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�Course Development Toolkit







The purpose of this Course Development Toolkit is to ease the burden on course champions.  The toolkit provides a framework for organizing the development process.  Since course development typically will not be your only responsibility, an organized approach will reduce rework to allow you to concentrate on the quality of the course content.



The Course Development Toolkit comprises two files: “Course Development Toolkit” and “Course Development Tools.”  All of the tools are embedded and explained in the toolkit.  The “Tools” document contains master copies of all the worksheets described in this toolkit.  Use this document as an electronic template when you prepare your course.



The format of this toolkit follows the major steps in the course development process:



I.	Set Learning Objectives		what will participants know?



II.	Determine Learning Measurements	how will we know if they know? 



III.	Design Instructional Strategy		how will it be delivered? 



IV.	Produce Instructional Materials		what will be delivered? 



V.	Document for Knowledge Base		how do we leverage course �			materials within Gemini? 



The concepts in this toolkit should address most courses being developed.  Not every learning experience will require the use of the entire toolkit — a thirty-minute presentation at a POA meeting, for example, will probably not require an Instructional Strategy.  However, setting objectives, determining success, preparing materials, and capturing knowledge for future use are just as important for a thirty-minute presentation as they are for a “full” course.



Stages in the Course Development Process



The following figure outlines stages in the course development process, the associated topics covered in the toolkit, and the expected output to be submitted to Gemini’s knowledge network.



�





�I.	Set Learning Objectives:  What will participants know?





Stated simply, Learning Objectives describe what participants should know, do, or feel at the completion of a planned learning experience.  They also communicate to participants what they can expect to learn as a result of the training session.



Keeping these two goals in mind when developing your course and all of its materials will allow the most important points, concepts, and tools to be at the forefront.  The critical question is, what level of participant expertise are you attempting to develop with this learning experience?  Use the following hierarchy to guide your thoughts when developing your Learning Objectives.





�





Learning Objectives must be measurable and should state not only what participants will be able to do, but also how well and under what conditions they will be able to perform.  Objectives should be stated succinctly and should contain at least two of the following three components:



•	Performance.  Performance may be related to the participants’ demonstrated ability at the end of the course.  But, more appropriately for Gemini, it should be directed to how the learning can be applied in an actual work situation.  It is the difference between understanding a methodology in a classroom environment versus the application of a methodology in a client setting.



�•	Criterion.  The criterion describes how well the learner must be able to perform for the performance to be acceptable.  The criterion must be measurable, either by quantity, quality, cost, or some other indisputable objective measure.  Criteria may be based on past performance, future organizational or client needs, or industry “best in class” certification.  They can either describe how well the ability is displayed or the results of the ability, i.e., not just performing well but also the benefits derived by our clients and by Gemini.



•	Condition.  Condition describes where the performance is to occur and under what circumstances, if any, if not readily apparent.



Selecting Your Target Audience



Determining who your target audience is goes hand in hand with the development of the course’s Learning Objectives.  Often the training need will be identified by a target group, such as, for example, GMT leadership stating that they need training to develop more Balanced Scorecard practitioners to lead streams.



A well-written course definition should contain the following elements:  reason for the course, GMT content or Discipline methodology drivers, maturity descriptors and placement, level, time with Gemini, current or future role.



Example:	This course is designed for mature senior consultants in the Financial Services GMT and the Strategy Discipline with at least two years of experience who are currently leading a Balanced Scorecard (BSC) stream or whose next assignment will be to lead a BSC stream.



This type of definition can be used when filling out the “Participant Level /Prerequisite” section of theCourse Summary referred to in section V.  Document for Knowledge Base of this toolkit.



Writing Learning Objectives



As an aid to writing Learning Objectives, the course designer should begin with the sentence: 



	“On completion of this course, participants will be able to. . .”



and then list the Learning Objectives in bullet form, beginning each point with an active verb.  The verb will represent the performance component of the Learning Objective.  The subject and object of the phrase will address the criterion and condition components of the Learning Objective.



�To organize your thoughts, try using this grid:





Learning Objectives��Work Task �Subject Matter��Performance��Criterion��Condition��Begin with a verb�Begin with a verb and answer the question: “What will the learner know or do?”�Describe how well the learner should know the subject or be able to perform�Describe what must exist for the learner to perform��Example:�����Apply Balanced ScorecardTM�Be able to implement BSC methodology . . .�. . . well enough �to lead a BSC stream . . .�. . . in a client setting with senior executives��



The example below illustrates Learning Objectives that incorporate performance, criterion, and condition elements and also portray benefits for our clients and for our organization.





Learning Objectives from Gemini’s Supply Chain Apprenticeship Course



On completion of this course, participants will be able to:



•	Conduct an assessment of the entire supply chain for a client, in an A&D environment



•	Design an RD project based on the findings and potential benefits identified in �the A&D



•	Support or lead an RD supply chain integration and/or optimization work stream or project





And help Gemini:



•	Develop practitioners for the supply chain management service offering



•	Develop materials that support an “integrated” approach to supply chain management



•	Develop a widely accepted Gemini point of view regarding our supply chain service offering��



�Avoid Common Mistakes When Writing Performance Objectives



•	Avoid making objectives long-winded.  Try to make them as concise as possible.



•	Do not use vague language.  Words and phrases such as “understand,” “demonstrate familiarity with,” or “know” should be avoided.



•	Avoid criteria that are linked to the instructor, as in “will perform to the satisfaction of the instructor.”  This avoids arbitrary differences in assessment, which should be objective.



•	Avoid lengthy laundry lists of required conditions and state only what would not be obvious to a reasonable person.



