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Introduction — methodological approach

The current guideline is helpful in planning different training courses for adults. In the frame-
work of the current project, the focus is set on cultural professionals (no), but the guidelines are
applicable to several different courses.

The guidelines proceed from the learner-centred approach and the principles of outcome-based
learning. Outcome-based learning focuses on assessable learning outcomes that students are
supposed to achieve as a result of the learning process (Pilli, 2009).

1.1 Adult learning

Learning is a change in participants’ attitudes/viewpoints and an increase of knowledge and/or
skills that occur as a result of the training (Kirkpatrick, 1998). These changes help learners to
cope better in the surrounding environment (Knowles, Holton, & Swanson, 1998).

Teaching adults is different from teaching children. Adult learners have high self- consciousness
and previous experience - in addition, they are willing to find associations between their experi-
ence and what has been learnt; their learning preferences depend on what they need at work or
in private life, and they are also interested in problem-based learning (Illeris, 2004; Knowles et
al,, 1998).

Adults are motivated to participate in trainings for different reasons. Adult learners’ interest in
learning is related to the need to raise their qualification, acquire specific skills, spend meaning-
ful time with others or better understand something that has been unclear so far (Pilli et al,
2013). Although adults respond to external motivators (such as better career opportunities and
higher salary), they are more influenced by internal motivators through which they understand
that learning is necessary for their own development (Knowles et al., 1998).

Learning process can be divided into four intertwined stages (Figure 1) (Pilli et al., (2013).

Determining training needs

—

ﬁ Planning a training

program

Analyzing and evaluating a
training program

Organizing a training program

Figure 1. Learning process in continuing education from the perspective of organizers (Pilli et al,,
2013)



1.2 Planning an outcome-based programme

A specific training program starts with setting goals and sharing this information with all the
stakeholders of the program (Kirkpatrick, 1998). Learners, training providers, contracting enti-
ties, sponsors and other interest groups have to be aware of the objective and effectiveness of
the training program (Marja, 2011). It is important to take into account learners’ previous ex-
perience and involve learners in goal-setting process, if possible (Biggs & Tang 2008).

When a training program is ordered by a company, a target group has already been defined and
the contracting entity has set its goals. In this case, training providers need to specify the con-
tent, learning outcomes and teaching methods; they also have to decide upon the requirements
for passing the training program (Pilli et al., 2013).

A training program is carried out according to the curriculum. In designing a curriculum, both
the target group with its needs and the learning outcomes are taken into consideration (Pilli et
al.,, 2013).

The objective of the outcome-based curriculum has to describe what is supposed to be achieved
by the end of the training program - objectives are set proceeding from the expected learning
outcomes of the participants (Biggs & Tang 2008; Pilli et al, 2013). The whole teaching process
focuses on achieving these outcomes in the best way (Biggs & Tang 2008; Suskie, 2009).

Choosing teaching methods depends on the objective and learning outcomes; evaluation meth-
ods and criteria are also set out right in the beginning. Evaluation is carried out throughout the
learning process - this way both the participants and trainers get constant feedback (Drenkhan,
2016).

A curriculum can be of different volume - curricula, the volume of which are greater, may con-
sist of various modules (Pilli et al., 2013). As time is a highly valuable resource for adults, the
volume of the curriculum needs careful consideration (Pilli et al., 2013).
1.3 Curriculum information
In Estonia, the continuing education curriculum includes at least the following information:

1) the title of the curriculum;

2) the curriculum group and basis for curriculum compilation;

3) learning outcomes;

4) the requirements to be met for the commencement of studies, if they are a prerequisite
for the accomplishment of the learning outcomes;

5) the total volume of studies, including the proportions of classroom, practical and inde-
pendent work;

6) the content of studies;

7) the description of the study environment;

8) the list of study materials, if these are intended for the completion of the curriculum;
9) the conditions for completion and the documents to be issued;

10)the description of the qualifications, learning or work experience required for carrying
out the continuing education.



1. The title of a curriculum must be formulated attractively as well as informatively, and it has
to reflect the content of the continuing education.

2. The curriculum group and basis for curriculum compilation can proceed from the objec-
tives of the training course; a curriculum can be compiled on the basis of the professional quali-
fication standard, a certain part of the professional qualification standard, the module of the
national or school curriculum or a certain part of those curricula. It is also allowed to rely on the
national requirements laid down in legislation (do not apply in cultural sphere).

