree with any of the ideas, or have other ideas, please make
notes so that you may share your thoughts with others.
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Section Two
FORMATIVE EVALUATION

Infrnriir inn

In Unit 3 of this module we introduced techniques for the design of training
objectives and formative evaluation measures. We tried to make the point that
formative evaluation, which has as a primary function the improvement of the training course, is used to determine how well the course enabled the trainee to achieve
training objectives. These objectives are learning , objectives, and their achievement is measured by post-evaluations which, to the extent possible, have the trainee perform the exact behavior stated in the objective. When a significant number
of the trainees cannot meet objectives, the responsibility of the trainer is either
to revise the course so that the objective may be met next time, or to revise or
eliminate the objective.
In Unit 3 we also introduced the idea of the criterion check, which is a measure used to assess trainee progress during the training program towards achievement of the final objectives. If information resulting from criterion checks shows
that trainees are having difficulty achieving a particular objective, the trainer can
respond by allocating more time for discussion, providing extra practice, and so
on. If criterion checks indicate that some or all trainees are progressing more
rapidly than expected, the trainer can compensate in several ways; for example,
by developing more objectives--or by shortening the training period.
Post-evaluations and criterion checks are the formal components of formative evaluation. They are designed as part of the process of setting objectives,
and are based on these objectives. There are, however, informal formative evaluation techniques which, in combination with these two more formal measures, can
be helpful to the trainer. In this section we will discuss these informal, measures,
show how they relate to post-evaluations and criterion checks, and demonstrate
how, through a combination of formal and informal formative evaluation data, the
trainer can analyze the effectiveness of his training course.
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Implementing Formative Evaluation
In Table 2 below we have identified techniques of formative evaluation,
showing formal and informal measures, and how data is used for course modification.

Table 2
Forma tive Evaluation Techniques
Primary Use of Data
Nature of
Evaluation
Process

Formal : focus on
achievement of
objectives

Informal : focus
on activities
and processes
leading to
objectives

En Route : for modifications during course

Criterion
Check

Post: for modifications after course

PostEvaluation

feedback meetings

opinionnaires

-/
Trainer Diary

In studying this table you can immediately see that the distinction between
the Criterion Check and the Post-Evaluation is in the time when the information
is used. Both are formal measures used for course improvement, both focus on
achievement of objectives, both can be relatively highly structured and prepared
prior to the program as part of the process of establishing training objectives.
The informal techniques for formative evaluation round out the formal techniques by providing the trainer with information on the processes and activities
used to help trainees accomplish learning objectives. There are numerous informal
techniques in formative evaluation, including structured or unstructured feedback
meetings, opinionnaires, trainee and trainer diaries, trainer observations, and
so on. While a criterion check may indicate that trainees are not progressing
well towards the accomplishment of a particular objective, an informal technique
(such as a feedback meeting between trainers and trainees to discuss activities)
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^^ra^^arl

progress is slow. Improving the course to
will help the trainer understand
y
correct the deficiency certainly requires this kind of information.
Let us further illustrate this idea with an example from a course recently
managed by one of the authors. For a particular objective a Criterion Check indicated that more than half of the training group was making slower progress than
the trainer had anticipated. Three basic learning activities had been planned and
implemented for this objective in the following sequence: 11 introductory group
discussion; 2) trainee completion of a self-instructional unit, including practice
exercises; and 3) concluding group discussion. The Criterion Check was administered at the end of the second discussion.
On seeing the results of the Criterion Check, the trainer held a discussion
with the training group to determine the source of the difficulty. Using the Five
Teaching-Learning Principles as a guide, he worked with the training group to
identify the weakness in the instructional sequence that caused the difficulty. Trainees saw the importance of the objective, so Perceived Purpose was not a problem.
Nor did trainees feel that the objective was too difficult for the stage of the training program (Graduated Sequence ). Further discussion led to two related conclusions. First, most of the trainees who had difficulty with the Criterion Check
reported that the time allowed for completing the self-instructional unit had not been
adequate. Second, in consequence, they had not had time to complete practice
exercises. Again, using the teaching-learning principles as a point of reference,
the trainer concluded that the instructional sequence was weak in providing for
Individual Differentiation (in this instance, in terms of reading speed), with the
result that Appropriate Practice was not achieved for a significant number of trainees.
Giving (and given) this Knowledge of Results, the trainer arranged for extra
study time for the trainees having difficulty and asked successful trainees to assist
them, scheduled a further discussion, and administered the Criterion Check again.
This time almost all trainees succeeded.
Clearly, the Criterion Check information alone would not have been sufficient to improve the course. The informal feedback meeting was essential.
in large programs, with large trainee-trainer ratios, opinionnaires may
be used alone or in combination with group discussion to obtain formative evaluation data. An opinionnaire administered at the end of training can, if accompanied
by post-evaluation data, be very helpful in identifying process weaknesses. We
would emphasize, however, that trainee opinion data alone is very difficult to use
with confidence. It is possible, for example, that trainees will accomplish a learning objective, while at the same time be dissatisfied with the process. Conversely,
they may not achieve the objective, while being happy with the processes used.
Knowledge of actual achievement of objectives greatly strengthens the use of end
of training opinion data.
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OBJECTIVE FOR THIS UNIT

After completing this booklet and doing the exercises, you should be able
to accomplish the following objective:
Prepare a task analysis or performance-based
description of a person's job from official job
descriptions, an interview of the person performing that job and of the person's supervisor,
in order to identify performance discrepancies.
(You will be expected to use the Task AnalysisJob Structuring Table described in this module
and to use the concepts relating to the Table. )
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You noticed in Table 2 that we showed informal methods as useful both
during and after the course. We also put the "trainer diary" into the table in such
a way as to indicate that it functions as a record for all informal information developed during the program. The importance of a systematic record of formative
information cannot be too strongly emphasized. The combination of carefully developed lesson plans and a systematic record of what happened in the program is
an invaluable resource to the trainer in reviewing and revising a training activity.

Using Formative Evaluation Information
In our Discrepancy Model of Training, the feedback lines from formative
evaluation flow from Phase V (Implementation) to Phase III (Setting Training Objectives and evaluation procedures) and Phase IV (Designing Training). This
graphic illustration, we hope, makes the basic points about the use of formative
evaluation data. First, formative evaluation information is used to determine
whether or not training objectives were met. Second, it is used to determine which
aspect of the training design requires improvement. Hence formative evaluation
is a process that functions totally within the context of the training program itself.
Formative evaluation does not tell the trainer two very important things.
First, it does not tell him if the training actually eliminated performance discrepcies; that is, whether training led to changed job performance. Second, it does
not answer the related question: were the training objectives the right ones? We
will discuss evaluation for these questions (we call it Summative Evaluation) in
the next Unit of the module.
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Section One
JOB ANALYSIS
Task Analysis: A Tool for Studying Jobs
Task Analysis is a systematic process for defining a job, determining
what performance discrepancies exist in that job, and providing a basis for selecting i mportant instructional objectives to teach so that the employees can do that job.
In a performance discrepancy approach to training, the instructor has a
precise means of ensuring that his instruction is of high quality. But high quality
instruction is not enough if the instructor is teaching unimportant objectives. The
function of a Task Analysis is to determine what to teach; the process in which the
Task Analysis is conducted will help determine how important those objectives are.
Why Conduct a Task Analysis?
Think for a minute about your job. It is a complex job, isn't it? It probably took you a long time to learn it, and even with a good training system, it
would take time to teach someone to do your job as well as you do. If you look
at other persons' jobs, you will see the same thing. Most of them are very complex, requiring many steps and procedures in order to do the job properly. The
information that one must learn could fill several books.
As a trainer or training supervisor, you face this problem every day: How
do you describe someone's job so that it can be taught efficiently and effectively? If
you can conduct a Task Analysis in a proper manner, you can better solve this problem.
There is a second reason for conducting a Task Analysis that is also important in making your job as trainer much simpler. Each person usually has some
idea of how to do some parts of any given job. Performance discrepancies exist
because of lack of skills or information, or because of weaknesses in the management system. Task analysis helps the trainer identify discrepancies of both kinds,
and to select those which can best be attacked through training. Task analysis of
this kind is done for a number of persons in the same job, rather than an individual
basis. Whether the individual has the knowledge and skill necessary to perform a
job is the question answered by pre-evaluation at the beginning of training.
Task analysis is carried out for a job category or type, not for each individual. Thus it is possible to perform task analysis for a relatively small percentage of all employees in the category, and use the information developed as the
basis for training program development. This "sample" of employees to be interviewed should be carefully selected, however, either on a random basis, or by
making sure that the sample includes representatives from different sub-groups
within the total employee group. Such sub-groups can be geographical, cultural,
linguistic, and so on.
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SELF-TEST
Before going ahead to the next Unit, check your progress by answering
the following questions:
1. Describe a favorable training climate in terms of 1) trainee feelings, 2) trainer
feelings, and 3) effects on training process.

2. List and explain three steps the trainer can take in developing a favorable training climate.
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REASONS WHY YOU SHOULD CONDUCT A TASK ANALYSIS

1.

Task Analysis can help you, as a trainer, to determine what to teach.

2.

Task Analysis can enable you to describe a job so that it can be taught
efficiently and effectively.

3.

Task Analysis can enable you to identify only those discrepancies that
can be attacked through training-- thus saving valuable training time.

4.

Task Analysis can make it easier to prepare important training objectives--a starting point for an effective training program.

5.

Task Analysis can help administrators keep job descriptions performanceoriented (action-oriented).

6.

Task Analysis can help trainers and administrators focus on the valuable
actions that each worker does as part of his job. (We can eliminate
unimportant and boring parts of a worker's job.)

7.

Task Analysis can help administrators develop measures of the worker's
job--thus making it more manageable .

8.

Task Analysis can help the trainer identify performance discrepancies.
By correcting only discrepancies (instead of retraining a worker in his
entire job) the trainer can achieve far better results with less training
costs and time.
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3. Identify two formal measures of formative evaluation, and explain how evaluation
information from each is used.

4. Explain the difference between formal and informal measures for formative
evaluation.

CHECK YOUR ANSWERS BY TURNING THE NEXT PAGE.
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Introduction to Task Analysis Terminology
Before we begin looking at a method for task analysis, it is useful to define
clearly a number of concepts and words that we will use.

Major Task: Major tasks are the results of employee effort
that are most closely related to the function of
the job. Perhaps the best way to illustrate the
concept of "task" is to give several examples:

Fieldworker Tasks:
• obtain support of community leaders for family planning
• recruit family planning acceptors
• hold group meetings in villages to explain family planning
Media Specialist Tasks :
• write radio scripts
• establish good relationships with media personnel
• plan media campaigns

Task Measures :

Task measures describe the basis on which the
employee's task performance is evaluated.
Sometimes these are formally stated measures;
more often they are informal rules applied by
supervisors. Here are some examples:

Fieldworkers: Task Measures :
• Task:

obtain support of community leaders for
family planning

Measure: proportion of leaders in worker's area supporting family planning
• Task:

recruit family planning acceptors
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Measure: number of acceptors recruited
• Task:

hold group meetings in villages to explain
family planning

Measures: a) number of meetings held, or
b) results of meetings (measured in number of acceptors)
Media Specialist: Task Measures:
• Task:

write radio scripts

Measures: a) scripts produced on time
b) quality of scripts as judged by supervisor
• Task:

establishes good relationships with media
personnel

Measures: a) number of contacts with media personnel
in a month
b) ease with which media access obtained
• Task:

plan media campaign

Measures: a) plans submitted on time
b) effectiveness of plan in organizing work
c) results of campaign

Duties:

Duties are the specific, observable actions that
the employee takes to accomplish tasks. Here
are some examples:

Fieldworkers: Duties :
• Task:

Duties:

obtain support of community leaders for
family planning
a) prepare list of community leaders
b) visit each leader
28

ANSWERS TO SELF-TEST
1. In a favorable training climate, trainees feel friendly, free to express feelings
and explore, accepting of training objectives and methods; trainers are flexible,
accept participants as eager to share authority and responsibility, feel personally close to trainees. The effects on the training process include high endeavor,
satisfaction, collaboration, helpfulness, belongingness, and trust.
2. The three steps in establishing a positive training climate are: 1) establishing
common expectations of goals and methods; 2) establishing interpersonal relationships; and 3) giving positive feedback.
1)

Establishing common expectations: The trainer designs activities through
which the trainee, trainer, and supervisor come to have common understanding of the objectives and methods of training.

2)

Establishing interpersonal relationships: The trainer recognizes that a
training group is a social group, and designs activities which lead to the
development of friendly relationships among members of the training community.

3)

Giving positive feedback: The trainer follows basic rules of giving feedback
to trainees on progress in such a way as to support the independence and
adult nature of the trainee.

3. The two formal measures of formative evaluation are the Criterion Check and
the Post-Evaluation. Information from the Criterion Check is used primarily
for en route modification and improvement of the training program. Information from Post-Evaluation is used for course improvement after training is over.
4. Formal measures of formative evaluation focus on the achievement of training
objectives. Informal measures focus on the processes and activities used to
help trainees achieve objectives. Formal measures tell the trainer which objectives were achieved and how well; informal measures give the trainer information on why objectives were achieved with any particular degree of success.

c)

explain family planning program goals
and procedures

d) assess leader attitude toward family planning
e)

answer leader questions

f) obtain approval of leader for family planning activity
g) if approval not given refer problem to
supervisor with suggestions for further
efforts
• Task:

recruit family planning acceptors

Duties: a) prepare community map showing existing
users, eligible couples
b)

visit eligible couples

c)

first discuss general family welfare,
especially children

d) find out if couple have heard of family
pl aiming
e)

explain purposes of family planning program, and benefits to family of using
family planning

f)

answer questions on purposes and benefits

g) explain contraceptive methods
h)

answer questions on methods

i)

recommend visit to family planning clinic

j)

if questions remain and couple not convinced, make appointment to return

k) fill out record card for visit
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Supplementary Readings
Those who want to go beyond this brief introduction
to training implementation are encouraged to read the following:
For Building the Training Group:
Rolf P. Lynton and Udai Pareek. Training for
Development . Homewood, Illinois: Richard D.
Irwin, Inc. , 1967, Chapter 7.
J. William Pfieffer and John E. Jones. A Handbook of St ructured Experiences for Human Re lations Training . Iowa City: University Associates Press, 1971, Three Volumes.
For Formative Evaluation:
W. James Popham. An Evaluation Guidebook .
1972. The Instructional Objectives Exchange,
P.O. Box 24095, Los Angeles, California, 90024.

• Task:

hold group meetings in village to explain
family planning

Duties: a) obtain permission to hold meeting from
community leader
b) locate place for meeting
c) publicize meeting in community (time
and place)
d) plan meeting agenda, including entertainm ent
e)

give filmstrip show on family planning

f)

during meeting, explain family planning
program, benefits of family planning,
contraceptive methods, where to obtain
services

g) answer questions
h)

ask couples interested in obtaining services to stay after the meeting

i)

arrange appointments with interested couples

Media Specialist; Duties :
• Task:

write radio scripts

Duties: a) obtain basic message from Research Unit
b)

determine level of education of audience

c)

select basic program format (drama,
lecture, etc. )

d) write draft script
e)

tape prototype program

f)

have script and prototype reviewed

g)

revise script
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Notes and Reactions
Use the space provided to write down any notes or reactions you may have
to the ideas in this unit.

• Task:

establish good relationships with media
personnel

Duties: a) identify key personnel in media organizations
b) make appointment to visit personnel
c)

ask individual to explain policies and procedures of his organization

d) ask if media cover family planning
e) explain family planning program
f)

offer to provide appropriate material
in the format utilized by the media

g) maintain frequent contact, both professionally and socially
• Task:

plan media campaigns

Duties: a) consult with superiors on general goals
of program
b)

draft campaign objectives

c)

consult on objectives with superiors and
cooperating agencies

d)

revise objectives

e)

obtain approval of objectives

f)

design campaign strategy

g) consult on strategy
h)

develop time and work schedule for campaign

i)

consult on time and work schedule

j)

revise schedule
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UNIT 6

PHASE

VI: SUPPORT AND SUMMATIVE EVALUATION

A DISCREPANCY MODEL OF TRAINING DESIGN
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k) estimate resource requirements,
prepare budget
1) consult on budget
m) revise budget
n) assemble final plan for review

Condi tions :

Conditions refers to those things which make
performance of tasks, and duties possible,
easy, or difficult, including necessary tools,
forms, etc. Here are some examples:
Fieldworkers: Conditions:
• Task:

obtain support of community leaders for
family planning

Conditions: a) More than half of leaders know how to
oppose family planning on religious
grounds
b) both government appointed and traditional religious leaders have power
in community
• Task:

recruit family planning acceptors

Conditions: a) people oppose family planning on religious grounds
b) worker to use standard flipcharts #1
and #2 to explain benefits of family
planning and contraceptive methods
c) community maps do not exist
d) worker uses Family Planning Record
Card #A-1
• Task:

hold group meetings in villages to explain
family planning
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OBJECTIVES FOR THIS UNIT

When you have completed this unit, you should be able to:
1.

Explain the primary function of follow-up support for training.

2.

List three general strategies for follow-up support.

3.

Explain the difference between formative and summative
evaluation.

4.

Explain two methods for selecting samples of trainees for
summative evaluation.

5.

Explain a criterion for determining when summative evaluation
should be conducted, as explained in this unit.

6.

Explain the basic procedures for summative evaluation.

7.

Contrast the arguments in favor of trainer versus independent
evaluation.

8.

Explain the difference between objective and subjective measures,
as given in this unit.

9.

Explain how summative evaluation relates to the decision phase
of training.

10.

Explain how intervening factors can affect job performance
after training.
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Conditions: a) mobile movie van available once a
month
b) worker uses battery-operated filmstrip projector, filmstrips
Media Specialist: Conditions :
• Task:

write radio scripts

Conditions: a) limited to five minutes
b) cannot refer directly to two-child
family
c) use messages prepared by Research
Unit
• Task:

establish good relationships with media
personnel

Conditions: a) limited hospitality budget
b) media generally favorable to family
planning
c) media organizations dispersed over
three major cities
• Task:

plan media campaigns

Conditions: a) plan must be prepared before available
budget known
b) plan format and submission date must
conform to standard government practic e
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Introduction

The final phase of training takes both the trainee and the trainer back to
the beginning of the training process--the trainee on the job. Learning to change
the performance of people doing jobs begins, through job analysis and the identification of performance discrepancies, with the trainee's job performance. If
performance discrepancies can best be attacked through training, training objectives are set, a program which will help the trainee achieve those objectives designed, and the program is implemented. Following implementation, the partnership between the trainee and the trainer should continue as the trainer provides
follow-up support to the trainee on the job. Follow-up support of changed job performance is one of the two major post-training activities, and will be discussed
in Section One of this Unit.
The second major post-training activity also returns to the beginning. This
is summative evaluation, which is designed to answer the basic evaluation question:
did training in fact eliminate performance discrepancies, leading to changed job
performance? In Section Two of this Unit we will discuss a basic methodology for
summative evaluation.
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REVIEW

Now that you have had the chance to study the definitions and examples of
the four terms we will use, let's review the definitions briefly:
Major Task :

the results of employee effort that are
most closely related to the functions of
the job.

Task Measures :

the basis on which the employee's task
performance is evaluated; sometimes
these are formally stated measures;
often they are informal rules applied
by supervisors.

Du ties :

the specific, observable actions that
the employee takes to accomplish tasks.

Condi tions :

those things which make performance
of tasks and duties possible, easy, or
difficult, including necessary tools,
equipment, forms, etc.
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Section One
FOLLOW-UP SUPPORT

With the obvious exception of on-the-job training, training takes place
away from the trainee's job. Even when training objectives are based on performance discrepancies, and training is directly relevant to trainee job performance, a gap still exists between the training environment and the real-life problems of the employee carrying out his assigned duties. Skills have been studied,
practiced and learned in the training program in an environment quite different
(despite the best efforts of the trainer) from the environment in which the skills
must be applied. The purpose of follow-up support strategies is to help the trainee
bridge the gap from training to the job.
Two Environments
As we pointed out in the previous Unit, a training group rapidly becomes
a social group. Within this group, peer support for the mastery of new skills becomes an important factor in learning. But when the trainee returns to the job,
this peer support is no longer available. Equally important, the learning resources
of the training program, unless carried back in the form of materials, are no longer
available. The trainee finds himself alone, surrounded by the old difficulties of
the job.
The absence of the supportive atmosphere of the training program can be
a barrier to trainee application and use of newly acquired skills. What was practiced and mastered in the training program can appear difficult in the job situation.
Moreover, in most training situations, it is difficult to assure that supervisors
will be able to continue the support for new job performance that was achieved in
the training program (even though we hope they can--and might even provide training or orientation for them for this general purpose).
Hence the basic strategy for developing follow-up support of trainees on
the job becomes one of extending the supportive atmosphere of training into the
job situation to help the trainee through the difficult period of readjustment and
transfer of newly acquired skills.
Strategie s
The number of strategies available to the trainer for maintaining followup support of trainees is limited by the availability of resources, the geographical
dispersion of the trainees, and the availability of cooperation from the employing
organization. The creative trainer can, despite these limitations, often find ways
to provide support from among the following alternatives.
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SELF-TEST
Before going ahead to further work on task analysis, check your understanding of the four terms by answering the questions below.
Identify the items as Tasks, Task Measures, Duties, or Conditions by writing the appropriate letter in the blank.
Key: Task

=T

Measure = M
Duty

=D

Condition = C
1.

number of group meetings held

2.

obtain support of community
leaders for family planning

3.

results of campaign

4.

visit eligible couples

5.

fill out record card

6.

use battery-powered filmstrip projector

7.

write radio script

8.

leaders oppose family planning

9.

publicize group meeting

10.

script produced on time

11.

establish good relationships
with media personnel

1.

Regular Two-Way Communica ti on

Newsletters, seminars and trainer travel are among the options available
for maintaining communication with graduate trainees. This communication can
be important to the trainee by reminding him that others are engaged in the same
kind of work, and are facing the same problems in applying training. Technical
support for problem solving can be provided through information on how others
are meeting and dealing with problems, and through the resources of the trainer.
For the trainer, the communication is extremely valuable in keeping him
current on how the jobs in the field are changing, what problems the trainee is
encountering, and on what new training needs (performance discrepancies) may be
appearing. In this way, two-way communication supports both formative and summative evaluation.
2.

Follow-up '{'raining

if two-way communication leads to the identification of recurring job problems, the trainer may seek to arrange supplemental training efforts. In choosing
supplemental training as the way to combat a problem, the trainer will want to
repeat the analysis and decision phases of training to be sure that administrative
action is not the more efficient way to deal with problems identified.
3.

Technical Assistance

In many training programs, provision for continuing technical assistance
to trainees is built into the design. Such assistance can be provided by the training institution, by agreement with the employing agency, or by other organizations.
Again, two-way communication supports the efficient use of technical assistance,
as it does the effective use of follow-up training.
Joint Planning
These three strategies are among those that can be devised. Whatever
the strategy, a useful activity is joint planning for the follow-up by the trainee and
the trainer during the training program. The trainee brings knowledge of his or
her own unique job situation to this planning, while the trainer brings the knowledge
and experience of follow-up strategies and of problems encountered by trainees in
past programs. A jointly devised plan for application of new skills which recognizes potential problems and builds in available follow-up resources can give the
trainee a "running start" on the problems of returning to the job.
Joint planning for the post-training period also begins the important process of directing the attention of the trainee away from the unique training environment and back towards the reality of the job.
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ANSWERS TO SELF-TEST

1.

M

2.

T

3.

M

4.

D

5.

D

6.

C

7•

T

8.

C

9.

D

10.

M

11.

T

12.

C

If you got most answers correct, you are ready to proceed. If not, you
may want to review the materials again before going ahead.
Don't be too concerned if all of your answers do not agree with ours. Identi-fying tasks, measures, duties, and conditions in jobs is a matter of judgement.
Because you bring to the materials a unique background in family planning work,
you may see a Task as a Duty, and so on. This is to be expected.
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Section Two
SUMMATIVE EVALUATION

In the Introduction to this Unit we pointed out that summative evaluation,
like follow-up of training, returns both the trainer and the trainee to the beginning
of the training design cycle--the trainee's job and associated performance discrepancies. While follow-up support is designed to help the trainee adjust to the reality
of the job and apply new skills learned in training, summative evaluation is concerned with evaluating post-training job performance to see if, in fact, performance
discrepancies have been eliminated.
^T^

Summative and Formative Evaluation Contrasted
Before we go ahead to discuss some of the technical aspects of summative
evaluation, let's first establish, as clearly as we can, the differences between
formative and summative evaluation.
You will remember that formative evaluation, as we have defined it, is
concerned with finding out how well and to what extent training objectives have
been reached, as well as how training activities are related to the achievement
(or non-achievement) of training objectives.
Summative evaluation, on the other hand, is concerned with the question:
were the training objectives the '{right" objectives? Put another way, did the training, even if it was successful in enabling the trainees to achieve all training objectives, really eliminate performance discrepancies, and change job performance?
Thus formative evaluation is concerned with measuring the relationship
between training activities and the achievement of training objectives. Summative
evaluation, on the other hand, is concerned with measuring the relationship between
training objectives and performance discrepancies.
These different relationships and types of evaluation can be diagrammed
as shown in Figure 1.
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Section Two

TASK ANALYSIS METHODS

Figure 1
Formative and Summative Evaluation Contrasted

did

SUMMATIVE
EVALUATION

training
activities

training
objectives

achieve

di d achieved ,

t nmg

objectives

9

FORMATIVE
EVALUATION

erf rman

e

c
o
eliminate p
discrepancies

You can see from this diagram that the two types of evaluations are focused
on different linksin the relationship between training activities, training objectives
and performance discrepancies. Clearly, it is entirely possible that training activities might lead to the achievement of training objectives, but that, because the
objectives were not based on real or important performance problems, job performance would not be changed. In fact, this kind of training program failure is probably most common in all forms of training, and most often occurs because of lack
of attention to the job analysis phase of training.
With the differences between the two types of evaluation clearly in mind,
we can move ahead to consider some of the technical problems and methods of
summative evaluation.

