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Evaluation Phase – TED-Funded
Overview
The Evaluation phase is a requirement for Training and Education Division (TED) and non-TED Instructional Development Teams that are developing a new course or have existing courses that require review and approval to be added to one of TED’s course catalogs. 

Tasks

The major tasks in the TED-Funded Evaluation phase include:
	1.
	Initial Review (Conduct Pilots/SME Review)

	2.
	Detailed Review (Participate in Board Review)

	3.
	Final Review and Validation
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The process steps for each of these tasks vary, depending upon whether the course is TED or non-TED-Funded.
Task 1: TED-Funded – Conduct Pilots (SME Review)

Explanation

The purpose of conducting pilots is to test the course materials with the target audience in the intended environment and revise materials accordingly. There are typically 3-5 pilot deliveries and recommended material revisions required. Subject Matter Experts (SMEs) are included in the process.

Providers of TED-approved training are not required to administer Level 1 and Level 2 evaluations during the pilots.  A sample of the Level 1 Evaluation – Department of Homeland Security Training and Education Division Learner Assessment of Course and Instructors is available in the RTDC Library. Once a Training Provider receives TED approval of their course and an official TED course number, they should contact the TED Quality Assurance Branch to set up a Level 1 Evaluation account. Once an account is established, the Training Provider will be provided  Level 1 evaluation forms, administrative instructions on the distribution, collection, and processing of the forms, and a username and password to access their evaluation data. To set up a Level 1 Evaluation account, please contact the TED Quality Assurance Branch at the following e-mail address:

firstrespondertraining@dhs.gov 

The Level 2 evaluation is an objective measure of student knowledge, skills, and abilities acquired through training. Training providers are required to develop, administer, track, and report a Level 2 evaluation for each course they offer to the public. The instrument may be either a pre and post-examination, or a post-course practical exercise for performance-level courses that do not lend themselves to a pre-test. Tests or practical exercises must measure the individual, not the class as a whole. The Level 2 evaluation instrument must be submitted at the time that other course materials are submitted for the course review process. The instrument will be evaluated during the course review process, based on its adherence to instructional design principles for testing, and to ensure that test questions or checklists (for post-course practical exercises) map to learning objectives and critical “must-know” aspects of the course.

Process

The following steps are required by TED:

1. Conduct pilots

A pilot of the draft course is conducted with a select number of participants and SMEs. The Instructional Development Team will coordinate with the TED Program Manager on the location, schedule, and delivery of a minimum of three pilot courses. The following are examples of typical pilots that are conducted:

a. Internal Pilot – The draft course is delivered to other staff to identify obvious errors in the instruction and to obtain initial performance indications and reactions to the content by learners prior to the SME Pilot.
b. SME Pilot – The draft course is delivered to the target audience. The purpose of this pilot is to determine the effectiveness of the changes from the internal pilot and identify any remaining learning problems that learners may have. TED assigns SMEs to attend the pilot and the SMEs will provide feedback to TED. 
c. Final Pilot – The final course with revisions is delivered to the target audience in a learning context that closely resembles that which is intended for the ultimate use of the instructional materials. The purpose of this pilot is to determine if the changes after the SME Pilot were effective, and if the instruction can be used in the context for which it was intended.  (i.e., Is it administratively possible to use the instruction in its intended setting?) This pilot serves as a dress rehearsal.
The TED Program Manager should be in attendance for at least one of the pilots delivered. An Independent third-party (SME), agreed upon by the TED Program Manager and Instructional Development Team, will be invited to attend and review one of the last pilot deliveries of the course. The number of SMEs invited to attend the course will be based on the complexity of the course being reviewed. The TED Program Manager will determine the final number of pilots to be delivered based upon SME feedback.

2. Make pilot revisions
The Instructional Development Team shall make the applicable changes after each pilot delivery.

3. Submit SME Comment Matrix
After the SME Pilot, the TED PM will provide the Instructional Development Team with the SME Comment Matrix. The Instructional Development Team is required to address each comment by marking Accept, Reject, or No Comment next to each SME comment. The SME Comment Matrix must be returned to the TED PM for review and approval. 
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Resource:

TED Level 1 Evaluation Sample – Department of Homeland Security Training and Education Division Learner Assessment of Course and Instructors in the RTDC Library
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Resource:

Collect sufficient pilot evaluation data for the analysis. Insufficient data will skew the analysis results, possibly leading to incorrect decisions being made. An example of a job aid used to gather internal evaluation data is shown below.
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Task 2: TED-Funded –  Board Review (ILT Only)

Explanation

The purpose of the board review is to refine the course and materials based upon finding of errors-in-fact from the pilot deliveries. The board review is also designed to provide an opportunity for further dialog among those involved in the development and success of the course. 

