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Deliverable 1: Needs Assessment Results (5 points) 
 

DATE SUBMITTED November 17, 2023 

 

1. Identify at least one organizational outcome. 

The Office of Leadership and Staff Development in Gwinnett County Public Schools is 
committed to meeting professional development needs at the school and district levels. The 
challenge emerges from the addition of over 80 new assistant principals, requiring thorough 
training to fulfill their role as the designated staff development administrators for their 
respective schools. Inadequate training poses a risk of inaccurate documentation, potentially 
leading to certification issues for the staff.  The organization's goal is to ensure a minimum of 
142 fully trained staff development administrators, with at least one per school. 

2. Describe at least one of the learners' on-the-job performance requirements linked to 
organizational outcomes and training needs 

Staff development administrators must be knowledgeable in creating course shells and 
sections, managing rosters, and documenting the professional learning for their staff. SD 
administrators unfamiliar with the PD&E system might not document the courses and 
accompanying credit hours successfully, which could have certification ramifications for their 
staff.  Their successful completion of the training will allow them to feel more competent in 
their ability to create staff development courses at their local schools. Additionally, with 
increased staff development competence, the SD administrators will experience greater 
confidence in serving as the point of contact for staff development-related questions and 
programs at their respective schools. 

3. Include a description of at least one needs assessment data-collection process or a specific 
tool, including who was involved. 

The Office of Leadership and Staff Development conducts a needs assessment survey 
annually at the conclusion of each school year. In May 2023, local school principals completed 
a survey, providing information on the staff development administrators, including their names 
and whether they are new to the position. Our office recognized a substantial demand for 
training by identifying over 80 new staff development administrators. It is committed to 
providing the necessary training to empower these novice administrators to excel in their roles. 

4.       Provide at least one recommended learning modality. Examples: formal instructor led, e-
learning, blended approach, and so on. 

The primary learning modality will involve formal, instructor-led training for the initial session. 
Instructors will clearly articulate session objectives and expectations at the outset, tailoring 
the presentation to address the specific needs of the learners. Additional support will be 
provided as learners practice building their courses during the application setting, with trainers 
available to assist and address individual needs. 
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After the initial training, learners will have dedicated time to apply their newfound knowledge to 
local school or department courses and projects. Trainers will be physically present in the 
same room, offering troubleshooting assistance and necessary support to ensure successful 
course development. Following the conclusion of the training, participants will gain access to 
various job aids and online videos for ongoing reference and reinforcement of their learning. 
Furthermore, the PD&E Tech Team will remain accessible through email, TEAMS, and 1:1 
conferences to address any additional concerns and provide troubleshooting assistance. 

5. Explain your modality recommendations and how the needs assessment results informed 
this recommendation. 

The preferred mode for staff development administrators to acquire this content is in-person, 
instructor-led training. This approximately three-hour session is most effective with live, face-
to-face instruction, allowing trainers to convey content, address misconceptions, and offer 
just-in-time feedback as participants practice essential skills. 

The needs assessment results underscore a substantial demand for this training among staff 
development administrators. Given the urgency, providing this training at the start of the 
school year is crucial, ensuring they are well equipped to perform their responsibilities 
effectively. 
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Deliverable 2: Learning Objectives, Outline, and Visual Representation (5 
Points) 
 

DATE SUBMITTED November 27, 2023 

 

6. List at least one clear, measurable/observable learning objective 

The following learning objectives will be implemented throughout the course in various sessions.   

 

At the end of the PD&E professional learning session, staff development administrators will be 
able to…. 

1.  categorize PD&E vocabulary terms with their correct definitions, achieving 100% accuracy in a 
vocabulary matching exercise.  (Session 1) 

2.  create a new course shell using PD&E tools with 100% accuracy.  (Session 2) 

3.  create a new section within a course with 100% accuracy.  (Session 3) 

4.  demonstrate how to add instructors and enter class times for each section with 100% 
accuracy.  (Session 4) 

5.  manage section rosters by adding, removing, and editing course participants with 100% 
accuracy.  (Session 5) 

7. Content outline that includes time allocations within a session to demonstrate sufficient 
practice time for knowledge/skill acquisition to meet the learning objective(s). 