The Basic Problem
In the most general terms, summative evaluation in training requires the
trainer to repeat the process of job analysis. At the beginning of the training design process, the trainer analyzed the jobs of trainees to determine what tasks
and duties within job performance needed change or improvement, and used these
discrepancies as the basis for setting training objectives. Presumably, if these
objectives were reached, the discrepancies would be eliminated. But, in fact,
were they? To find out, the trainer must take a look at the post-training job performance of trainees.
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TASK ANALYSIS METHODS
The best way to understand a job, of course, is to do it yourself. For most
trainers, however, this is not possible. Instead, we rely on the information about
the job that is provided to us by administrators, supervisors and, most importantly,
people who do the job themselves.
A practical way to get this information is through interviews, supplemented
by study of job descriptions. By combining the information he gets from all sources
into a job profile, the trainer can identify those performance discrepancies which
can be eliminated through a training program. The analysis also identifies performance discrepancies which can best be eliminated through other actions, such as
administrative changes. Thus there is a bonus outcome from a thorough job analysis.
It helps if the trainer has a means of structuring the information he collects
from various sources. From official job descriptions, organizational charts, and,
importantly, interviews with the right people, the trainer will assemble a large
amount of information. We suggest the job structuring table below as one way to
put this data into useful form.

Task Analysis-job Structuring Table
Job:

Major Tasks

Measures

Duties

Conditions
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Performance
Discre ) nC
Yes
No

Training
Reason
Yes

No

Issues
1.

Whose Job Performance Should be Evaluated?

Ideally, of course, the post-training job performance of all trainees should
be evaluated. In practical terms, however, this is usually not possible, particularly when large numbers of people are being trained. When complete evaluation
is not feasible, the trainer has two basic alternatives.
The first alternative is to select from among the training group a representative sample of trainees who did very well in achieving objectives, those who did
moderately we , and those who did not do well. In selecting this group, the trainer
would try to make sure that, for each discrepancy and associated objectives, trainees who achieved the objective as well as those who did not were included. By analyzing post-training job performance for this sample, the trainer could identify relationships between achievement of objectives and post-training job performance.

ll

The second alternative is to choose a random sample of the total training
group. The size of the sample would be determined by the resources available
for evaluation, but the sample should be a large enough percentage of the trainee
group to give the trainer confidence in his findings. Job analysis would then be
conducted for this sample.
2.

When Should Evaluation be Conducted?

This is one of the most difficult questions of summative evaluation. If evaluation is conducted too soon after training, the trainee will not have had enough oppor-turnity to begin using new skills. If evaluation is conducted too long after training,
any number of events may have occurred in the period between training and evaluation which can have either prevented new skills from being used or have changed
the nature of the job.
As a rough rule of thumb, we recommend that the interval between training and summative evaluation be determined by the job cycle of the trainee. By
job cycle, we mean the usual period of time over which the trainee performs all
of the tasks and duties of his job. For a job such as the communication specialist
that was analyzed in Unit II of the module, the cycle might be one month. During
a month's time the trainee will have given movie shows, scheduled activities, and
so on. Other jobs will have shorter or longer cycles. The interval between training and evaluation should be at least as long as one complete job cycle, perhaps as
long as two or three.*

*The trainer must use common sense and judgement in this area, as the problem
still requires considerable careful research.
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The steps involved in using this Table to construct a task analysis are as
follows:
1.

Identify the major tasks, or functions, of the job.

2.

Identify measures of performance for accomplishment of tasks.

3.

Identify the duties which the employee performs in order to complete
the task.

4.

Identify the conditions under which the duties are performed, including the use of special equipment, forms, etc.

5.

Determine, for each task identified, whether or not the employee is
performing according to the measures identified.

6.

If a task is not being performed satisfactorily, examine the duties which
the employee carries out to perform the task to see where performance
discrepancies exist.

7.

State the reason for the performance discrepancy.

8.

Decide if the discrepancy can be best attacked through training.

Let's take a closer look at the steps involved in filling out this Table.
We will use as an example the job of "projectionist. "

3.

How Should Evaluation be Conducted?

The basic techniques for evaluation of this type are similar to those of task
analysis. The major difference is that the evaluator begins with a list of specific
performance discrepancies that training was intended to deal with. Through observation, program and job records, and through interviews with the trainee and supervisor, the evaluator attempts to establish whether or not job performance has
improved for each discrepancy.
4.

Who Should Do the Evaluation?

So far in this discussion of summative evaluation we have used the words
"trainer" and "evaluator" interchangeably. In fact, whether or not the trainer
should conduct summative evaluation is a difficult question, with arguments on
both sides.
The arguments for having the training institution conduct summative evaluation are based on the assumption that the trainer has performed the job analysis,
and is therefore in the best position to understand performance discrepancies as
well as the training objectives based on them. Moreover, the trainer is a primary
user of summative evaluation information, using the results to assess the effectiveness of the analysis procedures used and the relationship established between
performance discrepancies and training objectives. On the other hand, the trainer
must struggle with his natural desire to find out that his training program was
successful. This potential bias on the part of the trainer as evaluator is the strongest argument for independent evaluation or evaluation by the employing organization. The case for independent evaluation is strengthened, of course, when a systematic job analysis has been carried out prior to training and written down .
With such an analysis in hand an independent evaluator, experienced in job analysis,
can usually carry out an objective and accurate evaluation.
While we tend to favor independent evaluation, we recognize the desirability
of trainer involvement. The choice of evaluator will always be an important step
in evaluation--and the nature of the choice will inevitably vary from situation to
situation.
5.

Problems of Summative Evaluation

Actually carrying out evaluation of this kind is, of course, not as simple
as it would first appear. There are several problems which the evaluator must
take into account. A number of these are discussed below.
Measures:
A key problem in all types of evaluation is obtaining objective measures
of change. By objective, we mean a measure which is based on observable behavior

295

Task Analysis-Job Structuring Table
Job: Projectionist

Major Tasks

Table 1

Measures

Duties

Conditions

Performance
Disare anc
Yes

1) Holds movie
shows
2) Maintains movie
projector
3) Repairs
projector

4.

0

4) Splices
damaged film

No

Re

and on which different people can agree. Objective measures do not involve opinion
or judgement. As much as possible, evaluation of all kinds should rely on objective measures. *
It is in the area of objective measures for changed job performance that the
measures for tasks established in the analysis phase of training become extremely
useful. As you will recall, job measures are objective ways in which the performance of certain duties and/or tasks can be evaluated. In the projectionist job,
for example, the measure for the task "holds movie shows" was "number of shows
held each month/should be at least 10." This is an objective measure of task performance. The number of shows can be counted--independently--by different people.
If all are careful in their investigation, they will all get the same number.
Continuing with our example of the projectionist task of holding movie shows,
if Analysis identifies a discrepancy in this task (for example, most projectionists
are holding only three shows each month) and identifies reasons for the discrepancy
that are best solved by training, and if training objectives based on the discrepancy
are met, it is possible for the evaluator to go into the field after training and find
out how many shows are being held, on the average, by training graduates. Seven?
Ten? Fourteen? The answer is objective and directly related to the discrepancy.
Subjective measures can also be useful, although they are much less reliable.
A supervisor's "impressions" of trainee performance are easily affected by other
factors, such as a desire to please the trainer or simple lack of information about
what the trainee is doing on the job. The trainee's own impressions are similarly
unreliable. However, subjective measures, used in conjunction with objective
measures, can help "round out" evaluation information.
Relating Jobs to Programs :
It is possible that training can successfully eliminate performance discrepancies, changing job performance to meet the standards and tasks set up by the
organization, while at the same time not significantly improving overall program
performance.
Let's look at an example. Suppose that family planning motivator performance in terms of number of acceptors recruited has become a serious problem
in a given area. Job analysis has identified several discrepancies between what
the fieldworker is supposed to do on the job and now does. Training is designed
and implemented, and on return to the job trainees show clear evidence of having
overcome the specific discrepancies identified. Training was a success.

*This, of course, is one of the strong points of formative evaluation based on
behavioral objectives.
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I. Major Tasks
Major Tasks are the broad, general descriptions of behavior that suggest
the production of significant job outputs. Listed in Table 1 are some major tasks
identified from interviews with a projectionist and his supervisor for the job,
"projectionist."
The identification of Major Tasks is one of the most important steps
toward preparing relevant and successful instruction. By determining the important dimensions of a job, one limits greatly the amount of detail that often
suffocates trainers attempting to provide job training.
Specification of Major Tasks, however, is only the first step. These
are still not in a form most appropriate to be utilized in a training program. To
do that, we must specify the measures, duties, and conditions for the performance of the Major Tasks.
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Or was it? It may be that fieldworkers are still not meeting acceptor targets.
What can this mean? Most often, it means that the job structure itself is not adequate for the targets set. This leads the trainer back to the Decision Phase of Training. If training has eliminated important discrepancies, and if overall performance
is still not adequate, actions other than training must be considered. Is more manpower needed? Do jobs need to be changed? Are targets realistic?
You will have noticed that in our Discrepancy Model summative evaluation
"feeds back" not only to the Analysis Phase, but also to the Decision Phase, reflecting the continual nature of the analysis-decision-training-evaluation process.
Intervening Factors :
An alert evaluator will always be sensitive to the fact that factors outside
the control of the trainee, the supervisor or the trainer will affect post-training
job performance. These factors can affect performance in both positive and negative ways. These factors are not caused by training, and can either support or
prevent improved job performance.
Let's use our example of the family planning motivator once more. Following training which successfully met objectives, the evaluator may find that performance discrepancies still exist. He might be tempted to conclude immediately that,
somehow, job analysis failed to identify important discrepancies. There are, however, other possible explanations. The conditions under which tasks are performed
may have changed. For example, a new supervisory system may have gone into
effect which is not supportive of new job skills. Alternatively, other administrative
actions which were identified as necessary to complement training (such as increased
budget, or new procedures) may not have gone into effect, making use of new skills
difficult.
Equally important, and much more difficult to deal with, is the possibility
that changed job performance for a specific discrepancy may not be due to training.
This situation most often occurs when administrative changes are made at the same
time that training is implemented. Which action--administrative change or training--was responsible for improved performance? If both contributed, which was
most important?
Most practical evaluators will be content to recognize the existence of this
last ambiguous situation. They will be satisfied that training made its contribution.
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Task Analysis-Job Structuring Table
Job:

Table 2

Projectionist

Major Tasks

Measures

Duties

Conditions

Performance
Biscre anc
Yes

1) Holds movie
shows

1) At least 10
shows per
month
Starts within
5 minutes of
scheduled time

2) Maintains movie
projector

2) Projector
always ready
for use

3) Repairs
projector

3) Within 3 days
of breakdown

4) Splices
damaged film

4) Least interruption to film
Permanent

No

Rea

But this satisfaction must be balanced with caution: without other supportive
changes, the trainer cannot have confidence that training alone will eliminate the
discrepancy in the future.

A Final Note on Summative Evaluation
Many trainers and evaluators will be quick to notice that we have not included a discussion of research-based evaluation in this module. This is not because we are unfamiliar with research evaluation, nor because we do not appreciate its usefulness.
However, it is our feeling that evaluation using research procedures (experimental designs, elaborate and well-tested measurement devices) is too costly
and too slow in the rough and ready world of the development trainer. Instead,
we favor simpler, more practical approaches, such as the ones described in this
Unit. We do so in full recognition of the fact that these methods involve a significantly greater chance for erroneous conclusions. But we feel that simpler approaches, if they are thoughtfully and carefully implemented, and if the information they yield is used as thoughtfully and carefully, offer the greatest hope for
improved training.

*If a large amount of resources is to be invested in training, and if there is potential for ambiguity between administrative change and training as the cause of
i mproved job performance, the trainer can design experiments to compare training only, administrative changes only, and the combination of administrative
change and training. Research of this type can be extremely valuable, but a full
treatment of evaluative research is beyond the scope of this module.

298

2. Measures
"How is the Worker's Job Evaluated?"
Every job, no matter how complex or how simple, has several components that are valuable enough to be "measured" or evaluated. For example,
let us look at the job of a movie projectionist. Some of the common measures
of his job are given in Table 2.
This is not an exhaustive list, but it should demonstrate that we can identify
Measures for looking at any given job. Why are these measures important?
These measures are important because they are:
• performance-oriented
• valuable actions
• manageable
We can look at two workers and observe that one worker has shown ten
movies in a month, while another worker has shown only three. Thus, we can
evaluate performance rather than the person. Measuring performance is the key
to identifying performance discrepancies . These measures frequently, though
not always, indicate valuable activities that workers are engaging in. Sometimes
people will say that really valuable things cannot be measured; this is not true.
It only means that no one has yet been able to put a measure on the activity that
everyone agrees with. But the fact that we can measure it means that we can
eliminate unimportant or invaluable activities.
The third reason why measures are important is that they are manageable .
They provide a means of comparing essentially dissimilar things (such as people).
It is precisely because every person is unique that we require measures to talk
about what they do in the world. We can observe changes in the measures as
indications that changes in the individual are occurring. This is important since
two people may accomplish the same thing in different ways. If we forced them
to do every action the exact same way , there is no guarantee that they would have
the same results.
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SUMMARY AND REVIEW
In this Unit we have discussed two major post-training activities: follow-up
support and summative evaluation.
In our discussion of follow-up support we noted the existence of two different environments, the training environment and the job environment, and stated that
the primary purpose of follow-up support was to help the trainee bridge the gap
between the two--to help him transfer what was learned in training to the reality
of the job experience. In addition, we listed three general strategies for follow-up,
including regular two-way communication, follow-up training and technical assistance. We also emphasized the value of joint trainer-trainee planning of follow-up
during the training program.
In our analysis of summative evaluation, we contrasted formative and summative evaluation, pointing out that formative evaluation is concerned with the
achievement of training objectives, while summative evaluation is concerned with
whether or not the objectives were the right ones, and were indeed related to performance discrepancies. We stated that the basic problem of summative evaluation
is determining if the performance of people doing jobs has changedbecause of training. We also discussed five basic issues in summative evaluation: 1) whose job
performance should be evaluated; 2) when should evaluation be conducted; 3) how
should evaluation be conducted; 4) who should do the evaluation; and ) problems
of summative evaluation. Under this last issue, we discussed problems of measures,
relating jobs to programs, and intervening factors. Finally, we ended with a note
about the use of research techniques in training evaluation.
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Task Analysis-Job Structuring Table
.Job:

Table 3

Projectionist

Major Tasks

Measures

Duties

Conditions

Performance
Discrepant
Yes

1) Holds movie
shows

1) At least 10
shows per
month
Starts within
5 minutes of
scheduled time

2) Maintains movie
projector

2) Projector
always ready
for use

3) Repairs
projector

3) Within 3 days
of breakdown

4) Splices
damaged film

4) Least interruption to film
Permanent

1) Obtains films
Sets up equipment
Operates equipment
Plans schedules
Follows schedules
2) Checks parts
daily
Replaces worn
parts
Obtains replacement parts
ahead of time
3) Identifies cause
of breakdown
Replaces broken
parts
4) Splices by hand
using recommended techniques - or uses splicing
machine

No

Re

SELF-TEST

1.

Explain the primary function of follow-up support for training.

2.

List three general strategies for follow-up support of training.

3.

Explain the difference between formative and summative evaluation.

4.

Explain two methods for selecting samples of trainees for summative evaluation.
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3. Duties
All of the specific actions that a worker takes in order to perform a
major task are known as Duties. As with standards, there are many ways to
determine what a worker's duties are. The most common are:
• Determine the duties by logic or common sense
• Use the measures column to suggest the duties
• Ask the worker what is done to achieve each task
• Watch the worker do the job, making note of every action taken
• Ask the worker to explain why and how a tool is used, a report
prepared, etc.
The duties will often overlap from one major task to another. Frequently,
this means that there is another major task that you have not yet identified. Sometimes, this only means that you are looking at a very generalized skill, such as
typing or writing a report, that is not essential to the task.
The duties should describe a logical process that leads to the accomplishment of the major task. Often the process of carefully defining the worker's job
will clarify your job as a trainer, simply because it will point out the relevant
discrepancies that exist. This is because each major task is a result of many
duties; yet the inability of a worker to perform one duty out of many will often
prevent him from doing the entire major task. If you can identify the specific
discrepancies, and correct those, you will obtain far-reaching results with considerably less cost and effort. This is very important when you are responsible
for the training or communications needs for an entire district, state or country.
The duties for the job we are considering are given in Table 3.
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5.

Explain the criterion for determining when summative evaluation should be
conducted, as described in this unit.

6.

Explain the basic procedures for summative evaluation as described in this unit.

7. Contrast the arguments in favor of trainer evaluation, as opposed to independent
evaluation.
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Task Analysis-Job Structuring Table
Job:

Table 4

Projectionist

Major Tasks

Measures

Duties

Conditions

Performance
Discrepant
Yes

1) Holds movie
shows

1) At least 10
shows per
month
Starts within
5 minutes of
scheduled time

1) Obtains films
Sets up equipment
Operates equipment
Plans schedules
Follows schedules
2) Checks parts
daily
Replaces worn
parts
Obtains replacement parts ,
ahead of time

1) Films distributed through
provincial
offices
Uses Kodak
16mm projector

2) Maintains movie
projector

2) Projector
always ready
for use

3) Repairs
projector

3) Within 3 days
of breakdown

3) Identifies cause
of breakdown
Replaces broken
parts

3) Uses screwdriver, pliers

4) Splices
damaged film

4) Least interruption to film

4) Splices by hand
using recommended techpiques - or -uses splicing
machine

4) Splicing Technique Manual
#1
Uses 3M
splicer
Splicing machines available to 25%, of
projectionists

Permanent

2) Parts budget
limited to $20
per year
Parts take
2 weeks to
arrive after
order

No

Re

8. Explain the difference between objective and subjective measures as given in
this unit.

9. Explain how summative evaluation relates to the Decision Phase of training.

10. Explain how intervening factors can affect job performance after training.

CHECK YOUR ANSWERS BY TURNING THE NEXT PAGE.
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4. Conditions
The Conditions of tasks and duties tell us the particular circumstances
under which the tasks and duties are performed. We also use this category to
identify any special tools, or equipment or aids that the employee uses.
This information is invaluable when determining how to train people to
perform duties and tasks. It also helps us identify reasons for performance discrepancies.
The conditions for our projectionist's job are given in Table 4.
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Task Analysis-Job Structuring Table
Job:

Table 5

Projectionist

Major Tasks

Measures

Duties

Conditions

Performance
Discrepancy
Yes

1) Holds movie
shows

1) At least 10
shows per
month
Starts within
5 minutes of
scheduled time

1)• Obtains films
Sets up equipment
Operates equipquipment
Plans schedules
Follows achedales

2) Maintains movie
projector
00

2) Projector
always ready
for use

2) Checks parts
daily
Replaces worn
parts
Obtains reps ce
ment parts
ahead of time

No

Can'
sche
caus
alwa
vehi

1) Films distributed through
provincial,
X
Uses Kodak
iGnimprojector

Film
alwa
avai

2) Parts budget
limited to $20
per year
x

Parts take
2 weeks to
arrive after
order

3) Repairs
projector

3) Identifies cause
of breakdown

3) Identifies cause
of breakdown
Replaces
broken parts

3) Uses screwdriver, pliers

4) Splices
damaged film

4) Least interruption to film

4) Splices by hand
using recommended techniques - or uses aplicing
machine

4) Splicing Technique Manual
#1

Permanent

Rea

Uses 3M
splicer
Splicing machines available to 25%, of
projectionists

x

Does
know
repa
jecto
x

ANSWERS TO SELF-TEST
1.

The primary function of follow-up support for training is to help the trainee
transfer what was learned in the training environment to the job environment.

2.

Three general strategies for follow-up support are: 1) regular two-way communication; 2) follow-up training; and 3) technical assistance.

3.

Formative evaluation measures how well training objectives are met. Summative evaluation measures whether or not training led to changed job performance.

4.

The trainer can select samples for summative evaluation by: 1) selecting a
cross-section of trainees which includes individuals who have achieved and not
achieved each objective; or 2) drawing a simple random sample of the trainee
group.

5.

Simmative evaluation should be conducted after the trainee has completed at
least one complete job cycle.

6.

Procedures for summative evaluation are similar to those of job analysis. Information on job performance is gathered from records and interviews with employees and supervisors, and from observation. The evaluator looks specifically
for changes in job behavior for the performance discrepancies that were the
basis for training objectives.

7.

The trainer usually has conducted the job analysis, and is more familiar with
the job and the training program than an outside evaluator. However, the trainer
finds it more difficult to be objective in evaluating training than does the independent evaluator.

8.

Objective measures involve observable actions or behavior which different
people can agree upon. Subjective measures are based on judgement and opinion.
Objective measures should be used whenever possible in evaluation.

9.

Summative evaluation may discover that, although training was successful, in
eliminating performance discrepancies, overall job performance has not improved. This indicates that some aspect of the job as currently structured may
need changing by actions other than training, thus leading the trainer to reevaluate the decision to improve performance through training.

10.

Intervening factors, such as organizational changes, may prevent trainees from
using new skills. They may also be the cause of improved job performance,
rather than the training. A careful evaluator will try to identify such factors
in his analysis.
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5. Perform ance Discrepancy
The purpose of conducting a task analysis is to define a job and then to
identify what portions of that job require training. To do this, you have to assess
the worker's performance to see if he/she can do the job or not. In doing this we
look primarily at the tasks to measure performance, and at the duties and condi
-tionsfdrea icpns.
Often there are many factors affecting a worker's performance other than
his knowledge of how to do his job. For example, a worker may not be able to
follow a tour schedule if there are no means of travelling around his area. This
may mean that you, as a supervisor or instructor, would be better off trying to
find alternative solutions, since "training" would not solve the problem. On the
other hand, if the worker was not following his schedule because he or she did
not know how to coordinate different persons' activities, or was not aware that
this was required, you could solve this problem with training.
This step is very important in defining training requirements because of
a very simple fact. That is, there is always more to teach than instructors to
teach it or time in which to teach it. Therefore, you have to teach the most important things first, usually those aspects of a job that are critical to a worker's
ability to perform that job. Performance assessment enables you to identify discrepancies between what the employee does and should do.
There are two levels on which to conduct a performance assessment. The
first level is the general level that includes all workers in the job position you are
doing the task analysis of. At this general level, you are concerned with the question of whether all the workers as a group are able to perform the job or not. If
they generally are not able to perform it, you would be likely to include that as
a part of your training course.
The second level is the individual level. At this level we want to know
whether a specific individual can perform the task. The place to determine this
is at the beginning of training, before you actually start the instruction. You will
learn how to conduct a "Pre-Evaluation" to determine whether specific individuals
can or cannot do the activity. If they already can do the activity, you would eliminate them from the training program; and if they cannot do the activity, you would
of course, give them the necessary training.
Since the job we have been looking at is imaginary, we cannot really identify any performance discrepancies that are real. But suppose we were looking
at real workers doing these jobs. What might the Performance Discrepancy column look like if it were filled out? One possible answer is given in the completed
Task Analysis-Job Structuring Table in Table 5.
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Supplementary Reading
Those interested in more in-depth work on
evaluative research are advised to read:
Edward A. Suchman. Evaluative Research.
New York: Russell Sage Foundation, 1967.
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Discussion: Performance Discrepancies

Look back at the performance discrepancies identified in Table 5. Let's
assume that we had filled out a Task Analysis-Job Structuring Table for a reasonably
large sample of all of the projectionists in the program (perhaps 30 out of 100),
and found that task performance was weak in holding movie shows and repairing
projectors for almost all of them (there would of course be exceptions). How could
task performance be improved?
It seems clear that training alone will not improve performance. The
trainer will of course provide training in repair of projectors. But training will
not solve the problems of 1) vehicle availability and 2) ifim availability. Administrative steps will be required here. Either more vehicles and films will be purchased, or the measures for the job will be changed, with a more realistic goal
of five shows a month being set.
The Table also tells the trainer something else equally important. It tells
him what the projectionists can already do! To improve performance, the trainer
does not have to provide training in operating the projector, planning schedules,
checking or replacing projector parts, or the duties involved in splicing. Without
such a field-based analysis, and acting on an administrator's request for "re-training of projectionists who are not doing their jobs well," he might have included
all of these subjects in the course, thus wasting everyone's time--and having "irrelevant" training.
Finally, the job profile that the trainer has built up provides him with the
basis for designing training for new projectionists. People just entering the job
will probably need to learn how to perform all of the duties listed (although the
trainer would make sure with a pre-evaluation, as we will see in the next unit).
By virtue of his recent and accurate information from the field the trainer can
approach the task of training new projectionists with confidence.
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Notes and Reactions
Use the space below to write down any reactions you have to the ideas in
this unit.
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REVIEW
In the next section of the unit you will have the chance to practice applying
this technique in a task analysis situation.
Before you go on, let's review the steps in using the Task Analysis-job
Structuring Table to construct a task analysis. These steps are:
1.

