“The School Media Center Check out Process”

Instructional Design Project

ILS 575-S70 

Spring  2009

Instructional Design:  Background Information

Barnum School services an inner city population of 600 at risk students in Bridgeport, Connecticut. This year, the school has partnered with the Institute for Urban School Improvement, NEAG School of Education, at the University of Connecticut.  Under this system, the school will gain autonomy within the Bridgeport Public School District and share the responsibility for the management, curriculum and educational standards with its community of parents, administrators, children and teachers (CommPACT).  The CommPACT initiative is a five-year commitment with the University of Connecticut focusing on raising achievement through the redesign of educational processes in inner city schools.

The Barnum School Media Center provides library and computer services to the school’s population of students in grades pre-kindergarten to eighth grade.  The library operates on a fixed schedule with students in grades pre-kindergarten to sixth grade receiving one thirty-five minute class period weekly.  Students in grades seven and eight receive instruction twice weekly for forty-five minutes each. The library staff is comprised of one full-time certified school media specialist who teaches grades three to eight and one part-time library program assistant who teaches pre-kindergarten to second grade. There are frequent occasions in which two classes are occupying the library space simultaneously.  In addition, the library may be used for independent research on a drop-in basis with permission from the student’s classroom teacher.


Only the full-time school media specialist is trained to perform circulation duties allowing students to check in and check out books. Due to organizational and logistical issues, the library program assistant has not been trained to use the circulation software program, Follett Destiny, and does not perform circulation duties. Students in pre-kindergarten to second grade do not check out books. While this situation may change in the future, it is not central to the need being addressed in this instructional design unit and will not be discussed.

The issue to be addressed involves a backup of students waiting to check out books at the end of certain class periods.  In grades three and four, students are allowed to check out two books and generally exhaust their limit.  With class sizes of up to twenty-four students, this could entail checking out up to forty-eight books within an allotted time period.  Current class lessons are designed to allow ten minutes to introduce a library skill, ten minutes of reinforcement through an activity and fifteen minutes to choose and check out books.  Students peruse the shelves and approach the circulation desk when ready to check out their books, generally clustering towards the end of the time period. While there are two circulation stations at the desk, only one person, the school media specialist, is currently able to perform this function.  Students experiencing a wait time often become restless and disruptive and the check out process cannot be completed within the allotted class time.  In addition, given the heterogeneous nature of the library’s student population at any given time, the school media specialist may be called upon to assist other students in finding resources, solving computer problems, fixing printers and maintaining discipline resulting in a longer than expected checkout time.  
It has become apparent to the school media specialist that assistance is needed during the check out process to both expedite the process and to allow the school media specialist to deal with other student issues.  This situation is critical for grades three and four but does not present itself in the higher grades.  Experience has shown that students in grades five to eight in this school’s population check out fewer books and keep them for a longer time period resulting in fewer numbers of students in the check out process.
Section I:  Analysis of Needs and Goals
Problem Identification 

The efficient check out process of books during the third and fourth grade class periods in the Barnum School Media Center requires more trained personnel than currently available.
Problem Analysis
In identifying the causes of this problem, the school media specialist recognizes the following constraints:
· At least twenty minutes per class period must be devoted to instruction in library skills and research according to curriculum expectations; therefore, allowing the entire class period for the perusal and checking out of books is not an option.
· The school media center schedule is fixed for the remainder of the school year.

· Paid staff positions are limited to current levels.

· Volunteer staff, in the form of parents and other community members, is in short supply.

· The school media center is, in general, the only available library to this population of inner city school age children.
· Allowing check in and check out before or after school is not an option. All students receive free breakfast in the morning which is eaten in their classrooms.  Students are not allowed to leave their classrooms unsupervised and, therefore, would not be able to come to the library during this time. After school, 100% of the school’s population is transported home by buses which leave promptly upon dismissal.

In addition to these constraints, the school media specialist recognizes these school goals and values:
· The school’s vision focuses on higher learning achievement which includes improving reading scores.

· The school media center is increasingly regarded as a center of student learning.

· The students enjoy their experience in the school media center and value their ability to check out books. 
· As a newly designated CommPACT school, student involvement is encouraged because students are expected to become responsible partners in their school and education.
· Teachers are increasingly looking for reward opportunities for high achieving students in the form of community service.
The current situation is presenting a problem as exhibited in the following trends:

· The average wait time at the circulation desk has been increasing and classes are not ready to exit the library at the end of their class period.

· The number of times that students need to be reminded of appropriate behavior at the circulation desk has increased.
Problem Solution
Several options for alleviating wait time at the circulation desk have been considered:
· Eliminate the use of the library by students working independently to reduce distractions to the school media specialist.

· Allow the check-out of books on a bi-weekly schedule with alternate weeks used entirely for lessons.

· Reduce the current limit to one book per student.

· Check-out a selection of books to the classroom teacher and allow the students to access that group of books only within their classroom.

· Provide small group instruction to volunteer middle-school students to enable them to perform the function of checking out books. 
Articulated and Prioritized Goals
After reviewing the school’s vision and goals, it has been determined that the school media center should encourage greater use of the library to promote higher student achievement.  Access to reading materials and continued reading at home supports the goal of improving reading scores.  In order to improve the expediency of the check out process during peak class periods, the school media center should utilize volunteer staff in the form of students trained on Follett Destiny circulation software. Training should take place in the form of small group instruction supported by hands-on practice.
The school media specialist will develop an instructional program to be taught within the school media center. The goal of this instructional design unit will be:

Middle school students will be able to use the Follett Destiny circulation system to check out books for fellow students.
Section II:  Task Analysis

Subject Matter Expert (SME)

Although I am the only School Media Specialist who has worked in the new Media Center at Barnum School, I have had limited experience in establishing operational procedures in a media center and utilizing the resources of a middle school workforce.  I have chosen a veteran School Media Specialist in the Bridgeport Public School System, Kathleen Bain, to assist in the identification and sequencing of critical tasks involved in this instructional design.  Kathleen has 20+ years of experience establishing and overseeing the operations of school media centers in this school district.  Currently, she is the School Media Specialist at the JFK Cultural Magnet School which, similar to Barnum School, services a population of students in Pre-Kindergarten to eighth grades.  Kathleen was the person responsible for organizing the resources of the new Barnum Media Center in the summer of 2008.  She oversaw the physical design and layout of the furniture and computer workstations and organized the display and shelf space.

In addition to Kathleen’s understanding of the physical facility, she is a content expert in regards to the circulation responsibilities of a school media center.  She has overseen the transition of school media centers from card catalogs and library cards to online public access catalogs and electronic check out.  Within her school media center, she has taught the organization of library resources and trained middle school students to perform such tasks as re-shelving books.  She has been a valuable professional resource in developing lesson plans and sequencing instruction.


In order to complete the procedural analysis, this instructional designer performed the circulation function of checking out books, noting each of the sequential steps.  The designer then observed the SME performing the same job and compared the steps involved in the first process with those in the second. Although the procedure is straight forward and formulaic, several aberrations requiring the learner to apply cognitive skills were noted.  Mainly, these aberrations arose from unexpected, and undesirable, deviations from expected status of the book or student. These aberrations will enter the flow chart as decision points in the sequencing of tasks and will necessitate the inclusion of subordinate skills and tasks. 