3. Learning outcomes are formulated according to the objective of the learning process and
have to be measurable, assessable and achievable within a limited period of time. Generally, 4-6
outcomes are brought out. These outcomes serve as a basis for selecting appropriate teaching
and learning methods, as well as deciding upon the assessment methods and the structure and
content of studies.

Examples:

e The person who has completed the continuing education training program is able to ap-
ply specific communication principles when communicating with people with psychic
health problems;

e The person who has completed the continuing education training program is able to use
appropriate products and means for room decoration;

e The person who has completed the continuing education training program is able to
manage and share documents in Google Drive.

Both the objective and learning outcomes can be brought out in the curriculum. Learning out-
comes explain and specify the objective.

4. The requirements for the commencement of studies may depend on the target group. For
instance, if the training program is meant for cultural professionals, then previous experience in
this field is expected of them. However, in most cases it is not necessary to set such rigid com-
mencement requirements.

5. In continuing education, the total volume of studies is measured in academic hours, i.e. one
academic hour equals 45 minutes. Thereby, it should be stressed that a curriculum takes into
account the working hours of learners, not those of trainers.

Studies may be divided into:

1) Auditory work - learning in physical and web-based learning environment, supervised
by the trainer;

2) Practical training in school environment - activities in school premises (practical learn-
ing environment), for instance in learning kitchen;

3) Practical training in working environment - learning in work place under the supervision
of local instructor;

4) Independent work - learners independently perform different tasks that has certain ob-
jectives, and teachers give feedback (can be done also in web-based learning environment)
to learners on their performance.



6. The content of the studies should include information about main topics and activities.
Great attention should be paid to teaching methods. A curriculum gives only a general descrip-
tion of teaching methods, but more detailed explanation would give a better overview of the
methods - for instance, the phrase “compilation of business plan” could be used in addition to
“lecture” or “group work.”

In choosing appropriate teaching methods, the trainer takes into account the objective of the
learning process, thematic field and topic, learners’ background, available resources, learning
environment and also his/her own competencies (St. Clair 2015).

When choosing teaching methods and planning a teaching process, the overall picture (curricu-
lum and main topic, overall thematic field, objectives and learning outcomes) should be kept in
mind; even the plans for every single learning day should be made taking into account the over-
all picture. The aim should be to achieve harmony between teaching methods and the whole
course (Karm, 2013).

[t is very common to distinguish between teacher-centred and learner-centred teaching meth-
ods. For example, lecture, demonstration, discussion etc. fall into the category of teacher-centred
methods; whereas group works (brainstorm, seminar, discussion, dispute, panel discussion, etc.)
and individual tasks (analysis, mandala, etc.) fall into the category of learner-centred methods
(Karm, 2013).

When learning something new, the teaching methods should support learners in acquiring new
knowledge by reading texts, listening to different materials or experiencing something. In the
stage of learning new things, it is also important to support learners in delving into the meaning
of the new material, as well as in finding associations between new information and what they
already know (for instance, communication-based lecture, independent reading, asking ques-
tions, problem-based learning). In addition, it is important to support learners in integrating
new knowledge into the existing system of knowledge (for example, creating a mandala, case
study) (Karm, 2013).

In the phase of reflecting the meaning, the teaching methods should support using new knowl-
edge in new situations, as well as creating personal meaning and attitude (for example, solving
different tasks and writing summaries) (Karm, 2013).

7. Learning environment: Learning process can take place in different environments that can
be physical or web-based - the proportions of the environments can be specified with the vol-
ume of the lesson. Depending on the study type, it can also be specified what kind of opportuni-
ties learners have. It is important to indicate whether learning takes place in a lecture room,
computer room, lab or elsewhere. If learning takes place both in lecture room and lab, it is nec-
essary to bring out what kind of equipment/materials learners are able to use during the course.
In case of practical work, a maximum number of working places, computers and etc. must be
specified.

Learners are also interested in the size of the group.

When planning the learning process, it is important to keep in mind that people usually recall
things more efficiently in the form these things were learnt in the first place. If learning out-

comes describe that participants are able to use new knowledge in their practical work, the main
part of the studies must include practical training (Pilli et al., 2013).