�Learning Objectives Worksheet



Instructions:



1.	Document each task or subject matter to be addressed.



2.	Identify the performance, criterion, and condition elements of the task or subject matter.



3.	Codify the elements into one Learning Objective.



�





�Validating Your Learning Objectives



Once you have developed your Learning Objectives, ask yourself the questions listed below.  Based on your responses, you may need to revise some or all of your Learning Objectives.  When you have finished writing your objectives, you can move on to the next stage in the course development process, Determining Learning Measurements.



Do the objectives:�Yes / No�Notes for Revision��1.	Follow the “verb / object” format?����2.	Describe observable behaviors or skills?����3.	Describe measurable behaviors or skills?����4.	Describe or imply criteria that:

a.	Are observable?

b.	Require performance suitable �to the level of the participant?����5.	Describe or imply the conditions�of performance?����

�II.	Determine Learning Measurements:	How will we know if �	they know?



Course developers should define learning measurements during or immediately following the development of the Learning Objectives.  These measurements, coupled with the course Learning Objectives, will become the benchmarks that guide the preparation of the course and will ensure that the scope and choice of content is made in an effective and economical way.



To be most effective, both the Learning Measurements and the Learning Objectives should be established before any instructional material is developed.



Types of Learning Measurements



Four categories of measurements are illustrated in the following chart:





�





�•	Participant Reaction.  Participant reaction is a proven tool for measuring knowledge and comprehension.  The Participant Reaction measurement closely follows the feedback typically captured, for example, at the end of Gemini Skills Workshop (GSW) modules.  In GSW, a questionnaire seeking feedback on the content of the materials, the value derived by the participant, and the effectiveness of the presenter is distributed, collected, and scored.



	The Participant Reaction mechanism has proven to be an effective tool for GSW, since the workshop’s goal is to build knowledge comprehension for new Gemini team members.  However, you may have to use more sophisticated measurement tools in situations where your Learning Objectives are more complex.



•	Participant Learning.  Typically, the most difficult stage in measurement is determining participant learning.  To value the impact of the course, it is necessary to measure the level of the participant’s ability at the completion of the course compared to his or her ability at the beginning of the course.  In doing so, the art is to make the measurements meaningful without establishing an “industrial complex” to measure and tabulate results.  At the end of instruction, participants should understand where they stand along a development continuum and commit to any next steps required to deliver learning to clients.



•	On-the-job Performance.  The next most difficult measurement is the change in on-the-job performance.  It is critical that newly acquired skills and knowledge be utilized quickly.  Instructor and learner could now be continents apart.  The learner runs the risk of becoming lost, or worse, using skills inappropriately based on a vague recollection of “something that was taught a year ago at a project management workshop.”



•	Organizational Impact.  This measurement is not linked directly to the learning experience being developed.  It addresses the results of applying this new capability or knowledge.  The most encompassing measure would be additional revenue attributed to owning this capability and successful client delivery generating referrals that are converted into sales.



Some Measurement Tools to Choose From



The following is a list of mechanisms and tools to measure the achievement of Learning Objectives:



•	Questionnaires at the end of sessions

•	Questionnaires 30-60 days after instruction

•	Informal student/ instructor interviews

•	Instruction exit interviews�•	Group discussions

•	Benefits and concerns

•	Expectations exchange and review

•	Written pre- and post-instruction tests�•	Roles plays

•	Simulations

•	Presentations

•	Performance checklists��



�Learning Measurements Worksheet



The following worksheet will help you to organize your thoughts on Learning Measurements and ensure that they match the Learning Objectives.



Instructions:



1.	Transfer Learning Objectives from the Learning Objectives Worksheet



2.	Based on the Learning Objective and the information contained in the Learning Measures figure in the “Types of Learning Measurements” section above, identify measurement purpose, measures of success, a tool to perform the measurement, and next steps to prepare the measurement tool.



�



�Validating Your Learning Measurements



Before moving on to the next section of the Course Development Toolkit, there are few questions that you should ask yourself.  Based on your responses, you may need to revisit some or all of your Learning Measurements to ensure that they are meaningful.





�Yes / No�Notes for Revision��1.	Are the Learning Measurements reliable, valid, and efficient?����2.	Do the Learning Measurements show a one-on-one correlation to the Learning Objectives?����3.	Do the Learning Measurements address competency at the client site as well as at the end of the course?����



�III.	Design Instructional Strategy:  How will it be delivered?





In the most general sense, an Instructional Strategy is an overall plan governing instructional content and process, i.e., what will be taught and how it will be taught.  Instructional Strategy should grow out of the Learning Objectives and Learning Measurements that have previously been established.  



Once the strategy has been determined it can be used as:

•	A prescription to develop instructional materials

•	A set of criteria to evaluate existing materials

•	A set of criteria to revise existing materials

•	A framework upon which presentation materials, pre-course readings, exercises, interactive group exercises, and self-study materials can be planned



Choosing an Appropriate Instructional Strategy



To make an informed decision on an Instructional Strategy, consider the Learning Objectives, the participants, and the constraints on the instructional process.



A strategy for sharing industry information and building awareness will differ from a strategy to teach a consulting skill or to develop a practitioner in a  particular methodology.



If learners are inexperienced, instruction should be based on an expositive approach.  Course participants are exposed to a subject at a uniform rate, with the pace set more by the instructor than the learner.  If you think about GMT meetings that you have attended where trends within industry segments are shared, you have participated in an expository process.  New information has been exposed to you at a pace set by the presenter.  Learners with more subject knowledge typically prefer a process of discovery.  This allows them to draw on their experiences as they learn and take a more active role in the learning process.



The primary considerations concerning constraints include time and control factors:  the time required for learners to discover, the time in delivery, and the time to process new information and methodologies.  Also, participants will reach discovery at different rates.  When time is short, more control by the instructor can be employed:  the same information is shared at the same rate for all.  The message may be delivered consistently, but you risk losing the interest of those “at the top of the class.”



