Task 1: Develop Prototype
Explanation

Developing a prototype is the first step of the ILT Development phase. For the ILT course prototype, one completed lesson of the course materials needs to be developed. It is recommended that the lesson chosen for the prototype be one that is most representative of the entire course (i.e., select the lesson containing different visuals or supporting materials versus the short and least complicated lesson). The course prototype must include all materials needed to conduct the lesson (e.g., instructor and participant guides, supporting materials, practical exercises, etc.).

Recommended formats and templates for all materials to be included in the course are located in the Library section of the RTDC.

Process

The Instructional Development Team should consider the following steps:

1. Develop the Instructor Guide
The Instructor Guide is what instructors use to present the instructional materials to the learners. Its purpose is to standardize the instruction to ensure that all learners consistently receive the same instruction during every instance of the course, and to improve the overall quality of the course. Based upon the CDD and content outline, the Instructional Development Team will create either a procedure or non-procedure-based Instructor Guide. When developing the Instructor Guide, it is important for the Instructional Development Team to use the existing materials (e.g., content, resources, etc.) as identified during the Design phase to prevent unnecessary work. If, however, there are gaps in the material, the content should be developed according to the specifications outlined in the CDD. The Instructional Development Team should develop the Instructor Guide prior to the Participant Guide in order to leverage the content and prevent unnecessary rework. 

As detailed during the Design phase, the Instructional Development Team should divide the content into the modules/lessons/topics that have been identified in the CDD. The sample course structure illustrated below provides a visual representation of the relationship between the modules/lessons/topics. The Instructor Guide can be written as a narrative, an outline, or both, following the design standards established in the CDD. A narrative is an aid for the new or substitute instructor, or for material that is not frequently presented to maintain proficiency. Instructors who are proficient with the Instructor Guide in the narrative form may choose to use only the outline.
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Sample Course Structure
The Instructor Guide should include transitions to tie together main ideas in a lesson or topic. The instructor can convey the relevance of course materials during the transitions. Transitions reinforce the conceptual framework of the lesson or topic, enable the instructor to use questioning techniques and gather feedback from learners, and maintain a smooth course flow. 

The Instructional Development Team must keep in mind that it is important to use visual cues to draw the instructor’s attention to an important piece of information, a tip, or a warning. The Instructor Guide template includes icons to be used for this purpose.

The Instructor Guide may include:

· Cover page

· Course introduction

· Administration page

· Course content

· Notes

· Practical exercises

Note: The library section of the RTDC contains procedure and non-procedure-based Instructor Guide templates.
2. Develop the Necessary Supporting Materials

Depending upon the subject matter and the content compiled and detailed during the Design phase, the Instructional Development Team may need to develop supporting materials. The following list includes, but is not limited to, examples of supporting materials:

· Job aids

· Knowledge check questions

· PowerPoint presentation

· Handouts

· Resource list

3. Develop Practical Exercises (as necessary)

Depending upon what was outlined in the CDD, some courses may require practical exercises. Practical exercises are comprised of the following:

· Introduction – includes the exercise objective

· Actions to be completed – provides the desired exercise results as well as a complete description of exercise procedures including evaluation criteria and safety requirements

· Rationale – provides learners with the necessary information for completing the exercise (e.g., situation, assignments, procedures, evaluation criteria, assignments or roles learners will play, as applicable)

· Time necessary to complete – informs learners of the amount of time they have to complete the exercise

· Resources – lists the resources needed to complete the exercise (e.g., a list all of the necessary equipment and a list of all personnel required to conduct the exercise, including learners and instructor/support staff

· Findings – provides a detailed description of topics that should be addressed during of learner performance
Examples of practical exercises include but are not limited to the following:

· Case studies

· Hands-on activities (as appropriate/feasible)

· Small group discussions

Note: The library section of the RTDC contains the Practical Exercise template.

4. Develop the Participant Guide

At this point in the Development phase, the Instructional Development Team begins creating the Participant Guide. The Participant Guide may serve multiple purposes as it may be designed for learners to use during the classroom instruction and/or as a resource for future reference.

