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Domain 1
Communication and Interpersonal Skill • 19%

Task 1
Define instructional technology terms and be able to apply their strategic value in working with learning/training stakeholders 
within the learning process (e.g., decision makers, participants, peers). 

Knowledge of:
1. Instructional technology terminology
2. Strategic value of the instructional technology terms

Skill in:
1. Building consensus with stakeholders about objectives

Task 2
Interact effectively with participants by applying communication skills (e.g., responses to questions, appropriate humor, 
consideration of target audiences’ diversity, recognition of individual differences, non-verbal techniques, facilitation skills, 
establishment of mutual respect and rapport). 

Knowledge of:
1. Communication styles
2. Language and literacy considerations
3. Learning styles
4. Diversity issues
5. Ethics and integrity

Skill in:
1. Practicing appropriate communication/facilitation 

techniques
2. Applying conflict resolution techniques
3. Providing relevant examples that support the learning 

objectives
4. Interpreting non-verbal communication cues
5. Establishing mutual respect and rapport

Task 3
Resolve interpersonal issues in the training environment that might negatively impact training outcomes (e.g., control disruptive 
participants, address disrespectful behavior). 

Knowledge of:
1. Facilitation techniques
2. Conflict resolution
3. Diversity issues (e.g., cultural, geographical, individual, 

organizational, generational, gender)

Skill in:
1. Addressing disrespectful behavior
2. Preventing disruptive behavior
3. Controlling disruptive participants
4. Recognizing behaviors that might negatively impact 

training outcomes

Task 4
Provide positive, constructive, and corrective feedback to participants in order to recognize or improve performance. 

Knowledge of:
1. Leadership techniques
2. Facilitation techniques
3. Recognition of indicators (e.g., nonverbal cues, verbal cues)

Skill in:
1. Using appropriate language
2. Recognizing proper styles of feedback needed (e.g., 

positive, constructive, and corrective feedback)

Task 5
Solicit and evaluate feedback from various sources (e.g., reflective comments, evaluation instruments, impromptu remarks) and 
use those sources to reinforce successful strategies and identify areas needing improvement. 

Knowledge of:
1. Evaluation criteria
2. Facilitation techniques
3. Communication styles

Skill in:
1. Using evaluation instruments
2. Identifying sources for feedback
3. Listening actively
4. Assessing feedback
5. Applying feedback (e.g., reinforcing successful 

strategies, identifying areas needing improvement)
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Domain 2
Training Needs Assessment • 9%

Task 1
Establish an appropriate training strategy by performing a training needs assessment based on stakeholder objectives, 
organizational culture, and target audience needs (e.g., performance goals, verification that training is needed, gap analysis, 
courses needed, budgetary concerns, delivery strategies). 

Knowledge of:
1. Performance goals
2. Target audience
3. Stakeholder needs (e.g., stakeholder objectives, 

organizational culture, target audience needs)

Skill in:
1. Conducting a training needs assessment
2. Analyzing training criteria (e.g., courses needed, budgetary 

concerns, delivery strategies)
3. Assessing performance data
4. Assessing existing training
5. Assessing existing resources

Task 2
Perform a job analysis, as needed, to identify or confirm performance gaps to enhance the needs assessment. 

Knowledge of:
1. Job descriptions

Skill in:
1. Performing a job analysis
2. Performing a gap analysis
3. Verifying training topics needed

Task 3
Develop a task analysis using the job analysis in order to identify or confirm performance gaps in specific tasks to enhance the 
needs assessment. 

Knowledge of:
1. Task matrix

Skill in:
1. Prioritizing tasks to be trained
2. Assessing current situation
3. Defining stakeholder expectations
4. Performing a task analysis

Domain 3
Training Course Design and Development • 15%

Task 1
Develop training goals and objectives based on training needs assessment criteria (e.g., terminal and enabling learning objectives, 
participant outcomes, best practices, consensus and/or regulatory standards). 

Knowledge of:
1. Training needs assessment
2. Adult learning theories
3. Instructional systems design (e.g., need for learning 

objectives, the ADDIE model [analysis, design, 
development, implementation, evaluation], systematic 
approach to training [SAT])

4. Regulatory and consensus standards
5. Competency requirements
6. Stakeholder objectives
7. Gap analysis

Skill in:
1. Building consensus when establishing training goals and 

learning objectives
2. Relating standards and competencies to learning objectives
3. Developing learning objectives
4. Conducting a needs assessment
5. Defining expected participant learning outcomes (e.g., 

behavior change, transfer of knowledge, skill 
development)
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Task 2
Establish participant prerequisites (e.g., prior education and/or training, minimum qualifications, experience, utilization of pre-
tests). 