There is no one clear strategy.  Any type of training can be delivered any number of different ways to reach objectives effectively.  It is important to decide on a  strategy before materials are developed.  The risk is, you may deliver the most insightful instruction loaded with industry examples, but the topic may be irrelevant.



�The following figures lists various types of Instructional Strategies for your review.  Use them as a mindset when you develop your strategy later in this section or to answer to question “how will training be delivered?”.







Types of Instructional Strategies��Strategy�Description��Impromptu discovery�unplanned learning, no instruction involved��Free exploratory discovery�broad learning goals are fixed, learner is free to choose how to achieve the desired outcomes��Guided discovery�objectives are fixed, learner is guided as to appropriate methods and conclusions��Adaptive discovery�guidance and feedback are given individually��Intrinsic discovery�guidance and feedback according to a pre-planned program, based on a typical student��Inductive exposition�trainer “talks through” the discovery process��Deductive exposition�lectures��Drill and practice�rote learning, demonstration and practice, no conceptual understanding needs to be involved��



�Example Instructional Strategy



The following example generally follows the model of Gemini Skills Workshop.  GSW mixes different strategies based on an individual module’s requirements and the overall Learning Objectives for the workshop to arrive at a hybrid strategy, Instructional Strategy Based on Events (ISBE).  GSW utilizes this strategy based on “guided discovery” and “adaptive discovery” to meet its objectives.  



When you are developing your course and arrive at this point, do not be tempted to begin developing materials and content, yet.  Prepare a strategy based upon events, similar to this example, to save yourself rework later.



Instructional Strategy Based on Events (ISBE)��

1.	State the Learning Objectives to clarify:

a.	What is to be learned

b.	How the participant can demonstrate the desired performance

c	How the performance can be evaluated



2.	Explain the importance of the learning experience



3.	Provide the background information that the learner must have to achieve the Learning Objectives 

			(“tell” the learner what to do and why)



4.	Demonstrate the behavior or skill

			(“show” the learner)



5.	Guide practice

			(ask the learner to “do” or “apply” the behavior or skill)



6.	Allow for unguided practice

			(ask the learner to “do” or “apply” the behavior or skill without �		the benefit of extensive instructor coaching)



7.	Evaluate the learner’s performance and knowledge

			(“follow up” with the learner)



8.	Provide feedback and direction for future learning��



�Instructional Strategy Worksheet



Instructions:



1.	Using the example in the worksheet as a guide, develop your Instructional Strategy.



�

�Selecting Media



As an interim step between developing Instructional Strategy and producing course content, examine the media options, the way that the message will be conveyed to the learner.  Some choices are:



Combinations of media�interactive video, multi-image, slides/audio, computer-based training (CBT), videoconferencing, teleconferencing, computer on-line forums

(Note: Tips for conducting video and teleconferences appear in the appendix)��Projected pictures�overhead transparencies, slides, films, videotape��Physical materials�job aids, photographs, diagrams, charts, graphs, flipcharts, models, objects/devices��



When making your media selections, ask yourself the following questions:



•	Do the Learning Objectives provide clues about the appropriate media?



•	What constraints exist on time, equipment, costs?



•	How will the instruction be delivered?  The most common formats used by Gemini include:



–	Classroom Learning	GSW, Gemini University, POA meetings, GMT and Discipline off-sites, external courses



–	Distance Learning 	Apprenticeship Courses, Self-study and Project-Based Learning



•	How often will this instruction be delivered?



•	How often will this instruction be revised?



After making your media selections, enter the media you have chosen in the “Instructional Media” section of the Course Summary referred to in section V. Document for Knowledge Base of this toolkit.





�Validating Your Instructional Strategy



Before moving on to the next section of the Course Development Toolkit, ask yourself the following questions.  Based on your responses, you may need to revisit your Instructional Strategy.





�Yes / No�Notes for Revision��1.	Does the Instructional Strategy cater to the target audience?����2.	Can the Instructional Strategy satisfy your Learning Objectives?����3.	Is the Instructional Strategy based on events?����4.	Have appropriate media been selected for the learning experience?����



�IV.	Produce Instructional Materials:	What will be delivered?





All the previous steps in the instructional design process culminate in the development of instructional materials.  At this point, you will have a clear understanding of what your training should accomplish, methods and tools for measuring its success, and a strategy that provides a framework for developing instructional materials.



Five steps will take you through the development of instructional materials:



1.	Prepare a working outline and agenda

2.	Conduct research

3.	Examine and modify existing learning materials

4.	Create new learning materials

5.	Select or prepare learning activities



Preparing a Working Outline and Agenda



The working outline will rely on your Instructional Strategy developed previously.  It will take the form of a strawmodel agenda for the learning experience.  Breaking down the agenda into accomplishments for each morning or day, for example, will  make the task manageable.  Expect many revisions before the “final” agenda is set.  Flexibility is also required if you plan to include an “Expectations Exchange” at the beginning of the course.



The course summary example included as Appendix A to this toolkit provides an excellent example of a content outline.  Once you have finalized your outline, enter the information in the “Content Outline” section of the Course Summary referred to in section V. Document for Knowledge Base of the toolkit.



�Conducting Research



The purpose of this step is to identify suitable instructional materials inside or outside of Gemini.  Since time and cost are always in short supply when developing a course, using pre-existing materials can shorten the course preparation cycle substantially.  



Unfortunately, with the volume of materials stored electronically, you could spend all of your development time determining what is available.  To shorten the search, try these steps:  



•	Contact Karen Phelan, VMS 285738, or Jewell Corning, VMS 2852657, of the Training Team to determine if a similar course has been developed previously



•	Search the Gemini Knowledge Management system using the “New Mothership” or through the Gemini Compass using Netscape Navigator.



