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INTRODUCTION
This manual has been developed as a result of a Training Needs and Human
Resource Development Analysis of Small and Medium Enterprises in
Mauritius* (25 March 2007).

This Research was conducted by the firm

ECORYS ICS consortium for the Human Resource Development Council
(HRDC) and the European Union (EU) Decentralised Cooperation Programme
for Mauritius.

The objective of the Research was to ‘Analyse the needs for training and
assess the opportunities for human resource development in SMEs
operating in different sectors in Mauritius’.

The report highlighted the following:
(i)

a ‘disconnect’ (“one size fits all” approach) between training providers
and SME’s training needs whereby generic training packages were not
adapted to the need of local SMEs.

(ii)

the need for efficient training programmes enabling the trained
employees to meet the actual need and specific demands of the
individual SMEs.

Hence the need for improving training practices (design of training
programmes based on TNA) for capacity building and ‘re-skilling’ of SMEs
cadres and floor level workers.

In this manual, you will find the necessary inspiration and elements for your
personal development in designing training programmes. It will be of
significance to SME HR managers, curriculum designers and those who have
a general interest in the field of Vocational Educational and Technical (VET)
training. It is also relevant to those who want to gain some more skills and
knowledge in designing training programmes.

4
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This manual should not be viewed as a handbook for academic purpose but as
a practical tool to facilitate the understanding of the general principle of
carrying out the design of a specific training plan using the DACUM (Design
A Curriculum) methodology in an SME context.

For the design of a training plan for job performance improvement, you would
need to know what is happening in the workplace. The DACUM focuses on
the way to improve professional work related skills and behaviour, thus
contributing to the overall performance improvement of the trainees. The
methodology has recourse to an analytical process to identify the critical
competency areas (duties), Units of competence and elements of competence
(tasks & sub tasks), skills and knowledge which make up the job and the
necessary required knowledge and skills for its satisfactory performance. From
there on we have the general directions for the design of the curriculum.
We hope that this manual will guide you in generating effective and efficient
training programmes, based on the needs and particularity of the SMEs.

* www.gov.mu/portal/sites/ncb/dcp/reports/Training.
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OUTCOMES OF LEARNING
On completion of this learning material, you should be able to:


assess the importance of developing an effective skill base.



evaluate the need for vocational and educational training providers to
adapt to business environment.



explain why we have to move away from generic training programmes
towards demand-led VET system.



apply the concept of competency in the design of training programmes.



relate learning and development to competency based training.



analyse Training Needs using competency based Training Needs Analysis
techniques.



use DACUM methodology for training programme design and
development.
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adopt modular and competency based curriculum.



enumerate the various steps in development of a training plan.



mount specific training programme based on TNAs of SMEs.



carry out assessment of competences acquired during training.



devise and market a training plan report.
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UNIT 1: DEVELOPING AN EFFECTIVE SKILL BASE
1.0

Unit Overview
In order to master this Unit, we expect you to analyse:
•

the development of an organisation’s skill base.

•

the need for Vocational and Educational Training (VET) providers to
adapt to the business environment and meet the challenges of providing
the relevant and adapted training.

•

1.1

the benefits of demand-led training.

Introduction
In this Unit, we shall discuss:

1.2

•

the importance of human resource development for a successful enterprise.

•

how VET providers need to adapt to the business’s training needs.

•

the need for demand-led training.

Unit Objectives and Intended Learning Outcomes
After studying this Unit, you should be able to:
•

explain the importance of developing an effective skill base

•

assess the importance for vocational and educational training providers to
adapt to business environment

•

discuss the need to move away from generic training programmes to
demand-led VET system.

•

describe how the VET providers can adapt to the new business
environment.

•

explain the importance of demand-led training.

HRDC/EU/MCA
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1.3

Importance of HR to the Enterprise
The development of an organisation’s skill base and indeed the skill base of a
country is very much dependent on the emerging competencies (skills,
knowledge and abilities) needed to deliver successfully in the 21st Century.

Hence, Human Resource Development is the major force driving the changes
and spearheading the overall efficiency in companies and organisations. The
most important parameter for growth is the way organisations manage and
develop their human resources. There is a pressing need to adopt new
management and working concepts, new ideas and new attitudes in general.

The major factors contributing to the survival and profitability of companies at
all organisational levels are:
•

a solid operational business; and

•

a motivated, skilful and competent working force.

In this context, there is an obvious need for training organisations to be
prepared to meet future challenges raised by the companies’ needs and
demands towards training. Vocational and Educational Training (VET)
providers have a great responsibility in establishing modern training schemes
to meet these challenges.

Like any other company, the VET providers must be able to deliver what
the market needs and demands. They must provide the market with efficient
training plans and programmes, leading to positive results.

Many companies are reluctant to invest in training and managers tend to
allocate the scarce resources available to more objectively accessible goals.
Many managers also doubt whether a VET provider could respond effectively
and efficiently to the company’s specific training needs.

8
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As with other products, managers want value for money, so the VET providers
must develop the readiness and competences to deliver value for money.

For this to be feasible, we need to
•

improve our training provision by moving away from generic training
programmes towards relevant training that is aimed at improving business
performance.

•

be flexible and have a built-in readiness to react rapidly to the needs of the
training market (demand-led training) and offer training based on modern
approaches (competency based).

•

design tailor-made (modular and flexible) programmes. This will require
new trainers’ profile and adapted curriculum.

•

establish a network of co-operative partners among leading companies and
social partners.

Only through close cooperation with the ‘end target customer’ in a tripartite
cooperation movement, can the right competences and skills be developed.

1.4

Demand-Led Training
In fact, most European and Western countries have significantly moved
towards a demand-led VET system.
The reasons for this policy are fairly simple:


As the skills required to perform well in any job change constantly, it is
often the employers who first become aware of these changing needs.



Employers are at the leading edge of their businesses, from manufacturing
to financial services.



Companies need to ensure that they maintain a competitive advantage.



Companies will recruit people who have the right skills.

HRDC/EU/MCA
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Demand-led training programmes are at the top of the business and
government agenda as never before. The state or government training
organisations may be knowledgeable. However, they generally aren’t well
placed to determine companies’ requirements. Employers recognise the need
to tap on their human resource. They have no other choice but to improve on
their skill base. VET providers are constantly being challenged to meet this
need.

This does not just mean more graduate scientists or cutting-edge innovators,
although these are vital. Employers and VET providers know that enterprises
also need employees with basic literacy and numeracy skills and employability
skills (including behavioural skills such as team working, self-management,
problem solving abilities, etc.).

VET providers have to be increasingly aware of what employers want from
training programmes. For employers to get a world-class workforce, for
employees to get the training they need and for any country to keep pace with
global competitors, businesses need to have access to relevant training,
delivered where and when it best suits the needs of companies and their
staff.

A demand-led system, driven by employers and TNA based is thus the best
way to improve the vocational education and training system. This is further
discussed in Unit 5 of this manual.

1.5

Summary
In this Unit, we have discussed the following concepts:

10

•

Importance of developing an organisation’s skill base.

•

VET providers having to adapt to the business’s training needs.

•

Importance of demand-led training.
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Now that you have completed this part, we suggest that you attempt the
activity which follows.

Activity 1



Compare the advantages and benefits of a
demand-led training system to a supply-led
training system.

You may try to analyse the needs in your
company and try to assess whether training
programmes offered are focused on these
needs. You may then discuss your findings
with your peers.

HRDC/EU/MCA
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UNIT 2: LEARNING AND DEVELOPMENT
2.0

Unit Overview
In order to master this Unit, we expect you to analyse

2.1

•

the learning process.

•

learning cycles and styles.

Introduction
In the previous Unit, we elaborated on the need to develop an effective skill
base for an enterprise to progress. This gives rise to the need to recognise the
trainees’ learning and development mechanisms (learner’s profile).

In this Unit, we shall elaborate on

2.2

•

how people learn.

•

the competency staircase or learning cycle.

•

learning styles.

•

how the learning cycle and learning styles are related.

Unit Objectives and Intended Learning Outcomes
After studying this Unit, you should be able to
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•

evaluate the learning mechanism.

•

describe the learning cycle.

•

explain the different learning styles.

•

define a learner’s profile.

•

reconcile learning cycle and learning styles to better optimise training.
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2.3

The Learning Process
We cannot design training programmes and conduct training without
considering learning and development mechanisms.
Before developing a Training Programme, it is useful to have an assessment of
the ways different people learn and progress. By being aware of this, we can
tailor and adapt the training to suit the needs of individuals who receive the
training and ensure that subsequent learning is more effective.
The dictionary defines learning as follows:
“learning is the process of getting knowledge, skills or abilities by study, by
experiences or by being taught”.

The desired results of learning are clear and include anything that can lead to
performance improvements such as:
•

new skills;

•

new knowledge;

•

new attitudes; and

•

new thinking.

Learning is a voluntary act.

People cannot be compelled to learn. It is a conscious act implying motivation
(not a burden), which the programmes must encourage. The more we are
aware about how people learn, the better we can design the training
programmes to optimise this process. Training and learning are two sides of
the same coin.

The trainer creates a context (the curriculum or training programme, etc.) in
which individuals can learn.

HRDC/EU/MCA

13

Generic Design of Training Programmes

2.3.1 How People Learn
The complete mastery of a skill or subject usually depends on three
fundamental processes:

1. The initial physical and mental effort to acquire the knowledge.
2. The long-term retention of that knowledge.
3. The ability and possibility1 to put the knowledge to practical use.
Learning is a process of registering and obtaining knowledge.
Research indicates that the use of a variety of training methods, involving as
many senses as possible, will accelerate learning. People are capable of
learning in visual, auditory or kinaesthetic ways.

To learn confidently, quickly and effectively requires that the teaching style
matches the needs and peculiarities of the trainee(s).

2.3.2 Whole Brain Learning
You should always bear in mind that everyone is different and there are many
variations in the way people learn. Learning preferences can be categorized as
follows:


Visual Learners: They learn best by demonstration, models, samples (they
like to see and be shown and demonstrated).



Kinaesthetic Learners: They learn best by “having a go", with
involvement and “hands on” activity (experiment).



Auditory Learners: They learn best by hearing, reading and being told.

1

Prior to the training activities, it is important to make sure that the trainee will be
allowed the possibility to practice the newly introduced competences. Otherwise,
training will lead only to – frustration!

14
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Research indicates that:

•
•
•

60% prefer visual
30% prefer kinaesthetic and
10% prefer auditory
stimulation

For you to be effective as a trainer and accelerate the learning process, it is
best to use a mix of the three learning modes - (a multi sensory approach).
In this way, more of the brain is likely to be involved and hence learning will
be both quicker and more effective.

Emotion helps learning
Learning is more likely to be effective if accompanied by positive emotions.
We remember things which have emotional associations, whether positive or
negative - hence the need to create a pleasant, open and supportive learning
atmosphere. Stress inhibits learning and can result in a 'blank mind'.
People learn best when:


the atmosphere is relaxed and stress free.



the trainer has credibility in the eyes of the trainee.



the trainee has a positive attitude and believes in his/her ability to learn.
That is, he/she is free from limiting beliefs like: 'I'll never be able to do
this'.



the trainer involves the trainee's emotions in positive ways.



a multi sensory approach is used, increasing brain involvement.

HRDC/EU/MCA
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2.4

The Competency Staircase or Learning Cycle
People will only respond to training when they are aware of their own need for
it and the personal benefit they will derive from it.
The 'conscious competence' model/staircase* is a simple explanation of how
we learn, and a useful reminder of the need to train people in stages.
The learner or trainee always begins at stage 1 - 'unconscious incompetence',
and ends at stage 4 - 'unconscious competence', passing through stage 2 'conscious incompetence' and - 3 'conscious competence'.

