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NPIA would welcome further contributions to support good practice in Police learning and development.  Ideas for improvement can be mailed to:

jean.garrod@npia.pnn.police.uk
Accessibility Statement

NPIA is committed to providing fair access to learning and development for all its learners and its staff.  To support this commitment, this document can be provided in alternative formats such as audio, clear print, large print or Braille.
Enquiries
01423 876642

© NPIA (National Policing Improvement Agency) 2007

All rights reserved.  No part of this publication may be reproduced, modified, amended, stored in a retrieval system, or transmitted in any form or by any means without the prior written permission of the National Policing Improvement Agency or its representative.
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	Abstraction
	The unavailability of a learner to perform work tasks due to a learning event.

	Activity
	The smallest element of training within the catalogue.  Activities are realised through sessions and cannot be attended themselves.  Therefore activities do not have waiting lists or attendance lists.

	Actor
	A person or system that uses the MLE in one or more ways.  Actors participate in use cases.

	Assessment
	Activity by which the progress of the learner towards achieving the learning objectives can be measured.

	Attendance List
	The list of people who have enrolled on a training item.

	Attendance Profile
	The specification of who may attend a training item.  This can be specified through any combination of team, rank, department, BCU/BOCU, Force, individual or user defined group.

	BCU/BOCU
	Borough Command Unit/Borough Operational Command Unit.

	Blended Learning
	Training using a combination of delivery channels, such as e-learning and classroom.

	Business Use Case
	A high-level description of a task undertaken within the business.  Each business use case describes the steps taken from initiation to completion of the task, but is a broad description and may defer details for later specification.

	Catalogue Domain
	The area of the MLE on which the national catalogue of training can be found.  This domain is accessible to all users.

	CJX
	The secure network accessible only by the police.

	Classroom-based Training
	Training delivered within a classroom environment.

	Client
	The person who is driving the request for training or development.  Usually a middle or senior manager who has responsibility for delivering effective performance in the relevant area. 

	Commanding Officer
	A Police Officer/Senior Manager with management responsibility for setting performance indicators.

	Competency role profiles 
	Lists of the activities and behaviours that are required for each role in the Police Service.

	Contractor
	The ‘contractor’ in the sponsor/client/contractor relationship is the department or organisation delivering the training on behalf of the sponsor/client.  This distinction serves to ensure training is not decided by the contractor (training deliverer) but is designed, based on properly identified operational performance needs. 

	Course
	A collection of grouped activities designed to fulfil a specific training need.


	Direct observation of people in the workplace
	Direct observation allows the researcher to see behind the formal organisational settings to reveal deliberately or inadvertently concealed aspects of research interest.

The value of observation, therefore, lies in the potential to confirm or refute that what is claimed to be done in a particular context is actually reflected in the workplace.  

Observation may be: Covert, full or indirect.

	Documentary analysis (desktop research)
	Documentary analysis is useful to gain an overview of the situation, as it existed at a particular time and in a particular context.

	Domain
	An area of the MLE made accessible to a specific group of users in which those users perform the functions associated with their role.

	Domains Project
	The software development project that will enable the use of domains within the MLE.

	e-learning
	Any learning event that is delivered or partially delivered remotely in time and/or space using computer technology.

	E-Learning Content
	Training materials delivered in some electronic form, such as web-based training (WBT), computer-based training (CBT) and online learning.

	Enrolment
	The process through which a student accepts a place for training.  Successfully completing enrolment causes the student to be added to the attendance list for the training item.

	Evaluation
	The process of assessing the total value of a learning event.  Evaluation measures the overall cost-benefit of a learning event and determines whether learning objectives have been met.
  

	Evaluation Forms
	Structured questionnaires intended to capture feedback from training attendees that contributes to one of the Kirkpatrick levels of evaluation (level 1).

	Focus groups
	These are similar to interviews except they involve multiple interviewees and allow for less formal exchange of views.  Focus groups are particularly useful for consulting a range of stakeholders or where it is important to obtain views from representative samples of staff or external stakeholders.   

	Force
	A police service within the UK.

