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EdWeb Project Report

By Michelle Lynn
Project URL:

http://ouray.cudenver.edu/~melynn/projects/edweb/ 
Educational Need and History: 
This report outlines the transition of the current Train the Trainer program at New Horizons Computer Learning Centers of Colorado to a self-paced educational online course titled Training Camp.

New Horizons Computer Learning Centers of Colorado is a corporate owned franchise of New Horizons Computer Learning Centers, an international computer training company.  This Colorado franchise was originally privately owned. During this time, it was noticed that post-class evaluations were significantly lower each time an instructor taught a class for the first time. These scores improved with experience or number of times the instructor taught the class.  Train the Trainer was created to try to reduce that gap in post-class evaluation scores. It also serves as an orientation for new instructors. This course outlines the expectations the company has for its instructors in an instructor led training class.  New instructors have 90 days to complete the Train the Trainer education. This process exists only at this franchise and is not mandated by corporate New Horizons.

Train the Trainer currently consists of the following:

1. Observe another instructor teach a class 3 times. 

2. The new instructor is given “prep” time to create an outline and develop the contents of their first class.

3. The new instructors will “Test Teach” or deliver standard face to face class introduction and two class topics to the training supervisor and other instructors or employees.  Verbal feedback will be given but there are no standards for the test teach presentation.

4. The new instructor will meet with a veteran instructor and review a Question and Answer form before you teach any class for the first time. This form does currently exist but it is not from corporate New Horizons.  There is no score or standard for this Q&A process.  It has always been up to the veteran instructor, based on the responses from the Q&A process, as to whether the new instructor is ready to teach the new class.

5. The new instructor will watch a video from corporate New Horizons.  This video is about one hour in length and reviews some basic effective presentation skills.

By preparing the new instructor for the classroom with the new Training Camp course, obstacles can be anticipated and solutions determined before the instructor enters the classroom for the first time.  This greatly improves the likelihood that the class will be successful for both the student and the instructor and therefore maintains the high standards this New Horizons franchise has for post-class evaluation scores.  This course will also teach the new instructor basic effective presentation skills which will further increase the likelihood of delivering a quality class.  If this education does not take place, the instructor may appear unprepared and therefore students may not perceive they attended a quality class.  This negative perception may result in poor post-class “metrics” evaluation score and ultimately, a decline in sales for instructor led training classes.  

Why the Web?
Train the Trainer is required by New Horizons to be completed for all new instructors and it is the responsibility of the Training Supervisor for ensuring completion of this training.  However, as a result of downsizing and budget reductions, the Training Supervisors job description and tasks have grown significantly in the past few years.  This has resulted in less time to spend with new instructors in the Train the Trainer process and reduced the likelihood that all the material is being delivered.  By implementing the web based Training Camp course, the new instructor has the flexibility of completing the program at a New Horizons facility or in their own home. This will make delivery of the information more efficient and convenient and therefore increase the likelihood that the material is learned in a timely manner.
Learner Goals and Objectives:
1. New instructors will create logical, organized outlines for their instructor led computer classes with an average of 8.5 score on student assessed post-class evaluation “metrics” for the criteria.

2. New instructors will deliver quality introductions in each of their instructor led computer class which will orient the student to the building, the class schedule and the use of courseware in the class and receive an average of 8.5 score on student assessed post-class evaluation “metrics” for this criteria.

3. New instructors will accurately assess the student’s expectations and make reasonable modifications to the class based on this information and receive an average of 8.5 score on student assessed post-class evaluation “metrics” for this criteria.
4. New instructors will deliver effective instructor led computer classes and receive an average of 8.5 score on student assessed post-class evaluation “metrics” for the criteria “overall instructor’s performance”.

Stakeholder Goals and Objectives:
	Stakeholder
	Results

	New Horizons management
	Increase in sales from existing students and “comp” students (students auditing a class complimentary with the hopes they will make future purchases) as a result of attending an instructor led class.  

	New Horizons training supervisor
	Achieve a high baseline “metrics” (student post class evaluation) score after a new instructor’s first class of at least 8.5.  Maintain or improve high franchise metrics average for all classes.

	The new instructor
	As above, achieve and maintain high “metrics”/evaluation scores after each class.  


