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ABSTRACT

A Study on Human Capacity Building for Information
Communication Technology and Facilitation of Human

Resources Exchanges

Jeong-Taik Lee

1. Overview

As 2nd-year project following the 1st-year one, entitled, "Study on
APEC ICT Human Capacity Building and Facilitation of Human Resources
Exchanges", this study aims to provide implementation strategies toward
establishing national government officials-targeted IT training center with
Vietnam as well as directions for designing national master plan on ICT
with Indonesia.

To meet the purposes, the researcher in charge of this study organized
two seminars: one in Jakarta on July 14-15 with Ministry of Manpower
and Transmigration (MMT), Indonesia and the other one in Hanoi on July
17-18 with Ministry of Science and Technology (MOST), Vietnam, with
invited participation of experts from Australia, Canada, Peoples of
Republic of China, Republic of Korea and Singapore.

Throughout the courses of the two seminars, experts reached a
consensus in saying that both countries require IT policy and
implementation-related human capacity building, the first priority of which
be given to governmental officials. They all agreed with the prerequisite

that top government officials even including Presidents and Ministers raise
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awareness of importance of IT or ICT training policies. To help close the
digital divide syndrome overriding in the world today, both the projects,
master plan in Indonesia and IT training center building up project in
Vietnam, were urged to be designed and implemented in line with the

general framework formulated by this study.
2. Implementation

Seminars held in Jakarta and Hanoi were attended by 50-100 audiences
mostly from governments and universities. In indonesia, government was
strongly recommended to emphasize private-driven ICT master plan from
the beginning. Both Minister of Communication and Information and
Minister of MMT stated in their speeches that Terms of Reference (TOR)
would ensure it. Experts also urged awareness of challenges in
formulating ICT master plan by stressing both alliance forming among
government, industry and academia and inter-governmental coordination.
Vietnam was advised to adopt ADDIE (Analysis, Design, Development,
Implement, and Evaluation) in developing curricula. Also, combined efforts
by both universities and government were urged to implement both
on-line and off-line merged and module-based way of instrumental
mechanism. The finance-shortage problem was advised by Australian
expert to be tackled by following dual approaches: successfully locating
right funding international organization and drafting professionalized
documents urging importance of fund raising for governmental

official-targeted IT training center.
3. Recommendation

Indonesian Government (MMT) was recommended to draft TOR to be
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trcognized as official master plan. Recently, MMT submitted a proposal
for ICT training center building in Indonesia to APEC, following the
suggestion by the Seminar in July this year.

Vietnam has initiated the project of e-Government earlier. The Seminar
in Hanoi stressed importance of fusion between suggestions by this study
and the e-Government project. So far no progress has been informed of
yet.

The issue of digital divide in APEC is now getting to be worthy of
international notice. Successful implementation as well as substantial
progress require excellence in direction following up and stock-taking
mechanism which is now in need of international cooperation and

coordination.
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Australia: E-government,

E-commerce and E-procurement

Glen Nicolson
Manager, Government E-Business Projects
National Office for the Information Economy
July 2003

Presentation Overview

¢ National Office for the Information Economy s role and responsibility
e E-government in Australia

¢ E-commerce and Government E-procurement in Australia

e NOIE s e-procurement initiatives - creating the and framework

Australia s Government

¢ Australia has a federal system of Government
¢ Australia has 3 tiers of government

o Commonwealth or Federal Government

¢ FEight State and Territory Governments

e Numerous Local Governments

Government Roles and Priorities

® Be an early adopter of ICT.

¢ Promote a trusted online environment.

¢ Reduce the barriers to e-business through the adoption of open

standards.



® Mobilise government e-business initiatives as a positive catalyst for
change.

o Target activities to key strategic players.

National Office for the Information Economy (NOIE)

® NOIE s Charter is to:

¢ provide strategic advice to Government on the key factors driving the
information economy;

¢ coordinate the application of new technologies to government
administration, information and service provision, including assistance
to public sector bodies to deliver services online; and

e promote the benefits of, and Australia s position in, the information

economy.

E-government Strategy
® Better Services, Better Government strategy was released in November

2002.

Better Services, Better Government

¢ Six Key Objectives:

o Achieve greater efficiency and a return on investment;

® Ensure convenient access to government services and information;

¢ Deliver services that are responsive to the needs of individual
Australian households, business and civic organisations;

® Integrate related services;

® Build experience, user trust and confidence in the use of new
technologies; and

® Enhance closer citizen engagement in policy formulation and processes.
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E-government:

customers, stakeholders and citizens first

Harnessing the potential of ICT for the wellbeing of citizens
Technology will not determine the service
Better information management and improved business processes are

required

Managing Across Agencies

Information Management Strategy Committee (IMSC)

Consists of Department heads

Guides a framework for ICT collaboration, acts as a reference body for
the Government

Acts as a leader and communicator

Chief Information Officer Committee (CIOC)

Addressing priorities identified by IMSC

Sharing information, identifying strategic issues and developing options

for implementation

Governance and Leadership

New models critical to facilitate integration
Optimise outcomes

Extends to policy objectives, delivery and outcomes
Federated system of governance

agency based

collaborative

shared processes, data

security and privacy

quality assurance for shared systems
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Service Integration

® Objective - bundle related services and present as a single service
¢ Interoperability of technology

¢ Connectivity between systems and between new and legacy systems

® Design of services and programs

¢ Shared architectures and infrastructures

e Standards

Channel Management

® Service delivery online, over the counter, via phone, and post

¢ The right channel for the right service

¢ Customer choice

¢ Consistent services across channels

® Technology provides an opportunity to rethink and remodel existing

service delivery processes

Commonwealth Services Online - Business Entry Point
www.business.gov.au

¢ Free online services and information for Australian businesses.

¢ Transactions for taxation compliance and license application.

¢ Includes information from Federal, State and Territory and some local

councils.

Commonwealth Services Online - JobSearch
www.jobsearch.gov.au
® Provides a better way for job seekers to search for a job and for

employers to publicise job vacancies.
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Skills in Government

Not just IT technical and management skills

Skills of general managers and staff critical to facilitate the changes
required - not just IT staff

Key skill sets: change management, collaboration, networking,

innovation, contract management, project management

CIOC IT Skills Report

ICT is having a far-reaching impact on the business of government.
The ability to recruit and retain high performing staff with the right
skills is crucial.

The Government s ICT Framework for the Future notes that skilled
people are the lifeblood of the information economy and perhaps the
single most important resource in developing competitive and

innovative ICT businesses.

Backing Australia s Ability: An Innovation Action Plan

Key national statement released by the Australian Government in
January 2001

Promotes research, development and innovation in Australia, includes
ICT

strengthen Australia s ability to generate ideas and undertake research
accelerate the commercial application of ideas

develop and retain Australian skills

ICT Centre of Excellence

$129.5 million over five years for a Centre of Excellence in ICT with
industry contributions of $40 million over five years

Engage in multi-disciplinary ICT research
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The IT Skills Hub  an Industry/Government Response to ICT Skills

Needs

® Brings together some of the best resources and expertise in Australia s
IT&T industry

e It is, in part, a new electronic marketplace, conceived to address the
need for a larger IT&T skills pool.