Identify the major tasks, or functions, of the job.

2.

Identify measures of performance for accomplishment of duties.

3.

Identify the duties which the employee performs in order to complete
the task.

4.

Identify the conditions under which the duties are performed, including the use of special equipment, forms, etc.

5.

Determine, for each task identified, whether or not the employee is
performing according to the measures identified.

6.

If a task is not being performed satisfactorily, examine the duties which
the employee carries out to perform the task to see where performance
discrepancies exist.

7.

State the reason for the performance discrepancy.

8.

Decide if the discrepancy can be best attacked through training.
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MODULE SUMMARY AND REVIEW

A DISCREPANCY MODEL OF TRAINING DESIGN
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MODULE SUMMARY AND REVIEW

We have presented a large number of concepts and techniques in the module.
As a last note, we have summarized these main ideas below. This summary is
presented, phase by phase, in accordance with the Discrepancy Model. In addition
to serving as a sort of capsule summary of the module, this list might also be useful as a sort of check-list to use in putting a job-based training program together.

Unit 1: Introduction to Training
1.

Training is learning to change the performance of people doing jobs.

2.

Training may be required: a) when new jobs are created; b) when new tasks
are added to existing jobs; and/or c) when current job performance is poor.

3.

A performance discrepancy is defined as the difference between what an employee now does and what the organization wants him to do.

4.

The six phases of the Discrepancy Model of Training are: (I) Job Analysis;
(II) Decision to Train; (III) Setting Training Objectives and Formative Evaluation Procedures; (IV) Designing Training; (V) Implementation; and (VI) Support and Summative Evaluation.
Phase I: Job Analysis

1.

Analyze the job of the person(s) to be trained in order to identify performance
discrepancies. In the Analysis, identify Major Tasks, Measures, Duties and
Conditions.
Phase II: Decision to Train

2.

Study performance discrepancies identified through Job Analysis. Decide
whether discrepancies can best be attacked through training or through other
actions.
Phase III: Setting Training Objectives and
Formative Evaluation Procedures

3.

Set behavioral training objectives based directly on identified performance
discrepancies.

4.

Write pre- and post-evaluation measures for each training objective.

5.

Prepare Criterion Checks to measure en route trainee progress.
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Section Three

TASK ANALYSIS CASE STUDY

Phase IV: Designing Training
6.

Design Iearning activities for training objectives which incorporate five teachinglearning principles: (1) Perceived Purpose; (2) Graduated Sequence; (3) Individual Differentiation; (4) Appropriate Practice; (5) Knowledge of Results.

7.

Prepare lesson plans for learning activities.

8.

Organize lesson plans into a course.

Phase V: Implementation
9.

10.

Develop a favorable group climate by establishing common expectations, establishing interpersonal relationships, and giving positive feedback.
Develop and implement informal activities for formative evaluation to support
and strengthen Criterion Checks and Post-Evaluations.

Phase VI: Support and Summative Evaluation
11.

Provide follow-up support to trainees on the job through two-way communication, follow-up training, and technical assistance.

12.

Carry out summative evaluation by investigating trainee job performance to
see if performance discrepancies have been eliminated.

This summary fails, of course, to represent the rich array of concept and
techniques contained in the module. We hope, however, that it can serve as a
useful summary and reminder of the steps in the Discrepancy Model.
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SUMMARY OF KNOWLEDGE OF RESULTS

Having just gone through the exercises on Knowledge of Results, you should
be aware of how important this principle is. When the trainee has some way of
determining how successful his learning is, he spends more of his time and energy
making correct responses because he is sure that his initial responses are correct
or will be corrected immediately.
Let us look once more at main points concerning Knowledge of Results.
An instructor is using the principle of Knowledge of Results when the following conditions are met:
1.

For every activity that the trainee performs, he should be
told how well he is doing.

2.

Each and every trainee must receive Knowledge of Results.

3.

The trainee should be given Knowledge of Results as soon
as possible after performing the activity--preferably immediately , but at least within one hour after the practice.

While Knowledge of Results is absolutely essential for any Appropriate
Practice activity, it is also a good idea to ensure that the trainee knows during
every learning activity how well he is doing. That is, it is a good teaching practice to ensure that even Graduated Sequence activities have sufficient Knowledge
of Results to promote effective learning.
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FIVE TEACHING-LEARNING PRINCIPLES
Now that we have considered each of these principles in isolation, let's
put them all together and see what they look like.
Using the Five Teaching-Learning Principles
Effective training requires using all of the principles all of the time. This
follows simply because we want the trainees to learn all the time we are teaching
them. We can take a giant step in this direction by analyzing each teaching--learning
activity we propose to use in a training program to determine how well we have
employed the Five Teaching-Learning Principles.
The Pattern of Teachin
When you analyze the teaching-learning process, you discover that there
is a ap ttern to the teaching in the use of these teaching-learning principles. This
pattern is surprisingly consistent regardless of technique used or subject taught.
In its simplest form, the pattern looks like this:
1.

PERCEIVED PURPOSE is used to motivate the trainee.

2.

GRADUATED SEQUENCE is used to simplify the ,subject.

3.

INDIVIDUAL DIFFERENTIATION is employed to develop
and prepare the trainees.

4.

APPROPRIATE PRACTICE is given in the task to be learned.

5.

KNOWLEDGE OF RESULTS is given after each performance.

This pattern is repeated in almost any successful instructional process.
For more complicated instructional sequences, the pattern will definitely be altered
somewhat.
As you go through the sample Lesson Pl an s in the next Section, look for
this pattern or a variation of it. It will help you in identifying the Five TeachingLearning Principles. Also, by developing an awareness of this pattern, you will
be able to analyze your own instructional inputs more easily and determine what
you should change in order to make your training more successful.
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SELF-TEST
Can you think of at least three ways that use of the Five Teaching-Learning
. Principles can help you improve your training?

1.

2.

3.

Can you think of any more?
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SELF-TEST
What are the Five Teaching-Learning Principles? List and define each
Principle. Check your answers in the text.
1.

2.

4.

5.
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Section Two

LESSON PLANS
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LESSON PLANS
What is a Lesson Plan?
A Lesson Plan is a written description of your teaching-learning activities
for any given behavioral objective. Included in the Lesson Plan are the following
elements:
1)
2)
3)
4)
5)

Introductory Information
Behavioral Objective
Pre-Evaluation
Learning Activities
Post-Evaluation

You will note that, with the exception of the first item, the remainder of
the Lesson Plan contains the same elements as Criterion Check.
Why Do You Need Lesson Plans?
The main reason for preparing Lesson Plans is to improve your training
from one program to the next. You do this by determining what things you did successfully that you should do again, and what things you did that were not successful, and which therefore should be eliminated. The Lesson Plan is the main tool
by which you can make these decisions for "systematically successful training."
The second reason for preparing Lesson Plans is that many times instructors do not think about the training process until they are actually in front of the
trainees. In this kind of a situation, it is very easy to become concerned about the
question "What should I do?", rather than with the more important question: " What
should the trainees do? " When you prepare a Lesson Plan, you think about this
question well in advance--and, obviously, anything that you plan out in advance is
more likely to be relevant and successful. Lesson Plans help to ensure a "traineeorientation. "
The third reason for preparing Lesson Plans is that you can be sure that
you are using each of the Five Teaching-Learning Principles. By noting whenever
you have employed each of the principles in the margin of your Lesson Plan, you
have a quick and convenient method of ensuring better training. When you find that
one of the principles has not been used, you can analyze your Lesson Plan to see
what improvements can be made before you even teach the class.
The fourth reason for preparing Lesson Plans is that the Lesson Plan is the
only "record" of your class. If, for some reason, you cannot teach your class,
the entire training program can be seriously damaged because the trainees missed
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out on a crucial class. On the other hand, the use of Lesson Plans enables all, of
the instructors to take over each other's classes--either as substitutes or as assistants. Thus, while each staff member may be a "subject matter expert," the entire
staff can serve as "training experts"--if they are using carefully developed Lesson
Plans. Many of you can probably already see that a systematic approach to training
can help improve the "team spirit" of the training staff by increasing the means of
cooperating and working together constructively. And this also leads to "systematically successful training."

How Do You Prepare a Lesson Plan?
Almost any format can be used in preparing Lesson Plans, depending upon
the preferences of the instructor. We will present several alternative "types" of
Lesson Plans and you can adopt whichever type is most convenient to you. However, be sure to note that the contents of the Lesson Plans remain the same.
As you examine the Examples of Lesson Plans given on the following pages,
note also that each type has its own advantages. These will be mentioned in the
discussion following each example.
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Example 1
OBJECTIVE: The trainee will he able to insert an IUD into a properly screened
patient.
PRE-EVALUATION;
1. The instructor asks each trainee whether she has done an IUD insertion.
( For those trainees who say they have done IUD insertions), the instructor asks each trainee to insert a loop into a properly screened woman.

2.

( Note: Trainees who can already do loop insertions will be asked to
help teach the others to work independently on other objectives. )
LEARNING ACTIVITIES:
I. Introduction:
1. The instructor begins the class by pointing out that the main Perceived
Purpose
job function of the workers is family planning work, and
trainees particularly are responsible for doing most of the
5 min.
IUD insertions. By knowing how to do the insertions correctly, the workers can be assured of satisfied users who
will motivate other women.
II.

Demonstration :
2. On the basis of Pre-Evaluation results, the instructor divides the class into the following groups:
A.
B.
3.

Those who can do loop insertions correctly
Those who cannot do loop insertions

A trainee is selected from Group A. to give a demonstration on a model. The instructor explains what the trainee
is doing, or asks questions that get the appropriate explanations from the trainee.
Etc....

(The remaining Learning Activities are listed
in step form in a similar manner.)

Individual
Differentiation
5 min.
Ind.ividual
Differentiation
10 min.
Graduated
Sequence

POST-EVALUATION:
The instructor has each trainee do two loop insertions on properly
screened women, and rates their performance on how carefully
the insertion is done.
Discussion :

The advantage of this type of Lesson Plan is that it is very easy to
plan each step in the teaching-learning process. The activities are
prepared in serial order, as they would be done during the teaching process. And
while they are written from the point of view of the instructor, the focus is still
"trainee-oriented. " Another advantage of this form is the ease with which modifications or suggestions for improvement are made. Each numbered item can be
considered a
in the teaching-learning process, making it a simple matter to
suggest changing "step 7 ," etc.
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Example 2
OBJECTIVE: The trainee will be able to insert an IUD into a properly screened
patient.
PRE-EVALUATION:
Ask the trainees if they know how to do a loop insertion. If any of them
do, ask them to demonstrate how they would do it (make appointments during clinic hours).
( Note: Trainees who can already do loop insertions will be asked to help
teach the others or work independently on other objectives.)
LEARNING ACTIVITIES:
Point out to the trainees the importance of loop insertion to
their work, emphasizing that they are responsible for doing
loop insertions, and by being able to do them correctly,
they will get better responses from the village women.
Divide the class into groups, based on the Pre-Eva[uation,
so that trainees who can do insertions are in one group (A)
and trainees who cannot do insertions are in another (B).
Select a trainee from group A and have her demonstrate an
insertion on a pelvic model. Explain what steps she is
doing (or have her explain).
Etc....

Perceived
Purpose
5 min.
Individual
Differentiation
5 min.
Individual
Differentiation
10 min.
Graduated
Sequence

POST-EVALUATION:
Ask each trainee to do a loop insertion on two patients at
a loop cam and observe how carefully they do it.

Discussion :

This type of Lesson Plan has the advantage of simplicity. The instructor describes what activities he is going to do and what responses he
expects the trainees to make. While this is more difficult to follow in a classroom,
it is often easier to write. The instructor can say more in a briefer space.
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Example
OBJECTIVE: The trainee will be able to insert an IUD into a properly screened
patient.
PRE-EVALUATION:
The instructor asks which trainees have done insertions before; those who
have done so are asked to do an insertion while the instructor observes.
(Note: Trainees who can already do loop insertions will be asked to help
teach the others or work independently on other objectives.)
LEARNING ACTIVITIES:
Instructor activities

Trainee activities

Principle

Time

1.

Explain importance of this
activity to trainees' job,
and in motivating cases, or
providing good services.

1.

Listen.

Perceived
Purpose

5 min.

2.

Divide class into groups based
on Pre-Evaluation: those who
can do loop insertion and those
who can't.

2.

Divide into
groups.

Individual
Differentiation

5 min.

3.

Ask trainee in first group to
give demonstration.

3. Trainee from
experienced
group demonstrates on a model, explaining
what she is doing.

Individual
Differentiation

10 min.

If necessary, ask leading
questions to get trainee
response.

Remaining
Graduated
trainees observe. Sequence

Etc....
POST-EVALUATION:
The instructor asks each trainee to do a loop insertion on a properly screened
patient while the instructor observes.
Discussion :

The main advantage of this last Lesson Plan is that it focuses the trainer's
attention on what the trainee is doing at all times in the training process.
It is difficult to justify any objective or learning activity that does not require active
trainee participation, and with this type of Lesson Plan it is almost impossible to
hide long lectures or extended periods of trainee non-participation. Sometimes,
instructors feel that this form for Lesson Plans is unnecessarily repetitive, but
the advantage of greater precision often makes up for this deficiency.
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PRACTICE EXERCISES ON LESSON PLANS

Recognizing Use of the Five Teaching-Learning Principles
On the following pages, complete Lesson Plans are presented. These
Lesson Plans have been used to teach various family planning objectives using a
carefully structured approach. As you read a Lesson Plan, identify each of the
Five Teaching-Learning Principles as they are used. You'll be surprised to see
that in most cases, the instructor uses each principle many times in the course
of instruction. This activity, besides showing you the presence of the Five Teaching-Learning Principles, will acquaint you with typical Lesson Plans. You can
use these as models for your Lesson Plans. For each detailed Lesson Plan, see
if you can identify which of the three types of Lesson Plans are being used. Check
the Answer Key for the correct identification of principles used in the Lesson Plan,
or turn in your papers to the instructor.
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Introduction to Task Analysis Case Study

You have probably already realized that doing a task analysis is not as
straightforward as the previous section would indicate. That is the case. Often
the process of conducting a task analysis is very much like a detective trying to
solve a mystery; the task analyst is also trying to solve the mystery of what the
worker's job is! Because the process can be very complex, the use of the Task
Analysis-Job Structuring Table is essential. The Table will tell you if you have
the information or if it is still missing.
You are going to practice filling out the Task Analysis-Job Structuring Table,
in a simulation of what an actual task analysis interview might be like. As you go
through the case study, remember that for learning purposes we have simplified
the process that you must actually go through. Often you will have to talk to several
people in order to get all the information. Many times the people you talk to will
not know the answers to the questions you ask. Remember that one reason why
people have problems doing their jobs is simply because they do not have the very
information you are seeking.
As you go through the case, keep in mind that the information will not be
presented in the same order as required for filling out the Task Analysis-Job Structuring Table. Sometimes such things as measures or standards may not be available
at all; and in many instances, performance assessment information may come from
supervisors, other observers, or co-workers. Like a modern-day detective, you
will have to use the special tools you will find in this module to discover the worker's
job.
The exercise you are about to do is a case study of a real task analysis
exercise. It has been simplified for this module, but is otherwise very much like
the real process. You should imagine that you are the person conducting the task
analysis. During the exercise you will be expected to take notes on the information
contained in the interview; you will organize those notes by filling in the Task AnalysisJob Structuring Table; and you will revise the job you describe as you get additional
information.
Now you should read the introductory material on the next two pages. Then
read the dialogue between the task analyst and the communications specialist that
follows.
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THE EAST-WEST CENTER is a national educational institution established in Hawaii by
the U.S. Congress in 1960 to "promote better relations and understanding between the
United States and the nations of Asia and the Pacific through cooperative study, training
and research."
Each year the East-West Center brings together more than 1,500 men and women from the
many nations and cultures of these regions. They work and study together while exchanging
ideas and experiences in cooperative programs seeking solutions to important problems of
mutual concern to East and West. For each participant from the United States in Center
programs, two participants are sought from the more than 60 countries and territories in
Asia and the Pacific area.
Five institutes with international, interdisciplinary academic and professional staffs conduct
the East-West Center's problem-oriented programs. East-West areas on which Center programs are focused include communication across nationa barriers, culture and language
learning, food systems, population dynamics, and technological adaptation in developmental
processes aimed at improving the quality of life. Each year the Center awards a limited
number of Open Grants for graduate degree education and innovative research by Senior
Fellows in areas not encompassed by institute programs.
The Center is directed by an international Board of Governors of a public, non-profit educational corporation—known as the "Center for Cultural and Technical Interchange Between
East and West, Inc."--created by the Hawaii State Legislature in 1975. The United States
Congress provides basic funding for Center programs and for the variety of scholarships,
fellowships, internships and other awards. Because of the cooperative nature of Center programs, financial support and cost sharing arrangements are also provided by Asian and
Pacific governments, regional agencies, private enterprise and foundations. The Center is
situated on land adjacent to and provided by the University of Hawaii, which conducts
classes and grants degrees for degree-seeking East-West Center students who also are
involved in the Center's problem-oriented programs.

THE EAST-WEST COMMUNICATION INSTITUTE concentrates on the use of communication in economic and social development and in the sharing of knowledge across cultural
barriers. The Institute awards scholarships for graduate study in communication and related
disciplines, primarily at the University of Hawaii; conducts a variety of professional development projects for communication workers in specialized fields of economic and social development; invites Fellows and visiting scholars to the Center for study and research in communication and to help design projects; offers Jefferson Fellowships for Asian, Pacific, and
U.S. journalists for a semester at the Center and the University of Hawaii; conducts and
assists in designing and carrying out research; arranges conferences and seminars relating to
significant topics in communication; conducts a world-wide Inventory-Analysis of support,
services and country program needs in communication programs; assembles relevant communication materials with emphasis on Asian and Pacific material and makes these available
for students, scholars, and practitioners at the Center and elsewhere; and publishes papers,
reports, newsletters, and other materials emanating from the above activities.

BACKGROUND INFORMATION FOR TASK ANALYSIS CASE STUDY
You have been asked to find ways to improve the performance of a category
of workers within your state/country. The designation for this category is "communications specialist." These workers are usually men, though that is not a requirement for the position. Most of them have college training. All of them have
had some training by the national training center in family planning and communications.
The communications specialist is responsible for the mass media cornmuni-cations within his area. As part of this responsibility, he is in charge of a projection
unit (staffed by a projectionist). There is one vehicle at his disposal, but this vehicle is used by several other people, so it is often not available.
The supervisor for the communications specialist is the District/State Family
Planning Program Officer (FPPO). All of the FPPOs are medical doctors and have
very little knowledge of mass media or communications.

STARTING A TASK ANALYSIS
How do you start a task analysis? The starting point is to first determine
whom you should talk to. If you use the task analysis technique described in this
course, you will find that the process is not very complicated or difficult, though
it will require that you use your imagination and own experience. Since the purpose
of the task analysis is to construct a job , you do not need to talk to everyone in
order to get the information you will need. You will need to talk to the following
kinds of people:
a. the worker
b.

the supervisor for the worker

Within these two general categories, whom are you going to interview in this
case study? Write the specific job designations for the two people in the spaces
below:
a.

You should have written down Communicati ons Specialist and Family Planning
Program Officer. Depending on the resources available to you, you will try to talk
to as many communications specialists and family planning program officers as you
can. All would be ideal, but not practical. As a rough rule, you would try to interview a sample of both types which included people working in different provinces,
under different administrative arrangements, from different cultures, and so on, in
order to identify any special problems raised by these factors.
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CONDUCTING A TASK ANALYSIS INTERVIEW
On the following pages is a simulated interview between a Task Analyst and
a Communications Specialist. As you read the interview, observe what kinds of
questions the interviewer is asking. When he gets a response that corresponds to
the kind of information you need to fill out a Task Analysis-Job Structuring Table,
make a brief note of it in the margin (preferably as close to the actual textual reference as possible).
What the Task Analyst Asks:
"Hello, my name is
. I am here
to ask you some questions about the kind of
work you do. We are planning a training program for work similar to yours, and we would
like you to assist us. Do you mind if we talk
?"
for awhile, Mr.
"Not at all. What sort of questions do you
want to ask?"
"Mostly about your job. What sort of work
do you do?"
"My title is Communications Specialist. It
is a very important job, requiring an advanced
degree nowadays. Only a few have as much
experience on the job as I do, though. And
most of that you don't learn in a classroom!
It comes from hard work in the field!"
"I'm sure you're right. Let's take a typical
day. What would you be doing?"
"Just about anything. Like today, I'm writing
a speech."
"A speech, huh? Do you give many speeches ?"
"Well, not exactly. I do it as part of showing
films. You see, I show the film, then I give
a talk about it. I try to convey a message,
the message that the film was about. I sort
of reinforce what the film says."
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"With publicity. I write publicity items, so
people will come out and see the movie. "
"How do you tell if the publicity was any good?"
"By how large the audience was. If it is a
small audience, I didn't publicize very well. "
"How do you go about publicizing a movie?"
"Many, many ways. I usually put an ad in
local newspapers. One trick I use, that a
lot of these university-trained people haven't
picked up yet, is to put announcements in tea
stalls or local shops. People see the announcements there. "
"Is there anything else?"
"Something that is very important that I try
to do is meet with the local leaders so that
I can inform them about the film. Meetings
with the local leaders are always very interesting. Maybe you would like to come with me
on one of them sometime?"
"I think it would be very informative and
interesting. Thank you for the opportunity. "
"These meetings are something you learn
from experience. Most of the younger people
who do this kind of work do not do this, you
know. "
"Why is that, do you think?"
"Mostly, they just don't know that it should
be done. Some of them do not do it because
they are not sure what their job should be.
If they ask me, I tell them how important
this is, and then they do it. "
"Do you have any special procedures that
you use?"
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"Not really. You have to be courteous and
sensitive to their situation, but that is true
in most things, isn't it? Once a person
learns that he is supposed to do this, he can
do it with no trouble.
"You mentioned earlier that you tell how
effective the publicity was by the audience
size. How big should your audience be?"
"That depends on where I am showing a film.
In the villages, I like to get a hundred adults
there. If it's less than fifty people then I
get worried about the publicity."
"Does everyone write their own publicity
materials ?"
"I think so. I really can't say, but I don't
know of anyone who doesn't do it."
"By the way, what kind of equipment do you
use to show movies?"
"Oh, I use a Model 12 Kodak projector. It's
an old one, and you have to be able to thread
it. Also, it breaks down a lot, and I have
to repair it."
"Do you have any trouble making the repairs ?"
"Not me. But the new workers do. They
were not well trained in this. They always
ask me for help."
"What sort of problems do you have or you
have observed others having that we haven't
talked about yet?"
"Well, let me think about that. I think the
only major problem is coordination.
"Coordination of what?"
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"Schedules. Getting all of the people who
are involved in this publicity and communications program coordinated."
"Is this something you have to do or you get
someone else to do?"
"No, I have to do it. I'm in charge of the
communications program, so I have to coordinate all the schedules. "
"Whose schedules do you coordinate?"
"First, my schedule. Then the projectionist's
schedule. And the drivers' schedules. I
have to check the local site for conflicts that
would interrupt my film show. I have to coordinate with other activities going oa in the
department. Just getting all of the schedules
from everyone takes a lot of time and energy.
A lot of the specialists do not do this simply
because there is no way to get all the schedules. "
"Is this important to do?"
"Oh yes! If I miss an appointment or I do
an activity very late, my supervisor complains
for a week. You see, if things go all right,
no one really worries about it. But if thins
go bad, then everyone complains. That gives
the program a bad reputation; all of the supervisors try to blame someone below them."
"How do you go about coordinating all these
schedules ?„
"If I only knew! Assuming that I can get the
schedules, I have to determine each activity
or task that has to be done. Then I have to
determine how much time is needed to do each
task. And I have to determine what resources-people, equipment, and so forth--I will need
for each task. This involves more coordination."
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"How far in advance do you have to plan?"
"For the entire month. "
"Do you have a form that you use for planning
your schedule?"
"No, everyone uses his own technique. It
probably would be good if we had a form to
use, since if we miss any appointments at all,
it is very bad. You can tell when that happens
since a new policy memo comes out telling
everyone to keep to their schedules!"
"I guess that is true everywhere! It looks
like you've given me a lot of information
already. Would it be all right if I contacted
you at a later date if I need any more information ?"
"Sure, I would be

happy

to talk to you."

