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Standards for Producing Training Curricula

Curricula should include:

A. Background and descriptive information.

1. Basis of the curricula (why it was developed)

2. Target audience 

3. Other relevant information explaining the material and supporting its use in a different setting 

4. Resources supporting the content, (e.g., citations, web links, prototype materials, tools, and guidelines) 

5. Copyright and contact information

B. Directions on how to use the curricula.

1. Guidance on using adult learning principles

2. Specific tips to improve learning 

3. Outcome and competency statements 

4. Suggestions on adapting the curricula and supporting materials for a different target audience or for a different context 

C. Course planning forms and checklists.

1. Materials, equipment, and facility specifications

2. Unit or module overviews with key messages 

3. Scope and sequence guidelines, (e.g., sample course outline or agenda with timeframe) 

D. Guidance on tailoring each particular workshop so it matches the needs or wants of participants, or fits a program’s needs.

1. Topic-specific materials and questions to help trainers gather needs assessment data that helps determine what participants want or need to learn; and what skills they wish or need to develop

2. Materials may include:

· Questionnaires or discussion questions for gathering information from potential participants and/or their supervisors before the workshop

· Questionnaires to be collected at the beginning of a training session

· Suggested questions that trainers can ask at the beginning of the training

· Exercises that help participants think about their own learning objectives 

· Pre-tests or activities to determine what participants already know; or what they want to learn

3. Suggestions for revising the workshop so it better addresses the needs of the group 

4. Optional sessions, when relevant 

E. Specific, measurable, and realistic learning objectives.

1. Learning objectives explaining what participants should know or be able to do as a result of the training or learning activity. 

2. Objectives should be specific. They should state specific knowledge, attitudes, or skills that a participant should be able to demonstrate.

3. Objectives should be measurable. It should be possible by observation, testing, problem-solving exercises, or some other means of evaluation to determine whether participants have achieved the anticipated learning objective.

4. Objectives should be achievable and realistic. Learning objectives describe expectations of knowledge, attitude, or behavior change that are realistic given the instruction conditions (e.g., training time and size of the group).

F. Clear and complete course content.
1. Course outline including content, learning activities, directions, and timeframes

2. Easily understandable presentation notes with support materials for each session (e.g., PowerPoint, overheads, participant worksheets, and handouts)

3. Include important teaching points for the trainer to introduce, discuss, or address

4. Active learning exercises (e.g., role plays, group discussions, case studies, brainstorming, and skills practice) providing opportunities for participants to clarify, question, apply, and consolidate new knowledge

5. Participant handouts and other course material easily understood by participants

6. Accurate and appropriate technical content
7. Ordered content with information moving from basic to specialized, and from simple to complex

8. Suggestions for presenting the material

9. Participant opportunities for building on what they’ve previously learned

G. Integrated evaluation plan/tools.

1. Methodology and tools for assessing participants’ learning and progress, (i.e., evaluation) 

2. Evaluation instrument(s) should measure:

· Process—to get immediate feedback about the workshop experience, (e.g., content usefulness and quality; trainer/facilitator’s helpfulness and applicable experience; adequacy of the handouts or other materials, facilities, workshop registration/preparation, etc.)

· Outcome—to measure participants’ immediate changes in knowledge, attitude, or behavior based upon exposure to the training session or course, (e.g., pre- and post-training questionnaires or tests, open-ended questions, interviews, exercises)  

· Impact—to measure longer-term training outcomes, (e.g., guidelines for conducting follow-up interviews, site-visit procedures, and suggestions of markers for measuring longer-term outcomes)

3. Evaluation questions linked to specific learning objectives.

4. Participants’ suggestions on improving future workshops of this type

5. Trainer/facilitator self-evaluation form.

6. Observer form for giving feedback to trainer/facilitator.
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