® Provides information and resources on education, training, development
and services for the ICT Sector.

o www.itskillshub.com.au

E-commerce - Gradual Transformation

® Reality is that e-business represents an ongoing evolution, not a
revolution:

® Rediscovery that business fundamentals applies to Internet enterprises.

® Awareness that the Internet is a means, not an end.

¢ Development of B2B e-commerce as a channel to improve supply chain

management and generate economic efficiencies.

Advancing with E-Commerce

NOIE case studies

¢ Engagement of the Small to Medium Enterprise (SME) community
needed for e-commerce to grow.

® NOIE working to accelerate take-up and thereby improve Australia s
economic performance.

¢ Advancing with E-Commerce provides case studies that demonstrate

the cost/benefit of e-commerce for small business.

Advancing with E-Commerce - General Findings
e Efficiency savings came from conducting financial transactions online

and using the web to conduct mass marketing campaigns
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® Businesses used these efficiency savings to grow without employing
more staff or to divert staff away from admin and towards more

profitable activities

Challenges Ahead - Integration & Interoperability

Ability to integrate with existing technologies and legacy systems is

crucial to ensure effectiveness of B2B solution

e With interoperability organisations can plug into multiple exchanges
and supply chains

® Without interoperability the benefits of B2B e-commerce will be limited
to large organisations and Australia as a whole will be unable to
capture wide-spread efficiencies

¢ Development of data and messaging standards is central to

interoperability

Challenges Ahead - Consolidation & Sharing Benefits

e Consolidation

Ongoing shake-out among e-marketplaces

Sharing Benefits

¢ Create win-win environment for both suppliers and buyers

Facilitate culture change

Role for NOIE in E-Commerce - Helping Build Critical Mass

¢ Administer a competitive grants program, ITOL, to provide support for
innovative and collaborative B2B solutions

® Demonstrate the business case through research, case development and
evidence of benefits/costs of e-commerce

¢ Enable small business by providing guidance material and tools to
assist them go online and use e-commerce including authentication

technologies
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® Act as  honest broker and facilitator in bringing together business
participants in key economic sectors to develop collaborative B2B

e-commerce solutions

Inhibitors to E-commerce Uptake

¢ There are a number of barriers preventing uptake of e-commerce.
These include:

¢ Low awareness of benefits.

® Negative perceptions.

e No/low skills.

¢ Infrastructure issues.

e Lack of trading partners is a major impediment to increased uptake of

e-procurement by government agencies.

Commonwealth Government Procurement

¢ Procurement helps Australian governments achieve government,
community and industry outcomes.

¢ Principles (Commonwealth Procurement Guidelines Feb 2002)

¢ Value for Money;

e Efficiency and Effectiveness;

¢ Accountability and Transparency;

¢ Ethics; and

¢ Industry Development.

The E-procurement Environment

¢ Guidelines support use of ..technical evolution and electronic
commerce in the design and management of their procurement
functions-

¢ Business Case for e-procurement may vary depending on the nature

and volume of procurement.
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Implementing E-procurement in Government

® Government is implementing e-procurement for the same reason the
private sector is - to improve the way it does business.

® Government seeks to demonstrate the benefits of electronic trading to

the community.

Government Participation - Commonwealth
® Agencies are taking various approaches to e-procurement:

¢ Implementing specialised e-procurement software.

Building on existing systems.

¢ Using e-marketplaces.

Adopting a combination of the above approaches.

The Benefits of E-procurement Systems

e Can operate 24/7.

¢ DPotential to integrate some business processes:
® invoice;

® payments;

¢ confirmation of receipt.

¢ Can provide a more sophisticated audit trail.
® Access to larger marketplace.

® Reduced processing costs.

® More disciplined purchasing within the organisation.

Establishing a Business Case

® The cost of building a system.

® Reap real benefits through business process reform.
® Can be a costly and time consuming exercise.

® Careful consideration of possible benefits and costs to the organisation.
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Issues when Implementing E-procurement
® Security.

¢ Authentication.

¢ Legal Framework.

¢ Interoperability.

¢ Standards.

Trust and Security

® Must establish trust and confidence in the online identity of parties to
transactions.

¢ Need to ensure services and benefits are delivered to the correct
customer.

¢ Authentication solutions provide assurance to a trusted online

environment.

Authentication
¢ Is the solution to the need for certainty in the identity of the other
party to a transaction.

® Online Authentication - A Guide for Government Managers.

Authentication - Public Key Infrastructure (PKI)

* Gatekeeper - A strategy for PKI use in government, it is an
accreditation scheme for service providers in this area.

¢ Australian Business Number Digital Signature Certificate (ABN-DSC),
a common broad-use digital certificate for business to use when
transacting with government.

® Recognition by Gatekeeper of Australian financial institutions

implementation of Identrus framework.
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Public Key Infrastructure in the Health Sector

The Health Insurance Commission established the Health eSignature
Authority (HeSA) in 2000.

HeSA is an independent subsidiary administering registration of
applications for PKI certificates and keys for Australia s health sector.

Fully accredited by Gatekeeper.

Need for Legal Change

As use of Internet for business was relatively recent it caused some
uncertainty about the legal standing of transactions.

To promote confidence in the online environment Australian
governments agreed to establish a light-handed, technology neutral

legal framework to support the use of e-commerce.

Legal Framework

The Electronic Transactions Act 1999.
Complementary State and Territory Legislation.

Interoperability Standards

The Commonwealth government supports and promotes the use of
open standards across Australian jurisdictions.

NOIE works closely with industry and Australian jurisdictions to
coordinate work on standards.

In June 2002, the Government Framework for National Cooperation on
Electronic Procurement was released by the Australian Procurement and
Construction Council (APCC).

NOIE Initiatives to Assist the Take-up of E-procurement

A multi-pronged approach is being taken rather than relying on a
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single strategy.
® NOIE is undertaking a range of projects in conjunction with industry,

State/Territory government and other Commonwealth agencies.

E-procurement Demonstration Projects

* NOIE is facilitating a series of demonstration implementations of
e-procurement systems involving both agencies and suppliers.

o Will illustrate the benefits of e-procurement and provide assistance to
early adopters within the government sector.

¢ The projects will each involve small businesses to test systems

capabilities and identify effective means of SME enablement.

Commonwealth Electronic Tender System (CETS)

* www.tenders.gov.au

® NOIE has successfully trialed an electronic tender solution for
Commonwealth agencies.

¢ Suppliers can:

e browse the advertised tenders;

e download the tender documents;

e submit to an electronic tender box in a secure environment.

Commonwealth Electronic Tender System

® Benefits to agencies:

® saves costs in distributing tender documentation.

¢ streamlined management and tracking of the tender publishing process.
® Benefits to suppliers:

® increased time available for bid development.

¢ reduced cost of responding.

® secure, 24/7, geographically independent lodgement of tenders.
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Catalogue Interoperability Project
¢ The project aims to demonstrates that a supplier can create and
maintain a single master catalogue and then publish this to multiple

buyers with varying e-procurement technologies.