The Competency Staircase

Unconscious
Competence
Can do without
thinking
Conscious
Competence
Do know –
Can do
Conscious
Incompetence
Do know –
Can’t do
Unconscious
Incompetence
Don’t know –
Can’t do
*The Gordon Training International is popularly considered to be the
originator of the conscious competence model.

16
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Example
Let’s use the analogy of learning to drive a car to explain it.
The Competence stages or learning cycle
Stage 1 - Unconscious Incompetence
This is the stage at which we usually start. We are unconsciously incompetent,
unaware of what we don’t know. We may have sat in the passenger seat and
navigated but we do not recognise the major skills in driving a car.
Stage 2 - Conscious Incompetence
We start to learn at the level of conscious incompetence.

We become

suddenly aware as we sit behind the steering wheel for the first time as how
inexperienced we are and how complex driving is and how much we have to
learn (beginner). This can be a very frustrating period for some people who
may quit at this point if they are not really motivated to learn.

Stage 3 - Conscious Competence
We’ve practised our kangaroo starts and we can drive from A to B and now
we can move up the staircase. With experimentation and practice we are
beginning to acquire the required knowledge and skills. We know how to do
it right, but we need to think hard to keep it going well (mirror, signal,
manoeuvre, engage, etc.). This stage involves small progressive steps, during
which our feelings of awkwardness gradually give way to a sense of
achievement as we become more skilled (just passed the driving test).
Stage 4 - Unconscious Competence
A new sense has taken over the kinaesthetic sense of unconscious effort or
muscular movement. You do not have to concentrate at each hill, traffic light
or junction (driver getting to work without remembering the drive). By
carrying out the exercise many times, we have arrived at a level of
unconscious competence whereby the whole process seems natural and easy
and does not require so much concentration.

HRDC/EU/MCA
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The competences achieved at stage 4 enable us to perform a specific task or
activity efficiently (skills are automatic). Whether we will just continue to
perform a given function at that level or will we be able to rise to a higher
level (step beyond unconscious competence- fifth stage!) where we can teach
others or will we keep going until the level of absolute perfection?
(See Bloom’s cognitive domain for writing competencies and learning
objectives- ('Taxonomy of Educational Objectives: Handbook 1, The
Cognitive Domain' (Bloom, Engelhart, Furst, Hill, Krathwohl) 1956)

2.5

Learning Cycle and Learning Styles
The concept of learning styles reflects a recognition that different people learn
in different ways and will tend to learn more effectively if learning is
orientated according to their preference. The aim of identifying individual
learning styles is therefore to match learning activities with the learner’s
preferred learning style, thereby optimising the learning process.

A common theme amongst all researchers in this field has been that with each
investigation, further and finer distinctions of learning styles have been made,
thus revealing more and more differences between learners.

Therefore, while there are disagreements on the number of learning styles and
on what they should be called, there is agreement among researchers that
learning styles have an important influence on individual development.
The following definitions of learning styles are the commonly accepted ones.

2.5.1 The Four Learning Styles
We can identify four learning styles (Kolb's learning styles model, 1984)
which can be associated with a stage on the continuous learning cycle. They
are based on a cycle of
•
18

experiencing (stage 1),
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•

reflecting (stage 2),

•

thinking (stage 3), and

•

acting (stage 4).

These four learning styles are:
1. Activists
Activists involve themselves fully in new experiences and like to be
involved in activity. They relish coping with crises. They are optimistic
about anything new and are unlikely to resist change. Once the initial
excitement is over they tend to get bored with implementation and
consolidation. They enjoy working with others but tend to do too much
themselves and hog the limelight.
2. Reflectors
Reflectors like to collect all the facts and to look at situations from all the
angles. They are careful and methodical and dislike reaching a conclusion
until they have thought it through thoroughly. They prefer to take a back
seat, observing and listening to others but often tend to be too cautious and
do not take enough risks.
3. Theorists
Theorists approach situations logically, working through them step by
step, integrating their observations into complex theories. They tend to be
perfectionists and reject ideas they see as subjective or intuitive. Their
disciplined approach restricts their ability to think creatively. They are
unlikely to give it a try and see what happens.

4. Pragmatists
Pragmatists are practical, businesslike individuals who like to get straight
to the point. They are full of ideas and keen to try them out straight away.
They are most comfortable with things that they know are going to work
and tend to reject ideas without an obvious application.

HRDC/EU/MCA
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impatient with what they see as ‘waffle’. If you are a pragmatist, beware
of a tendency to seize on the first expedient solution to a problem.

Source: Peter Honey and Alan Mumford, 1992

Relating learning cycle to learning styles

Stage 1
Having an experience
Activist

Stage 4
Planning the next steps
Pragmatist

Stage 2
Reviewing the experience
Reflector

Stage 3
Concluding from the experience
Theorist

By reconciling and successfully integrating learning cycles and learning styles,
trainers are able to optimise the learning experience.

Trainees will tend to learn more effectively if learning is orientated according
to their learning style preference.
For instance –
‘Theorists’ will not be comfortable when thrown into a situation requiring
intuition or without notes and instructions.
On the other hand, ‘activists’ will likely be frustrated if they are forced into a
situation where they are to go through lots of instructions and rules, with
limited ‘actions’.
20
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2.6

Summary
In this Unit, we have discussed the following concepts:
•

The learning process.

•

Learning cycle/competency staircase.

•

The four learning styles.

•

Learner’s profile.

We have also discussed how the learning process can be optimised by relating
learning cycle and learning styles.

Now that you are familiar with the learning process and know its importance
while devising curriculum, we shall move on to discuss about the relevance of
competency framework in Training Programmes.



Activity 2

Try to categorise learners in a learning
group in the different learning styles

HRDC/EU/MCA
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UNIT 3: COMPETENCIES
3.0

Unit Overview
In order to master this Unit, we expect you to analyse

3.1

•

the competency framework.

•

the concept of behavioural competency.

Introduction
In the previous Unit, we introduced the different styles of learning, the
learning cycle and the learning process. These are important elements to
consider while devising a training programme.

In this Unit, we shall discuss the different definitions of competencies. We
shall also elaborate on the types of competencies which need to be acquired
for performance improvement.

The competency framework also guides you in the successful implementation
of this approach.

3.2

Unit Objectives and Intended Learning Outcomes
After studying this Unit, you should be able to
•

define competency.

•

apply a competency framework.

•

apply the concept of behavioural competency.

•

breakdown competencies into meaningful structures and use these for
standard description.

•

22

relate competencies to specific job functions.
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3.3

Some Definitions of Competencies
Many authors and authorities have given varied definitions to competencies.
However, all these definitions converge to the knowledge and skills and
attitude required to complete a task successfully. Some definitions are given
below.

Competency refers only to certain aspects of the store of knowledge and
abilities: the ones necessary to achieve certain results demanded by a specific
circumstance; the actual capacity to achieve an objective or result in a given
context (Mertens, Leonard, 1996).

Labour competency gathers the attitudes, knowledge and skills that allow
developing a comprehensive number of functions and tasks successfully in
accordance with the performance criteria that are deemed appropriate in the
labour environment (Miranda, Martín, 2003).

Competency is the ability to perform tasks and duties according to the job’s
expected standards (Australian National Training Authority).

Competencies are the techniques, skills, knowledge and characteristics that
make a certain worker stand out over a regular worker with the same function
or work category because of his performance (Kochansky, Jim, 1998)

An identifiable and assessable group of interrelated knowledge, attitudes,
values and skills that allow an individual to perform satisfactorily in real
working situations, in conformity with the standards followed in that
occupational area (Federal Council of Culture and Education of Argentina).

HRDC/EU/MCA
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If you wish to have more information on competencies and competence
education, you may consult the web site which follows:
Competence-based VET in the Netherlands : background and pitfalls by Harm
Biemans, Loek Nieuwenhuis, Rob Poell, Martin Mulder & Renate Wesselink
(The Netherlands ) URL: http://www.bwpat.de.

3.4

Competency Framework
In a context of globalisation and modernisation, today’s businesses now place
a challenging demand on their employees to show relevant competencies
beyond traditional qualifications in order to adapt to these challenges.

Being able to define such competencies into meaningful structures suited for
standard description can thus lead to successful training and professional
development.

A general, broadly accepted definition of competency is:

“The ability to perform activities within an occupation
to the standard expected in employment”

Competencies are about DOING rather than Knowing (emphasis is on
capabilities and not on qualifications).

The concept of competency and competence are often confused or used
interchangeably. A simple way to remember the difference is to look at
competence to mean a skill and the standard of performance, whilst
competency refers to how it is achieved. That is, competence describes what
people do and competency describes how people do it.
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A competency relates to a broader area of competence and contains skills and
tasks.
For example, the ability to communicate effectively is a competency that
comprises the individual’s knowledge of language, practical IT skills,
interpersonal skills and attitudes towards those persons with whom he/she is
communicating.

Competence is often confused with “task” and “skill”.

We can illustrate this with the example which follows:
The main competence of a spray painter may be
“To apply paint coatings to motor vehicle panels”.

This could include both the task of
•

setting the scene (condition);

•

mixing the paint;

•

protecting one self and other persons in the workshop;

•

optimising material use; and

•

ensuring quality;

and the skill of using a spray gun.
The performance of a task (the end result) can often be seen and measured
objectively.

Competence is something you might not be able to observe directly. It can be
measured partly objectively and partly subjectively.
The idea of competence takes into account many of the personal
characteristics that enable people to do a job in the workplace, including the
ability to:
•

perform separate tasks;

•

respond positively to changes in routine;

•

manage several different tasks as part of the job;

•

apply knowledge and skills to new and changing situations;
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•

handle the responsibilities and expectations of the workplace; and

•

work with others.

When you are competent at a job, or some part of a job, you apply knowledge
and skills that are often hidden from others watching you perform a task at
work (For example: interpreting a map/technical data sheet).

3.4.1 Introducing the Competency Approach
When introducing a competency approach, its success and take-up will depend
on a number of issues, including how easily it is recognised as belonging to
that organisation. That is, how it fits with the language and the existing culture
within the organisation and how easily staff will adapt to using the new terms.
The starting point in competency approach is to describe people’s job as two
functions, namely:
1.

the things they achieve -

WHAT they get done, and

2.

the way they achieve them -

HOW they get them done

The competency framework (model) therefore describes
•

the ‘WHAT’, which is the theoretical and practical knowledge, and

•

the ‘HOW’ in terms of sets of behaviours i.e. to ‘know how to behave
and act’.

When assessed, these can range from poor (or negative) behaviour to excellent
(very positive) behaviour.
It has been observed that the better achievers (those who are good at ‘WHAT’
they get done) also tend to score high on ‘HOW’ they get things done (very
positive) within a competency framework.
High achievers who are rated as good performers show leadership qualities
that might include:
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•

delegating;

•

coaching;

•

good communication; and

•

team building skills.

They know that to get more done and to get the best from their team members,
they have to develop all these skills. They also need to encourage all those
they work with, to develop these attributes.

3.5

The Behavioural Competency Concept
Behavioural competencies can be defined as the capacity for verbal selfexpression and interaction with work colleagues. It shows how an employee
behaves while responding to assigned responsibilities and in certain work
situations.

A manager for instance, may achieve a great deal. However, if he/she lacks
communication skills as compared to another manager who achieves as much,
then it can be deduced that the former manager has a less competent way to
'do the job'.

Employees’ performance can be efficiently improved when the employer is
able to:
•

describe a job performance in terms of defined behaviours; and

•

transform these behaviours into learning outcomes.

Behavioural competencies may include:
•

Customer focus;

•

Team building;

•

Analytical thinking;

•

Creative problem solving;

•

Communication;

•

Interpersonal sensitivity;
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•

Coaching and delegation;

•

Strategic vision;

•

Planning and organising;

•

Personal drive; and

•

Capacity to negotiate.

