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Training & Development

COMM 650

SPRING 2026




Instructor: Dr. Laura O’Hara

Office Phone: 765-285-1998

Email:  lohara@bsu.edu



Class Time: M/W 5:30-6:45 p.m.

Classroom: BC 105

Laura’s Office: LB 364 
Don’t EVER be shy about setting up appointments—I expect to see you early and often as we work on your training program!!


Student Visiting Hours: 

[image: Laura O'Hara]Thursday, 2:00-5:00 p.m.

Friday, 2:00-5:00 p.m.

Also by appointment!!!



What are you going to do in this course?

You will learn the basics of designing, implementing, and assessing communication training programs in organizations: Both face-to-face and virtually.
I have organized this course into specific units to help you realize this goal. These include: 1) Understanding how adults learn best; 2) Assessing training needs; 3) Writing training objectives; 4) Designing interactive training programs; 5) Delivering interactive training programs; 6) Evaluating training effectiveness; and 7) Exploring issues encountered by professional training practitioners.

SPECIFIC COURSE OBJECTIVES
At the end of this course, you should be able to:
1. Identify the role of communication training and development programs in organizations.
2. Describe the learning needs of adults.
3. Apply specific principles for teaching adult learners.
4. Plan and report a systematic assessment of communication training needs.
5. Write clear and specific learning objectives based upon needs assessment.
6. Structure training modules to accomplish planned training objectives (face-to-face and asynchronous modalities).
7. Plan and implement structured learning exercises as part of the modules (face-to-face and asynchronous modalities).
8. Demonstrate effective interactive delivery and facilitation skills (face-to-face and asynchronous modalities).
9. Foster a professional, fun, and highly interactive training climate (face-to-face and asynchronous modalities).
10. Plan and conduct a systematic evaluation of communication training effectiveness.
11. Demonstrate a clear awareness of key issues that professional trainers encounter.


REQUIREMENTS
Textbooks:
Blount, J. (2021). The art of conducting virtual training that engages learners and makes knowledge stick. Wiley. Hoboken, N.J.
Stolovich, H.D. (2011). Telling ain’t training (2nd ed.). ASTD. Alexandria, V.A.
	
Materials: Plan to spend approximately $40 during the semester for printing and presentation expenses.
COURSE POLICIES
Is everyone welcome? Absolutely! We are committed to ensuring that all members of the community are welcome, through valuing the various experiences and worldviews represented at Ball State and among those we serve. We promote a culture of respect and civil discourse. For a list of resources designed to uphold this culture, 
https://www.bsu.edu/campuslife/multicultural-center/resources.

What about freedom of expression?  In this course, we are committed to fostering a learning environment that values intellectual diversity, encourages free expression, and promotes open inquiry. As members of the Ball State Community, we treat each person in the Ball State community with civility, courtesy, compassion, and dignity and respect and learn from differences in people, ideas, and opinions. Please review Ball State University’s Statement on Freedom of Expression, the resources on Ball State’s Freedom of Expression webpage, and Ball State’s Beneficence Pledge.

What if I need course adaptations because of a disability?  If you need course adaptations or accommodations because of a disability, please contact me as soon as possible. Ball State’s Disability Services office coordinates services for students with disabilities; documentation of a disability needs to be on file in that office before any accommodations can be provided. Disability Services can be contacted at 765-285-5293 or dsd@bsu.edu.
What about title IX? 
Ball State University is committed to providing a safe and inclusive learning environment for all students. If you or someone you know has experienced sexual harassment—including sexual assault, dating violence, domestic violence, or stalking, please know that you are not alone. The University offers support services and resources. For more information or to report an incident, please visit bsu.edu/titleix or contact the Title IX Coordinator at 765-285-1545 or at titleix@bsu.edu

As your instructor, I am a mandatory reporter under the Title IX policy and required to report any information I receive about possible sexual harassment. This includes information shared in class discussions, assignments, or private conversations.
What happens after I report? The Title IX Coordinator will email the person who experienced sexual harassment (complainant) and invite them to schedule a meeting. If the complainant chooses to meet with the Title IX Coordinator, the Title IX Coordinator will offer supportive measures (e.g., counseling, extensions on deadlines, course-related adjustments, changes to work or class schedules, and/or referrals to campus offices), review the policy, and discuss options to move forward.
If a complaint is filed by the complainant or the University, an investigation will begin following University policy.
What about professionalism?

