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ANALYSIS:
TECHNOLOGY UPGRADES
NEW POLICY REENFORCEMENT
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NEEDS
ASSESSMENTS
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Trainers



Interviews

Surveys Focus Groups



The IT Department Director
Other Department Directors

Director of Education
CP Trainers



Postponed



END-USER
SURVEYS



Lickert scale and open-ended questions – In print



Lickert scale and open-ended questions – Electronic version



Lickert scale and open-ended questions – Word and Excel



HIPAA policies and procedures training is mandatory.



TRAINERS AND
SUPPORT STAFF

SURVEYS



Lickert scale – electronic version only

For trainers



Checklist – In print

For support staff





Knowledge is not the issue

LACK OF SUPPORT IS



Mandatory for all staff

Level 1 Level 2

Level 1 Level 2

Mandatory for some staff;
optional for all others



IN SUMMARY
Learners: all non-profit staff with a wide range of 
computer and academic literacy.
Desired outcome: HIPAA compliance, consistent, 
efficient and effective use of the computer system
Delivery options: Classroom with additional helpdesk 
support and a LMS with an online resource library
Adult Learning Theory considerations: Combination of 
visual, aural and kinesthetic approaches

Timeline for project completion: October 31st 2013
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TRAINING PLAN
RESOURCES & LOGISTICS
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Help Desk

Trainers



MAIN OBJECTIVES
• Use MS Word 2010 proficiently
• Use MS Excel 2010 proficiently
• Integrate HIPAA regulations in everyday use of the 

computer (file creation, email, lists, forums, etc).
• Understand and apply FIGHT’s policies and 

procedures regarding Internet wireless connections, 
use of the Internet, streaming and proper use of 
adult material for educational purposes.



RESOURCES



The facilities
The talent



List of Topics

Name
and

Description

TRAINING PLAN



Excel
sample
outline

Demonstration

Assisted 
exercise

Unassisted 
exercise

Instructor 
feedback
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HIPAA AND POLICIES
TRAINING REDESIGN

Lunch-and-Learn
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Trainers



OBJECTIVES
• Prepare classroom for computer training
• Deliver computer training, linking ideas and topics 

covered with students day-to-day tasks

• Engage all students in training activities
• Implement media and online resources in 

computer training
• Administer pre/post-assessments



Train the
Trainer
Outline

Demonstration

Individual 
activities

Group 
Activities

Instructor 
feedback
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Staff

Help Desk

Trainers



OBJECTIVES
• Obtain instructions of their role in the training project
• Prepare classrooms, equipment and materials for 

computer training

• Handle technical problems properly (hardware/software)
• Create user accounts in the LMS

• Answer questions or refer to other parties for support



enrollment equipment

online mediaav materials support

software

MEETINGS AND ACTIVITIES



IN SUMMARY
Instructional Strategy: Train-the-Trainer, support staff 
orientation and Classroom training with LMS and 
helpdesk support.

User Interface: Formal classroom activities, LMS with 
video tutorials, social media and downloadable 
materials

Participation in Lunch-and-Learn Activities
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TRAINING
DEVELOPMENT
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Help Desk

Trainers





Short and simple

Illustrated Use fonts to identify featuresIdentify key components

Sample MS Word Handout 



Le
ss

on
 A

uth
or

ing
 To

ols

Tutorial Library

Documents, forms and presentations

LMS and
Data Collection



Specific questions, focused on 
instructor performance

Sample End of Class Evaluation

Did they learn it?

Can they do it?

Did they like it?



Lickert scale and open-ended questions – Electronic version
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Staff

Help Desk

Trainers



Checklist – In print

It’s a directive, not a training



IN SUMMARY
Project's instructional, visual and technical design 
strategy was created.

Applied instructional strategies according to the 
intended outcomes.

Design the user interface and user experience 
(classroom and online)

Created training branding and design
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TRAINING
IMPLEMENTATION
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Help Desk

Trainers



Train the 
Trainer

Helpdesk 
Orientation

Test-Run 
(shadowing)

Support 
System and 

LMS

EVALUATION EVALUATIONEVALUATION



SCHEDULE/PRIORITIES

INTEREST/ATTITUDE
AVAILABILITY OF FACILITIES
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TRAINING
EVALUATION



Staff

Help Desk

Trainers



Lickert scale and open-ended questions – Electronic version



Staff

Help Desk

Trainers



Formative assessments in an informal setting will help 
modify learning activities to improve learner attainment.
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