In addition, it must be noted that only the School Media Specialist is authorized to open the Office Management Tools controlling the circulation functions within the library online public access catalog.  The instructional designer has decided not to provide user privileges to the students who will be trained to perform the circulation task of checking out books.  Instead, it is to be assumed that the School Media Specialist will log in to the office management tools function before turning over check out responsibilities to the learner students.


Lastly, in order to avoid confusion, the term “learner” will be used to refer to the subjects of this instructional design project; the term “student” will refer to students of the school who will be checking out books.

Task Inventory:  these tasks are relevant to the successful completion of the job.
1. Locate circulation desk computer.

2. Confirm that office management tool function is accessible.

3. Open check out function.

4. Open student’s personal account.
5. Scan bar code on back cover of book.

6. Stamp due date on book placard.

Task Selection:  these tasks will be included in the instructional design project.
1. Open check out function.

2. Open student’s personal account.
3. Scan bar code.

4. Stamp due date on book placard.

Task Decomposition and Description
1. Open check out function.

1.1 Locate circulation tab within office management tools.

1.2 Locate check out tab.
1.2.1 Entry behavior:  Learner understands basic computer functions.
1.2.2 Entry behavior: Learner possesses the fine motor skills to operate a computer mouse or arrow keys.
2. Open student’s personal account.

2.1  Locate student’s homeroom number.
2.1.1 Entry behavior:  Learner can locate a number listed sequentially between 120 and 327.

2.1.2  Entry behavior:  Learner can follow simple verbal instructions.

2.2  Locate student on homeroom list.
2.2.1 Recall student’s last name.

2.2.1.1 Entry behavior:  Learner can follow simple verbal instructions.
2.2.1.2 Entry behavior:  Learner can match verbal information to printed name.
3. Do name and face match on student account?  If yes, go to step 4.  If no, check out is not possible (end).
4. Scan bar code.
4.1 Locate bar code on back cover of book.
4.1.1 Entry behavior:  Learner can differentiate between the library bar code and ISBN bar code.
4.2 Press button on scanner to activate light.
4.3 Pass bar code under scanner light.
5. Does the book title appear on the student account?  If yes, go to step 7.  If no, go to step 6.
6. Does the screen say that the maximum number of books is checked out?  If yes, check out is not possible (end).  If no, go to step 4.3.
7.
Stamp due date on book placard.
7.1  Locate date stamp.
8. Does date stamp show correct due date?  If yes, go to step 8.1.  If no, go to step 9.
8.1 Locate ink pad.

8.2 Locate book placard on back inside cover of book.

8.3 Ink date stamp.

9. Change due date.

Task Sequence: a chronological sequencing of tasks is most appropriate for this instructional design due to:

1. The normal sequencing of computer functions within this software program, and

2. The limited subject content that will be taught within this instructional design unit.

I will be sequencing the tasks required to complete this job in the following manner:
1. Open check out function.

2. Open student’s personal account.
3. Scan bar code.

4. Stamp due date on book placard.

Flowchart:  See Separate Attachment.
Classification of Learning Outcomes

The goal of this instructional design project falls within the intellectual learning domain.  The skills required to complete this job require that the learner master concepts, follow rules, and solve problems in achieving this goal.  Success will be clearly identified by the completion of the check out process involving a student and book in a school media center.  The major steps involved in performing this job are observable and follow a natural sequence; however, the learner must apply cognitive discriminatory skills when a decision point is reached.

Section III:  Analysis of Learners and Contexts

General Characteristics of Learners
This instructional design unit will train learners who are current sixth grade students at Barnum School.  They will be above average academic performers, both male and female, ages 11 – 12 years old, of Hispanic and African American descent.  The vast majority of students in the school reflect these two ethnic groups, and all live in low income households receiving free breakfast and lunch. They have had no formal work training, but have demonstrated task commitment in their work activities in school and modeled responsible behavior with regard to the library collection and facility.

Entry Level Skills
All learners must possess a basic knowledge of computer functions and the fine motor skills to perform keyboarding operations.  They must also be able to understand and locate numbers listed sequentially from 120 to 327.  The learner must be able to understand simple verbal instructions from both the instructor and from other students with whom they will work when performing this task.  They must be able to match verbal information given to them by fellow students to printed information within the students’ records.
   Learning Styles

This instructional design unit will be used to train a select group of sixth grade students.  Since the learning preferences of this group may not reflect those of the entire sixth grade class, I determined that the target group must be chosen before accessing learning styles. I asked my subject matter expert (SME) to observe the students in the sixth grade classes from which I would be selecting student learners.  She analyzed the factors that appeared to improve the attention and performance of the students.  She also offered her opinion as to which students showed an avid interest in the school library as exhibited by their attentive behavior and passionate reading habits.  Once potential learners were identified, I approached their homeroom teachers to assess their ability to sacrifice time on task in order to volunteer in the school media center.  The students who excelled in academic performance were identified.  It was determined that this group of students could miss class time that would be used for review and catch up by other students in order to volunteer in the media center.  I approached each student individually to access their interest level and conducted one-on-one interviews to determine if they possessed the interest and dedication to volunteer regularly through the end of the school year.  I determined that in order to be successful in completing the instructional unit and performing the tasks involved, these learners must demonstrate:

1.  The maturity to deal with fellow students appropriately.

2. Confidence in their keyboarding ability.

3. Commitment to task.

4. Attention to detail.

5. A high comfort level in dealing with an adult supervisor and asking for assistance. 
I. Perceptual Preferences

I was able to use information from two sources to determine the perceptual preferences of my learners.  I have worked with this group of students in a typical classroom setting previously and had determined that this group could process written instructions well and was comfortable participating in discussions.  They were able to synthesize new information quickly and relate information from different contexts. In addition, I had introduced Renzulli Learning™, an online aggregate resource of educational websites, to the sixth grade students earlier in the year.  During the process of registration, students are required to conduct a personal assessment of learning styles in order that the activities to which they are directed will be more engaging for them.  I have read each of their personal profiles and was able to determine that this select group of learners preferred a direct learning style presented in sequential order.  Their second preference for instructional style included lectures and small group discussion. This indicated that small group instruction presented in logical order would be an appropriate instruction format for this group.
II.  Motivational Factors

As indicated by positive responses to my one-on-one interviews with target learners, the students were highly motivated to learn the task at hand.  They believed that the experience to volunteer in the school media center and check out books to fellow students was a privilege that they were offered in recognition of their academic rigor and positive social behavior.  It was a boost to their self-esteem to be offered this opportunity and they accepted it with enthusiasm.  

Lastly, a factor that appeared to be highly motivational was the fact that they would be performing authentic, valuable tasks essential to the smooth operations of the library. Previously, these tasks had been reserved for the school media specialist only.  The idea that they would be allowed to fill an adult role was very attractive. 
III. Physiological Factors 

The students expressed a high degree of confidence that they would be able to fill the job requirements easily.  They had watched me complete the task many times and had asked questions regarding the process.  I had noticed that some would recite the sequence of events as they watched books being checked out, and then, ask for confirmation that they had stated all of the steps.

When questioned about their comfort level in working with fellow students, they admitted to having some hesitation.  They were concerned that they would not be able to answer all questions posed by fellow students, and that they would not be able to solve behavior issues that could arise.   Once they understood that the school media specialist would always be present to supervise, their hesitation diminished.
IV. Information Processing Habits
The students possess adequate computer skills to perform the job tasks and are comfortable with their knowledge of the computer and accessories.  The scanner was the only accessory unfamiliar to them at the beginning of the school year, but they have grown familiar with it, and intrigued by it, since then. When asked if they would need to review basic computer functions, they insisted that they were familiar enough with the job tasks, having watched the school media specialist, that they understood each of the steps.  They insisted that small group instruction, supported by hands-on practice would allow them to be successful.
Learning Environment

All of the instruction will be conducted within the school media center, an environment familiar to the students.  They have received instruction from the school media specialist in this environment before and are comfortable with the environment and teacher.  All of the learners have demonstrated an ability to formulate and verbalize questions within this learning context.  These factors should work to ensure success.  