In a graduate course, as in professional life, we adhere to high standards of behavior. I expect that you will attend all class meetings, unless an emergency occurs. In such a case, contact me as soon as you know that you will miss a class. I understand that life happens. However, if your attendance becomes problematic, we will talk…and it could affect your course grade.

I expect that you will respect me and that you will respect each other during all class meetings. Some of you have extensive training experience. Others have less. However, everyone brings important insights to the table. Please acknowledge these insights with respect and consideration. 

I expect that you will be ready each class period to engage in a productive, thoughtful and respectful conversation about the material at hand and we will all make productive, thoughtful and respectful contributions. 

It is important that in the classroom, as in the professional world, you do not allow a negative first impression of your work to overshadow your great ideas. All assignments must be well-organized and easy-to-read. Please use appropriate headings and subheadings. Make sure that the print is dark, the margins are ample, and that the paper is free of typographical, grammatical, and spelling errors. Include source citations and your own name on all handouts. 

To support a respectful and engaging academic community that encourages the free exchange of ideas and civil discourse, we will follow these ground rules:
Respect different perspectives. Share your ideas and let others share theirs.
Challenge ideas, not people. Disagree respectfully. No personal attacks or put-downs. Focus on exploring ideas critically and constructively.
Listen to understand. Stay curious, ask questions to understand, and give others space to speak.
Assume good intentions. Approach discussions with curiosity and compassion.
Keep it private. What is shared in class stays in class. Do not share others’ words or work without permission.
Be respectful. Avoid hurtful language, stereotypes, or content that may demean others. Keep feedback constructive.
What about academic integrity? The student academic ethics policy
Honesty, trust, and personal responsibility are fundamental attributes of the university community. Academic dishonesty and other forms of academic misconduct threaten the foundation of an institution dedicated to the pursuit of knowledge and will not be tolerated. To maintain its credibility and reputation, and to equitably assign evaluations of scholastic and creative performance, Ball State University is committed to maintaining a climate that upholds and values the highest standards of academic integrity. Visit the VPAA’s academic integrity website (Students tab) for resources on understanding academic integrity, citing sources properly, and avoiding inadvertent academic dishonesty. To learn about BSU’s academic integrity expectations and students’ rights, please read the University Student Academic Ethics Policy.
Academic integrity violations include giving or receiving an unfair academic advantage (cheating), presenting someone else’s ideas or work as your own (plagiarism), and falsifying academic records. Unless otherwise indicated, you must work independently by yourself. Check with me if you are unsure whether something constitutes academic dishonesty. 
Examples of academic integrity violations include but are not limited to:
Using resources not authorized by the faculty member (including devices, AI tools, hidden notes, and open books)
Using commercial study websites to find answers to graded assignments (Chegg, Course Hero, StudyPool, OneClass, etc.)
Without the instructor’s written permission, giving away, buying, or selling graded assignments class notes, exams, study guides, or other course materials to other students or to third-party vendors (Course Hero, Chegg, 24HourAnswers, etc.).
Working with another person on any assignment other than authorized group projects.
Sharing or allowing others to access your files, whether done with permission or not.
Reusing your own work from another semester, course, or section.
Sharing answers with others during exams (passing notes, texting, whispering, gesturing)
Discussing exam questions and answers with students who have not taken the exam.
Soliciting others to complete work for you.
What about the use of artificial intelligence?  
In this course, I value your authentic voice and the development of your skills. Artificial Intelligence (AI) tools like ChatGPT, Google Gemini, or Grammarly may be used to support your learning within the following guidelines:
Permitted Uses:
· Brainstorming ideas.
· Generating outlines or structure suggestions.
· Clarifying grammar or revising drafts of your project outlines.

Prohibited Uses:
· Submitting coursework written entirely or mostly by AI.
· Using AI to generate citations, arguments, personal stories, or other assignment content you present as your own.
· Uploading course materials or other students’ work to public AI tools.