•	Contact the Knowledge Specialist for the Discipline or GMT (see Appendix) 



•	Contact the appropriate Center of Excellence directly, through their “Help-Me” mailboxes or by searching their knowledge bases



•	Contact the “Labs” for industry knowledge (Financial Services, C4)



•	Search the “The Strategic Research” Kbase found on most servers in the “_KBase” folder



•	Reach out to specialized resources by contacting the Resource Management Team and have a database search run to identify subject matter experts



Further instructions regarding for using Knowledge Specialists, Information Services, and The Shop are included in the Appendix to this toolkit.



Examining and Modifying Existing Instructional Materials



We must continually balance the time it takes to develop new, customized materials against the ease of using existing materials.  When reviewing existing materials, test their alignment with your Instructional Strategy and Learning Objectives.  Do not expect to use existing materials without making at least minor modifications. The audience will know, immediately, what is new and what is borrowed unless it has been tailored.  



When you have completed your review and modifications, you will have created a learning package made up of the following components:



�

Learner instructions�An explanation of how to use the instructional materials, a manual providing directions

Note: In group settings these instructions are most often delivered orally

��Learning materials�The actual materials of instruction: pre-reading modules, presentations, texts, visual aids, models, posters, brown and white papers, handouts, case studies. . . 



Increasingly, the handouts are limited to only the most important documents and the remainder are delivered electronically



To help you prepare your material, use the Mothership to find the Gemini University course on Presentation Skills, which includes information on panel writing skills.��Learning measurements�The evaluation tools: pre-tests, post-tests, evaluation forms (GSW-style questionnaires), presentations, roleplays. . . 



The Training Team is an invaluable resource for these materials.



An example to measure participant reaction is in the “Course Development Tools” file.

��Instructor’s notes�Agenda, procedural guidelines to aid instructors in delivery, questions to ask, discussion topics, insights to be stressed, examples to build understanding



The Training Team is an invaluable resource for these materials.



The GSW format is Gemini’s best-in-class.  An example is included in the Appendix.



With Gemini’s reliance on PowerPoint presentations, it is vital to enter the speaker’s notes within the panel set’s “Notes Pages View.”  This will help future instructors as well as those who use the material as a self-study course.��



�Creating New Instructional Materials



Creating new instructional materials can be the most time consuming step in the entire instructional design process.  After exhausting all possibilities of using or modifying existing materials, creation is the only alternative.  



In addition to the information sources listed above under “Conducting Research,” you can turn to Information Services, The Shop, or our Faculty Network for information and support.  A description of services and contacts is included in the Appendix.



Selecting and Preparing Learning Activities



The purpose of Learning Activities is to provide participants with an opportunity to practice a new skill or share new knowledge in a safe environment.  Instructors will have an opportunity to observe the effectiveness of their courses with individual participants and groups.  



The following is a brief listing of learning activities for individuals and groups.  Many more activities exist creative course developers.





Examples of Individual Activities���•	Reading�•	Watching videos��•	Reviewing documents�•	Observing others��•	Interviewing a subject�•	Solving a problem��



Examples of Group Activities���•	Panel discussion�•	Exercises��•	Case study�•	Critical incident technique��•	Simulation�•	Games��•	Role play���



•	Panel Discussions are an assembly of knowledgeable people meeting with learners to deliver a short presentation and answer questions.  The discussion will work best when the panelists are given a list of potential questions in advance and when an individual facilitates the session to keep it on track.



•	Case Studies are a narrative description of a situation that learners are asked to identify or solve a problem.  The most obvious source for case studies is the Harvard Business School.  Gemini’s Innovation group and CoE KBases are other sources, since many cases have been developed over the years for our own use.



�•	Roleplays are a dramatic representation of a real situation.  A roleplay allows participants to enact situations that they will face in a client setting.  The most critical aspect of roleplaying is getting feedback.  An effective model to test learning is to have the active participants describe their learnings in the form of strengths (things they did well) and then open the strengths feedback to the entire group.  Next have the active participants describe their opportunities before opening the floor to the entire group.  Facilitators, typically, would add their comments last to ensure that all points have been effectively covered.



•	Simulations are artificial representations of real conditions.  An example is the Flight Simulator machines that pilots use.  In our use, a simulation is usually an extended, more detailed roleplay.  Character descriptions, purpose, objective, and parameters must be established in advance.  Each of the participants will require individual preparation time.  The critical success factor in any simulation is that people stay “in character” during the simulation.  Simulations allow participants to practice skills over an extended time period under “real” conditions.



•	Exercises are structured classroom learning activities that allow participants to apply their new skills and knowledge, typically in a written form.  The exercises may take the form of a series of short questions, essay questions, or preparation of panels.  At the end of an exercise, a few participants are often selected to present their work to the rest of their class.



•	Critical Incident Techniques (CIT) are similar to Gemini’s “Lessons Learned” process.  CITs can be effective when developing decision-making and trouble-shooting skills.  Relating real situations can turn an academic exercise into a powerful learning session.  When preparing CITs, contact several experts prior to the session and capture their experiences.  Collect descriptions of situations, actions taken, results of the actions, and how a situation would be handled if it appeared again.  When instructing, present the situation and allow participants to generate solutions based on the knowledge or skill they have acquired in the classroom.  Then reveal the action taken, the outcome, and lessons learned.



•	Games such as GSW’s Traffic Jam are a fun and entertaining way for course participants to apply their skills and knowledge in a non-threatening, low-pressure environment.  



�Validating Your Instructional Materials



Before moving on to the next section of the Course Development Toolkit, ask yourself the following questions.  Based on your responses, you may need to revisit your Instructional Materials.