8. Materials that are used during the studies have to support the knowledge creation process. In
order to transfer information, various online resources (pictures, videos, special study materi-
als) can be used in addition to textbooks, guidelines and other paper-based materials (St. Clair,
2015).

The materials, that are brought out in the curriculum and used during the studies, have to be
available and easily accessible to the participants (for example, handouts or downloadable in the
Internet).

Study materials can be listed in the curriculum or on the school website (in course advertise-
ment). In addition, it should be mentioned whether these materials are provided by the training
institution or participants have to bring them along and whether the payment for the materials
is included in the tuition fee or it has to be paid separately.

9. A course certificate or notice shall be issued to a person after completing a training course.
A certificate has to be informative enough, enabling the participant to explain to his/her em-
ployer what has been learnt during the course. A certificate is the document that certifies the
completion of the continuing education, which shall be issued to a person if the accomplishment

of the learning outcomes was assessed and the person accomplished all the required learning
outcomes for the completion of the curriculum (Annex 2).

A notice of participation in or passing continuing education shall be issued to a person if the

accomplishment of the learning outcomes was not assessed or if the person did not accomplish
all the required learning outcomes. A notice may only include information about those topics

that were actually covered by the learner during the course (Annex 3).

10. The competencies of the trainers can be measured by the following criteria that should
also be brought out in the curriculum:
1) Level of education (including continuing education trainings);
2) Professional qualification (having a Professional Certificate);
3) Trainer’s practical (work) experience in the field of those topics dealt with in the training
course.

1.4 Assessment

Assessment is considered as a part of learning (Drenkhan, 2016). Assessment — evaluating
(based on specific criteria) fairly and impartially learner’s knowledge and skills, according to
the learning outcomes described in the curriculum, and with an aim to support learning as
well as giving information on the effectiveness of the studies (Rutiku et al., 2009).

Assessment is important, because it enables (Tummons, 2011):
1) to find out, whether learning actually took place;
2) to diagnose learners’ needs;
3) toissue a certificate, i.e. officially approve that learning took place;
4) to continue with studies and prove the qualification level;

5) to evaluate the progress in achieving the objectives of the training courses and study
programs;

6) to motivate and encourage learners.



Assessment can be characterized as a continuous four-step cycle (Figure 2): firstly, clear and
measurable learning outcomes are set, and after that students are provided with opportunities
to achieve these outcomes. Information and evidence are gathered and analyzed constantly in
order to find out whether actual learning meets the raised expectations - according to the re-
sults, learning will be developed further (Suskie, 2009).

Setting learning outcomes

—

Using assessment ﬁ Providing learning
results opportunities

—

Assessing learning

Figure 2. Assessment as a four-step cycle (Suskie, 2009)

An assessment method has to closely imitate an activity or situation where learners later have to
use the knowledge and/or skills they learned during the course (Pilli, et al., 2013; Stenstrom,
2005).

Selecting assessment methods depends on the thematic field, the size of the study group and the
conditions of the learning environment (Tummons, 2011). Assessment methods can be divided
into two types (Pilli and Ounpuu, 2012):

1) focus is on assessing the process - for instance, practical work, demonstration of practi-
cal skills, interview, assessment criteria describe learner’s activities (for example, “cleans
his/her working place”);

2) focus is on assessing the results - results are reflected in assessment criteria (for in-
stance, ,a portfolio includes self- analysis, in which a learner compares his/her compe-
tencies at the beginning of the learning process and at the end of the learning process”).

In case of adult learners, the following assessment methods could be used: observation, exami-
nation, computer-based testing, demonstration of practical performance and group presenta-
tions (Tummons, 2011).

Learners have to be notified about the criteria for assessing the achievement of learning already
at the beginning of the studies (Biggs & Tang, 2008). During the studies, learners receive feed-
back on their development (it is called formative assessment) (Biggs & Tang, 2008).
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Summative assessment is used right after learning - learners receive feedback on their acquisi-
tion of new knowledge/skills and conclusions are made about the extent to which learners have
achieved learning outcomes (Biggs & Tang, 2008). Feedback helps learners understand their
strengths and weaknesses, and gives training providers information about the organization of
the course (Suskie, 2009).