Job function related to competencies
Competencies can also be used to describe various job functions. For example,
being competent at using a computer can be broken down into a number of
identifiable skills, such as:

Competences
COMPETENT
AT USING A
COMPUTER

Skills
Able to use a
spreadsheet

COMPETENT
AT USING A
COMPUTER

Able to use the wordprocessing software

3.6

 Can design simple
spreadsheets
 Can enter data accurately
 Can print out a spreadsheet
 Can cut and paste within a
document
 Can use the spellchecker
function
 Can change the orientation of a
document

Summary
In this Unit, we have discussed the following concepts:
•

Competencies and competency approach/framework.

•

Behavioural competencies for performance improvement.

•

Defining competencies into meaningful structures suited for standard
description for professional development.

In the next Unit, we shall elaborate on
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•

work activity and its breakdown into sub elements for task analysis and

•

skill groups.
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Activity 3


Identifying competencies
You have been asked to arrange a
production department meeting in one
month time.
Try to list areas of competences and
identifiable skills you have to master to plan
this future meeting successfully.
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UNIT 4: WORK ACTIVITY
4.0

Unit Overview
In order to master this Unit, we expect you to analyse

4.1

•

the breakdown of jobs into sub-elements for task analysis description.

•

skills related to tasks.

•

different types of skills as propounded by researchers.

Introduction
In the previous Unit, we discussed about competencies. In this Unit, we shall
elaborate on job descriptions for tasks analysis. We shall analyse the skills
required for a task, based on performance criteria.

We will also introduce the 3 main types of skills identified by researchers,
namely cognitive, perceptual and psychomotor.

4.2

Unit Objectives and Intended Learning Outcomes
After studying this Unit, you should be able to
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•

identify competences in a job.

•

break down jobs into sub elements for task analysis description.

•

identify skills and relate them to jobs and tasks.

•

analyse the three types of skills identified by researchers.
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4.3

Jobs and Competences
If we wish to formulate a relevant competency-based /job-related training
programme, we should break down jobs into meaningful components.
Moreover, we would have a common understanding of associated
terminologies.
Here are some terms used to describe work activities:
1.

Job

-profession or activity

2.

Area of competence

-specific competences or duties

3.

Units of competence

-tasks

4.

Element of competence -procedure or process to accomplish the task

5.

Skills and knowledge

-the ability to complete the job

Jobs can be broken down into different competences and corresponding
knowledge and skills to accomplish the needed tasks. Jobs would have areas
of competences comprising Units of competences which themselves include
elements of competences.

Simply put, a job breakdown would define required duties for which there are
corresponding tasks for its accomplishment.
To illustrate this job breakdown, let’s see the following example for the job of
“Warehouse Operator”.
The job can be broken down as follows:
1. Job: “Warehouse Operator”.

2. Broken down into areas of competence.
An area of competence is a duty, procedure or process of what people do in
their job. In this specific job, a specific area of competence might be “handling
of incoming goods”.

HRDC/EU/MCA

31

Generic Design of Training Programmes

3. The area of competence “handling of incoming goods” can then be broken
down into Units of competence (tasks).

The different Units of competence would be:
•

operating transport component;

•

receiving incoming goods;

•

racking and binning incoming goods;

•

receiving customers’ orders;

•

picking and packing goods;

•

despatching customers’ orders;

•

stocktaking; and

•

ordering goods.

4. Then a Unit of competence would be made up of elements of competence
(sub-tasks).
For example, if we take the Unit of competence for operating transport
equipment, some of its elements might be as follows:
•

safety and security in operating a fork-lift;

•

maintenance; and

•

loading technique.

For each element and Unit of competence we will then have performance
criteria (or performance objective) statements, which are the level of
performance the employee must demonstrate on the job.

For example:
1. Operating a fork-lift is a routine procedure.

It ends in a predictable

outcome: the fork-lift is operated to pick up and move goods and materials
efficiently and safely (material and human).
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2. With the maintenance and service of the equipment, there may be the need
for some additional knowledge on what has to be serviced on each item of
equipment. This should give a predictable outcome of the equipment being
properly and safely serviced.
From the performance criteria, skills & knowledge required to reach the level
of competence, can then be identified.

KNOWLEDGE is an understanding and familiarity with facts and
information.

SKILLS are the abilities needed to perform a task.

The term “skill” can be used to identify any of the abilities you may have,
such as being able to:
• work with accuracy and speed;
• lead a group activity;
• estimate quantities;
• work well with others;
• measure precisely;
• line up parts by eye; and
• adapt to changes.

4.4

Types of Skills
In the performance of a task, different types of skills are applied. Being able to
identify types of skills to be developed would entail recourse to relevant
training techniques.
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Skills can be placed into one of the three groups:
1. Cognitive skills
These are thinking and knowing skills. They involve using the knowledge
one has of principles and processes to carry out tasks.
For example, a builder, while reading and interpreting a house plan, has
the cognitive skills of understanding and using the language and symbols.

2. Perceptual skills
These are skills involving the senses. Judging angles, estimating distances
and feeling surface finishes are examples of perceptual skills where the
senses of sight and touch are applied.
3. Psychomotor skills
These are manipulative or “doing” skills.
For example, moving some parts of the body, such as the hands and arms
when sawing a piece of timber or making a pot on a potter’s wheel,
involves using psychomotor skills.

4.5

Summary
In this Unit, we have:
•

described work activity and related it to competences.

•

identified the knowledge and skills derived from performance criteria.

•

discussed the training/learning outcome and the skills acquired.

These skills have been identified as three groups in tasks performance:
cognitive, perceptual and psychomotor. We have also stressed on the fact that
these elements and distinctions ensure that training programmes are relevant to
needs.
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In the next Unit, we will elaborate on the competence matrix and discuss its
relevance in training plans.

Before you proceed, we suggest you take a pause and try the task which
follows.



Activity 4

You are to park a car, identify the various
skills required and try to list and group them
under the 3 skills groups:
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Cognitive skills

•

Perceptual skills

•

Psychomotor skills
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UNIT 5: ANALYSING TRAINING NEEDS
5.0

Unit Overview
In this Unit, we shall analyse the competence assessment matrix as a tool for
identifying and prioritising training needs.

5.1

Introduction
In the previous Unit, we discussed about the work activity. In this Unit, we
shall introduce the competence assessment matrix which can be used for

5.2

•

simple individual assessment;

•

team assessment; and

•

self and manager assessment.

Unit Objectives and Intended Learning Outcomes
After studying this Unit, you should be able to use the different competence
assessment matrices for analysing training needs.

5.3

Analysing Training Needs
The development of a training plan for competency-based training is derived
from a Training Needs Analysis (TNA).

In the Training Needs Analysis

exercise the following are identified:
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•

Why the need for training;

•

Who is the target group;

•

What areas of training are essential;

•

Which priority to be given;

•

When (timeframe); and

•

What method for training is relevant to the target group.
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One of the important tools used in TNA is the competence assessment matrix
which enables the identification and prioritisation of training and the
corresponding target group.

Let’s see the relevance of assessment matrixes.

5.3.1 Simple individual assessment matrix
This matrix provides an assessment of competences at individual level. The
following matrix shows the assessment of 5 employees (A, B, C, D & E) in 5
areas of competence (rows). It identifies their skill levels where a score of 1 is
evaluated as not skilled, 3 being competent and 4 being highly competent.
Individual Grid

Areas of Competence (Duties)

A

B

C

D

E

Basic Computer Skills
Intermediate Computer Skills
Data Entry Skills
Using the Personal Records
Management Module
Creating Simple Reports Using
the Report Writer

1

2
2
1

4
2
3
1

2
3
3
1

3
3
4
2

2
1
4
1

3

2

1

4

4

9

12

10

16

12

WEAK

WEAK

WEAK

OK

WEAK

COLUMN TOTALS

Criteria:

Not skilled
Basic skill
Competent
Highly competent – can train

1
2
3
4

By totalling the columns, we have the skill level which in this case is weak (all
less than 12), except for worker (D) who is considered competent.
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It can be concluded that 4 employees, namely A, B, C and E require training in
using computers.

5.3.2 The Individual Assessment Matrix For Team Assessment
The individual matrix also provides relevant information at team level
assessment. In the following example, besides the columns, the rows as well
have been totalled. The row total identifies weaknesses at team level. In this
case, for the duty of “Using the Personal Records Management module”, the
team scores only 6 points. #3 indicates an urgent need for training of the team
in this area of competence.

Team Grid

B

C

D

E

Team
Strength

1

4

2

3

2

12

#1

2

2

3

3

1

11

#2

2

3

3

4

4

16

#1

1

1

1

2

1

6

#3

3

2

1

4

4

14

#1

9

12

10

16

12

NOTES

A
Basic Computer Skills
Intermediate Computer
Skills
Data Entry Skills

Using the Personal
Records Management
Module
Creating Simple Reports
Using the Report Writer
COLUMN TOTALS
Personal Strength

#1 – OK
#2 – WEAK – should be improved by training at the first given
occasion
#3 – Urgent training required
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It is to be noted that the team is also weak in “Intermediate Computer Skills’
and training should be considered at the first given opportUnity (#2).
Moreover, based on this grid, the employer can make a priority list for
training.
The team grid also shows weaknesses of the team in terms of dependence on
some members of the team. If for example, employee D and B were away, the
whole team will be weak. There would be some functions that would not be
performed.

5.3.3 Self and Manager Assessment Matrix
This matrix provides two points of view on the assessment of competences of
an employee: the employee’s and his/her manager’s.

When carrying out a self-assessment of the individual’s competences by
asking the employee to assess his/her own competences within a given area,
we will get an evaluation mainly based on subjective impressions.

However, by asking the same question to the manager or area manager, we
will get a marking that is more objective.

Hence having both “sides” to fill in the assessment grid will provide a precise
evaluation.

An example of this grid is as follows. It shows the same principle as the
individual assessment matrix. However, in this case each individual is asked
to assess himself/herself. The managers are also asked to assess their staff
separately. This has the advantage of giving two perspectives on any
employee’s skills level.
As shown in the grid, the Manager’s assessment does not always agree with an
individual’s self assessment.
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TNA USING SELF & MANAGER ASSESSMENT OF COMPETENCIES

SA = Self Assessment
MAN ASS = Managers’
Assessment

Basic Computer Skills

SA

MAN
ASS

SA

A
1

2

3

1

3

1
2

2
Self Assessment (Max 20)
Management Assessments (Max 20)

1

9

1
12

9

8

OK

6

TRAIN
URGENTLY
7

14
2

TRAINING
NEEDED IN
THE NEAREST
FUTURE
TRAIN AS
SOON AS
POSSIBLE

16

2

4

10

16

4

16

9

4

2

1
10

2

1

4

12
11

4

2

1

2

4

1

MAN NOTES

1

4

Total
SA
12

2

2

4

MAN
ASS

E

3

3

1

SA

3

2

2

1
Creating Simple Reports

3

3

MAN
ASS

3
2

1

2
Using the Personal Records
Module

SA

D

2

2

2

MAN
ASS

C

4

2
Data Entry Skills

SA

B

2
Intermediate Computer Skills

MAN
ASS

10

TRAIN AS
SOON AS
POSSIBLE

12
15

12

TNA BASED ON SELF, MANAGER’S AND MINIMUM AGREED COMPETENCY LEVELS
In this example, a minimum requirement of 15 points for each competency has been determined. This is the minimum skill level
acceptable for each competency needed to run the department.
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NAMES OF JOB HOLDERS

JOB FUNCTIONS

COLUMN TOTALS

COMMENTS

Not skilled
Basic skill
Competent
Highly Competent – can train
others
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Minimum
requirement for
competency
Managers
assessment total

Manager

Self

Minimum

HRDC/EU/MCA

Manager

Minimum

TOTALS

Self

COMPETENCY 6

Manager

COMPETENCY
5

Self

COMPETENCY
4

Minimum

Minimum

Manager

Minimum

Self

1 NO SKILL
2 BASIC SKILL
3 COMPETENT
4 HIGHLY
COMPETENT –
CAN TRAIN
OTHERS
NAME
JOB

Manager

COMPETENCY
3

Self

COMPETENCY
2

Manager

COMPETENCY
1

Self

DEPARTMENT

Minimum

EXAMPLE OF A SKILLS COMPETENCY MATRIX FOR ANY DEVELOPMENT FUNCTION (BLANK)
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5.4

Summary
In this Unit, we have discussed the following concepts:
•

competence assessment matrixes (self, team and individual/manager); and

•

how assessment matrixes can be used for identifying and prioritising training
needs.

