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How to use this Guidebook

Purpose

To guide course developers through a systematic approach to Instructional Systems Design.  

Caveat

Although this Guidebook keeps Claircom’s particular situation in view, it is written as a generic system.  In any specific development effort, some of the formal steps may be condensed, or even skipped.  The relatively small number of persons likely to be involved in training development makes this easy to do.  Other steps may need to be expanded.  The instructional developer must be “fast on the toes” at times.

Key Words
· Instructional Systems Design (ISD)

· Courseware

· Product Support Manager (PSM)

· Course Objectives

· Performance Learning Objectives

· Goals

· Tasks

· Steps

Applicable Regulations and Guidelines

Claircom Maintenance Education, Training and Development (ET&D) conforms to applicable sections of Federal Aviation Regulations (FAR) Parts 43 and 212, as well as Air Transport Association of America (ATA) guidelines under ATA Chapter 23, Communications, Specification 104. 

Claircom T&D for Line Maintenance Technicians contains aspects of Levels I - IV, and a minor bit of Level V, training.  This Guidebook, while keeping the guidelines of ATA Specification 104 in view, is written as a general guide to Instructions Systems Design and Development.  It’s principles and procedures support the requirements of Specification 104, but do not limit them to those requirements.

Refer to “Guidelines For Aircraft Maintenance Training, ATA Specification 104” for detailed design and development guidelines.
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Education, Training and Development Definition and Responsibilities

Training and Development Job Definition

Claircom Maintenance Education, Training and Development (ET&D) covers all aspects of supporting employees by:

· providing an analysis and definition of their job;

· keeping them up-to-date with new or changing job requirements;

· ensuring that they are trained to an adequate level of proficiency to do their job.

Education concerns the foundational knowledge and understanding of the concepts, environment, history, terms, prerequisite skills, and attitudes that enable a person in the workforce to do their jobs as well-rounded, competent performers.

Training concerns the specific job function-related skills needed to complete the tasks of a job.

In a sense, education is the “head-work,” and training is the “hand-work.”  Instructional Systems Development (ISD) encompasses both ideas.

Claircom’s ET&D is fully learner-oriented, centered on the tasks and duties of the job, and the skills and knowledge the learner needs to do that job.  All decisions on content, methods, media, and revisions are driven by the needs of the job and the learner.

Responsibilities

The responsibility for Training and Development at Claircom Communications falls largely to the Product Support Manager.  This person, with the support of the Quality Department, ensures that training needs are met for:

· Claircom employees serving as Line Maintenance Technician supervisors;

· subcontract workers serving as Line Maintenance Technicians;

· airline employees who use or maintain aircraft telephony systems.

ADDIE Process

The ADDIE Process is based on many years of research and professional experience.  It presents a method for planning, analyzing, designing, developing, and implementing training that is instructionally effective and cost-efficient.  

It is not enough that you “just know” what you want to teach and what the content might be.  A careful and deliberative plan and execution are essential.

During development, you may work with many other people, such as Subject Mater Experts (SMEs), technical writers, and graphic artists.  These days, no one is an island when it comes to instructional development.

This Guidebook, however, will not turn you into a trainer.  There is a course available to help you become a trainer, Instructor Training.  However, the wonderful training writer Ruth C. Clark has written:

“Fatal Assumption: The technical expert can simultaneously develop and deliver effective training.

The ISD Model


The ADDIE Process, which the ISD Model summarizes, calls for instructional developers to: 

· Analyze and determine what instruction is needed for whom.

· Design an instructional system to meet the need.

· Develop instructional items to support system requirements.

· Implement the instructional system.

· Evaluate the instructional system.

Continuous feedback, evaluations, and revisions, both formally and informally, are a central aspect of the ADDIE Process.  The Constraints surrounding the Model are factors such as budget, time, resource and personnel limitations, and your availability.

The ISD Model has been consistently shown to:

· Increase the effectiveness of instruction;

· Improve time-efficiency;

· Produce the best instruction for the lowest possible cost.

The ADDIE Process supports the ISD Model.  ADDIE represents simplicity and flexibility in instructional design.  Even developers with little experience or expertise can understand the model and use it to develop effective, efficient instructional systems.  This is not completely a linear development model.  Within the overall development cycle are reiterations of development and revision.   Also, it is only one of many possible ways to develop training.  This is simply one that has been shown to work, and work well.
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