[image: image3.png]



Formal & Informal Learning: 
Training for Performance
Post Workshop Activities & Resources
Introduction 
Complete the reviews and activities in this guide to help you remember and apply the things you learned in the workshop.

	Summary of Post Workshop Activities
 
	Timeframe
	Done

	A. Learning Evaluation & Action Plan 
(pg 2)

	Today
	

	B. Spaced Reviews (pgs 3-4)

	Tomorrow and Ongoing
	

	C. Post Workshop Learning Activities 
    1. Training System Analysis (pg 5)
    2. Critical Thinking About Informal Learning
        (pg 6)
    3. What is eLearning 2.0? (pg 6)
    4. Survey Monkey (pg 6)
    5. Course Blogs (pg 7)

    6. IPEF & KSA Performance Levels (pg 7-9)
	Start soon
	

	D. Visit this course’s blog at http://ipef.wordpress.com/welcome/ 

	Tomorrow
	


Getting Help
If you have any questions, comments or would like to talk about these ideas, please feel free to contact Quinten Klingonsmith at 801.386.0473 or email at qklingon@utah.gov or at this course’s blog http://ipef.wordpress.com/welcome/.
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A. Learning Evaluation & Action Plan
This self-evaluation will help you bridge your in-class experience with what you need to apply these ideas in the real world. It will help you think about what you learned and make plans to implement what you found helpful. This workshop is a jumping off point. 

Your goal should be to apply something you learned in the workshop to your everyday work. How can you make a greater impact on your employee’s performance? Answer the following questions:

1. Reaction: Did I enjoy the course? What distracted from my learning? What can I do better next time to make my learning experience better?

2. New knowledge, skills and abilities: 

From this course I’ve learned…

	Agree
	Somewhat Agree
	Somewhat Disagree
	Disagree

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


(a) the impact of formal and informal learning on performance

(b) how to identify IPEF gaps in my current courses and training system

(c) new ideas about how to fill IPEF gaps, especially in informal training

(d) at least three ways to extend my reach into informal learning

What additional steps should I take outside of class to further develop these KSAs? (See http://ipef.wordpress.com/welcome/ for help)

3. Applying the learning: How will I apply these new KSAs to my day-to-day work? (See the “Post Workshop Activities” page on http://ipef.wordpress.com/welcome/  for ideas)

4. Effects on performance: What results do I expect by applying the above KSAs?

B. Spaced Review
Instructions: Review your Action Plan (pg 2), notes and pages 3-4 to refresh your memory of the main workshop concepts. Take 5-10 minutes to review this information 1, 3, 7, 14, 30 and 90 days after the workshop. Tip: Schedule reminders in GroupWise.
Tip: For a more thorough review, you may want to download and review the workshop slide show (complete with slide notes) from http://ipef.wordpress.com/workshop-materials/.
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KEY POINTS

Use IPEF techniques and spaced reviews, post class activities and structured informal learning to increase retention, recall and application.

How do we improve performance?

1. Extend the impact of formal training beyond the class or web-based course – Use IPEF, reviews, post class assignments.

2. Promote an informal learning culture

· Realistic expectations of formal learning (only 25%)
· Technology support including post class web sites, blogs, etc.
· Resources and tools including help lines, policy and procedure manuals, performance support, quick guides etc.
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IPEF Teaching Method
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The learning methods are Instruct, Practice, Feedback and Evaluation or IPF&E.
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INSTRUCT:  Indicates when the facilitator conveys new knowledge to the participants. For example, they may introduce a topic or concept through lecture, video, presenting a visual aid, demonstration, etc.  
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PRACTICE:  Indicates when the facilitator leads an activity to help the participants apply a concept or build a skill.  Examples include modeling, role-playing, simulations, games, computer lab work etc.
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FEEDBACK:  Indicates opportunities for facilitators to give immediate feedback to the participant. Feedback helps the participant confirm that they understand the concept being taught and may include questions, activities, and observations designed to garner feedback.
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EVALUATION:  Will be used when the facilitator tests the knowledge, skills, and abilities of the participant through questions, tests, observation etc.
C. Post Workshop Learning Activities
Activity #1: Training System Analysis
This analysis will help you look at your whole training system to see if you are implementing IPEF across formal and informal delivery methods, e.g., classrooms, web based, mentor, help systems, performance support etc.

Instructions: List how you provide I, P, E and F through formal and informal methods. Where are the gaps? What can you do to close the gaps? Are you spending resources in areas that will not yield the desired performance outcomes? You may want to do this exercise separately for each of your major audiences, e.g., line worker, specialist, management, new employee or incumbent workers. 