Process

The following steps are required for the board review:

4. Submit course materials for board review

The Review Support Team, TED Program Manager, participating SMEs, course instructor, and invited partners with expertise in the course subject matter will participate in the Course Review Board. A full-length delivery or pilot of the course is not required for this review.

The Instructional Development Team will deliver complete sets of course materials to the Review Process Support Team for use by the Course Review Board. The exact number of complete sets of course materials will be determined by the Review Process Support Team, based on the needs of the Course Review Board. In addition, the Review Process Support Team will be provided with all course evaluation materials (e.g., feedback comments) and other relevant course development material that the Instructional Development Team compiled during the internal course development process. This provides each member of the Course Review Board an opportunity to gain an extensive body of knowledge prior to the actual review.

5. Participate in the board review

The Course Review Board facilitator will present a brief history of the course and an overview of the Course Review Board process. The Instructional Development Team will provide an overview of the course content, module by module.

6. Make recommended board review course revisions

The recommended changes to the course will be recorded by the Responder Program Support Team (RPST) and delivered to the Instructional Development Team by the TED PM in the form of a SME Comment Matrix.  Implementing the revisions is the Instructional Development Team’s responsibility.

7. Submit SME Comment Matrix 
The Instructional Development Team is required to address each comment by marking Accept, Reject, or No Comment next to each SME comment. The SME Comment Matrix must be returned to the TED PM for review and approval.
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Resource: 
Course Materials Checklist

Please review the following information to make sure it is included in the materials. Incomplete submissions will not be reviewed. 
	Materials
	Description
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	Mission Area


	The submitting entity will identify the mission areas(s) of the course and materials submitted. The following mission areas will be used as defined in the National Preparedness Goal and supported by the Target Capabilities List (TCL): Common, Prevent, Protect, Respond, and/or Recover.
	

	Target Audience


	The submitting entity will identify the target audience(s) of the course and materials submitted. The following list of disciplines should be used: fire service, law enforcement, emergency management, emergency medical services, hazardous materials, public works, public health, health care, public safety communications, governmental administrative, cyber security, agriculture security, food security, and private security.
	

	Course Design Document/Plan of Instruction (POI)


	The Course Design Document (CDD) is an outline, or matrix, of the course content. It addresses the training scope, course learning objectives, duration of the training (broken down by module, lesson, or topic), resource requirements, instructor-to-learner ratio, and an evaluation strategy, seat time, and course progression diagram. These items are not all-inclusive, but are the minimum categories that should be addressed.

A CDD template is provided in the RTDC for Instructor-Led Training (ILT) and Web-Based Training (WBT).
	

	Training Support Package (TSP)


	The TSP includes all of the materials associated with the delivery of the training. The following items should be in the TSP:

· Instructor Guide/Instructor Outline/
Instructor Lesson Plan: The published instructor material that contains course text and special instructor notes that provide the information needed in order to deliver course material.

· Participant Guide: The published learner material that contains the supporting information in booklet, electronic, or handout form that the participant has available for reference.

· Audio/Visual Support Materials: Any audio/visual components that are part of any learning module, lesson, or topic or that supports the overall training being delivered.

· Special Support Materials: Any descriptions of practical exercises, table-top exercises, hands-on exercises, or other material that supports learning objectives.
	

	Module/Lesson/Topic Content
	Training courses should be designed based on a building block approach. Each sub-component in the course should be titled as a Module, Lesson, or Topic and should have an Administration Page that outlines the following:

· Scope Statement: A brief description of the content of the module, lesson, or topic.

· Terminal Learning Objective (TLO): An action verb statement that outlines what the learner is expected to learn or be capable of performing at the conclusion of the module, lesson, or topic. There should be only one TLO per module, lesson, or topic.

· Enabling Learning Objective (ELO): The incremental learning objectives that support the TLO. There should be at least one ELO per module, lesson, or topic. Each ELO must be a measurable performance statement that enables the learner to demonstrate achievement of the TLO.

· Resource List: A listing of the resources needed to successfully accomplish the module, lesson, or topic.

· Instructor-to-Learner Ratio: The instructor-to-learner requirement for successful presentation of the material (e.g., 1:25).
· Reference List: A listing of all reference materials used to develop the module, lesson, or topic. This information may also be included as a bibliography.

· Practical Exercise Statement: This describes any exercises associated with the module, lesson, or topic.

· Evaluation Strategy: This defines the strategy used to evaluate the module, lesson, or topic (e.g., written and/or performance tests or assessments).
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Resource:

Timeframe and Procedures for Onsite Reviews.