The learners will receive instruction and be allowed hands-on practice when the media center is not servicing other students. This will allow the learners to ask questions as they arise and to receive immediate, individual instruction.  Only after the learners are comfortable with their ability to perform the task will they be asked to work with student groups.

Training and practice will be conducted at the circulation desk utilizing a computer terminal, keyboard, mouse, scanner, ink pad and stamp.  The facilities are all easily accessible to the students with no physical limitations requiring special accommodations to be made.

Performance Environment

The performance environment is identical to the learning environment except for the inclusion of students as patrons at the circulation desk.  I expect that the initial days of task performance will generate some degree of anxiety during which the learners will need reassurance.  Time will be allowed for debriefing and to allow the students to review policies and procedures so that their comfort level increases with every day on the job.  The introduction of student volunteers as check out technicians will be correlated with younger grade class visits to the school media center to minimize the social pressures of performing in front of peers.
Section IV:  Performance Objectives

Terminal Objective

Presented with a library book by a fellow student, 6th grade learners will be able to perform all check out services with 100 % accuracy.

Enabling Objectives

For each task described in the task analysis, the enabling objectives are identified and described.

Task 




Enabling Objective
1. Open check out function.
1. Given a library computer terminal, the 6th grade learner will perform the sequential steps to enable the check out function within 20 seconds.

2. Open student’s personal account.
2. Given the student’s homeroom number and name, the 6th grade learner will be able to identify the student from among a list of students in three or fewer attempts.

4. Scan bar code.
4. Given a book and scanner, the 6th grade learner will be able to scan the book’s barcode with 100% accuracy.


Enabling Objective 4A:  Given a warning beeping sound, the 6th grade learner will inform the student that the check out limit has been reached and withhold books as modeled by instructor. 

7. Stamp due date on book placard.
7. Given a checked out book, the 6th grade learner will stamp the correct due date in each and every book.

Enabling Objective 7A:  Given the due date shown on the computer screen, student will match this date to the due date shown on the date stamp with 100 % accuracy. 
Section V:  Performance Measurement

Introduction 


Several types of performance measurement will be used during the instruction process. Required entry behaviors will be judged and documented on a simple checklist.  Criterion-referenced tests will be used to measure entry skills and learner performance within the learning environment following instruction.  The learner will be judged according to their ability to complete the sequential component tasks efficiently and correctly. 
Terminal Objective

Presented with a library book by a fellow student, 6th grade learners will be able to perform all check out services with 100 % accuracy.
Embedded Assessment Pretest 1

The School Media Specialist will conduct an embedded assessment of potential students within the learning environment to determine learner interest and task commitment.  Students will be selected as possible learners according to their motivation (interest in library services), responsible behavior (as demonstrated by their interaction with the SMS and fellow students) and academic achievement (as determined by their classroom teacher).  All qualifying students must score a positive sign in all three categories in order to be considered for the instructional design project.  The evaluation will be charted on a simple Student Interest Pretest form.  (Appendix A)
Appendix A:  Student Interest Pretest
Directions for Instructor:  Place a plus (+) or minus (-) sign under each category for each student based on their performance in the school media center and classroom.  Each accepted candidate must score a plus (+) in all three areas.



    Motivation

Responsible Behavior        Academic Achievement
Student Name

       (+ or -)

             (+ or -)


          (+ or -)

1.____________________________________________________________________________2.____________________________________________________________________________3.____________________________________________________________________________4.____________________________________________________________________________5._________________________________________________________________________etc.
Embedded Assessment Pretest 2
A second pretest will be administered to determine if the learner candidates possess the required entry skill of recognizing and applying alphabetical order.  On the Student Skills Pretest form, a simple check will be given for each correctly shelved book.  Eight out of ten books must be properly re-shelved during the student’s first pretest.  If there are obvious signs that the student is distressed, a second pretest can be given.  The instructor expects the learner to achieve a perfect score of ten out of ten in order for the student to continue in the instructional program. (Appendix B)
Appendix B:  Student Skills Pretest
Directions:  Give the student one check mark for each properly shelved book.  Max. 10.  Students may be given two attempts to correctly shelve 10 books.
Student Name



Number of Books Properly Shelved out of 10


1.

2.

3.

4.

5.

6.

7.

8.
Performance Test 


Focused on the terminal objectives, a criterion-referenced test will be utilized to measure the proficiency of learner performance of all required tasks.  The process component of the performance will be evaluated by the SMS who will observe learner actions and determine it the learners have achieved proficiency of each required task. The congruence of the objectives and the performance test will be assured by using the individual tasks described within the Task Analysis section of this document as the required criteria for successful instruction.  A simple checklist will be used to record successful completion of each task that is discussed within the Task Analysis. (Appendix C)
Appendix C
Student Performance Evaluation Sheet (to be used for Interim Test and Posttest)

Directions:  For each book, place a check in the column if the learner correctly performs this task. 

Student Name:

Required Tasks:




     Book 1
      Book 2
      Book 3

Students will be able to:
1.1 Locate circulation tab.

1.2 Locate check out tab.

2.1 Locate student’s homeroom number.

2.2. Locate student name.

2.3 Match face to photo on account.

4.1 Scan bar code on back cover of book.

4.2 React appropriately to alert beep.

8.1 Check due date on computer screen.
8.2 Confirm due date on ink stamp.

8.3 Stamp book placard. 
Instructional Project Assessment Questionnaire 

Following the instructional project, learners will be asked to answer a questionnaire that analyzes the content and process of instruction.  The questionnaire will provide a qualitative assessment of the instructional design unit and delivery of instruction.  (Appendix D)
Appendix D:  Student Assessment Questionnaire

Directions:  Please rate the quality of the instruction you received on the check out process of books in your school media center.  Circle the number which most closely corresponds to your answer.  Feel free to offer additional comments at the end of the questionnaire.  Your comments will be kept confidential but will used to improve instruction for future students. 

Rating Scale:   1=Agree, 2=Somewhat Agree, 3=Neutral, 4=Disagree, 5=Strongly Disagree, 6=Don’t 

Know

Criteria







Ratings








1
2
3
4
5
6
1. The objectives were clearly defined by the instructor.
1
2
3
4
5
6
2. The instruction was fun and engaging.

1
2
3
4
5
6

3. The instruction was presented clearly and 

     sequentially.





1
2
3
4
5
6

4. The time allowed for instruction was about right.
1
2
3
4
5
6

5. I had enough practice time to become confident.
1
2
3
4
5
6

6. The instructor supported my learning with 

    enthusiasm. 





1
2
3
4
5
6

7. I am confident that I can check out books 

    successfully.