	
	I
	P
	E
	F

	
	Input, information, instruction
	Process, practice, perform
	Evaluate
	Feedback

	Formal


	
	
	
	

	Structured Informal


	
	
	
	

	Natural

Informal


	
	
	
	


Activity #2:
Critical Thinking About Informal Learning
Purpose: 
The goal of this activity is to get you thinking critically about what Jay Cross says in his 10 minute video about informal learning. Do you agree with everything he says?
Instructions: 

Watch the video, answer the “Questions for Thought” leave a comment for others to read at http://ipef.wordpress.com/2008/10/14/activity-2-critical-thinking-about-informal-learning/ . 

Activity #3: What is eLearning 2.0?
Purpose:
Be able to answer the question, “What is eLearning 2.0 and how can it help with informal learning?”
Instructions:

Read some of the Learning Solutions articles about eLearning 2.0. These are located on the Further Reading & References page (http://ipef.wordpress.com/further-reading/).

Activity #4: Survey Monkey
Purpose:
Be able to create a free survey using the Survey Monkey web service. Surveys could be quizzes, pre or post class tests or class evaluations.

Instructions:

1. Create a fee account at http://www.surveymonkey.com/ (click the “Join Now for Free!” button on the left side.)

2. Use the online help and tutorials to create a simple web-based quiz or class evaluation.

Note: Use your discretion about what you put on any technology service that is not owned and controlled by the Department of Technology Services. You will probably be OK to experiment with this service, but please make sure to go through the proper channels to get any necessary permission and approval before using new technologies on an ongoing basis. There may be confidentiality, privacy and compatibility concerns.

Activity #5: Create a Course Blog
Purpose:
Be able to create a free blog using the WordPress web service. Your blog could be used to support a particular course or series of courses.

Instructions:

1. Create a fee account at http://wordpress.com/signup/  (See warning below.)

2. Use the online help and tutorials to create a simple blog that could be used to support your class.

3. This workshop’s blog is an example of a web site that could be used to support informal learning. Even if you do not have the opportunity to create your own blog, what are some other ways that you could see using this technology? Please leave comments on http://ipef.wordpress.com/2008/10/14/activity-5-create-a-course-blog/ 
Warning: Most organizations have their own Intranets that serve these types of purposes. In most cases, content is required to be placed only on their secure servers. This activity will give you a feel for technology that is available, but you must work with your organization and DTS to implement any new technology solution. 

Even in this practice activity, use discretion about what you put on your blog. Again, please make sure to go through the proper channels to get any necessary permission and approval before using new technologies on an ongoing basis. There may be confidentiality, privacy and compatibility concerns.

Activity #6: IPEF & KSA Performance Levels
Purpose: 
Identify different teaching techniques and tools that you could use in each stage of the IPEF teaching process depending on whether you are trying to teach knowledge, build skills or improve abilities.

Background:

In class we filled out a grid that gave examples of instruction, practice, evaluation and feedback for several different formal and informal delivery environments. This activity is similar, but it will get you thinking about how to use instruction, practice, evaluation and feedback to move people along the performance curve, i.e., from knowledgeable, to skilled to able (high performance). 

Because different techniques are used to teach knowledge, build skills and develop abilities it is helpful to describe the IPEF teaching process with slightly different words. For example, to teach knowledge we may think of the “P” in IPEF as helping people “process” new information rather than “practice” knowledge. To develop abilities the “P” may be thought of as “performing” real world work rather than “practicing” work. The grid includes these variations to the IPEF acronym.
Instructions: 

1. For each row (knowledge, skill or ability) list teaching techniques, tools, resources and activities that could be used to accomplish that particular stage of the teaching process, e.g. I, P, E or F. 
For example, to teach knowledge we may “instruct” using lecture, reading, observing etc. To build skills we may provide “instructions” for activities such as scenarios, role plays and simulations. To help develop abilities we must first understand where employees get their experience. We must understand what “initiates” the tasks that we want them to perform better.

2. After you complete your grid, send it to Quinten Klingonsmith at qklingon@utah.gov. He will review it and send you feedback. 
Check the  http://ipef.wordpress.com/2008/10/14/activity-6-ipef-ksa-performance-levels/ site to joint the discussion and see what others have placed in their grid. As a group we will identify many techniques, tools and resources that may help as you design or teach your next course.

Activity #6: IPEF and KSA Performance Levels
Worksheet
	
	Instruction
	Practice
	Evaluation
	Feedback

	
	Instruct
	Process
	Evaluation
	Feedback

	Knowledge-
an organized body of information, usually factual or procedural in nature.

	
	
	
	

	
	Instructions
	Practice
	Evaluation
	Feedback

	Skills-
the proficient manual, verbal, or mental manipulation of data or things.

	
	
	
	

	
	Initiate/Invite/Invoke (real world work)
	Perform
	Evaluation
	Feedback

	Abilities-

the power or capacity to perform an activity or task

	
	
	
	


Name:





Organization:
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