OUTLINE OF SESSION 1: Learning PD&E Language: 

Learning Objective for Session 1: At the end of the PD&E professional learning session, staff 
development administrators will be able to categorize PD&E vocabulary terms with their correct 
definitions, achieving 100% accuracy in a vocabulary matching exercise. 

LENGTH:  40 minutes 

• Introduction – (R) (2 minutes)  
• Overview of objective, benefits, and importance of content – (O) (3 minutes)  
• Presentation of the terms - (P) (5 minutes)  
• PD&E Card Sort Exercise - (E) (10 minutes)  
• Review terms - (R) (5 minutes)  
• Summary of vocabulary terms - (S) (5 minutes)  
• Quiz (10 minutes) 
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8. Demonstrate variety in learning methods that address adult learning principles and 
interactive learning techniques to cause the learning to happen. 

 

Topic/Content Learning Method Materials/Media Time 

Introduction  (R) Whole-group 
presentation 

Google Slides 2 minutes 

Overview of objective, benefits, 
and importance of content  (O) 

Whole-group 
presentation 

Google Slides 3 minutes 

Presentation of the terms  (P) Introducing steps Google Slides/Job 
Aids/Participant 

Guides 

5 minutes 

PD&E Card Sort Exercise  (E) Partner activity Index cards 10 minutes 

Review Terms  (R) Small-group 
discussion; Whole-

group review 

Google Slides/Job 
Aids 

5 minutes 

Summary of vocabulary terms (S) Individual Reflection Participant Guides 5 minutes 

Quiz Individual assessment Online Quiz/Laptops 10 minutes 

 

The chart outlines the learning methods employed in Session 1: Learning PD&E Language. This 
initial session is pivotal in equipping participants with a comprehensive understanding of essential 
terminology crucial for the proficient creation and management of courses within the PD&E 
platform. Without this foundational session, participants may encounter confusion when navigating 
and engaging with subsequent segments of the course, as they lack the prerequisite knowledge 
essential for success in the program. This session serves as a cornerstone, ensuring participants 
are well-equipped with the fundamental vocabulary required to navigate and derive maximum 
understanding from the remaining course modules. 

The session is divided into distinct stages using the ROPES instructional design strategy: 
Introduction (R), Overview (O), Presentation of Terms (P), PD&E Card Sort Exercise (E), Review Terms 
(R), Summary (S), and Quiz. These stages follow a systematic approach, ensuring comprehensive 
coverage of the content. 

The learning methods employed vary throughout the session. The Introduction (R) and Overview (O) 
utilize a whole-group presentation format, using Google Slides as the primary medium for 
information delivery. The Presentation of Terms (P) involves introducing steps through a 
combination of Google Slides, Job Aids, and Participant Guides. The PD&E Card Sort Exercise (E) 
shifts to a partner activity, employing index cards for a hands-on learning experience. The Review 
Terms (R) stage incorporates small-group discussion and a subsequent whole-group review, utilizing 
Google Slides and Job Aids. The Summary (S) phase encourages individual reflection, facilitated 
through Participant Guides. Finally, the Quiz phase involves individual assessment using an online 
quiz available through the participants’ laptops. 
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Materials and media play a crucial role in supporting the learning methods. Google Slides are a 
versatile presentation tool, while Job Aids and Participant Guides provide additional written support. 
The PD&E Card Sort Exercise introduces a tactile element by sorting vocabulary terms and 
definitions printed on index cards. The transition to online quizzes and laptops for the Quiz stage 
aligns with current technology trends, offering a convenient and efficient means of individual 
assessment. Overall, the session aims to engage participants through a combination of presentation 
formats, collaborative activities, and individual assessments. 

9. List at least one delivery option. Examples of ways to reach the learners include media such 
as materials, slides, virtual classroom tools, videos, e-learning modules, and discussion 
boards.  