1
2
3
4
5
6

8. I am looking forward to checking out books in the
1
2
3
4
5
6

    school media center.
Comments: ___________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________

Part VI:  Instructional Strategy

Pre-instructional Activities 
I.
Learning objectives:  By the end of a forty-five minute instruction period, learners will be able to check out books using the Follett Destiny circulation software program used in the school media center. 
II.
Motivation: A pre-instructional meeting will be held with all learner candidates.  At this time, the students will be recognized for their academic success and responsible behavior.  The project will be presented as an enrichment activity which will teach real life skills and provide a valuable service to the media center.  The school media specialist has already established a policy of giving service awards to students who volunteer to shelve books in the media center.  Students performing this service are recognized with certificates and their names are posted on a display board monthly. It will be mentioned that these learner candidates will similarly be recognized with certificates and a visual display of their service.
III.
Informing the Learners of the Objectives:  During the pre-instructional meeting, the instructional designer will describe the objectives of the proposed instruction to the learners.  The designer will continue the meeting with the following introduction, or one which expresses the same intent:
The school media center experiences several periods of heavy use by students during the week.  The school media specialist must assist students in many different activities including checking out books.  We would like you to become assistant librarians and learn the process of checking out books so that you may provide service during these busy time periods.  Given a forty-five minute instructional lesson, you will be able to successfully check out books to other students with confidence. 

After the introduction, students will be given the option to continue in the process or leave at the conclusion of the pre-instructional meeting.  Their participation will be presented as purely optional, one which they should decide based on their commitment to providing service to the media center and willingness to miss one class period per week.  The instructor will emphasize that the atmosphere in the school media center can become hectic creating a stressful atmosphere for the check out librarian, however, with repetitive practice, each student will be able to complete the task as successfully as the media specialist herself.

IV.
Prerequisite skills: Learners will be informed that alphabetizing skills are necessary in order to successfully complete this task.  These skills will allow students to locate student names among class lists which are presented in alphabetical order by the student’s last name.  A simple pre-test will be used where in each learner candidate will be asked to shelve ten books in the fiction section of the media center which are similarly presented in alphabetical order.

Information Presentation

The task will be demonstrated by the school media specialist using the circulation desk terminals.  The individual steps required to complete the task will be presented sequentially in order to successfully perform the task.  The school media specialist will use the student learners themselves as examples in accessing student accounts and checking out books to them.  In this way, the presentation will be personalized as students will be able to link the book in their hand to the title of the book which will appear on the computer screen once the book is successfully checked out. 

Learner Participation


Phase I:  Students will receive individual instruction at the two available circulation desk terminals.  Two students will be able to be accommodated at one time.  The other student learners will be the “practice subjects” presenting their books for check out.  

Phase II:  Following the initial instruction period and practice session, a secondary instruction period will be given.  During this phase, several “problematic scenarios” will be reviewed and demonstrated with each student learner at a terminal.  These situations will include:  

1. A student presenting more than two books for check out.
2. A student asking to check out books when one or two are still outstanding.
3. A student has past due, or lost books, on their account.
4. A student is new to the school and does not appear on the list of students in the classroom.
5. A library book has had the bar code removed which needs to be corrected before checking out this book.

Students will be given multiple opportunities to actively practice dealing with these problematic scenarios until they are comfortable that they will be able to correctly deal with each situation.
Testing
Pretest:  A functional pretest will be administered by asking all students to shelve ten books in the fiction section of the media center; thus demonstrating their ability to recognize and apply alphabetical order.  A simple check will be given for each correctly shelved book.  Eight out of ten books must be properly re-shelved during the student’s first pretest.  If there are obvious signs that the student is distressed, a second pretest can be given.  The instructor expects the learner to achieve a perfect score of ten out of ten in order for the student to continue in the instructional program. (Appendix B)
Embedded (Interim) Test:  Following the initial instructional period in which the school media specialist provides verbal instruction, the students will be given three books to check out to various student names from various homerooms (without the actual students being present).  The instructor will observe this activity, mark the learner’s ability to complete each sequential task, and provide additional instruction, or practice, if necessary.  Following this activity, the students will be asked to re-visit those student accounts to ensure that the books do show up on the appropriate student account.  Additionally, the book placard on the back inside cover of the book will be checked to ensure that the due date has been correctly stamped. (Appendix C)
Posttest:  After the secondary instruction period when the instructor introduces problematic scenarios, the students will be re-tested.  Again, the instructor will observe this activity and record the learner’s ability to complete each sequential task.  These scenarios will confuse the learner as they will realize that not all requests to check out books by students will be possible.  The students will be given a secondary practice session in order that they apply their knowledge to this broader range of scenarios.  It will be considered an appropriate response for the learner to defer to the School Media Specialist, or Reference Guide, during the posttest.  (Appendix C)
Follow-up Activities
The school media specialist will assign each learner to assist in checking out books to an individual class during the days immediately following instruction.  The student will perform the check out function under the guidance of the SMS.  The SMS will provide encouragement and confirmation of student room number and name if necessary.  In addition, the SMS will reinforce the proper way to handle difficult situations as noted above.   

After the first experience of performing the task at hand, the SMS will ask the learner to describe any problems that were encountered.  They will then discuss whether these situations could have been avoided by further instruction.  If additional instruction is recommended, the instructional designer will incorporate these newly identified goals into the instructional design unit and current learners will receive remedial instruction to eliminate this shortfall. 
Student Groupings

The task will be demonstrated to the entire group of learners.  There is ample room behind the circulation desk for a group to watch the check out process and observe the computer screen.  Learners will practice the required check out tasks two at a time as there are only two circulation desk computers.  The other students will be the “practice subjects” checking out books.  From their vantage point, the “practice subjects” will be able to see the check out function as do the other students in the school. They will gain an understanding of the necessity of efficiency and expediency as many students may be waiting in line to check out books at any one time.  This will also allow them to “practice” dealing with a situation that they will encounter in the real performance environment:  the stress created by a group of anxious students waiting to check out books.
Delivery System

The instruction will be delivered using verbal instruction, modeling and hands-on experience.  It is believed that the hands-on experience will require the majority of the instruction time as this most closely mimics the performance environment and will increase the students’ confidence in their ability to complete the task.  It is also the only true indicator of a successful instructional design unit.
Part VII:  Instructional Materials

Developing Instructional Materials:    Overview 

Upon reviewing the performance objectives and the analysis of learners and contexts, this designer has decided that the instructional design will rely heavily on teacher-based instruction and individual practice.  Instructional materials will be limited to printed directions which the learners will use to review the sequential tasks involved in the job performance. The production of, or purchase of, multimedia instructional materials are not warranted in this design unit for the following reasons:

1.  The students are familiar with the performance environment and the tasks which they will be learning.  The production of a multimedia presentation to introduce the terminal objectives will be reiterative and will not increase their entry knowledge.

2. This group of learners, in their urban school environment, has shown a preference for hands-on learning.  Previous attempts to engage these learners in learning situations that are visual and listening in nature have achieved only limited and inconsistent success.  

3. In order to achieve a confidence level that will allow the learners to successfully complete the task during stressful busy times, the majority of the forty-five minute instruction period must be used to reinforce the successful completion of the process through hands-on, repetitive practice.
Instructional Materials

The availability of the school media center for instruction allows us to demonstrate the task in the actual performance environment.  This allows us to design an instructional unit that flows seamlessly from the demonstration phase to the practice phase.  It also allows us to mimic the real performance conditions that the learners will face when completing the task before an actual classroom of students by using fellow learners as student subjects. In order to perform the sequence of tasks correctly every time, it is prudent to provide each learner with a model of correct performance.  This model will consist of a list of sequential directions, or “Quick Reference Guide.” Each learner will be given this guide following instruction and demonstration by the instructor.  As each learner takes their turn practicing the task at the circulation desk, fellow learners can walk through each step using this “Quick Reference Guide.”  This guide will also be available at the circulation desk when the learners are working within the performance context. 