�Yes / No�Notes for Revision��1.	Do the Instructional Materials contain:

a.	Learner instructions?

b.	Learning materials?

c.	Learning measurements?

d.	Instructor’s notes?����2.	Do the materials offer a balance in delivery methods?����3.	Do the materials offer opportunities for instructor/learner interaction?����4.	Do the learning activities offer opportunities for demonstrating skills and knowledge?����



�V.	Document for Knowledge Base:	How do we leverage �	course materials within �	Gemini?





For Gemini to develop capabilities globally, it is essential that we record our work to allow others to utilize it.  This will build consistency in the message and we will avoid additional costs from “reinventing the wheel” each time a training program needs to be prepared. 



The blank Course Summary that follows contains the necessary topics that need to be recorded for your course in the Notes KBases.  (A completed example Course Summary is included in the Appendix.)  Also included below is a Course Summary Quality Checklist to help you determine whether you have “covered all the bases.”



Submit your Instructional Materials and filled out Course Development Tools worksheets to the Training Team.  (Blank worksheets are included in the “Course Development Tools” file.)  Also submit any other pertinent documents.  Gemini University courses and their materials should be sent to Nancy Taylor-Hall in the Cambridge office.  All other courses should be sent to Karen Phelan.

�COURSE SUMMARY





Course:



Time:



Start Date:



Participant Level/

Prerequisite:	(see “Selecting your Target Audience”)



�



Abstract:	(a short paragraph summarizing your �	course’s purpose, content, methods and �	media)





Learning Objectives:	(Transfer from the “Learning Objectives �	Worksheet”)



On completion of this course, participants will be able to:













Content Outline:	(see the example Gemini University:  	BMFO (Classroom) Course Summary�	provided in the Appendix)













Instructional Media:	(see “Selecting your Media”)











Course Champions:

	VMS









Attachments and H2 Access Materials:



	

�Gemini Courses in Notes KBases





Notes Document Library Page/Course Summary Quality Checklist









�	Standard course naming convention used:	Gemini University: topic name 	(classroom or distance learning)

		__ for document library page title

		__ for course name on course summary



�	Course Summary inserted in ABSTRACT section of document library page



�	Standard course summary format and section headings (all of them) used: 

		__ Course

		__ Time

		__ Participant Level/Prerequisite

		__ Abstract

		__ Learning Objectives

		__ Content Outline

		__ Instructional Media

		__ Course Champions

		__ H2 Access Materials



�	ATTACHMENTS section of document library page contains course materials (electronic documents) and H2 Access Materials section contains a roadmap to locate all materials, including materials not available electronically. 



	Note:  The contents of these sections are most critical.  The quality of the information provided and how well the electronic documents are organized will determine how easy (or difficult) it will be for team members to access and use the materials.  Ideally, there will be a “read me first” and/or course overview (agenda, materials list) document  to explain how to find and use the materials. 



� 	Contents of course summary are written in a quality way: 

		__ accurate

		__ complete

		__ consistent

		__ easy to understand

		__ grammatically correct



�	Learning Objectives are properly worded to describe competencies to be achieved through the course



�	Document date on the document library page accurately reflects the currency of the course and course materials

�VI.	Appendix





This Appendix to the Course Development Toolkit contains:



A.	Example Course Summary:  Gemini University: BMFO (Classroom) Course



B. 	Example GSW Module At-A-Glance



C. 	Example GSW Speaker’s Notes



D.	Knowledge Specialists



E.	Information Services



F.	The Shop



G.	Workshop Planning Checklist



H.	Workshop Support Request



I.	Tips for Making Videos



J.	Tips for Successful Training Conference Calls









�A.  Example Course Summary

2

�

�

�

�

�



B. Example GSW Module At-A-Glance

Gemini Skills Workshop Presentation

At • A • Glance		



Module :  Team Development 



Topic�Materials Required�Important Concepts/Activities������#1�Intro. to Team Development



5  minutes�•	None

•�•	Explain to group that working in teams is a way of life in Gemini - it is how we accomplish results 

      - clients are involved so they maintain “ownership” of the problem and the results implementation

      - our philosophy is “to work with”  v.s. “doing to” clients (partnership)

     - we structure our projects in streams of work staffed by joint teams of full and part time client and Gemini  consultants

     - these “teams” must add value immediately

     - when we put together clients into teams- we must help them move very quickly from a GROUP  OF INDIVIDUALS into a HIGH PERFORMING TEAM

     - facilitating the development of these “High Performing Teams” is an art  that each consultant must be competent in

      - it is also critical that consultants can be effective as an individual working within a team themselves��#2�Paper Towers Exercise



15  minutes�•     2 stacks of blank paper for each “team” in exercise	

•	Observation Sheets

•	

•	�•	Transition into group exercise 

       - introduce by explaining that  because  we believe in “action learning” we’re going to let them experience what it is like to “create a high performing team” in a very short time.

See Paper Towers Instructions

•	��#3�Observer/ “Team” Debriefs



15  minutes debrief and 5 minutes for report outs�•	none

•	

•	

•	�•	Let each team’s  “observer” facilitate a debrief session on the activity following the categories on the Observation Sheet.  Coach “observers” to draw observations from the team members first, and then share their observations.  Have each team come up with 3 things they did to become a “high performing team” during this activity and have them share with the large group.

•	Alert the participants that they will be working in teams for some of the activities in this workshop, so this  debrief may help them��#4�Team Development Concepts



5 minutes�•	Panels on “needs of teams” and “criteria of effective teams”

•	Posters on “Needs of teams” and criteria of effective teams”

•	Ready Reference Cards	�•	Refer to the posters and Ready reference Cards pointing out any additional concepts about teams that were not brought out in debrief sessions

•	Share  actual examples of  using team building exercises with clients to show real world applicability

��#3�A Model of Team Development



15  minutes�•	Panels on Forming...