Once training needs have been properly identified, learning process understood
and jobs described into meaningful structure (duties, tasks) and corresponding
knowledge and skills, we now have the elements to proceed for the design of the
curriculum using the DACUM methodology.

In the next Unit, we shall discuss about the design of competency-based VET.
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UNIT 6: DESIGNING COMPETENCY-BASED
VOCATIONAL TRAINING
6.0

Unit Overview
In order to master this Unit, you are expected to

6.1

•

devise competency-based training programmes.

•

define Performance Objectives (POs).

•

link POs with duties, tasks, skills and knowledge.

•

explain the importance of assessment in competency-based training.

•

identify methods of assessment.

Introduction
In the previous Unit, we discussed about the training needs analysis and the
relevance of the competence assessment matrices.

In this Unit, we shall elaborate on

6.2

•

the structure of competency-based training programmes.

•

the elements of performance objectives.

•

how performance objectives are linked to the components of a job.

•

how to assess training programmes at different stages.

Unit Objectives and Intended Learning Outcomes
After studying this Unit, you should be able to:
•

differentiate competency-based training programmes from traditional training
programmes.
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•

define performance objectives.

•

identify the elements of performance objectives.

•

break down a job into its components.

•

apply performance objectives to each component of a job.
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6.3

•

explain the importance of assessment at different stages.

•

assess impact of training on the business.

Competency-based Training Programme
While traditional Vocational Education and Training (VET) lays emphasis on the
process and measurement of learning, modern competency-based VET places
strong emphasis on what a person can do as a result of learning.

The content of a competency-based training programme is based on training
and/or upgrading of skills and abilities needed by a person in order to enable
him/her to perform a specific job. Thus, competency-based training programmes
are job related.

Not all VET programmes have to be structured in the same way, but generally
they do have the same characteristics.

6.4

Performance Objectives
Performance Objectives are statements written to identify the specific
knowledge, skill or attitude the learner should gain and demonstrate at the end of
a training programme.

A performance objective may, therefore, refer to a set of criteria used to define
each competence within a job.
A performance objective comprises three elements:
1. The PERFORMANCE which is linked to the competence.
2. The STANDARD required for each performance.
3. The CONDITIONS which apply to the performances.

These can in turn be related to the component of a job.
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Components of a job
An analysis process is used to identify the different competencies within a job.

These are:
•

area of competence, that is the duty.

•

Unit of competence, that is the task.

•

elements of competence, that is the sub-task or steps to be taken to
accomplish the task.

A further analysis of each Unit of competence (task) identifies what skills,
knowledge and attitude/behaviour a person requires to perform a job according to
the performance objective, that is according to the set standard and conditions.

For example, the performance objectives for a printing company sales
representative could be put in this way:

Performance Objectives of a Printing Company Sales Representative
Job

Company Sales Representative

Area of competence (duty)

Sales

Unit of competence (task)

•

presenting the company to the market-place

Element of competence

•

marketing the company’s services to the

(sub-task)

target consumers

The competence within this job is measured by the salesperson’s ability to
communicate the company’s capabilities to render benefits and services as
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demanded by the individual client clearly and accurately at a level suited to secure
mutual beneficial transactions (that is sale).
The 3 elements of POs could be as follows:
•

Performance: “communicate company’s capabilities” (what).

•

Standard: “clearly and accurately” (how).

•

Conditions: “to secure mutual beneficial transactions” (why).

The skills relevant to this area of competence may include:
•

research client needs;

•

present company capabilities (electronic imaging, typesetting, etc);

•

arrange meetings;

•

communicate at all levels;

•

calculate the value of the jobs; and

•

advise clients on technical matters.

The knowledge required to support this area of competence may include:
•

the client’s contact person;

•

client’s background information;

•

the company’s production capacity and limitations;

•

technical know-how;

•

the terms and conditions of contracts;

•

the current company workload;

•

quotation requirements (client’s specifications, price list, electronic calculator,
quote form).
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Other examples of POs
Unit of Competence Performance Objectives
Negotiate, determine

•

and settle contract

Negotiate terms and conditions of contracts
with clients in accordance with company sales
policy.

•

Prepare a quotation, using accurate estimates
and in accordance with company sales policy,
which advises the client on the cost of
production.

For this task, the 3 elements of POs can be as follows:
•

Performance: “negotiate terms and conditions” and “prepare quotation”.

•

Standard: “company sales policy”.

•

Conditions: “accurate estimates”.

Unit of Competence
Liaise with clients

Performance Objectives
•

Communicate technical advice clearly
and accurately.

•

Maintain the goodwill of clients with
respect to future work.

You may take a pause and try to identify the 3 elements of PO for the above task.
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The table below shows some useful action verbs which can be used when
writing PO statement.
Types of Outcome

Meaning

Sample Verbs

Knowledge

Related to thinking,
knowing,
understanding and
perceiving.

Define, describe, state, estimate,
list, classify, evaluate.

Physical activity

Related to actions and
the way they are
performed.

Adjust, construct, tune, assemble,
measure, open, replace, insert.

Attitude

Related to feelings,
values, personality and
character.

Accept, empathize, monitor,
influence, develop, associate,
coordinate, change.

6.5

Assessment of Training
Assessment of training consists of two parts:
1. Assessment of learners
A distinct feature of competency-based education and training is the importance
given to regular assessment throughout the learning process.

The most objective way of assessing a learner’s competence is to have the learner
perform a task in the workplace.

Assessment in a VET system, therefore, measures a trainee’s competencies in
relation to some specified standards rather than comparing his/her results with the
results of other learners.
It enables employers to have a clearer indication of whether a person can or
cannot do a job in accordance with a given standard.
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Assessment can be based on national competency standards, which generally
provides a reliable and consistent way of measuring competency.

Learning Records for each trainee may include:
•

how much practice (number of hours) was needed before each competency
was tested;

•

the conditions under which competencies were tested; and

•

dates on which competencies were achieved by the trainee and validated by
the signature of the trainer.

At the end of the training programme, a final assessment is conducted. The
complete record is then given to the learner.

Now the learner is qualified to demonstrate mastery of a competence.

Step Change Model

The Step Change Model shows the impact of assessment on different areas of
competences. When assessing competencies of learners with respect to
performance objectives, the change produced would be different at different
levels.
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2. Evaluation of training programme
Assessment also includes measuring the effectiveness of the training programme
against its set objectives. The whole process, from design phase to final
evaluation phase, is assessed and corrective actions are taken as and when
required.
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For example, at the training stage, it might be necessary to change some
components of the training programme (content, methodology, time constraints,
etc.) In that case, the responsible trainer might “go backwards” in the process and
re-design the training (if he is the designer) – and come back to step 4 and
continue the process.

In some cases, the outcomes stated may have to be changed. In that case, the
trainer has to “go backwards” up to step 2 and adjust the outcomes (the
objectives) – and jump back to step 4 and continue.

In some cases, he/she may have to go back to step 3 for re-designing and then
come back to step 4. This implies that there should be an in-built flexibility in the
training programme.
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Evaluation of training from a business perspective
In many cases, the impact of training is not only on the performance of employees
but also on the bottom line of the business. The impact of training on the business
can be evaluated using the two following approaches:
FORMATIVE

SUMMATIVE

•

Improve the process.

•

Sum up the impact, Go – No Go.

•

Focus on Process.

•

Focus on Result.

Measures:

Measures:

•

Acceptance

•

Performance Change

•

Satisfaction

•

Business results

•

Quality.

•

Return on Investment (ROI).

Formative evaluation measures the learning outcome immediately after the
acquisition of skills. It evaluates the improvement in the process. Summative
evaluation measures the impact of the training programme on the business output
in terms of yes or no.

Though the criteria used in both approaches are not the same, having positive
outcomes are very important to meet the objectives and goals of the training
programme.

6.6

Summary
In this Unit, we have discussed the following concepts:
•

The components of a job.

•

Using performance objectives to define competences when designing training

programmes.
•

The importance of assessing both the learners and the training programme.

•

The impact of training on a business.
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Activity 5



•

Identify Units and Elements of
competence (tasks and sub-tasks) in
your field of expertise.

•

For each task and/or sub-task write
their performance objectives.
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UNIT 7: DACUM

7.0

Unit Overview
In order to master this Unit, you are expected to

7.1

•

define job/task analysis.

•

understand the terms used in a DACUM process.

•

develop DACUM research chart.

Introduction
In the previous Unit, we defined performance objectives for tasks, and discussed
about the importance of assessing both the learners and the training programme
and the impact of training on a business.

In this Unit, we shall elaborate on

7.2

•

the importance of job/task analysis.

•

how to develop DACUM research chart.

•

the advantages of DACUM as a training development tool.

Unit Objectives and Intended Learning Outcomes
After studying this Unit, you should be able to:
•

differentiate between job analysis and task analysis.

•

define the terms used in a DACUM process.

•

list the procedural steps of a DACUM process.

•

list the elements of a DACUM m Research Chart.

•

list the characteristics of duties and tasks.

•

use the DACUM process to develop a DACUM Research Chart.
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7.3

Job/Task Analysis
There are many methodologies that are used to carry out a job and a task analysis.
These are listed below and are classified from ‘most subjective’ to ‘least
subjective’.
Most Subjective
•

Philosophical Basis

•

Personal Introspection

•

Function Approach

•

Critical Incident Techniques

•

Delphi Techniques

•

DACUM Process

•

Occupational Research
Most Objective

7.4

DACUM Process
DACUM is an acronym meaning developing a curriculum.

It is an approach to occupational (job) analysis, created by the Centre on
Education and Training for Employment (CETE) department of the Ohio State
University, United States.
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It is used extensively in the U.S. by Vocational Technical Educators and
Business-Industry trainers.

It is also used extensively in Canada and several other countries.
It is found to be effective, quick and bears a low cost when compared to other
methods.

7.4.1 DACUM Philosophy
DACUM is based on the following philosophy:

•

Expert workers are better able to describe/define their occupation than anyone
else.

•

Any job can be effectively and sufficiently described in terms of the tasks that
successful workers perform in that occupation.

•

All tasks have direct implications of knowledge and attitude that workers must
have in order to perform the tasks correctly or according to set standards.

•

All members of a panel participate equally, share ideas freely and brainstorm
on each other’s ideas.

•

Members provide constructive suggestions rather than negative criticisms.
They do not use any references but all task statements are carefully
considered.

•

Observers cannot participate.
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7.4.2 DACUM Key Terms
The following key terms are often used:
 A job analysis means identification of job duties and tasks.
 A task analysis means identification of the steps, knowledge and skills
required, tools, safety factors and performance standards related to one or
more tasks.
 A duty is defined as an arbitrary grouping of related tasks. Usually there are
8-12 duties per job.
 A task means specific observable Units of competence. Usually a duty
contains 6-30 tasks and a job contains 50-200 tasks.
 A step means a specific element of competence or activity which is required
to perform a task. There are at least two steps per task.

