[image: BOLC_Logo]                                                                  
   Assignment Cover Sheet




	Student Name:
	Ashley How

	Student Number:
	26396

	Course:
	Advanced Skills for Practical Trainer Level 3 

	Assignment NO:
	UNIT TWO - Increasing your expertise


Marking Criteria:
We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 
	1.1 

Technical media is there to be taken advantage of as it covers a wide array of formats in which learning can be passed on to a learner. The term technical media is focused on learning formats that incorporates modern technologies so this can include, eLearning, videos, podcasts, the use of the internet and an even more contemporary example of technical media is the use of Virtual Reality. 

Through the use of different technical media, trainers can tap into the various learning styles simultaneously, which can create more interest in the subject for the learner and better understanding of the subject. This can be illustrated through the VARK learning style outlined by Fleming (1992). VARK divides learning styles into four main categories. Visual, Aural, reading & writing and finally Kinesthetic. By using a online video as the means to convey learning you learners can expect to receive learning that stimulates Visual, aural and reading learners. If you further this by using an interactive eLearning course, where learners can interact with the course, for example use drag and drop elements or clicker elements, trainers can go further and cover the entire VARK learning style. 

There is also a case that when teachers use technical media in their learning processes it can aid in motivating and engaging with learners, especially with younger learners who respond well to using media in the classroom (Schwartz and Bransford, 1998).

By delivering a training session that doesn’t focus solely on one learning style and encompassing as many as possible learners can remain focused, motivated and feel as thought the content speaks to them. Even with the emergence of ‘gamification’ can make a massive impact on the learners learning process. 

1.2 

There are numerous differences between adult and young learners and we as trainers must be conscious that differences exist for learning to be impactful when delivering to these audiences.

First difference I would like to address is motivation. Generally speaking, adult learners are putting themselves forward into a position of learning and may enroll themselves onto a course for numerous reasons, whether they be financial, academic or for social reasons. Due to this, adults are generally working towards an end goal and motivated to complete the learning in order to reach that goal. Whereas younger learners are generally forced into these learning situations and are therefore not as engaged as adults. As a result, it is far harder to engage a younger learner as the enthusiasm for completing the learning may not be there. 

As younger learners may not be so engaged in the learning as they may not be able to see the end goal as clearly as perhaps adults. Younger learners may require a wider array of activities and interactions to keep younger learners engaged in what they are doing as they may easily lose interest. Due to this if a younger learner is not engaged with the learning, they may cause disruptions to the other younger learners in the environment, impacting their education. This would certainly be a lot rarer in an adult environment, due to the sense of maturity and realizing their actions may impact other adult learners, therefore, chose not to. 

But perhaps the biggest difference with these two types of learners is their life experience. Naturally adult learners have had a lot longer to absorb information about the world around them and have therefore created their own concepts, ideas and ways of looking at the world, where as younger learners have not. This can impact the uptake of new information as it may be harder for adult learners to perhaps shift their viewpoints or look at new situations under new light. 

1.3 

When creating a training programme there are numerous considerations to undertake and one of the biggest ones a trainer must consider is copyright infringement. The reason for this is because of the possible financial reprimand or legal action an organisation or significant individual within the organisation may face.

 Just because some information that you wish to use has been edited by the trainer, does not mean that it will be safe from copyright infringement. It is also important to understand that copyright laws differ, depending on where you are in the world and that should also be taken into consideration.


We are all guilty of utilizing assets largely sourced from the internet or other media formats. Whether it’s an image, audio clip, quotation, video snippet in our attempt to assist in the transferal of learning but where does this become an infringement of copy right laws. 

What can assist a trainer in establishing whether or not something is copyrighted or not is searching for the copyright stamp symbol on the media you are trying to use. This can be identified by looking for the letter ‘c’ in a circle. This is one of the best indications that we can look for when trying to determine whether it can be used without infringing on copyright rules. Of course, this is not always the case, and to confuse the issue further. Just because the media type doesn’t have the copyright stamp on it, does not mean that it isn’t copyrighted. 