The training will occur through in-person, instructor-led sessions lasting approximately three hours.  
This carefully designed format facilitates a dynamic and participatory learning experience for all 
participants.  The in-person nature of the sessions ensures a real-time connection between the 
instructor and the learners, fostering an environment conducive to effective communication and 
immediate engagement.  This direct interaction enhances the overall learning process and allows for 
the timely clarification of any misconceptions that may arise during the training. 

The objective for Session 1 is for “Staff development administrators will be able to categorize PD&E 
vocabulary terms with their correct definitions, achieving 100% accuracy in a vocabulary matching 
exercise.” In the initial session, which concentrates on “Learning PD&E Language,” the primary 
delivery method will be instructor-led training.  This approach will incorporate various opportunities 
for direct, explicit instruction on pertinent PD&E vocabulary, utilizing media such as job aids and 
slides.  Following this, participants will collaborate to complete a PD&E Card Sort, matching terms to 
their corresponding definitions.  Subsequently, the facilitator(s) will review these terms using slides, 
and participants will be given the opportunity to summarize their understanding of these terms in 
their participant guides.  Finally, participants will assess their knowledge of these terms through a 
10-question online quiz. 

10. Explain your rationale for including the selected learning methods and delivery options. 

In designing Session 1: Learning PD&E Language, the selected learning methods and delivery 
options are strategically chosen to ensure a comprehensive and engaging learning experience. The 
Introduction (R) and Overview (O) stages employ a whole-group presentation format using Google 
Slides, providing a structured introduction to the session's learning objective, and setting the stage 
for participants. This format is chosen for its efficiency in conveying essential information to a large 
audience. 

The Presentation of Terms (P) stage utilizes a combination of Google Slides, Job Aids, and 
Participant Guides for direct and explicit instruction on PD&E vocabulary. This multimedia approach 
accommodates diverse learning preferences, allowing learners to encode their learning of these 
terms. The PD&E Card Sort Exercise (E) introduces a hands-on, tactile element to the session, 
enhancing participant engagement and reinforcing the understanding of terms through a kinesthetic 
approach. 

The Review Terms (R) stage incorporates small-group discussion and a subsequent whole-group 
review using Google Slides and Job Aids. This approach fosters collaboration, allowing participants 
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to consolidate their understanding through peer interaction. The Summary (S) phase encourages 
individual reflection, allowing participants to internalize the newly acquired knowledge, further 
solidifying their understanding. 

The Quiz phase involves individual assessment through an online quiz, ensuring a convenient and 
efficient way to evaluate participant knowledge. Including laptops for the quiz acknowledges the 
practicality of online assessments in today's educational landscape. 

Overall, the rationale for these selected learning methods and delivery options is to provide a well-
rounded learning experience that caters to different learning preferences, encourages active 
participation, and ensures proficient comprehension and retention of PD&E vocabulary terms. 

 

Visual Storyboard for Session 1: Learn the PD&E Language 

 

 

The Introduction (R) and 
Overview (O) utilize a whole-
group presentation format, 
using Google Slides as the 
primary medium for 
information delivery. 
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The Presentation of Terms (P) 
stage utilizes a combination of 
Google Slides, Job Aids, and 
Participant Guides for direct 
and explicit instruction on 
PD&E vocabulary. 

The PD&E Card Sort Exercise 
(E) shifts to a partner activity, 
employing index cards for a 
hands-on learning experience. 

The Review Terms (R) stage 
incorporates small-group 
discussion and a subsequent 
whole-group review, utilizing 
Google Slides and Job Aids. 
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The Summary (S) phase encourages 
individual reflection, facilitated 
through Participant Guides.  

 

Finally, the Quiz phase 
involves individual 
assessment using an online 
quiz available through the 
participants’ laptops. 
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Deliverable 3: Sample Content and Prototype (5 Points) 
 

DATE SUBMITTED 12/17/23 

 

11. Include specific descriptions of two different activities. Examples: case studies, games, 
interactive e-learning elements, projects, group activity instructions and debriefs, and so on. 
(Worth 2 points, partial credit can be earned).  

