
The DID Designer

During the design phase, you should envision the entire instructional unit from start to finish.  Then fully describe your vision in terms of each of the six critical steps in the design process.  

How to Use the Designer:  For each of the steps below, click into the shaded box under each step to enter your own lesson design elements.  The box will expand to accommodate your entry.  Save and print the completed template when you are done.
STEP 1 - KNOW THE LEARNER

Summarize the characteristics of the learners for whom you are creating the lesson. Consider the following questions that might be answered in step 1:  

· What are the personal demographics (ethnicity, socio-economic level, cultural background) that might impact learning?

· What is the developmental stage of the student relative to the content? 

· What is the cognitive/learning style of each student?

· What are the student’s strengths in terms of multiple intelligences?

· What group dynamics might help/hinder the teaching and learning process?

· What are the student’s entry skills with reference to the content?
	*Demographics: Multicultural, worldwide, 25% White non-Hispanic, 25% Hispanic (Mexico site), 25% Chinese, 25% Malaysian.  Mostly middle class, fluent in English (but not necessarily primary language), at least basic procurement experience, at least basic Oracle experience; up to 15 local, live attendees, and up to 15 dial-ins via conference phone speakers and sign-ins via Microsoft LiveMeeting software (allows trainees in other countries to view computer/projector training presentation as well as Oracle software navigations transactions live, all from their desks or their own conference or training room)
*Developmental Stage: Adults (Ages ~20-~40)
*Learning Styles: Training will have high amounts of visual and verbal components (PowerPoint slides, Oracle, both via LiveMeeting), some logical (identifying and applying the correct templates) and will finish with a small social activity in the training evaluation test at the end, catering to social learners (as per Learning Styles Inventory http://learning-styles-online.com/inventory/results.asp) 
*Multiple Intelligences Strengths: Unknown

*Group Dynamics – Challenges: Language barrier? – English proficiency will vary

*Group Dynamics – Advantages: High amounts of purchasing and/or Oracle experience among some trainees will help with teaching & learning
*Entry Level Skills: experience with Microsoft Office software, experienced with procurement-related sections of Oracle software




STEP 2 - ARTICULATE OBJECTIVES

State the behaviors that you expect your students to be able to do at the conclusion of the unit. Consider the following questions that might be answered in step 2.  Be sure to follow the text 4-part format when constructing objectives.  

· What performance will result from the unit?

· What criteria for success are necessary to ensure mastery?

· How will you assess the performance?

· Have you included all the levels of Bloom’s Taxonomy that are appropriate for the content?

	*Performance Objective: 

[Stem(] The trainees will be able to [Target Performance(] identify, match and apply the correct purchase order clause template [Measurement Conditions(] to all types of purchase orders [Criterion for Success(] with 100% accuracy.
*How to Assess?  
1) 3 volunteer sample walk-throughs (one for each template)

2) 10-question quiz at end of training course
*Bloom’s Taxonomy: 
1) Knowledge: “Identify” – knowledge of the different types of orders, templates, and steps to apply the templates to purchase orders
2) Comprehension: “Match” – matching the correct template to the order type

3) Application: Apply – physically applying or attaching the template to the purchase order

4) Analysis: not necessary/appropriate

5) Synthesis: not necessary/appropriate

6) Evaluation: not necessary/appropriate




STEP 3 - ESTABLISH THE LEARNING ENVIRONMENT

Clarify what you plan to do to create an environment for this unit conducive to learning.  Consider the following questions that might be answered in step 3:  

· What changes need to be made to the classroom space?

· What reinforcers are needed for this unit to motivate and build learning success?

· How can learning be made active?

· How should students be grouped for positive interaction?

