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Introduction to This Module 30 minutes

This module enables participants to systematically identify and develop the
support materials needed by candidates, faculty and administrators.

At the end of this module, participants will be able to:

* ldentify the purposc of different types of support materials needed by
candidates, faculty and administrators

+ Begin to develop appropriate materials for these groups

* Develop strategies to complete the development of the materials

The matcrial in this module can be comfortably presented in a workshop of
up to 24 participants, with at least:

* 1 each from Registrar, Admissions, Records (3)

= 1 from Reception, 2 from Student Services (3)

+ 3 from Advising (3)

* 3 trom Faculty (3)

* 3 Administrators (Manager/Program Head/Rescarch) (3)

Participants should have a basic understanding of PLA, through background
reading and/or participation in previous PLA training, such as Module 1:
Introduction. During the introduction it might be helpful to give an overview
of the PLA process at your institution.

During this module, participants will have opportunities to:

= Categorise by function the materials needed for a smooth PLA process at
your institution

*  Place the materials into an order of priority for development and production

* Develop good working drafts of some high-priority items

* Develop strategics for completion of development and production of the
materials identified

, Before the session begins, clearly print a list of options for PLA Materials

« (H1a and H1b) on several flip-chart stands around the room or attach the
JHp-chart pages (o the walls at eye level.

Moduyle B—PLA Materials



Facilitation plan

9:00 am: Warm-up

9:30 am: Identifying Materials
10:30 am: Break

10:45 am: Determining Priorities
12:00 pm: Lunch

1:00 pm: Developing Priority ltems
2:00 pm: Presentation & Feedback
3:00 pm: Break

3:15 pm: Action Steps

335 pm: Wrap-up

You can introduce the schedule for the module based on your own ideas or
patterned after the suggested plan. The timing for each part of the module is
included as a guide. It can, of course, be adjusted to fit your circumstances. A
full day 1s ideal, but the module can be adapted depending on the needs and
range of knowledge of workshop participants. Review the plan of the module
with the participants, confirming when breaks will be, the time the day will
end, and any other “housekeeping” details that are necessary.

/ Since this medule involves the iderz!gﬁcaz‘z'an and dewe[qpme'nt of marerials, if
o s a good idea to bring along materials to have at hand for particspants:

* PLA materials in use at your institution (application forms,
registration ﬁarms, calendar, course eutlines—whatever a regu!ar
student needs) to use as gurdelines

» PLA materials already in use i other institutions. Try to obtuin
sriginals to see colour, format, and so on.

* Boxes of dot labels (1/2 inch), 5-6 different colours

«  Blank overbead t‘ramparemies
Warm-up

It is important to begin the module by having participants meet and introduce
one anather (this includes you, the facilitator), and have some interaction.
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Activity

Begin by asking participants to form pairs, and ask them to introduce each
other and share their expectations of the module.

Then have each participant introduce his or her partner and expecration of
the module to the large group.

Clarify and briefly discuss the purpose of this module using transparencies
T1 and T2.

Check with the group to see if these purposes match the expectations they
identified 1in Warm-up.

In the large group, ask cach participant to speak to one expectation, 1ssue or
concern he or she may have about the module. Capture these on a flip-chart,
and refer to them throughout the day and in the Wrap-up.

You will need to address the expectations, challenges, and issues that
P 2

participants may have about the module. This will assist you in further

planning and adapting the module.

, {f’pan‘icz}bam‘x have beent involved with other PLA sessions, they are familiar

« aith the Parking Lot. Review the concept of the Parking Lot sheet that is used
[for shart-term storage of sut-of-context or contentiouns ideas. At the conclusion
of the day any items remaining 1n the Parking Lol should be analysed ta
determine how they should be addressed.

3
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Identifying Materials 60 minutes

Quickly review the stages of the PLA Module in BC. You may wish to refer
to the transparency and handout in Module 1 (T5 and H1). As you discuss
the stages in the model, identify the departments or areas in your institution
relating to the stage (such as: enquiries about PLA may involve candidates,
advisors, student services, and marketing).