1.4 Evaluation

The evaluation of the effectiveness of the training begins already in the preparation phase by
formulating the objective of the evaluation, evaluation criteria and performance indicators, and
by choosing appropriate tools for collecting information (Jalak, 2011).

In case of trainings, it is possible to evaluate: learning environment, training providers, study
materials, the use of media devices, the organization of the training (administrative aspects) and
assessment tools. In the long term, the success of the training is evaluated by taking into account
the ways participants use new knowledge, skills, views and attitudes after the course, and the
changes that take place in learners’ actions as a result of the training (Kirkpatrick, 1998).

Table 1: Kirkpatrick’s Training Evaluation Model (Kirkpatrick, 1998; Forsyth et al., 1995)

Level Content of assessment Gathering data

Level 1- reaction | Participants’ thoughts and feelings | Participants’ feedback during and at the

right after the training. end of the training, orally or in writing.
Level 2- learning | The resulting increase in partici- Demonstration of knowledge, test, exam,

pants’ knowledge and/or skills and | role play, interview (or other such meth-

changes in their attitude. ods) during the training. Testing (pref-

erably) before and after the training.

Level 3- changes | The transfer of knowledge and Participants are assessed 3-6 months

in behaviour skills to the job (change in job be- after the training in their natural working
haviour due to the training). environment by observing them.

Level 4- results Final results that occurred due to Decreased costs, increased turnover or
the training - i.e. benefits for the production, improvement in job behav-
company where the participant iour, innovation implementation.
works.

The aim of effectiveness assessment is to give feedback to different stakeholders in order to im-
prove their performance (Jalak, 2011; Drenkhan, 2016):

e human resource managers, contracting entities — to improve the quality of the planning

of different trainings, to choose training providers;

e participants - to motivate and analyze themselves;

e leaders - to plan the activities of the organization, to justify expenditures;

e training providers - to better plan and organize future trainings and choose trainers;

e trainers - to improve his/her performance.
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Example 1:

curriculum
Digital Resources in Adult Educators’ Work

1. Curriculum training course Computer usage

2. Principles for curriculum design
Professional standard for the adult educators (level 5-8, basic computer skills are rele-
vant professional competencies B 2.6 - 8).

3. Total volume of the course (in academic lessons) including auditory, practical and
independent work
20 hours, including 16 hours of auditory work and 4 hours of independent work.

4. Target group
The training course is for trainers and teachers from different teaching areas.

5. Pre-conditions for starting the course
Basic IT skills
Existence of a valid gmail.com account

6. The aim of the training course
The aim is to introduce how to use ICT (information and communication technology)
tools in the adult educator's work.

7. Learning outcomes
At the end of the course the successful participant
1) knows different possibilities of using ICT tools in the preschool teacher’s work.
2) can integrate ICT tools into their everyday work with children.
3) can compile a web-based portfolio.
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8. Description of the learning process, learning content teaching methods

Course structure

Learning content
and volume

Teaching methods

Self-introduction and creating an Auditory work, 3 hours | Practical work
online group picture

Compiling online materials (training | Auditory work 2 hours | Practical work
program, training materials, tasks)

Online test of knowledge (playful) Auditory work 3 hours | Practical work

Edutainment software (brainstorm, Auditory work 5 hours | Practical work
group work, concept map)

Compiling a professional portfolio Auditory work 3 hours | Practical work

Online presentation of tools or com- | Independent work 4 Practical work
piling a web-based portfolio hours
Total: 20

9. Teaching resources
Trainer’s handouts

10. Graduation requirements, assessment and document issued
The course is completed when participants have attended at least 75% of the course
and performed all independent work tasks.

Teaching methods Assessment criteria
Independent work Performing and presenting independent
work tasks

Course participants will be issued a course graduation certificate when all learning
outcomes have been achieved and evaluated.

In case learning outcomes cannot be evaluated or they have not been achieved, partici-
pants will be issued an attendance certificate.

11. Learning environment
Tartu Folk High School has classrooms for adult learning which are technically well-
equipped (with computers, projectors, CD-players, etc.).

12. Expertise of trainers
All trainers have a university degree in information technology and are qualified as adult
education teachers.
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