•	

•	

•	�•	Review one model for group so that they have a construct in their head to refer to.  Ask how many have seen this.

•	Review each stage, touching on it briefly.  If a lot of the group members have seen it, you can have them help define each stage. (i.e.., what happens at this stage?  What does a group do here?  What kinds of behaviors would you see?    

•	Ask group to suggest things that can be done to move “teams” from one stage to the next and point out that accelerating this process is the “art” we must perform with clients in order to add value ASAP

•	Answer any questions, but keep discussion brief.��

�C. Example GSW Speaker’s Notes



Topic 1 :	Warm up activity, introduction, session objectives

Time:	10 minutes

Purpose:	To provide an introduction to the topic of facilitation, and how it relates to meeting management and problem solving

Materials:	“Effective Meetings” panel set, panels #1 and #2

Format:	Presentation and discussion



•	Facilitated meeting are a major tool for implementing Business Transformation projects at the client site.  These meetings may include Natural Work Teams, Executive Steering Committees, and Joint Teams.  As issues are raised and resolved in a participatory manner,  significant changes begin to occur.

	To conduct these team meetings effectively, a Gemini consultant will need to be effective in THREE core skills: Meeting Management, Facilitation Skills, and the PS/TB Process.  (Explain what PS/TB stands for.)

•	Present Panel #1, Session Objectives for Effective Facilitation.  Tie in comments from previous exercises, when appropriate.  Objectives include:

	•	Understanding effective meeting management techniques

	•	Developing an awareness of effective facilitation skills and behaviors

	•	Developing an awareness of approaches to problem solving

•	Present Panel #2 and discuss the relationship between the three core skills.  Effective Meeting Management applies in EVERY meeting situation, no matter how small or large, formal or informal.  Facilitation Skills will also frequently apply — they can be used in 60-80% of all meetings, even from our seat as we participate.  The PS/TB process is a specific technique that is used in perhaps 20% of our meetings.  Knowing when and how to use each, and how to combine them together, is an important technique for Gemini consultants.

•	Transition:  “We will discuss Effective Meeting Management first.”

	�

Topic 2 :	Effective Meeting Management

Time:	15-20 minutes	

Purpose:	To discuss the importance of Meeting Management, and review a three-step approach for effective meetings

Materials:	“Effective Meetings” panel set, panels 3-13*

	* panels are optional — select a few panels and use interactive techniques to build the message from the group’s knowledge

Format:	Discussion and presentation



•	Present Panel #3.  (Option:  Before presenting the panel, ask the group, “Why is Meeting Management an important skill for a Gemini consultant?”  Reinforce that we ONLY get our client’s time and attention by getting them out of their daily work and into meetings.  The more effective we can make them, the more efficiently we get our work done, and the more willing the client is to come to the next meeting.)  Gemini consultants participate in many meetings, one-on-one, small group, and large group.  You may play one or more roles during these meetings.  Each role has a unique contribution in making in a successful meeting.  The clients judge us on how well we perform these roles and conduct these meetings.  

•	Gemini consultants participate in many types of meetings.  (Panel #4)  One-on-one meetings are very common for Gemini consultants.  Often we tend to handle these meetings more casually.  However, it is just as important to plan for a one-on-one meeting as it is for a large group meeting.  

•	Using the group’s knowledge, build lists of what happens before, during, and after meetings to discuss the steps of Plan-Do-Review.  Post three blank flipcharts, titled “BEFORE,” “DURING,” and “AFTER.”  Ask the group to identify the things/tasks that must be done at each stage to ensure a successful meeting, entering their input one flipchart at a time.  You may also split the group into three subteams and have each team build a list for one of the above stages.  After building the lists, review either the wall poster or the panels.  Re-title the flipcharts Plan-Do-Review.  Reinforce key points or highlight any missed.	

	Optional group interaction ideas:  Ask participants to write down on a sheet of paper how much time they spend planning, doing, and reviewing for a typical meeting.  Ask the group to share their results.  Write down the range of estimates on the flipchart.  Discuss the risks of too little planning (e.g., unorganized, don’t accomplish objectives).  Discuss the risks of too little reviewing (e.g., make the same mistake at the next meeting, miss an opportunity to grow).

•	Review some of the panels, #5-12, to reinforce key points about meeting management.  (The length of time spent on these will depend on which of the above interaction ideas was implemented.  The goal is to reinforce key points about planning, doing, and reviewing.)

•	Show Panel #13.  This is an example of an effective meeting checklist.



�D.  Knowledge Specialists





Knowledge Specialists are a group of individuals aligned with Gemini’s GMTs and Disciplines whose mission is to:

•	Focus on the capture and dissemination of the information that these groups develop

•	Ensure a project archive is created for each account

•	Provide Knowledge Management “Lab” support to key accounts

•	Facilitate using a team-based approach the resolution of information requests for Information Services, The Shop, and other Knowledge Specialists.





Knowledge Specialists Provide Global Coverage to All GMTs and Disciplines





GMT/Discipline�Americas�VMS�Europe/Asia�VMS��C4�TBD��Margarita Carrasco�340 3472��Chemicals/Energy�Kathe Bradshaw�285 2348�TBD���DI/DS, CRD, T3�TBD��Silke Zahn�149 1707��Financial Services�TBD��TBD�340 3057��Pharma/Healthcare�TBD��TBD�340 3057��������Delivery�Francesca Conover�285 2329�Francesca Conover�285 2329��A&D�TBD��Laura Geddes�340 3060��������IM�TBD��Margarita Carrasco�340 3472��LMR�TBD��TBD���Operations�TBD��TBD���Strategy�Josh Peck�285 7324�Josh Peck�285 7324��



Knowledge specialists can help you:



•	Before a project kicks off by jointly setting a knowledge management approach with Account Management and Stream Leads and by working with the Mac Resource to facilitate the creation of the project archive.