"In that case, I would like to thank you for
taking your time to see me. Good-bye."
"Good-bye."

Before going ahead, review your notes on this interview, checking to see
if you have identified the four kinds of information you need for the Task AnalysisJob Structuring Table--Tasks, Measures, Duties, and Conditions.
When you have reviewed your notes, turn to the next page to see one possible summary of the information in the interview (Figure 2).
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Figure 2: Interview Notes of Communications Specialist

Interview of

Mr. -----

Job Title

Communications Specialist

Interviewer
Date

Dec. 10, 19 - -

Writes speeches
Shows films
Gives talks (speeches) after showing film
Audience response, tells if good speech
Different audience--identifies target audience
Selects appropriate movie for target audience
Shows as many different movies as he can
Repairs projector
Uses Kodak Model 12 projector
New workers can't repair projector
Writes publicity materials
Audience size--tells him if publicity was okay
Distributes publicity by local media (i. e. , newspapers, tea shops, etc.)
Meets with local leaders to inform them about film show
Meetings with local leaders not done by new workers because they are not
aware it should be done
No special techniques for meetings
Audience should have at least 50 people for publicity to be considered
effective (would like 100)
Thinks others already write publicity materials
Coordinates schedules
Obtains schedules--isn't done because of problem of getting schedules from
other people
No standard format for scheduling
Activities must be done on schedule
Coordinating--determines tasks to be done
--determines time requirements
--identifies needed resources
Must do this for entire month
Must be no errors in scheduling
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You should compare your notes with the suggested answer. If you have
obtained more information than the answer suggests, you are probably taking down
too much detail.
Using either your own notes or the answer notes, fill out the Task AnalysisJob Structuring Table (Table 6), placing Major Tasks, Measures, Duties and Conditions in the appropriate columns.
Remember that you are trying to approximate a job. Do not expect your
first interview to provide you with all the details you need to fill out the chart. But
you should have most of the job described after the first interview.
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Task Analysis-Job Structuring Table

Table 6

Job:

Major Tasks

Measures

Duties

Conditions

Performance
Discrepancy
Yes

rn

No

Rea

After you have filled out the Task Analysis-Job Structuring Table 6, it might
look like Table 7.
Compare yours with the one prepared by the Analyst and see what differences
you have.
Note that the Analyst has drawn two ovals on the Major Tasks column in
Table 7. These ovals indicate tasks that the Analyst must provide, because they
were not specifically identified during the interview. For the Duties given, see
if you can describe the Major Tasks where the ovals are in the Major Tasks
column.
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Task Analysis-Job Structuring Table
job:

Table 7

Communications Specialist

Major Tasks

Measures

Duties

Conditions

Performance
Discrepancy
Yes

Audience
response
As many different movies as
he can show

Identifies target
audience
Writes speeches
Shows films
Gives talks
Selects appropriate movie
Repairs projector

No

Uses Kodak 12
projector
No special
techniques
for meetings

x

M
rn

Audience size
(at least 50)

Coordinates
schedules

Activities done
on time; no
errors entire
month

X

Writes publicity
Distributes publicity by local
media
Meets with local
leaders
Identify activities
Determine time
needed
Determine
resources
Obtain schedules

Re

New
don'
how
proj

X

New
don'
shou
done

X

Other
not
sche

No standard
format for
schedules

Our Analyst identified the following Major Tasks for the two ovals boxed
in his understanding of the duties:
Holds movie shows
Publicizes shows
He then added these to Table 7, as shown in Table 8.
Since this is a first approximation of the Communication Specialist's job,
the Analyst examines the Task Analysis-Job Structure to see if there are any inconsistencies or places where' improvement could be made. Listen to his observations about what he has written in the Task Analysis-Job Structuring Table:
"I think the first Major Task is not correct. I
can't put my finger on it, but some of the duties
do not seem to make sense for that task. I think
it should be more like this:
. Selects appropriate
movie
"Holds movie shows. '
Shows films
Gives talks
it

the measure Audience Response, there should
be a separate Major Task which would include the
duties about identifying target audiences, writing
speeches, and so on.

The Analyst is aware that his first attempt may not be correct, so he remains alert for instances where he may have grouped several unrelated duties under
one Major Task.
He decides he needs more information, and conducts another interview--this
time of the worker's supervisor. In Figure 3 are presented the notes that the Analyst
took during his interview of the Family Planning Program Officer. Observe that
the kind of information is somewhat different: the supervisor can generally describe
the Major Tasks and the information required for Performance assessment, but he
usually does not identify as many duties.
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Task Analysis-Job Structuring Table
Job:

Table 8

Communications Specialist

Major Tasks

Measures

Duties

Conditions

Performance
Discrepancy
Yes

Audience
response
Holds movie shows
As many different movies as
he can show

00

Publicizes shows

Coordinates
schedules

Audience size
(at least 50)

Activities done
on time; no
errors entire
month

Identifies target
audience
Writes speeches
Shows films
Gives talks
Selects appropriate movie
Repairs
projector
x
P J

Uses Kodak 12
projector
No special
techniques
for meetings

Writes publicity
Distributes publicity by local
media
Meets with local
leaders
Identify activities
Determine ti me
needed
Determine
resources
Obtain schedules

Re

No

x

x

New
don
how
proj

x

New
don
shou
done

x

Other
not
sch

No standard
format for
schedules

Figure 3: Interview Notes with Supervisor

Dr.

Interview of

- - -,

Family Planning Program Officer

Job Title

Communications Specialist

Interviewer

- - - - --

Date

December 12, 19 - -

Plans publicity campaigns
Tell effect by KAP (Knowledge, Attitude, and Practice) studies or by numbers
of acceptors from site where film was shown
Prepares messages
Most of workers haven't ever done it
If he can't prepare message, should select an appropriate one for the
target audience
They don't do this because we don't have any choice of messages available
Must show at least 10 movies a month
Shouldn't show same movie all the time--different movies for different
audiences
Wants to know how many different movies workers are showing
Should deliver a message with each movie
Has to coordinate schedules
Workers have no planning system--don't know how to plan
Because of above, don't identify tasks to be done
Have to publicize movies
Have to reach eligible couples--majority of audience must be within eligible
couple range
Workers do not publicize enough--don't know the "tricks of the trade," aren't
aware it should be done

With this information, the task Analyst is in a better position to fill in the
Table. He can see from his interview with the supervisor that he can regroup the
duties into four major tasks.
Before proceeding, re-read the interview notes to see if you can identify
a new Major Task, as well as needed reorganization of Measures, Duties or Conditions. Use Table 9 to make any changes in the job description you have developed
so far that you feel would help clarify the job.

69

Task Analysis-Job Structuring Table
Table 9

Job:

Major Tasks

Measures

Duties

Conditions

Performance
Discrepancy
Yes

0

No

Re

When you have completed reorganizing the job in the Task Analysis-Job
Structuring Table (Table 9), check your results against those of the Analyst in
Table 10.
It is not likely that you will get the exact description as given here. There
are no "right" or "wrong" answers to a task analysis, only closer approaches to
a useful ideal. As you conduct more interviews, you will find that obtaining and
organizing the information will become easier and easier.
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Task Analysis-Job Structuring Table
Table 10

Job: Coniniunications Specialist
Major Tasks

Measures

Duties

Plans publicity
campaigns

Number of
acceptors
referring t
shows (from
(
KA P survey)
Response of Audience to shows
Number of
movies shown
(at least 10
each month)
Different movies
for different
audiences

Identifies target
audiences
5elecls appropriate messages
Prepares mesSaes (writes
speeches)
Selects appropriate movie
Introduces movie
Shows movie
Delivers message
(gives talks)
Repairs
projector
Writes publicity
materials
Communicates
with local media
(newspapers,
shops; distributes publicity)
Meets with local
leaders to
inform them
Obtains others'
schedules
Determines time
requirements
Identifies tasks
to be done
Identifies resources needed

Holds movie shows

Publicizes
movie shows

Coordinates
schedules

Audience size
(at least 50)
Majority of auchence eligible
couples

No errors entire
month; activities on time

Conditions

Performance
Discrepancy
Yes I No
?

Re

1

No alt
ava
Most
hav
exp

X
X
9

Uses Kodak #13
projector

X
X
X
X
X

No specia
techniques
for meetings
No standard
scheduling
format

No T es
me
ava
New w
don
how

X

Don't

X

Not aw
sho

X

Can't
sch

7

X
?

No pla
sys

Task Analysis-Job Structuring Table: Discussion and Analysis
From a careful study of Table 10 you can see, in general, how a job description
can be built up from interviews, and how the interviews can lead to the identification
of Performance Discrepancies. Before we go ahead, it is useful to discuss a number
of the features of this Table.
Perform ance Discrepancies
The results that the Analyst got from his interviews identified a large number
of discrepancies. Only half of these were judged to be discrepancies that can be
attacked through training. The other half must be dealt with through "other kinds
of actions." For example, under the Major Task of "plans publicity campaigns,"
there is the Duty "selects appropriate message." In the interview with the supervisor,
it was found that Communications Specialists have difficulty with this task because
alternative messages are not available to them. This suggests either 1) that they be
trained to develop their own messages, or 2) that the program make available to them
a series of tested messages to use under different situations. Given the supervisor
interview, and considerations of efficiency and message quality, the second alternative seems most appropriate. Thus administrative action is called for, not training.
You can find a similar situation with respect to the duties involved in schedule
coordination. Administrative action to make schedules of cooperating workers available and to develop a planning system seems to be the best way to attack this particular
discrepancy.
The discrepancies that are identified as training problems all relate to "don't
know how'' or "are not aware" situations. These are more clearly learning (skill
and knowledge) problems, and are ones that the trainer can help with.
There are also a number of question marks given for Duties in the Table.
These indicate that the Analyst is not sure whether these are performance discrepancies or not. Before acting further, more information is required. In real situations,
question marks will always be present, and the decision on getting more information
will have to be based on time and resources available.
Training New Workers
You can also see how helpful Table 10 can be for the trainer asked to prepare
new workers for the position. It provides him with a list of duties to be performed.
These duties are then the source of training objectives, helping to insure that the
training does in fact prepare people to carry out their jobs. The information on conditions is also important. For example, it tells the trainer what kind of projector is
used, and consequently what kind of projector the trainee must be able to operate and
repair. And, pending administrative action to improve the scheduling situation, the
trainer knows some of the difficulties the new employees must face in coordinating
schedules. Thus he can help them, perhaps, be better able to coordinate under these
difficult conditions.
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SUMMARY OF STEPS IN TASK ANALYSIS

Let us review once more the steps involved in conducting a Task Analysis.
They are:
1.

Identify the major tasks, or functions, of the job.

2.

Identify measures of performance for accomplishment of duties.

3.

Identify the duties which the employee performs in order to complete
the task.

4.

Identify the conditions under which the duties are performed, including the use of special equipment, forms, etc.

5.

Determine, for each task identified, whether or not the employee is
performing according to the measures identified.

6.

If a task is not being performed satisfactorily, examine the duties which
the employee carries out to perform the task to see where performance
discrepancies exist.

7.

State the reason for the performance discrepancy.

8.

Decide if the discrepancy can be best attacked through training.

Now let's move on to a Task Analysis Exercise.

Supplementary Reading on
the Decision to Train
Those interested in reading further on
Performance Discrepancies and the Decision to
Train are urged to read:
Robert F. Mager and Peter Pipe.
Anal y zin g Performance Problems.
Lear Siegler, Inc. /Fearon Publishers, Belmont, California.
Paper, 111 pages.

74

Section Four

CONDUCTING A TASK ANALYSIS
UNDER FIELD CONDITIONS

Inst ru ctions for Field Exercise

Conducting a Task Analysis
You are now going to conduct an actual Task Analysis. You will have
approximately one hour in which to conduct the interview, after which you should
allow one-half an hour to organize your notes into the Task Analysis-Job Structuring
Table.
After you have completed the interview and have filled out the Table, you
should meet in small groups and review the Task Analyses you have completed.
If several participants have interviewed the same category of worker, you should
try to compare your Tables and form a composite Job Description.
Given the constraints of the training situation, it is unlikely that you will
get an opportunity to interview both a worker and his supervisors. Keep in mind
that a well-done Task Analysis is based on interviews at several levels of the organization.
Pages for notes and Task Analysis-Job Structuring Tables have been included
for your convenience. Additional copies should be obtained from your instructor or
you can prepare them yourself.
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Interview of
Job Title
Interviewer
Date
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Task Analysis-job Structuring Table
Job:

Major Tasks

co

Measures

Duties

Conditions

Performance
Discrepancy
Yes
No

Re

Interview of
Job Tithe
Interviewer
Date
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Task Analysis-Job Structuring Table
Job:

Major Tasks

Measures

Duties

Conditions

Performance
Discrepancy
Yes

00
w

No

Re

UNIT 3

PHASE III: SETTING TRAINING OBJECTIVES
and

FORMATIVE EVALUATION PROCEDURES
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OBJECTIVE FOR THIS UNIT

After completing this unit and doing the exercises, you should be able to
accomplish the following objective:
When given a job task, you should be able to
write a behavioral training objective based
on that task. You should also be able to write
a pre-evaluation for assessing trainee entry
levels in relation to that objective and an accurate post-evaluation for determining to what
extent the objective has been achieved.
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Tntrodnction

In this unit we will deal with Phase III of the Discrepancy Model: Setting
Training Objectives and Evaluation Procedures. We will provide you with discussion of techniques for setting objectives and designing formative evaluation, as
well as opportunities to develop your skills in these techniques.
We emphasize in this unit the importance of writing clear and measurable
training objectives. The kind of objectives we recommend are called "behavioral
objectives. " Objectives of this type are also known as "performance objectives"
and "criterion-based" objectives. Whatever the name, objectives of this type are,
we believe, central to effective training. Perhaps most importantly, this kind of
objective provides an effective link between performance discrepancies expressed
in task terms and useful and important training.
Also in this unit we will deal with methods for Formative Evaluation. The
methods we describe are based on behavioral objectives, and are designed to provide information on the effectiveness of the training course in helping the trainee
achieve objectives. These methods of evaluation are not designed to grade the
trainee--rather they are designed to give the trainer specific ideas on how to
improve his training.
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Section One
BEHAVIORAL TRAINING OBJECTIVES
What is a Behavioral Objective?
Briefly, a Behavioral Objective is a way of describing the objectives of a
training course in terms of what the trainees should be able to do at the end of the
training course. In our approach to training, these objectives are based directly
on Tasks and Duties identified through Job Analysis as Performance Discrepancies.
A Behavioral Objective must be stated clearly and precisely so that everyone who reads it will know exactly what the desired outcome of the training program
is. By ensuring this precision, at the end of the training program everyone can
easily agree on whether or not the objectives of the program have been achieved.
Why Use Behavioral Objectives?
The main advantage of Behavioral Objectives is their exactness in giving
direction to a training course. By knowing exactly where you want to go, it is easier
to determine how to get there.
Clearness of goals also makes it easier for trainers to communicate among
themselves and work cooperatively on a training program, since each of the trainers
can agree on exactly what outcome is desired and can work to achieve it. Thus
each trainer can support the achievement of another trainer's objective, even while
teaching his own.
• Behavioral Objectives are action-oriented and thus ideal for vocational
and in-service training.
• Behavioral Objectives are people-oriented , since they focus the trainer
on constantly trying to improve the course as it goes along and to improve
the training inputs from one course to the next.
• Behavioral Objectives are responsibility-oriented , since they encourage
both the trainer and the trainee to take the responsibility for achieving
the objectives of the training.
How Should Behavioral Objectives be Written?
A Behavioral Objective should be a statement of what the trainee will be able
to do at the end of the training pro gram. This is a key idea that links the job with
learning to do the job,
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Behavioral objectives state the goal of training in terms of
what the trainee will be able to do at the end of training.
This gives both the trainee and the trainer a clear goal to
work tow:trds . . .
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In order to ensure that every objerctiv is written in these terms, there are
three basic rules which must he followed. Any training objective which violates
any one of these rules is not a behavioral ohject.ive.
A statement of a training goal is a Behavioral Objective if it meets the following conditions:
• Behavioral Objectives must state what behavior is desired as the outcome
of the training. Thus, they must specify what the trainee will be able to
do at the end of the training that he was not able to do before the training.
A Behavioral Objective is not concerned with the content of the course
or a description of how the instructor intends to achieve the desired objective.
• A Behavioral Objective must state the desired outcome of the training
in terms of observable measurable actions . Only actions (behavior) can
be observed and measured and only by observing and measuring actions
can the instructor determine whether or not his instruction has been successful.
• The trainee must be the subject of the sentence. That is, Behavioral
Objectives are written in terms of the trainee's actions . The objectives
should not specify what the instructor must do but only what the trainee
will be able to do at the end of the training.

CHARACTERISTICS OF BFHAVIORAL OBJECTIVES
A Behavioral Objective Should Focus on the Goal of the Traini
This means that Behavioral Objectives are concerned with what. the trainee
will be able to do at the end of the training. Behavioral Objectives only describe
the results desired from a given training program. They do not describe how to
go about achieving those results. Different instructors may have different ways
of achieving the same results, but the objective does not bother about that part.
A statement which describes the action to take place du ring a training course
is not a Behavioral Objective. It is merel y a description of the learning activities
by which the instructor intends to achieve that objective.

92

EVALUATION

OBJECTIVES

4

Behavioral objectives are the key to effective evaluation
because they focus on measurable actions . . .
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Let's look at some sample training objectives.

Example A-1

Example of NON-Behavioral Objective:

Trainee will be given the opportunity to have actual
practice in doing fieldwork related to the theories
taught in class.

"Practice" is not an objective; it is a learning activity. Thus the above
statement is unsuitable as a Behavioral Objective.

Example A-2

Example of a Behavioral Objective:

Trainee will be able to do family planning fieldwork,
using extension education techniques as described in
the manual on extension education.

This is only one possible way of converting the first example given into a
Behavioral Objective. Since non-behavioral objectives tend to be very vague, there
are a number of different ways of interpreting them. However, notice that in this
example, the END result of training is emphasized: "trainee will be able to do . .
at the end of the training program.

A Behavioral Objective Should Have an Action Verb
This means that the trainee must do something that we can see and measure.
if we cannot observe what the trainee does, then how can we evaluate whether or
not he is doing it correctly?
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FOCUS ON TRAINEE

Behavioral objectives put the focus on the trainee in
terms of what the trainee should be able to do at the
end of the training course . . .
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Here are some examples of forms in which Behavioral Objectives are usually
written:
Trainee will be able to
, trainee will

When presented with

Under the following conditions, trainee will
After completing this book, the trainee will be able to

In the blank space there should be a verb indicating an observable measurable
action . It must be a verb that describes exactly what the instructor wants the trainee
to be able to do.
Following are two lists of verbs. One list contains verbs which are observable, measurable actions and therefore appropriate for use in Behavioral Objectives.
The other list describes things which we cannot see or measure and are therefore
unsuitable for Behavioral Objectives.
Vague Verbs

Action Verbs
Do

Demonstrate

Know

Tell

Show

Understand

Write

Answer

Appreciate

Describe

Choose

Have

List

Organize

Comprehend

Walk

Conduct

Be Aware

Run

Draw

Feel

Explain

Believe

Sometimes, an objective seems to be written in the proper form, but it is
not really a Behavioral Objective, because the verb is not an action verb and therefore not observable and measurable.
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Here is an example.

Example B-i

Example of NON-Behavioral Objective:

Trainee will be able to understand the causes of the
population problem.

The question here is what do we mean by "understand. " Perhaps if we
think about the ways that this objective might be tested, we can think of some of
the verbs which would indicate actions by which we would measure this "understanding. " Some of these actions might include: list, explain, describe, write an essay
on.
Here is one possibility.

Example B- 2

Example of a Behavioral Objective:

Trainee will be able to list the main causes of the
population problem as given in class.

Of course there are other ways of interpreting the meaning of "understanding. " You may be able to think of several more than are given here. But that is
exactly why the verb "understand" is not very useful in objectives--it is too vague.
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In a Behavioral Objective, the Trainee Should be the Subject of the Sentence
A Behavioral Objective is concerned with what the trainee will be able to do,
not with what the instructor will do. Therefore a Behavioral Objective should focus
on the trainee and his or her actions. If an objective does not focus on the trainee,
then we cannot be sure who is expected to do the action.

Example C-1

Example of NON-Behavioral Objective:

To discuss the population problem and its implications.

Who is going to discuss the population problem? The instructor? The
trainees? A guest speaker? The radio? From this objective it is not clear,
because no subject is stated. Therefore it cannot be called a Behavioral Objective.

Example C-2

Example of a Behavioral Objective:

Trainee will be able to explain the population problem
and its implications to a group of college students.

Again, this is only one possible way of interpreting the previous example
in order to make it a Behavioral Objective. Notice that the trainee has become
the subject of the sentence. Also the action called for will be at the end of the
training.
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Let's look at one more example of a Behavioral Objective. It fulfills all
the three requirements for a properly written Behavioral Objective.

Example D--1

The trainee will be able to prepare a menu of a lowcost diet for a pregnant woman that includes at least
one food from each of the five food groups.

1.

It describes what the trainee should be able to do at the
end of the training:

"The trainee will be able to prepare a low-cost
diet . . . . . .

2.

It contains an action verb describing an observable,
measurable behavior:

"The trainee will be able to prepare a menu of
a low-cost diet . . .

3.

The trainee is the stated subject of the sentence:

" The trainee will be able to prepare a menu of
a low-cost diet . . • • .
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Behavioral, objectives give the trainer and the trainee
a common understanding of the purposes of the training,
thus improving communication . . .
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S e:
t

Rule A :

Three Rules for Writing Behavioral Objec ti ves

A BEHAVIORAL OBJECTIVE SHOULD
FOCUS ON THE GOAL OF THE TRAINING.

Rule B: A BEHAVIORAL OBJECTIVE SHOULD
HAVE AN ACTION VERB.
Rule C :

IN A BEHAVIORAL OBJECTIVE, THE
TRAINEE SHOULD BE THE SUBJECT
OF THE SENTENCE .
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EXAMPLES OF BEHAVIORAL OBJECTIVES
Ln each of the following sets of examples of training objectives, note that
each set is about the same subject, yet each objective asks for a different type of
performance. It should be obvious from these examples that unclear objectives
may be interpreted in many, many ways.
Read each of the example objectives carefully. If you cannot see why the
objective is or is not stated in behavioral terms, re-read the appropriate portion
of the previous discussion.

Lxampie

t-1

To help them to understand their duties, roles, and
functions as described in the policy book.
NO

Violates rules A, B, and C.

Example E-2
The trainee will be able to list the responsibilities
of the Block Extension Educator as listed in the
policy book.
YES

Follows all rules.

Example E-3
The trainee will be able to perform each of the duties
listed in the policy book for Block Extension Educators.
YES

Follows all rules.
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Example F-1
The trainee will observe a role-play on how to conduct
a group meeting in a village setting.
NO

Violates rule A.

Example F-2
The trainee will be able to state three reasons why
he should hold group meetings in his area.
YES

Follows all rules.

Example F-3
The trainee will be able to conduct group meetings
with villagers in a village, incorporating at least 90%
of the suggested techniques for holding good group
meetings as given in class. He will demonstrate this
by conducting at least one complete group meeting on
his own.
YES

Follows all rules.

104

Example G-1
The trainee will thoroughly understand the technique
of removing stitches after a tubectomy operation.
NO

Violates rule B.

Example G-2
The trainee will be able to list the steps to follow in
removing stitches after the tubectomy operation.
YES

Follows all rules.

Example G-3
The trainee will be able to remove stitches from a
patient who has undergone a tubectomy operation.
YES

Follows all rules.
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Example H-1
The instructor will demonstrate how to insert a loop
into a pelvic model.
NO

Violates rule C.

Example H-2
The trainee will be able to insert a loop into a pelvic
model.
YES

Follows all rules.

Example H-3
The trainee will be able to insert a loop into an actual
patient, using proper procedures for loop insertion as
given in the Manual for Loop Insertions.
YES

Follows all rules.
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Main Points about Behavioral Objectives

A statement of a training goal is a Behavioral Objective if it meets the
following conditions:
A.

It describes what the trainee should be able to do at the end of the
training.

B.

It contains an action verb describing observable, measurable behavior.

C.

The trainee is the stated subject of the sentence.
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Many times his students would come to him at the
end of the course and ask him if they could get the
$20. 00. "Of course not, replied the instructor indignantly. "You haven't successfully completed the
course ?"
The students would protest that they had. They
would cite the books they had read, they would rattle
off fact after fact, and they would solemnly assert,
"And we owe all this to you, Sir!"
Sadly the teacher would shake his head. "No, if
you really appreciated your teacher, you wouldn't be
asking him to give up his money!" he said. Then he
would send them away, because they hadn't really successfully passed his course.
This mischievious fellow kept this trick going until
one day he had for a student a strong, athletic hockey
player. When the instructor refused to give him the
$20.00, the angry student grabbed a hockey stick and
thrashed the teacher soundly.
The following day, the wiser teacher handed out a
new list:
1.

