Leveraging HiPo SMEs and Partners in Your HPI
Solutions — SU418 Handout

Irada Sadykhova — Microsoft Engineering Excellence;
iradas@microsoft.com; (425) 421-4674

Darin Hartley — Intrepid Learning Solutions;
dhartley@intrepidls.com; (206) 838-9345

Session Learning Objectives

«State the benefits to your organization for using highly knowledgeable subject
matter experts and partners to drive performance technology inside the
organization

* Identify strategies to leverage SMEs and partners for Human Performance
Technology in your organization

 Avoid or minimize pitfalls when moving to the HiPo SME performance
technology model
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Agenda

 Learning Objectives

« MS EE Organizational Structure*

« MS EE Workflow*

e Charter for EE*

e Role of the SME and MS*

« Example Partner Delivery

e Elements of Successful Instructor Guides
e SuMmary/Q & A

*Will be covered with presentation not included in
handout.
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Core Design Elements

*Assume instructor will be an SME and will need potential additional guidance on
instructional methods

—Provide detail as well as talking points
—Show progress through lesson
—Provide visual cues throughout
Slides
*Time checks
elcons
*Overall schedule
*Use word processing and other development tools that are easy to use and edit
*Enable personalization
eGather input from multiple SMEs

Pilot, pilot, pilot
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Instructor Preparation - Icons

lcon definitions
lcon Description

Use any or all icons
appropricate to your
course

Timekeeping: This syrmibol suggests delvery
tirne for asection.

Slide Number: Frovides the corresponding
FowerFoint slide nurmber.

@ Key leaming point or transition: Also
highlights key points To use when wrapping
U on acthvity.

® Flip chart. Use o flip chart to record
responses, of To moke notes for the closs o
see,

Discussion: Mo division of the class is
NECessary.

@ Video: Show the video to participants.

Transition: This symibool provides suggested
fromsition rmaterial between sections.
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Instructor Preparation — Course
Overview

Course Overview

Instructional methods General responsibilities

Allinstructors are resporsible for ensuring the closs flows
gccording to the pace determined by the agenda and
discussion. Some key responsibilities include:

Surnmngrizing objectives.
Arswering gquestions or directing the student to
anothersource if necessary.

o Being mindful ond attentive to students’ needs.

Setting ground rules

o Setapositive afmosphere so people feel their
opinions dre volued ond encouraged.

o During closs, laptops should be used only for class
participation.

o Manoge the fime wisely so that evendhing
planned is accomplished and students do not feel
rushed or overlooked.

Notes on Key learming objectives are noted in each module. It is
personalization okay to add relevant stories, experiences, and case
studies to the class. Feel free To write notes inthe
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Instructor Preparation - Admin

Administrative Preparation

Planning and
preparation checklist

Add any specific items
needed to teach your
course.

Pre- and post-course
itinerary

If vou email handouts
or pre-course
information, add those
instructions here.

Also, if you maintain a
distribution list for the
students to share,
include those notesin
this section.

Eeview the items listed below to ensure that your
classroom is sufficiently egquipped ond that you hove the
appropricte rmatericls.

White board

White-boord markers
Frojector

Fost-it notes

Sample Site YWisit Motebboolk
Fowerfoint Presentation

o o o o o o

Course preparation and follow-up schedule
Before the course:
o Oneweek:

- Copy the course FowerFoint to your locgl
tlink]. Modify the Instructor name and date
imformation.

o One day:
- Brsure materials will be in the classroom.
After the course:

o E-rndil every student athank you note for
attending the closs.

o E-rncdil any follow-up informmation regarding

ASTD ICE Handout — June 3, 2007 — Irada Sadykhova (Microsoft) and Darin Hartley (Intrepid Learning Solutions)




Instructor Preparation - Schedule

Course Schedule

Al mmodule times are gpproxinnate,

I

Use the space in the left column o write in the gppropricte times foryour class, For
exarmple, if vour class runs from &:00 arn to 1200 prn, the Introductions rmodule
oI run from &:00 to 8:20.

Time Total Title Topics
20 rnir. Imtroductions and o MNarnes and Logistics
Agendd
| hiour Module One o
]
Module Two o
o 3
Bredk
Module Three a
[u]
Breck
Module Four o
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Instructor Guide Sample Page

woit EncEneering Exoslenos

iInroductions and Agenda

Cour=e Title

Inztructor Mame and Tide
Oate

o Esfmated fme for secfon: 20 minules
Greet students
Cardk ey
Harne tent
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Instructor Guide Sample Page - Detall

AS

iide Heading
Background test goes here forinstroctorpre paration. The cues lkted on the
corresponding clazsreorn guide page are pulled frorn this tet.

flomple fext

Whal sfu dents will {ake away fom fhe course
Tou will understand the mportance of good customer site vt
tuccessfdly develop and be a part ofa cohezive and well-rmanaged tearn
for your site st
Tou and yourtear wil know how to use these practical and effective
rmetheds: and proce dures to conduct a successfd and themugh site vt

lI:E‘-}Thue- course provides you op poftunities to becorme a better Project Manager for
conducting site vists. This & nota graduate course in the entire ste visit
rmethadalagy.

This course was designed forthose who wil be the diving force leaders or PAAT for
their specific ste wsts. K is sl uzefd for those only attending ste visits. but most of
the inforrnation & cntical only to the ste wvist leaders. There is a course dire cted
towsard site vt atendee: being o= ated nght now.

The site wi:it methodology we Tl be talking ab out today is not angid proc ess. The
focus b on wrocfca™ty so vow willspend yourmene v wikelyand preduce high-
quality uzable data.

Instucior inkvoducfon: Provide a brefoverdew of your background to establizsh
cre dibiltty az an instractar.

Hudenimvoducfons Spend a few moment: having students introduce thermselves
uzing the bullet poirds below to structure the infroductions . There may be 10+
people so azk themto keep itto about 15 seconds in the interest oftime.

Harne

What arganization are youin

What do you dao

Why wou {arwhy wou wil) viet cwstorners

Learning Solutions)
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Job Aid for Design of Instructor
Guides for SMEs

What instructor preparation will | need to add based on the previous experience
of my SME Instructors?

What visual cues can | provide for our SMEs to show progress and indicate
specific activity types?

Does our organization have a standardized Instructor Guide template?
If so, where is it kept and how is it maintained?

Is there enough detail in the narrative of the Instructor Guide to support your
SME instructor?

How does the Instructor Guide support appropriate personalization by the
Instructor?

How are improvements made to the current Instructor Guide and how is that
process managed?

How does our organization conduct pilots to support the training process?
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