Upon checking the availability of printed instructions for student librarians, none were discovered.  The instructional designer created the quick reference guide that follows by describing the steps involved in successful task completion in sequential order, using the terminology presented during instruction.
Instructor Guide

A search for instructional materials failed to reveal an instructor guide applicable to this instructional design unit.  The designer has created the attached guide which provides instruction on motivating the learners, delivering instruction, measuring performance and assessing the effectiveness of the instructional program.
Reference Guide for Checking Out Books

Barnum School Media Center

(Revised April 27, 2009)

Thank you for volunteering to become a student librarian in the Barnum Media Center.  You are providing a valuable service to your school media specialist and to your fellow classmates.  Your hard work and dedication is much appreciated.


For your reference, the following instructions will guide you through the steps of the check out process.

1. Click on the “Circulation Tab” on the top of the library homepage.

2. Click on “Check out” in the menu that appears on the left side of the screen.

3. Ask the student their homeroom number and choose it from the pull-down menu in the middle of the page.

4. Click on “Select patron.”  This opens the class page.

5. Ask the student their first and last name.  Click on their name which appears below their student photo on their class page.

6. Scan the Barnum School bar code on the back of each book.  You will hear one of two beeping sounds:

a. Happy beep:  the books have scanned successfully.  Confirm by checking that the book titles show up under the student’s name. 

b. Unhappy beep:  the books have not scanned successfully.  The student may have overdue books, or already have two books checked out.  If one book is already checked out, one new book may be checked out.  If two books are already checked out, no more books may be given.  For overdue books, give the student the name of the books and request that they be returned.

7. Check the due date on the computer screen.
8. Confirm the due date on the ink stamp.
9. Stamp the book placard on the inside back cover of the book.

Thank you for a job well done!
Instructor Guide to
Checking Out Books at the Barnum Media Center
(Revised April 4, 2009)
Introduction: School media centers are a multi-purpose facility which experience peak periods of use by varying student groups.  The check out function is integral to the services of the media center but is a time-consuming, labor intensive process.  In order to free the school media specialist to solve unique student problems and to monitor student behavior in the library, it is deemed necessary to enlist the services of responsible students to perform the check out function at the circulation desk.   The 6th grade students who will be receiving instruction in order to perform this task have been pre-selected along three criteria:  academically high-achieving, responsible and motivated.

Terminal objective:  Presented with a library book by a fellow student, 6th grade learners will be able to perform all check out services with 100 % accuracy.

Pre-instructional Activities:

The pre-instruction phase requires that the instructor motivate the learners, inform them of the objectives and test them for prerequisite skills.

Step 1:  Provide Motivation
  The students who have been selected are academic high achievers.  The pre-instructional meeting should begin with recognition of their academic success, motivation and responsible behavior.  Describe the project as an enrichment activity which will teach real life skills and provide a valuable service to the media center.  The school media specialist has already established a policy of giving service awards to students who volunteer to shelve books in the media center.  Students performing this service are recognized with certificates and their names are posted on a display board monthly. It will be mentioned that these learner candidates will similarly be recognized with certificates and a visual display of their service.

Step 2:  Inform the Learners of the Objectives: 
The instructor may use this script to describe the purpose of instruction to potential learners:

“The school media center experiences several periods of heavy use by students during the week.  The school media specialist must assist students in many different activities including checking out books.  We would like you to become assistant librarians and learn the process of checking out books so that you may provide service during these busy time periods.  Given a forty-five minute instructional lesson, you will be able to successfully check out books to other students with confidence.”

Step 3:  Offer the Students the Opportunity to Leave the Program

The students must choose to participate in the instructional program to ensure their commitment to learning the task to successful completion and dedication to a schedule which will demand their services in the school media center.  Present their continuing participation in the program as a choice that they must make.

Step 4:  Measuring Prerequisite Skills
The instructor may use this script to inform the learners of prerequisite skills:

“The software program that you will be using at the circulation desk requires that you are quickly able to search through an alphabetized list of student names.  We will be practicing that skill by shelving fiction books which are similarly arranged in alphabetical order by the author’s last name.  (At this point, hold up a book and read the call number.  Note that the first three letters in the call number “FIC” mean that the book is a fiction book.  The student should use the next three letters to determine shelf placement as these reflect the author’s last name.)

“I will be giving each of you ten fiction books so that we can practice this skill.  Please place them on the library shelves in the proper order.”

You must observe that the students are able to shelve the books correctly.  You may use this performance checklist to help you.

Appendix B:  Student Prerequisite Skills Checklist

Directions:  Give the student one check mark for each properly shelved book.  Max. 10.  Students may be given two attempts to correctly shelve 10 books.
Student Name



Number of Books Properly Shelved out of 10


1.

2.

3.

4.
5.

6.

7.

8.
Step 5:  Congratulate the Learners

Inspire confidence and motivate the learners to participate in the instructional unit by congratulating them on their accomplishment.  Confirm the date and time of instruction before ending the pre-instructional meeting.
Instructional Activities (45 minutes)
The instructional unit will be primarily teacher-driven with ample time allowed for individual practice.

Step 1: Review learning objectives
Begin the instructional period in the same positive manner as the pre-instructional meeting. Recognize the students’ academic success, motivation and responsible behavior.  State that they will be learning life skills today which will make them especially vital to the success of the school media center.  Again, review the learning objectives with them: 

“By the end of our forty-five minute instruction period, you will be able to “check out books using the Follett Destiny circulation software program used in the school media center for classes who visit us during the week.”

Remind them that they will have ample time to practice checking out books for each other today, that they should ask questions whenever you fail to explain a task thoroughly and that the school media specialist will be available to help them during in the performance environment as long as is needed.

Step 2:  Provide an Overview of the Library Management System

Although the students have observed the school media specialist perform the check out function numerous times, they have not received a formal introduction to the library management system.  Use this time to describe the purpose of the bar code to link an individual book which has been checked out to a patron record.  Make the distinction between the media center’s bar code and the ISBN bar code by stating that the media center’s bar code is the only one that is recognized within our media center and that it will say “Barnum Media Center” on it.

Step 3:  Demonstration

Demonstrate the process of checking out a book using one of the learner’s student accounts as your model.  Talk through the process as you go and explain the cues that the circulation software provides for the user (beeps, red lettering to indicate overdue materials, due date is shown in bold).  Model several successful check out scenarios until the learners are able to correctly state the next task in order sequence before you complete it.  When the learners are displaying confidence at their knowledge, state that they will be allowed to practice the task individually.  
Step 4:  Practice

Pass out the “Reference Guide for Checking out Books” and explain that it will be available if needed on the circulation desk.  Have the observing students follow each step as you guide the first learner through the check out process directing their actions by your choice of books and student accounts.  After several successful task completions, engage the other students by having them present a book for check out to ensure that the student librarian is able to complete the sequence of tasks when prompted by different individuals.  Rotate the learners through the positions of librarian and student until all are comfortable and familiar with the process.
Step 5:  First Performance Evaluation (Embedded Interim Test)

The instructor will observe the learner checking out three books and record their observations on the Student Performance Evaluation Sheet shown below after Step 7.  Each of these check outs should be simple, successful scenarios which will result in successful check outs if all tasks are completed in the correct order.  When the learner has demonstrated mastery of the sequence of component tasks, the instructor may proceed to step 6. 
Step 6:  Introduce Problematic Scenarios

