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	Information Categories
	Data Sources
	Learner Characteristics

	1. Entry behaviors
	Overview from technical director:

Review of SMSD email server, rules regarding e-mailing within the district, and preview of an active e-mail account.

Pretest: Learners are given opportunity to review basic Microsoft Outlook task of opening application and accessing inbox. Also given training manual to preview and begin tutorial, starting with topic of greatest interest.

	Performance setting:

Overview reveals basic knowledge of using Microsoft Outlook 2003. 2003. Pretest revels learners  do not know how to perform the majority of the topics in the training manual. Have knowledge on how to enter statements/keywords into calendar.

Learning Setting:

Use LCD projector to display active e-mail profile within Outlook 2003. Demonstrate how to perform task. Some learners demonstrated understanding of topics within training guide by performing actions of deleting e-mail and accessing calendar.


	2. Prior knowledge of topic area
	Interviews and Observation:

Entire class is verbally posed with the question of “Who uses Outlook 2003 for more than sending e-mail?” No one raised their hand during first training session.
	Learners have no knowledge of  or rather chooses not to use Outlook 2003 additional features of distribution list, e-mail signatures, ect. Therefore, instruction needs to start with the first topic in training manual-creating e-mail signatures. 

	3. Attitudes toward content
	In-class opportunity:

Express concerns regarding topics within manual and communicate how features could be used, example e-mail signatures with information for parents, like conference times.
	Learners are keen on hearing examples regarding how Outlook features can ease day to day duties like communicating with parents and staff members. Michael suggests including school and room number, sometimes the technical team receive request but they don’t know where the teacher is located.

	4. Attitudes toward potential delivery system
	Observations:

Walk by each workstation as learners are engaged in training.
	Some are able to access Outlook 2003 through Stafford’s website and performs tutorial topics. Positive feedback and reactions to instructions are evident.

	5. Motivation for instruction
	Out of class opportunity:

Learners may practice sending test e-mail that contain a signature, distribution list, and/or meeting request with attendees of that days training.
	In order to keep interest high, learners may ask general questions about Outlook 2003 before I begin next lesson. Those with active outlook accounts were able to ask personal questions regarding their inbox while others observed.

	6. Educational ability levels
	Observation of performance & Portfolio review: 

Classes are computer literate and have used a PC. 

None have trouble navigating through Outlook 2003.

	Learners are locating options in the appropriate tool bar. Peek interest is observed and the learners are engaged with each other as far as giving examples and clarifications. 

	7. General learning preferences
	Interaction with students and observations:

Active learning preferred. Students function better if able to communicate with each other and assist each other with technical and assignment related problems.
	Continue to keep students actively engaged in training by posing questions, displaying active inbox on LCD projector, and having learners stop and walk around to various PC’s to observe work progress.

	8. Attitudes toward training organization
	Observation:

Learners enjoy using e-mail and computer but do not agree with the calendar feature of seeing when a person is labeled as busy. They don’t understand how the calendar knows this.
	 Provide clear-instruction and a visual display of calendar. Have Michael explain that the e-mail server is “connected” and that when an event or meeting is scheduled the calender with display the time slot but not the details to other users. 

	9. General group preferences
	Discussions during in-services:

Teachers meet every other Friday to attend to school business and to discuss preparation techniques.

Observations:

General view of students assigned to class.  


	Size: Class size range from 10 to 15 people. Computer lab has 20 Workstations partners.

Overall impression: instruction will have to refer to various subjects in order to expose learners to ideas, discussions, and materials that are not retrievable in SMSD.


	Information Categories
	Data Sources
	Performance site Characteristics

	Managerial/supervisory support
	Personal experience in

Public school and knowledge of course requirements 
	Support offered for validity of lesson to teach technical skills

	Physical aspects of learning environment
	Same as above
	Facilities: One story building equipped with one computer lab with 25 computers, LCD projector, and TV/DVD in each lab, as well as Smart Board.

Resources: Handouts, websites, and use of library material.

Equipment: PC, printer, disk

Timing: Each session is one hour. 

	Social aspects of learning environment
	Observation and Personal experience
	Instruction should address how technical skills can be used for job duties such as conferences and teacher meetings. 

	Relevance of skills to learning environment
	Technical journals

Peers in business/technical environment
	Learners should be able to use technical skills for long-term use and expand upon topics offered by searching help file within Outlook 2003.