Learner Analysis:
Learners are new instructors for New Horizons Computer Learning Centers of Colorado.  New instructors are interested in technology.  A college degree is required for employment.  They thrive on learning in general.  The job description requires them to learn new software products, generally under time constraints, and then teach others how to use that software with confidence.
Many new instructors are hired because of their prior training experience so some of the information would be familiar to them.  Occasionally a new instructor comes from another New Horizons franchise and is familiar with the company and its standards for instructor led training.  Some new instructors may have the technology experience but lack training experience.

New instructors will find the information useful since it will help them deliver highly successful classes. They should use the information in the course during the preparation process for any new class and delivering each class that they teach.  

It is probable that a new instructor has never participated in an online learning course.  The basic job skills for a new instructor do require them to be competent with a windows based PC and be able to logon to the intranet with minimal, if any, assistance.  It is possible that online learning will be isolating for a trainer.  This course does provide for sufficient social learning strategies via a discussion group (called the Instructor’s Lounge), the “Ask an Expert” sections and the “test teach” evaluations which should prevent isolation from being a common obstacle.

Applications trainers are generally very motivated learners. They find technology interesting. The job itself requires the new instructor to constantly learn new software, generally under time constraints, and be confident enough to teach others about the software.  According to observations by the training supervisor and training scheduler, the most significant obstacle to success is lack of preparation for a class.

Applications trainers are generally well educated and well spoken.  The job has significant physical requirements such as standing for long periods and ability to lift large amount of weight in the form of laptop computers and courseware preventing most physical limitations from inhibiting learning.

All New Horizons offices will have newer model computers and a T1 access to the internet.  These computers will have newer browsers loaded. New instructors have 90 days to complete the entire Training Camp process and in the first few weeks of employment, most of that time is spent in a New Horizons office.  They must have a computer at home that has access to the internet. A high-speed connection is not required but strongly encouraged.

Instructors will use the information in the course during the preparation process for any new class and during delivery of each class that they teach. Participation is not voluntary.  All new instructors must complete the course within 90 days of starting employment.  The basic knowledge tests for the designated level 1 classes do not need to be completed until prior to the instructor teaching that particular class.

Content and Setting Analysis:

The basic outline is divided into five lessons at this point. The content delivery is self-paced. The lessons are as follows:
1 Welcome

· This brief section welcomes the new instructor, gives a short history of the franchise and empowers the instructor to be creative in their classrooms and go beyond delivering a basic computer training class.

2 Components

· This section is the core of the course. It is composed of the tools and skills a quality instructor will need to deliver a highly effective computer applications training class. The main topics include The Class, The Delivery and The Students. The information is primarily text based with a variety of activities to encourage social learning and provide variety for different learning styles.
3 Learning the Product 

· Once the students have the skills to deliver a quality computer applications class, they must acquire the skills to quickly learn new software. This section will cover how to attend a class delivered by a veteran instructor, instructor resources and vocabulary that is common throughout many of the core classes an instructor will teach.

Design:
The web based course component will be in a tutorial format with a variety of interactive activities throughout the course. The supportive instructional strategy will be provided through the use of a clear table of contents that will serve as navigation through the course. At anytime, course help will be available as well as an “Ask an Expert Anytime” link which will allow the learner to email a veteran instructor anytime throughout the course. A sitemap is available via the table of contents navigation.
A review will conclude each lesson and will allow the learner to review and reflect on the most relevant information from the lesson which provides a learner centered instructional strategy. A quiz will follow the review and test the learner’s knowledge and give the learner an opportunity to self-check their understanding of the content.  The quiz format will vary from lesson to lesson to provide variety and address differences in learning styles.  The learner must achieve a 75% on the quiz or they are asked to repeat the quiz. There is a link in the quiz to return to the beginning of the lesson so that they can review the material. Overall, the quiz section provides for metacognition by allowing the learner to use self-assessment, self-correction and allowing the learner to review instructional content. Learners with prior knowledge will have the opportunity to complete the quiz for the lesson and if successful, will allow them to “test-out” of the lesson and continue on through the course which also utilizes the learner centered strategy.  

