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Training Standard Design Template Worksheets

NEEDS ANALYSIS

Training design begins with identifying opportunities or problems, what is/what should be, resulting gaps, gaps in standards among IEC member companies, the
purpose of planned instruction, and how the instruction or training will resolve the initial problem/realize the opportunity. Needs analysis also includes information
about the proposed target audience, their characteristics and demographics

Element Business Needs/Performance Goals - What is the opportunity or problem? What is the current state of affairs? What’s the
desired state of affairs? What’s the gap? What level of performance/competency/behaviour is needed?

Needs Analysis There is an opportunity to standardize Respiratory Protection (RP) and ensure that all workers requiring
respiratory protection are trained and fit tested consistently. Currently, Respiratory Protection differs from
organization to organization and some don’t follow or meet the CSA Standard Z94-04.02. A gap analysis was
conducted on a number of the clients’ policies and procedures and very few gaps were identified. In the future, all
accredited trainers and training providers will be required to provide training to the trainees meeting all the
requirements outlined by the Subject Matter Expert (SME) team. The program elements are, respiratory selection;
fit testing; training; use; cleaning, inspection, maintenance and storage; health surveillance and record keeping.
There will be opportunities for trainers to become accredited as well as organizations to be identified as accredited
training providers. These trainers and training provider facilities will be audited on a regular basis. All records
will be kept in the IEC database so that the records will be accessible to those companies requiring the
information.
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Element

Learner characteristics/demographics — What are their characteristics? What about other workers? Level of readiness?

Target Audience

The target audience ranges from new/inexperienced workers all the way to experienced tradespeople. The
challenge will be to present information to learners in such a way that it doesn’t bore the more experienced
members of the audience; at the same it doesn’t overwhelm inexperienced workers.

OUTCOMES OF THE NEEDS ANALYSIS: CONTENT FOR TOPICS

Needs must be translated into descriptions of desirable outcomes (learning objectives). To prepare for writing objectives, a task/topic analysis is done to flesh out
the necessary knowledge/skill/attitude components. Focus on the most critical components and consider: legislative protocols/requirements, hazards and safety
conditions, definitions/physical characteristics/examples, etc.

Content/Topic
Respirators

Knowledge Component — What do you want people to know? Required Training Aids

¢ Different respirators and what respirators are used for Video

¢ Difference between air purifying and supplied air Hands on demonstration
¢ Donning and removing respirators Respirators

e How to identify the mask size Checklist

e Operation of the equipment
¢ C(leaning, inspection, maintenance and storage of the respirators
e Why portacounts are used for testing
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e The purpose of the exercises
e What the fit factor indicates

e Seal to the face and what affects a proper seal

e Expiry date of the fit test
e Record will be kept in the database

e When trained on a particular mask i.e. 3M, that’s the only mask the person
can wear unless they are trained on other type

Skill Component — What do you want people to be able to do?
e To be able to use a respirator properly

Attitude Component- What attitudes do you want to instill/change; how should people feel?
e Confident that they can wear the respirator without being exposed to hazards

Duplicate this page as many times as necessary to complete the critical knowledge/skill/attitude components for each topic area

Content/Topic

Knowledge Component — What do you want people to know? Required Training Aids
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Skill Component — What do you want people to be able to do?

Attitude Component- What attitudes do you want to instill/change; how should people feel?

EVALUATION

Evaluation strategies should be defined at this stage as evaluation helps drive program content/design - an appropriate evaluation strategy determines if:
1) Level One - the learners liked the training
2) Level Two - they learned and acquired the desired behaviours

3) Level Three - learners applied these behaviours in the field/on the job
4) Level Four - the training had the desired impact

For the learning level evaluation, will assessment be on a pass/fail basis, or will a certain percentage be required?

Element Level One: Reaction — Did they | Level Two: Learning - What Level Three: Field Audit — Can | Level Four: Impact — Were
like it? What was their reaction? did they learn? How will you learners demonstrate new gaps closed? Was the problem
assess that? Give a test? A behaviours/competency on the job? | solved? Or opportunity realized?
practical demonstration?
Evaluation N/A e Written quiz based on e Demonstration of using

learning objectives

respirators
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ADDITIONAL INFORMATION

Recertification What is the recertification method? What is the frequency?
Recertification for respirators is 2 years.

Trainer Requirements What specific background/experience/skills does a potential trainer require to deliver the training?
Respiratory Protection “train the trainer” program, person must be able to demonstrate competency
in the training program elements (quiz and practical evaluation by an accredited evaluator), ongoing
evaluation through field audits.

References Regulations
CSA Standard Z7.94-04.02

Any additional reference material
Respiratory Programs from Nova, Suncor, IOL, Shell, CF Industries (Terra)

Reference material used to develop content

Exemptions Are there any exemptions from any or all of this training? What is the basis for the exemption?
Video can be substituted with a standard checklist covering all the required training on respirators
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Gap Analysis

Topic Needs Analysis Company A Company B Company C
e Compared a
number of
companies
programs

Sub topic titles,
topic specific

This table may be used to identify gaps in standards between/among IEC member companies

Additionally, the SME teams may want to do this in excel and then import into report

Rev. Date | Rev.No. [ Reason Description Revising Approval
14/06/11 0 Document required Develop original Rob Taylor | Rob Taylor
22//06/11 1 Feedback from Audit Team | Trainer competency | Rob Taylor | Rob Taylor

Following Revision, forward ‘Revised Document Awareness Notification’ to relevant persons

**This is an uncontrolled copy of a controlled document printed 24/06/2011**




	Training Standard Design Template Worksheets
	ADDITIONAL INFORMATION
	Trainer Requirements
	References
	Exemptions

	Gap Analysis


<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000500044004600206587686353ef901a8fc7684c976262535370673a548c002000700072006f006f00660065007200208fdb884c9ad88d2891cf62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef653ef5728684c9762537088686a5f548c002000700072006f006f00660065007200204e0a73725f979ad854c18cea7684521753706548679c300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020b370c2a4d06cd0d10020d504b9b0d1300020bc0f0020ad50c815ae30c5d0c11c0020ace0d488c9c8b85c0020c778c1c4d560002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken voor kwaliteitsafdrukken op desktopprinters en proofers. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents for quality printing on desktop printers and proofers.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /NoConversion
      /DestinationProfileName ()
      /DestinationProfileSelector /NA
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure true
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /NA
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /LeaveUntagged
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


