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MDCPDS TRAINING MODULE

(TITLE OF MODULE)

Lesson Plan

Purpose
This lesson plan covers (summary of coverage).  

Target audience
This training is intended for the following audiences:

· (List audiences, using the module spreadsheet as a guide)

(Explain any deviations from this coverage, or reasons why particular audiences are not covered (if applicable).)

Objectives
After completing this module, participants will be able to:

· Know what reference materials cover this topic, and where to find them.

· (Other objectives – be very specific as to what the participant should be able to do, e.g., With appropriate reference material, successfully process the following types of actions into the MDCPDS database:  promotions, changes to lower grade, and reassignments.)

Prerequisites
Students must have completed the following module(s) prior to attending this session (or have been through comparable training):

· (List prerequisite modules)

· (Include any other prerequisites, e.g., certain personnel knowledges)

Related training
The following modules provide related information:

· (List any related training modules with a brief explanation, e.g., if the lesson is on org/position hierarchy, the secure user ID is related.)

Synopsis of lesson
This module contains the following:  (sample)

· Instructor demonstration (participants follow along).

· Hands-on, independently-completed exercise.

· A PowerPoint slide show is provided as a contingency.

(For longer, complex modules, provide an outline of the contents of the module, example:

· Introductory slide show.

· Demo of xxx.

· Exercise on xxx.

· Follow-along demo on xxx.

· Exercise on xxx.)

Estimated time
This module takes approximately (time) to complete.

Reference materials
The following references are applicable to this module:

· Modern DCPDS User’s Guide (Aug 99), module x, chapter x, pp. xx-xx.

· Modern DCPDS Desk Guide (Dec 99), pp. xx-xx.

· (Other references, e.g., appropriate job aid.)

Handouts
The following handouts should be provided to each student:

· (List any handouts to be provided, if any – otherwise, indicate “none”.)

· (List any printed exercises.)

· (Provide file names for all handouts and exercises.)

Classroom setup
This module requires the following:

· A computer classroom with workstations that have access to modern DCPDS at the (CPOCMA training database or regional training database or regional live database) using either Metaframe (Citrix client) or an Oracle client.

· An instructor workstation with the same connectivity plus a hook up to a data projector and the capability of running Microsoft PowerPoint 97.

· Access to a printer (if applicable) – know the printer name.

· Butcher block paper and/or whyteboard.

Preparation
Prior to conducting this module, the following tasks need to be completed:

· Appropriate student user IDs and passwords need to be set up, with the following roles and responsibilities (provide each student with a printed page or card showing their logon and password):  

· (list roles required for the students)

· User ID and password for the instructor (if different roles and responsibilities required).

· (Indicate if students or instructor will need access to particular records, activities, group boxes, etc., in the training database (e.g., do they need to have a vacant position that they can use?) – these must be set up ahead of time, checked, and provided to the students.)

Notes to instructor
In the instructional module, the following format conventions are used:

· Actions that you are to perform are shown in bold (e.g., Click the <OK> button.)  Buttons that you are to click are shown in angle brackets.  Successive steps are both bulleted and in bold type.

· Points that you are to share with the class are so indicated, and are bulleted.

· Additional notes to the instructor are shown in italics (e.g., Make sure all students are successfully logged on before proceeding.)

· Underlined spaces are used to indicate items that you need to know in advance (e.g., Retrieve position number __________).  Hint:  fill these out in your copy of this lesson plan before you teach this module – and check to make sure the item works.

Instructional Module

Purpose
This portion of the module covers the following:

· (List the specific topics covered in this part)

· (Include this block only if the lesson is comprised of more than one part)

Background
Provide the following background information to the class:

· (List points to be covered as an introduction, and what the module will consist of, e.g., instructor demo, demo with class following along, PowerPoint slide show, exercise(s), etc.)

Overview
(If a PowerPoint slide show is used to introduce the topic, indicate the name of the file and what the show covers.)

Demo
Log on to MDCPDS as a (Personnelist). – (put actual steps to be performed in bold type.  Are students to follow along or just watch?)

Point out the following:

· (List points to be covered when you perform this step.)

· (Use you judgment, but break the demo into steps, putting the steps into separate blocks – even additional “maps” if warranted, e.g., Instructional Module 1 – Changing Position Data; Instructional Module 2 – Deleting Positions.)

Exercise
Pass out exercise xx.

You will now have the opportunity to practice this procedure by completing an exercise (independently completed, or in groups).

Instructions:

· (Explain purpose of exercise

· Allow xx minutes to complete.

· Provide explanations of any tricky parts that the students need to be aware of.)

Summary and conclusion
In this module we have learned how to:

· (Summarize what has been covered.)

Any questions?  

PAGE  
Lesson Plan Format.doc
4
(date)