The student reads at least 10 new
books.

2.

The student can answer common
questions about the books,
getting at least 90%.

3.

The student shows he appreciates
his teacher by not beating
him.
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SELF-TEST

Now, see if you can list the three rules for writing behavioral objectives.

1.

2.

3.

CHECK YOUR ANSWERS ON PAGE 107.
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PRACTICE WRITING BEHAVIORAL OBJECTIVES
DirertinnsIn the following pages you will find exercises in which you can practice
writing behavioral objectives. You will be given a task and asked to write a behavioral objective based on that task in the space provided.
Giving Yourself Knowledge of Results :
After you have written your objective for the first task given, compare your
answer with the ''Main Points about Behavioral Objectives." Does your answer
fulfill all of these points? Once you are satisfied that it does, compare your answer
with, the one given on the next page. Remember, your answer does not have to be
exactly like the one given in order to be correct, but it should be similar. Discuss
your answer with another participant. If you are in doubt, consult the instructor.
1.
Task:

Complete family planning fieldworker Visit
Record Card

Objective:

Task:

Write radio script

Objective:

ill

ANSWER KEY

1.
Task:

Complete family planning fieidworker Visit
Record Card

Objective:

Given data from a field family planning home
visit, the trainee will be able to complete the
Visit Record Card with no errors. The writing on the card must be easily read by the
instructor.

2.
Task:

Write radio script

Objective: Given a basic message, the level of education
of the audience, and a basic program format,
the trainee will be able to write a family planning radio script that meets the four criteria
for good scripts as described in the textbook.
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3.
Task;

Write behavioral objectives based on job tasks

objective:

4.
Task:

Answer client questions on side effects of
contraceptive methods

Objective:
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ANSWER KEY

3.
Task:

Write behavioral objectives based on job tasks

Objective:

Given a job task, the trainee will be able to
write a behavioral training objective which
meets three criteria for behavioral objectives
as given in the text.

4.
Task:

Answer client questions on side e ffects of
contraceptive methods

Objective:

When asked the following questions by a
client, the trainee will be able to answer
them accurately using the ministry of health
pamphlet #3 on contraceptive methods.
Accuracy is to be judged by the instructor.
a) What will happen to me if I take the oral
pill?
b) Doesn't the IUD travel around your body
and kill you?
c) Aren't condoms used only to prevent
disease ?
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Think about this . . .
We have seen that behavioral training objectives have to be written in precise,
clear language. When they are written clearly, we get the two following benefits:
1.

The trainee knows what he has to do in order to successfully complete
the course. Thus, he strives harder to achieve his goals.

2.

All the instructors can determine whether their instructional sequences
were appropriate. If the trainees do not achieve the required performance, it means that the instructors did not select the appropriate procedures for those trainees. Next time, they can adopt a different sequence and selection of learning activities.

In these materials, the main focus is on the responsibility of the trainer .
It is his duty to see that the trainee learns, that he accomplishes the objectives. If
the trainee does not achieve the objectives, then the trainer should take the responsibility to see that the program is improved so that the objectives are achieved.
However, this does not mean that the trainee should not take his share of the responsibility. Indeed, experiments in learning psychology have shown that when students
are given very clear goals to work toward, they willingly take a greater share of
the responsibility to try to achieve them.
In the next section, we will go into evaluation procedures and discuss how
an instructor determines whether or not his behavioral objective has been achieved.
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Section Two
FORMATIVE EVALUATION
POST-E VALUATION PROCEDURES

What is Meant by Post-Evaluation?
In our approach to training, the Post-Evaluation is the means of determining
whether or not the training has been successful in achieving the behavioral objectives stated at the beginning of the course.
The proper Post-Evaluation consists of "test items" or "testing procedures"
which duplicate as much as possible the action called for in the behavioral objective. In other words, if our objective states what the trainee should be able to do
at the end of the course, the trainee should do exactly that for the Post-Evaluation.

Why Conduct a Post-Evaluation?
A good Post-Evaluation will tell the instructor whether or not his instruction
was successful and what were its strong points and weak points. The purpose of
this is to improve the training for the next time.
The Post-Evaluation is a critical part of a systematic approach to training.
First, you should know where you are going; that is, state your behavioral objectives. At the end, you must judge whether or not you have arrived at the goal you
set out to reach. You then use the information gained from the evaluation to decide
how to improve the training inputs.
The Post-Evaluation encourages the instructor to take the responsibility of
ensuring that all trainees achieve the desired objectives.

How Should a Post-Evaluation be Conducted?
An instructor is conducting a proper Post-Evaluation when he meets the
following conditions:
• The Post-Evaluation consists of testing procedures or test items in which
the trainee performs the same behavior described in the behavioral objec
-tive.
• The Post-Evaluation must come after the learning activities for that
particular objective. That is, the trainees must have the opportunity
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Post-Evaluation

Pre-Evaluation

Pre- and Post-Evaluations are used to measure trainee growth
through training, giving the trainer information on aspects of the
training program which need improvement.
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to practice the desired behavior before they are tested on it. The
practice itself cannot also be the test.
• The Post-Evaluation should test all of the trainees . Each trainee must
demonstrate his degree of achievement of the objective.

CHARACTERISTICS OF POST-EVALUATION
The Post-Evaluation Requires the Trainee to Perform
the Same Behavior Described in the Behavioral Objective
This is the whole point of using behavioral objectives. Once you have stated
clearly what the trainee will be able to do at the end of training, evaluating whether
or not you have achieved your goal can be very precise. At the end of the training
program, you have the trainee do that same action. If he can perform it correctly,
then your training has been successful; if he cannot, then your training needs improvement.
Think of it in these terms:
Performance Discrepancy: Trainee cannot do XYZ.
Behavioral Objective:

Trainee will be able to do XYZ.

Learning Activity:

Trainee practices doing XYZ.

Post-Evaluation:

Trainee does XYZ.

Let's look at some examples of an instructor using a proper post-evaluation
versus an instructor not using a proper post-evaluation.

Objective: When interviewing a prospective oral
pill acceptor, the trainee will be able
to obtain the necessary information
for the case history card and fill out
the case history card correctly.
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A-1
Post-Evaluation -- NO
Testing Procedure : After practice interviewing
several prospective oral pill acceptors and filling
out case history cards, on the Post-Evaluation the
trainees are asked to list the information required
for the case history card.

This is obviously not a proper testing procedure for this particular objective because it requires a completely different behavior from the one stated in the
objective.
Consider Instead, this post-evaluation for the same objective:

Example A-2
Post-Evaluation -- YES
Testing Procedure : After practice interviewing
several prospective oral pill acceptors and filling
out case history cards, for the Post-Evaluation the
trainees are asked to interview one more acceptor
each, with the instructor carefully noting what information is obtained and how the cards are filled.

This is a proper Post-Evaluation because it duplicates the action described
in the behavioral objective.
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Now think about this .. .
If an instructor uses a testing procedure that is inappropriate for the objective
he is teaching, and yet still succeeds by having his trainees perform very well,
hasn't his instruction still been effective and worthwhile?

AIRPORT
to

We hope that you think it has NOT been effective and worthwhile. If you
get into a taxi and ask to be taken to the airport, and instead the driver takes you
to the railway station, would you consider his job well done? Of course not. In
the same way, an instructor who consistently accomplishes objectives other than
those he intends is only fooling himself and being unfair to his trainees.
This is particularly important when we are basing our training objectives
on job tasks. Many of the complaints about ineffective training come when the
trainee must do one thing on the job, but is trained to do another.
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The Trainee Should be Allowed to Practice the Behavior Described
in the Behavioral Objective Before the Post-Evaluation of that Behavior
Just as the Post-Evaluation should duplicate the action described in the
behavioral objective, the practice should also duplicate that same behavior before
the Post-Evaluation.
This means that each trainee should perform the action described in the
objective at least twice--at least once for practice and once for the Post-Evaluation.
Thus, the pra
ctice should not be the Post-Evaluation . Although it is true
that the Post-Evaluation will serve as extra practice for the trainee and he may
learn from it, this is incidental. He should have already learned the skill before
the Post-Evaluation. If there is only one practice, then it should not also serve
as the Post-Evaluation. Is it fair to test someone on something he has never done
before? Not only is it not fair to the trainee, it is not fair to the trainer, because
it is the trainer's responsibility to make sure that the trainees achieve the objective .
Consider these examples:
Objective: Trainee will be able to design and draw
his own family planning poster which
would be suitable for use in a village.

Example B-1
Post-Evaluation -- NO
Tes ting Procedure : During the first four days of a
five-day course for artists, the trainees are given
extensive lectures and demonstrations on various aspects of drawing and are shown many examples of
family planning posters. The entire last day of the
course is devoted to letting the trainees design and
draw their own posters. Each trainee prepares one
poster and this is used as the Post-Evaluation of the
course.

This is not a proper Post-Evaluation because the trainees had no chance
to practice making family planning posters before the post-evaluation.
You may argue that perhaps they had made posters on their own before the
training course, but if they did not need any more practice, then maybe the course
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was not even necessary in the first place. That should have been determined by
the pre-evaluation. (We will discuss pre-evaluation later.)
Here is an example of a proper Post-Evaluation for the same objective.

Post-Evaluation -- YES
Testing Procedure : During a five-day course for
artists, lectures and demonstrations on how to make
effective posters are interspersed with practice
actually making posters so that by the end of the
course, each trainee has designed and drawn at least
four family planning posters. The last poster created
by each trainee is used as the Post-Evaluation for
the course.

This is a proper Post-Evaluation, because the trainees have each practiced
making at least three posters before the Post-Evaluation.

The Post-Evaluation Should Test All of the Trainees
Each and every trainee should demonstrate whether or not he has achieved
the objective. Logistically, this is often very difficult to achieve. But we believe
that it is important enough to try to do.
It is not enough to just test one or two trainees in the class because, even
unintentionally, instructors tend to select the best trainees to give the final demonstration and thus come to the false conclusion that all the trainees are going well
when they may not be.
This also means that if the behavioral objective states that each trainee
will be able to do XYZ, then for the post-evaluation, each trainee must do XYZ
on his own. Group activities really should not be counted as individual achievement. Even if the objective deals with the trainee's ability to work in a group, then
each trainee should be observed for how well he works in the group.
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Let's look at some examples.
Objective: Trainee will be able to prepare an
Iodine solution in the proper strength
for sterilizing loops (as given in the
Manual for Loop Insertions).
C:-1

Post-Evaluation -- NO
Testing Procedure : After the instructor demonstrates
the proper procedure for preparing the Iodine solution,
the trainees work in groups of five, and each group
practices preparing an Iodine solution at least twice.
For the Post-Evaluation, one girl is selected from
each group to demonstrate the preparation of the correct Iodine solution.

This cannot be a proper Post-Evaluation because only a few of the girls
in the class have been tested. It may be that they are the only ones in the class
who could prepare the solution. In this description it is also questionable whether
all trainees got to practice either, since frequently one or two group members tend
to dominate the group.

Example C-2
Post-Evaluation -- YES
Testing Procedure: After the instructor demonstrates
the proper procedure for preparing the Iodine solution,
the trainees work in pairs, taking turns preparing the
solution, so that each one gets to prepare the solution
at least twice. For the Post-Evaluation, each trainee
prepares his own solution out of sight of the other
trainees and the instructor comes around to check the
solution of each trainee.

This is definitely an appropriate Post-Evaluation because it meets all the
criteria. Each trainee is tested. The testing comes after each trainee has had a
chance to practice. And the Post-Evaluation activity duplicates exactly the action
described in the behavioral objective.
123

REVIEW

Main Points about Post-Evaluation
An instructor is conducting a proper Post-Evaluation when he meets the
following conditions:
• The Post-Evaluation requires the trainee to perform the same behavior
described in the behavioral objective .
• The Post-Evaluation should come after the practice for that particular
objective.
• The Post-Evaluation should test all of the trainees .
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PRACTICE WRITING POST-EVALUATIONS
Directions:
In the following pages you will find exercises in which you can practice writing
post-evaluations. You will be given a task and a behavioral objective based on that
task. In the space provided you should write an appropriate post-evaluation for that
objective.
Giving Yourself Knowledge of Results :
After you have written your post-evaluation for the first objective, compare
your answers with the "Main Points about Post-Evaluation." Does your answer
fulfill all of these points? Once you are satisfied that it does, compare your answer
with the answer given on the next page. Remember, your answer does not need to
be exactly the same as the answer given in order to be correct, but should probably
be similar. Finally, discuss your answer with another participant. If you are in
any doubt, ask an instructor.

1.
Task:

Operates slide projector

Objective: Trainee will be able to demonstrate his
skill in handling the slide projector by:
a) Replacing the projector bulb.
b) Correctly focusing the lens.
c) Properly packing the projector into
its box.

Post-Evaluation:
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ANSWER KEY

1.
Task:

Operates slide projector

Objective: Trainee will be able to demonstrate his
skill in handling the slide projector by:
a) Replacing the projector bulb.
b) Correctly focusing the lens.
c) Properly packing the projector into
its box.

Post-Evaluation: Each trainee should:
a) Replace the projector bulb.
b) Correctly focus the lens.
c) Package the projector into its box.
They will be evaluated on whether or not they perform
these functions correctly. They must perform all
three correctly in order to pass.
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2.
Task:

Gives guidance in family health needs

Objective: When presented with a case card with a
description of a family, the trainee will be
able to analyze the health needs of that family and suggest services available in the community which can
help solve the health problems of that family.

Post-Evaluation:

3.
Task:

Prepares map of work area

Objective: Trainee will be able to prepare a map of
his work area, showing the villages in
eluded in his intensive area of action and extensive
area of action. The map should be accurate in showing paved and unpaved roads, distances, and major
landmarks. The correct population of each village
and name should also be shown.

Post-Evaluation:
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2.
Task:

Gives guidance in family health needs

Objective: When presented with a case card with a
description of a family, the trainee will be
able to analyze the health needs of that family and suggest services available in the community which can
help solve the health problems of that family.

Post-Evaluation: Give each trainee three case cards
with descriptions of families (different cards from those given on pre-test) and ask the
trainees to analyze the health needs of each family and
suggest services available in the community which could
help solve the health needs of that family.

3.
Task:

Prepares map of work area

Objective: Trainee will be able to prepare a map of
his work area, showing the villages included in his intensive area of action and extensive
area of action. The map should be accurate in showing paved and unpaved roads, distances, and major
landmarks. The correct population of each village
and name should also be shown.

Post-Evaluation: Take trainees out to a practice area
village (different village from the
one used on the pre-test or during the practices) and
ask them to make a map of it. Trainees will be
evaluated on the accuracy of their maps on showing
paved and unpaved roads, distances, major landmarks,
names and populations.
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4.
Task:

Explains process of reproduction

Objective: Trainee will be able to write a complete
description of the menstrual cycle and contraception in the local language, using terms understandable by a villager. The explanation should be
simple but accurate.

Post- Evaluation:

5.
Task:

Plans publicity campaigns

Objective: Trainee will be able to plan a schedule for
organizing and conducting a special twoweek intensive publicity campaign.

Post-Evaluation:
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4.
Task:

Explains process of reproduction

Objective: Trainee will be able to write a complete
description of the menstrual cycle and contraception in the local language, using terms understandable by a villager. The explanation should be
simple but accurate.

Post-Evaluation: Each trainee writes a description of
the menstrual cycle and conception in
the local language, using simple terminology. They are
evaluated on the accuracy of their descriptions and on
the simplicity of the terminology.

5.
Task:

Plans publicity campaigns

Objective: Trainee will be able to plan a schedule for
organizing and conducting a special twoweek intensive publicity campaign.

Post-Evaluation: Each trainee should plan a schedule
for organizing and conducting a special two-week publicity campaign.
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SELF-TEST

Now, list the three main points about Post-Evaluation.

1.

2.

3.

CHECK YOUR ANSWERS ON PAGE 124.

131

PRE-EVALUATION

What is Meant by Pre-Evaluation?
A Pre-Evaluation is an evaluation conducted before the instruction begins
to determine what the trainees already know about the subject matter and other
i mportant information about the trainees.

Why Conduct a Pre-Evaluation?
Only by using a Pre-Evaluation can the instructor relate the training to
achievement of the behavioral objectives of the course. In the long run, the PreEvaluation will lighten the trainer's load because the trainees will take greater
interest in learning.
By using a Pre-Evaluation the instructor can make sure that only trainees
who cannot already perform the activity receive that training, thus reducing boredom and other problems.
By using a Pre-Evaluation the instructor can make sure that all the trainees
have the necessary prerequisite knowledge to benefit from the class, thus reducing
the chances of frustration on the part of the trainees and the trainer.
By using a Pre-Evaluation the instructor can find out as much as he can
about each trainee, thus enabling him to design training which meets the individual
needs of each trainee.

What Should a Pre-Evaluation Do?
A good Pre-Evaluation should accomplish three things:
• It should determine whether or not the trainee can already do the activity
the activity you are going to teach him (the action described in the behavioral objective).
• It should determine whether the trainee has the prerequisite skills needed
to learn the new skill (if any prerequisite skills are needed).
• It should find out enough background information about the trainee, in
terms of his interests, skills and experience, so that the trainer can
plan better learning activities.
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CHARACTERISTICS OF PRE-EVALUATION
A Pre-Evalua tion Should Determine Whether or Not the Trainees
Can Already Perform the Action Described in the Behavioral Objec ti ve
The most important purpose of the Pre-Evaluation is simply to determine
whether or not the trainee can already do what the instructor plans to teach. All
too often, a trainee is forced to sit through a course that he has no need for--only
because the instructor did not take the time to determine what the trainee could do.
It is important that the instructor know whether or not the trainees can
perform the desired behavior before the course so that when they perform it correctly at the end of the course, he knows that it was his training which made the
difference.
It is also important to eliminate from the class or assign different activities
to trainees who can already perform the desired skill, because trainees who are
bored with reviewing old material may cause bad attitudes to develop in the other
trainees in the class.
If most of the trainees in a class are found to be already capable of accomplishing the objective, then the objective should be changed.
i xampie

A-1

An instructor has the objective: "Trainees will be
able to use the 'Two Sons Story' flannelgraph for a
group meeting of villagers." His pre-test consists
of asking them if they can use the flannelgraph and
how many village meetings have been held. They all
say they can use the tlannelgraph, but seem somewhat hesitant about holding meetings. He then divides
them into small groups and has each trainee demonstrate use of the flannelgraph. Since they all perform adequately, but still seem hesitant about group
meetings, he decides not to spend any more time
practicing use of the flannelgraph in the classroom,
but to go straight to the field and spend most of the
training time concentrating on holding village meetings.
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DETERMINE ENTRY LEVELS

An important function of Pre-Evaluation is to
determine the level of skill that the trainee
brings into the training program . . .

134

Example A-2
When teaching Lady Health Visitors to be able to do
loop insertions, the instructor finds that one of the
trainees is already very experienced in inserting loops
and does it quite expertly. Therefore, the instructor
decides to use this trainee as an instructor for the
other trainees, having her give demonstrations and
guidance to the others.

This type of pre-testing actually saves the instructor work as well as
benefiting the trainees, because he does not have to waste his time teaching something the trainees already know.

A Pre-Evaluation Should Determine If the Trainee
Has the Necessary Prerequisites for the Course
Rarely do all trainees come to a training program with the same backgrounds
and the same abilities. Nor do all the trainees come to the training program with
the necessary skills to participate in the learning activities planned for the course.
Yet, without a pre-evaluation, the trainer has no way of knowing this information
about his trainees until it is too late. Without adequate pre-assessment the trainer
may proceed without his entire course input and not achieve satisfactory results
simply because the trainee Lacked a prior requisite skill.
In order to prepare a Pre-Evaluation that determines whether or not the
trainee has the prerequisite skills, these prerequisites first have to be identified.
In being able to do simple work like maintaining public health records, an obvious
prerequisite is the ability to read and write. The ability to use many of the training materials currently available requires knowledge of English or a technical
vocabulary of some sort.
The major problem comes in deciding just what is a prerequisite. The
ability to read is a prerequisite for maintaining records. However, it is not a
necessary prerequisite for delivering a baby. In most instances, determining
whether or not a trainee has the prerequisites for a course can be as simple as
asking him. For more complex objectives, however, more serious consideration
should be given to determining what prerequisites there are for each course.
If, upon conducting the Pre-Evaluation, the instructor finds that some or
all of the trainees do not have the necessary prerequisite skills for the class, there
are three possible alternative decisions which the instructor may decide to take:
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1. He can try to train the trainee in those skills he is lacking and then go
on to teach him the skill he is primarily concerned with.
2. He can eliminate the objective.
3. He can exclude the trainee from the class.

The last alternative is usually not possible or desirable. The second alternative ma y be the best solution if most of the trainees lack the necessary prerequisite skills. If only a few of the trainees lack the prerequisite skills or if it
is absolutely essential to accomplish the original objective as stated, then the first
alternative may be the only possible one to choose. This may be the most challenging approach for the trainer, but if it is handled skillfully, it can be the most rewarding. In this approach, the Teaching-Learning Principles of Graduated Sequence*
and Individual Differentiation* will be most emphasized.
Consider these examples:
Example B-1
If the instructor is teaching how to assist in an operation and he finds that the trainees do not follow elementary sterile technique procedures, he will want
to concentrate on proper use of sterile technique first
and then go on to teach the details of assisting in that
particular operation.

B-L
In a demographic statistics class the instructor is
planning to teach the trainees to be able to calculate
Net Reproduction Rate, Fertility Rate, Age Specific
Birth Rates and Gross Reproduction Rates, but when
on the pre-test he finds that the trainees cannot even
define Birth Rate accurately, he decides to teach them
to calculate only Death Rate, Birth Rate and Infant
Mortality Rate.

* See the portions on these principles later in this module.
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You can see that by giving a pre-test to determine if the trainee has the
necessary prerequisite skills, he saves himself time, effort and frustration by
not insisting on trying to teach something that the trainee is not ready to learn.
A Pre-Evaluation Should Fi nd Out Enough about Each Trainee so
That the Instructor C an Plan Motivating and Useful Learning Activities
The third purpose of the Pre-Evaluation is to find out sufficient information about the trainee--about his background, experience, interests--that you can
plan better training inputs. Consider the following examples:

U-1
In one class the trainer comes to know that one trainee
writes very good poetry, so he encourages the trainee
to apply his poetry skills to the material being learned.
The trainee enthusiastically prepares several witty
and imaginative poems about the subject matter.

During another pre-evaluation, the instructor discovers that several of the trainees have served in
supervisory positions, so he uses these trainees as
"resource persons" for classes in supervision, asking them frequent questions about how they handled
similar problems when they were supervisors.

Example C-3
On one pre-evaluation, one trainee finishes much
faster than the others. The teacher realizes that the
trainee can read much faster than the other trainees,
so during the course he is sure that this trainee is
given several extra and interesting assignments so
that he won't get bored in class.
e

C-4

Another trainee has travelled extensively to other
countries, so the instructor uses this information to
encourage the trainee to relate the subject matter to
other cultures he has visited.
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REVIEW

Main Points about Pre-Evaluation
A good Pre-Evaluation should determine the following things (listed in order
of importance):
• Can the trainee already do the activity?
• Does the trainee have the necessary prerequisite skills?
• What background and experiences does the trainee have that could help
in learning the new behavior?

These three items are arranged in order of importance. In many instances,
you will not be able to obtain all this information nor is it always necessary to.
However, the more you can find out about the trainees' abilities and backgrounds,
the more successful your instruction is likely to be. It is suggested that the instructors keep accurate records on each trainee and refer to them frequently before each
class. Can you think of background information your instructors found out about
you before this class?
What form should a Pre-Evaluation take? Largely, it depends on the objective. For example, for a psycho-motor skill such as removing stitches or putting on sterile gloves, a Pre-Evaluation might require an actual demonstration of
a trainee's entry skills. On the other hand, there are times when that might not
be a satisfactory means of pre-testing. For example, for an objective on holding
village leaders' meetings, a Pre-Evaluation of every trainee would take too long.
A satisfactory method would be to ask the trainees if they have held village leaders'
meetings, and get those who have (if any) to describe what they did. If the trainee's
description comes close to what the trainer is doing to teach, then an actual performance demonstration might be in order. In most cases, a well-planned course
will have few instances where a large number of trainees already know the skill
to be taught. If they do, then the objective should be eliminated or strongly modified.
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PRACTICE WRITING PRE-EVALUATIONS
Directions:
In the following pages you will find exercises in vh ich you can practice
writing pre-evaluations. You will be given a task and a behavioral objective based
on that task. In the space provided you should write an appropriate pre-evaluation
for that objective.
Giving Yourself Knowledge of Results :
After you have written your pre-evaluation for the first objective, compare
your answers with the "Main Points about Pre-Evaluation." Does your answer
fulfill all of these points ? Once you are satisfied that it does, compare your answer
with the answer given on the next page. Remember, your answer does not need to
be exactly the same as the answer given in order to be correct, but should probably
be similar. Finally, discuss your answer with another participant. If you are in
any doubt, ask an instructor.
1_
Task:

Operates slide projector

Objective: Trainee will be able to demonstrate his
skill in handling the slide projector by:
a) Replacing the projector bulb.
b) Correctly focusing the lens.
c) Properly packing the projector into
its box.

