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I.  Introduction

In an effort to support continuous improvement, AIR-510 has identified quality control guidelines for conducting an IVT/ATN broadcast and for distributing any subsequent video products.  Interactive Video Teletraining (IVT) is a generic term used for broadcasts conducted at the Aviation Training Network (ATN) broadcast television studio located in Oklahoma City.  The broadcast studio uses a one-way video, 2-way audio system which can be viewed at 59 FAA receive sites.  This guidance differentiates a “Training IVT” from a “Briefing conducted via the IVT/ATN system.”  It also identifies responsibilities for the development and distribution of the products.  Figure 1 contains a checklist for distinguishing between training and briefings.  

II.  Training or Briefing IVT/ATN Broadcasts 

A. Training:  Primary purpose of a training broadcast is to achieve specific training outcomes and objectives relevant to job performance.  Product is jointly monitored and approved by AIR-510 and those responsible for the technical content, e.g., Course Manager, Course Monitoring Team (CMT), National Resource Specialist (NRS), Division Manager, and/or appropriate Subject Matter Expert (SME).  As a general rule, all required IVT courses are classified as training with assigned course numbers, and are archived on video for future distribution as self-study courses. 

B. Briefing:  Primary purpose is to dispense information.  Product is approved directly by the sponsoring organization and is not normally archived for future distribution.   For exceptions, see Section III.D.2.  If the briefing is identified as a requirement for certain audiences, the sponsoring organization is responsible for tracking attendance, not the AIR Training Managers.  

C. Questions on classifying an IVT/ATN event as training or a briefing should be directed to AIR-510 Program Managers or your local AIR Training Manager (ATM).  See Figure 2 for list of contacts.

III.  Guidelines 

For both training and briefing (information) broadcasts, the goal is for the presentation to be technically accurate and engaging.  Below are general guidelines that apply to ALL broadcasts, followed by specific requirements for training broadcasts.  Also included are guidelines for disseminating Self-Study Training and Briefing Videos, and AIR-510 responsibilities.

A. General Guidelines for ALL of AIR broadcasts

1. A one-page announcement with specific information about the broadcast (name, dates, time, purpose, objectives, brief description of course/target audience, required or recommended and by what authority) must be received by the AIR ATMs at least 4 weeks prior to the broadcast so they can advertise and collect enrollments.  See Figure 3 for sample template.
2. Training and briefing participant materials must be received by the AIR ATMs at least 2 weeks prior to the broadcast so they can distribute to the participants.  Electronic distribution is preferred.
3. Presentation introduction contains clear statement of overall broadcast purpose.

4. Slide fonts at a minimum point size of 24, and preferably larger, with a sans serif type style preferred (e.g. straight letters as in Arial font).  On a rare occasion when this is not possible, e.g., a flow chart that cannot be broken up, a clear copy should be provided within the participant materials for reference.  

5. Materials for overhead camera projection formatted for adequate viewing on the TV monitor.  Consultations available with the ATN Studio Technical Director, and/or Operations Manager, at 405  954-9302.

6. Contains accurate technical information. 

7. Opportunities provided for interaction.

8. Presenter understands the basic capabilities of the IVT/ATN system and has rehearsed with the equipment.  For more information, see item A.5 above for ATN contacts.

9. Complies with Section 508 of the Rehabilitation Act of 1973, which deals with accessibility to electronic media.  See http://interweb.faa.gov/aio/508 for more information.

B. Additional Guidelines for broadcasts classified as TRAINING

1. Each broadcast classified as a training course must have an FAA course number and must have an assigned AIR-510 Program Manager.  AIR-510 contacts are listed in Figure 2. 

2. Overview of the course and relationship to job stated in the introduction.

3. Job-related objectives and clear outcomes emphasized in the introduction.

4. The use of standard principles of instructional design must be employed.  Examples of what to included are pre and post self-assessments, frequent planned interaction with feedback, reinforcement of key points, small steps, logical order, exercises, work related examples, frequent summaries, checks on learning and participant guides. 

5. Minimum of one interaction every 5-10 minutes. 

6. Assessment of achievement of outcomes using the keypad response system or faxed response forms if keypads are not available.

7. In accordance with public Law 104-50, participants must be provided with advance notification of training purpose and course objectives (include in the broadcast announcement), as well as be provided with an end-of-course evaluation using keypads or faxed response forms.  The AIR Training Guide contains a review of Public Law 104-50, Congressional Training Restrictions.