Note: These timeframes are estimates, and will vary with the complexity of the course and other factors. 
	Timeframe
	Activities

	4 months prior to 1st pilot
	Receive materials for ISD review to include:

1. CDD (Plan of Instruction (POI))
· Course and module goals and objectives 

· Methodology

· Course logistics (supplies and equipment)

· Instructor requirements

· Course schedule (agenda)

· Course structure

2. Need for the course

3. Instructor qualifications

4. Test questions

5. Pilot plan

6. Appropriate TCL(s) for the course

7. Evaluation plan

	Within 14 days working after receipt of ISD materials 
	Course Review Contractor (CRC) will:

· Review material for conformance with ADDIE (Analysis, Design, Development, Implementation, Evaluation) Model

· Check TLOs and ELOs for proper use of Bloom’s Taxonomy

· Cross-check test questions with module objectives

· Submit report to developer and TED with findings of review

	N/A
	Developer and TED will send CRC the dates of all pilots 

	3 weeks prior to 2nd pilot
	· Developer will send 5-10 copies of course materials to CRC
· CRC will send course materials and comment sheets to selected SMEs for review 

	Within 5 working days post 2nd pilot
	SMEs will submit comments/recommendations to CRC

	Within 5 working days of receipt of SME comments
	· CRC will compile all comments and send to developer and TED
· An SME will review for compliancy

	N/A
	· Developer will make appropriate changes to the course materials based on the comments with TED approval

· Developer will complete the comment sheets with indicating changes that have/have not been made and why

	6 weeks prior to onsite review
	· Developer, in conjunction with TED, will provide dates and location for the review to CRC
· CRC will work with the developer in making logistical arrangements

	4 weeks prior to onsite review
	Developer sends CRC:

· Revised course material (5-10 print copies and 1 electronic)

· Completed comment sheets

· Instructor bios

· Marketing plan

· Sustainability plan

· List of developer onsite review attendees with contact information

· List of Federal partners or trade members that will attend the review with contract information

	7 working days prior to review
	· SMEs  review revised materials and developer comments

· Submit any additional changes or comments regarding the course revisions to CRC

	Day of onsite review
	· Developer will discuss their course in detail

· Developer will provide information about the pilots

· Developer will provide participant evaluation information

· Developer will provide lessons learned

· CRC facilitator will guide discussion based on the SME comments and issues

· CRC facilitator will guide discussions on marketing, sustainability, and partnerships

	Within 5 working days
	CRC will submit a final report of the onsite review to TED and developer
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Resource:  

Review Board Questions

The following are some potential questions the review board may ask:
Target Audience

Who is the target audience?

Instructor Qualifications

How did you select your instructors?

Train the Trainer

Discuss the qualifications required for the trainer.
How will data be collected regarding courses taught by each trainer?

How will you ensure the course will be taught as written?

Course Evaluation

What were the results from the Pre/Post-Test from the pilots?
How was the course revised from pilot to pilot?

To what level is the learning outcome written?

Marketing the Course

What types of materials are developed to market the course?

Who and where will information regarding the course be disseminated?

How are materials to be disseminated?

How will you track how trainees heard about the course?

How did you select each marker to deliver the course?

How many individuals do you expect to train?

Sustainability

Do you have a long-term vision and goal for the course to be continued?

Do you have a method for collecting data that can be used to support the need for the continuation of the course?

What has been done to ensure the course will continue after funding has ended?

What organizations, individuals, and agencies have been contacted?

Has a plan been developed?

What are the components/activities included in the plan?

Collaboration and Partnerships

Have key stakeholders been identified? Who are they?

What are the benefits to the stakeholders for their participation?

Once stakeholder and/or partners have been identified, how are you going to keep in communication with them?

What are you going to tell them?

What type of commitments are you looking for in the partnership?

Is there a need for formalized Memoranda of Understanding (MOUs)? If so, what information should be included?
Task 3: TED-Funded – Final Review and Validation

Explanation

The Final Review and Validation provides an opportunity for the TED Program Manager and TED Director to review the final materials and validate prior to adding the course to the TED Course Catalog.

Process

The following steps are required for the final review and validation:

8. Submit final course materials for TED approval. Two hard copies of the final course and an electronic copy of the course (including all supporting materials) shall be sent to the TED Program Manager for final review and approval.
9. If course revisions are applicable, the TED Program Manager will notify the Instructional Development Team.

10. Submit the Course Catalog Form, Course Approval Request Letter, and revised course materials for final TED Director approval and validation. 

Upon course validation, the TED Program Manager will present the course to the TED Director for final approval. If revisions were made, the Instructional Development Team is required to submit the revised materials.

11. Add the course to the TED Course Catalog.
Upon final approval from the TED Director, the course information will be placed into the TED Course Catalog and be available for delivery.
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Resource: 
Note: The Course Catalog Form is provided in the RTDC Library.
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Resource: 
Note: A Sample of a Course Approval Request letter is provided in the RTDC Library.[image: image11.png]
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