Pre-Evaluation:

Post-Evaluation: Each trainee should:
a) Replace the projector bulb.
b) Correctly focus the lens.
c) Package the projector into its box.
They will be evaluated on whether or not they perform
these functions correctly. They must perform all three
correctly in order to pass.
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ANSWER KEY

1.
Task:

Operates slide projector

Objective: Trainee will be able to demonstrate his
skill in handling the slide projector by:
a) Replacing the projector bulb.
b) Correctly focusing the lens.
c) Properly packing the projector into
its box.

Pre-Evaluation:
a) Ask trainees if they have ever used a slide
projector before.
b) If they have, determine if it is the same
type of slide projector you want to train
them to use.
c) If the answer to (b) is yes, ask them to
demonstrate its use, performing each of the
functions listed in the objective above.

Post--Evaluation: Each trainee should:
a) Replace the projector bulb.
b) Correctly focus the tens.
c) Package the projector into its box.
They will be evaluated on whether or not they perform
these functions correctly. They must perform all three
correctly in order to pass.
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2.
Task:

Gives guidance in family health needs

Objective: When presented with a case card with a description
of a family, the trainee will be able to analyze the
health needs of that family and suggest services available in the
community which can help solve the health problems of that
family.
Pre-Evaluation:

Post-Evaluation: Give each trainee three case cards with descriptions of families (different cards from
those given on pre-test) and ask the trainees to analyze the
health needs of each family and suggest services available in
the community which could help solve the health needs of that
family.

3.
Task:

Prepares map of work area

Objective:

Trainee will be able to prepare a map of his work
area, showing the villages included in his intensive
area of action and extensive area of action. The map should be
accurate in showing paved and unpaved roads, distances, and
major landmarks. The correct population of each village and
name should also be shown.
Pre-Evaluation:

Post-Evaluation: Take trainees out to a practice area village
(different village from the one used on the
pre-test or during the practices) and ask them to make a map of
it. Trainees will be evaluated on the accuracy of their maps on
showing paved and unpaved roads, distances, major landmarks,
names, populations.
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ANSWER KEY

Task:

Gives guidance in family health needs

Objective: When presented with a case card with a description
of a family, the trainee will be able to analyze the
health needs of that family and suggest services available in the
community which can help solve the health problems of that
family.

Pre-Evaluation: Give each trainee three case cards with descriptions of families, and trainee must
analyze the health needs of that family and suggest services
available in the community which could help solve the health
problems of that family.
Post-Evaluation: Give each trainee three case cards with descriptions of families (different cards from
those given on pre-test) and ask the trainees to analyze the
health needs of each family and suggest services available in
the community which could help solve the health needs of that
family.

3.
Task:

Prepares map of work area

Objective: Trainee will be able to prepare a map of his work
area, showing the villages included in his intensive
area of action and extensive area of action. The map should be
accurate in showing paved and unpaved roads, distances, and
major landmarks. The correct population of each village and
name should also be shown.
Pre-Evaluation: Take trainees out to a practice area village
and ask them to make a map of it.

Post-Evaluation: Take trainees out to a practice area village
(different village from the one used on the
pre-test or during the practices) and ask them to make a map of
it. Trainees will be evaluated on the accuracy of their maps on
showing paved and unpaved roads, distances, major landmarks,
names, populations.
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4.
Task:

Explains process of reproduction

Trainee will be able to write a complete description of the menstrual cycle and conception in the
local language, using terms understandable by a villager. The
explanation should be simple but accurate.
Objective:

Pre-Evaluation:

Post-Evaluation: Each trainee writes a description of the
menstrual cycle and conception in the local
language, using simple terminology. They are evaluated on the
accuracy of their descriptions and on the simplicity of the
terminology.

5.
Task:

Plans publicity campaigns

Trainee will be able to plan a schedule for organizing and conducting a special two-week intensive publicity campaign.
Objective:

Pre-Evaluation:

Post-Evaluation: Each trainee should plan a schedule for
organizing and conducting a special twoweek publicity campaign.

143

ANSWER KEY

Task:

Explains process of reproduction

Trainee will be able to write a complete description of the menstrual cycle and conception in the
local language, using terms understandable by a villager. The
explanation should be simple but accurate.
Objective:

Each trainee writes a description of the
menstrual cycle and conception in the local
language, using simple terminology. They are evaluated on the
accuracy of their descriptions and on the simplicity of the
terminology.
Pre-Evaluation:

Post-Evaluation: Each trainee writes a description of the
menstrual cycle and conception in the local
language, using simple terminology. They are evaluated on the
accuracy of their descriptions and on the simplicity of the
terminology.

5.
Task:

Plans publicity campaigns

Objective:

Trainee will be able to plan a schedule for organizing and conducting a special two-week intensive publicity campaign.
Pre-Evaluation:

Ask trainees if they have ever planned publicity campaigns before in advance of the
course. If they have, they should bring in a sample of their
work to the training program.
If they have not, ask them to write down
how they think they should do it.
Ask the trainees to list what types of publicity work they have worked in before and what their educational background is.
Post-Evaluation: Each trainee should plan a schedule for
organizing and conducting a special twoweek publicity campaign.
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SELF-TEST

List three things a Pre-Evaluation should find out.

1.

2.

3.

CHECK YOUR ANSWERS ON PAGE 138.
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CRITERION CHECK
What is Meant by Criterion Check?
A Criterion Check is a short test given during the Teaching-Learning
activities to enable the instructor to find out how well the trainees are doing.
Usually the Criterion Check is given in the middle of the Appropriate Practice
activities.

Why Give Criterion Check?
When the instructor is planning the learning activities, he anticipates that
some trainees will finish before others or that some trainees will have one kind
of problem while other trainees have another kind of problem. The only way the
instructor can then identify which trainees are having problems learning the material and which trainees have "reached criterion" (that is, can do the activity
described in the behavioral objective in a satisfactory manner) is by giving a Criterion Check.
The Criterion Check will consist of activities similar to the Appropriate
Practice and the Post-Evaluation. However, the Criterion Check is not used for
Ong purposes (strictly speaking, nothing in this approach is used for grading
purposes). It is used to plan the remaining instructional activities.
How Do You Use a Criterion Check?
The first step in using Criterion Checks is to announce that you are going
to give a preview of the Post-Evaluation, since this is what the Criterion Check
really is. Emphasize that the Criterion Check will not be used for grading or
evaluating the trainees. It will be used for finding ways to improve the instruction.
The second step is to administer the Criterion Check. This will consist
of giving the trainee a set of exercises to do, a task to do, or a project to do. The
i mportant distinction is that the activity must be the same as described in the Behavioral Objective. Usually, the Criterion Check is only done for the Appropriate
Practice activities.
The third step is to apply the results of the Criterion Check to the instructional process so that improvements can be made. Essentially, there are two main
decisions that must be made at this time. These are: what to do about the trainees
who have learned the skill, and what to do about those trainees who have not learned
the skill.
1. Trainees Who Have Reached Criterion: These trainees have performed
very well on the Criterion Check, and in a sense have achieved the
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behavior described in the Behavioral Objective. Therefore, the
appropriate instructional decision is to find alternative constructive
activities for these individuals. Examples might be:
a)

They can take the Post-Evaluation.

b) They can do more difficult exercises.
c)

They can help some of the trainees who have not
reached criterion level.

d) They can learn different skills, particularly if an
instructor is not required.
Imaginative instructors will find many more alternatives to add to this list.

2. Trainees Who Have Not Reached Criterion : These trainees need more
practice, and depending upon their performance, may require a review
of the Graduated Sequence activities. Perhaps the learning activities
were not constructed adequately for these trainees learning needs. This
may entail a re-examination of the Graduated Sequence, individual Differentiation, or Knowledge of Results to find ways to improve it. The
instructional decisions that may have to be made here might include one
or more of the following:
a)

The trainees receive individualized special tutoring.

b)

The trainees do more Appropriate Practice exercises.

Again, imaginative instructors will be able to add to this list.
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Some Last Thoughts on Formative Evaluation

Good formative evaluation will tell the instructor whether or not the instruction was successful. If it was not successful, it was for one or more of these
reasons:
1. The trainees were improperly prepared for the class--either
they did not have the proper prerequisites or the objective was
unrealistic.
2. The instruction was inadequately planned for the course.
3. The instruction was inadequately given to the trainees.

It is up to the instructor to determine which of these reasons explains why
his instruction did not succeed. In such instances, the instructor should re-examine
his objective, his pre-evaluation, and his learning activities to determine where
i mprovements and modifications can be made.
And if the instruction was successful, the instructor knows that it is largely
because his objectives, planning, and instruction were adequate to accomplish the
task.
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Think about this . . .
Formative evaluation is useful only if it results in modifications in the instructional process. If you evaluate your course, but do not use the results of the
evaluations to modify the training, what good was your evaluation?

It is like a man who owns an automobile. Each day he measures
the oil level, notes that it is below the empty mark, but he does
nothing to change the situation. Soon his automobile will be in
disrepair!

Your training program is just like the automobile. If you do
evaluations of it but do not use the results of the evaluations to
make your decisions, your program will suffer.

149

SL ZMARY OF FORMATIVE EVALUATION PROCEDURES
You have just completed the section on Formative Evaluation Procedures.
You should realize by now that formative evaluation is a tool used for improving

instruction , and not for grading the trainees. For this reason, it is important
that the Pre-Evaluation, Criterion Check, and Post-Evaluation be conducted properly and the results used properly. Let us summarize these processes.
Pre-Evalua tion is used to determine what the trainee knows when he first
comes to training. You want to find out whether or not he can do the activity you
are going to teach him. You may want to find out if he has the prerequisites for
learning the activity. In general, you first want to find out what his entering abilities are.
Criterion Checks are used to determine learning progress. You use a Criterion Check to see if more Appropriate Practice should be provided, whether some
trainees should be given special tutoring, whether some trainees should be given
other activities to do. The Criterion Check is your assessment tool for making
major decisions during the teaching-learning activities.
Post-Evaluation is used to determine how successful the training was. It
is simply a measure of how many trainees can do the activity correctly at the end
of training. Successful training programs will have most of the trainees demonstrating the ability to perform the activity. But we can only say that the training was
successful if we can also show that the trainees could not do the activity before the
training.
We can see this process diagrammatically:

PreEvaluation

J Learning
I Activities

Criterion
Check

J

Posti Evaluation

Additional
Learning Activities

In the next Unit of the module we will discuss principles for Designing Trainirg. Our focus will be on Five Teaching-Learning Principles that can guide the
tr ainer in designing instruction.
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EXERCISES
Exercise Sets I -- IV in the Exercise Book
provide extra practice in writing behavioral objectives
and evaluation procedures. These four exercises can
be done individually or in groups. Criterion Checks
are provided at the end of each set; the answers to
these Criterion Checks may be found in the Workbook
Appendix. We suggest that persons studying this
module alone do as many of these exercises as they
feel necessary, using the Criterion Checks to judge
their progress.
The Exercise Book also contains two additional exercises on behavioral objectives and evaluation procedures. These are for use in group learning
situations.
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Notes and Reactions

Use the space below to make notes on your reactions to the ideas in this
section. If you disagree with any of the ideas, or have other ideas, please make
notes so that you may share your thoughts with others.
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UNIT 4

PHASE IV: DESIGNING TRAINING

A DISCREPANCY MODEL OF TRAINING DESIGN
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OBJECTIVES FOR THIS UNIT

This unit has two sections. In the first we will deal with five principles
useful in the design of teaching-learning activities. In the second we will cover
some techniques for planning lessons. This second section brings together a number of the ideas and techniques of units 3 and 4 in a concise and practical approach
to lesson planning.
This unit presents a series of steps for accomplishing the following behavioral objective:
After reading this unit and completing all the related exercises, you will
be able to design imaginative and practical teaching-learning activities which would
have a high probability of accomplishing your objectives by including five teachinglearning principles.
To help guide you towards accomplishment of the above goal, you should
try to master each of the following en route objectives:
1.

You should be able to list and define each of the Five Teaching-Learning
Principles:
• PERCEIVED PURPOSE
• GRADUATED SEQUENCE
• INDIVIDUAL DIFFERENTIATION
• APPROPRIATE PRACTICE
• KNOWLEDGE OF RESULTS

2.

When presented with a behavioral objective and the name of one of the
Five Teaching-Learning Principles, you should be able to state how you
would use that principle in teaching that objective. The use of the principle should meet the criteria given in this textbook.
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Section One
TEACHING-LEARNING ACTIVITIES

FIELD VISITS
READING

ROLE PLAYING

FLIP CHARTS
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TEACHING-LEARNING ACTIVITIES

What is Meant by Teaching-Learning Activities ?
The instructional phase of training can be called the Teaching-Learning
Activity phase. Although such common terms as "instructional" phase, or others,
would probably refer to the same thing, it is important to realize just what is happening in this phase of training. The "teaching-learning" refers to two continuous
and often indistinguishable processes. On the one hand, the instructor "teaches."
On the other hand, the trainee "learns. " There are many instances when these
two processes can occur independently of each other. In other words, the trainee
can learn something without the help or assistance of a teacher, and the teacher
can easily teach with no trainee learning anything. Although it is possible to defend
the concept of a trainee learning without the help of a teacher, it is impossible to
defend the concept of a teacher teaching without the trainee learning anything. One
of the major philosophical tenets of a systematic approach to training is that there
should be no separation between the two processes of teaching and learning. In
other words, the trainees should respond to a teaching input with the appropriate
learning that the teacher expects to occur. The teacher should ensure that the appropriate learning occurs by providing good instruction.
In order to provide good training, then, the instructional activities have to
be planned in advance. They should specify not just how the teacher will teach,
but how the learner will learn. Although this may sound like an impossible task,
it is actually simplified by the many advances made in educational research and
technology in the recent past. Now trainers have many principles of education that
enable them to analyze and plan instructional sequences precisely and effectively.

Why Use Five Teaching-Learning Principles?
While there are a great many "principles of education," we will limit ourselves to the most basic of these. The rationale for limiting the number is simply
that it is easier for a trainer to become proficient in the use of a few principles,
than bogged down by trying to remember to use a multitude of principles. These
five principles are
1. PERCEIVED PURPOSE. The trainee must see why he should study
something.
2. GRADUATED SEQUENCE. The trainee must proceed step by step and
each step must be in some way more difficult than the previous step.
3. INDIVIDUAL DIFFERENTIATION. Each trainee should be given the
opportunity to learn in the way best suited to him.
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Using the Five Teaching-Learning Principles can
improve the effectiveness of any teaching method . . .
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4. APPROPRIATE PRACTICE. All the trainees must practice doing the
action described in the behavioral objective.
5. KNOWLEDGE OF RESULTS. As the trainee practices, he must know
whether he is performing correctly or not.

How Should Teaching-Learning Activities be Conducted?
In designing Teaching-Learning Activities, the instructor should always
refer to the behavioral objective. He should know exactly what behavior he is trying
to produce. This will make the entire process of planning instructional activities
easy and relevant.
The Teaching--Learning Activities should be planned before the class starts.
Although many instructors are tempted to say that they cannot plan for all the contingencies that might occur in the classroom, often this is only an excuse for not
thinking about what the instructor has to do. In fact, an instructor can anticipate
many of the responses of his trainees, and he can plan accordingly.
Consistent use of the Five Teaching-Learning Principles can help you give
better training by doing the following things:
1.

Increase the motivation of your trainees to learn.

2.

Give your trainees more confidence in themselves as they learn.

3.

Ensure mastery of your objectives.

4.

I mprove communication between instructors and trainees.

5.

Provide special help for the problems of the "slow learners" while,
at the same time, encouraging the more advanced trainees to develop
to their fullest extent.

6.

Reduce boredom and, therefore, discipline problems.

7.

Improve relations between instructors and trainees.

8.

Increase the relevance of learning activities to the job.

9.

Take some of the burden of the "instruction" off the instructor.

In the following pages you will see how the Five Teaching-Learning Principles
can help you in these ways and more. Maybe you can think of many more advantages
yourself.
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PERCEIVED PURPOSE
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THE FIVE TEACHING-LEARNING PRINCIPLES

PERCEIVED PURPOSE: The trainee must see why
he should study something.

What Does Perceived Purpose Me an ?
To perceive means to see or to understand and purpose means the reason
for doing something or the usefulness of something, or why something should be
done. Thus Perceived Purpose means that the learner must understand the reason
for studying a particular subject.
The learner must see a reason why for studying a particular thing. If you
want the trainee to be able to use sterile technique, you must tell him why it is
important to use sterile technique, etc.

Why is Perceived Purpose Needed?
If the trainee does not understand why it is important to study a particular
subject, he will not want to study it. If he does not want to study it, he will not
learn it. Therefore, it is important that the trainee understand the usefulness to
him of learning the subject the instructor intends to teach.
It is the trainer's responsibility to see that the trainee is motivated to learn.
Too often trainers leave this entirely up to the trainees. They either assume that
the trainees will want to learn, or assume that trainees who do not want to learn
are just lazy. Neither of these may be the case. Once the trainee sees achieving
the objective will be useful to him, he will probably want to try to learn it. However, the instructor must point out its usefulness to the trainee. If the instructor
thinks that the subject may not be useful to the trainee, he should not teach it. if
he thinks it will be useful, he should tell the trainee how and
it will be useful.
The trainer can take a long step in the direction of developing Perceived
Purpose by basing training objectives on performance discrepancies and job tasks.
In demonstrating to the trainee that the objectives of training are closely, even
directly, tied to the performance that will be required of the trainee on the job, the
trainer has taken the first action to develop Perceived Purpose.
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How Should Perceived Purpose be Developed? Five Rules:
1.

The instructor must try in some way to create a
set for the subject to be studied.

spo itive

If an instructor uses "negative" Perceived Purpose, he is not using the
principle properly. "Negative" Perceived Purpose means that he indicates in some
way he thinks the objective is not worthwhile or that studying it is a waste of time..

2.

The Perceived Purpose must be relevant to the specific
behavioral objective being taught.

Just as the appropriate practice must be the same action as described in
the objective, the Perceived Purpose must relate directly to the objective. You
want the trainee to be motivated to learn to do the specific behavior you are trying
to teach.
3.

The Perceived Purpose developed must be relevant to the
particular trainees whom you are teaching; it must be
something important to them personally.

People only understand things that relate to their own lives. People are
only motivated by things which are important to them personally in some way or other.
An instructor might use one type of motivation technique with one type of trainees
very successfully, but the same technique with a different group of trainees might
be completely useless if it is meaningless to them. Therefore, in using Perceived
Purpose, the instructor must take into consideration the background of the trainees,
especially their real learning needs.
4.

Perceived Purpose must be developed sometime near the
beginning of the instruction. (It may be repeated near the
end also, but it must first appear near the beginning.)

Perceived Purpose should be developed initially as soon as possible in the
instruction. If the trainee's interest is only aroused near the end of the training,
how can he learn? His opportunity will already have been lost.
This does not mean that Perceived Purpose should only be developed at the
beginning of instruction and then forgotten. It is usually a good fdea to continue
to develop Perceived Purpose throughout the period of instruction. Interest can
lag at any time during the course, and when the trainee loses interest, learning
stops. It is also a good idea to end on a motivating thought, so that the trainee will
be motivated to apply what he has learned when he leaves the class.
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5. Perceived Purpose must support the self-esteem of the
trainee--it should not belittle him or frighten him or make
him feel bad.
This means that Perceived Purpose should lead to the development of the
trainee in a positive sense. It should create pleasant conditions in the learning
situation. If the conditions are unpleasant, the trainee will try to avoid them, and
hence avoid learning.
The methods used to develop Perceived Purpose should not produce antagonisms in the trainee towards the instructor, the class, other trainees, or the subject. After all, what good does it do to get a trainee to study hard for a class , but
to dislike a subject? In the long run, it does no good at all. Therefore, it is better
to use Perceived Purpose that develops and improves the trainees rather than methods
that would belittle or threaten them or produce undesirable side effects.
Here are a few possible ways of developing Perceived Purpose:
The instructor can relate the subject matter to the trainees' own
lives by pointing out how achieving this objective will help them; in other
words, how it will make their lives more rewarding.
The instructor can point out the importance of achieving this objective in order to help the trainees do their jobs better, or how it will make
them better workers.
The instructor can give examples of ways in which use of the principle the instructor plans to teach has helped other workers in similar jobs
to those of the trainees.
The instructor can show what bad things may happen if the desired
principle is not applied (such as not using sterile technique causes infection). But these should not be threats to the trainee as a person.

If the instructor includes any of the above-mentioned approaches or similar
items in his lesson, we can assume that he is trying to motivate the students to
learn and thus is applying the teaching principle of Perceived Purpose. Whether
or not the trainees are actually motivated to learn or not, however, can only be
determined by observing the trainees. If in actual practice a particular instructor's
motivational techniques do not actually motivate the trainees to learn, then the instructor should modify his technique or use other methods of inspiring the trainees
to learn.
In the examples and exercises that follow, consider that the instructor des-cribed is using the principle of Perceived Purpose if he follows the five rules given
above.
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EXAMPLES

Following are two examples of instructors' attempts to teach the objectives.
In the first example, the instructor is not using the principle of Perceived Purpose,
while the instructor in the second example is using this principle. Read both examples and the discussions that follow.

Example 1

Perceived Purpose -- NO

The trainee will be able to explain loop,
vasectomy, tubectomy, condom, and the
oral pill to a village mother, using "Understanding FP" as an
aid and answering all of the woman's questions about these
methods of family planning.
Objective:

Learning Activity: The instructor starts the course by saying "I know you already know this, but the
government says I have to teach it, so I will review it for you
anyway."

How many times have you seen instances where instructors start off their
class telling the trainees that the course is required, so would they please not become too bored? If there is a chance that the course will be no more than review,
why teach it? Why teach any course if it can't be made relevant to the trainees'
needs and perceptions of what they want? The instructor in this example hasn't
realized that, if trainees are not interested in what they're going to learn, they
probably won't learn it. Moreover, this probably causes a vicious circle, in which
the course is given again because the trainees didn't learn anything the first time.

163

Example 2 -- Perceived Purpose -- YES

Objective:

The trainee will be able to present the
flannelgraph story on the population problem to a group of local village leaders and afterwards answer
their questions and discuss family planning with them.

Learning Activity: The instructor starts this course by
explaining the importance of village local
leaders to the success of the family planning program. He
gives several examples of actual villages where the worker
has been able to make the family planning program a success
by active involvement of the village leaders. Then the instructor states that in this course the trainees will learn how
to motivate the local village leaders to help them in implementing the program.