NOIE s Role - Raising Skills and Awareness

¢ Supplier Guide - Doing Business Online with Government
¢ E-business Pathways Guide

¢ E-procurement Demonstration Pilots - Buyers Guide

¢ Other guidance material such as authentication and security guides.

NOIE Website

* www.noie.gov.au
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Effective ICT Training Models

Dr. LIM Cher Ping

National Institute of Education
Nanyang Technological University
Singapore

Survival in the 21st Century

ICT training as an important strategy to enhance performance of

government.

Problems with Existing ICT Training

Many existing ICT training consisted of a one-day or one-week workshop

which many participants fail to apply or integrate their new set of ICT

skills and knowledge to their work practices. This may be due to:

- a lack of linkage between the workshop and the workplace;

- a lack of institutional support when the officials return to their
workplace; and

- a reluctance to change their mindset.

ICT Training Issues

Organizational structures:-

Authority and Control: Is the work culture (patterns of work
allocation, responsibilities assignment) altered?

Time: Is sufficient time allocated for training?

Funding: Is the budget strategized to improve the quality of

training?
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Technology: Is technology used to complement the traditional
modes of training?
Individual factors:-

Personal growth: Is the training a form of empowerment for the
officials?

Satisfaction with work: Is there an alignment between the
individual goals and those of the organizations?

Part of learning community: Is there a system that allow officials to
share expertise and grow as a learning community?

Towards Blended Learning

In a recent review of several corporate e-learning strategies, we were
struck by the absence of the mention of the classroom. - There are key
ways in which technology can extend the footprint and impact of the
classroom. And there are similar needs to leverage classrooms, in old
and new formats, to extend the power of web-delivered training and
learning resources. Caution!!!
The Ice-Blended Metaphor
Ice-Blend makes use of special powders to add flavor/value to traditional
drinks such as ice-coffee, mocha, or fruit juices.
Face-to-Face Training
Strengths:

Maximum interaction

Maximum collaboration

Establishing contacts

Adaptability

Weaknesses:
Lack of flexibility
High monetary costs
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High opportunity costs (buying time for training)
Clear boundary between work & learning
Technologies in Training
Strengths: Anywhere/Anytime
Just-in-time learning
Active and independent learning with reflection
Asynchronous communication between experts and novices

Cost effective

Successful ICT Training of Government Officials
Shift in paradigm of training
Optimising the potential of different modes of training
Building a learning culture in organisation

Meeting learner and organisational needs
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The implementation of
E-Government in China

ICT Seminar
in Jakarta and Hanoi

Beijing University of Posts and Telecommunications
2003/06/20

Agenda
Background information
Infrastructure
Standardization
Key technologies
Implementation case study
Status

New opportunities, new challenges

12 national major  Golden-xyz  project:

- Resource, Education, Custom, Revenue, Economy, Card, Audit,
Social-Security, Welfare-Security, Agriculture, Water, Quality

- More others

All government level implementation

Need integration, custom-tailored total solution, integrated service

Comparison

According to UN report

Less developed

- ranked 92 in total of 133 countries and regions

- Compared with Cuba, the Philippines, Indonesia, Vietnam,
India, Malaysia -



i

126 EEStD|= 2159

or
Ju
=
<
5]

Objective

ro
1@
£l
fu
o

High-efficiency

To promote the development of

Transparency )
] » Social
Probity
- > Economy
Responsibility
L Serving the
Digitalization B
i » Citizen
Information Tech
. » Government body
Networking .
» Enterprise
» organization

Seven Major Tasks

Network Platform

Service system Construction
Information resource construction
Security infrastructure construction
Standardization

Training

N O U s W

Standardization
General structure
Application
Application supporting
Network infrastructure
Information security
Management
Personnel training

Total 353 items now.

Policy, Regulation and Management
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Managing Change?

IT Training & the Canadian Experience

Terry Kuny
Global Village Research / XIST Inc.

Thought
All meaningful and lasting change starts first in your imagination and

then works its way out. Imagination is more important than knowledge.

- Albert Einstein

Perplexing Questions

1. What is the change that is being managed? Is it manageable ?

2. What is meant by IT and training ? What is the nature of the
relationship of the two ideas?

3. Who is being trained and why?

What is the change being managed?

1. Change is a constant in everything.

2. We can manage people & things more easily than change

3. Managing change is managing risk by knowing where you want to
be.

4. Need a clear vision of where you want to be:
- I skate to where I think the puck will be.  hockey player Wayne

Gretzky
5. Need leaders to get you there.



i

128 dEStD|= 2159

oIr
Iy
2
2
S
o
Iy
EJ
i}
Dl
0%
o

What is IT Training?

1. There is no course called IT training

2. Relationship between training & IT is complex.

3. Diverse competencies define IT  skills

4. No one size fits all  solutions: different needs, goals, constituencies,
approaches.
BUT: Education is the foundation that enable IT skills in the modern

economy.

Environment for IT Education in Canada

1. Investment in education is among the highest in the world.

2. Computer access is almost universal.

3. Canada is among the most networked countries in the world.

4. Almost all schools & libraries in the country now have access to

Internet.

o

All government services are going online.

6. E-commerce is common and growing.

Some Challenges

1. Constitutional impediments.

2. Demographic changes: labour supply will not meet needs of the
economy.

3. Structural skills shortages exist: nursing, engineering, management &
some IT.

4. Declines in science & math education.

5. Life-long learning necessary to address technological change but many
barriers exist.

6. Government Online creates a pressing IT skills imperative for

government.
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Constitutional Constraints
1. Under the Canadian constitution, education is a responsibility of each
provincial or territorial government.
2. Bvery province has its own curriculum for education.
3. Result:
- No national educational standards in Canada.
- No national IM/IT certifications.
- No mnational IM/IT training programs per se.

IT Training In Canada
1. IT education begins at home!
2. IT in public educational institutions from primary to post-secondary.
3. Private sector training industry.
4. Workplace programs.
5. Life-long learning:
- Public & private institutions.
- Distance education.

- E-learning.

Why Is Workplace Training Important?

1. Improved job specific skills.

2. Better decision-making.

3. Better communications.

4. Better adaptability & self-confidence.

5. Results: better quality work, more productive, better workplace.

Government & IT Employment
1. Recruitment : getting IT staff.
2. Retention : keeping IT staff.
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3. Government has a significant dependency on the private sector

contracting for services, skills & training.

Government & IT Recruitment Barriers

1. An acute shortage of qualified IT professionals.

2. The workforce is aging & turnover is problematic.

3. A significant pay gap between the private & public sectors.

4. Government cannot compete for talent under its existing recruitment

system (too slow in responding).

Q1

. Motivational tools are inadequate.

(o)

. Too little investment in continuous learning.

N

. Job classification system is expensive & inflexible.

Government IT Retention & Recruitment Strategies

1. Government tries to be a model employer: attractive benefits (eg. job
security, health, pension, training, flexible work arrangements).

