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APPENDIX D





TRAINING DOCUMENTS (FORMATS)








1.	Description





    a.  Course Critique.  Students attending the class should be able to critique the course of instruction.  This will assist each instructor with valuable feedback to improve the overall course content.





 b.  Review Sheet.  Attached to the overall lesson plan which allows the reviewer to sign as approved or make remarks directed to the lesson content.





 c.  Lesson Plan.  The main part of the course which provides the instructor ready reference to the information to be taught in class.





    d.  Student Outline.  A prearranged handout to enable the student to reinforce learning objectives.  They may have filled in the blanks or areas filled in prior to class.





f.  Essential Data Sheet.  A preview of the overall information required an instructor prior to class.





        (1) Introduction.  An area of the Lesson Plan which provides the instructor the ability to gain attention and motivate the class prior to the purpose and main ideas.





(2) Purpose and Main Ideas.  Presents the overall purpose


and requirements of the students during class.





(3) Transition.  A smooth flow from one subject to another.  A bridging of subjects.





        (4) Body.  The main content of information to be delivered to the class.





(5) Summary & Review.  Reemphasis of information presented in the class.  This information is not meant to reteach.
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        (6) Closing Statement.  A sharp statement which will emphasize the main points of the subject to each student.





2.  Assembly and Filing.  Each lesson plan package should be filed for future use.  The information contained in each lesson will reduce costly reference and timely rewrite.  The following assembly is recommended:





a.  Review Sheet





b.  Class Outline.





c.  Lesson Plan.





d.  Course Critique





3. Formats.  The following sample formats are provided for the


Lesson Plan Package.
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		TITLE:








		DATE:








		PREPARED BY:




















REVIEWED DATE





                                    


SIGNATURE



















































































Sample Review Sheet
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CLASS OUTLINE





REFERENCES





ENABLING LEARNING OBJECTIVES -








LEARNING OBJECTIVES -








OUTLINE





















































Sample Class Outline
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LESSON PLAN


CLASS TITLE


A.  INTRODUCTION                                    (2) MINUTES


  1.  GAIN ATTENTION:


      2.  MOTIVATE:





B.  PURPOSE AND MAIN IDEAS:                         (2) MINUTES





C.  TRANSITION:                                     (1) MINUTE





D.  BODY                                            (40) MINUTES





E.  QUESTION & ANSWER PERIOD                        (5) MINUTES





F.  SUMMARY & REVIEW                                (5) MINUTES





G.  CLOSING STATEMENT                               (2) MINUTES


















































Sample Lesson Plan
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COURSE CRITIQUE





COURSE TITLE                         INSTRUCTOR                


DATE                 TIME            RATER                     





1. Did the instructor present the	learning objectives prior to the class?              YES       NO





2.	Was the period of instruction presented in a manner which was


easy to follow?     YES       NO





3. Were training aids used?        YES     NO





4. Did the instructor provide answers to questions?   YES     NO





5.	General Comments.






























































Sample Course Critique
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