	GUI
	Graphical User Interface, the part of the MLE with which users interact to accomplish goals within the system.

	Instructor
	The person who supervises a session of training.

	Interviews 

	The main advantage of interviews being: 

· They allow probing questions to clarify responses. 

The main disadvantage:

· They are costly, particularly where interviewees are widely dispersed.

	Joining Instructions
	A set of instructions given to all students enrolled on a training item, explaining how to attend the training and giving other required information.

	Kirkpatrick Evaluation
	A four-level model of assessing training effectiveness, devised by Donald Kirkpatrick.

	Learning Descriptor 
	‘Learning Descriptor’ is a broad term that details, for each element in a training programme: the target group, the learning outcomes, the suggested delivery methods, the recommended reading materials. It also indicates how the subject matter links to National Occupational Standards (NOS) and the Integrated Competency Framework (ICF) (if it does) and guidance for assessment.  There are stated prerequisites for the module and the progression paths to assist with continued professional development.  The Learning Descriptors are designed to assist the learning event (or detailed) design process.

	Learning objective
	A statement of the desired outcome of any learning event.

	Learning Plan
	A set of activities intended to fulfil a specific training need.  Learning plans offer the training manager a method of designing an alternative sequence of activities to that of the programmes, modules and courses within the catalogue.

	Line Manager
	Individuals within Forces who have line management responsibilities.

	Location
	The room in which a given session takes place.

	Metadata
	The pieces of information associated with a training item.

	MLE
	Managed Learning Environment, the system enabling management of learners, content and resources. 

	MLE Administrator
	A member of NCALT able to perform system maintenance and administration functions not available to end users.

	Module
	A collection of courses and/or activities intended to deliver a specific area of training.

	MPS
	Metropolitan Police Service, a major sponsor of the MLE.

	National Catalogue
	The catalogue into which training items are published in order to make them accessible to the target audience of trainers and learners.

	National occupational standards
	Statements of the performance required for a particular role as approved by Skills for Justice.

	NCALT
	National Centre for Applied Learning Technologies, the developers and managers of the MLE.

	Other Chosen Criminal Justice Organisations
	All non-Home Office police forces in the UK, other security services, Skills for Justice, NPIA, and others.

	Performance Indicator
	A textual description relating to a performance goal within the police service to which a training item may contribute (eg “Lowering speeding offences by 5%”).

	Performance Needs Analysis
	Research to determine whether an intervention is required to enable staff to deliver the required levels of performance.  Suggestions are made as to the most appropriate intervention, which may include but is not limited to training.

	Programme
	The largest element of training within the catalogue.  A programme may be composed of modules, courses and activities.

	Project agreements (Project Initiation Documents – PIDs)
	A PID is in fact a contract which protects all parties by setting out clearly who the main stakeholders are and what is expected of them.  It should be considered for internal projects as well as for external consultants.

All key stakeholders should agree the following points:

· The aim, objectives and scope of the project

· Who the significant parties to the project are:

1. Client/sponsor and/or sponsor if different 


(Names and contact details)

2. Project Manager and project officer (if different) (who will be doing the work?)

3. Relevant business group/s or portfolio lead

· The responsibilities of each party to the agreement 

· Communication arrangements, including nominated liaison or delegated authority

· A summary of the work that has been requested

· The project parameters 

· Timescales, including Quality Assurance Milestones

· The resources to be made available by each party to the agreement

· Success measures – how will the quality of the PNA be judged? 

· Signatures.

	Project Manager
	The person responsible for managing the process of researching and designing a learning programme.

	Qualitative Data
	A record of thoughts, observations, opinions, or words.  Qualitative data is more time-consuming to analyse than quantitative data. 

	Quality Assurance
	Activity to check whether the learning products are on time and to the required standard. 

	Quantitative data
	Numeric information, such as: amount of time, or opinion (e.g. on a scale from 1 to 5).  Even things that not thought of as quantitative, like feelings, can be collected using appropriate methodology. 