Name:  Topic 1: Learning the PD&E Language  

Description: Comprehending the conceptual terminology associated with the PD&E platform is 
essential for participants to achieve success. A proficient grasp of the terms and features of PD&E 
enables participants to construct courses, develop sections, and effectively manage rosters. 

Set-up: The facilitator must ensure that the presentation slides are ready for that section of the 
presentation.  All learners will be given participant guides at the beginning of class.  The PD&E 
vocabulary cards will be placed in bags and distributed to the learners at that point in the activity.  
Additionally, the training layout for the classroom is illustrated in the diagram below.  

 

 
Order of Events: In this session, learners will review the pertinent PD&E vocabulary terms by 
consulting a glossary.  Following the glossary review, they will collaborate with a partner to 
engage in a card sort activity, matching terms to their corresponding definitions.  Subsequently, 
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the instructor will review the descriptions and explain the context of the words in the LMS 
platform.  Participants will then be given the opportunity to summarize their understanding of 
these terms in their participant guides.  Finally, the learners will demonstrate their understanding 
of these terms through a 10-question online quiz.  This topic encompasses essential factual 
knowledge crucial for success in the training and is anticipated to require approximately 40 
minutes for completion. 

Debrief:  Once participants have collaborated with a partner in the PD&E card sort, they will 
assess their responses with guidance from the facilitator.  Next, the facilitator will then provide a 
comprehensive review of the specific vocabulary terms, emphasizing their significance to the LMS 
platform.  Afterward, the learners will summarize their understanding of these terms in their 
participant guides.  

Learning Objective: Following the professional learning session, staff development administrators 
will be able to categorize PD&E vocabulary terms with their correct definitions, achieving 100% 
accuracy in a vocabulary matching exercise. 

 

 

 

Name:  Topic 2: Building a New APLH Course Shell 

Description: Building a course shell is the initial step in course creation.  In this session, 
participants will learn how to build course shells, which provide the overall framework for the 
course and allows the participant to build sections and manage rosters for their professional 
learning event.   

Set-up: The facilitator should verify that the presentation slides are prepared for the upcoming 
section. Participants will continue to use the participant guides provided to them at the onset of 
the course. 

Order of Events: In this session, the instructor will deliver precise, step-by-step guidance on 
constructing a new APLH course structure.  Participants will actively engage by following along in 
their participant guides, serving as job aids for these specific steps.  Learners will actively 
participate by executing the same actions as the instructor models them. 

Following this demonstration, participants will be presented with a fictional scenario in which an 
assistant principal is tasked with developing a course for a book study focused on customer 
service for their clerical staff.  The chosen book is "Second Mile Service," and the assistant 
principal intends to host weekly one-hour, face-to-face sessions for six weeks in the school's 
library. 

Learners are expected to design a course shell based on the provided information, and the 
instructor will review and offer feedback during the session.  This topic addresses a procedural 
skill, and learners should allocate approximately 45 minutes to complete this session.  See the 
image below from the facilitator’s guide outlining this performance task. 
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Debrief:  After learners have created their course shell based on the scenario, the facilitator will 
utilize a checklist to provide feedback to the learner’s course design.  This assessment form and 
subsequent feedback conversation will empower the learner to enhance any areas of the course 
that require strengthening.  Additionally, the learner will receive positive and descriptive praise for 
particularly noteworthy elements of the course. 

Learning Objective: Following the professional learning session, staff development administrators 
will be able to create a new course shell using PD&E tools with 100% accuracy. 
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12. Include two samples of materials created to support the learning and retention of content. 
Examples: participant materials, visual aids, facilitator guides, job aids, and so on. (Worth 2 
points, partial credit can be earned).  

PD&E Facilitator Guide for Topic 1: Learning the PD&E Language - The following slides detail the 
facilitator’s guide for the first topic focused on learning the PD&E language.   
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PD&E Participant Guide for Topic 2: Building a New APLH Course Shell - The following slides are 
from the participant’s guide and serve as a job aid for building a course shell.  
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13. Include one sample of materials curated to support learning and retention of content with 
explanation of why it was selected. If no curated samples are used, include one additional 
created sample.  