7.4.3 Task Statements
A Task Statement comprises 3 components:
1. VERB:
The verb used is in the active voice and refers to the first person singular.
(e.g., select, prepare, maintain, organise, instruct).
2. OBJECT:
The object is the thing acted upon by the worker.
(e.g., reports, equipment, records, customers).
3. QUALIFIER:
Qualifiers are words or phrases used to limit or modify the task statement.
(e.g., record "health" history; develop a '"financial" plan, bake "oatmeal raisin"
cookies; weed the 'flower" garden)
A list of action verbs is attached at the Appendix I of this workbook for reference.
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Characteristics of task statements are as follows:
 They have a definite beginning and ending point.
 They can be performed over a short period of time.
 They can be performed independent of other work.
 They consist of two or more steps.
 They can be achieved, observed and measured.
 They result in a product, service or decision.
Examples of task and steps:
TASK

STEPS

Replace Engine Oil








7.5

unscrew drain plug
drain engine oil
obtain new engine oil
screw back drain plug
pour engine oil
check level of engine oil

DACUM Procedural Steps
1. Orientation of Workshop
The workshop is normally conducted in a spacious room where a large vertical
surface (preferably a wall) is available. The team leader opens the workshop and
introduces the expert panel members (including specialists in the competence
area) and the DACUM facilitators. He/She explains the aim and objectives of the
workshop. He/She also explains the meaning of “terms” that are used during the
workshop. If necessary, members are invited to participate in a small exercise to
identify the “terms”.
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2. Review of Occupation
An Organisational Chart is used to locate the position of the occupation in a
particular enterprise. Members may brainstorm to review the position of the job.
3. Identify General Areas of Competences (Duties)
Members are prompted to identify duties related to the job. Each member uses a
card (A5 size approximately) to note down the duty and hands it over to the
facilitators. The latter will paste the card on the wall using some rubber mastic
adhesive.

All the cards are of the same colour, arranged in a vertical column and are visible
to all panel members. This process continues until no more duties can be
identified.
4. Identify Specific Tasks performed
For each duty, the team leader invites members to write task statements. They use
cards of a different colour. Each card contains only one task. The cards are pasted
in a horizontal row by the side of the duty. The same procedure is repeated for the
other duties until all tasks are identified.

5. Review and Refine Task and Duty Statements
With all ‘duty’ cards (of same colour) pasted vertically and all ‘task’ cards (of
same colour) pasted horizontally by the side of their respective duty, members are
invited to review the duties and tasks. It may happen that two duties have almost
the same tasks. Therefore, the duties are merged and renamed accordingly. The
extra cards are removed from the wall.
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It may also happen that a task cannot be broken down into steps, in which case it
has to be removed. The labelling also is reviewed to ensure that the terms used for
duties and tasks do reflect the exact situation.

6. Sequence Tasks and Duty Statements
Once all members agree on the final list of duties and tasks, the cards are
rearranged to show the sequence in which the duties are carried out at a
workplace. The ‘duty’ cards are then coded using letters A, B, C, etc.

Now for each duty, the tasks are arranged in the proper sequence and coded using
alphanumeric characters like A1, A2, A3,...B1, B2, B3,...etc.
TASKS

DUTY A

A1

A2

A3

A4

DUTY B

B1

B2

B3

B4

DUTY C

C1

C2

C3

C4

DUTY D

D1

D2

DUTY E

E1

E2

E3

E4

DUTY F

F1

F2

F3

DUTY G

G1

G2

G3
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7. Identify Entry Level Task
To perform all the tasks and duties, the members are invited to list:
1) General Knowledge and Skills Requirements for the job.
2) Desirable Worker Behaviours (Attitudes & Traits).
3) Tools, Equipment, (optional: Supplies and Materials).
4) Future Occupational Trends/Concerns.
The facilitators collect the lists and write them on a flip chart, so that members
can brainstorm and finalise the list.

During the workshop, which normally takes a minimum of two days, all outcomes
of the workshop are recorded by staff sitting at the back of the panel. These
persons do not participate in the workshop.

7.6

Major DACUM Workshop Outcomes
The main achievement of the workshop is to produce a DACUM Research Chart,
which contains the following:
 Chart of precisely stated Job, Duties and Tasks;
 Important Worker Behaviors/Attitudes;
 General Skills and Knowledge;
 Tools, Equipment, Supplies, Materials;
 Future Occupational Trends; and
 Terms/Acronyms.

What follows is a chart of duties and tasks for a warehouse operator.
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A full DACUM Research Chart for an Ambulatory Care Registered Nurse (RN) is
given at Appendix II of this workbook for reference.
Three Characteristics of Duties
In some countries, particularly in Europe, once the DACUM chart is completed,
each duty and task is rated in terms of:
1. Importance/Significance
That is, which duties and tasks will be essential and/or most important
components of a job.
2. Frequency – how often
That is, which tasks require the largest time commitment.
3. Complexity
How complicated the task and/or duty is?
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The table below shows how the three characteristics may be applied in a DACUM
chart.
DUTIES

А

В
C

D

CODE

FREQUENCY

COMPLEXITY

SIGNIFICANCE

А1
А2
А3
А4
A5
В1
В2
В3
С1
С2
С3
С4
D1
D2
D3
D4

3
2
3
3
4
2
3
3
3
3
3
3
1
2
2
3

1
1
1
1
1
2
2
1
2
2
3
1
4
5
2
1

2
3
4
3
2
2
2
2
3
3
3
2
4
5
3
2

SCALE
0
1
2
3
4
5

Frequency
Never
Monthly
Weekly
Daily
Hourly

Complexity

Importance

Not Complex

Least Important

Very Complex

Very Important

TASKS/
OPERATIONS

Equipment and Material
All relevant (necessary) tools, equipment and material needed to accomplish the duties
and tasks are then listed in the table which follows.
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Finally the chart is completed with a list of Future trends and Future concerns.
Future trends:

Future concerns:

7.7

Summary
In this Unit, we have discussed the following concepts:
•

How to carry out Job/Task analysis.

•

The DACUM process as a tool to carry out Job/Task analysis.

•

Definition of terms used in a DACUM process.

•

How the DACUM process is carried out.

•

The outcomes of a DACUM process.

•

Evaluating the characteristics of duties and tasks.

•

The elements of a DACUM Research Chart.
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Activity 6



Develop a DACUM Research Chart for the job you are
performing
OR
Develop a DACUM Research Chart for any job in
which you will be helped by experienced workers.
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UNIT 8: CURRICULUM WRITING

8.0

Unit Overview
In order to master this Unit, you are expected to

8.1

•

construct a curriculum from a DACUM research chart.

•

develop a training plan based on the above curriculum.

Introduction
In the previous Unit, we discussed about the DACUM Research Chart and how to
carry out job/task analysis.

In this Unit, we shall elaborate on

8.2

•

the rationale for using new methodology in curriculum development.

•

the difference between a programme and a curriculum.

•

the functions and elements of a Curriculum.

•

modular Training (MT).

•

the characteristics of MT.

•

a module.

•

the different types of modules.

•

modular curriculum.

•

advantages and disadvantages of Modular Curriculum.

•

the use of a curriculum template.

•

the development of a training plan.

Unit Objectives and Intended Learning Outcomes
After studying this Unit, you should be able to:
•

recognise the reasons for adopting a new methodology in curriculum
development for performance improvement.

•

differentiate between curriculum and programme.
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•

list the functions and elements of a curriculum.

•

identify main features of modular training.

•

describe the advantages and the disadvantages of a modular curriculum.

•

discuss the relevance of a modular curriculum in a training strategy for Small
and Medium Enterprises (SMEs).

8.3

•

develop a curriculum template.

•

develop a training plan.

Need for New Methodology in Curriculum Development
There are many methods for curriculum writing and presentation. The method
used in this workbook is simple, flexible and cost effective. The rationale for
adopting this new Methodology of Curriculum Development is based on three
mandates:
1. Industry Requirements
Modern enterprises are undergoing a rather fast transformation of their economic
structures, production processes and industry composition. This transformation is
an on-going process, and there is evidence that it will increase in pace.
The specific expressions of this transformation on the demand side have a direct
impact on the supply side, and particularly on the adult training providing system.
It is a sine qua non, therefore, in developing new modular curricula to invent
means for these requirements to be directly integrated in the form and content of
the curricula.

Occupational requirements, therefore, is an unconditional first step for writing the
learning outcomes, which is the backbone in the development of curricula.

It should be noted that some new curricula may be developed today, but in
essence they will start serving the needs of the production system several years
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later. Therefore, orientation to the future is an unconditional attitude in curricula
discussions.
2. Life Long Learning (LLL)
LLL and relative competences is an achievement on which dramatic emphasis
has been given during the last decade.
The philosophy of LLL is based on the following eight key competences:
1. Communication in the mother tongue.
2. Communication in foreign languages.
3. Mathematical competences and competences in science and technologies.
4. Digital competence.
5. Learning to learn.
6. Social and civic competences.
7. Sense of initiative and entrepreneurship.
8. Cultural awareness and expression.
It should be noted that LLL is NOT related only to adult education and adult
training. The concept of LLL includes a philosophy of personal, social and
professional development, an attitude towards life, work and progress as well as a
position reflecting a mechanism to cope with the fast and abrupt changes in our
social and economic development.
This attitude is related to all phases of human development and all levels and
phases of education and training.
As philosophy and attitude, it must penetrate the entire educational ladder, from
preschool education to post-retirement trainings. Hence, LLL has an important
place in TVET, too. It should be part of its philosophy, its goals and its
methodological approaches and, of course, an inherent ingredient of its curricula.
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3. National Qualifications Framework (NQF)
In countries where NQF is applied, curriculum is part of the framework.
Curriculum and modules in vocational education and training are developed for
certain levels of competence. The National Qualifications Framework (NQF) is a
base for this correspondence.
These mandates should be well understood by those individuals who are familiar
with the previous process as well as by every individual involved in the current
process of curriculum development.

8.4

Curriculum Versus Programme
“Curriculum” and “Programme” are two concepts used extensively in discussions
related with school work. These two terms are often misused, so some
clarification and differentiation may be helpful.
Programme is a Greek term used traditionally in education to include an overall
plan of the educational process in a year or in a cycle corresponding to a
profession. It includes information related to dates, durations, breaks, and
holidays as well as to the content of education, to the subject matter, etc. at the
institutional (school) level.
Overall, the organisation of the delivery of studies is an indispensable part in a
programme.
Curriculum is a Latin term and is more widely used today within the so called
“modern pedagogy”. It reflects a more organised and more systematic view of not
only the content and organisation of learning but also of the
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•

reason for learning,

•

conditions of learning,

•

environment of learning,

•

desired learning outcomes,

•

ways of ensuring that learning has taken place,
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•

relation with the users of the result of that learning, etc.

In short, it reflects a global system in education and training. It includes contents,
means and materials and resources, methodology, assessment methods, etc. The
aim is to bring about changes in the behaviour of the learners.

These are

predefined in the form of desired outcomes (goals and objectives).
It shows what is to be learnt, when, how and why.
A curriculum may refer to
•

a level of education (“the curriculum for elementary education”);

•

one particular class or year in a level (“the curriculum of first year of
Lyceum”); or

•

a particular subject in a year of study (“the curriculum on mathematics of the
first year of Lyceum”).

In TVET it usually refers to a particular profession - “the curriculum for the work
of the Welder”.

Sometimes the two terms, programme and curriculum, are used interchangeably
in different situations and in different discussions.
In this workbook, the term Curriculum is used to refer more to the organisation of
learning, its goals and content, the conditions and methodology, etc.