Knowledge of:
1. Techniques for job and task analysis
2. Target audience baseline knowledge level
3. Regulatory and consensus standards
4. Competency requirements
5. Stakeholder objectives
6. Gap analysis
7. Relevant primary elements (from above list) required to 

establish prerequisites

Skill in:
1. Defining prerequisites
2. Determining competencies (e.g., physical, medical, 

knowledge)
3. Validating identified prerequisites (e.g., designing a pilot 

course)
4. Designing prerequisite screening that demonstrates 

minimum competencies

Task 3
Assess the need for internal and external human resources (e.g., subject matter experts, guest speakers, support personnel) and 
content resources (e.g., additional source documents, regulatory standards, company policies). 

Knowledge of:
1. Subject matter expert requirements (e.g., content 

development, training delivery, performing assessments)
2. Support personnel requirements  (e.g., administrative 

support, peer reviewers, guest speakers, technical writers)
3. Supplemental content resources (e.g., regulatory 

requirements, company policies)

Skill in:
1. Selecting subject matter experts
2. Determining the best use of support personnel
3. Researching content resources

Task 4
Develop curricula and instructional materials based on identified instructional objectives using appropriate delivery tools and 
methods (e.g., blended learning strategies, audiovisual aids, simulators, video demonstrations, instructor-led classroom, 
instructor-led online, electronic learning [e-learning], mobile learning [m-learning]). 

Knowledge of:
1. Adult learning theories
2. Training equipment, materials, and supplies (e.g., 

information technology equipment, multi-media hardware, 
participant manuals, instructor manuals, handouts, job aids)

3. Training delivery platforms (e.g., blended learning, 
distributed learning, electronic learning [e-learning], mobile 
learning [m-learning], instructor-led online training, 
computer based training, traditional classroom training)

4. Available delivery tools and methods (e.g., audiovisual aids, 
simulators, video demonstrations, Internet resources)

5. Participant engagement techniques

Skill in:
1. Matching instructional methods to training content, 

delivery, and target audience needs
2. Developing learning objectives and participant outcomes
3. Designing curriculum
4. Developing instructional materials
5. Identifying required supplies and equipment for practical 

exercises (e.g., personal protective equipment [PPE], 
environmental monitoring devices and equipment, 
vehicles, manikins)

Task 5
Validate training materials through review, comment, correction, and consensus, using stakeholders and subject matter experts 
(SMEs). 

Knowledge of:
1. Adult learning theories
2. Regulatory and consensus standards
3. Competency requirements
4. Stakeholder objectives
5. Validation criteria (e.g., references, regulations, consensus 

standards)
6. Subject matter expert requirements

Skill in:
1. Developing checklists for review, comment, consensus and 

validation
2. Selecting subject matter experts
3. Planning and coordinating with subject matter experts
4. Obtaining content approval by consensus
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Task 6
Conduct a pilot course using a sample of the target audience in order to evaluate the effectiveness of the training materials (e.g., 
clarity of lesson plan, effectiveness of activities, flow, and timing). 

Knowledge of:
1. Adult learning theories
2. Instructional systems design (e.g., need for learning 

objectives, the ADDIE model [analysis, design, 
development, implementation, evaluation], systematic 
approach to training [SAT])

3. Facilitation techniques
4. Target audience
5. Evaluation process and techniques
6. Plan of instruction
7. Time management

Skill in:
1. Designing elements for pilot course presentation (e.g., 

incorporating time for discussion, critique including 
positive and negative feedback, and ideas for 
improvement)

2. Determining a representative sample of target audience for 
pilot course

3. Coordinating logistics for presentation of pilot course
4. Facilitating feedback on pilot course
5. Analyzing and using results of pilot evaluation (e.g., clarity 

of lesson plan, effectiveness of activities, flow, and 
timing) to improve the course

6. Maintaining objectivity in the face of positive and negative 
feedback

Domain 4
Performance Evaluation • 8%

Task 1
Create effective evaluation instruments (e.g., materials, tools, activities) in order to measure participant competency (e.g., written
tests, scenarios, performance demonstrations, task checklists). 