Participants will see that materials might require input from different areas.

Refer to the Options for PLA Materials (H1a, H1b and T3), Discuss how
the list is organised by sequence of stages as outlined in the PLA Module. If
you have used the complete list, explain that the group can add or strike out
materials that do not fit for their institution.

Ask the question:
Are these the support matertals that you need at each stage of the PILA process?”

Refer to the list of PLA Materials that you have hand-written on flip-charts

and posted around the room.

4
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A

Activity

After the discussion on PILA materials, divide the participants into smaller
groups—hy department, job function or a mix of different roles. If cach
group represents a mix of ditferent areas, members will have o decide on one
specialty. The number of groups will vary according to how many participants
you have and how wide a cross-section of areas they represent. Ideally, therc
should be at least four groups representing four different specialty areas. If
necessary, combine two smaller groups.

Have each group select a colour from the scleetion of coloured dot labels
you have provided. Assign onc colour per specialty area, such as red dots for
student services needs, blue dots for faculty nceds, and so on.

Have participants go through the list of PLA materials sticking their dots
beside any identificd material that fits their specialty (such as red dots beside
student services needs and blue by faculty needs). Note that for soroe materi-
als on the list there will be several different-coloured dots.

As facilitator, circulate amonyg the participants helping them make their
o decisions. You conld carry a sheet of white dot labels to cover over any
accidents. (It is hard to pull the dots off;, once stuck to fiip-chart paper!)

Participants should keep a list of the items they have labelled to take back to
their groups.

Break o o _ 15 minutes
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Determining Priorities 75 minutes

R

Activity

PLA Training Modules

Have the participants return to their tables in their coloured-dot groupings
(such as Student Services, red dots).

Working together from the lists created in the previous activiry, have cach
group compile one functional list of all the materials identified as part of
thetr group. Once they have done this, ask them to put the items in order of
priority for development and production.

Ask the groups to determine the essential, critical materials that candidares,
assessors, advisors, admissions and student services actually need. Refer to
transparency T4.

, Circulate among the groups, helping as needed. On a side table present

o sample materials you bave collected prior to the event. Examples: promotional
brachures, application forms, portfolio development courses, course outlings,
calendar entries, and student por{fi:iias.

Circulate among participants once more to sce how they are doing. They should
have a final List of all the materials they have identified, in order of priority.

Then ask one member of each group to write their list on a flip-chart for the
whole group to sce. Fach group should also 1dentify two items of highest pri-
ority to work on further today.

Then call the whole group together. Show the matertals you bave put out on
the tables. Groups can then select the examples that fic into their chosen pri-
orities, Back in the small groups, participants can now review the samples
with the 1dea of using them to develop their own materials.



Discuss the points on the transparency “Developing PLA Materials” (T5),
using some of the examples on the tables as examples of each point.

Let the groups know that after lunch they will work on developing a working
draft for each of the two materials on top of their prionty list.

Lunch 66 n;i_nutes
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Developing Priority Items 60 minutes

A

Activity

Using transparency T5, emphasise the points that groups must focus on when
developing their materials at this draft stage.

Decide how to strucnure groups for the development session. You may wish
to continue with the same small groups or mix the groups up again-—1t will
depend on how many participants you have and what the mix was in the
previous activity,

Refocus the groups on the two items they have selected as priorities. Invite
the participants to decide how they wish to accomplish the task of developing
these materials.

They could break into twos or threes with the same needs, or mx up roles:
an adwvisor, a faculty member and a student services ¢lerk could work on a
Faculty Assessor Manual or an Orientation for Candidates package.

The groups are now ready to get down to the senious work.

Lsing the examples of what is in use at your institution, and samples from
other institutions, the participants should be able to develop sohd, workable
drafts of two 1tems, which they will present in a creative way to the large
group for feedback

Have blank overhead transparencies and fresh flip-chart paper available for
participants to show a draft of their materials to the group.