2. Career development & continuous learning are key.

3. Recruiting young people through:

(] campus recruitment
[] mentoring & co-op programs
(] job fairs
[J IT recruitment database
4. Broad CS education selection standard:
- minimum two years of an acceptable post-secondary educational
program in computer science, information technology, information

management or another specialty relevant to the position to be staffed.
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IT Training in Government

1. Treasury Board CIO Organizational Readiness Office
2. Training & Development Canada

3. Knowledge Institute.

4. Departmental training initiatives

CIO Organizational Readiness Office (ORO)

1. Need: government change agendas require agile workforce with

adaptive capacity.

2. Challenge: deliver integrated, multi-channel, client centered services
through traditional government structures designed for hierarchical
rather than horizontal accountability.

3. Trend: decentralization & devolution of HR responsibilities to
departments.

4. Need: Bridge building across departments.

ORO: Responses
1. Nurture communities of practice:
- Information Technology Community
- Information Management Community
- Service Community
o Efforts to improve efficiency of IT staffing.
O Programs to develop IT/IM leaders & managers:
- IT Management Development
- Leadership Continuum
- IT Executive Development
0 Offer accelerated programs of speciali ©ed training, formal education,
special project assignments, work experience in a variety of

departments, etc.
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Training & Development Canada

O Special Operating Agency (works on cost recovery basis).

0 Mandate: to provide professional learning services to Public Service
employees & departments.

O Programs & services:

contracted and customized courses.

e-learning products eg. campusdirect.gc.ca

learning consulting services, learning evaluation, and delivery

methodologies.

customized learning strategies and solutions.
- project management for the delivery of learning programs at the

national or international level.

The Knowledge Institute

0 Operated by Public Works & Government Services.

O Mission: provide information and communications technologies (ICT)
education, professional development and training to government
professional.

0 Works in partnership with post-secondary educational institutions
(universities and colleges).

O Provides a calendar of IT and IM courses for government employees

ranging from programming to web design.

Departmental Initiatives

0 All departments have budgets for training.

O Departmental latitude to allow employees time off to take courses.

o Employees are encouraged to pursue a wide range of training options:
- In-house courses

- Workshops & conferences
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- Distance learning

- Continuing higher education

National IT Training Efforts

o Office of Learning Technologies

0 National Innovation Strategy

0 Software Human Resource Council

o Conference Board of Canada

Office of Learning Technologies
o Started in 1996 as part of Human Resources Development Canada
(HRDC).
© Promotes technology-enabled learning & skills development: IT training
but also the use of IT in learning.
O Major initiatives across country:
- Community Learning Networks
- New Practices in Learning Technologies
- Learning Technologies in the Workplace

- Research in e-Learning

Some OLT Project Goals

0 Develop & test learning technologies and delivery systems.

O Enable individuals to get IT employment.

0 Enhancing access & reducing barriers to IT & learning technologies.
O Increase knowledge & skills about IT training in communities.

O Build partnerships with communities & organi © ations in delivering

learning technologies.

Canada’s Innovation Strategy
O Initiative launched in 2002.
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0 Key reports:
- Achieving Excellence: Investing in People, Knowledge and Opportunity
- Knowledge Matters: Skills and Learning for Canadians
0 Wide-ranging recommendations directed towards skills & learning.
0 2003 budget includes over $2 billion in additional funds to support
research, development, skills & learning.
0 More work to be done-Software Human Resource Council
O Established in 1992 and supported by Industry, HRDC and Treasury
Board.
o Non-profit sectoral council for software professionals.
O Services include:
- Promote national standards & certification (Occupational Skills Profile
Model).
- Provides labour market intelligence.
- Promotes life-long career development, education & training for
software professionals.
- Develops the quantity and quality of software professionals.
- Youth IT initiatives like DiscoverlT.org a site to promote IT careers to
high school students.
Conference Board of Canada
o Important non-governmental research organi O ation.
0 Does important research on economic trends, public policy issues, and
organi O ational performance.
O Recent focus on training in Canada.
O Major initiatives include:
- National Education & Learning Center
- National Council on Education & Learning
- Skills Solutions Forum

- Centre for E-Learning
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Aside: E-Learning in Canada

0]

@)

O

e-Learning: delivering training via computers.

e-Learning is growing but slowly.

Used primarily for software & technical skills training.

Gets mixed response by organi 0 ations & individuals.
Effectiveness for training is not clear.

Challenges include cost of developing or purchasing e-Learning

solutions, time required to use them & perceptions of usefulness.

What is to be done?

0]

Government recruitment remains a challenge & culture change still
needs to happen.

Gap between rhetoric & reality of IT training remains large: in
government & in private sector.

National level coordination only beginning.

Council of Ministers of Education: needs to get more involved in IT
training issues.

Equitable access to education overall remains a concern. TKs 10
Thoughts On Using IT Effectively

Analyze the technical & cultural environment for the change you want
to occur.

Build an IT civil society.

Develop people, not IT.

Focus on education not just training.

Access to IT is the beginning of IT education.

IT training does not fix social problems & institutions.

Do not put technology on existing dysfunctional institutions.

Focus on needs: don’t distribute IT education randomly.

Cooperate & coordinate: use IT to amplify & support sharing practices.

Email is more important than the Web.
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Distance Learning Course Development Guide

Introduction to the Distance Learning
Course Development Guide

The most important aspect of distance learning courses is not the delivery technology, but the instruction.
This Course Development Guide offers you an instructional design model, along with a planning process,
that has been found to help learners learn and perform well in this non-traditional setting. Asin a
traditional course, the distance learning model stresses the importance of establishing course goals and
then setting instructional objectives, creating activities, and devel oping appropriate assessment of |earner
s learning and achievement of those goals. In the context of a distance learning course, however, these
tasks are shaped to complement it’ s delivery system and new “classroom” setting.

This Guide was devel oped on the premise that, although you are an experienced training manager or
subject matter expert (SME), you may not be familiar with a distance learning course. To assist you with
the process of developing your distance learning course, | expect you to have an instructional designer
who has been experienced in this format of education. Particularly if you are new to distance learning,
you may wish to use your Instructional Designer as an essential resource.

This Guide has been structured to offer you a similar learning experience to the one the learners in your
distance learning course will have. It presents “ course” aobjectives, discusses and defines relevant issues,
concepts, and terms, and then asks you to compl ete activities that will enable you to achieve the
objectives of this Guide. Thereis also an assessment section within which, though unlike your learners,
you will assess your own mastery of this material.

