[image: image1.png]ROBERT
MORRIS X
UNIVERSITY



COMPUTER AND INFORMATION SYSTEMS DEPARTMENT

-- Course Syllabus Level III --
INFS 3410A - Training and Development in Business

Instructor:  Dr. Gary Alan Davis





Location:  Hale 304







Office:  Student Center 463






Time:  Tues 6 - 10










Office Hours:
By appointment (during Summer)
Phone: 412.269.4892


Email:  davis@rmu.edu



COURSE INFORMATION________________________________________________

COURSE MATERIAL:

Text:  The Trainer’s Handbook, by Karen Lawson, Jossey-Bass Pfeiffer Publishing,                   1998

COURSE DESCRIPTION:
INFS 3410 Training and Development in Business provides the student with application of theories of learning and instructional development of the education and training of employees in the organizational environment. Topics include instructional design and implementation strategies, adult learning techniques, training needs assessment and evaluation strategies, delivery techniques, training administration, and training and development trends.

Prerequisites:  Software proficiency in word processing

PRIMARY GOAL:  

The primary goal of INFS 3410 Training and Development in Business is to provide up-to-date information on adult/corporate training programs and the systematic approach to delivering effective instruction with high impact for both the participants and the organization. 

OBJECTIVES: 

Topic 1: Assessing Needs

Describe the purposes of and methods used in conducting training needs analyses

Use resulting data to determine the kinds of employees training/retraining programs that could result

Topic 2: Understanding Adult Learners

Recognize the characteristics of adult trainees as learners

Integrate the principles of adult learning in designing training programs

Recognize various training styles

Identify various diversity issues

Explain cognitive processes

Topic 3:  Writing Instructional Objectives


Identify parts of a learning objective


Write learning objectives for specific environments

Topic 4: Selecting, Designing, and Developing Active-Training Methods

Determine utility and validity of training materials, media, and methods suitable for various learning environments

Simulate a training program for a specific topic

Recognize group dynamics

Analyze individual and group tasks to determine information requirements

Topic 5: Delivering Training


Discuss experiential and active-training techniques


Discuss “platform” presence


Recognize questioning techniques

Discuss communication, questioning, writing, and listening skills as they pertain to training


Topic 6: Using Visual Aids


Describe commonly used visual aids

Topic 7: Evaluating Training


Describe why, when, whom, how, what to evaluate


Explain “The trainer as facilitator.”


Discuss guidelines for handling questions


Discuss guidelines for handling problem students


Topic 8: The Future in Training


Discuss trends and issues related to organizational training in the next decade


Explain life-long learning

Explain the evolving leadership role of information management as it applies to training 
Information Technology Requirements:
     The following software packages are utilized in this course:

1. Word Processing                      

2. Presentation Software  

As a course prerequisite, students are expected to be proficient in word processing and presentation software packages. Your instructor maintains a faculty Web page.  E-mail communication is available between the student and the instructor. Students may be required to use electronic library resources for class assignments.

EVALUATION CRITERIA:

Your final grade will be calculated using weighted percentages, with each of the following categories contributing, as listed:

                                             Exam 1

20%

                                             Exam 2

20%

                                             Final Exam

20%

                                             Class Presentation  
15%


Homework Assignments
15%


Attendance/Participation
10%




100%

Your final grade will be calculated as follows:  
GRADING SCALE:

92.51 – 100 %  A

89.51 -  92.5     A-

86.51 -  89.5     B+

82.51 -  86.5     B

79.51 -  82.5     B-

76.51 -  79.5     C+

69.51 -  76.5     C

59.51 -  69.5     D

  0.0  -  59.5      F

SPECIAL ACCOMMODATIONS FOR STUDENTS:
Students who may be eligible to receive learning support or physical accommodations must contact the Center for Student Success at 412-262-8349 to schedule an appointment with a counselor and to learn more about accommodation procedures. To receive accommodations in this course, arrangements must be made through the Center for Student Success.


CLASS SCHEDULE (Tentative)

	Week
	DESCRIPTION
	REFERENCE TO TEXTBOOK MATERIALS, TUTORIALS, or READING SUPPLEMENTS

	1 (5/24)


	Assessing Needs
Understanding Adult Learners


	· Introduction to class & class schedule

· Syllabus

· Text, Module 1

· Text, Module 2

· Training with Style video (Part 1)



	2 (5/31)


	Training Style

Understanding Today’s Learner
	· Text, Module 3 - Training Style 

· Text, Module 4 - Understand Today’s Learner
· Training with Style (Part 2)



	3 (6/7)


	Exam 1 Review

Writing Instructional Objectives


	· Exam 1 Review

· Exam 1 (Modules 1 – 4)

· Text, Module 5 - Writing Instructional Objectives 

	4 (6/14)


	Writing an Instructional Plan

Active Training Methods

1st practice presentations
	· Text, Module 6 - Writing an Instructional Plan 
· Text, Module 7 - Active Training Methods
· Practice presentations (10)



	5 (6/21)


	Delivering Training

Exam 2 Review
	· Text, Module 8 - Delivering Training 

· Exam 2 Review

· Exam 2 (Modules 5 – 8)




	Week
	DESCRIPTION
	REFERENCE TO TEXTBOOK MATERIALS, TUTORIALS, or READING SUPPLEMENTS

	6 (6/28)


	Using Visual Aids

Working with Groups

2nd practice presentations


	· Text, Module 9 - Visual Aids 
· Text, Module 10 - Working with Groups 
· Practice Presentations (10)



	7 (7/5)


	Creativity in the Workshop

Evaluating Training
	· Text, Module 11 - Creativity Presentations
· Text Module 12 - Evaluating Training 
· Final Exam (Modules 9 – 12)


	8 (7/12)
	The Future in Training

Class Wrap-up


	· T&D articles

· Finish outstanding topics

· Final presentations (10)
· Instructor evaluations