If you have not encountered problematic scenarios during the practice period, this is the time to introduce them.  The students should be prepared to deal with special, recurrent situations in which the student will be denied the privilege of checking out books.  This will most likely be due to the student forgetting to return library books and reaching their maximum limit of two books, or having a past due book.  Reassure the learners that the software program will prompt them with an “unhappy” beep if a problem arises.  In some situations discussed below, you will need to intervene in the performance environment.  Some problematic situations that should be presented are:

1. Student presents more than two books for check out. (beep as warning when limit of two books is reached)
2. Student asks to check out books when one or two are still outstanding. (beep as warning when limit of two books is reached)
3. Student has past due books on their account. (beep as warning)
4. Student is new to the school and does not show up on the list of students in the classroom. (Action: SMS must correct)
5. Library book has had the bar code removed.  (Action: Unable to process)

Students should be given additional practice until they are comfortable dealing with these occasional problematic scenarios.
Step 7:  Second Performance Evaluation (Posttest)

Following the second practice session and after observing obvious confidence at their ability to successfully check out books, the instructor should conduct a second performance evaluation in order to ensure that the learners will be able to deal with the added confusion of problematic scenarios.  Each learner will be given three books to check out to various student names from various homerooms, including at least one case in which the check out will not proceed smoothly.  The instructor will observe this activity and determine if the learner demonstrates proficiency at each component task and the mastery of the solutions to the problematic scenarios that were presented. This evaluation will determine if the student possesses the skills and confidence to work within the actual performance environment. The following performance checklist may be used for evaluation.
Appendix C

Student Performance Evaluation Sheet (to be used for Interim Test and Posttest)
Directions:  For each book, place a check in the column if the learner correctly performs this task. 

Student Name:

Required Tasks:




     Book 1
      Book 2
      Book 3

Students will be able to:
1.2 Locate circulation tab.

1.2 Locate check out tab.

2.1 Locate student’s homeroom number.

2.2. Locate student name.

2.3 Match face to photo on account.

4.1 Scan bar code on back cover of book.
4.2 React appropriately to alert beep.

8.1 Check due date on computer screen.
8.2 Confirm due date on ink stamp.

8.3 Stamp book placard. 

Step 8:  Student Assessment Questionnaire


Following instruction, the learners should be asked to complete a Student Assessment Questionnaire.  The results of the questionnaire should be tabulated and used to judge the effectiveness, efficiency and appeal of the instructional unit.  The following questionnaire has been prepared to be easy to fill out within a minimal amount of time so as not to frustrate the learner.
Appendix D:  Student Assessment Questionnaire

Directions:  Please rate the quality of the instruction you received on the check out process of books in your school media center.  Circle the number which most closely corresponds to your answer.  Feel free to offer additional comments at the end of the questionnaire.  Your comments will be kept confidential but will used to improve instruction for future students. 

Rating Scale:   1=Agree, 2=Somewhat Agree, 3=Neutral, 4=Disagree, 5=Strongly Disagree, 6=Don’t 

Know

Criteria







Ratings








1
2
3
4
5
6
1. The objectives were clearly defined by the instructor.
1
2
3
4
5
6
2. The instruction was fun and engaging.

1
2
3
4
5
6

3. The instruction was presented clearly and 

     sequentially.





1
2
3
4
5
6

4. The time allowed for instruction was about right.
1
2
3
4
5
6

5. I had enough practice time to become confident.
1
2
3
4
5
6

6. The instructor supported my learning with 

    enthusiasm. 





1
2
3
4
5
6

7. I am confident that I can check out books 

    successfully.





1
2
3
4
5
6

8. I am looking forward to checking out books in the
1
2
3
4
5
6
    school media center.
Comments: ___________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________
Part VIII:  Formative Evaluation
Evaluation by a Subject Matter Expert 


The subject matter expert (SME) was asked to review the content of the instructional materials and instructor guide for the program designed to instruct sixth grade students to check out books within the school media center using the Follett Destiny software circulation program.  The SME was asked to critique the materials on the basis of accuracy, clarity, consistency and appropriateness for the target learners.  The SME has been employed within the Bridgeport Public School District for many years and is familiar with the target learner group who will be participating in this instructional unit.  The SME offered comments which addressed the need to meet the learning styles of the target learners.  Specifically, she offered these comments:

1.  Positive feedback will be necessary throughout the instructional unit as this will high motivate the learners to overcome frustrations.

2. Students should be given the opportunity to “drop out” of the program as desired, or should be asked to leave if they do not indicate a high level of interest and dedication.

3. The circulation desk must be presented as a strict work environment.  To avoid distractions and possible misconceptions, no personal freedoms should be allowed while students are assisting with the checkout function in the school media center.  By personal freedoms, she suggested making it clear that no students will be allowed to listen to music or instant message, or email, friends while working in the library.

4. In recognition that our target learners have poor listening skills, the majority of time should be allocated to hands-on instruction and practice in order to make learning permanent.
5. While the small group evaluation requires a group of at least five learners, instruction should always be done with a small group of no more than six learners.  This will allow plenty of hands-on practice and minimize distractions.  An even number of students will allow each learner to have a partner with whom to practice the sequencing of tasks within the performance environment.
 One-to-One Evaluation


Three learners, two females and one male, were chosen for the initial instruction trial.  The students are representative of the student body.  Each is currently a sixth grade student at Barnum School, age 11 or 12, of Hispanic or African American descent.  They exhibit strong task commitment, are above average academic achievers, and have indicated an interest in volunteering in the school media center.  The one-to-one evaluations were conducted with the strongest academic achiever, Veona, first; the middle achiever, Jailene, second; and the lowest academic achiever, Brandon, last.   Veona has mentioned that her father works with computers and so, she practices her typing skills at home often. Each of these students performs to the best of their ability and consistently shows responsible behavior, a prerequisite for inclusion in this instructional unit.  In addition, the school media specialist is well acquainted with Veona and Jailene because both have helped shelve books in the media center this school year.

The school media specialist sat with each student in turn to discuss the instruction including the pretest, embedded test and posttest.  The students were encouraged to offer their honest assessment of the instruction and materials which would be used to improve the instruction for future students. These comments, together with direct observations of each student as they worked within the performance environment, led to the following conclusions.

I. Clarity of Instruction


All three learners reported that the terminal objective was clear and embraced the instruction whole heartedly.  One commented, “You mean, I’m going to be a librarian!” while another stated, “Cool, I get to sit behind the desk.”  When asked to reiterate the terminal objective after the instructor’s introduction, they were able to clearly state the job requirements and responsibilities.  


One point that needed to be clarified was the time periods when each learner would be assigned to work in the school media center.  They all wanted to begin work immediately and needed to be told that there would be an apprenticeship period in which the school media specialist would be observing their job performance before they would be allowed to work unsupervised.  In addition, I clarified that their classroom teacher and the school media specialist would determine the best time for each to volunteer in the media center as the classroom teacher’s instruction requirements would determine their availability.