Knowledge of:
1. Performance standards (e.g., client specifications, regulatory 

requirements, standard operating procedures)
2. Domain tasks and course objectives
3. Evaluation instruments (e.g., materials, tools, or activities)
4. Competency analysis process

Skill in:
1. Relating standards and specifications to evaluation criteria
2. Developing evaluation items (e.g., test items, skill 

checklists)
3. Designing scenarios (e.g., case studies, role plays, 

performance demonstrations)

Task 2
Apply principles of item development using best practices in order to create effective evaluation instruments (e.g., choosing
specific action terms, use of distractors, selection of exam format, alignment with the learning objectives, correlation to target 
audience). 

Knowledge of:
1. Principles of item development
2. Knowledge assessment design and construction
3. Practical/skill assessment design and construction

Skill in:
1. Aligning evaluation instruments to the learning objectives, 

outcomes, and target audience (e.g., selecting format, 
delivery of evaluation, validation, maintenance)

2. Constructing evaluation instruments (e.g., item writing, 
proper use of distractors)

Task 3
Measure behavior change using evaluation tools (e.g., management observations, self-reporting surveys) in order to correlate 
newly gained knowledge and/or skills with actual job performance. 

Knowledge of:
1. Evaluation instruments (e.g., management observations, 

self-reporting surveys, quality and time comparisons [before 
and after])

2. Skill and performance evaluation

Skill in:
1. Selecting the right evaluation instrument
2. Administering and analyzing evaluation instruments
3. Collecting data generated from evaluation instrument
4. Analyzing data collected during evaluation
5. Linking data analysis to job performance
6. Documenting and reporting behavior changes
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Domain 5
Course Administration and Management • 18%

Task 1
Select appropriate technology, facilities, equipment, and supplies in order to optimize training delivery. 

Knowledge of:
1. Training delivery technology (e.g., classroom, online and 

distributed learning platforms)
2. Training equipment, materials, and supplies (e.g., 

multimedia, hands-on training equipment and supplies)

Skill in:
1. Selecting optimum training environment (e.g., facilities, 

delivery technology, equipment, materials, supplies)
2. Resolving problems that occur in the training environment 

(e.g., issues related to training facilities, delivery 
technology, equipment, materials, and supplies)

Task 2
Conduct formative assessments to evaluate the efficacy of selected training strategies. 

Knowledge of:
1. Training strategies
2. Training evaluation

Skill in:
1. Assessing training progress
2. Engaging participant responses to determine knowledge 

and skills gained
3. Using formative assessments to improve training delivery

Task 3
Evaluate trainer performance using established criteria (e.g., subject matter expertise, delivery skills, ongoing professional
development) in order to enhance training delivery. 

Knowledge of:
1. Trainer qualifications and performance criteria
2. Delivery methods
3. Professional development criteria
4. Validation criteria

Skill in:
1. Developing trainer performance evaluation instruments
2. Critiquing trainer performance from evaluation instruments
3. Providing feedback for continuous improvement
4. Using interpersonal communication skills

Task 4
Determine staffing and management requirements for the training team (e.g., need for learning management system [LMS], 
administration, instructional designers, trainers). 

Knowledge of:
1. Use of learning management systems
2. Instructional systems design
3. Training program security (e.g., test security, course 

materials, evaluation results)
4. Student to instructor ratio considerations
5. Environmental, health, and safety requirements

Skill in:
1. Delineating organizational structure and culture
2. Determining staffing needs
3. Demonstrating leadership skills

Task 5
Maintain accurate documentation of training (e.g., participant records, curriculum materials). 

Knowledge of:
1. Recordkeeping requirements (e.g., paper/hardcopy, 

electronic/digital, onsite and offsite storage)
2. Record retention requirements (e.g., regulatory, stakeholder 

needs)
3. Training program security (e.g., test security, course 

materials, evaluation results)

Skill in:
1. Creating a filing system
2. Using organizational skills
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Task 6
Determine logistics needed for training delivery (e.g., number of participants, time, budget, supplies and materials, delivery 
method). 

Knowledge of:
1. Schedules for delivery
2. Learning facility
3. Delivery methods (e.g., synchronous and asynchronous 

online delivery, distributed learning, classroom training, 
large and small scale exercises)

4. Multimedia technology

Skill in:
1. Planning for time and budget
2. Working with various media types (e.g., projectors, 

simulators, electronic whiteboards)
3. Determining needed supplies
4. Recommending technology options for training to 

stakeholders

Domain 6
Training Implementation • 16%

Task 1
Use instructional strategies appropriate to the target audience based on established lesson plans to achieve learning outcomes and 
objectives. 