As a trainer, permission should certainly be sought from the owner of the content before it is used in any training programme. Ideally, trainers should convey the purpose for which they wish to use the copyrighted media for and if the owner is happy for the trainer to do so. If permission is granted by the owner, then there must be reference to this withing the training programme. 

1.4  

Over planning or over prepared training sessions can have a negative impact on the learners learning experience and impact the learners end goals. This could be because the trainer is trying to cram too much into one session and there is an information overload and where learners’ brains become oversaturated and intake of information is hindered. Equally if the training session has been over planned and there are various activities throughout at strict time frames, it won’t allow enough room for discussion within the classroom where learners will feel that isn’t enough time or room in the session to ask questions. 

Fortunately, this is easily remedied and will take the trainer a short period of time to action and plan effectively. This boils down to the trainer having good time management skills both before the session even begins and during the session itself. A useful tool in assisting with optimizing the effectiveness of a training session is to use a session plan.  A Session plan can be used to help organize the material, activities and key points withing a training session. 

Identify firstly, what it is you want to achieve from the session, these are known as learning objectives. These should be specific and achievable within the allocated time frame of the session. Once this has been achieved draft out a session outline where the course materials will be used to maximize efficiency vary the activities to encompass as many of the varied learning styles as possible. And finally allocate a time slot for each of these learning activities, this is important as it gives you a loose guide to stick to when completing the training in the session and ensures that time is used efficiently on each activity or subject matter. 

Trainers can even go the extra mile by perhaps rehearsing or completing a ‘dry run’ on the training session. Here trainers will have some tangible data on how long each of the components of the training session will take and evaluate once it’s been competed, see where time on a certain activity can be trimmed or more time allowed to maximize impactful learning. 


1.5 

There are numerous options to consider when deigning your own training materials. Firstly, what should be outline is the learning objectives. Asking yourself what it is exactly that you want learners to achieve using the training material and whether the material can achieve those desired outcomes. These learner outcomes should also be aimed at harmonizing the organizations mission statement or values. Therefore, a deep understanding of the target audience is needed and indeed the needs and values of the organization is fully understood.

The content creator must take into consideration what technical media to use for the training to be most impactful for as many learning styles as possible, careful consideration must be made when planning whether to deliver the training via the use of video, social media, eLearning may be used or even whether or not to utilize gamification to create classroom fun and competition for the most correct answers driving a culture of learning. The various different types of eLearning also have different timescales in which to complete, juts pulling together a few slides on PowerPoint can take half an hour whereas creating a video from scratch can take days. 

The delivery style too is important, and it must attempt to encompass as many of the different and varied learning styles as possible, time spent of activities, discussions and roleplays must be considered when developing training materials. 

When the training material is being put together, one must review his or her own work and determine whether or not the material has infringed any copyright laws, if so, then it would be worth considering removing some of these resources. Alternatively attempt to reach out to the original author and request their permission to use the resources and why you would like to use them.

It is also worth considering how much of a budget the content creator has when putting the training together. Your budget naturally will determine, how much time can be spent on it as well as the resources that can be used on this particular project.

Once the training material has been finished, it would be recommended to review the training materials and seek feedback from peers in order to iron out any discrepancies that the content creator may of missed as well as draw of their own experiences and provided recommendations before it is finally published.





2. 

Creating a customized training programme is no easy task, and careful consideration and planning must go into it in order for it to be as impactful to the learner as possible. There is a great deal of behind the scenes work that goes into designing a customized training programme, little of this world is seen considering the amount of work that goes into it. What’s seen and visible is the end product of the training programme. Generally speaking, the training programme will look to resolve an existing issue.

First and foremost a training needs analysis needs to be performed. This will determine what training is necessary, will it be used to solve an existing problem in the workplace, will it look to upskill employee’s in order to retain them or is the training needed in order to meet a business objective. (Gould et al 2004) stated Training needs analysis is the initial step in a cyclical process which contributes to the overall training and educational strategy of staff in an organisation or a professional group.