	Questionnaires
	The main advantages of questionnaires are: 

· Their ability to access large numbers of people

· They avoid potential ‘interviewer bias’

· They are relatively economical

· Diverse population and geographical dispersion of respondents (can be sent to different groups of people all in various locations).
Disadvantages include:

· The need to distribute and collect questionnaires

· Response rate

· Analysis of data.

	SCORM
	Shareable Content Object Reference Model, a technology that enables learning management systems, such as the MLE, to share learning materials.

	Session
	An implementation of a given activity.  The session takes place at a given location on a specified date and time and has an assigned instructor.

	Session Administrator
	A person to whom a training manager has devolved some administrative responsibilities relating to training.

	Sponsor
	The person who authorises a learning programme to be designed, usually an ACPO or equivalent rank for force wide issues and the OCU Commander for local issues.

	Sponsor, sponsor/client
	The person who commissions a piece of work. 

This person must:

· Be in a position of authority 

· Release appropriate funds for research

· Grant appropriate access to researchers

· Be able to act upon recommendations made

· Be aware or be made aware of the implications of the work. 

It may be appropriate for the sponsor to nominate a ‘contact’ through which the person undertaking work may liaise on a regular basis.  This should not however exclude the researcher from having direct access to the sponsor.

	Student
	A learner who uses the MLE

	Students Domain
	The area of the MLE accessible to students, in which learner-related functions may be performed (eg viewing a training plan).

	Sub domain
	An area within a training manager’s domain set up by the training manager.

	Text based learning

	Written learning materials that are designed to meet set learning objectives.

	Triangulation
	The need to ensure evidence is gathered from more than one source to improve its credibility.

	Training
	This should be taken in its widest sense and includes:

· Tutor led training

· Computer Based Training (CBT)

· Text based distance learning 

· Induction programmes

· Workplace learning (coaching/mentoring etc.)

· Self-study.

	Training Board
	The body (for example, a group of senior managers) responsible for commissioning learning events within a Business Unit 

	Training Item
	A piece of training within the national catalogue.  This could be a programme, module, course, activity or session.

	Training Management Board
	The body (for example a group of managers, chaired by an ACC) responsible for co-ordinating the training demand across the organisation.

	Training Management Board and Training Boards
	Each force should have its own decision-making body taking responsibility for prioritising and co-ordinating training across all of the force business areas. 

In this guide we will call this group the Training Management Board (TMB). 

Larger forces may also operate a series of Training Boards for each business group who manage & prioritise training specific to their area of business. 

Briefly, TMB and Chairs of TBs are responsible for authorising and prioritising training at a strategic level. 

The important issue is that the operational business units drive the demand for training, (NOT the force training provider) based on performance development needs identified through consultation based PNA research.  

For example, if problems were identified with the use of covert human intelligence sources (CHISs) on a particular BCU, then a PNA might be requested to find out whether the Regulation of Investigatory Powers Act (RIPA) training (or refresher training) was necessary, or indeed whether some other process (other than training) was contributing to the performance of CHISs (Supervision, deployment etc.)

The equivalent of the Chair of a Crime Training Board may be a local DCI, with the BCU Commander performing the function of TMB to resolve any dispute between competing priorities with other local training.

	Training Manager
	The Force training manager, who creates items for publishing within the national catalogue and manages training items.

	Training Manager’s Domain
	The area of the MLE accessible only to a given training manager, in which that training manager performs functionality relating to the creation and management of training items.

	Training Needs Analysis
	Research undertaken to inform the training design process.  The TNA should result in a clear training design specification, including detailed learning objectives.

	Training Plan
	The plan of training items that a given student intends to complete.  This includes items to which the student has enrolled or applied as well as those to which he or she intends to so in the future.

	Triangulation
	The need to ensure evidence is gathered from more than one source to improve its credibility. 

	Use Case
	A task undertaken by an actor within the system.  Each use case defines the steps through which such a task may be taken from initiation to completion.

	Validation panel
	A group of people who examine learning products prior to general release to comment on their content, appropriateness and the design process itself.

	Waiting List
	The list of students who have applied for a given training item but who have yet to have the application either approved or rejected.
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