8. Approval of technical content by National Resource Specialist, Project Manager, or Directorate/Division Manager.

9. End product approved jointly by AIR-510 Program Manager AND appropriate technical representative(s).   

10. Broadcasts classified as training events are recorded on high quality Beta videotape to allow for editing to remove breaks and unnecessary information.  Generally, training broadcast tapes are archived for distribution as self-study video courses.

11. ATN studio sends the list of participants to ATMs after the broadcast.

12. ATMs enter completions in employees training history via IPPS or CPMIS.

C. Guidelines for Self-Study TRAINING Video Courses

1. All self-study videos made after June 21, 2001 will be closed captioned as per requirement in section 508 of the Rehabilitation Act.

2. Videos created as self-study courses (as approved by AIR-510 Program Manager and Course Manager) are made available to FAA employees and industry through Opportunity Productions Inc.(OPI).  OPI has an existing agreement with AIR-510 to distribute approved videos and training material.  AIR Training Managers (ATMs) (see Figure 2) are authorized to order self-study video courses for AIR employees.  When ATM’s order videos, they must send a ccmail to Della Cross, AIR 503, indicating title and quantity ordered.  Other Services and out-of-agency entities can purchase materials directly from OPI.  For more information, go to http://www.opi2001.com.

3. To receive a course completion in their training histories, participants who choose the video option must submit a completed end-of-course evaluation form to their ATM.  

4. ATM enters a completion into participant’s training history via IPPS or CPMIS.

5. If the required end-of-course evaluations from the live broadcast receive an overall summary rating which is below average for “Overall Quality” (less than 3 on a 5-point scale), the decision to distribute the video tape as a self-study course needs further review.  The Course Manager and the AIR-510 Program Manager will recommend next steps. Options could be to retape selected portions, redo the entire broadcast, or decide not to archive and distribute the video.  The Course Monitoring Team may be involved when deemed necessary.

D.  Guidelines for BRIEFING Videos 

1. Videos classified as briefings are NOT generally preserved on editable Beta videotape, are NOT archived through OPI, and do not have course numbers.  The ATN studio director, as standard operating procedure, videotapes the broadcast using VHS videotape and upon request, will provide a copy to the presenter.  
2. There are exceptions to item D.1.  If the sponsor of the briefing has a specific need for AIR-510 to edit the video and have it archived at OPI, the sponsor MUST, at a minimum, conduct a participant evaluation using an evaluation form provided by AIR-510, and must submit the results to the AIR-510 Distance Technology Program Manager.  A request for this exception must be made prior to the broadcast.  Based on the results of the evaluation, AIR-510 will determine if archiving of the video at OPI is appropriate.  If approved, AIR-510 will fund the video distribution through OPI.
3. The sponsor also must identify to AIR-510 a point-of-contact (POC) and the expected lifespan of the video.  The POC is responsible for notifying AIR-510 when the video is no longer current and needs to be removed from the distribution list.

4. If there is no requirement to archive a video at OPI for distribution, then there is no requirement to submit evaluation results and AIR 510 does not need to be involved.  

5. If a video briefing is identified as a required event for a specific population, then the organization sponsoring the event is responsible for tracking those who watched the video, not the ATM’s.
6. For accounting purposes, ATMs ordering videos from OPI must send an e-mail message to Della Cross, AIR-503, with the titles and quantities ordered.
E. AIR-510 Responsibilities

1. Training Courses conducted via IVT/ATN

a. For each IVT broadcast that is classified as training, an AIR-510 Program Manager will serve as a consultant and establish a course number.  

b. The assigned Program Manager ensures that developers/presenters have the guidance needed to develop and deliver an IVT broadcast.  

c. The AIR-510 Program Manager, along with those responsible for the technical content, have joint responsibility for monitoring and approving the product.  

d. When an end-of-course assessment of learning is done, the AIR-510 Program Manager is responsible for maintaining the results.  

e. Assuming that advanced planning for resources and budget has been accomplished, AIR-510 can provide funds for course development and for travel costs of the presenters.  

2. Briefings to be archived on video and distributed through OPI

a. AIR-510 Program Manager processes the request, provides the evaluation form, reviews the collected evaluation data, and makes the decision as to whether or not to archive the video.  

b. AIR-510 will fund the distribution of videos through OPI for approved briefings.
c. AIR-510 Program Manager maintains information on POC and expected lifespan of video.

