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Appendix A: Job Aids for Project Management

JA — A.1: Defining the Scope of the POAM

JA — A.2: Creating the POS

JA — A.3: Creating a Work Breakdown Structure

JA — A.4: Determining the Roles and Responsibilities

JA — A.5: Analyzing the Risk and Creating a Contingency Plan
JA — A.6: Routing the POAM for Approval

JA — A.7: Creating a Project Tracking Strategy

JA — A.8: Ensuring Efficient Documentation Standards

JA — A.9: Managing Project Changes

JA — A.10: Wrapping up a Project

Appendix B: Worksheets for Project Management

WS — B.1: Constraints (Priority) Matrix

WS — B.2.A: Deliverables and Criteria Table Template

WS - B.2.B: POAM Deliverables Included/Not Included Template
WS - B.3: Agenda Template

WS — B.4: Alignment / Kick-Off Meeting Agenda

WS — B.5.A: Risk Analysis Template

WS — B.5.B: Contingency Plan Template

WS - B.6: Schedule

WS - B.7: Roles

WS — B.8: Roles/RACI Matrix

Appendix C: Examples for Project Management

EX — C.1.A: Gantt Chart Box Schedule

EX — C.1.B:Simple Data Gantt Chart

EX — C.1.C: Traditional Data Gantt Chart

EX — C.2: Project Planning (POAM) Example, including:
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EX — C.3.A: Project Tracking — Status Collections, Communications and Updating, Example 1

EX — C.3.B: Project Tracking — Status Collections, Communications and Updating, Example 2

EX — C.3.C: Project Tracking — Status Collections, Communications and Updating, Example 3

EX — C.3.D: Project Tracking — Status Collections, Communications and Updating, Example 4

EX — C.1: Constraints (Priority) Matrix

EX — C.2.A: Deliverables and Criteria Table Template

EX — C.2.B: POAM Deliverables Included/Not Included Template
EX — C.3: Agenda Template

EX — C.4: Alignment / Kick-Off Meeting Agenda

EX — C.5.A: Risk Analysis Template

EX — C.5.B: Contingency Plan Template

EX — C.6: Schedule

EX — C.7: Roles

EX — C.8: Roles/RACI Matrix

Vii
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Appendix D: Tips for Project Management

No supplemental tip sheets exist to support Project Management at this time.
Appendix E: Job Aids for Analysis Phase

JA — E.1: How to Determine Required Analysis Outputs (Deliverables)
JA — E.2: How to Conduct Task Analysis

JA — E.2.A: Part A — Develop Data Collection Plan

JA — E.2.B: Part B — Develop Job and Task Inventory

JA — E.2.C: Part C — Collect Task Details

JA — E.2.D: Part D — Determine Task Priority

JA — E.2.E: Part E - Create Task Performance Map

JA — E.3: How to Determine Required Performance Support (results of job aid vs. memory algorithm)
JA — E.4: How to Develop the Target Audience Profile

JA — E.5: How to Develop the Instructor Profile

JA — E.6: How to Determine Course Parameters and Constraints

JA — E.7: How to Evaluate Analysis Phase Outputs (Deliverables)

Appendix F: Worksheets for Analysis Phase

WS — F.1.A: Task Analysis Part A - Data Collection Plan

WS — F.1.B: Task Analysis Part B - Job and Task Inventory

WS — F.1.C: Task Analysis Part C - Task Details

WS — F.1.D: Task Analysis Part D - Task Priority

WS — F.1.E: Task Analysis Part E — Task Performance Map

WS- F.2: Required Performance Support (Job Aid vs. Memory)

WS — F.3: Target Audience Profile

WS — F.4: Instructor Profile

WS — F.5.A: Course Parameters and Constraints: Part A - General

WS — F.5.B: Course Parameters and Constraints: Part B - Delivery

WS — F.5.C: Course Parameters and Constraints: Part C- Design and Development
WS — F.5.D: Course Parameters and Constraints: Part D — Testing and Evaluating

Continued on the next page
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Appendix G: Examples for Analysis Phase

EX — G.1: Task Analysis Part A — Data Collection Plan (WS — F.1.A)

EX — G.2: Task Analysis Part B - Job and Task Inventory (WS — F.1.B)

EX — G.3: Task Analysis Part C - Task Details (WS — F.1.C)

EX — G.4: Task Analysis Part D - Task Priority (WS — F.1.D)

EX — G.5: Task analysis Part E — Task Performance Map (WS — F.1.E)

EX — G.6: Required Performance Support (WS — F.2)

EX — G.7: Target-Audience Profile (WS — F.3)

EX — G.8: Instructor Profile (WS — F.4)

EX — G.9: Course Parameters and Constraints Part A — General (WS — F.5.A)

EX — G.10: Course Parameters and Constraints Part B — Delivery (WS — F.5.B)

EX — G.11: Course Parameters and Constraints Part C — Design and Development (WS — F.5.C)
EX — G.12: Course Parameters and Constraints Part D — Testing and Evaluating (WS — F.5.D)
EX — G.13: Analysis Phase Quality Assurance Checklist (WS — F.6)