All work you submit should reflect your original thinking, your voice, and your preparation as a student in this course. Improper or undisclosed use of AI tools will be treated as a potential academic integrity violation. If you're unsure whether a use of AI is appropriate, please ask.

TEMPTATIONS: It is tempting to plagiarize/use AI improperly to complete your assignments if you feel time pressures.  PLEASE don’t put yourself in a bad position by committing plagiarism or by trying to rely on AI to do your work.
If you have plagiarized, you will receive a 0 on your assignment—which may result in failing the course. I will also report the incident to the Associate Provost of Academic Affairs, where the incident will be recorded. If you have plagiarized in multiple courses, you may be subject to dismissal from the university.
What if I want to appeal my grade in this class? 
If you believe you received a final course grade that does not reflect your performance due to fairness or a procedural issue, you have the right to file an appeal within 5 school days after final grades are posted by the Office of the Registrar. Review the University Grade Appeal Policy and Process.]
What is the best way to succeed on my project?  
Meet with Laura early and often!!!! It’s my job….and I LOVE MY JOB!!


Need help with homework? 
The Learning Center: The Learning Center offers free Tutoring and Academic Coaching for many courses at Ball State. Students can make appointments for online (Zoom) or in-person (NQ 350) appointments. To make an appointment, visit my.bsu.edu and click on “Navigate” in the Additional Tools section, or just go directly to https://bsu.navigate.eab.com. Testing accommodations for students with disabilities are available for students who have received the appropriate documentation from Disability Services. Tests may be administered in the Learning Center. Supplemental Instruction is available in select courses. If you have an SI leader for your course, that person will provide students with information the first week of school regarding weekly study sessions. For more information about all of our programming, visit bsu.edu/learningcenter or call 765-285-1006.
The Speaking Center: The Speaking Center is a free resource available to all members of the BSU community wanting to improve their public speaking abilities. We offer personalized coaching designed to help you become a more confident and effective speaker. Our trained coaches provide constructive feedback and support throughout the entire speech preparation process, whether you are in the early stages of brainstorming ideas and organizing your thoughts, or you need to practice your delivery and refine your message. The Center is in the David Letterman Communication and Media Building, room 302. To schedule an appointment, please access us through your Navigate app or use this direct link to sign up for a time. Appointments are available both in person and on zoom.  Appointments are available in person, on Zoom, and in virtual reality (VR) for those interested in practicing in an immersive speaking environment.
The Writing Center: All writers improve with practice and feedback, so as a student in this course, you are encouraged to use the Writing Center (in Robert Bell 295 during weekdays, Bracken Library First Floor West in the evenings, or online during any of our regularly scheduled hours) to get additional feedback on your writing. The Writing Center offers free planning, feedback, and accountability sessions (in person and online) to all students composing essays, reports, reflections, research projects, web content, lesson plans, slideshows, poster presentations, resumes, and other digital or print texts. To schedule a free appointment to discuss your writing, go to http://www.bsu.edu/writingcenter. Online and in-person appointments are available; however, plan ahead because appointments book quickly!
Worried about anything else?  
It’s not always about the coursework. If at any time you need the assistance of a mental health professional, are having difficulty affording enough food, do not have a safe and reliable place to sleep, and/or experiencing an emergency or crisis, help is available through the Dean of Students Office: https://www.bsu.edu/about/administrativeoffices/dean-of-students.

DESCRIPTION OF ASSIGNMENTS
Assignment Cluster One: Client Training Project
The very best way for you to learn is to DO!  That’s why the main project for this course will be the design and execution of two related training modules for a professional client:

One module will be in a face-to-face modality. 
One module will be in an asynchronous modality.

You will emerge from this experience with a solid understanding of the training process from start to finish. Some of you may even want to build a career in training.

As you read through the following brief description of these assignments, you will begin to see how they fit together and build upon each other to form a rich learning experience for you. 

We will revisit each of the assignments in much more depth at the appropriate times during the semester. These assignments and rubrics are also available on CANVAS (see “Client Training Project: Assignments & Grading Rubrics” Module). However, the descriptions below will give you a good basic roadmap.

