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PRIVATE
Term
Definition

Adult Learning Principles
Based on the work of Malcolm Knowles, adult learning principles refer to ways in which adult learning differs from child learning. Principles include difference in self-concept, importance of mutual respect, learning through discovery, responsibility for learning, ability to self-evaluate, difference in accumulated experience, the need to unlearn fixed habits, and the importance of applicability to real-life problems ("what's in it for me.")

 CD-ROM
A type of storage media that holds up to 650 megabytes (MB) of data, i.e., the storage equivalent of 400 floppy diskettes. The end user workstation must be equipped with a CD-ROM drive for this type of distribution method to be used for CBT and/or multimedia training.

 Competency
A knowledge, skill, ability, or trait which is needed to succeed at a particular task or job. 

 

Competency Model
A list of critical knowledge, skills, abilities, and traits needed to succeed in a job, job family, or organization. Competency models can be used to select, develop, evaluate, and reward performers. Some models focus on baseline (minimal level) skills needed while others identify target competencies needed for mastery of performance. Competency models often identify competencies which must be selected for (because they are innate or hard to train) and those which may be developed or learned through training or coaching.

 Computer-Based Training (CBT)
Training that is delivered via a computer as opposed to an instructor or paper-based format. CBT programs typically incorporate a mix of text, graphics, animation and interactive exercises. CBT is often used as an all-encompassing "umbrella" term to represent any training delivered by computer, including multimedia training and Internet/Intranet. Other terms that are often used interchangeably with CBT are Computer Assisted Instruction (CAI), Interactive Training, On-Line Training, and Technology-Based Training (TBT). 
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Delivery of Training
The implementation of a training solution such as a workshop, job aid, written or computer-based self-study program. When the training solution is implemented, it is available to the learner and ready for use.

Design of Training/Learning Intervention
· The process of determining the purpose, objectives, structure, format, and instructional methods for a training program or learning intervention, such as coaching, OJT, and so forth.



 Design Specifications (Design Specs)
A written document summarizing the design blue print for a training or learning intervention which helps to guide the design team. Design specs usually include the following sections:

· Background or context for development of the program: business reason for offering a program at this time, history of the problem to be resolved, sponsorship, key issues, etc. 
· Target audience: description of people to be trained, including job titles, numbers, location, and other characteristics that would affect the program design. 
· Purpose: what the program is intended to do generally 
· Learning Objectives: what trainees will be able to know or do as a result of the program 
· Requirements: learning principles to follow, type of training delivery, learning methods to include or exclude
· Constraints: conditions which must be adhered to by the designer, e.g. time frames, budget, systems constraints, characteristics of the materials 
· Modules & Topics: learning areas and key content to be covered.

Development 
Planned learning to develop skills, knowledge, abilities required for a future job. 

 Developmental Need
 A gap between an individual’s current skill/knowledge/ability level and the level required for effective performance success in the future.

 Development of Training/Learning Intervention
The development phase follows the design phase. It includes creation of any materials involved in a training program, job aid, or intervention. Development results in the finished products needed to deliver training, e.g. trainer’s( instructor’s) leader’s guide, trainee (participant) workbook, hand outs, flip charts, CBT storyboard (script), video tape, etc. 

 Distribution Method
 A way of delivering training/information electronically. Methods include audio tape, cable TV, CD-ROM, Electronic Mail, Internet, Intranet, LAN (local area network), Satellite TV, Telephone, Videotape, Voice Mail, etc.
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Document of Understanding (DOU)
A written document which describes the background, purpose, benefits, scope, deliverables, assumptions, resource requirements, time frames, and change management procedure for a given project. It includes a "sign-off" section which should be signed and dated by the sponsor, business partners, project manager, and other key project resources once the project parameters have been finalized.

 Electronic Performance Support System (EPSS)
Systems that provide employees with the information, advice, and learning experiences they need to get up to speed as quickly as possible and with the minimum support from other people. EPSS solutions include:

· On-line Help/Reference/Job Aids 

· Best Practices/Expert Advice 

· Frequently Asked Questions (FAQs) 

· Task support (procedures, policies, examples)

 Facilitation
 The process of helping a group to accomplish its goals by encouraging and leading discussion, tracking ideas and progress, synthesizing ideas, and keeping the group on course by balancing preplanned goals with spontaneously occurring needs. Facilitation assists a group in discovering its own insights, learning, and needs.

 

Human Resource Development (HRD)
 According to Nadler and Nadler (1989), HRD includes training, education, and development. Training is planned learning that is focused on improving current job performance while education is planned learning focused on preparing an individual for a future job. Development is broader than education, not specifically job-related, learning pertaining to personal growth. According to Pat McLagan (1989) HRD is the integrated use of training and development, organization development and career development to improve individual, group, and organizational effectiveness. Training and development focuses on identifying, assuring and helping develop, through planned learning, the key competencies that enable individuals to perform current or future jobs.

Instructional Methods
Instructional methods, also known as learning methods, are ways of teaching content. Popular instructional or training methods include lecture, discussion, role play, task force exercises, individual exercises, case study, games, expert panels, simulations, demonstrations.
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Internet
The Internet is a global network of computers which supports electronic transmissions (file sharing, e-mail, etc.) between any type of computer anywhere in the world. The most popular component of the Internet is the World Wide Web (WWW or Web) which provides a graphical user interface and is accessed using Web browser software such as Microsoft Internet Explorer or Netscape Navigator.