Appendix H: Tips for Analysis Phase

TIP — H.1: Data Collection Methodologies

TIP — H.2: Flowcharting Guidelines

TIP — H.3: More about Task Performance Mapping and Paradigming
TIP — H.4: Learner Motivation — Why this Might be Important

TIP — H.5: Target Audience Characteristics — Design Factors

Appendix I: Job Aids for Designh Phase

JA - 1.1: How to Write Performance Objectives

JA —1.2: How to Select Evaluation Criteria

JA — 1.3: How to Determine an Instructional Strategy
JA —1.3.A: How to Create a Course Blueprint

JA - 1.3.B: How to Create a Unit Blueprint

JA — 1.3.C: How to Create a Lesson Blueprint

Appendix J: Worksheets for Design Phase

WS — J.1: Writing Performance Objectives

WS — J.2: Evaluation Criteria (see Chapter 5)

WS — J.3: How to Determine an Instructional Strategy
WS-J.3A: Create a Course Blueprint

WS-J.3B: Create a Unit Blueprint

WS-J.3C: Create a Lesson Blueprint

Continued on the next page
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Appendix K: Examples for Design Phase

EX — K.1: Writing a Performance Objective (ET “C” School — BridgeMaster E Radar)

EX — K.2: Evaluation Criteria (HS-A Perform QA on Health Record)

EX — K.3.A: Design Worksheet: Course Blueprint (ET “C” School — BridgeMaster E Radar)
EX — K.3.B: Design Worksheet: Unit Blueprint (IT “A” School Premise Unit)

EX — K.3.C: Design Worksheet: Lesson Blueprint (ET “C” School — BridgeMaster E Radar)

Appendix L: Tips for Design Phase
TIP — L.1: Calculation of Developmental Hours
Appendix M: Job Aids for Development Phase

JA — M.1: How to Develop Performance Tests

JA — M.1.A: Decide on the Testing Plan

JA — M.1.B: Clarify the PO Standards

JA — M.1.C: Create the Performance Test Checklist
JA — M.1.D: Write Directions

JA — M.2: How to Review Course Materials

JA — M.3: How to Determine Necessary Content
JA — M.4: How to Develop a Practice Exercise

JA — M.5 : How to Develop Instructor Guides

Appendix N: Worksheets/Template for Development Phase (Instructor Guide)

T — N.1: Performance Test Checklist — Template
WS — N.2: Development Worksheet: Practice Exercises
T — N.3: Instructor Guide - Template

Appendix O: Examples for Development Phase

EX — O.1.A: Performance Test (Checklist Only)
EX — 0O.1.B: Performance Test (Complete)

EX — 0O.2.A: Job Aid Sample 1 (ET School)

EX — 0.2.B: Job Aid Sample 2 (IDFSO)

EX — 0.3: Remediation Plan (OS-A School)

EX — O.4: PowerPoint with Notes page

Appendix P: Tips for Development Phase

TIP — P.1: CONTENT — Too Much versus Not Enough

TIP — P.2: What Level 2s Are and Are Not

TIP — P.3: Media Format (Pros and Cons) and Instruction Strategy

TIP — P.4: Suggested Training Media and Learning Methods for Various Learning Problems
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Appendix Q: Job Aids for Implementation Phase

JA — Q.1: How to Plan for the Pilot

JA — Q.2: How to Prepare for the Pilot

JA — Q.3: How to Conduct the Pilot

JA — Q.4: How to Evaluate the Pilot

JA — Q.5: How to Roll out the Final Product

Appendix R: Worksheets for Implementation Phase
WS — R.1: Pilot Course Implementation Form (PCIF)
Appendix S: Examples for Implementation Phase
EX — S.1: Pilot Course Evaluation Report (PCER)
Appendix T: Tips for Implementation Phase
No supplemental tip sheets exist to support the Implementation Phase at this time.
Appendix U: Job Aids for Evaluation Phase

JA — U.1: QA Checklists/CAP Checklists
JA — U.1.A: Performance Objectives

JA — U.1.B: Performance Tests (Level 2s)
JA —U.1.C: Job Aids

JA — U.1.D: Instructor Guides

JA — U.1.E: Student Guide/Workbook

JA — U.1.F: Instructional Media (PPTs)
JA-U.2: Classroom Observation Checklist

Appendix V: Worksheets for Evaluation Phase

No supplemental worksheets exist to support the Evaluation Phase at this time.
Appendix W: Examples for Evaluation Phase

No supplemental examples exist to support the Evaluation Phase at this time.
Appendix X: Tips for Evaluation Phase

TIP — X.1: Kirkpatrick’'s Four Levels of Evaluation
Appendix Y: Job Aids for Course Maintenance

WS - Y.1: Curriculum Change Request Form
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Appendix Z: Job Aids for Training Management

JA — Z.1: How to Evaluate Training System Functions
JA — Z.1.A: Administration

JA — Z.1.B: Staff

JA — Z.1.C: Development

JA — Z.1.D: Delivery
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