8.4.1 Functions of a Curriculum
A curriculum does not exist for its own sake, but for accomplishing certain roles,
which are connected with the implementation of certain functions.
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In simple terms, the main role of curriculum is to
•

facilitate the good organisation of learning opportunities and conditions within
a certain educational and training environment.

•

guide the implementation of education and training.

•

transform the educational planning into delivery of education and training in
the most effective and efficient way.

8.4.2 Forms/Types of Curriculum
The two most commonly used terminologies are:
Framework Curriculum and Modular Curriculum
Framework Curriculum is usually developed at national level with general
description of the main elements of educational pursuit and educational
orientations.

They are the basis for nationwide development and implementation of education
and training policy and planning.
Modular curriculum is specifically based on specific Units of learning called
“modules”. Modules are outcome-oriented. Modular curriculum is not necessarily
nationwide or systemwide. Modular curriculum, and particularly outcome-based
modular curriculum, is oriented to objectives and outcome, giving emphasis not
on what the school is doing but what the student should be able to accomplish as a
result of learning.

Generally in VET, the elements may be organised in the form of two main
components:

1. The general education component includes the subjects which cover
competence related with general education.
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2. The vocational component includes the subjects through which the student
acquires knowledge, skills and competences related with a certain profession.
This component comprises two distinct sub-components: the theoretical and
the practical one.

8.4.3 Curriculum Development or Revision
In essence a curriculum should be in a continuous process of being revised and
updated. A change in a curriculum may accrue as a result of or as a response to
one of more of the following:
•

Changes in the social and economic conditions in a country, and particularly
changes in the labour market. When discrepancies are observed between the
content of vocational education and training delivery (supply) and the
demands in the labour market (demand) or in the social environment, there are
reasons to develop or revise a curriculum.

•

Changes in the world of technology.

When discrepancies are observed

between the content of vocational education and training delivery and the
scientific and technological development, there are reasons to develop or
revise a curriculum.
•

Change in the overall orientation of a country. When a discrepancy is
observed between education practice and societal, economical, technological,
philosophical, etc. orientations of the country, there are reasons to develop or
revise a curriculum.

8.5

Modular Training

Traditional training is resource intensive (time, finance) while a modular training
approach is more adaptable and cost effective, especially for SMEs. Modular
training is an approach where a main topic or subject is broken into smaller Units
(i.e. modules) of short duration, each one being related to the whole.
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For instance in developing a person’s skill in Human Resource Management, it
would NOT be helpful to try and train the employee in the whole subject at one
go. The subject can thus be split into its component Units (modules) as follows:

1. An overview of HR
2. HR Strategy
3. Recruitment and Selection
4. Performance Management
5. Training and Development
6. Grievance and Discipline
7. Pay and Reward
8. Termination.

Modular training offers flexibility and ability to customise a training programme.
When restructured and compiled properly, it can produce new training contents.
As opposed to a traditional academic training program (semester-based), before
progressing from one module to the next, a trainee’s knowledge and skills and
competency in each module can be assessed. This ensures that a greater and
sustainable competency is achieved.
8.5.1 Module
A “Module” is the main building block of a modular curriculum. There are
different views on the definition of a “module”. For the purpose of this manual, a
module is:

•

An independent, coherent and self-existent, but related, set of learning
outcomes within or outside a wider subject.

•

It has clearly defined content, and pre-decided assessment methodology and
standards.

•

It can be taken alone or in conjunction with other modules, with which it may
form a wider total of competences and qualifications.
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8.5.2 Types of Modules
Within the curriculum of a subject, there may be different types of modules.
These are:

A. Core modules
They are so-called because of their importance within the profile. Core modules
are compulsory within a subject in vocational education and training. No
certification is possible without a positive achievement in core modules.
Core modules can be compared to optional modules, which in some cases are also
called “elective modules”.

B. Optional modules
These are modules which a learner may omit or substitute for other modules.
Elective modules are very closely related to the above. A learner may be given
the option to choose, among offered modules, the ones that best fit his/her
personal interests or professional orientations and educational pursuits.

8.6

Modular Curriculum
Modular curriculum is based on specific Units of learning called “modules”.
Modules are outcome-oriented. It is not necessarily nationwide or systemwide.
Modular curriculum and particularly outcome-based modular curriculum is
oriented to objectives and outcome, putting emphasis not on what the school is
doing, but on what the trainee should be able to accomplish as a result of
learning.

With modular curriculum in vocational education and training, more emphasis is
put on learning goals and the desired outcomes in the form of knowledge, skills
and competences than on content description. Even more emphasis is put on the
relationship of the above with the requirements of the potential employers.
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Advantages and Disadvantages of Modular Curriculum
Modular curriculum is a recent trend in advanced educational and training
systems. Recourse to modular curriculum arose from a number of inherent
advantages associated with the modules themselves. These advantages, along with
possible drawbacks, are outlined below.

Advantages
•

Each module is short and can be independent.

•

Each module offers flexibility in planning, organising and delivery.

•

It can be used in any combination with any other related modules. In essence,
a module can be part of many different chains of modules, or used in training
in various different profiles. This applies particularly to modules dealing with
core competences. As an example, in vocational education and training there
should be a module on safety and security.

•

Such a structure offers great possibilities for transferability of content and
credit.

•

It allows for great flexibility in taking a break and re-entering a programme of
studies.

•

It offers many possibilities for Life Long Learning (LLL) practices, for
Distance Learning (DL), particularly when it is combined with open learning
and individual learning, as well as with e-learning approaches.

•

It offers possibilities for accumulating and transferring credit in National
Qualification Frameworks (NQFs), thus facilitating mobility.

•

It facilitates the updating and upgrading of each module.

•

It ensures more flexibility in designing training programmes.

•

It can be better adjusted to individual needs or to different training
programmes and training paths.
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Disadvantages
•

It requires extensive experience in its development and implementation.

•

It gives an impression of subject fragmentation.

•

Real modular implementation requires a departure from long-held traditions.
Therefore, it may have to challenge the strong resistance to change.

•

For module development, close connection with businesses is a prerequisite to
ensure relevance. This adds to the difficulty of development of adapted
modular curriculum in vocational education and training.

8.7

Curriculum Template

Based on the above discussion, we are going to devise a template that will not
only satisfy the above criteria but which will also be accepted by the Mauritius
Qualifications Authority (MQA), when we send our course for approval.
Task Analysis
With reference to the DACUM chart developed in the previous Unit, we may now
construct list all the skills, knowledge and attitudes required to perform the job.
The list will be based on two options:
•

Is it a new curriculum for this job profile?

•

Are we revisiting/reviewing an existing curriculum to address a specific issue
or problem?

For an SME, it would be most probable that we have to design a training
programme to
•

address a particular issue/problem which is hampering the business, or

•

equip all/some employees with new skills as a result of technological
development to enable the enterprise to improve on its performance.
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In this case, we are going to consider duties and tasks which are related to or have
a direct impact on the identified problem or performance opportunity.
The table below shows how the identified tasks from the DACUM Chart can be
tabulated and even grouped where the skills, knowledge and traits are almost the
same.

Reference
A1

SKILLS

KNOWLEDGE

TRAITS

A3
A4
B1, B2, & B3
C1 & C2
C3 & C4
F1 & F4
F2 & F3
G1 & G2
G3

The knowledge and skills are then clustered to form topics and sub-topics which
will be the subject matter of our curriculum.

In some cases, a little research may be required to link the skills to instructional
material.
Curriculum:
TOPICS
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SUBTOPICS

LEARNING
OUTCOMES
(What the
trainee is able
to do at the
end)

DURATION
(in hours)

THEORY

PRACTICE

NAME OF
TRAINER

COMPETENCY
LEVEL

HRDC/EU/MCA

SIGNATURE

Generic Design of Training Programmes

The template is very explicit and curriculum writers have only to plug in the
topics, the desired learning outcomes, the duration, etc. The last three columns are
needed if the course needs MQA approval; otherwise they may be omitted. Based
on the Curriculum, the Modular Curriculum can now be developed.

8.8

Training Plan

To transform the curriculum into delivery of education and training, a more
specific training plan (modular descriptor) must be worked out.

A training plan is a detailed document where all the elements of the curriculum
are elaborated. The topics and sub-topics of the curriculum are converted into
modules.

A module may consist of one topic (which is generally the case) or a cluster of
topics depending on the area of training. Otherwise a cluster of modules is
required for a topic; one sub-topic forming one module.
A Training Plan comprises a number of distinct elements, as follows:
•

Goals and objectives (and/or desired outcomes),

•

content of learning (subject matter),

•

resources,

•

conditions of learning,

•

instructional methodology,

•

instructional / learning means and materials,

•

monitoring and evaluation (quality assurance) of delivery,

•

learning assessment and learner certification.
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Depending on the specific philosophy related to curriculum development
dominant in an educational environment, some of these elements may be omitted
and others may be emphasised.

It should be noted here that in well-organised Systems of National Qualifications
(e.g. NQF), the learning outcomes and the methodology for assessing their
achievement are overwhelming, while less emphasis is placed on the learning
delivery, the trainer and the subject matter.

The template which is given at Appendix III in this workbook is not unique; any
template may be used, provided it carries all the necessary information.

We will now define each element of the template and how to fill in the template.
The numbering in the guidelines below follows the numbering of the elements in
the template.

1. Sector
We write the title of the sector (if possible as approved by the authorities).
2. Job Title
We write the title of the profession, if existing, as in Classification of Occupations
approved by the authorities.
3. Area of Training
We write the title of the subject, of which this module is a part.
4. Title of Module
We write the title of the module, as decided by the working group and the SME
involved in the development. Some characteristics of a good title are:
- It must be clear and reflect the content of the module.
- It must be relatively short (not longer than one line).
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5. Number of Modules within the Subject
We insert the number of this specific plan or module. For example, number 01/05
means that this is the first module out of a total of 5 modules in this subject.

This number, though, is ordinal, in the sense that it reflects the ordinal position of
the module among the 5. “Ordinal” in this sense specifies the order in which each
module in the subject will be taught. Thus, module with number 02/05 should be
taught second in the particular subject.

6. Code of Module
We insert the code of the module. This number might refer to already existing
systems but might as well be “constructed”. The idea of numbering is that it will
be easy to enter into a data file and a good indicator of finding individual modules
in a database.
7. Date the Module was completed
We mention the date this module was completed and delivered.
7A. Date of Review
A module allows for easy revision whenever the technological or social or
economical situation calls for it. Therefore it is recommended to set a date for
reviewing each module. The more dynamic the content, the more often must a
module be reviewed.
8. Purpose of Module
We write in outline form the central purpose of this module.
The purpose should indicate the main reason like
•

why this specific training will be beneficial;

•

what is its purpose;

•

what is the target group; and

•

for what qualifications this module has been developed, etc.
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More purposes can be written if one is not enough to describe the module.
Normally, less than 5 should be enough, because more detailed information is
given in the form of specific objectives (10) and expected outcomes below.
9. Special conditions/pre-conditions/requirements
In this section, we write any special requirements that should exist for a trainee to
be able to attend this module or that would assist in fulfilling requirements.
Indicatively:

•

enrolment prerequisites;

•

prerequisite modules and general knowledge pre-required; or

•

other modules it should be combined with, for a certain certification, etc.

10. Objectives of the Module
Here we define the main specific objectives to be achieved in this module. The
number of required specific objectives depends on the depth of each module and
its duration. The description must be as operational as possible.