Throughout this Guide the term Mentor refers to the person who has been selected to facilitate learner
learning and to help learners build a computer-mediated learner community. In a sense, the Mentor isa
learning guide who makes himself or herself available to learners. In some of your courses, this designee
will be called an Instructor (or another term yet to be selected); so where appropriate, simply replace the
term Mentor with an equivalent one. The term Mentor and others which have a specialized usage in this
document will be bolded, and their definitions listed in the Glossary (see Appendix F). The Glossary
also contains other terms that may become important as you work in distance learning.
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Designing Instruction for Distance Learning Programs

Objectives of this Course Development Guide
Using this Guide will help you to:
¢ articulate course goals

¢ discussthe three principal components of the instructional design process and the importance of their
interrelationship

¢ writeinstructional objectives that meet the criteria of the objectives checklist

¢ create activitiesfor usein your distance learning course

¢ develop assessments of learner learning for the course

¢ writeinstructional objectives, create activities through which learners will achieve those objectives,
and devel op assessment methods for measuring achievement of the objectives (these three
components must be aligned with one another)

¢ generate threeto five techniques for evaluating the effectiveness and quality of your course

¢ complete aCourse Map, Course Timeline, and a Cour se Content Summary in collaboration with
your instructional designer for the course that you will be creating

Introduction

Planning is the key to successin a distance learning (DL) environment. Because you will be akey
member of the instructional design team, it isimportant that you understand the process the team will
follow. The same process will be used if you are developing anew DL course or converting an existing
course for DL.

Because instruction will be developed for a different delivery system—DL rather than a conventional
classroom—some professors have had a tendency to “water down” the content, fearing that the DL
setting could not support the complexity of the lessons they offer in the classroom. DL need not suffer
from this stigma, and DL learners need not receive an inferior education. This Guide has been devel oped
to ensure that your government delivers an education to learnersin DL courses that is comparable to
those courses offered at classroomsin training facilities.

For learners to achieve course goals, this Guide suggests a model built on three interrelated components:
¢ Objectives
¢ Activities

¢ Assessments
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No doubt you have much or some familiarity with these components and how they are used in education.
Their importancein a DL course, however, is greater than in atraditional classroom because you will not
be present to clarify or to modify course content throughout the semester.

Instructional Design Process

The course goals are the broad, overall purposes for the course. Although you most likely know your
course goalsintuitively, it will help your development team to see those goals in writing. Establishing
your course goals will initiate the instructional design process. In the instructional design model used in
this Guide, your learners will achieve course goals through three components. objectives, activities, and
assessment. Objectives describe what you want the learners to be able to do after instruction. Activities
are what the learners do during instruction to help them learn the content, attitudes, and skills being
taught. Assessments are how you and your learners determine if they have mastered the content, attitudes,
and skills being taught.

Objectives

Activities ~ p Assessments

Figure 1. Instructional Design Model

Asshown in Figure 1, al three components of the design process are interrelated. Any one of the
components can be used to begin the design process, and each of the three componentsis equally
important. Some people prefer to start with the objectives, then select or design the activities, and finally
develop the assessment items. If the objectives are clearly stated, it will be fairly easy to develop either
of the other components (assessments or activities).

Still, others may prefer to start with the activities. They select the readings, laboratory activities, or
projects. They can then devel op objectives by answering the question: "What will the learners be able to
do after they complete these activities?' Then they devel op assessment methods that measure successful
completion of the activities.

Finally, there are people who start with the assessments. Perhapsit will be a"final exam,” or an external
state or federal exam, such asin computer science or e-commerce. They then select the activities that will
enabl e the learners to be successful on the exam. Using the completion of an exam as a method of
assessment, they can easily devel op objectives.

In short, any one of the three components, if described well, should lead to either of the other two.

Regardless of where you start in the model—objectives, activities, or assessments—you must complete
all three components. These components must be aligned: each component must fit with and support the
other two. No matter how clear and ingenious the activities in a course are, they will not be the right
activitiesif they do not instruct learners in the learning and behaviors on which they will be assessed.
Similarly, those activities should enable learners to reach the course objectives.
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Consider an example in which the course components are not aligned with one another. Assume the
objectiveisto "Ride aunicycle 50 yards without falling off." (An objective for your course may be
"develop a computer-based courseware,” "establish e-commerce business plan,” or “create a venue for
international conference.”) So that learners may achieve this objective, some faculty would give alecture
on riding a unicycle. Others might show a videotape on unicycle riding. Some professors might even
bring a unicycle into the classroom and demonstrate how to ride it.

Unfortunately, in al of these cases the first time that alearner rides aroller blade will be during the
assessment: on the final exam. What is lacking in the above activities—lecture, videotape, and
demonstration—is the opportunity for alearner to practice and to receive feedback. Given the objective
and assessment in this example, the course should include an activity in which learners actualy ride a
unicycle and then receive feedback. The feedback may come from the instructor, or learners may work in
small groups and give one another feedback. Feedback may also be achieved through a self-check
activity, or may come from a computer or Mentor. Regardless of the source, the important thing is that
the learner receives helpful feedback.

It follows, then, that if the objective isto "Ride a unicycle 50 yards without falling off." the final exam
should not be atrue-false test on the history of spokes. The only way to properly assess learners’ ability
to "Ride a unicycle 50 yards without falling off." is to give them a unicycle and ask them to ride it 50
yards without falling off.

ACTIVITY

Discuss “your” current instructional design processin the light of the
material of presented to you. Raise any questions you have about the
process.

The Planning Process

The previous section discussed the three components of the instructional planning process. This section
will guide you in devel oping tables to help organize course content and a course calendar.

Course Map. A Course Map is atable listing the objectives, activities, and assessments for a course or
unit of instruction. These components are phrased to indicate what the learner will learn, do, and be
tested on. It is organized by grouping like objectives together. To facilitate planning, you and the
Instructional Designer will complete a Course Map (see Appendix A).

Aswe indicated, it doesn’t matter if you begin with any of objectives, activities, or assessments. Write as
many of the components as you can for your course on the Course Map, putting al related objectives,
activities, and assessmentsin arow. At this point, don’t worry whether you have all the related
components or know their sequence; just enter those that you think are essential for learners to achieve
the course goal. (If you are developing a course you have taught before, however, it may make senseto
enter the objectives, activities, and assessments in the sequence in which you presented them.)
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After thisinitial draft of your Course Map, go back and fill in any blank boxes—objectives without
assessments, assessments without activities, activities without objectives, etc.

Course Map

Course Name: Technologies for Information Services Course Number: CDG 3555 Lead Faculty: John Doe

Course Goal:_Learners should acquire a knowledge and appreciation of computer hardware, software, and

information systems for the provision of information services.

Objectives

Activities
(practice and feedback)

Assessments

1. Discuss the fundamental issues related
to the use of Information Technology,
including their ethical dimensions, the
requirements of dealing with rapid
technological change, and the necessity
for their application to newly emerging
contexts.

1.1. Discuss aspecific issue, using related
concepts and examples consistent
with the course readings and lectures
to support responses.

1.2. Explain the focus of the Information
Technology profession on the user’s
needs, as compared to the Computer
Science and Business perspectives.

1.3. Discuss the implications of
technological convergence of
computing and tel ecommunications.

Post to whole and/or work group
threaded discussion in response to posted
questions.

Participation expected for every
week’s discussion; participation
points awarded for responding and
logins.

2. Describe the basics of network topology
aswell asthe primary uses of networks
and networking within the context of
information provision.

[J 14301




Cour se Timeline. When the Course Map has been completed, you need to plot the sequence in which
the course content will be presented to the learners. A Course Timeline shows the objectives, activities,
and assessments for a course arranged in chronological sequence. Because the Course Timelineis
organized by week rather than by content, you may find that objectives grouped together on your Course
Map are now distributed somewhat differently. (A blank Course Timelineis presented in Appendix B.)