The Participant Guide may include the following:

· Cover page

· Course introduction

· Administration page

· Course content (e.g., objectives, textual content, visual aids, review exercises, handouts, etc.)

· Practical exercises

While developing the Participant Guide, it is important for the Instructional Development Team to determine and plan for specific course requirements and embed appropriate references within the content:

· Will learners need to access a Website? If yes, include current/active URL.

· Will learners need to refer to one of their resources? If yes, indicate the resource and identify the appropriate page.

Note: The library section of the RTDC contains procedure and non-procedure-based Participant Guide templates.

5. Develop Packaging Materials

The packaging materials, as highlighted in the RTDC, are used to ensure consistent presentation and delivery of the course materials, and are developed per the needs of a specific course. The Instructional Development Team need only include those materials that meet the requirements of a specific course. 

Examples of packaging materials include the following:

· Cover page

· Binder spine

· Binder section pages

· Disclaimer page

· CD label

· VHS label

Below is a list of things the Instructional Development Team should consider when printing materials:

· Should they be printed in Color or Black & White?

· Should they be printed single-sided or front/back

· How many total pages (to include cover pages and supporting materials)?

· How many copies?

· What size binder?

· How many binders?

· What type of binder?

· What types of folders?

· How many folders?

Note: The library section of the RTDC contains the Packaging Materials templates.
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Resource:

The following templates are available in the Library section of the RTDC:

· NTED Style Guide

· Procedure-based Instructor Guide

· Non-Procedure-based Instructor Guide

· Procedure-based Participant Guide

· Non-Procedure-based Participant Guide

· Practical Exercises

· PowerPoint Template

· Packaging Materials
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Resource:

Best Practices for Developing Job Aids

The elements to consider for paper-based job aids include: 

· Format

· Title

· Organization Identification

· Color

· Use of Graphical Enhancements

Format

Paper-based job aids can be developed in a variety of formats and sizes. Use the following guidelines when formatting a job aid:

· Job aids can consist of procedures, checklists, questionnaires, spreadsheets, or other formatting.

· The size of a paper-based job aid can vary, based on its content. Use appropriately sized paper, based on design details.

· Paper-based job aids can be one page or multiple pages. They can be individual pages or bound, as applicable.

· Lamination can be used to protect the job aid (if applicable).

Title

The title of a job aid is important, as it informs the learner of its purpose. The Instructional Development Team should use the following standards when creating a title for the job aid:

· Ensure the title is clear to the learner
· Ensure the title describes its functions

Organization Identification

The logo should be present on paper-based job aids to ensure organization identity. Division identity (if applicable) can also be acknowledged. Use the following standards when applying the logo to a job aid:

· Ensure logo is an enhancement to the document and not a hindrance to the job aid

· Ensure logo does not interfere with the content

Color

Color visually enhances the job aid. Use the following guidelines when choosing colors:

· Choose a light-colored paper (e.g., buff, light gray, or light blue paper). White paper is preferred.
· Choose a dark-colored font. Black or dark blue work well with paper-based job aids.
Graphical Enhancements

Graphical enhancements are a critical component of job aid development. Graphics assist the learner with visual understanding of the purpose of the job. Graphics for use in job aids can include the following:

· Screenshots

· Icons

· Flowcharts

· Diagrams

· Spreadsheets

Each of these elements should be presented clearly and completely on the job aid. 

Paper-based job aids should not include true graphics or clip art, as they are a distraction for this type of training solution.
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Resource:

Paper-Based Job Aid Examples
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Resource:

Question Examples
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Multiple Choice
Directions: Choose the cotrect response for each question belovw.

1. & doghas fegs
a Two
b, Four
¢ Six
d Three
Matching

Directions: Select the lettered item from the right columa that
comesponds to the mumbered item in the 1o colum:

1. Human a Fight
2 Human b Eight
3. Human ¢ Eight

True or False

Directions: Circle trueif the statement is carrect, or false if the statement
is incorrect.

1. A dog has six legs

True False
2. A human has four legs.
True False
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