PLA Training Maodules



Presentation & Feedback 60 minutes

Groups will present one item that they have developed.

In preparation, review points about providing feedback on transparency T6.
Ask the participants to allow cach group to tinish its presentation before
giving feedback.

Give cach group 10 minutes to present its draft materials. If time permits
cncourage another presentation from each group, with the second item that
has been developed,

Make sure there is time for all participants to have a chance to have their
contribution reviewed for feedback.

Break . ] 1 5_minutes
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Action Steps 20 minutes

Consolidate hists completed today into a new PLA materials list, in order
of prionty.

Develop a budget for approval to include:

*  Rescarch costs
*  Production plan

Ask for four or five volunteers to be on a committee to develop the.
materials. Ity for one volunteer from each area. Encourage a diversity of
roles and activitics,

Develop an appropriate time frame. ‘Uhen agree on date for the first meeting.

Ask for a volunteer to chair the committee (or ask the PILA Coordinator if
your mstitution has one).

PLA Training Madules



Wrap-up 15 minutes

Thank everyone tor coring. Be encouraging.
Make sure that you:

* Review the purpose of the module

*  Address the Parking 1ot of issues, concerns, and questions

« Ask cveryone to complete an evaluation form and to be frank with
suggestions and comments on what they hiked and didn't like

+ Collect the evaluation forms and follow-up with the materials ecommittee
at its first mecting

—_—————— .. |
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Options for PLA Materials

Institutional readiness

Calendar copy

Brochure

Advertising

Orientation: presentation materials
Institutional policies

Flow chart

Web Site

Enquiry

Crientation session/package for PLA (paper based and on-line)
-what is PLA?

-what can it do?

-how does it work here?

-how to decide what to do

-self-assessment questionnaire

-samples: course outlines, learning outcomes staternents
-checklist

-next steps

-how to apply for PLA

Assessment methods information

Course outlines

Available support services

Web Site

Application

PLA application form

Student handbook

Advising manual (handbook)
Program-area criteria information
Candidate orientation-session materiabs

~l»13
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Options for PLA Materials (cont.)

Candidate preparation

=  Assessment Options

= Learner's assessment-preparation guide (including guidelines for portfolio development)
*  Evidence requirements

=  Sample request for validation letters

¢« (Challenge-exam guidelines, learning outcomes, course outlines, sample examinations

«  Application for assessment form

. Learning outcomes, objectives, skill standards

¢ Candidate tracking forms

+  Record of assessment awards

Assessment

s Assessor handbook
-departmental/pregram area guidelines
-institutional policies
- assessment methods information
-evaluation worksheets
-assessment surmnmary sheet
-credit recommendation form
-sample learning outcomes for ¢ourses
-grading guidelines
- a5585501 worksheets

»  Assessment completion forms

«  Top-up recommendation sheet

«  Assessed-credit award-notification forms

= Learning contract sheet

Post-assessment

+  Candidate notification-of-results form
=  Transcript-notation criteria

Candidate evaluation forms
Candidate tracking forms

*  Formal review procedures

L I ]

H1b
%7
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Purpose

This module enables participants
to systematically identify and
develop the support materials

needed by candidates, staff, faculty
and administrators.
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PLA Materials

At the end of this module, participants
will be able to:

v ldentify the purpose of different
types of support materials

v Begin to develop appropriate
materials

v Develop strategies to complete the
development of materials






Options for Materials

Institutional readiness
Enquiry

Application

Candidate preparation

Assessment

S X X X X X

Post-assessment







Criteria for Decisions

Critical
Important

Nice to have

Not needed here

We already have it

T X X X X K

We can get it from
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Developing PLA Materials

Focus on identifying:

Key messages

User expectations
Outline/Organization
Introductory paragraph

Creative visuals

S X X X X XK

Alternate delivery methods

-
N

LB






Feedback

S X X X X X

Consistent messages

Valid reflection

Fulfilled purpose
Complete/Anything missing?
User-friendliness

Bias-free?