	*Large Conference Room (15 local people) – use one located on the second floor, center of building near purchasing department.  Spacious, climate-controlled, large glass windows into building center (back of room only, behind trainees), comfortable and adjustable seating for up to 15 (sides and rear around table), computer and projector (front of room), long and wide table (but not too wide, so people aren’t a little too far from each other even on the other side, maintaining the right distance for still seeing and hearing well), table is strong, finished wooden table with built-in outlets for laptops, available variable lighting, multiple conference call speakers on table for call-ins (spaced on table everyone in room can hear), walls/door and physical location are nearly sound-proof in these rooms, eliminating most noise/distractions.  Side table for optional refreshments and/or course handouts or related materials.  Some often business-related and positive image art on walls – modest, does not dominate walls or rooms.
*Changes to Space: 

Place order refreshments /healthy snacks from our cafeteria for training session to help keep energy high for all local attendees, catering to various intake level considerations (i.e. as per our text, Dunn & Dunn sidebar, p. 57).  Place these on the side table along wall.
*Active Learning / Reinforcers:

1) Table not mutable, so small group activities (if any) are best with a pairing approach with one or two people side by side
2) Small group activities not completely desirable but still possible with some dial-in trainees.  If in own conference room with group, yes, if dialing in from own PC, no.  Suggestion: limit # of small group activities, make them brief, or eliminate

3) Table and Room details already offer above average/excellent “physical space” and “classroom climate” (as per our text, p. 58).

4) Volunteer walk-through is an excellent opportunity for students to “take risks” (p. 58 of our text) and actively drive and reinforce learning.  Also a tremendous opportunity to maximize teacher attitude: “a positive, caring attitude” as per our text (p. 58).




STEP 4 - IDENTIFY TEACHING AND 

LEARNING STRATEGIES

Given the objectives, describe in detail the teaching and learning strategies that need to be implemented to meet the objectives. Consider the following questions that might be answered in step 4:  
· What pre-organizers are you planning?

· What prior knowledge do you need to connect to as a prerequisite for the lesson?

· How will you introduce the new information?  What methods will you use?  

· What media, materials, or technologies will support your method?

· What teaching and learning strategies will support active learning?

· How will you reinforce the new knowledge?

· What will students need to do to ensure mastery of the content?

· How will you perform formative and summative evaluation?
	*Pre-organizers: 

1) Training Presentation emailed before course, so all have an electronic copy in advance, to review if they would like, to bring to the session, and for future reference

2) Also several training packets printed out for those who like a physical copy for the training session (modest number – avoid killing too many trees!)
3) Arrive 20 minutes early to ensure computer/projector, conference phones, lighting, and Live Meeting are all functional and have presentation ready to talk to from projector at start time

*Prerequisite Knowledge: Basic Oracle and procurement knowledge – a basic trait shared by all trainees and instructor

*Prior Knowledge: Brief overview of the importance and reason for purchase order clauses on all our PO’s (financial and legal protection)

*Introduce New Knowledge: three new standard PO clause templates have been created to cover all PO’s

*Methods & Media: Audio, Visual & Digital media (as per p. 62 of our text); PowerPoint presentation-based teaching including Live Meeting so call-ins can follow along.  Will talk to presentation/training slides and switch to Oracle software on-screen as appropriate.  Trainees can follow along in Live Meeting, on their laptops, or watch on the projector screen.  
*Teacher Role/Teaching Strategies: Keep Bruner’s “spiral” in mind when describing the different types of clause templates and purchase order types.  Relate the new ones to the ones already covered, comparing and contrasting them while speaking and viewing the latest one on-screen.

*Reinforce: 1-3 Volunteer walk-through’s of example new purchase order situations.

*Student Mastery of Content: successful example walk-through’s by trainees, 100% score on quiz at end

*Formative Evaluation: Repeatedly ask if everyone understands after a presentation slide, or if they have any questions

*Summative Evaluation: Ask if everyone found the course useful at the end, send out an email thank you that includes requests for improving this course as well as suggestions for more training on any related topics




STEP 5 - IDENTIFY AND SELECT 

SUPPORT TECHNOLOGIES

Given the strategies selected, identify the technologies that will be needed in support of those strategies. Consider the following questions that might be answered in step 5:  
· What technologies and related materials are needed for this unit?