11. Duration of the Module
The duration of the module is expressed in terms of hours (for short courses) or
days (for long courses).
12. Learning Outcomes
For each of the Units, we define the knowledge, skills and personal competences
the student should acquire in order to perform effectively in the related job. The
definition of these elements should be in line with the level of the profile.
13. Guidelines for Teachers
These guidelines are intended to support the teacher in delivering the module, and
should be addressed separately in each of the 5 items below. Instructions to
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trainers should be related as closely as possible to the identified learning
outcomes.
13.1. Resources and facilities needed
We may outline what resources and what facilities are needed for the delivery of
the training in this module.
13.2. Teaching Methods and Techniques:
Here we may outline the specific teaching methods and techniques, which we
consider as most appropriate for the delivery of the training in each Unit.
13.3. Teaching Aids
We list teaching aids and materials that are necessary for the training to be
successfully delivered.
13.4. Support/learning Aids and Materials
We may also list the support materials/learning materials that the trainees have to
use and consult in their effort of learning the content of this module.
13.5. Assessment of Learning
We write the methodology needed for the assessment of the students with regard
to the learning intended in this module.
14. Cross-Curriculum Links
We may include here any interdisciplinary, cross-curriculum and cross-thematic
connections and relations of this module. Cross-thematic approach is receiving
more and more emphasis in education and training, and trainers are encouraged to
use it.
15. Who is entitled to teach this Module?
This is an issue covered by the legislation. In case we wish to propose a certain
view, it should be specified here – that is the profile of suitable and/or legally
accepted trainers to deliver training on the module.
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16. Module Development Team
The team who developed this module should be recorded here. Fill in the table
lines according to the titles of each column. Capacity can be: curriculum designer,
TVET trainer, mentor, international expert, local expert, professionals and/or
specialists.

The training provider will use this training plan to draw a time table and a
lesson/demonstration plan for the delivery of the course.
This template gives a high flexibility in reviewing and changing any content of
any element of the plan.

Having developed the three major documents:
• The Task Analysis
• The Curriculum
• The Modular Curriculum or Training Plan
Now, the Training Plan Report can be worked out.

8.9

Summary
In this Unit, we have discussed the following concepts:
•

Rationale for a new methodology in curriculum development.

•

The elements of a curriculum.

•

The difference between a curriculum and a programme.

•

Modules and modular training as a training strategy

•

The flexibility of modular curriculum in the planning, organisation and
delivery of training
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•

Its relevance to industries’ human resource development

•

How to fill in a curriculum template.

•

How to develop a training plan.
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Activity 7



Based on the DACUM Research Chart which you
have developed in the previous Unit, you are
required to carry out a task analysis and fill in a
curriculum template for the whole job.
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UNIT 9: TRAINING PLAN REPORT
9.0

Unit Overview

In order to master this Unit, you are expected to analyse:
•
9.1

the basics of writing a Training Plan Report.

Introduction

In the previous Unit, we discussed about the development of a curriculum using a
DACUM Research Chart. We have also discussed the advantages of using
Curriculum and how to design a training plan.
In this Unit, we shall elaborate on

9.2

•

the need to prepare a Training Plan (TP) Report.

•

the elements of a TP.

•

the importance of each element of a TP.

Unit Objectives and Intended Learning Outcomes

After studying this Unit, you should be able to:

9.3

•

understand the need to prepare a TP report.

•

identify the elements of a TP.

•

identify the significance of each element in a TP.

The Overall Training Plan Report

The overall Training Programme, should now be presented to the owner/manager
of the SME.

The specific overall Generic Training Plan Report can be compared with a general
business proposal or offer to the SME management.
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A businessman will not purchase or order anything for the company unless he/she
can see the short- and long-term benefits or profit by doing so.
When it comes to accepting and ordering training, most managers are very
reluctant. They want to be sure that the return on the investment will be positive.
Investment in training from the point of view of the SMEs is not only money but
also time and other resources.
Training raises some expectations among the trained personnel and therefore it is
of outmost importance that the managers are ready to accept the training and
allow the trained personnel to put to practice the new competences achieved.

The personnel trained must also be sure to have the full support from management
to use the new competences after training.

9.4

Layout of the Training Plan (TP)

It is important to work out a comprehensive TP report. The report must be
focused and clear and contain all elements helping the manager(s) to decide
whether or not to order the training and a “willingness” to support the
implementation of the training.
Selling articles and products allows the “sales agent” to show and demonstrate –
but selling services is more demanding because you as the “sales agent” have
nothing to show or demonstrate – apart from the TP report.
Therefore, the report is the “tool” on the basis of which we can argue and the only
platform on which the purchaser of training can judge whether he/she will accept
the offer.
The report template that we are going to use will contain all important
elements which will help the SME management to take a decision. Each
element is described clearly and briefly:
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The Executive Summary
This is the most important element of the report. As a very busy person, the SME
manager may not have enough time to go through the whole report. He/she would
prefer to read the executive summary first and if it is found interesting, may opt to
read the whole report.

You have to sum up the main objective(s) of the training and explain how this
specific training will enable the SME to reach its objective(s).

You also have to state how the impact and result of the training can be assessed.
Rationale for the Training
The first and very important step in a TP report is to work out the rationale for the
training.
The rationale is the WHY!

You will have to refer to the TNA report. The management of the individual SME
should have accepted the findings and conclusions in the TNA report. They have
also identified the priority area and made a formal request for the development of
a TP. You will have to repeat the main findings and conclusions of the TNA
report.
Introduction
Here you will discuss the necessity of this specific training and what are the
criteria for the training plans proposed. Mention the meetings you had with the
SME’s management and make a short resume of the outcome of the meetings
(relevant for the TP).
Background
You have to describe the present situation in that department or within that group
of people or in the SME as a whole to justify training. Sum up the target group(s)
for training (job titles, number of persons, department, etc.)
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Review of the Specific TNA
The managers in the SMEs may have already accepted the finding in the TNA
reports but there might be changes or additions to the TNA findings and
conclusions during the discussions at the post-TNA meetings in the SMEs. Any
changes should be mentioned here. You may conclude with the skills- and
training gaps justifying the proposed training.
Task Analysis and Curricula
Basically a task analysis (using DACUM or Assessment matrix or any other
methods) should be worked out in the SME with the participation of a manager
and a number of employees performing the tasks.

This is often not possible – especially in SMEs, due to limited resources.

Task analysis can be performed as desk analysis but then it is important to present
the Draft Task Analysis results and the proposed Curricula to the managers at the
SMEs.
This will allow the managers or one or more employees to confirm (and edit if
necessary) the task analysis result and judge the curricula. Hence they can give
their approval.
Training Plan
Based on the accepted Task Analysis and the proposed Curricula, the TP can be
worked out.
For each module descriptor it is important to specify clearly
•

the purpose of the module;

•

the specific outcome of the module; and

•

the duration of the module.

These are important “selling” arguments.
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Learning Outcome
All sessions will be filled in the template and the knowledge, skills and
competences can be accurately formulated. Each session in the training plan is
timed and can be evaluated. All teaching methods and the training aids needed
should be included. This information will help the SME to work out the cost of
implementing the training.
A very important point in the template is 13.5 – assessment. You have to state the
assessment criteria (this is also an important “selling” argument). The SME would
like to know when they are going to reap the fruit of their investment.
Strategy for Implementation
You can now make a proposal on how to implement the training: in-house
training, theory and/or practice, during or after working hours, off-peak season,
number of lessons per training session, trainer, facilities, etc).

The strategy proposed should be in line with the objective of the company. You
may also mention the relevant help that the SME would be entitled for
(sponsorship, levy grant, etc) and how they have to proceed.
Conclusions and Recommendations
It should be a short summing up of arguments for implementing the proposed
training. You may lay emphasis on the strong points you have enumerated above
and use convincing arguments.
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9.5

Template for the TP Report

COMPANY
Content of the final Training Plan (TP) report
1 Title page; Company, title of the training, date, name(s) of designer(s)
2 Table of content
3 Executive summary
Emphasizing the benefits of implementing the training
4 Rationale for the training
5. Introduction
6. Background
7. Review of the specific TNA report justifying the training
8. Task analysis
9. Curriculum
10. Training plan
11. Strategy for implementation of the TP
12. Conclusions and recommendations

9.6

Summary
In this Unit, we have discussed the following concepts:
•

The importance of presenting a TP report.

•

The elements of a TP report.

•

The significance of each element in the report.

Activity 8



Use the curriculum and training plan developed in
the last Unit to prepare a TP report. Assume that
you are going to sell the TP to an SME owner.
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CONCLUSION
This workbook has been designed to empower training programme providers with
basic tools to which will enable them to develop training programmes in the TVET
sector based on the curriculum concept. The materials presented here, are all focused
on SMEs, which are the main objective of this project. Practical examples have been
used wherever possible to give trainers an insight of the concepts exposed.

Trainers are not precluded from applying the tools in other sectors. Likewise trainers
are encouraged to use other tools for developing training programmes. They are also
encouraged to review the templates so that they are more user-friendly but at the same
time meet the set objectives.

The material has been prepared for a traditional class using active learning
methodology. It is very important for trainers to attempt the activity after each
learning Unit. This would help them to grasp the concepts.

It should be noted that failure to practise the concepts and apply the tools may result
in inability to develop training programmes. This workbook is not an end in itself but
a beginning of a new era in the field of curriculum development. Trainers are invited
to enhance their knowledge through research.
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APPENDIX I
COMMONLY USED ACTION VERBS

APPLICATION
Apply
Take care of
Carry out
Dispatch
Effect
Employ
Give
Implement
Issue
Obtain
Process
Specify
Undertake
Use
Utilise

COLLECTION OF
INFORMATION/
THINGS
Collect
Detect
Convey
Locate
Obtain
Order
Procure
Requisition
Secure
Select

HRDC/EU/MCA

CREATIVITY
Change
Conceive
Conceptualise
Create
Design
Develop
Devise
Formulate
Initiate
Modify
Originate
Revise

EVALUATION
Adapt
Appraise
Assess
Check
Evaluate
Identify
Inspect
Judge
Measure
Test

MANAGEMENT
Administer
Arrange
Conduct
Contract
Control
Coordinate
Direct
Manage
Negotiate
Officiate
Organize
Oversee
Regulate
Schedule
Supervise

PROBLEM
SOLVING
Analyse
Calculate
Determine
Diagnose
Estimate
Examine
Plan
Research
Solve
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COMMUNICATION
Advise
Communicate
Convey
Disseminate
Inform
Interpret
Present
Read
Recommend
Submit

RELATIONSHIPS
Assist
Cooperate
Follow
Help
Instruct
Lead
Participate
Teach

MAINTENANCE
Adjust
Align
Assemble
Install
Maintain
Manipulate
Operate
Repair
Service
Set up

PRODUCTION
Build
Complete
Construct
Demonstrate
Duplicate
Execute
Exhibit
Fabricate
Lay out
Make
Perform
Practice

VERIFICATION
AND SUPPORT
Establish
Justify
Prove
Record
Support
Verify

WRITING
Author
Compile
Compose
Correct
Draft
Draw
Edit
Illustrate
Prepare
Record

NOTE:
The above list is not exhaustive. Learners are advised to extend the list with other action
verbs in each domain. It will facilitate their ability in writing task statements in an
industrial environment.
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APPENDIX II

DACUM Panel
Susan Fresz
Shasta Community Health Center
Redding, CA

DACUM Chart for
Ambulatory Care RN

Carole Ferrari
Santa Barbara County Public
Health Department
Santa Barbara, CA
Ruth Ann Obregon
Kaiser Permanente
El Cajon, CA

Produced by

Catherine Crowley
Ojai Valley Community Hospital
Ojai, CA
Emma Tuskan
Kaiser Permanente
La Mesa, CA
Rita Hammond
Veteran’s Administration
San Diego Healthcare System
San Diego, CA
Marian M. Diangelo
San Francisco State University
San Francisco, CA

California Community Colleges
Chancellor’s Office Regional Health
Occupations Resource Centers/Health Care
Initiative

Nelda Malilay
Childhood Lead Poisoning
Program
San Francisco, CA

DACUM Facilitators
Patricia Perkins
Regional Health Occupations
Resource Center
San Francisco, CA
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A

Provide Direct /
Episodic Patient
Care

A-1 Perform patient
assessment in response
to patient’s chief
complaint

A-2 Develop patient
care plan specific to
chief complaint

A-3 Implement patient
care plan specific to
chief complaint

A-4 Perform skilled
nursing procedures as
ordered or approved

A-5 Delegate or oversee
technical procedures
performed by ancillary
staff (C.N.A. & L.V.N.)
etc.