Knowledge of:
1. Instructional strategies
2. Lesson plans
3. Learning outcomes
4. Learning objectives
5. Adult learning theories

Skill in:
1. Tailoring instructional delivery to an audience
2. Modifying delivery method for training as needed
3. Using a lesson plan to guide training delivery
4. Correlating training delivery to identified learning 

outcomes and objectives

Task 2
Practice adult learning principles that leverage participants’ diversity and experience to optimize collective learning.

Knowledge of:
1. Adult learning principles
2. Collective learning
3. Diversity (e.g., cultural, geographical, individual, 

organizational, generational, gender)

Skill in:
1. Recognizing opportunities for collective learning
2. Using participant cultural and diversity experience(s) to 

enhance training
3. Encouraging participant interaction and engagement
4. Using facilitation and communication skills
5. Recognizing feedback which supports collective learning
6. Identifying and reconciling organizational and individual 

differences

Task 3
Maintain a positive learning environment using effective strategies and techniques (e.g., participant engagement, learning 
assessments, time management). 

Knowledge of:
1. Communication techniques
2. Facilitation techniques
3. Learning assessment techniques
4. Positive learning environment strategies
5. Adult learning theories

Skill in:
1. Managing time
2. Engaging participants
3. Adapting instructional strategies to learning environment 

constraints
4. Applying active listening and observation techniques
5. Recognizing indicators of participant disengagement (e.g., 

“deer in headlight” looks, browsing the Internet during 
the training, sending email, texting on the phone, 
boredom)

| EXAM BLUEPRINT (cont’d)



8/137

| EXAM BLUEPRINT (cont’d)

Task 4
Create optimal learning conditions by controlling the classroom environment (e.g., temperature, lighting, noise, classroom setup, 
external distractions, safety).  

Knowledge of:
1. Environmental effects on learning
2. Environmental, safety, and health considerations
3. Classroom selection and set-up options

Skill in:
1. Creating optimal learning environments (e.g., temperature, 

lighting, noise)
2. Eliminating (or reducing) distractions
3. Arranging classroom setups
4. Asserting leadership techniques

Domain 7
Program Evaluation • 16%

Task 1
Evaluate the extent to which participants gained knowledge and skills. 

Knowledge of:
1. Adult learning theories
2. Training program diagnostics

Skill in:
1. Developing program evaluation instruments
2. Administering program evaluation instruments
3. Measuring program outcomes
4. Assessing program and course evaluation instrument 

usefulness
5. Using program evaluation results to make improvements

Task 2
Assess training program results in order to improve training program effectiveness. 

Knowledge of:
1. Communication techniques
2. Facilitation techniques
3. Feedback techniques
4. Participant post-program competency

Skill in:
1. Assessing on-the-job performance
2. Developing program evaluation instruments
3. Interpreting stakeholder response to program results

Task 3
Revise training program based on evaluations and feedback surveys (e.g., from stakeholders, participants, peer reviewers, subject 
matter experts). 

Knowledge of:
1. Communication techniques
2. Feedback surveys

Skill in:
1. Revising training program based on evaluations and 

feedback
2. Facilitating discussions
3. Building consensus

Task 4
Conduct training program audits to evaluate changes in job performance resulting from the learning process. 

Knowledge of:
1. Adult learning theories
2. Training program objectives
3. Learning process

Skill in:
1. Conducting training program audits
2. Evaluating job performance
3. Reviewing job performance reports

| EXAM BLUEPRINT (cont’d)



8/138

| EXAM BLUEPRINT (cont’d)

Task 5
Prepare training reports using program evaluations in order to communicate training program effectiveness (e.g., attendance, 
interim and post-training documentation, participant reaction surveys, summative evaluations, job performance evaluations). 

Knowledge of:
1. Training documentation requirements
2. Data collection and analysis

Skill in:
1. Measuring training program effectiveness (e.g., participant 

reaction surveys, formative and summative evaluations)
2. Preparing training reports (e.g., attendance, interim and 

post-training documentation)
3. Writing training program evaluations (e.g., job 

performance evaluations).

Task 6
Determine tangible results using analytical tools in order to demonstrate training program effectiveness (e.g., return on 
investment [ROI], performance improvement, and alignment with organizational mission). 

Knowledge of:
1. Analytical tools (e.g., surveys, on-the-job follow up 

reviews)
2. Organizational behavior
3. Training program effectiveness
4. Performance improvement indicators

Skill in:
1. Collecting and analyzing data
2. Determining measurable objectives (e.g., performance 

improvement, alignment with organizational mission)
3. Calculating return on investment
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