Client Identification 
Submission Format: Professional email to client; cc to Laura
No points 
DUE: Monday, January 26 by class time.
This is your “good faith” contract to your client. Because I am copied on the email, it indicates to me that you have contacted your client, and that: 1) you have explained the training project to them in sufficient detail, 2) that they understand the training project, and 3) they have committed to participate in the training project.

Needs Assessment Plan 
Submission Format: CANVAS.  1 page—plus copies of the needs assessment instruments you have developed.
50 points 
DUE: Monday, February 2 by 11:59 p.m.
Develop a “needs assessment” strategy using the most appropriate data-gathering techniques discussed in class. In this needs assessment plan, you will describe your methodology, explaining why this methodology is the most appropriate, given your organization. 

You must also submit a copy of the needs assessment instrument(s) you have developed.  

See assignment and evaluation criteria for full submission details.





Needs Assessment Results Summary
Format: CANVAS. 1-2 pages--plus actual copies of results (e.g., statistical analysis of questionnaires, interview transcripts, etc.)
50 points
DUE: Monday, February 16 by 11:59 p.m.
Summarize the results of your needs assessment, making a case for the direction of communication training that you should take for this organization. Your analysis and results of your summary should very clearly support the direction you will take.

You must also submit actual copies of the results.  Please include these results in the same document as your needs assessment results summary. Simply add these to the end of the needs assessment results summary as an appendix.

Training Proposal
Format: CANVAS. 1 page
50 points
DUE: Monday, February 23 by 11:59 p.m.
Describe the following:
· Your target audience (who will receive the training?)
· The results of your needs assessment.
· How those results led to your proposed training program. 
· The broad training goals of your training program. 

Face-to-Face Module
Format: Laura’s Email:
· MS WORD and PDF: Clean and color copy of facilitation plan and instructions.
· MS WORD and PDF: Clean and color copy of participants’ manual.
· See assignment guidelines and rubric.
100 points
DUE: Monday, March 30 by 11:59 p.m.
This is a module design assignment in which you will apply the theoretical teachings in class to develop one face-to-face module that will ultimately be one half of the training program you deliver to your client. This assignment will be evaluated on how well it adheres to the theoretical knowledge of adult learning theory, as well as how well it adheres to best practices for designing training modules. Please see assignment guidelines/ rubric upon which your assignment will be evaluated.


Asynchronous Training Module
Formats:  
· Your own CANVAS Site (platform for your developed module)
· The 650 course CANVAS site (submission of learning objectives, overview, client implementation guide and design rationale.
100 points
Due: Wednesday, April 8 by 11:59 p.m.
For this assignment, you will design one complete asynchronous training unit for your client. This unit must accompany/complement the face-to-face training session you are also designing for your client. Your goal is to create a self-contained, learner-centered online module that a client could realistically deploy to their audience without you being present. Please see assignment guidelines/ rubric upon which your assignment will be evaluated.

Client Training Session

Format: Laura’s Email:
· Uploaded file of session recording. 
· Color, hard copy of facilitator’s guide.
· Color, hard copy of participants’ manual.
50 points
DUE: Variable: No later than Wednesday, April 22
You are responsible for video-recording your session using the available technologies. 
The video-recording will be used for Laura’s evaluation of your performance. Please see assignment guidelines/ rubric upon which your assignment will be evaluated.

Client’s Evaluation of Your Work
Format:  Email sent to client and collected from client by Laura
50 points
DUE: Variable--Laura will email your client with client evaluation form directly after your client training session.
You are responsible for letting Laura know the date of your client training session so she knows when to send the client evaluation. You will receive the client’s feedback as soon as the client sends it to Laura. Please see feedback form Laura will send to the client.

Trainer-in-Action Facilitation 
Format: Hard copies of any materials used in class; Email slide show to Laura if used.
50 points
DUE: Variable--Sign-up sheet (first come-first served)—see calendar.
You will facilitate a 30-minute activity taken from the face-to-face module design you are constructing for your client. Your facilitation must show not only what you have designed, but also why and how the activity fits within the broader face-to-face training module you have created. Please see assignment guidelines/rubric upon which your assignment will be evaluated.

