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Instructional Analysis 

Introduction 

On a yearly base Utah Division of Juvenile Justice Services staff are required to review 

the division policy and procedures. This analysis will look at the current procedures for 

reviewing policy and determine if there is a gap between the division goal and where the division 

would like to be. Following the performance analysis, and if changes need to be made, a best 

course of action will be determined and laid out in full. 

Context Analysis 

The current goal of the division policy and procedure annual review process is to increase 

staff overall knowledge and understanding of division policy and procedure, as well as reduce 

the time it takes to review these policies on an annual basis. There is currently a gap between 

where the division would like to be with their goal and the way the review process is currently 

being handled. Currently the procedure for review is taking 15-30 minutes at the end of general 

staff meetings to cover anywhere from 2 – 8 policies. During these meetings the supervisor 

quickly covers each of the policies only hitting the main topics.  

 There is currently an instructional gap in the policy review process, there is no individual 

assessment process to determine staff level of understanding, and it takes away time from 

general staff meetings where other important information is covered. Revision of the policy and 

procedures review process should be done to build in the individual accountability and 

assessment pieces. This will help staff to better understand policy and procedure and apply it 

while working within their respective facilities. Please refer to the intended instruction section 

for a complete overview of how to fix the instructional gap between the division goal and where 

the current review process is. 



 DIVISION ANNUAL POLICY AND PROCEDURE REVIEW 3 
 

Learner Analysis 

The learners will be Division of Juvenile Justice Services Staff. This is everyone from 

direct care staff, supervisors and directors, administrative staff, and support staff. Age ranges for 

staff are anywhere from 21 up to 70 years of age. The staff demographics include people from 

various religions, races, sexual orientations, genders, ethnicities, and social classes.  Staff live in 

both the rural part of the state as well as more urban areas and so have varying backgrounds and 

skill. For the most part most staff have a solid understanding of the English language, however 

some staff have only a limited understanding. It will be important to take each characteristic of 

the learners into consideration while creating the modules so that each learner has equal 

opportunity to access the modules, understand them, and use them to further their knowledge of 

the division. 

Intended Instruction 

After consulting with a number of colleagues and others familiar with the current review 

process it has been determined that creating an online policy curriculum would be the best 

approach to resolving the instructional gap. The curriculum will consist of around 80 self-paced 

e-learning modules, one for each policy, each about 5 to 15-minutes in length. Because this is 

something that every staff will be required to do annually each staff will begin at different levels, 

new staff with no pre-existing knowledge of the division and older staff with a lot of knowledge 

about the division policy. It will be important to take this into consideration, making it detailed 

enough for new staff without overwhelming them, yet not making it so detailed that it bores the 

more knowledgeable staff. By converting the policy review process into an online e-learning 

format it will fix the accountability problem discovered during the performance analysis as well 

as eliminate time spent during staff meetings to go over policy and procedure. Due to time 
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constraints only the first part of the first policy – DJJS Policy 01-02: Code of Ethics – will be 

completed for this project. This policy will be broken into two parts to keep the training module 

with in the 5 to 15-minute time frame that has been recommended to keep them manageable for 

staff on shift. 

[See Appendixes A&B for Project Storyboard and Site Map for Policy 01-02 (Part 1)] 

Assessment Plan 

Pretest: Each module will have a pretest with 15-30 multiple-choice questions. These tests will 

be used to determine the learner’s current level of understanding. If they are able to pass the 

pretest with 100% accuracy they will test out of that module and move on to the next module. 

However, if they do not get a 100% they will be required to take the module training. 

Posttest: The posttest will consist of 5-20 scenario-based multiple-choice questions. These will 

be used to determine the staffs’ level of understanding. Staff will be required to pass the posttest 

with a score of at least 90%, if they do not they will be required to take the module over again. 

[See Appendix C for Assessment questions for Policy 01-02 (Part 1)]  

Learning Environment 

Because the goal of the division is to reduce the amount of time it takes to review the 

policy and procedures it has been determined that the best way of doing this is by creating an e-

learning curriculum with a module for each of the division policies. This will allow staff the 

opportunity to complete the modules on their own time, thus saving time during the general staff 

meetings. This will also allow for individual, versus collective, assessment of understanding of 

the policy and procedure by attaching pretest as well as posttest scores directly to the individuals. 

Microsoft PowerPoint and Word will be used to design the storyboards and wireframes 

for each of the modules and each will be checked for approval before the final product is 
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developed. Adobe Captivate, along with multiple Adobe Creative Cloud software, will be used 

for the development of the e-learning modules. Once the modules are completed they will then 

be loaded to the division LMS (Adobe Connect) where scores and progress can be tracked. This 

will allow the learner, as well as their direct supervisor, to track their progress through the e-

learning modules. 

Learning Objectives (Revised) 

Horton (2012), as well as the Dick and Carey (2015) methods, were utilized for creating the 

learning objectives. 

Terminal Objective 

- After completing the online Policy and Procedures Curriculum, division staff will always 

follow policy and procedure guidelines to make informed decisions while on the job. 

Performance Objective 

- After completing the online Code of Ethics policy module, division staff will rely on the 

code of ethics policy to make informed decisions while on the job. 