The next stage to examine are the needs of the programme, once purpose is established this is where a curriculum developer can ask the 5 W’s. Who, what, when, why and where? ‘Who’ is the training being specifically developed for? This is where multiple factors come onto play, for example the age of the learner, any learner needs that they may have, and ultimately what learning styles are most impactful for these learners.  Once the ‘who’s have been established we move onto ‘what’. What is the purpose of this training, what is it’s overall intention and what are the goals of those who are due to undertake the training. The training must directly support that business or organization objective, if the training doesn’t fulfill this, then the training will become redundant. Using the training needs analysis, it is possible to determine what the course and learning objectives are and align the training programme to these objectives as best as possible. 

It is important that the ‘why’ is shared with shareholders and learners alike as this underpins the purpose of the training. By sharing the reason why something is being done or rolled out will create an element of participation and engagement from those who may not of know about the recent development or even care. Another important element to include at this stage of the process is ‘When’. When do learners needs to be trained, when will the learning begin, when will it be finished. By creating a clear training plan, with schedules and time allocations for each element can help in creating a smooth transition and assist with time management. Finally, ‘where’, this is analyzing where the training will largely take place, this will be dependent on many of the previously mentioned variables. Will the training be delivered remotely, in a classroom or will it be out in the field. Once the training needs analysis has been truly completed can we begin to explore the next steps.  

Once the training needs analysis has been thoroughly completed to determine what the needs of the organization are, the next stage to move onto in the process is to complete research. 

There are numerous ways in which to conduct research into training materials. The largest bank of information one can access is the internet. Utilizing forums, training websites, contemporary theory work in the relevant field can all be analyzed, interpreted and used in training content. However, it is worth bearing in mind the potential risk of copyright infringement, so it is recommended to always ask permission if you plan to use someone else’s content. 

There is always the option to make use of ‘off the shelf’ training packages where a third party will send you course assessments, learning materials activities and so on for an agreed fee. This can however become a costly means of producing training content, however the end product may end up being well polished it may not reflect all the hard work developed from the ‘Training needs analysis’ this is because the content has not been based on the very unique requirements and needs of the organization that the training content is being built for, it is always worth bearing in mind that the materials used should be focused on the needs of the specific learner group that has been assigned. 

Step three is collecting all the materials that you have selected, identifying any potential gaps between the materials sourced and comparing it to the step one’s ‘training needs analysis’. If there are discrepancies, then fill those gaps using your expertise and knowledge of the target audience to create a unique and tailored experience. 

If however you find yourself creating the learning content from bear bones, give yourself plenty of time to build from the ground up, you don’t want to leave yourself shy on time as building a customized training programme is time consuming. 

Step four is finally putting all the hard work together and implementing the training initiative by preparing the training sessions. A useful tool can be to use a training session planner, which outline when in the session each activity will be conducted. This is an effective tool in ensuring the training is maximising their time management when conducting the training. At this stage is may be beneficial to complete some ‘dry runs’ on the training session, where they are presented to a non-existing audience to gauge time frames and analyse any areas that may need bolstering. Always ensure that if the training sessions are completed with time to spare that there are plenty of extra activities backed up in order to use when there is time to spare. 

Finally, comes the evaluation stage. Arguably one of the most fundamental steps in this process, as you can learn a great deal about the successes, failures and impacts the training has had on the learners. One of the most common methods used for this evaluation stage is to collect feedback from the learners after each of the sessions. This can provide real insight both qualitative and quantitative data on the training session, the materials or even the trainer themselves. 

It is important to take on board any feedback whether it be positive or negative so when it comes to rolling the training back out in the future, adaptations and changes can be made to maximize the learner’s uptake of information. Being adaptable enough to take on board the constructive criticism and implement them next time round will make the training program much more impactful.
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