As this course is tailored exclusively for our school district's PD&E platform, all content is internally 
developed, with no external sources curated. Therefore, an additional sample created specifically 
for this course is included. The participant guide presented below pertains to Topic 3: Building a 
New APLH Course Section, serving as a valuable job aid for participants in constructing sections for 
their course shells. 
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Deliverable 4: Evaluation Plan (5 Points) 
 

DATE SUBMITTED 12/26/23 

 

14. Include the reaction evaluation form. If you are not able to submit the form, include at least 
five questions you would ask to evaluate learners’ reaction.  

The provided evaluation form is designed in accordance with Kirkpatrick's Level 1 (Reaction). This 
survey captures participants' reactions to the Professional Development and Evaluation (PD&E) 
training, focusing on their satisfaction, engagement, and perceived relevance of the session. The 
"Professional Development & Evaluation (PD&E) Session Survey" assesses participants' responses, 
offering valuable feedback for PD&E facilitators to enhance future sessions. 

Professional Development & Evaluation (PD&E) Session Survey 

 

Session Participant Information: Select Your Role 

Administrative 

District 

Instructional 

Support 

 

Session Participant Information: Select Your Level 

District 

Elementary 

Middle 

High 

 

 Strongly 
Disagree 

Somewhat 
Disagree 

Neither 
Agree nor 
Disagree 

Somewhat 
Agree 

Strongly 
Agree 

1. Today’s session met the stated objectives/outcomes.       

2. This session enhanced my knowledge of the subject matter.      

3. This session provided content that is relevant to my daily job.      

4. Today’s session promoted effective engagement and 
collaboration among participants. 

     

5. The facilitator(s) created a positive learning environment during 
today’s session. 
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6.  What topic/activity from today’s session did you find most relevant or significant to your learning? 

 

 

7.  Please feel free to leave any additional comments about today’s session and/or suggestions for future sessions. 

 

 

 

 

15. Include one learning assessment tool. If you are not able to submit the tool, include at least 
three questions you would ask to evaluate learning.  

The second level of Kirkpatrick's evaluation centers on knowledge acquisition. Learning data provides 
insights to facilitators regarding the extent to which individuals undergoing training have gained new 
knowledge, skills, or attitudes. It helps address the question: "Did the training program effectively 
contribute to the participants learning what was intended?" 

An illustration of this Level 2 assessment is the culminating knowledge quiz conducted at the conclusion 
of "Session 1: Learning PD&E Language." Participants are tasked with fulfilling "Objective 1: Staff 
development administrators will be able to categorize PD&E vocabulary terms with their correct 
definitions, achieving 100% accuracy in a vocabulary matching exercise." 
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16. Describe how you would determine if job transfer was achieved. Include at least one piece of 
evidence you would collect and how you would collect it.  

As we progress to the third level of Kirkpatrick's evaluation, we explore valuable data that guides 
us in making informed improvements to the PD&E training program.  At Level 3, the evaluation 
data provides insights into whether individuals are demonstrating altered behavior on the job due 
to the training program.  

The following performance checklist provides feedback on participants’ ability to create their 
course shell in PD&E.  This checklist proves useful both at the conclusion of the session dedicated 
to this content and in the field, where supervisors assess their employees' proficiency in course 
creation.  Supervisors may evaluate their employees' course creations after the initial three 
courses and subsequently at intervals determined by the supervisor throughout the course 
development process. 

