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PURPOSE

The Aircraft Certification Service (AIR) has established a training program to assist employees in performance of their job functions.  It has done so successfully and is continually looking for ways to enhance delivery methods.  One enhancement is the use of training technology and distance learning.  This document describes distance learning methods AIR is currently using, or may use in the future, and provides guidance on managing distance learning effectively. 

DEFINITIONS

Distance learning is defined as any instructional event where the learner and the instructor are separated in time and/or space.  AIR has been using some distance learning methods for several years and is now increasing the use of distance learning as a training delivery method.  Distance learning is not changing the course development process, the enrollment process, attendance policies or other administrative practices.  However, with the change in delivery method for some courses, some processes will need to be adapted.

BENEFITS TO DISTANCE LEARNING

· Training is more flexible and can accommodate individual learner differences.

· Length of resident courses may be shortened, or some courses may possibly be eliminated by converting to distance delivery, thereby reducing time spent away from the office and home.

· Training can be available when needed, rather than at specific, scheduled times and locations.

· There is greater flexibility for employees to obtain sooner the knowledge, skills and abilities to perform their work since courses will be more readily available. 

· Web training can be readily updated so training content and materials will be current.

TYPES OF DISTANCE LEARNING  (Current and Potential)
Correspondence Study: Primarily text-based instructional materials sent via mail through the FAA Correspondence Study program.

Reference Courses: A subsection of Correspondence Study.  The Aircraft and Engine Fundamentals Course which has extensive self-study materials in a “kit” form is an example of a reference course.  Employees access the piece(s) of the course that they need.  It is located at various field locations (ACO’s, MIDO’s,) as well as available on loan through the Correspondence Study office.

Interactive Video Teletraining (IVT): Training is received at FAA Aviation Training Network (ATN) downlink sites.  The ATN classrooms are located in close proximity to the majority of AIR employees’ regular duty stations.

Self-study Video Courses: An example of a self-study video course is a video of a previously broadcast IVT/ATN presentation. AIR offices have VCR’s available for viewing self-study courses.

Computer Based Instruction (CBI): 1. Programmed electronic instruction that is delivered and completed via a FAA CBI platform; or 2. Programmed electronic instruction that is delivered and completed via a desktop or laptop computer with enrollment and tracking over the internet/intranet.  CBI courses are self-paced and have time estimates for completing. Established times are estimates only and actual completion rates may vary, either shorter or longer.

Online Seminar: Similar to a regular classroom environment except class meets electronically via a computer.  All work and communication are done on the Internet at a website.   There are defined time periods for the completion of assignments, but students do not necessarily have to be online at the same time. Universities use this as an alternative to on-campus courses. These seminars allow for some flexibility within a scheduled time period for completion of assignments, so under most conditions, participation will be in the office setting at the employee’s workstation.  Participation may involve communicating with other class members, which will require periodic checking of the communication vehicle (e.g., e-mail, discussion group, chat, etc.) over the period of instruction.

Blended Learning: Online seminar or CBI module implemented in conjunction with another form of instruction, such as classroom or IVT.

Live Internet Classroom: Students and instructor are connected electronically in real time through an audio and/or video connection.

MANAGING DISTANCE LEARNING EFFECTIVELY

Prepare a “Distance Learning Training Agreement (DLTA)”

To create a supportive environment for distance learning to take place, AIR has developed a form entitled “Distance Learning Training Agreement”(attached) to facilitate a discussion between the employee and manager.  The DLTA should be completed prior to the start of a distance learning event.  The purpose of the DLTA is to clarify the “when”, “what” and “how” of employee participation in a distance learning event.  In order for the learning to be successfully completed, both the employee and manager need to agree on the ground rules for participation and establish the training as a work priority.  Both the manager and the employee should keep a copy of the completed agreement, with a courtesy copy to the directorate/division ATM (Air Training Manager).  Use of the form is required for distance learning events except for attendance at live IVT/ATN broadcasts.  Since these broadcasts have a defined time and place for attendance, the DLTA does not apply.

Address the following key issues:

· Training is considered part of an employee’s job and therefore should be conducted during the established workday.  However, employees will be compensated appropriately for training completed outside of the normal work schedule in accordance with applicable directives, rules and agreement, and with prior supervisory approval.

· Established times for self-paced courses are estimates and actual completion rates for courses may vary by employee.