A-6 Work under
standing orders and/or
standardised procedures
independent of an M.D.

A-7 Initiate and provide
emergency care as
needed

A-8 Promote preventive
health

A-9 Perform mandated
health screenings

A-10 Evaluate patient
care plan specific to
chief complaint

B-1 Utilise advanced
verbal communication
skills

B-2 Assess patient’s
acuity

B-3 Follow established
policies and protocols
for telephone triage and
non-scheduled lots

B-4 Refer to appropriate
level of care
(emergency, urgent,
self-care)

B-5 Participate in
delivery of emergency
care

B-6 Educate patient on
appropriate care per
protocol/approved
sources

B-7 Manage clinic
schedule to ensure
patients are seen in an
appropriate time frame

B-8 Maintain access to
healthcare information
and community
resources

B-9 Document verbal
conversations and
observations

C-1 Assess/Reassess
patient eligibility

C-2 Perform holistic
patient assessment

C-3 Develop overall
patient/care-giver care
plan

C-4 Implement overall
patient/care-giver care
plan

A-11 Document direct
care provided and
patient response

B

C

Triage NonScheduled
Patients

Manage Patient
Health Care

HRDC/EU/MCA

C-5 Organise patient
case load
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D

E

Provide Patient /
Care Giver
Education

Coordinate
Clicnic
Operations
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C-6 Collect and Analyse
patient data

C-7 Advocate for patient

C-8 Refer patient to
other services as
necessary

C-9 Ensure continuity of
patient care

C-10 Initiate and
coordinate patient
centered conference

C-11 Identify ethical
conflicts between
patient, family, and staff

C-12 Initiate ethics
committee consult

C-13 Organise/tract
multi-disciplinary
services

C-14 Evaluate overall
patient/care giver care
plan

C-15 Maintain required
documentation

D-1 Assess age
appropriate learning
skills

D-2 Develop patient
education plan

D-3 Implement patient
education plan

D-4 Educate patients’ on
criteria that require
medical evaluation

D-5 Teach selfmanagement skills

D-6 Develop and
maintain patient
education materials

D-7 Educate patients on
access to care

D-8 Evaluate
effectiveness of
education

D-9 Document
education provided

E-1 Assess daily staffing
needs

E-2 Ensure appropriate
utilisation of staff

E-3 Manage clinical
flow

E-4 Evaluate patient
flow systems

E-5 Anticipate and
provide daily clinical
provider needs

E-6 Participate in the
development and
implementation of
protocols for
information flow

E-7 Ensure
completeness of patient
medical records (preand post visit)

E-8 Develop and
maintain clinical
standard operating
procedures

E-9 Ensure
reimbursement for clinic
visit

E-10 Ensure costeffectiveness of each
visit
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F

Coordinate
Health Care
Team

E-11 Ensure
environmental health
and safety of patients
and staff (i.e. infection
control)

E-12 Implement disaster
preparedness program

E-13 Coordinate
research projects

E-14 Oversee equipment
acquisition and
maintenance

E-15 Maintain inventory
of medicine and supplies

E-16 Identify and
correct facility problems

E-17 Manage sample
medications

F-1 Participate in
recruitment and hiring
process

F-2 Orient new staff

F-3 Facilitate use of
temporary staff

F-4 Supervise clinical
staff

F-5 Assess individual
and overall team
competencies

F-6 Facilitate team
building

F-7 Facilitate conflict
resolution

F-8 Facilitate inter- and
intra-department
communication

F-9 Provide staff
development

F-10 Provide education
and maintain clarity of
scope of practice to all
team members

F-11 Identify and
develop standardised
procedures to enhance
the RN role

F-12 Initiate and
coordinate team
conferences

F-13 Contribute to
employee performance
evaluations

F-14 Advocate for team
and individual rewards
and recognition

F-15 Participate in staff
retention activities

F-16 Train staff to
operate new equipment
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G

Promote
Customer
Services

G-1 Respect patients’
rights

G-2 Provide culturally
competent core

G-3 Provide ageappropriate care

G-4 Ensure access to
care (financial,
transportation, etc.)

G-5 Provide customised
care to meet individual
needs

G-6 Demonstrate
positive professional
behavior

G-7 Acknowledge
customer(s)’ expectation
for access and timeliness

G-8 Communicate
changes that affect
patient encounter

G-9 Utilise conflict
resolution strategies

G-10 Conduct customer
satisfaction surveys

H-1 Ensure individual
privacy and
confidentiality

H-2 Ensure culturalcompetent care

H-3 Ensure ageappropriate care

H-4 Adhere to all
governing body
regulations (DHS,
HIPPA, JCAHO, etc.)

H-5 Initiate all
mandatory reporting

H-6 Participate in
documentation audits

H-7 Participate in
writing policies and
procedures

H-8 Participate in
ongoing process
improvements

H-9 Participate in the
development of
standardized procedures

H-10 Participate in
review of adverse
outcomes (incident
reports)

H-11 Ensure infection
control policies and
procedures are followed

H-12 Ensure
environmental health
and safety policies and
procedures are followed

H-13 Ensure disaster
and emergency
preparedness policies
and procedures are
followed

H-14 Assess and report
risk management issues

H-15 Participate in
quality assurance
activities and
committees

G-11Develop and
implement customer
service improvement
recommendations

H

Ensure Quality
Care
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H-16 Participate in
clinical research
oversight

I

Maintain
Porfessional
Competencies

HRDC/EU/MCA

I-1 Maintain
professional licenses and
certifications

I-2 Stay current with
new technologies and
information

I-3 Participate in annual
skills competency
testing

I-4 Adhere to nursing
and organisation’s code
of ethics

I-5 Precept staff and
students

I-6 Serve as role model

I-7 Participate in
organizations and
community projects

I-8 Incorporate evidence
based nursing into
practice

I-9 Enhance personal
and professional growth

I-10 Maintain
memberships in
professional
organisations
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Nursing Template Skills

Title:
•
•
•

Ambulatory Care R.N.
Clinic Nurse
Clinical Ambulatory Care R.N.

Jobs:
•
•
•
•
•
•

Assure Quality Care
Educate
Manage Clinical Flow
Oversee Budget and Resources
Manage Patient Care
Manage and Deliver Nursing Procedures

General Knowledge and Skills:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Community Resources
Teach Thru Interpreter
Critical Thinking Skills
Chart Audits
Scope of Practice
HIPPA Regulations
Risk Management
Governing Body Regulations
Time Management
Specialty Clinical Nursing Skills
Communicational Skills
Organisational Skills
Conflict Resolution
Stress Management
Evidence Based Practice Knowledge
Delegation
Mandated Reporting
Decision Making
Emergency Response
New Medicine
Customer Service
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•
•
•
•
•
•
•

Assessment
History Taking
Legal Issues
Documentation/Protocols
Dealing With Difficult Caller
Ability to work with diverse populations
(patients and staff)
Financial and Budgeting

Future Trends and Concerns
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Population Based Health Education
Lack of Funding/Reimbursement
HIPPA
Lack of Health Care Interpreters
Evidence Based Practice
Increase Disease (TB, HIV, etc.)
Computers (Increase Skill Level: Patient
Records)
Sicker Patients (Standardized Procedures)
Increase Use of Medications
Bio-Terrorism
Child Abuse
Medication and Medication Adherence
Programs
Health Care Sector attempting to work
with lower pay and less trained workers
Concern- Professional practice given to
less qualified staff
State of California Trends (esp. for elderly
populations and low income families)
Working Poor/Underinsured
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Work Behaviours
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Patience
Flexible
Honest/Respectful
Professional/Ethical
Patient Centered/Caring
Trustworthy
Work Ethic
Hardworking-trying their best
Patient/Staff Advocate
Innovative/Open
Sense of Humor
Motivated
Willing to Learn
Willing to Teach
Compassionate
Take Responsibility for
Actions/Accountability
Enjoy what they do
Knowledgeable
Able to work with others
Team Leader/Team Member
Able to Problem Solve
Wanting and doing more than is
expected
Know boundaries
Conscientious
Conflict Resolution

Tools, Equipment, Supplies and Materials
• Computer
o Word
o Email
o Patient Scheduling
o Electronic
o Reports
o Intranet
• Copy Machine
• Pager system
• Light system
• Fax Machine
• Printers
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•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Dressing/Wound Materials
Gloves
Weight Scale
Measuring Tape
“Girth”
“Reverse our Flow Rooms”
Telemedicine Equipment
Sigmond Equipment
Colonoscopy Equipment
Leep Equipment
Blood Pressure Equipment
Tracheotomy Equipment
Crash Cart/ Defibulator
Equipment/AED
Suction, Oxygen
Emergency out of clinic
“(Personal Protection Equipment)”
Audiometer
Spints/crutches/cane
Peripheral Equipment: IV,
hickman, portable catheter
Spirometer/nebulizers
SaO2 Saturation
Tympanogram
Catherter
Suture/Staple Removal
Cast Application and Removal
Equipment
Ultrasound
NST-Stress Test
Pulmonary Equipment
(Ultraviolet)
Sterile Instruments
Vision Charts
I-Stat Machine
Hemoque
Valley Lab-Cautery
(Catherization) Equipment
INR Machine-Coumahine Clinic
Proper handling of “Sharps”
Syringes
Wheelchair
Medication Administration
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•
•
•
•
•
•
•

Multi-phone lines
Stetescope
Glucometer
Video Equipment
Laser Equipment
Nasogastric Tube
Otoscope

•
•
•
•
•
•
•
•

Lifts
Gurneys
Split Lamps
Ergonomics
Procedure Chairs/Tables
Surgical Lights
Gowns/Chucks/Linens/Masks
Podiatry Equipment

Tools, Equipment, Supplies and Materials
(cont’d.)
• Foot Sensory Filament
• Reference Manuals/ Policies and
Procedures
• MSD
• Educational Handouts
• Educational Models/Posters
• Folders/File Cabinets
• Pen Light
• Reflex Hammer
• Telephone Numbers (Rolodex)
• PDA

HRDC/EU/MCA
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Appendix III
1. Sectors
2. Job Title
3. Area of Job Training
4. Title of Module
5. Number of Modules within area
6.Code of Modules
7. Date Module was designed
7 A. Date of Review
8. Purpose of Module
9. Special Conditions/Pre-conditions/Requirements
10. Specific Objectives of Module
11. Duration of Module (Units: Hours or Days)
12. LEARNING OUTCOMES
Upon Completion of each session the trainee should be able to:
Sessions

Knowledge

Skills

Personal
Competences

1.
2.
3.
4.
5.
Etc.
13. GUIDELIANES FOR TEACHERS
13.1 Resources and Facilities Needed
13.2 Teaching Methods and techniques
13.3 Teaching Aids
13.4 Support/Learning Aids and Materials
13.5 Assessment of Methods
14. Cross-Curriculum, Cross-Thematic Links
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15. Who is entitled to Teach this Module
16. MODULE DEVELOPMENT TEAM
Full Name &
Capacity

Company

Postal

Tel. & Fax

E-Mail

Address

1.
2.
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