•	During a project by facilitating access to knowledge through the retrieval of key documents and by linking teams with the appropriate people networks.

•	Prior to project completion by helping to capture and abstract the innovations and best practice approaches, tools or methodologies that Stream Leads have identified for inclusion in a Knowledge Base.



�E.  Information Services





An Information Specialist provides custom-tailored research on companies, industries, trends, and issues.  Staff members have access to hundreds of online databases, including Dialog, Nexis, Datastar, Genios, FT Profile, Newsnet, and Dow Jones News Retrieval, as well as CD/ROMs that provide access to the business press, trade journals, investment house reports, and government  documents.  Additionally, Information Services has access to networks of academic and specialized libraries, trade associations, and research houses, including Harvard Business School’s Baker Library, London Business School, and the Conference Board, to name a selected few. 



Information Service’s core business collection includes international business journals, directories, reference books, management books, statistical sources, and an annual report collection.  If you need materials not available from your Information Center or would like to order copies for client use, please let Information Services know and they will place an order through one of their vendors.



How to Request Information



Because the world of information is vast and your need is probably precise, the best way to place a request is to speak directly with an Information Specialist. If a telephone call is impractical or impossible, information requests may also be placed by VMS.  No matter how the request is placed, Information Services will be able to fill it faster and more efficiently if they have the necessary information.



What Information Services Needs to Know



•	Provide the context of the question.

•	Define the scope, e.g., “I’m interested in major overview articles appearing in the major business press over the past six months that may talk about the strategic direction of the major competitors in the defense industry.”

•	Information Specialists bill for their time and expenses.  Please feel free to discuss a budget with the researcher working on your project.

•	Negotiate a reasonable deadline — how quickly your search can be done depends on both your research need and Information Services resources.  Please know that we do everything we can to give you quick turnaround, but we may need to take longer to ensure that your client team gets the best information available.  We may need to deliver information as it becomes available, or do the quick hits on the same day, and deliver more extensive information the next day.  Helpful hint:  call early in the day.

•	The information specialist who is assigned to your project will most likely be in direct touch with you about the details of your request.  This direct communication is important to ensure that the research meets your specifications.



•	Provide Information Services with a project name and number, fax number, phone number, VMS, and Fedex address or other delivery instructions.



How to Reach Information Services



Following is a list of Gemini’s Information Centers and the Information Services professionals who are available to assist you with your information needs.





Team Member	VMS	Telephone	Fax



Bad Homburg			49 61 72 485 148

Thorsten Brückner, Manager	1491117	49 61 72 485 117

Patrizia Galbucci	1491180	49 61 72 485 180

Margarete Kumpmann	1491130	49 61 72 485 128

Andrea Lesemann	1491264	49 61 72 485 217



Barcelona				

Carmen Perez	3401019	34 3 4051133	34 3 4052979



Cambridge				617 492 8736

Judy Lavine		2852585	617 503 5013

Robin Merrill	2856377	617 503 5015

Holly Sivec		2857484	617 503 5023



Johannesburg

Anina Smit		3404411	27 11 880 1121	21 11 880 3370



London				44 171 340 3400	

Thea Jolly		3403056	44 171 340 3056

Laura King, Manager	3403054	44 171 340 3054	

Rosemary O’Neill	3403057	44 171 340 3057

Jo Scarlett		3403059	44 171 340 3059

Adrian Stacey	3403055	44 171 340 3055





Milan

Manuela Vaccarone	3402036	39 2 76 00 08 63	39 2 76 00 03 20



Oslo

Hilde Tvervik	3404064	47 22 01 8525	47 22 01 8585



Paris					

Kirsty Lepage, Manager	4412130	33 1 4440 19	331 44401999





�F.  The Shop/Labs/The Institute Business Analysis Team



The Shop and Information Services work closely together, but their deliverables are very different from one another.  In fact, in Bad Homburg, The Institute links Information Services, The Business Analysis Team and Knowledge Management.  The Shop provides:

•	Value-added analysis

•	Client-ready presentations

•	Consulting Services

•	In-depth analysis on industry and client issues, using Shop tools and methodologies e.g., shareholder value analysis, market assessments, financial analysis, best practice case studies



Important Note:  Shop projects are longer term than Information Services, typically 1-4 weeks.



Both the North American and European Shops have document libraries on Lotus Notes and the Gemini Compass.  Before contacting the Shop, you may want to check these databases for documents which meet or relate to your request.  Most documents are available electronically.   



The Shop bills back fees and expenses.  Projects assigned to the Shop frequently rely on Information Services for research, and therefore may include fees and expenses from Information Services staff.  Shop consulting staff can provide you with additional budgetary information.



Plan on a scoping call with the Shop Manager and the consultants who will work on the project.  This is the appropriate time to share the scope of your needs, clarify how the Shop work fits into the overall project, develop an approach for the work, and jointly agree on deliverables and timing. In most instances, projects assigned to the Shop require lead time (approximately one week) in order to assign staff and execute the project.



Additionally, you should anticipate scheduling an interim call with the Shop consultant to discuss preliminary findings.  This may serve as an opportunity to adjust the project approach or scope, if necessary, based on what we have learned.



From time to time, projects called into the Shop are more appropriately assigned to Information Services and vice versa.  In these instances, a staff member will contact you to discuss the appropriate assignment of the project.



North American Shop - Cambridge

For additional information, contact Bill Beizer, Shop Manager, at VMS 2852349 - or you can reach him in the Cambridge Office at 617/491-5200.



European Shop - London

For additional information, contact Nikki Jones, Shop Project Lead, at VMS 3403418, or Christopher Humphrey, Shop Manager, at VMS 3403248.