In addition to thinking about the sequence in which the content will be presented, it is also agood time to
estimate how much time will be required for the average learner to complete an activity. We recommend
estimating to the nearest 1/2 hour. A guideline for most 3 credit hour coursesis atotal of approximately
150 hours of learner time (50 hours of learner time per credit hour) for a 16-week course. This equalsto
approximately 9 hours of learner time per week for a 3 credit hour DL course. Keep in mind that
classroom hours in an on-campus course become planned learner activitiesin a DL course.

Below is an example of acompleted Course Timeline for 1 week.

Course Timeline
Course Name: Technologies for Information Services Course Number: CDG 3555 Lead Faculty: Chris Smith
Course Goal:_Learners should acquire a knowledge and appreciation of computer hardware, software, and
information systems for the provision of information services.
_ Activities Estl_mated
Objectives . Time Assessments
(practice and feedback)
(hours)

Week 1 | 1.1. Discussaspecificissue, | Post information and picture in personal 1 Administrative
using related concepts profile. Send Mentor e-mail when profile requirements
and examples consistent | complete. Get working group assignment.
with the course readings Activity Report #1: Log
and lectures to support Contact othersin working group to decide if 1
responses. you will meet online or at a specific place and Participate in threaded

time when required to collaborate. Send discussion.
1.2. Explainthefocusof the | decisionto Mentor.
Information Technology
profession ontheuser’'s | Listen to Lecture 1: Course Introduction. 1
needs, as compared to the
Computer Science and Read text assignment, Chapter 1. 1
Business perspectives.
Participate in threaded discussion: What are 2
4.1. Give examplesand the most important tools that you use in your
classify information tools | daily life to deal with information? Think
in terms of production, about how these tools can be categorized into
storage and/or retrieval, the four fundamental functions of Instructional
using defining Technology: production, storage, retrieval,
characteristics of use: and communication.
gather, transform, store,
process, search, distribute | Submit Activity Report #1: Log of 25
and communicate data Information Technologies. For one day, keep a
and information. list of examples of Information Technologies,
and classify their purpose, portability, and
6.1. Participate with work adaptability.
group by establishing [Mentor posts examples from learners’ lists on
regular communication. the Web after assignment due date for review
by al learners.]
Check posted list of Information Technologies 0.5
and their characteristics for feedback and
comparison to your list.
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Course Content Summary. The third and final cour se-planning document is the Course Content
Summary. A Course Content Summary is aform showing the objectives, content presentation media, and
associated notesin chronological sequence (see Appendix C). After you have transferred the course
objectives, you and the Instructional Designer will determine which media materials will be used to
achieve these goals. In some cases, the material will contain the information or ideas learners need to
achieve specific objectives. In other cases, the materials may enable learnersto devel op the skills they
need to achieve an objective. Indicate if the mediatypeisaprimary (1), secondary, (2), or tertiary (3)
source of information. Y ou can also write notes about the content presentation media and their use in the
right-hand column.

Course Content Summary

Course Name: Fundamentals of Nursing Course Number: CDG 3555 Lead Faculty: Jone Doe

Course Goal: Learners should master the fundamental skills and processes of the IT profession.

Content Presentation Media

[}
ho] — ()
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| = | a|lP| S| o gl s
ke] (7] = | o Q| 5 1<
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Week Objectives plo|l2|lz|s|<|o|b Notes

Week 1 | 1. Discussthesix rolesof the 2 1 1 Theroles are described verbally in
professional IT expert the textbook and shown on the
described in the textbook. videotape.

1.1 Describe an example of any 1 | Threaded discussion will allow
oneof thesix rolesina learners to discuss and ask questions
paragraph. about the various roles.

Week 2 | 1.2 Readand critiquean articleof | 1 | 1 Thereview process and Literature
your choice on one of the six Review Form are in the textbook.
roles of nursing using the Learner selects article of choice.
Literature Review Form . .
provided in the textbook. The process wi Il be described on the

Web site and demonstrated on the
course CD.
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Developing Course Goals and Instructional Design Components

Course Goals

Course goals are the broad, overall purposes for the course. They may be content or cognitive goals,
affective or attitudinal goals, or psychomotor goals.

Content or cognitive goals refer to the attainment of an intellectual skill, from learning facts to critical
thinking and the manipulation of information. For example, The learnerswill apply the laws of physicsto
everyday problems.

Affective or attitudinal goals refer to the development of feelings and values. For example, The learners
will appreciate the contribution of history to current society.

Psychomotor goals refer to the development of athletic, manual, or other physical skills. For example,
Thelearnerswill learn to operate a camera.

Y our course goals may be one of these or a combination of two or more. The goals will guide you and
your Instructional Designer in developing your objectives, activities, and assessments.

ACTIVITY

Write some goals for your course (at least one of each type, if
appropriate) and share them with your colleague participants.

To this point, this Guide has discussed the purpose of each of the three components in the instructional
design process and how these components should relate to and align with one another. What followsisa
detailed look at how each component should be constructed in order to fulfill itsintended purpose.

Course Objectives
Objectives are very specific statements of what learners will be able to do upon completion of the course.
An effective DL course depends on clearly stated objectives because faculty may not have sufficient
opportunity to clarify any ambiguities to learners or the Mentor. Examples of objectives are shown on the
sample Course Map (see page 6). Other examples are shown below.

From memory, you will list five characteristics of a good news story.

Given a checklist and a URL, evaluate the computer interface design according to the checklist.
An effective objective should do the following:
¢ inform learners what they should be able to do after completing the instruction

¢ assist theinstructor in selecting instructional activities and determining the appropriate assessment

¢ communicate to others what the instruction is attempting to accomplish
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To achieve these purposes, each objective should be written to include the following characteristics:

Action. This describes the performance expected of the learner. The description of this action should
emphasize the following:

¢ Thelearner will perform the action (not the teacher).
¢ Theaction can be observed (not implied or inferred).
¢ Theactionisareal-world skill (not just a performance on atest).

For example, alT instructor might give his or her learners the following objective: The learner will
create a project plan or roadmap. This example makesit clear that (1) the learner will create the plan;
(2) the plan can be observed by the instructor; and (3) the creation of a care plan is atask that may be
assigned to alearner.

Conditions. Thiswill state the terms under which the assessment will take place. The description of
these conditions should emphasi ze the following:

¢ Thelearner may use only the stated equipment, tools, aids, or references.

¢ Thelearner must perform within specific environmental conditions (such as a setting with specific
stated features).

¢ Thelearner will perform the action either from memory or from a checklist or other guide, or from
some combination of the two.

A common error in writing the conditions of an objective is to include instructional conditions rather
than assessment conditions. For example, consider the following objective:

After reading Chapter 3 of the textbook, the learner will be able to select computer software to
perform a given set of tasks and to meet certain criteria.