In this second example the instructor is trying to relate his class to a need
that the trainees have--in this case, the need to be successful in their job. While
it is granted that this will not motivate every trainee, the instructor is probably
better able to get the attention and interest of his trainees than if he didn't attempt
to tie the subject in with the trainees' other interests. By taking this first step,
the trainer has gone a long way toward developing ways of ensuring that the courses
he teaches are vital and essential to the trainees. At the same time, he is probably ensuring that he won't have to say sometime in the future, "I know you've
already been taught this, but ....
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REVIEW

Main Points about Perceived Purpose
An instructor is using the principle of Perceived Purpose when the following
conditions are met:
spo itive towards the subject.
1. The Perceived Purpose must be
It must be absolutely clear that the instructor is trying in
some way to give the trainees a reason for studying that
subj ect.
2. The Perceived Purpose must be relevant to the specific
behavioral objective being taught.
3. The Perceived Purpose developed must be relevant to those
particular trainees ; it must be something important to them
personally.
4. Perceived Purpose must be developed sometime near the
beginning of the instruction . (It may be repeated throughout the instruction and near the end, also, but it must first
appear near the beginning.)
5. The Perceived Purpose must support the self-esteem of the
trainee --it should not belittle him or frighten him or make
him feel bad.
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PRACTICE USING THE PRINCIPLE OF PERCEIVED PURPOSE

Directions:
In the following five pages you will find exercises in which you can practice
applying the principle you have just learned. On each page you will find a task,
a behavioral objective based on that task, an appropriate pre-evaluation and postevaluation for that objective, and a space to write a description of part of the learning activities which you would use to accomplish that objective. In the space provided for learning activities, you should describe how you would apply the principle
of Perceived Purpose.
Giving Yourself Knowledge of Results :
After you have written what you would do for the first objective, compare
your answers with the "Main Points about Perceived Purpose. "
Does your answer fulfill all of these points? Once you are satisfied that
it does, go on to the next item. If you are in doubt, ask the instructor.
After you have completed all five practices, compare your answers with
some of your fellow participants. Discuss both their answers and yours with them.
Remember, there may be many possible ways of using a given principle
with a particular objective. Even if your answers are "correct," in that they fulfill all of the criteria for that principle, copy down the answers of some of your
fellow participants if they have thought of other ways of using the same principle.
It is good to have as much variety in a training program as possible. Also, you
may find that, according to the circumstances of a particular training program,
sometimes one way of using a given principle may be more practical than another.
If you are still in doubt about your answers, or if you are not sure
they
are right or wrong, re-read the discussion and examples of this principle. Then
ask a fellow trainee or instructor to explain it to you.
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1.
TASK:
Operates slide projector
Objective:
Trainee will be able to demonstrate his skill in
handling the slide projector by:
a) Replacing the projector bulb.
b) Correctly focusing the lens.
c) Properly packing the projector into its box.
Pre-Evaluation:
a) Ask trainees if they have ever used a slide projector before.
b) If they have, determine if it is the same type of
slide projector you want to train them to use.
c) If the answer to (b) is yes, ask them to demonstrate its use, performing each of the functions
listed in the objective above.
Learning Activities :
Use of Principle of Perceived Purpose:

Post-Evaluation:
Each trainee should:
a) Replace the projector bulb.
b) Correctly focus the lens.
c) Package the projector into its box.
They will be evaluated on whether or not they perform these
functions correctly. They must perform all three correctly
in order to pass.
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2.
TASK:
Gives guidance in family health needs

Objective:
When presented with a case card with a description
of a family, the trainee will be able to analyze the health
needs of that family and suggest services available in the community which can help solve the health problems of that family.
Pre-Evaluation:

Give each trainee three case cards with descriptions of families, and trainee mus t analyze the health needs
of that family and suggest service s available in the community
which could help solve the health problems of that family.
Learning Activities :
Use of Principle of Perceived Purpose:

Post-Evaluation:
Give each trainee three case cards with
descriptions of families (different cards from those given on
pre-test) and ask the trainees to analyze the health needs of
each family and suggest services available in the community
which could help solve the health needs of that family.
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a
TASK:
Prepares map of work area
Objective:
Trainee will be able to prepare a map of his work
area, showing the villages included in his intensive area of
action and extensive area of action. The map should be accurate in showing paved and unpaved roads, distances, and major
landmarks. The correct population of each village and name
should also be shown.
Pre-Evaluation:
Take trainees out to a practice area village and
ask them to make a map of it.
Learning Activities :
Use of Principle of Perceived Purpose:

Post-Evaluation: Take trainees out to a practice area village
(different village from the one used on the pre-test or during
the practices) and ask them to make a map of it. Trainees will
be evaluated on the accuracy of their maps on showing paved and
unpaved roads, distances, major landmarks, names, populations.
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4.
TASK:
Explains process of reproduction

Objective:
Trainee will be able to write a complete description of the menstrual cycle and conception in the local language by using terms understandable by a villager. The explanation should be simple but accurate.
Pre-Evaluation:
Each trainee writes a description of the menstrual
cycle and conception in the local language, using simple terminology.
They are evaluated on the accuracy of their descriptions and on the simplicity of the terminology.
Learning Activities:
Use of Principle of Perceived Purpose:

Post-Evaluation:
Each trainee writes a description of the
menstrual cycle and conception in the local language, using
simple terminology. They are evaluated on the accuracy of
their descriptions and on the simplicity of the terminology.
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5.
TASK:
Plans publicity campaigns
Objective:
Trainee will be able to plan a schedule for organizing and conducting a special two-week intensive publicity
campaign.
Pre-Evaluation:
Ask trainees if they have ever planned publicity
campaigns before in advance of the course. If they have, they
should bring in a sample of their work to the training program.
If they have not, ask them to write down how they
think they should do it.
Ask the trainees to list what types of publicity
work they have worked in before and what their educational
background is.
Learning Activities :
Use of Principle of Perceived Purpose:

Post-Evaluation:
Each trainee should plan a schedule for organizing and conducting a special two-week publicity campaign.
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SELF-TEST
What are the "Main Points about Perceived Purpose'?

1.

2.

K!

4.

5.

CHECK YOUR ANSWERS ON THE NEXT PAGE.
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SUMMARY OF PERCEIVED PURPOSE
As you are now aware, use of Perceived Purpose places with the instructor
the responsibility for showing to the trainees the importance of the subject. We
cannot assume that a trainee is interested in our subject merely because we are.
By being aware of and using this principle, we can make our training relevant to
the trainees' needs.
Review once more the following points about Perceived Purpose.
An instructor is using the principle of Perceived Purpose when the following conditions are met:
1.

The Perceived Purpose must be positive towards the subject.
It must be absolutely clear that the instructor is trying in
some way to give the trainees a reason for studying that
subject.

2.

The Perceived Purpose must be relevant to the specific
behavioral objective being taught.

3.

The Perceived Purpose developed must be relevant to those
particular trainees; it must be something important to them
personally.

4.

Perceived Purpose must be developed sometime near the
beginning of the instruction. (It may be repeated throughout the instruction and near the end, also, but it must first
appear near the beginning.)

5.

The Perceived Purpose must support the self-esteem of the
trainee--it should not belittle him or frighten him or make
him feel bad.

Now we will go on to the second of the Teaching-Learning Principles-Graduated Sequence.
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GRADUATED SEQUENCE
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THE FIVE TEACHING-LEARNING PRINCIPLES

GRADUATED SEQUENCE: The trainee must proceed step
by step, and each step must be
in some way more difficult than
the previous step.

What is Meant by Graduated Sequence?
Graduated Sequence basically means starting with what is easiest for the
trainee and gradually progressing to what is more difficult for him, until you reach
the objective. Although appropriate practice doing exactly the action described
in the behavioral objective is always necessary, it is usually wise not to start immediately with the appropriate practice, but to buildup to it gradually. First the
instructor may want to give the trainees practice doing prerequisite skills or to
give demonstrations and guidance. This all falls under Graduated Sequence.
Why Use Graduated Sequence?
Graduated Sequence is one of the best known principles of educational psychology. Most trainers apply it more or less naturally in one way or another.
However, just to be sure you are applying it, it helps to be conscious of what you
are doing so that you can check yourself once in awhile.
There are many reasons that trainees learn better when they proceed from
the easy to the difficult. The most obvious reason, of course, is that some difficult skills simply cannot be mastered until the prerequisite skills have first been
learned. Another reason is that it is more motivating to the trainee to start with
something that is familiar to him or that he can master easily. Once he learns
how to do one step, he will be eager to proceed to the next. On the other hand, if
he starts with something too difficult for him, he may become so frustrated that
he will decide to give up altogether.
Graduated Sequence makes the instructor's job easier, too, because as
trainees move gradually and naturally from one step which they can perform to
the next, they become more and more involved in the instruction and tend to proceed
to the more difficult steps almost on their own.
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How Should Graduated Sequence be Used?
The only rule about Graduated Sequence is that the trainee should start
with learning activities which are in some way easy for him and proceed step by
step to learning activities which are in some way more difficult for him.

Dimensions of Graduated Sequence
Graduated Sequence can refer to any of the following dimensions:
Simple to complex
Easy to difficult
Known to unknown
Familiar to unfamiliar
From highly motivating to less motivating
From individual parts to the complete whole
From individual units to a combination
From doing something with help to doing it alone
From theory to practice

The trainee should be able to progress slowly from something easy and
familiar to him to something difficult and unfamiliar to him. This means that if
the action called for in the objective is quite difficult or complex and unfamiliar
to the trainee, the instructor should start with some simpler action and build up,
step by step, to the action called for in the objective.
This step by step build-up can be done in a number of ways:
1.

The instructor can divide the objective into smaller parts and teach
each part separately first, and then put them all together to form the
combined objective.

2.

The instructor can start with those parts of the objective which the
trainees already partially know or are at least familiar with.
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3.

The instructor can start with very simple problems or questions or
situations, and gradually progress to more difficult ones.

4.

The instructor may start with a demonstration and then have the trainee
try the action as the instructor guides him, much as a teacher may guide
the hand of a small child as he learns to write. Then the trainee may
try by himself.

5.

The trainee may first simply memorize the theory and then try to apply
the theory in actual practice.

6.

The trainee may first try the action on a model or in a role-play situation and then try it in a real situation.

We can say that the teacher is using the principle of Graduated Sequence
if he is following any of the above listed methods. He is making the best use of
the principle of Graduated Sequence if he is using a combination of two or more
of the above listed methods at the same time. He is making the best use of the
principle if the jump between each graduated step is small. That is, the action
required by the trainees becomes only a little bit more difficult each time the instructor moves on to the next step, and the instructor does not move from one
step to the next too quickly.
The instructor is not applying the principle of Graduated Sequence under
the following conditions:
He goes from difficult to easy or any of the directions indicated
above in reverse order.
He starts immediately with having the trainees practice the actual
final action required in the objective and has them practice only that with
no previous explanation or guidance or step by step build-up.
He goes from step to step, but each step is of equal difficulty. The
steps do not get harder or more complex as he goes along. For example,
in nutrition the instructor teaches about one food group at a time, but there
is nothing more difficult about one food group than another.
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EXAMPLES

Here are two examples of instructors' classes. One of the instructors is
not using the principle of Graduated Sequence and the other instructor is using
the principle. Read the objective and the description of the learning activities;
then read the discussions that follow.

Example 1 -- Graduated Sequence -- NO

Objective:

The trainee will be able to explain loop,
vasectomy, tubectomy, condom, and the
oral pill to a village mother, using "Understanding FP" as an
aid and answering all of the woman's questions about these
methods of family planning.

Learning Activity: The instructor begins her series of lectres on methods of contraception with
the oral pill. Because she knows that this will be the most
difficult subject since the trainees are not familiar with the
oral pill, she wants to get it out of the way first so that the
rest of the course will seem easy.

The instructor in this description is not using the principle of Graduated
Sequence. She is thinking more about making her job easier, and she is ignoring
the fact that she is actually making the trainees' job harder! By starting with a
subject that she knows will be difficult, she runs the risk of discouraging many
of the trainees. A wise trainer realizes that trainees learn best when they feel
they are accomplishing something.
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Example 2 -- Graduated Sequence -- YES

Objective:

The trainee will be able to present the
flanneigraph story on the population problem to a group of local village leaders and afterwards to
answer their questions and discuss family planning with them.

Learning Activity: The first two days of the course are
spent in lectures and discussions about
ways of motivating local leaders and a few simple rules to
follow in conducting group meetings. The next few days are
spent in practicing the use of several visual aids, especially
the population flannelgraph, and in acting out role-playing
situations of leaders' meetings. During the last week of the
course, the trainees spend three days in the field, where
each one conducts at least two actual meetings.

This instructor is using Graduated Sequence. Each of his learning activities actually works to get the trainee more involved with the final goal of working
in a group meeting in the village. The first activity is relatively simple, and the
trainees are allowed to find ways of motivating local leaders without having to worry
about making any mistakes, since there are no real villagers present. After that,
the trainees begin to practice what they will do in the village. Finally, they go
out and actually conduct the meetings. It is a logical progression from a less active participation to greater participation.
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REVIEW

An instructor is using the principle of Graduated Sequence if the learning
activities proceed from:
Simple to complex
Easy to difficult
Known to unknown
Familiar to unfamiliar
Highly motivating to less motivating
Individual parts to the complete whole
Individual units to a combination
Doing something with help to doing it alone
Theory to practice

181

PRACTICE USING THE PRINCIPLE OF GRADUATED SEQUENCE

Directions:
In the following five pages you will find exercises in which you can practice
applying the principle you have just learned. On each page you will find a task, a
behavioral objective based on that task, an appropriate pre-evaluation and postevaluation for that objective, and a space to write a description of part of the learning activities which you would use to accomplish that objective. In the space provided, you should describe how you would apply the principle of Graduated Sequence.
Giving Yourself Knowledge of Results:
After you have written what you would do for the first objective, compare
your answers with the "Main Points about Graduated Sequence. "
Does your answer fulfill these points? Once you are satisfied that it does,
go on to the next item. If you are in doubt, ask the instructor.
After you have completed all five practices, compare your answers with some
of your fellow participants. Discuss both their answers and yours with them.
Remember, there may be many possible ways of using a given principle with
a particular objective. Even if your answers are 'correct" in that they fulfill all
of the criteria for that principle, copy down the answers of some of your fellow trainees if they have thought of other ways of using the same principle. It is good to have
as much variety in a training program as possible. Also, you may find that, according to the circumstances of a particular training program, sometimes one way of
using a given principle may be more practical than another.
If you are still in doubt about your answers, or if you are not sure
they
are right or wrong, re-read the discussion and examples of this principle. Then
ask a fellow trainee or instructor to explain it to you.
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1.
TASK:
operates slide projector
Objective:
Trainee will be able to demonstrate his skill in
handling the slide projector by:
a) Replacing the projector bulb.
b) Correctly focusing the lens.
c) Properly packing the projector into its box.
Pre-Evaluation:
a) Ask trainees if they have ever used a slide projector before.
b) If they have, determine if it is the same type of
slide projector you want to train them to use.
c) If the answer to (b) is yes, ask them to demonstrate its use, performing each of the functions
listed in the objective above.
LearningActivities :
Use of Principle of Graduated Sequence:

Post-Evaluation:
Each trainee should:
a) Replace the projector bulb.
b) Correctly focus the lens.
c) Package the projector into its box.
They will be evaluated on whether or not they perform these
functions correctly. They must perform all three correctly
in order to pass.
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2.
TASK:
Gives guidance in family health needs

Objective:
When presented with a case card with a description
of a family, the trainee will be able to analyze the health
needs of that family and suggest services available in the community which can help solve the health problems of that family.
Pre-Evaluation:
Give each trainee three case cards with descriptions of families, and trainee must analyze the health needs
of that family and suggest services available in the community
which could help solve the health problems of that family.
Learnin& Activities :
Use of Principle of Graduated Sequence:

Post-Evaluation: Give each trainee three case cards with
descriptions of families (different ' cards from those given on
pre-test) and ask the trainees to analyze the health needs of
each family and suggest services available in the community
which could help solve the health needs of that family.
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3.
TASK:
Prepares map of work area
Objective:
Trainee will be able to prepare a map of his work
area, showing the villages included in his intensive area of
action and extensive area of action. The map should be accurate in showing paved and unpaved roads, distances, and major
landmarks. The correct population of each village and name
should also be shown.
Pre-Evaluation:
Take trainees out to a practice area village and
ask them to make a map of it.
Learning Activities :
Use of Principle of Graduated Sequence:

Post-Evaluation: Take trainees out to a practice area village
(different village from the one used on the pre-test or during
the practices) and ask them to make a map of it. Trainees will
be evaluated on the accuracy of their maps on showing paved and
unpaved roads, distances, major landmarks, names, populations.
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4.
TASK:
Explains process of reproduction
Objective:
Trainee will be able to write a complete description of the menstrual cycle and conception in the local language and using terms understandable by a villager. The explanation should be simple but accurate.
Pre-Evaluation:

Each trainee writes a description of the menstrual
cycle and conception in the local language, using simple termi-

nology.
They are evaluated on the accuracy of their descriptions and on the simplicity of the terminology..
Learning Activities :

Use of Principle of Graduated Sequence:

Each trainee writes a description of the
Post-Evaluation:
menstrual cycle and conception in the local language, using
They are evaluated on the accuracy of
simple terminology.
their descriptions and on the simplicity of the terminology.
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5.
TASK:
Plans publicity campaigns

Objective:

Trainee will be able to plan a schedule for organizing and conducting a special two-week intensive publicity
campaign.
Pre - Evaluation:

Ask trainees if they have ever planned publicity
campaigns before in advance of the course. If they have, they
should bring in a sample of their work to the training program.
If they have not, ask them to write down how they
think they should do it.
Ask the trainees to list what types of publicity
work they have worked in before and what their educational
background is.
Learning Activities :

Use of Principle of Graduated Sequence:

Post-Evaluation: Each trainee should plan a schedule for organizing and conducting a special two-week publicity campaign.
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SELF-TEST
Check your progress by answering the following questions.
1. List at least five dimensions or main points of Graduated Sequence:

2. List at least three ways in which the trainer can build up Graduated
Sequence:

CHECK YOUR ANSWERS TO QUESTION 1 ON PAGE 181
AND TO QUESTION 2 ON PAGE 177-178.
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SUMMARY OF GRADUATED SEQUENCE

Proper use of the principle of Graduated Sequence makes it possible for
the imaginative instructor to provide learning activities for his trainees that are
structured to ensure effective learning. You probably realize that the same form
of Graduated Sequence will not work in all cases, nor should you expect it to. After
all, each group of trainees that you work with will be different. However, we can
plan out learning activities that take into account such factors as complexity, familfarty, logical order, etc. By being sure that your activities go from easy-to-learn
to difficult-to-learn, you are sure that the trainees will learn more successfully.
Let us review the main point about Graduated Sequence: An instructor is
using the principle of Graduated Sequence if the learning activities proceed from the
easy to the difficult.
The instructor has several other tools at his disposal to ensure effective
learning activities. The next principle--Individual Differentiation--will help you
match learning activities with the different ways in which individuals learn.
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I NDIVIDUAL DIFFERENTIATION

191

THE FIVE TEACHING-LEARNING PRINCIPLES

INDIVIDUAL DIFFERENTIATION: Each trainee should be
given the opportunity to
learn in the way best
suited to him.

What is Individual Differentiation?
Individual Differentiation is the principle of learning psychology that recognizes that each of us is an individual, and as individuals, we learn different things
in different ways and at different speeds. When using the principle of Individual
Differentiation, the trainer structures the learning activities in such a way that each
trainee is given the conditions and opportunities for learning which are most suited
to his own personality and needs.

Why Use Individual Differentiation?
When an instructor uses the principle of Individual Differentiation, he actually makes his job easier. By providing rewarding learning experiences to all
the trainees, the instructor avoids both discipline problems (resulting from bored
or frustrated students) and disinterested students who discourage others from learning the material. Using the principle of Individual Differentiation permits the instructor to ensure that he achieves his objective--since he focuses his attention on
each trainee's learning problems.

How Should individual Differentiation I,c Used?
1. Individual Differentiation provides different learning experiences
for different trainees, based on actual difterwwcs among the
trainees--not merely on a random basis.
This means that the instructor may have to teach in different ways to achieve
the objective with different types of trainees. It is not enough to hive individual assignments to the trainees; each assignment should be given to a specific trainee or
a specific group of trainees for a particular reason. If assigiinients are simply given
out randomly, then it will be a matter of luck or accident whether or not a particular
trainee gets an assignment best suited to his needs.
In order to assign learning activities to particular trainees according to
their individual needs, the instructor must know something about the trainees. This
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information should be obtained on the pre-evaluation, as mentioned in the unit on
formative evaluation.
2. Individual Differentiation should give the trainee a chance to
develop to his best advantage. It should not have a negative
effect on any trainee.
The purpose of training is to develop the trainee. The purpose of Individual Differentiation is to find the best way of developing each trainee in a positive
way. Differentiation in a negative way towards any particular trainee or group of
trainees is called discrimination and should not be done under any circumstances.
An instructor who causes frustration in a particular trainee or group of trainees
by deliberately ignoring their special abilities, experiences, or interests is using
negative differentiation and therefore is not using the principle of Individual Differentiation properly. Remember that each trainee is an individual and the purpose
of training is to bring out the best in every individual.
There are many different ways of differentiating trainees and no one instructor could possibly apply all the different ways in any one training situation. However,
the more ways in which he tries to differentiate to help the trainees, the better he
is using the principle. In the examples and exercises that follow, consider that the
instructor is using the principle of Individual Differentiation if he tries to differentiate any trainees in any way at all.
Here is a list of a few ways in which trainees may be differentiated. Perhaps
you can think of still more.
By intelligence
By speed of learning
By previous experience or educational background
By interests
By special talents
By sex
By age
By job designation
By trainees' own preferences
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By motivation for learning the course material
By language ability (such as reading knowledge
of English, Hindi or Punjabi)

Only one or two or a few of the above items may be relevant to a particular
course or objective. Perhaps some other similar categories may be relevant to
some particular objective. It is unlikely that all of these distinctions could be made
in any one course, but the more ways in which an instructor tries to attend to the
individual needs of the trainees the better.
Individual Differentiation does not mean that the instructor has to divide
the class on a one-by-one basis. He may group the trainees into categories based
on their individual differences. Thus the class might be divided into two, three,
or four groups on the basis of one of the categories listed above. For example,
under category one, the trainees might be divided into three groups on the basis of
intelligence testing, with the most intelligent on one group and medium intelligent
in another group and the least intelligent in the third group. Or the trainees might
be divided into interest groups, with those who have one interest in one group and
those who have another interest in another group.
Some ways of applying the principle of Individual Differentiation are:
1.

The instructor may divide the class into groups according to the one
or more of the categories listed above.

2.

Have the brighter trainees (or the ones with previous experience) help
the slower ones.

3.

The instructor may have the trainees wtio get the correct answer first
during practice, put the correct answer on the board or give a demonstration for the rest of the class.

4.

The instructor may give extra attention and instruction to trainees who
are having trouble.

5.

The instructor may give extra practice on particular points to different
trainees, depending on which point each particular trainee is weak in.

6.

The instructor may give extra assignments for outside of class and
extra practice for slow students or as additional more advanced material
for bright students.

7.

The trainees may be divided into different groups according to the results
of the pre -evaluations and the objectives may be re-set for the different
groups.
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EXAMPLES

Following are two examples of instructors' attempts to teach the objectives.
In the first example, the instructor is not using the principle of Individual Differentiation, while the instructor in the second example is using this principle. Read both
examples and the discussions that follow.

Example 1 -- Individual Differentiation -- NO

Objective:

The trainee will be able to explain loop,
vasectomy, tubectomy, condom, and the
oral pill to a village mother, using "Understanding FP" as an
aid and answering all of the woman's questions about these
methods of family planning.

Learning Activity: At the end of each lecture/demonstration
on each method, the instructor calls on one
of the trainees to write on the blackboard a summary of the
points covered concerning that method.

This violates rule 1. The principle of Individual Differentiation is not being
used. Individual Differentiation means that the individual differences among the
trainees will be taken into consideration. It does not mean merely that each trainee
will get a chance to do something. In this case, there is no apparent reason for
calling on one trainee to write on the board rather than another. Random selection
is not use of Individual Differentiation.

195

Example 2 -- Individual Differen ti ation -- YES

Objective:

The trainee will be able to present the
flannelgraph story on the population problem to a group of local village leaders and afterwards to
answer their questions and discuss family planning with them.

Learning Activity: During the first week of the course, when
the trainees are acting out role-plays of
village meetings, some of the trainees have a better technique
than others. When the trainees do their field work, during
the second week, they are assigned in groups of three, with
one good trainee in each group. The good trainee in each
group does the first two actual meetings while the others watch
and afterwards the instructor points out the good and bad
points to all three trainees. The other two trainees then conduct two meetings each, which the instructor also discusses
afterwards.

In this example, the principle of Individual Differentiation is clearly being
used. The instructor is making the best advantage of the trainees' backgrounds
and experience by having those trainees with better technique help the others. Thus
those trainees who have poorer technique benefit from the extra guidance given by
the better trainees, and the trainees with the better technique benefit by gaining
confidence in themselves through helping others learn.
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REVIEW

Main Points about Individual Differen ti ation

An instructor is applying the principle of Individual Differentiation when
the following conditions are met:
1.

Different learning experiences should be provided for different
trainees, based on actual differences among the trainees----not
merely on a random basis.

2.

Individual Differentiation should be used only in a positive
way--to allow each trainee to develop to his best advantage.
It should not have a negative effect on any trainee.
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PRACTICE USING TIII' PRINCIPLE OF ENDIVII)['AL DII'FERENTLATION

Directions:

In the following pages you will find exercises in which you can practice
applying the principle you have just learned. On each page you will find a task,
a behavioral objective based on that task, an appropriate pre-evaluation and postevaluation for that objective, and a space to write a description of part of the lea rn
-ingactveswhyouldtacmpishobjev.Intpacrovided, you should describe how you would apply the principle of Individual Differenti ation in teaching that objective.
Giving Yourself Knowledge of Results :
After you have written what you would do for the first objective, compare
your answers with the "Main Points about Individual Differentiation. "
Does your answer fulfi ll these points? Once you are satisfied that it does,
go on to the next item. If you are in doubt, ask the instructor.
After you have completed all five practices, compare your answers with
some of your fellow participants. Discuss both their answers and yours with them.
Remember, there may be many possible ways of using a given principle with
a particular objective. Even if your answers are "correct," in that they fulfill
all of the criteria for that principle, copy clown the answers of some of your fellow
trainees if they have thought of other ways of using the same principle. It is good
to have as much variety in a training program is possible. Also, you may find that,
according to the circumstances of a particuii' training program, sometimes one
way of using a given principle may be more practical than another.
If you are still in doubt about your :Zn^wers, or if you are not sure
they
are right or wrong, re-read the discussion and examples of this principle. Then
ask a fellow trainee or instructor to expl- min i to <<,u.
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I.
TASK:
Operates slide projector
Objective:
Trainee will be able to demonstrate his skill in
handling the slide projector by:
a)
b)
c)

Replacing the projector bulb.
Correctly focusing the lens.
Properly packing the projector into its box.

Pre-Evaluation:
a)
b)
c)

Ask trainees if they have ever used a slide projector before.
If they have, determine if it is the same type of
slide projector you want to train them to use.
If the answer to (b) is yes, ask them to demonstrate its use, performing each of the functions
listed in the objective above.