· Which technologies are required for each strategy?
	*Computer & Projector connected to network and web to access training presentation and Oracle, Laptops (optional, for live or call-in attendees), PCs (for call-in PCs at their desk who don’t have laptops), PowerPoint, Live Meeting, Printer/Copier (for training packages, quiz) 



STEP 6 - EVALUATE AND REVISE THE DESIGN

Describe the summative evaluation process you will use to evaluate the design and how the results of the evaluation will be used to revise it.  Consider the following questions that might be answered in step 6:  
· How will you know the design is effective?

· What assessment instruments are needed to measure effectiveness?

· What remediation plan should you include if students do not achieve as expected?

· What is the revision process once you have the results from your evaluation?

	Measuring Effectiveness: Quiz (objective measure) and trainee feedback at end of course (course evaluation form or email with questions/statement related to professional relevancy of what they learned and level of comfort or mastery with content).  

Revision: Based on above measures and feedback, an FAQ will be updated and adding to training package on an ongoing based.  Any parts of the presentation or training consistently deemed confusing or not useful will be adjusted or removed.  Consistent requests for elaboration on some portions or for additional, but relevant content will be added.



Lesson Plan Overview

To ready the learners, and ensure the correct audience is being reached, I will ensure only buyer-planners are invited to this training session.  These are the day-to-day purchasing task folks this training is targeted for, so by ensuring I know this is their role, I have an idea of their entry level skills already: some general purchasing experience as well as purchasing-based Oracle experience, such as the creation and processing of purchase orders.  I will provide a brief oral overview of the financial and legal importance of using the appropriate purchase order templates at the start of the lesson.

The performance objective is: “The trainees will be able to identify, match and apply the correct purchase order clause template to all types of purchase orders with 100% accuracy.”  
It is practical that this particular session (likely 1-2 hours only) covers all “lessons” involved in this objective, so multiple lessons or days will not be needed.  The order the components of the performance objective will start with reviewing purchase orders to determine their type, followed by introduction of all purchase order templates, matching the two, and finally attaching the templates from the queued list of choices to the purchase orders.  A combination of PowerPoint presentation slides and a live session of Oracle will be running as well.

Preparation of the training room includes ensuring refreshments are ordered, helping to maintain high energy levels in regards to various intake levels (i.e. as per our text, Dunn & Dunn sidebar, p. 57).  Arriving twenty minutes early to ensure all equipment works correctly (computer, projector, etc.) and to set up LiveMeeting for call-ins are also part of this step.


Finally, to check for training success, a short ten-question quiz will be administered at the end of the lesson.  Trainees will be encouraged to work with a partner or two, encouraging interaction among trainees and highlighting a good opportunity for social learning (http://learning-styles-online.com/inventory/results.asp).
Action Plan Overview


A few example checklist items for the early steps of the action plan (Identify Learning Preparation Activities and Ready the Classroom, p. 72 of our text) would include verifying each trainee’s job role prior to the session and stopping by the Xerox to print some back-up paper copies of the training presentation.


The middle steps include List Teaching and Learning Activities, Create Personal prompts and List Support Technologies (p. 72 of our text).  The trainee volunteer walkthrough of the new PO clause template process is an example of a learning activity, and the only “materials” or support technologies needed would be a live running session of Oracle posted on the projector screen and in LiveMeeting.  Some prompts or “talking points” would include the reminder of the legal and financial implications of using the correct clause template throughout the training session – this is important add meaning and value to the training objective (possibly catering to solitary learners as discussed at http://learning-styles-online.com/inventory/results.asp).  

An example feedback instrument for Step 6 of the Action Plan (p. 73 of our text) would be the end-session small-group quiz, which will provide summative feedback.  Asking for feedback or questions at the end of each slide or major step in Oracle walk-throughs will provide some formative feedback.  


Finally, in the last step, a follow-up activity (p. 73 of our text) would include adding a rolling, regularly updated (at least once per quarter) Frequently Asked Questions list to the training, communicating updates to it at its location on a purchasing and/or training website.  
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