 

Directions:  Place a checkmark in the corresponding column when a participant has successfully 
completed the necessary step.  The course shell contains the following information:  

 

Building A New APLH Course Shell Performance Checklist 

Task Yes No Feedback 

LSPI       

School Year       

District/Cluster/Local School       

Office 
   

Contact Number 
   

Course Title (contains the 
School Name/Initials, School 
Year, and title of the course) 

   

Course Description (1-3 
sentences that describe the 

purpose of the course) 
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Building A New APLH Course Shell Performance Checklist 

Task Yes No Feedback 

Professional Learning Question 
(1-2 sentences describing how 

the learning will improve 
participant’s practice) 

   

Delivery Method 
   

Target Audience 
   

Funding Source 
   

Course Focus 
   

Strategy levels 
   

Credit Hours 
   

Aligned Standard 
   

Course Provider       

Course Survey    

Primary source of data used to 
determine professional learning 

   

Primary evidence/data collected 
to determine impact on 

participant learning 

   

Primary evidence/data to be 
collected to determine impact on 

student learning 

   

Primary follow-up activity that 
will be used to sustain learning 
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17. Describe how you would determine if organizational results were achieved. Include at least 
one piece of evidence you would collect and how you would collect it.  

The Office of Leadership and Staff Development in Gwinnett County Public Schools addresses 
professional development needs at the school and district levels, focusing on training over 80 new 
assistant principals to serve as staff development administrators in PD&E (our district’s LMS). The 
organization aims to ensure that a minimum of 142 staff development administrators, with at 
least one per school, receive thorough training in creating course materials, managing rosters, and 
documenting professional learning in our district’s PD&E platform. Additionally, this training 
ultimately enhances administrators’ confidence and competence as staff development contacts.   

To address the organizational outcome, our office will conduct an annual survey at the end of the 
school year, requesting the names of PD&E-trained staff members from each school. If new staff 
members require training, principals will identify them for enrollment in our training program, 
ensuring that each school has at least one trained PD&E staff member.  This survey will be a 
critical way to identify new administrators needing the training.  It is our hope that this survey 
shows a decrease in the number of participants needing the training indicating that our 
organization is achieving its goal of a minimum of 142 staff development administrators trained in 
PD&E. 

Additionally, our office will send a post-training survey to principals to gather feedback on the 
performance of the staff development assistant principal in fulfilling PD&E responsibilities. Any 
identified deficiencies will prompt retraining to address misunderstandings.  This survey will help 
our department also improve the training for future staff development administrators to further 
increase success rates.   

Furthermore, our office plans to conduct focus group interviews with newly trained staff 
development assistant principals.  These sessions will occur 30 days after the training concludes, 
aiming to evaluate its impact on the school and district’s capacity to prepare new staff 
development administrators. These interviews will determine if participants need additional 
support or if modifications are necessary for optimal training support. The following questions 
may be posed during the focus group interviews: 

1. How has the PD&E system training improved your ability to create course shells, manage 
rosters, and document professional learning for your staff? 

2. What specific challenges or concerns related to certification issues for staff did you 
encounter before completing the PD&E course creation program? 

3. What challenges or concerns have arisen since completing the PD&E course training? 
4. In what ways has the training influenced your confidence in handling staff development-

related questions and programs at your school? 
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18. Include an evaluation plan that provides an explanation of why you chose to evaluate at 
various levels and how you plan to capture, analyze, and present or share the results with 
your stakeholders.  

PD&E Training Evaluation Plan 
Level Objectives Data Data 

Collection 
Method 

Data Sources Timing Analysis Data 
Presentation 

 

 

 

1 

 

 

 

Reaction – 
Satisfaction 

 

 

 

PD&E Session 
Survey 

 

 

 

Google Form 

 

 

 

Attendees 

 

 

 

At the end of 
the live 
session 

 

 

Likert Scale 
Questions 
(aggregate 
analysis) 

 

Short Answer 
Responses – 
Determine 
common 
themes 

 

 

 

 

Present to staff 
development 
department 
each month 

 

 

2 

 

 

Learning – 
Increase in 
Employee 

Knowledge 

 

 

Learning the 
PD&E 

Language Quiz 

 

 

Online Quiz 
through 
Moodle 
Platform 

 

 

 

 

Attendees 

 

 

At the end of 
the live 
session 

 

 

Percent Correct  

 

 

 

Present to staff 
development 
department 
each month 

 

 

 

3 

 

 

 

Behavior – 
Change in 
Employee 

Performance 

 

 

 

Performance 
Checklists for 

each Skill 

 

 

 

On the Job 
Performance 

Checklist 

 