The Institute - Business Analysis Team - Bad Homburg

For additional information, contact Gunther Illert, at VMS 1491513



�G.  Workshop Planning Checklist





COMPLETE�ITEM�WHO’S RESPONSIBLE��Facilities:�����Hotel contact person:

����Hotel name and address:











����Phone/fax number:



����Name of meeting:

����Date(s)/time:

���Guest Rooms:�����Room rate:����Check-out time:����Guaranteed late arrival:����VIP’s:����Complimentary Rooms:����Guarantees needed:����Payment (master bill or individual credit card):����Rooming list or individuals make own?����Date rooming list needed:����Frequent guest number/special requests (obtain for rooming list)���Transportation�����Courtesy service to/from airport:����How to obtain it?����Cab?����Rental car/car pool?����Directions:����Parking area?����Validated?���Main Meeting Room:�����How many people?����Cost:����Size:���

___________

___________

___________

___________

___________

�Setup:

Classroom

Theater

U-Shape

Conference/Boardroom

Round Tables of 6 or 8

Other����

COMPLETE�ITEM�WHO’S RESPONSIBLE��

___________

___________�___________�___________�___________

___________�Audio Visual:

Overhead projector

Large Screen

VCR & Monitor

35 mm slide projector

LCD panel

Flip charts - how many?���

___________

___________�Security:

Lockup capabilities

Contact person���Breakout Room:�����How many?����How many people in each?���

___________

___________

___________

___________

___________�Set up:

Classroom

Theater

U-Shape

Conference/Boardroom

Round Tables of 6 or 8

Other���

___________

___________�___________�___________�___________

___________�Audio Visual:

Overhead projector

Large Screen

VCR & Monitor

35 mm slide projector

LCD panel

Flip charts - how many?���

___________

___________�Security:

Lockup capabilities

Contact person���Traffic Flow:�����Access to main meeting room (how?)����Access to breakout rooms����Location of restrooms����Location of phones���Business Center�����Does one exist?����Location:����Hours:����Faxing services (number to receive faxes):����Federal Express (pick-up time):����Copying:����Payment (master or individual room):���Registration:�����Table outside/inside main mtg. room:����Welcome packets:����Name tags:����Location map and instructions:����Local interest items:����

COMPLETE�ITEM�WHO’S RESPONSIBLE��Meals:�����Guaranteed number:����Special needs (i.e. veg.)����Chosen breakfast menus����Chosen morning break����Chosen lunch����Chosen afternoon break����Chosen dinner����NOTE:  Ask hotel to leave beverages (esp. coffee) in room all day.  DO NOT remove, only refresh.���

___________

___________

___________

___________�Dinner off property:

Name of restaurant:

Reservations made (what time):

Transportation (cabs, bus, cars):

Directions:�����������������������			



�H.  Workshop Support Request







Careful planning is the foundation that makes a successful workshop.  This offers you a complete reference when planning your University course.  Please complete the entire form and send it either via. Lotus Notes or fax it to Nancy Taylor-Hall at (617) 503-2100 as soon as possible.



Course Name:



Person Completing this Form:



Main Room Set Up:



_____ Classroom style				_____ Conference/Boardroom	

_____ U-Shape					_____ Round Tables of 6 or 8		

_____ Other _______________		

		

Audio Visual:							



_____ Flip Charts:  How many?  _____ 	

_____ Overhead Projector

_____ Large Screen			

_____ 35 mm Slide Projector

_____ Phone Line							

_____ LCD Panel:  IBM _____ or MAC _____  Resolution (if known) _____

_____ VCR & Monitor: For Playback _____ or Recording _____

	Type of Video: NTSC (US version)  _____ PAL _____ SECAM _____



Any other audio/visual or computer equipment needed?  Describe here:  ________

__________________________________________________________________

__________________________________________________________________



Breakout Rooms:    How many? ______	How many people in each? _______



_____ Classroom style			_____ Conference/Boardroom Style

_____ U-Shape				_____ Other:___________________



Any audio/visual needed other than a flip chart?  If yes, describe here:  _________

__________________________________________________________________

__________________________________________________________________



Miscellaneous:



Will you bring your own evaluation forms?     Yes _____     No _____

   (If no, would you like us to provide them for you?   Yes _____     No _____)





Thank you for taking the time to complete this form.  We look forward to seeing you at GU.

�I.  Tips for Making Videos





Check size/sound of room and determine if a microphone is needed.



Wear solid color clothing – stay away from stripes, plaids, and designs (except for ties).



Zoom in on the visual each time a new one is shown.



Focus on the speaker or visual that is being referred to.



Check the lighting of the room:

—	Glares off of the overhead.

—	Not too dark.	 



Speak at a moderate pace.



Don’t turn your back to the videocamera.



If you’re going to zoom in on a wall chart, make sure it’s readable on camera.



Be prepared.



Use a dynamic speaking voice.



Relax.



�J.  Tips for Successful Training Conference Calls





Prior to the Call



Send materials out ahead of time, organized for easy reference during the call



Stress the importance of preparation for a productive conference call session



During the Call



Have introductions at the beginning of the call



Review ground rules/expectations

—	Identify yourself each time you begin talking (so others will know who  is speaking)

—	Ask questions throughout

—	Ask participants to speak up if you or others can’t hear them



If a call is going to be more than two hours, incorporate a 10-15 minute break

—	Remind people to leave the phone off the hook when on break



Stick to the time contract



Keep the session upbeat and fast-paced, and add positive energy



Keep it interactive

—	Draw people in

—	Call on people

—	Involve everyone

—	Checkpoint often (temperature check) 



Make it interesting, challenging

—	Short quizzes

—	Practice exercises

—	Discussions using real situations from participants’ projects



Add value to the content 

—	Stories

—	Examples

—	Explanations

—	Word pictures
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