The pretest was conducted on only one of the three learners.  Brandon was asked to shelve ten fiction books after a brief description of the activity and demonstration.  He was able to do so 8 times out of 10 during the pretest although his mistakes appear to be made from eagerness to begin the instruction and not due to a lack of knowledge of alphabetical order.  The school media specialist was well aware of the other two learners’ abilities to shelve fiction books alphabetically.  These learners had voluntarily shelved books during this same school year and were able to do so with 100% success.  Each had demonstrated confidence in their relationship with the school media specialist and was able to ask clarification questions when a problem arose, such as a missing spine label or an older fiction book whose spine label showed “F” and not “FIC.”  The instructor did not require these two learners to shelve ten fiction books as indicated in the pretest but asked the learners if they felt this was an appropriate pretest for the instruction plan.  They agreed that the pretest was a good idea because, as one student said, “some students will want to be librarians like us, but don’t know the alphabet well enough to be able to find student names in alphabetical order.”  


The instructor introduced the instructional activities as described in the instructor manual with each student individually.  Following the review of the library management system, each student was given a demonstration of checking out books.  This sequence was repeated several times until the learner was able to list each event in correct sequence as it was being completed by the instructor.  When the learner was told that they would be able to demonstrate the task sequence, they were visibly relieved by being given a “Reference Guide for Checking out Books.”  They stated that they were reassured by having the guide as a checklist to make sure that they did not make any mistakes.  Each of the three learners was observed referring to the reference guide at each step of the process as they “practiced” checking out books.  

II. Impact on Learners Attitudes


The three learners appeared happy to be included in the instruction and proud to be the initial instruction candidates.  Following the initial practice session, they were all eager to begin their volunteer work at the circulation desk.    Veona commented, “I thought that I wanted to be a teacher when I grew up, but now I think I want to be a school librarian.” The three learners remained enthusiastic and confident of their abilities to check out books until the instructor introduced the problematic scenarios described in the instructional materials. This appeared to shake their confidence somewhat as they realized that not every transaction will go smoothly and that some independent thinking will be required.  The instructor explained that there were a limited number of problems that they would encounter and that the school media specialist would be supervising their work until they felt comfortable that they could deal with any of these problems.  The three learners reacted somewhat differently to this information.  Veona displayed the most confidence and said that she would be comfortable calling the school media specialist over if she did not know what to do, or would write down the problem if the school media specialist were not available at the time.  Jailene admitted that she did not want to make any mistakes or be embarrassed by younger school mates.  Brandon said that he wanted enough practice under the supervision of the school media specialist that he would know what to do in every case. 


The learners still displayed enthusiasm for their new job and responsibility but showed less bravado than had been present before.  Providing additional practice time to become comfortable with problematic scenarios became apparent.  While the initial instruction period had required much less than forty-five minutes, introducing the problematic scenarios and providing individual instruction to deal with each of these situations quickly used up the remaining available time.  


The students were asked if the problematic scenarios should have been introduced earlier by the instructor.  After thinking a while, two of the three believed that it was better to learn the sequence of tasks before you encounter a problem.  They remained confident that most of the time, the check out process would go smoothly and that they would need to do the tasks quickly and with no mistakes.  It was better to practice this sequence over and over before worrying about a problematic scenario.  Brandon, however, believed that he would have rather known that there would be different scenarios to face but even so, he would not have become discouraged.


Initially, the three learners asked if each of the problematic scenarios could be included in the “Reference guide.”  The instructor explained that they would not regularly occur and that not every scenario could be anticipated.  However, it was agreed to revisit this issue after the students had additional hands-on practice.  Following this additional practice in which the instructor reassured them that they would always hear the warning (unhappy) beep when a problem arose, the learners agreed that there was no need to include problem scenarios in the reference guide.  They were confident that they would hear and respond to the warning beep correctly. 
III. Feasibility


Providing instruction for small groups of learners appears feasible within the performance environment of the school media center.   There is ample space behind the circulation desk for up to six learners and two computer terminals which can be used simultaneously. The instruction can be completed in one forty-five minute block during the school day when the school media center is not used by a class.  Excluding problematic scenarios, the two learners who did not take the pretest, Veona and Jailene, were able to learn the process of checking out books with 100% accuracy in less than twenty minutes while occasionally referring to the reference guide. The one student who took the pretest during the forty-five minute block of time, Brandon, was able to complete the instruction and successfully check out books in less than thirty minutes, excluding the introduction of the problematic scenarios.  (Note: During the small group evaluation, the learners will have completed the pretest at an introductory meeting which will happen on a separate day than the actual instruction block of forty-five minutes.) 


The time required to discuss the problematic scenarios and provide a second hands-on practice session for the learners in order to rebuild their confidence used up the available remaining instruction time.  Since it had not been anticipated that this would present such a stumbling block, it appeared prudent to revisit the performance evaluations that were initially proposed.  Instead of executing an embedded test which each student uniformly successfully completed, an interim test identical to the posttest proposed in the instructor’s manual will be used after the initial practice session.  Then, the same test will be given a second time after the introduction and practice with problematic scenarios.  It is believed that successful results on the interim test will be able to boost the confidence of the learners before introducing the problematic scenarios.  It will also make it apparent whether the learners’ inability to deal with problematic scenarios (if this occurs) is due to inadequate instruction at the basic level, or at the problematic level.  

Small Group Evaluation


Six learners were chosen from the sixth grade class to participate in the small group evaluation.   Each met the three required criteria as determined by their classroom teachers and the school media specialist:  above average academic achievers, task committed and motivated.  All six were age 11 or 12 and lived in low income households. Three of the learners were male and three were female.  Four of the learners were Hispanic and two were African American.  At the introductory meeting, the students were told that they would be given the opportunity to become assistant librarians.  They were invited to offer comments on the instruction and handouts that they received as this would help modify the instruction for future library volunteers.  The students had to show genuine interest in the terminal objective in order to be included in the group as this instruction will be provided to interested candidates only.


The presentation of instruction in the small group evaluation differed from the presentation in the one-to-one evaluation.  The instructional designer (school media specialist) presented the instruction as a real learning scenario.  A pre-instruction meeting was held in which the indentified student learners were asked if they were interested in becoming library assistants.  The pretest was administered at this time in order to confirm that all candidates possessed the alphabetizing skills necessary to complete the job requirements. Five out of six learners scored 100% success on the pretest, shelving ten books correctly in the fiction section within an established time limit of five minutes.  One student needed additional guidance as she was unfamiliar with using the guide words on the top of each stack to quickly find the appropriate section. The learner group was offered the opportunity to leave the instruction group once the learning objectives were presented.  Only truly motivated and interested students will be included in the small group evaluation and future instruction.


During the small group evaluation, the instructional designer used the instructor manual each step of the way, taking notes in the margins when the instruction was not progressing as planned or when learners had questions that should have been addressed in the instruction.  The instructor was careful to pace the instruction based on the data collected from the one-to-one evaluations which indicated that more time than initially anticipated would need to be spent on introducing problematic scenarios.  The following observations were made during these activities of the instructional unit:

I. Review Learning Objectives


The learners were enthusiastic when they were told that the terminal objective would be their ability to check out books to fellow students using the school media center’s circulation software program, Follett’s Destiny program.  This response was expected as the students had already been introduced to the terminal objective in the introductory meeting and had to commit to the instructional unit in order to participate.  The students’ enthusiasm appeared to the tied to two conditions:  first, it was seen as a privilege to miss class time in order to volunteer in the media center;  second, these students would be visible to other students as “high achievers” and this attention was seen as a very positive reward.


The instructor included the recommendation of the subject matter expert that warned the learners that their responsibilities at the circulation desk did not allow them the opportunity to use the computer for any function other than checking out books.  Students would not be allowed to listen to music, instant message or email friends while working at the school media center.  The learners responded earnestly that they understood the responsibility of the position and would abide by this rule.