Learning Activities :
Use of Principle of Individual Differentiation:

Post-Evaluation:
a)
b)
c)

Each trainee should:

Replace the projector bulb.
Correctly focus the lens.
Package the projector into its box.

They will be evaluated on whether or not they perform these
functions correctly. They must perform all three correctly
in order to pass.
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2.
TASK:
Gives guidance in family health needs
Objective:
When presented with a case card with a description
of a family, the trainee will be able to analyze the health
needs of that family and suggest services available in the community which can help solve the health problems of that family.
Pre-Evaluation:

Give each trainee three case cards with descriptions of families, and trainee must analyze the health needs
of that family and suggest services available in the community
which could help solve the health problems of that family.
Learning Activities :
Use of Principle of Individual Differentiation:

Post-Evaluation: Give each trainee three case cards with
descriptions of families (different cards from those given on
pre-test) and ask the trainees to analyze the health needs of
each family and suggest services available in the community
which could help solve the health needs of that family.
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3.
TASK:
Prepares map of work area

Objective:
Trainee will be able to prepare a map of his work
area, showing the villages included in his intensive area of
action and extensive area of action. The map should be accurate in showing paved and unpaved roads, distances, and major
landmarks. The correct population of each village and name
should also be shown.
Pre-Evaluation:
Take trainees out to a practice area village and
ask them to make a map of it.
Learning Activities :
Use of Principle of Individual Differentiation:

Post-Evaluation: Take trainees out to a practice area village
(different village from the one used on the pre-test or during
the practices) and ask them to make a map of it. Trainees will
be evaluated on the accuracy of their maps on showing paved and
unpaved roads, distances, major landmarks, names, populations.
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4.
TASK:
Explains process of reproduction
Objective:
Trainee will be able to write a complete description of the menstrual cycle and conception in the local language by using terms understandable to a villager. The explanation should be simple but accurate.
Pre-Evaluation:
Each trainee writes a description of the menstrual
cycle and conception in the local language, us i ng simple terminology.
They are evaluated on the accuracy of their descriptions and on the simplicity of the terminology.
Learni

Activities :

Use of Principle of Individual Differentiation:

Post-Evaluation:
Each trainee writes a description of the
menstrual cycle and conception in the local language, using
simple terminology.
They are evaluated on the accuracy of
their descriptions and on the simplicity of the terminology.
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5.
TASK:
Plans publicity campaigns
Objective:
Trainee will be able to plan a schedule for organizing and conducting a special two-week intensive publicity

campaign.
Pre-Evaluation:
Ask trainees if they have ever planned publicity
campaigns before in advance of the course. If they have, they
should bring in a sample of their work to the training program.
If they have not, ask them to write down how they
think they should do it.
Ask the trainees to list what types of publicity
work they have worked in before and what their educational
background is.
Learning Activities :
Use of Principle of Individual Differences:

Post-Evaluation: Each trainee should plan a schedule for organizing and conducting a special two-week publicity campaign.
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SELF-TEST

What are the "Main Points about Individual Differentiation?

1.

2.

CHECK YOUR. ANSWERS ON PAGE 197.
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APPROPRIATE PRACTICE
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THE FIVE TEACHING-LEARNING PRINCIPLES

APPROPRIATE PRACTICE: All the trainees must practice
doing the action described in
the behavioral objective.

What is Meant by Appropriate Practice?
Appropriate Practice means practice doing exactly the same action as described in the behavioral objective. Although practice in other skills leading up to
the one desired may and should also be given, at least some practice must be given
in doing the desired activity. This should be done under exactly the same conditions
stated in the objective. The practice and the evaluation canno t be one and the same.
The trainee should do the required action at least once for practice and at
least once for the post-evaluation. For example, if you want the trainee to be able
to conduct a family planning interview with a village mother, you should allow one
interview for practice and after that conduct at least one more interview for evaluation.
Why is Appropriate Practice Needed?
Educational psychologists have discovered that people learn best when they
are given an opportunity to practice or apply their new skills and knowledge. This
is especially important for job training, since specific skills are required on the
job. What is needed in order to acquire these essential skills is practical training
rather than theoretical discussions. By using the principle of Appropriate Practice,
the instructor is certain that what he is teaching is relevant to the behavioral objective, and further, that he has a high probability of achieving it.

How Should Appropriate Practice be Used?
In any teaching input, an instructor is using the principle of Appropriate
Practice only if the following conditions are met:
1.

The trainees are allowed to do the specific action called for in the be havioral objective , exactly under the conditions described in the objective, during the course of the learning activities.

2.

All of the trainees have a chance to practice.
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3.

The practice comes before the final evaluation of the objective.

4.

If more than one desired action is described in the objective, the trainee
must have practice in doing all of the desired actions. It cannot be assumed that, because the trainee can do one action, he can also do another
different action.

Whenever you plan to analyze a teaching-learning situation, determine if
the practice meets all four rules for Appropriate Practice. If it does, then the
principle of Appropriate Practice is being correctly applied.
An instructor is not applying the principle of Appropriate Practice under
of the following conditions:
The trainees only have practice in doing something other than the
action described in the behavioral objective.
The instructor only demonstrates the action; or only one or two of
the trainees have a chance to practice.
The practice is used to evaluate whether or not the objective was
achieved.
Only part of the total activity is practice.

Let's look at some examples of when the principle of Appropriate Practice
is not being used and when it is being used.
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EXAMPLES

Here are two examples of instructors attempts to teach the given objectives.
In the first example, the instructor is not using the principle of Appropriate Practice. In the second example, the instructor is using the principle. Read both examples; then read the discussions that follow.

Example 1 -- Appropriate Practice -- NO

Objective:

The trainee will be able to explain loop,
vasectomy, tubectomy, condom, and the
oral pill to a village mother, using "Understanding FP' as an
aid and answering all of the woman's questions about these
methods of family planning.

Learning Activity: At the beginning of a lecture on each
method, the instructor calls on one of
the trainees to come to the front of the room and give a demonstration of how the method is used, using a model for the
demonstration. Then the instructor proceeds to give a normal
lecture on that particular method.

In this example, the instructor is not using the principle of Appropriate
Practice. The instructor is violating rules 1 and 2. The objective calls for doing
the activity in a situation where there are village mothers--and presumably this
would be in a village. Therefore, the practice provided is quite different from
the behavior required in the objective. Secondly, only one trainee gets the opportunity to practice each method. Appropriate Practice means that all the trainees
must practice.
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Example 2 -- Appropriate Practice -- YES

Objective:

The trainee will be able to present the
flanneigraph story on the population problem to a group of local village leaders and afterwards answer
their questions and discuss family planning with them.

Learning Activity: Starting the second week of this 30-day
course, the trainees spend three weeks
in the field conducting group meetings with local village leaders. They use the population flanneigraph to explain the
population problem to them, and then answer their questions
about family planning in a general discussion. Each trainee
observes at least four such meetings and does two on his own.

In this example, the trainees did do what was stated in the objective--they
went out to the village and held group meetings. They used the flanneigraph and
tried to answer the leaders' questions. This practice duplicated exactly what was
specified in the objective, so it was Appropriate Practice. It is also important to
note that this instructor wisely provided sufficient practice so that each trainee
had ample opportunities to improve.
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REVIEW

Main Points about Appropriate Practice

An instructor is using the principle of Appropriate Practice when the
following conditions are met:
1.

The trainees are allowed to do the speci fi c action called for in the
behavioral objec ti ve exactly under the conditions described in the
objective at some time during the course of the learning activities.

2.

All of the trainees have a chance to practice.

3.

The practice comes before the final evaluation of the objective.

4.

If more than one desired action is described in the objective, the
trainee must have practice in doing all of the desired actions. It
cannot be assumed that because the trainee can do one action that
he can do another action as well.
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PRACTICE USING THE PRINCIPLE OF APPROPRIATE PRACTICE

Direc ti ons :
In the following pages you will find exercises in which you can practice
applying the principle you have just learned. On each page you will find a task,
a behavioral objective based on that task, an appropriate pre•-evaluation and postevaluation for that objective and a space to write a description of part of the learning activities which you would use to accomplish that objective. In the space provided, you should describe how you would apply the principle of Appropriate Practice
in teaching that objective.

Giving Yourself Knowledge_ of Results :
After you have written what you would do for the first objective, compare
your answers with the "Main Points about Appropriate Practice." Does your answer
fulfill all of these points? Once you are satisfied that it does, go on to the next
item. If you are in doubt, ask the instructor.
After you have completed all five practices, compare your answers with
some of your fellow participants. Discuss both their answers and yours with them.
Remember, there may be many possible ways of using; a given principle with
a particular objective. Even if your answers are "correct" in that they fulfill all
of the criteria for that principle, copy down the answers of some of your fellow
trainees if they have thought of other ways of using the same principle. It is good
to have as much variety in a training program as possible. Also, you may find
that, according to the circumstances of a particular training program, sometimes
one way of using a given principle may be more practical than. another.
If you are still in doubt about your answers, or if you are not sure
they
are right or wrong, re-read the discussion and examples of this principle. Then
ask a fellow trainee or instructor to explain it to you.

211

1.
TASK:
Operates slide projector
Objective:
Trainee will be able to demonstrate his skill in
handling the slide projector by:
a) Replacing the projector bulb.
b) Correctly focusing the lens.
c) Properly packing the projector into its box.
Pre-Evaluation:
a) Ask trainees if they have ever used a slide projector before.
b) If they have, determine if it is the same type of
slide projector you want to train them to use.
c) If the answer to (b) is yes, ask them to demonstrate its use, performing each of the functions
listed in the objective above.
Learning Activities :
Use of Principle of Appropriate Practice:

Post-Evaluation:
a)
b)
c)

Each trainee should:

Replace the projector bulb.
Correctly focus the lens.
Package the projector into

its box.

They will be evaluated qn whether or not they perform these
functions correctly. They must perform all three correctly
in order to pass.
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2.
TASK:
Gives guidance in family health needs
Objective:
When presented with a case card with a description
of a family, the trainee will be able to analyze the health
needs of that family and suggest services available in the community which can help solve the health problems of that family.
Pre-Evaluation:
Give each trainee three case cards with descriptions of families, and trainee must analyze the health needs
of that family and suggest services available in the community
which could help solve the health problems of that family.
Learning Activities :
Use of Principle of Appropriate Practice:

Post-Evaluation:
Give each trainee three case cards with
descriptions of families (different cards from those given on
pre-test) and ask the trainees to analyze the health needs of
each family and suggest services available in the community
which could help solve the health needs of that family.
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3,
TASK:
Prepares map of work area
Objective:
Trainee will be able to prepare a map of his work
area, showing the villages included in his intensive area of
action and extensive area of action. The map should be accurate in showing paved and unpaved roads, distances, and major
landmarks. The correct population of each village and name
should also be shown.
Pre-Evaluation:
Take trainees out to a practice area village and
ask them to make a map of it.
Learning Activities :
Use of Principle of Appropriate Practice:

Post-Evaluation: Take trainees out to a practice area village
(different village from the one used on the pre-test or during
the practices) and ask them to make a map of it. Trainees will
be evaluated on the accuracy of their maps on showing paved and
unpaved roads, distances, major landmarks, names, populations.
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4.
TASK:
Explains process of reproduction
Objective:
Trainee will be able to write a complete description of the menstrual cycle and conception in the local languaw
and using terms understandable by a villager. The explanation
should be simple but accurate.

Pre-Evaluation:
Each trainee writes a description of the menstrual
cycle and conception in the local language, using simple terminology.
They are evaluated on the accuracy of their descriptions and on the simplicity of the terminology.
Learning Activities :

Use of Principle of Appropriate Practice:

Post-Evaluation:
Each trainee writes a description of the
menstrual cycle and conception in the local language, using
simple terminology. They are evaluated on the accuracy of
their descriptions and on the simplicity of the terminology.
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5.
TASK:
Plans publicity campaigns
Objective:
Trainee will be able to plan a schedule for organizing and conducting a special two-week intensive publicity
campaign.
Pre-Evaluation:
Ask trainees if they have ever planned publicity
campaigns before in advance of the course. If they have, they
should bring in a sample of their work to the training program.
If they have not, ask them to write down how they
think they should do it.
Ask the trainees to list what types of publicity
work they have worked in before and what their educational
background is.
Learning Activities :
Use of Principle of Appropriate Practice:

Post-Evaluation: Each trainee should plan a schedule for organizing and conducting a special two-week publicity campaign.
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SELF-TEST

What are the "Main Points about Appropriate Practice"?

1.

2

3.

4.

CHECK YOUR ANSWERS ON THE NEXT PAGE.
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SUMMARY OF APPROPRIATE PRACTICE

Appropriate Practice is just about the most important of the teaching-learning
principles. Unless all the trainees practice doing the action described in the behavioral objective, the trainer has no way of guaranteeing that all of the trainees
will actually learn the skill. Many times people are fooled into thinking this isn't
true because some people can learn just by observing, but there are just as many
who cannot do this. In order to be systematically certain that your trainees can do
the activity, you must provide them practice. Also keep the following points in mind.
An instructor is using the principle of Appropriate Practice when the following conditions are met:
1.

The trainees practice the specific action called for in the
behavioral objective , exactly under the conditions described
in the objective, during the course of the learning activities.

2.

All of the trainees have a chance to practice.

3.

The practice comes before the fin al evaluation of the objective.

4.

If more than one action is described in the objective, the
trainee must have practice in doing all of the desired actions.

Now we will consider the final principle of learning, Knowledge of Results.
We will see that the principles of Appropriate Practice and Knowledge of Results
actually are very closely interrelated and that the use of Knowledge of Results is
one of the instructor's best tools in providing effective instruction.
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KNOWLEDGE OF RESULTS
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THE FIVE TEACHING-LEARNING PRINCIPLES

KNOWLEDGE OF RESULTS: As the trainee practices,
he must know whether he is
performing correctly or not.

What is Meant by Knowledge of Results?
Knowledge of Results means that each time the trainee practices doing the
desired action, he should be told in some way whether he is doing it correctly or
not. If he is doing it right, he should be told he is doing it right; if he is doing it
wrong, he should be told he is doing it wrong. If only part of what he is doing is
wrong, he should be told which part is wrong. He should also be told why it is
wrong and how to make it right.
Knowledge of Results is for the trainee , not for the instructor. When the
instructor checks on how well the trainee is doing for the instructor's information,
that falls under the category of evaluation. It is possible to let the trainee know
how well he is doing, without the instructor checking on the trainees. Or, the instructor may give Knowledge of Results to the trainees and collect evaluation information for himself at the same time.

Why Should Knowledge of Results be Given?
Knowledge of Results is necessary for the trainee to improve from one
practice to the next. When a trainee performs something wrong, he must know what
he is doing wrong so that he will know what to change in order to improve, if he
is not told he is performing incorrectly, he may go on doing the same thing and thus
simply practice the wrong action over and over. It is true that we learn from our
mistakes, but only if we know they are mistakes. A trainee must also be told if
he is performing correctly. Otherwise, he may think he is doing it wrong and change
to the wrong procedure, just because he does not know when hi: is right. The trainee
should be given a chance to improve after being given Knowledge of Results and he
should go on practicing until he has performed the desired behavior correctly several
times.
The purpose of Knowledge of Results is to guide the trainees toward accomplishment of a specific objective. We do not want the trainees to perform the behavior in just any way they want; we want them to perform it as described in the
behavioral objective.
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For example, suppose auxiliary nurse midwives are learning to conduct
interviews with village mothers about family planning. The teacher does not want
them to conduct interviews in just any haphazard way; they must follow rules for
good interview procedure. Thus, after each interview they conduct, they should
be told if they are following the correct procedure or not. This way, the trainees
can consciously try to correct their mistakes and improve their interview technique.

How Should Knowledge of Results be Given?
1.

For every activity that the trainee performs, he should be
told how well he is doing. only in this way, will he be able
to improve from one practice to the next.

If the trainee does not get Knowledge of Results each time he practices,
he may practice wrong part of the time.
2.

Each and every trainee , not just some of the trainees, must
receive Knowledge of Results.

This means that each trainee must know each time he practices whether he
has performed correctly or not. This does not mean that the instructor must speak
to each trainee individually after each practice, but he must have some way of letting the trainee know what is the right answer or the correct way of performing.
3.

The trainee should be given Knowledge of Results as soon as
possible after performing the activity--preferably immediately
after doing it, but at least within one hour of the time the activity is completed.

To be most effective, Knowledge of Results should be given as the trainee
practices. The trainee should know immediately after he does something whether
it is right or wrong. If he has to wait too long after doing something before finding out if it is right, by the time he gets the results, he may have forgotten what
he did.
There are four basic kinds of Knowledge of Results:
Say right or wrong.
Say right or wrong, plus explanation.
Give right answer.
Give right answer, plus explanation.
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Using these four types, Knowledge of Results may be given in a number of
different ways, depending on the circumstances. Here are a few examples of possible ways of giving Knowledge of Results:
Each time a trainee answers questions or tries to do the desired
action, the instructor can tell him if it is right or wrong, or well done or
poorly done.
Each time the trainee writes the answer to a question or tries to
solve a problem, etc. , at his desk for example, the instructor gives the
correct answer out loud at the front of the room, or demonstrates the correct solution to the problem on the blackboard, or gives some discussion.
Each time all the trainees practice doing something at their seats
(such as writing the answers to a question or solving D. problem or trying
something), by walking around and observing individual trainees, the instructor can pick one who is doing it right and have him do it in front of
the class so that the rest of the class can correct their own mistakes.
The correct answers may be given after each try to do something
or after the trainee has done a series of tries, such as a series of problems or questions, the correct answers may be given for the whole series.
Knowledge of Results may also be given through individual counselling with each trainee, telling him how well he is doing, which are his weak
points and which are his strong points.

These are just a few possibilities. You should be able to think of many

222

EXAMPLES

Here are two examples of two trainers teaching different objectives. In
the first example, the instructor is not using the principle of Knowledge of Results.
In the second example, however, the instructor is using the principle. Read both
examples, then read the discussions that follow. Try to see why the principle is
not present in the first description, and how it is being used in the second.

Example 1 --- Knowledge of Results -- NO

Objective:

The trainee will be able to explain loop,
vasectomy, tubectomy, condom, and the
oral pill to a village mother, using "Understanding FP" as
an aid and answering all of the woman's questions about these
methods of family planning.

Learning Activity: At the end of each day, the instructor asks
five questions on points covered during the
lectures that day. The trainees write the answers to these
questions and turn in their papers. The instructor uses these
exercises as an indication of how well the trainees are understanding her lectures. She does not return the papers, nor
is there any discussion about them.

This violates rules 1, 2 and 3. We cannot say that the instructor is using
the principle of Knowledge of Results since there is no indication that the instructor tells the trainees the correct answers. In this particular situation, the instructor is undoubtedly trying to evaluate how well the trainees are learning and yet how
simple it would be to tarn this activity into a useful learning experience! The instructor could simply read out the correct answers, thus enabling the trainees to
see bow well they are doing.
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Example 2 -- Knowledge of Results --YES

The trainee will be able to present the
flannelgraph story on the population problem to a group of local village leaders and afterwards to
answer their questions and discuss family planning with them.
Objective:

Learning Activity: While the trainee is conducting the meeting of village leaders, presenting the
flannelgraph and answering questions, etc. , the instructor
takes down careful notes. After the meeting is over, he discusses the good and bad points with the trainee who actually
conducted the meeting and with any trainees who observed the
meeting. Then he makes suggestions on how the meeting
could be improved.

In this example, the instructor is clearly using the principle of Knowledge
of Results. First, the instructor discusses all aspects of the trainee's performance,
not just the good points or the bad points. Second, the instructor mentions ways
that the trainee can improve his performance. The technique the instructor used-taking careful notes of the meeting--is a useful one for an activity such as this where
it would be difficult to interrupt the trainee. Note, however, that it is important
that this feedback be given to the trainee immediately after the meeting, not several
hours or days later.
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Main Points about Knowledge of Results

An instructor is using the principle of Knowledge of Results when he meets
the following conditions:
1.

For every activity that the trainee performs, he is told how
well he is doing.

2.

Each trainee gets Knowledge of Results, not just some of them.

3.

The trainee receives Knowledge of Results as soon as possible
after performing the activity--preferably i mmediately after
doing it, but at least within one hour of the time the activity
is completed.
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PRACTICE USING THE PRINCIPLE OF KNOWLEDGE OF RESULTS
Directions:
In the following pages you will find exercises in which you can practice
applying the principle you have just learned. On each page you will find a task,
a behavioral objective based on that task, an appropriate pre-evaluation and postevaluation for that objective, and a space to write a description of part of the learning activities which you would use to accomplish that objective. In the space pro-vided, you should describe how you would apply the principle of Knowledge of Results
in teaching that objective.
Giving Yourself Knowledge of Results :
After you have written what you would do for the first objective, compare
your answers with the "Main Points about Knowledge of Results." Does your answer
fulfill all of these points? Once you are satisfied that it does, go on to the next
item. If you are in doubt, ask the instructor.
After you have completed all five practices, compare your answers with
some of your fellow participants. Discuss both their answers and yours with them.
Remember, there may be many possible ways of using a given principle with
a particular objective. Even if your answers are "correct" in that they fulfill all
of the criteria for that principle, copy down the answers of some of your fellow trainees if they have thought of other ways of using the same principle. It is good to
have as much variety in a training program as possible. Also, you may find that,
according to the circumstances of a particular training program, sometimes one
way of using a given principle may be more practical than another.
If you are still in doubt about your answers, or if you are not sure
they are right or wrong, re-read the discussion and examples of this principle.
Then ask a fellow trainee or instructor to explain it to you.
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1.
TASK:
Operates slide projector

Objective:
Trainee will be able to demonstrate his skill in
handling the slide projector by:
a) Replacing the projector bulb.
b) Correctly focusing the lens.
c) Properly packing the projector into its box.
Pre-Evaluation:
a) Ask trainees if they have ever used a slide projector before.
b) If they have, determine if it is the same type of
slide projector you want to train them to use.
c) If the answer to (b) is yes, ask them to demonstrate its use, performing each of the functions
listed in the objective above.

Learning Activities :
Use of Principle of Knowledge of Results:

Post-Evaluation:
Each trainee should:
a) Replace the projector bulb.
b) Correctly focus the lens.
c) Package the projector into its box.
They will be evaluated on whether or not they perform these
functions correctly. They must perform all three correctly
in order to pass.
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2.
TASK:
Gives guidance in family health needs

Objective:
When presented with a case card with a description
of a family, the trainee will be able to analyze the health
needs of that family and suggest services available in the community which can help solve the health problems of that family.
Pre-Evaluation:
Give each trainee three case cards with descriptions of families, and trainee must analyze the health needs
of that family and suggest services available in the community
which could help solve the health problems of that family.
Learning Activities :

Use of Principle of Knowledge of Results:

Post Evaluation:
Give each trainee three case cards with
descriptions of families (different cards from those given on
pre-test) and ask the trainees to analyze the health needs of
each family and suggest services available in the community
which could help solve the health needs of that family.
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3.
TASK:
Prepares map of work area
Objective:
Trainee will be able to prepare a map of his work
area, showing the villages included in his intensive area of
action and extensive area of action. The map should be accurate in showing paved and unpaved roads, distances, and major
landmarks. The correct population of each village and name
should also be shown.
Pre-Evaluation:
Take trainees out to a practice area village and
ask them to make a map of it.
Learning Activities :

Use of Principle of Knowledge of Results:

i' ost-Evaluation: Take trainees out to a practice area village
(different village from the one used on the pre-test or during
he practices) and ask them to make a map of it. Trainees will
be evaluated on the accuracy of their maps on showing paved and
unpaved roads, distances, major landmarks, names, populations.

229

4.
TASK:
Explains process of reproduction
Objective:
Trainee will be able to write a complete description of the menstrual cycle and conception in the local language and using terms understandable by a villager. The explanation should be simple but accurate.
Pre-Evaluation:
Each trainee writes a description of the menstrual
cycle and conception in the local language, using simple terminology.
They are evaluated on the accuracy of their descriptions and on the simplicity of the terminology.
Learning Activities:
Use of Principle of Knowledge of Results:

Post-Evaluation:
Each trainee writes a description of the
menstrual cycle and conception in the local language, using
simple terminology. They are evaluated on the accuracy of
their descriptions and on the simplicity of the terminology.
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5.
TASK:
Plans publicity campaigns
Objective:
Trainee will be able to plan a schedule for organizirg and conducting a special two-week intensive publicity
campaign.
Pre-Evaluation:
Ask trainees if they have ever planned publicity
campaigns before in advance of the course. If they have, they
should bring in a sample of their work to the training program.
If they have not, ask them to write down how they
think they should do it.
Ask the trainees to list what types of publicity
work they have worked in before and what their educational
background is.
Learning Activities :
Use of Principle of Knowledge of Results:

Post-Evaluation: Each trainee should plan a schedule for organizing and conducting a special two-week publicity campaign.

231

SELF-TEST

What are the "Main Points about Knowledge of Results"?

1.

2.

0.

CHECK YOUR ANSWERS ON THE NEXT PAGE.
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