3. For general briefings that are NOT archived at OPI, AIR-510 is not generally involved in the project development, does not approve the final product, and does not fund the broadcast costs. 

       FIGURE 1

    Checklist for AIR IVT/ATN Broadcasts



       Training



        Briefing

	· Defined outcomes with clear, job-related objectives
	· General outcomes sufficient

	· Required or recommended training for job performance
	· Primary purpose to dispense information

	· Developed using standard principles of instruction, e.g., frequent planned interaction, reinforcement of key points, small steps, exercises, summaries, checks-on-learning or end-of-course assessments, etc.
	· Developed using lecture/briefing format with interaction primarily participant initiated

	· Adheres to Public Law 104-50 with required end-of-course evaluation
	· End-of course evaluation required if video is to be archived at OPI; optional if not archived

	· FAA course number assigned and completions entered into IPPS/CPMIS
	· No FAA course number assigned; attendance tracking, if required, is responsibility of sponsoring organization and NOT the ATMs.

	· Requires AIR-510 Program Manager involvement
	· AIR-510 Program Manager not normally involved

	· AIR-510 Program Manager and appropriate technical representative share responsibility for product 
	· Organization sponsoring the training has responsibility for product

	· If resulting video is adequate, will be edited, archived and distributed as a self-study video.
	· Generally NOT included as a self-study video. (see requirements for exceptions in D.2., page 3.)

	· Complies with Section 508 of the Rehabilitation Act and includes closed captioning.
	· Complies with Section 508 of the Rehabilitation Act and includes closed captioning..


        FIGURE 2

List of AIR-510 Contacts and Air Training Managers (ATMs)

	AIR-510   Program Planning and Analysis Branch
	

	Manager: Sue Gray Morgan
	202  267-3901

	Program Manager: Adele Ewing (includes Evaluation)
	202  267-8336

	Program Manager: Cissy Lennon (AIR 510A: includes Dist Tech)
	405  954-5877

	Program Manager: Angelique Berry (includes Info Tech) 
	202  267-3832

	Program Manager: Isabel Kulick
	202  267-8624

	Program Manager: Holly Schneider
	202  267-3252

	
	

	AIR Training Managers
	

	AIR-100:    Angela Hayes
	202  267-3955

	AIR-200:    Mary Kolpack 
	202  267-7959

	AMA-220:  Madeline Clevenger
	405  954-7890

	AIR-510:    Della Cross
	202  267-7996

	ANE-103:   Maureen Campbell
	781  238-7122

	ACE-103:   Tricia Pate

ACE-103    Rhonda Robinson
	816 329-4058

816  329-4181

	ANM-103: Norma Johnson

ANM-103  Sharon Flint
	425 227-2992

425  227-1481

	ASW-103:  Susan Haas
	817  222-5165


	Enroll by Month, #, 2002
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	OBJECTIVES

	Include general information here about the broadcast.

(E.g. training or briefing, who developed, development history, major topics, prerequisites, etc.) 

Who Should Attend? 

Or Who MUST Attend?

Include target audience and if broadcast is recommended or a required event. If required, indicate by whom (AST, ACMT, Course Monitoring Team, etc.)

(Required note)

Note:  If you are in need of assistance or require reasonable accommodations, please contact your ATM, or the course manager/POC.
	
	Upon completion of this training (or briefing, as applicable), you will be able to:

List major objectives or outcomes here.

About your instructor/presenter:
Include picture if desired.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	DELIVERY METHOD
	

	
	This material is delivered via the FAA Aviation Training Network via satellite broadcast.  This is a two-way audio and one-way video system that provides for interactions between participants and instructor through an electronic keypad.  There are 59 FAA downlink classrooms conveniently located to most AIR employees.

DATE 

Time 

Specify Time Zone

To attend, get manager approval, then contact your Directorate or Division AIR Training Manager or local training contact at least 2 ½ weeks prior to the broadcast.

A closed-captioned video will be available 3-5 weeks after the broadcast.  Contact your ATM for information on how to obtain the video and course materials, and how to get credit if this is a training event with a course number.


	


Title of Training or Briefing 


Course Number if applicable 


ATN/IVT Broadcast
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