 

 

Attendees 

Supervising 
Principal 

 

At conclusion 
of each skill 
during live 

session 

 

After 3 
courses and 

then 
intermittently 
as determined 
by supervisor 

 

 

 

Number of 
skills performed 
correctly out of 

the total 

 

 

 

Present to staff 
development 
department 
each quarter 
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4 

 

 

 

 

 

 

Results – 
Impact on 

Organization 
outcome 

 

 

Initial PD&E 
Training Survey 

to Principals 

 

 

Post-PD&E 
Training Survey 

to Principals 

 

 

 

Focus Group 
Interviews 
with PD&E 

Trained Staff 
Development 

Administrators 

 

 

 

Google Form 

 

 

 

Google Form 

 

 

 

 

Face-to-
Face/Zoom 

 

 

 

Principals 

 

 

 

Principals 

 

 

 

 

Staff 
Development 

Administrators 

 

 

 

End of each 
school year 

 

 

Upon 
completion of 

the training 

 

 

 

Upon 
completion of 

the training 

 

 

 

 

Number of 
administrators 

needing 
training 

 

Likert Scale 
Questions 
(aggregate 
analysis) 

 

 

Responses – 
Determine 
common 
themes 

 

 

Present to staff 
development 

department at 
beginning of 

year 

 

Present to staff 
development 

department at 
end of year 

 

 

Present to staff 
development 

department at 
end of year 

 

 

For Level 1: Reaction, our team aims to gauge the satisfaction of staff development administrators 
(SDAs) with the training.  A Google survey will be distributed after the live session, incorporating a Likert 
scale and short-answer responses.  After each training, our team will review the data and analyze the 
aggregate scale scores and recurring response themes.  We will present this information to the staff 
development department each month and adjust the training to enhance attendees’ overall satisfaction. 

Moving to Level 2: Learning, our objective is to enhance PD&E knowledge and competency with the LMS 
platform.  After the initial session, participants will take the “Learning the PD&E Language” online quiz 
through our Moodle platform to evaluate their understanding of essential terms and concepts.  
Achieving 100% on the quiz is required to ensure complete understanding and mastery of the material, 
with multiple attempts allowed.  Facilitators will analyze the multiple attempt data to determine 
deficiencies in the training and make improvements in the content and delivery.  Monthly updates to 
the staff development department will communicate progress. 

For Level 3: Behavior, our team seeks to enhance SDA performance through on-the-job checklists.  
These checks will be implemented after each skill session during training and then administered by the 
supervising principal for three courses after the training has concluded.  Afterward, supervising 
principals can implement the checklists as needed, providing guidance and feedback on course 
development.  Quarterly presentations to the staff development department will compile data on the 
number of correctly completed skills. 

Addressing Level 4: Results, we are evaluating the impact on the district’s goal of having a minimum of 
142 trained SDAs (one per school).  This evaluation will be assessed in three primary ways: Initial PD&E 
Training Survey, Post PD&E Training Survey, and SDAs Focus Group Interviews. 



TIP: Use this same document for all four deliverables. (Just keep adding to it.) 

The Initial PD&E Training Survey to Principals will determine which schools need SDAs trained and how 
many total SDAs are needed across the district.  This information will be captured in a Google Form at 
the end of the year and will be presented to the staff development department at the beginning of the 
following school year.   

The Post PD&E Training Survey will gather feedback from principals on SDA performance, prompting 
retraining for identified deficiencies.  This survey will help our department improve training for future 
staff development administrators to increase success rates further.  The Likert scale questions will be 
analyzed in aggregate form and presented to the staff development department at the end of the school 
year. 

Finally, the SDA Focus Group interviews will be conducted with a small sample of newly trained SDAs.  
These sessions will occur 30 days after the training concludes, aiming to evaluate its impact on the 
school and district’s capacity to prepare new staff development administrators.  These interviews will 
determine if participants need additional support or if modifications are necessary for optimal training 
support.  The responses will be analyzed and coded to determine common themes.  This information 
will be presented to the staff development department at the end of the school year. 
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