 Intranet
A company’s internal network which is based on Internet technology. It is accessed using a Web browser and is protected from unauthorized access by other Internet users via a firewall. 

 Job Aid
A tool which assists an employee or customer in performing a task. Examples include reminder cards listing key steps, written reference manuals, visual diagrams of instructions, online help reference tools, EPSS, audio-prompts on the telephone, etc. They are useful for complex and infrequent tasks.

 Learning Objective
 "A description of the performance you want learners to be able to exhibit before you consider them competent." (Mager, 1984.)  Statement that identifies what learners need to learn, i.e., know and do (abilities, skills, behaviors) as a result of a learning intervention. 

 

Multimedia Training
Multimedia training is CBT (training delivered via the computer) that includes audio and/or video components in addition to text, graphics, animation and interactivity. Due to the large size of media files, multimedia training is often delivered via CD-ROM.

 Needs Assessment
The process of identifying, prioritizing and documenting gaps between performance goals/standards and actual performance for a target population. It also includes determining likely causes of gaps in performance. A needs assessment may uncover training needs as well as other types of needs, e.g. need for positive consequences, feedback, clear performance standards, etc. A training needs assessment focuses on uncovering and documenting training needs. 
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Needs Assessment Methods
Ways of assessing gaps between goals and actual performance. Methods include questionnaires/surveys, interviews with individuals or groups, advisory groups, analysis of organizational documents, and observation of work situations, and so forth. Generally more than one method is used during an assessment to provide a broad picture and build support for the conclusions.

 OJT (On the Job Training)
On the Job Training. This can be a formal or informal program of instruction by subject matter experts who coach, advise and mentor workers in need of training while they are performing real job tasks.



Performance Consultant
 A role which is responsible for identifying and addressing the performance needs of people in an organization. The performance consultant determines performance gaps and the reasons for these gaps. He or she then provides services that assist in changing or improving performance. Interventions may or may not include training as well as other human resource related solutions that impact performance.

 Presentation Methods
Ways of delivering information to help promote learning. They include audio, video, CBT, EPSS, multimedia, online help, teleconferencing, interactive television, and others



Project
A specific, unique work effort that produces a change in the organization. A project has dedicated resources, a specific start and end date, and one or more objectives, used to evaluate level of success.



 Project Plan
A document that breaks the project down into specific activities, deliverables, responsibilities and timeframes. Different forms include Gantt Charts, Role/Responsibility Matrix, Work Breakdown Structure (WBS), etc.

 Project Management
· "The art and science of planning, performing and successfully completing special ‘one time’ work efforts, better, faster and cheaper." (Stacy Goff and Associates, 1993)
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Request for Proposal (RFP)
A document submitted to vendors (consultants) which requests a proposal to address a specific problem. Usually includes a cover letter which describes the situation and several attachments:

· Design specifications which describe the program(s) to be designed or developed 

· Company background documents 

· Description of the vendor selection process and requirements: what must be included in the proposal, time frames for a decision, steps in decision making, etc. 

· Vendor selection criteria (optional): help to focus proposals and encourage unqualified vendors to self-select out of the process.



Status Report
A summary document which describes progress relating to accomplishment of a goals within the target time frame. May be in a standardized format or free form. They often include:

· key accomplishments 

· problems in meeting goals (resource problems, external changes which impact the project, warning signs of problems) 

· whether deadlines will be met, including changes in the schedule 

· variance from budget and any revisions to the budget.



Training
Planned learning to develop needed skills, knowledge, ability to improve performance in one’s current job.



 Training Evaluation Levels 1 - 4
 According to Kirkpatrick, the effectiveness of a training intervention can be evaluated at four different levels. 

· Level 1 = reaction/ satisfaction with the program. Did the trainees like the program? Generally assessed by "smile sheets" or program evaluation forms completed at the end of training. 
· Level 2 = learning. Did the trainees obtain new knowledge, skills, or behaviors as a result of the training. Generally assessed through some form of test. 
· Level 3 = application of learning on the job. Did the trainees apply their new knowledge/skill on the job? Assessment must occur after the training is complete and the trainee is in their work environment. 
· Level 4 = results. How did the training intervention impact actual business results (both quantitative and qualitative)?
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Training Evaluation Level 5 (ROI)
Jack Phillips measures training evaluation at Level 5 = return on investment (ROI) which compares the benefits (financial and other) of the training intervention compared with the cost of the intervention.

Training Need
A learning need. A gap in the knowledge, skill, behavior, or competencies required to perform a job.

Training Needs Analysis
A process to determine what people need to learn and how training may help. The result of the analysis is a training needs report which identifies prioritized training/learning needs and interventions needed to reduce key performance gaps.

 Vendor 
 An external supplier or consultant who provides a product or service for a fee.

Web-based Training (WBT)
Sometimes referred to as Internet- or Intranet-based training, Web-based training (WBT) is a popular term for instruction that is delivered over the Internet or a company’s intranet. The Web-based training program is accessed through a Web browser, such as Netscape or Internet Explorer.   In addition to the instructional component, WBT technology supports collaborative learning through on-line chat rooms, forums, Bulletin boards, etc.
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