“After reading Chapter 3 of the textbook” is a description of how the learners will learn to select
computer software, not how they will be assessed. A properly stated objective should read: “Given a set
of tasks with specific criteria presented in the Study Guide, the learner will be able to select computer
software to perform the tasks and to meet the criteria.” Stated thus, the objective clearly describes the
conditions under which the learners will be assessed.

All conditions of the assessment need to be clearly stated. If the learner is to perform the action without
the assistance of course materias, be sure to add “from memory” to the objective. Alternatively, the
learner could be allowed to use references. In the nursing example (the learner will create a care plan),
you would note these conditions in the objective: The learner will create a project plan from memory; or,
The learner will create a project plan using any print reference in the IT Project Manager’s Guide.

Degree. Thiswill state the acceptable performance parameters. The description of these parameters
should emphasize the following:

¢ Thelearner must complete the prescribed action within a specific time or period (if speedisan
indicator of skill).
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¢ A set number of correct responses (such as eight out of ten) is required.

¢ Thelearner's performance will be assessed according to a specific qualitative standard (for example,
the textbook definitions of key termswill be used as the standard).

In the IT engineer example, the degree of the objective could be “which meets the criteria on page 172 of
the textbook.” This example would then read, for example: The learner will create a project plan which
meets the criteria on page 172 of the textbook, using any print referencein the IT Project Manager’s
Guide.

The compl ete objective would read, “Given a case study of alT development project and using any print
referencesin the IT Project Manager’s Guide, the learner will create a project plan which meets the
criteriaon page 172 of the textbook."

ACTIVITY

Determine if the following objectives contain an Action, a
Condition, and/or a Degree. Put a check mark in the appropriate
column after the objective for each component they contain. Check
your answersin Appendix D.

OBJECTIVES A C D

1. Learners will edit and correct at least 90%
of the errors in a poorly written paragraph.

2. Learners will be able to solve basic addition
and subtraction problems.

3. Without the use of any aids, learners will
match at least 8 out of 10 terms with their
correct definition.

4. Following a lecture, learners will correctly
list at least four causes of the Civil War.

5. Learners will understand the computer
programming process.

6. Given a nursing care plan, the learner will
know if it contains the five critical
components.

7. Learners will list the 50 states.

8. Given a needle and synthetic arm, the
learner will know how to give an injection
following the checklist in the textbook.

9. In the simulated work environment, the
learners will follow all the safety precautions
taught by the instructor.
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10. Using the diagrams provided, learners will
appreciate the process of photosynthesis.

ACTIVITY

Write some objectives for the course you are developing and share them
with your colleague participants.

See Appendix E for a checklist to use in devel oping and evaluating objectives.

Activities

The learners should be actively involved in learning and practicing the skills, behaviors, and content
stated in the objectives and should receive feedback on the correctness of their practice. When you are
designing instruction, you may start with the activities, and then write the objectives and assessments to
match these activities.

In DL, activities are often used as an alternative to lecture. Decreasing the time learners spend passively
listening to lectures allows more time for learners to directly interact with the content—and that is when
learning is most likely to occur! Engage learnersin active learning experiences. Most activities you can
do in face-to-face instruction can be done or closely approximated through DL.

Activities should be viewed from the learner’ s perspective. If an objective states that “the learner will
solve quadratic equations,” then the learner should practice solving quadratic equations and receive
feedback, not just watch the teacher solve them, or ook at solutionsin the study guide. Learners should
be actively involved in learning the content and practicing the skills (actions) stated in the objectives, as
well asin receiving feedback on the appropriateness of his/her responses.

ACTIVITY

List different types of learning activities. Compare your list with that in
Appendix E.

Instructional activities should be selected on the basis of their potential for assisting learners to master
the stated objectives. Here is an example of an activities matched to the stated objective.

Objective: Demonstrate skillsin using search tools by documenting the results
of specified search topics.

¢ Listento Lecture 2: “ Information Organization, Electronic Resources &
Internet Search Engines.”
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¢ Read S Bdll, “ Net Search Strategies.”
¢ Read D. Jabob and R. Balliot, “ How to Search the World Wide Web.”
¢ Participatein threaded discussion.

¢ Experiment with several of the online search tools described in the lecture
and readings.

¢ Submit Exercise #2: Internet Engine Search.

Choose a topic you are interested in, and do a search using three different
Web search tools. Use one Web directory, one Web index, and one meta-
search engine. Explore various features associated with each tool by
looking at how each Web search tool is organized, how you access your
topic with each one, the number of hits you get, the top ten hits, etc.

After finishing your search work, fill in the Summary Table with the
appropriate information regarding your activity, and then answer the
reflection questions.

ACTIVITY

Describe some learning activities you might use in the course you are
developing. Share them with your colleague participants.

Assessment

Assessment is an important aspect of the instructional process, especially from the learner’s point of view.
Creating good assessment procedures usually requires a great deal of effort. Again, you can develop the
assessment first, but in any case, the assessment must match the objectives for the course and should be
aligned with the activities.

It is not appropriate to teach at one level and then assess |earners based on instruction at a higher level.
For example, if you are teaching about Ohm’s Law, it is not appropriate to have the learners learn
(memorize) Ohm's Law (V=IR) and then assess them on their ability to apply Ohm’s Law. If you will
assess their response to the question, “If the voltage in a circuit is 20 volts and the current flow is5
amperes, what is the resistance in the circuit?,” then you should demonstrate how to apply Ohm'’s Law,
have learners practice applying this law (in homework problems, for example), and provide feedback
(grade their homework problems) before the assessment.

ACTIVITY

Develop assessments for the course objectives that you wrote earlier and
share them with your colleague participants.
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Evaluation of the Instructional Process

In addition to assessing learner learning and achievement, it isimportant and necessary to assess the
instructional process. Y ou will work with the Project Team to develop an Evaluation Plan. This Plan
will assess the effectiveness of the instruction and the course delivery system. Its purpose isto ensure
quality control and to provide data for continuous improvement of the course. Following are some
measures to consider. Remember: Learners are your most valuable critics and often have the best ideas to
improve the course.

+ sdf-reflection during and after devel oping the course

¢ review of the course materials

+ comments from colleagues who have reviewed the course

¢ learner performance during the course

¢ learner performance on tests and projects

¢ |earner comments on evaluation forms

ACTIVITY

Generate some techniques for assessing the effectiveness and quality of
your course and share them with your colleague participants.

Self-Assessment on DL Course Development Process

Follow the instructions bel ow to assess your understanding of the instructional design process for DL.
When you are finished, discuss your self-assessment with your Instructional Designer.

1. Discussthethree principal components of the instructional design process and explain how they are
interrel ated.

2. Write some (additional) objectives for your DL course and critique them using the Objectives
Checklist. (See Appendix E.)

3. Write some (additional) activities for your DL course and critique them using the Activities
Checklist. (See Appendix E.)

4. Develop some (additional) assessments for your DL course and critique them using the Assessment
Checklist. (See Appendix E.)