· Managers should provide adequate conditions for employee to complete approved training, including uninterrupted blocks of time, and an atmosphere appropriate for learning.  The distance learning training agreement should address issues such as potential locations for participating in the training, time and workload management, progress checks, etc.

· Training at a non-FAA location (not an employee’s workstation or FAA CBI platform) must be agreed upon between the manager and the employee, and should adhere to the individual office’s policy on telecommuting.  If an employee and manager agree that the employee’s home is the most appropriate place to participate in the training, and the employee has the proper equipment and Internet access, then the manager and employee must have either a formal telecommuting agreement or the distance learning training agreement can serve as the telecommuting agreement for the period of time it takes to start and complete the distance learning training.

· Use of personal computer equipment at home is a decision made jointly between an employee and a manager.  Since this is an alternative that is a personal option negotiated between the employee and manager, the FAA is not required to support that equipment or pay for Internet access.

· If government computer equipment is available for employee use, the manager can allow the employee to take training at home.

· Courses may have a distance learning component that must be completed prior to classroom training.  Employees who do not complete the distance learning aspect of a course will not be allowed to attend the classroom portion of the training.

· As with any other training, the prerequisite/component for the course must be completed before the employee can take the next course or portion of the course.  Failure to complete the prerequisite/component for a course means the employee cannot take the next course or portion of the course.  Failure to complete a course will mean that the employee will not get credit for the course.

· Breaks for IVT courses: IVT training is often conducted simultaneously to different time zones.  For example, a 4-hour course may occur from 8 A.M. to 12:00 noon on the West Coast, but on the East Coast it occurs from 11 A.M. to 3 P.M.   Providing for a lunch break is not practical under these circumstances.  Therefore, the policy is for the lunch break to be scheduled before or after the training.  However, approximately every hour, participants will receive a 10-minute break.  In addition, students are permitted to bring lunch into the IVT classroom.   For courses that may be longer than 4 hours (this would be a very rare occurrence since IVT broadcasts usually do not broadcast for more than 4 hours), a 30-minute break will be worked in to the schedule, or training will be scheduled for a second day.  This policy would also apply to live electronic training.

Manager/Employee Discussion

& Distance Learning Training Agreement (DLTA)*

Subject:  Participation in Training via Distance Learning

*Required for all manager-approved distance learning events EXCEPT 

does NOT apply to IVT/ATN live broadcasts.

Between__________________________________________________________(employee)

And _____________________________________________________________(manager)

Note: The purpose of this DLTA is to provide optimum conditions for an employee to complete approved training.  Managers should provide an atmosphere appropriate for learning, as well as an appropriate amount of time during the regular workday.  This form documents the outcomes of a discussion/agreement between the employee and manager on details of how the distance learning training will be completed.

1. Description of training event: (name, number, estimated hours for completion):

2. Outline below a plan for completion of training.  Include when, where, and how this will be accomplished.  Participation in training outside of the normal work schedule must be agreed upon in advance, with supervisory approval, and will be compensated appropriately.

Example: Jane agrees to work on the web-based course at her workstation from 8 am to noon Tuesdays and Fridays until the course is completed. Jane’s supervisor agrees that during that time, Jane will not be available for regular work assignments.  Teammates will be notified of the scheduled training and will be asked to avoid interrupting the employee in training.

Agreement:  (please list details)

3. Discuss priority setting for other job duties in order to allow time for training and document below.

Example:  It is agreed that work on Project XYZ will be delayed by one week due to the time devoted to completing the distance learning course.

Agreement:

4. Discuss and agree upon frequency of verbal distance learning progress reports to manager and document the procedure below.  No written progress reports are required.

Example:  Employee will provide verbal progress reports to the manager every 2 weeks.

Agreement:

5. For self-paced courses, time required to complete is an estimate only, and should allow for individual differences.  After periodic progress reports as specified in the previous item, the manager and employee will discuss how to proceed if the time to complete is expected to exceed 20% over the estimated time.

· Discussed

6. For courses or portions of courses that must be completed before on-site attendance at a resident classroom course, the course manager will verify completions. The course manager will notify the AIR training manager and/or the employee’s manager of any noncompletions before travel commences. Students will be disenrolled from the resident course if they do not fulfill the upfront requirement.

· Discussed

Manager’s Signature__________________________ Date___________________

Employee’s Signature_________________________ Date___________________
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