At this time, there are two primary means to provide for the social instructional strategy. First, the beginning of the course will contain an activity that will ask the instructors to reply to the question “What makes a class great?” in the New Horizons Instructor’s Lounge. The Instructor’s Lounge is a discussion group for New Horizons instructors. The Instructor’s Lounge will also contain discussion posts for each class so that new instructors can look at common questions, issues and advice from other instructors. Second, at the conclusion of each lesson, a component titled “Ask an Expert” is designed so that structured questions from the lesson content can be asked of the veteran instructor. There are also questions such as “I am most concerned about….” and “I found the most useful information to be…” to provide an opportunity for the learner to reflect on the content covered in the lesson.  It is my feeling that an email format will provide for a more timely response from a veteran instructor compared to using the Instructor’s Lounge discussion group. I feel a more timely response will better serve to motivate learners.
Dual coding will be used primarily in the “Nonverbal Communication” lesson. Pictures of instructors exhibiting positive and negative classroom nonverbal communication will be displayed. Text describing which nonverbal communication is appropriate for the classroom and which should be avoided will be adjacent to the image. (I hope to convert this to a flash slideshow in 5680)
Multimedia will be utilized in the form of video recordings(not complete at this time)  of an instructor demonstrating the skills discussed in the lessons such as appropriate use of voice, how to handle difficult questions and appropriate use of the projector.  The script for the video recording will be developed collaboratively by current and former instructors (including the training supervisor and training scheduler) and will reflect actual classroom situations which will provide a contextual instructional strategy. There is also an interactive Flash based activity for the lesson on nonverbal communication. The lesson on voice utilizes an interactive sound player so that the learner can hear examples of different aspects of voice.
A training manager’s page (instructor’s page) will be included in the course and can be accessed via the sitemap. It will include the following information:
1) How to manage the Instructor’s Lounge discussion group in Yahoo.

2) Methods to motivate instructors throughout the course:

a) Check for veteran instructor and new instructor participation in the Instructor’s Lounge discussion group and methods to facilitate discussion.

b) Respond quickly to any “Ask an Expert Anytime” questions.

c) Follow-up with mentor instructors to verify they are responding to “Ask an Expert” email questions.

Navigation:

I have chosen a “tree menu” design for the site navigation. This navigation serves as both a Table of Contents as well as basic site navigation. It also efficiently uses space by only expanding topics that are currently being used or explored. The menu system I am using is from Sothink Menus (http://www.sothink.com/product/treemenu/index.htm). Although I am happy with the look and basic functionality, there are some usability issues with the menu system. These are mainly due to the inability of the menus to expand if a page is opened from a method other than the tree menu links. For example, if the next and forward buttons are used, the menu does not expand (or contract) to display the link for the new page making it difficult for the menus to serve as a guide to inform the user where they are in the course. Here are the steps I have taken to try and resolve and work with this menu system:
1. Removed the purple shading on the “mouseout” event so that the link is only shaded on the “mouseover” event. This means that a link does not remain purple or shaded when the user has moved off of a particular page by using the alternate navigation “next” and “previous” buttons.

2. I have emailed support at the tree menu software company and asked if there is a way for the menus to expand and collapse to reflect the current page that is open when the method used to open the page is not the tree menu itself. I created this page to try to clearly explain the issue to the Sothink support team: http://www.thelynnsweb.com/edwebquest.htm 
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CARP:
Contrast: The primary contrast is black text on a lighter background. The background color is #e5e5e5 which is a lighter tint and shade variation of the dark gray in the scheme. The navigation also uses the primary green color (#006600) for the background and white text for the link color.  Link color in the body of the course is the dark gray (#333333) and visited links are the purple color in the color scheme (#330066). The title banner contrasts significantly to the white background of the main content area.

Alignment: Most of the main content will be left aligned.  The lessons in the table of contents are indented slightly from their parent chapters to provide clarity.