Assignment Cluster Two: 
Shining in Class

Daily Discussion Questions or Activities
[bookmark: _Hlk218316296]Format: CANVAS
160 Points (10 points for each submission)
DUE: 5:30 p.m. on Sundays/Tuesdays before assigned readings are due. Please keep up with course calendar.

To ensure that everyone is prepared for class discussion, you will submit one discussion question/short activity per reading 24 hours prior to the day that readings are assigned. For example, if we have two readings assigned for a Monday, you will be expected to submit two discussion questions/activities for that class period (one discussion question/activity for each of the two readings) by Sunday at 5:30 p.m. If we have four readings assigned for a Wednesday, you will be expected to submit four discussion questions/activities for that class period (one discussion question/activity for each of the four readings) by Tuesday at 5:30 p.m.
I will post the discussion questions/activities, by author’s name, on PowerPoint, as a basis for class discussion/activity.
If your question/activity is posted, you will be called upon to facilitate the question/activity. 
As the semester progresses, I will file each student’s discussion questions/activities separately. At semester’s end, I will evaluate your discussion questions according to the following criteria:
· Did the questions/activities capture/integrate the most relevant features of the assigned reading material? 

· Were the questions/activities sufficiently challenging? 
· Did the student avoid “review questions” and questions for which the responses are obvious?  The point of the discussions is to encourage class members to engage with the material in a deep way.  
· Did the student avoid questions that could easily be answered by someone who has not read the material?
· Did activities help students understand or apply the material in meaningful ways?
· Were the questions/activities submitted on time?
· Did the student submit the appropriate number of questions/activities?
· Were the questions carefully written? Were they free of typos, misspellings and formatting errors?

If you want feedback from me about the quality of your discussion questions during the course of the semester, feel free to check in!






Trainer in Action Facilitation — Peer Feedback 
Format: CANVAS
190 Points (10 points for each submission)
Due: End of class on each of the “Trainer in Action Facilitation” dates

Providing clear feedback is a professional skill, not just a classroom activity. Trainers are expected to observe learning, diagnose what works, what does not, and communicate that analysis in ways that support improvement. Learning to give specific, actionable feedback helps you become a better trainer, a better collaborator, and a more credible professional. Please see assignment guidelines/rubric upon which your assignment will be evaluated.

SUMMARY OF ASSIGNMENTS
	Assignment
	Due Date
	Point Value

	Assignment Cluster One: Client Training Project

	Client identification
	01-26
	0

	Needs assessment plan
	02-02
	50

	Needs assessment results summary
	02-16
	50

	Training proposal
	02-23
	50

	Face-to-face module design assignment
	03-30
	100

	Asynchronous training module design assignment 
	04-08
	100

	Client training session
	Variable (finish by 04-22)
	50

	Client’s evaluation of your work
	Variable 
	50

	Trainer in action facilitation assignment 
	See course schedule
	50

	Assignment Cluster Two: Shining in Class

	Discussion questions
	See course schedule
	160

	Trainer in action peer feedback
	See course schedule
	180

	TOTAL POINTS POSSIBLE
	
	840



GRADING SCALE
	Grade
	Percentage Range
	Point Range

	A
	100-94%
	790-840

	A-
	93.99-90%
	756-789

	B+
	89.99-87%
	731-755

	B
	86.99-84%
	706-730

	B-
	83.99-80%
	672-705

	C+
	79.99-77%
	647-671

	C
	76.99-74%
	622-646

	C-
	73.99-70%
	588-621

	D+
	69.99-67%
	563-587

	D
	66.99-64%
	538-562

	D-
	63.99-60%
	504-537

	F
	<60
	< 503 



TENTATIVE COURSE SCHEDULE
To support a learning experience that is responsive to the needs, interests, and pace of our class community, the course schedule may shift over the semester, given extenuating circumstances. The most current version of the schedule will always be available on Canvas. I encourage you to check Canvas regularly for updates and contact me if you have any questions.
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