II. Provide an Overview of the Library Management System


The learners seemed very interested in understanding how the bar codes on the back of the books link student accounts with the books that have been checked out.  One remarked that he never knew how the school media specialist knew what books were overdue when even he had forgotten what he had checked out.  The instructor capitalized upon this interest to warn the learners that it was critical that they check that the correct student account is showing when the book is checked out.  If not, the wrong student may be charged for a lost book.  The learners reacted with serious commitment to this understanding.

III. Demonstration


The students responded positively to the demonstration and reference guide.   They began chanting the sequence of events which improved their familiarity with the process and gave them confidence that they had mastered the chronological sequence of events.  The instructor found that this sped up the process of recall and shortened the time and explanations required to demonstrate the tasks.  The learners stated that the “Reference Guide to Checking out Books” would be helpful to them in the actual performance environment.

IV. Practice and Interim Test


The learners enthusiastically practiced the skills in the performance environment of the circulation desk in pairs. While one learner acted as the student wishing to check out books, the other learner would talk through the check out process and perform the discrete tasks as each one was announced.  Having each learner engaged in an activity proved beneficial to the learning process as both were fully engaged and checking that the other had completed all of the tasks.  When queried, the learners liked learning in this way because it was not intimidating and each team was able to progress at their own rate.


When each team appeared to have mastered the skills and sequence, the instructor evaluated their performance on the student performance checklist in the instructor manual.  Each learner was given a check mark if the individual task was completed without the instructor’s intervention.  Each of the learners succeeded at completing each of the ten discrete tasks involved in checking out books.  Rarely, the learners consulted the reference guide or a fellow student for reinforcement.  Only on three occasions of the eighteen observations (three books checked out for each of six learners) did the student successfully complete all tasks but performed the tasks out of sequence.  The two most common mistakes were: 

1. stamping the due date in the book before scanning the bar code, and

2. stamping the due date in the book before confirming that the date stamp showed the same due date as the computer monitor.

Neither of these mistakes resulted in failure as the learner could correct the situation easily by revisiting the missed tasks.  Following their successes, the learners appeared to be confident and happy with their success.  Several responded that this was a fun activity and that they would like to work at the circulation desk whenever possible.  The instruction appeared to be successful to this point as the interim performance evaluations were conducted ahead of the anticipated time schedule and the learners continued to be enthusiastic towards the instructional activities.

V. Introduce Problematic Scenarios


Having confirmed success following the initial practice session by implementing the interim performance evaluation, the instructor introduced the problematic scenarios.  In the small group setting, the learners seemed much less concerned over their ability to deal with problems than the one-to-one learners had been.  Perhaps the group dynamics had instilled in them a greater cooperative confidence, but, whatever the cause, the learners remained assured that they would be able to deal with any aberrations that presented themselves.  The learners approached the problematic scenarios as if it were a game to be conquered with each student vying to produce the correct response to the problem that was presented. The learners successfully responded to each problematic scenario approximately 50% of the time on the first trial practice session after the problematic scenarios had been presented.  After two trial runs for each learner, the success rate had risen to 80%, or four out of five scenarios were handled in the most expeditious manner as presented by the instructor.  The 20% of cases which were not handled in the most efficient manner were, none the less, handled appropriately as the learner usually chose to defer the issue to the school media specialist.  The instructor supported this decision by reiterating, “When in doubt, call Mrs. D.”  This statement became a chant which the learners quickly supported. The students commented that they felt more confident that they would not fail when they were told that they could defer to the school media specialist whenever they did not know the right course of action.

VI. Evaluation (Posttest)

Following the second practice session of approximately ten minutes and only when the learners expressed confidence in their ability to perform the tasks successfully, the instructor used the student performance checklist to record each learner’s performance.  Each learner was presented with three different books to check out.  These situations included occasional problematic scenarios in which the correct course of action was not checking out the book at all, or deferring to the school media specialist.  In these cases, the learner’s appropriate response to step 3.2 “React appropriately to alert beep” would negate the requirement to perform the following three tasks.  Again, as was discovered in the one-to-one evaluations, the students infrequently performed steps 3.3, 3.4 and 3.5 out of sequence but it did not necessarily affect successful job completion.  These steps can be performed out of sequence and still result in the successful check out of a book.  In summary, the instructor considered the instruction successful as the results supported successful completion of the component tasks and the learners remained enthusiastic towards their job performance.


 The individual rates of success for each step are shown below in the chart of aggregate results for the six learners each checking out three books.

Student Performance Evaluation Sheet (to be used for Embedded Test and Posttest)
Directions:  For each book, place a check in the column if the learner correctly performs this task. 

Student Name: Aggregate Results for Six Students in Small Group Evaluation

Required Tasks:




          Book 1
           Book 2
           Book 3

Students will be able to:
1.1 Locate circulation tab.




100%

100%

100%
1.2 Locate check out tab. (1.1 and 1.2 within 20 seconds)
100%

100%

100%
1.3 Locate student’s homeroom number.


100%

100%

100%


2.1 Locate student name. (in 3 or fewer attempts)

100%

100%

100%

2.2 Match face to photo on account.



100%

100%

100%
4.1 Scan bar code on back cover of book.


100%

100%

100%
4.2 React appropriately to alert beep.


 67%

 89%

  94%
8.1 Check due date on computer screen.


 78%

 61%

 72% 

8.2 Confirm due date on ink stamp.



 67%

 83%

  94%

8.3 Stamp book placard. 

  


 94%

100%

100%
VII. Feasibility


As in the one-to-one evaluation, the instructional designer considered the feasibility of the instructional unit given time and physical space limitations.  Along both of these dimensions, the instruction was considered feasible by both the instructor and learners in the small group evaluation. The instruction and evaluation were successfully conducted within the forty-five minute time allotment. The availability of the school media center for hands on practice in the performance environment, deemed critical to the success of the instructional unit, is guaranteed by the school media specialist who has a vested interest in the training of students as check out assistants. 
VIII. Student Assessment Questionnaire


Students were asked to complete the following assessment questionnaire following the instruction and practice received in connection with this instructional unit.  The following chart tabulates the responses of the six learners in the small group evaluation.  Overall, the students showed a positive and enthusiastic response towards the instruction and the terminal objective.
Appendix D:  Student Assessment Questionnaire

Directions:  Please rate the quality of the instruction you received on the check out process of books in your school media center.  Circle the number which most closely corresponds to your answer.  Feel free to offer additional comments at the end of the questionnaire.  Your comments will be kept confidential but will used to improve instruction for future students. 

Rating Scale:   1=Agree, 2=Somewhat Agree, 3=Neutral, 4=Disagree, 5=Strongly Disagree, 6=Don’t 

Know

Total responses = 6

Criteria








Ratings







1
2
3
4
5
6
1. The objectives were clearly defined by the instructor.
6
0
0
0
0
0

2. The instruction was fun and engaging.

5
1
0
0
0
0

3. The instruction was presented clearly and 
     sequentially.





4
1
0
0
0
1
4. The time allowed for instruction was about right.
6
0
0
0
0
0
5. I had enough practice time to become confident.
4
1
0
1
0
0
6. The instructor supported my learning with 
    enthusiasm. 





4
2
0
0
0
0
7. I am confident that I can check out books 
    successfully.





5
1
0
0
0
0
8. I am looking forward to checking out books in the
6
0
0
0
0
0
    school media center.
Comments:__Easy; enjoyed it; wish we could stay longer; I want to be a librarian._______________
1                                             