Repetition: The following elements will be seen on every page:

1. Title banner

2. Table of Contents/Navigation Pane

3. The icons for website/course help, Ask an Expert and the previous and next navigation buttons.

4. The chapter and lesson titles will be the same style and be in the same location on each page.

5. Footer information

Although not on every page, an icon for multimedia[image: image1.png]
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 activities will be displayed next to each lesson that contains these elements. When a particular Training Absolute is referenced in a lesson, it will be indicated by the corresponding number for that Training Absolute (ie.[image: image3.png]
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) at the beginning of the lesson. If you click on the number, it will bring up a pop-up window that displays the training absolutes. Also, a review and 
Skill Drill follows every lesson and an Ask an Expert exercise concludes each chapter. 

Proximity: 

In the table of contents, child lessons are indented from parent lessons. Other proximity is more difficult to specify at this time. I would like to have a decent visual space between title and main content. For the most part, different topics are on different pages but if they are on the same page, I will but adequate space between those topics. As for the video portion, it will be grouped with the content that it pertains to. For example, if the lesson and content describes a quality class introduction, then the video demonstrating such an introduction will be grouped with this content.
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Typography:

The title uses a Rockwell Extra Bold, a slab serif, contrasted with the script font Brussels. This font is intended to have a collegiate feel. Many collegiate fonts are all uppercase. Some examples include: http://www.soonersports.com/ and http://www.cubuffs.com/. The weight and size of the title is exaggerated for design effect. The main content is the sans serif Arial. Arial is also widely available on most computer systems. The page titles are Arial italics.
Graphics:

Decorative:

1. Title banner

2. Footer divider

Representative:

1. Multimedia icon indicating video in the lesson

2. Next page and previous page icons

3. Ask An Expert icon

4. Website help icon
Organizational:

1. Although not a graphic, the table of contents provide for an organizational visual.

2. The underline or graphic line beneath the title of the lesson on each page is repetition for the student and helps reinforce the location for the page title.

Interpretive:

1. The video demonstrations of “best practice” instructional techniques

2. The images of nonverbal communication

Transformational:

None at this time

Color Scheme:
I am using the color scheme similar to the color scheme used on both the New Horizons corporate website (www.newhorizons.com) and the local franchise website (www.nhcolorado.com). Using a similar color scheme would allow users a sense of familiarity and association with the company. The color scheme is a split complimentary color scheme (this was determined by using the “Color Wizard” on http://www.colorsontheweb.com/ ). The background for the main content is #e5e5e5. It is a lighter tint and shade variation of the dark gray in the scheme. The page background of #b2b2b2 is a shade variation of the gray yet slightly darker that the main content background. 
Formative Evaluation
There has been no formative evaluation done on this project.
Summative Evaluation
Although this project has not been fully implemented into as a means of new instructor orientation at New Horizons, its efficacy can be easily be demonstrated by reviewing the statistics cited in the goals and objectives portion of this tutorial.

1. New instructors will create logical, organized outlines for their instructor led computer classes with an average of 8.5 score on student assessed post-class evaluation “metrics” for the criteria.

2. New instructors will deliver quality introductions in each of their instructor led computer class which will orient the student to the building, the class schedule and the use of courseware in the class and receive an average of 8.5 score on student assessed post-class evaluation “metrics” for this criteria.

3. New instructors will accurately assess the student’s expectations and make reasonable modifications to the class based on this information and receive an average of 8.5 score on student assessed post-class evaluation “metrics” for this criteria.

4. New instructors will deliver effective instructor led computer classes and receive an average of 8.5 score on student assessed post-class evaluation “metrics” for the criteria “overall instructor’s performance”.
Still to Come
There are two areas that are incomplete at this time. First, lesson 2.1 titled “The Other First Impression - The Whiteboard” is incomplete primarily because the staff member who felt strongly about including the topic no longer works at this franchise. The training supervisor, the primary New Horizons contact for this project, feels she may be able to work with me in writing the content and producing meaningful visuals for the lesson. A time has not been scheduled to complete this portion at this time.

Second, the planned videos for the Educational Website have not been filmed. We attempted to find time when an instructor could be available to film the lessons but it seemed it was not a high priority for New Horizons to make an instructor available. New Horizons has been dealing with limited instructors for some time and it is difficult to free an instructor from the classroom for an entire day.
It should be noted that although I have had a long working relationship with New Horizons, I have not been a regular employee of the company for some time. Initially, New Horizons planned to use this website for new instructor orientation but I am not sure if there is still an interest in doing so.
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