5. Discussthe way in which the objectives you have written are aligned with their respective activities
and assessments.

6. Generate an Evaluation Plan including techniques for your DL course.
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APPENDIX A

Course Map
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Course Name:

Course Goal:

Course Number:

Course Map

Lead Faculty:

Instructional Designer:

Objectives

Activities
(practice and feedback)

Assessments
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APPENDIX B

Course Timeline
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Course Name:

Course Goal:

Course Number:

Course Timeline

Lead Faculty:

Instructional Designer:

Objectives

Activities
(practice and feedback)

Estimated
Time
(hours)

Assessments

Week 1

Week 2

Week 3

Week 4

Week 5

Week 6

Week 7

Week 8

Week 9

Week 10

Week 11

Week 12

Week 13

Week 14

Week 15

Week 16
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APPENDIX C

Course Content Summary
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Course Content Summary

Course Name: Course Number: Lead Faculty: Instructional Designer:

Course Goal:

Content Presentation Media

Notes

Study Guide
Other Print
Textbook
Web Site
Videotape
Audio tape
CD-ROM

Other

Week Objectives

Week

Week

Week

Week

Week

Week

Week

Week

Week

Week

Week

Week

Week

Week

Week

Week
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APPENDIX D

Course Objectives Practice Activity Solution
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Determine if the following objectives contain an Action, a
Condition, and/or a Degree. Put a check mark in the appropriate
column after the objective for each component they contain. Check

ACTIVITY

your answers in Appendix D.

OBJECTIVES

1. Learners will edit and correct at least 90%
of the errors in a poorly written paragraph.

2. Learners will be able to solve basic addition
and subtraction problems.

3. Without the use of any aids, learners will
match at least 8 out of 10 terms with their
correct definition.

4. Following a lecture, learners will correctly
list at least four causes of the Civil War.

5. Learners will understand the computer
programming process.

6. Given a nursing care plan, the learner will
know if it contains the five critical
components.

7. Learners will list the 50 states.

8. Given a needle and synthetic arm, the
learner will know how to give an injection
following the checklist in the textbook.

9. Inthe simulated work environment, the
learners will follow all the safety precautions
taught by the instructor.

10. Using the diagrams provided, learners will

appreciate the process of photosynthesis
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APPENDIX E

Objectives and Activities Checklists
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Objectives Checklist

Objectives should include these three components:

Action. This describes the performance expected of the learner.

¢ Thelearner will perform the action (not the teacher).

¢ Theaction can be observed (not implied or inferred).

¢ Theactionisareal-world skill (not just a performance on atest).

Conditions. Thiswill state the terms under which the assessment will take place.
¢ Thelearner may use only the stated equipment, tools, aids, or references.

¢ Thelearner must perform within specific environmental conditions (such as a setting with specific
stated features).

¢ Thelearner will perform the action either from memory or from a checklist or other guide, or from
some combination of the two.

Degree. Thiswill state the acceptable performance parameters.

¢ Thelearner must complete the prescribed action within a specific time or period (if speedisan
indicator of skill).

¢ A set number of correct responses (such as eight out of ten) isrequired.

¢ Thelearner’s performance will be assessed according to a specific qualitative standard (for example,
the textbook definitions of key terms will be used as the standard).
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Types of Activities

Some common activities used in distance learning courses:
¢ Reading atextbook or information on a Web site

¢+ Completing activitiesin a study guide

¢ Viewing avideotape or CD-ROM

¢ Listening to an audio tape

¢ Solving homework problems

¢ Reconstructing a set of notes into arelational diagram
¢ Participating in athreaded discussion

¢ Preparing a product (project, computer program, term paper, etc.)
¢ Conducting alaboratory experiment

¢ Practicing atechnique/performance

¢ Writing a paper

¢ Doing acase study or ssimulation
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Glossary
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Glossary
Activities —learning eventsin which the learners participate (actively, not passively); may be individual
or group based; usually include practice with feedback

Affective —the type of learning that involves changes in interests, attitudes, and values and the
devel opment of appreciation

Attitudinal — see affective

Assessment —methods and techniques used to determine how well learners have |earned/mastered the
instructional objectives (see also evaluation)

Competencies — abilities that the learners have or are to learn and can/will demonstrate at alevel of
proficiency measured according to some criteria

Concurrent threads — each week'’ s activities focus on parallel concepts throughout the semester

Conference — an online threaded discussion uses software in combination with the course Web site to
have a dialogue with classmates on a specific topic provided by the Instructor or Mentor

Content —the information, skills, and processes that are included in a course

Course Content Summary —aform showing the objectives, content presentation media, and
associated notesin chronological sequence

Course Map —aform listing the objectives, activities, and assessments for a course or unit of
instruction

Course Timeline —aform showing the objectives, activities, and assessments for a course arranged in
chronological sequence

Course planning document —aform used in preparing a course such as course map, course timeline,
and course content summary

Cycles —when one overarching/global concept is reiterated in each unit throughout a semester

Distant learners —learnersin an organized instructional program in which they and the
Instructor/faculty member are physically separated by time and/or by geography

Evaluation —techniques used to determine the effectiveness of the instruction and the course delivery
system (see also assessment)

Feedback —information provided to learners regarding how well they are doing during practice or
assessment; may be provided by printed materials, a computer, a peer, an Instructor, a Mentor, etc.

Goals — broad, overall statements of purpose for a course

Interactive instruction —aprocess that allows or requires some level of learner involvement (physical
and/or intellectual); active as opposed to passive learning
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Medium (plural: media) —achannel of communication; anything that carries information between a
source and areceiver (instructional mediainclude printed materials, Web sites, videotapes, CD-ROMs,
etc.)

Objectives — specific statements of what learners will be able to do upon completion of instruction

Practice — activities that ask learners to demonstrate the performance called for in the objectives and are
usually followed by feedback

Prerequisites —knowledge, skills, and abilities that learners should have before beginning a
lesson; the instruction will build upon these

Psychomotor — the type of learning that involves movement (motor) and knowledge (psycho). For
example, giving an injection

Process (as used in reference to competencies) — learners become competent using a tool, such
as concept mapping

Resources —materias (print, audio, and visual media, etc.) and humans (Instructors, Mentor, peers,
etc.) which learners can use to master the objectives

Threaded discussion —learners carry on a dialogue about a specific topic by accessing the Web site
conference software and sending in comments to be included in the posted discussion

Units — several weeks of instruction focused on one major topic

Work group —agroup of learners working together on atask as part of the learning process; sometimes
called a study group
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Supplemental Readings
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Supplemental Readings

Callis, B. (1996). Tele-Learningina Digital World: The Future of Distance Learning. London, UK:
International Thomson Computer Press.

Dick, W., & Carey, L. (1996). The Systematic Design of Instruction. 4th ed. New Y ork: HarperCollins.

Harasim, L., Hiltz, S. R., Teles, L., & Turoff, M. (1995). Learning Networks. A Field Guideto
Teaching and Learning Online. Cambridge, MA: MIT Press.

Khan, B. H. (1997). Web-Based Instruction. Englewood Cliffs, NJ: Educational Technology
Publications.

Moore, Michael G., & Keardey, Greg. (1996). Distance Education: A Systems View. Belmont, CA:
Wadsworth Publishing Company.
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