- After completing the section on “Policy Statement and Rational,” division staff will be 

able to select the correct response to at least 90% of the scenario-based questions. 

- After completing the section on “Professional Conduct and Interactions with the Public 

and Allied Agencies,” division staff will be able to select the correct response to at least 

90% of the scenario-based questions. 

- After completing the section on “Professional Conduct with Juveniles in the Care, 

Custody, or Control of the Division,” division staff will be able to select the correct 

response to at least 90% of the scenario-based questions. 
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Subordinate Objectives 

[See Appendix C Assessment Questions for a complete list of subordinate Objectives] 

Merrill’s Five Star Instructional Design Rating 

 
Type of Instruction:  E-Learning – Self-paced course with no instructor 

 

Stage Criteria Explanation 

PROBLEM 

Is the courseware presented in 

the context of real world 

problems?  

Does the courseware show 

learners the task they will be 

able to do or the problem they 

will be able to solve as a result 

of completing a module or 

course?  

I would say that it is set in the 
context of real world problems that 
could potentially occur. Though 
during the actual course the learner 
is not presented with real world 
problems, during the assessment 
the learners are presented with real 
world scenarios that they must 
figure out using the knowledge they 
just learned. The progression does 
not get harder, but the questions will 
be randomized to prevent cheating. 

 Are students engaged at the 

problem or task level not just the 

operation or action levels?  

 Does the courseware involve a 

progression of problems rather 

than a single problem?  

RATING FOR PROBLEM STAGE: Bronze 

ACTIVATION 

Does the courseware attempt to 

activate relevant prior 

knowledge or experience?  

Does the courseware direct 

learners to recall, relate, 

describe, or apply knowledge 

from relevant 
past experience 

that can be used as a foundation 

for new knowledge?  

All of the information within the 
course is related to the Division and 
so learners are required to have at 
least some prior knowledge of the 
division prior to taking the course. 
Without any prior knowledge a lot of 
the information may be lost in 
translation. 
 
The best way that learners can 
demonstrate their previously 
acquired knowledge or skill is by 
taking the pretest and passing it with 
a score of 100%. By doing this it 
shows that the learners already 
know and understand the material 
and so they do not need to take the 
course. 

 Does the courseware provide 

relevant experience that can be 

used as a foundation for the new 

knowledge?  

 If learners already know some of 

the content are they given an 

opportunity to demonstrate their 

previously acquired knowledge 

or skill.  

RATING FOR ACTIVATION STAGE: Gold 
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Stage Criteria Explanation 

DEMONSTRATION 

Are the demonstrations 

(examples) consistent with the 

content being taught?  

Are the demonstrations 

(examples) consistent with the 

content being taught?  

• Examples and non-examples 

for concepts? 

• Demonstrations for 

procedures? 

• Visualizations for processes? 

• Modeling for behavior? 

There aren’t really any 
demonstrations since the majority of 
the module consists of presentation 
style learning. However, I would say 
that the assessment questions are 
definitely in line with the information 
being taught. Each of the 
assessment questions is based 
solely on the objectives and what 
the learners will actually learn. 
 
Learners are directed towards 
relevant information throughout out 
the course by having main 
information on the slide as well as in 
the audio narration. Less important 
information is left only to audio so 
that it doesn’t overload the learner. 
 
A lot of media was used to express 
the information in the narration in a 
visual tone. Each image was/will be 
specifically picked out to reflect the 
information on the screen in a visual 
manner consistent with the 
narration. 

 Are at least some of the 

following learner guidance 

techniques employed? 

• Learners are directed to 

relevant information? 

• Multiple representations are 

used for the demonstrations? 

• Multiple demonstrations are 

explicitly compared? 

 Is media relevant to the content 

and used to enhance learning? 

RATING FOR DEMONSTRATION STAGE: Silver 

APPLICATION 

Are the application (practice) 

and the posttest consistent with 

the stated or implied objectives? 

Are the application (practice) 

and the posttest consistent with 

the stated or implied objectives? 

• Information-about practice 

requires learners to recall or 

recognize information.  

• Parts-of practice requires the 

learners to locate, name, and/or 

describe each part.  

• Kinds-of practice requires 

learners to identify new 

examples of each kind.  

• How-to practice requires 

learners to do the procedure.  

• What-happens practice 

requires learners to predict a 

consequence of a process 

given conditions, or to find 

faulted conditions given an 

unexpected consequence.  

Each of the assessment questions 
is written directly in accordance to 
the objectives they are supposed to 
be assessing. This is to make sure 
that each of the objectives is being 
assessed and to make sure the 
learner knows the material. 
Depending on the importance of the 
objective some were assessed 
using simple knowledge based 
assessment items and some were 
assessed using more complex 
analysis and comprehension 
assessment items. 
 
After the leaners complete the 
assessments they will be allowed to 
go back and review their answers 
with the correct answers and a 
feedback statement will be provided 
that lets the learners know why their 
answer was either correct or 
incorrect. 
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Stage Criteria Explanation 

 Does the courseware require 

learners to use new knowledge 

or skill to solve a varied 

sequence of problems and do 

learners receive corrective 

feedback on their performance?  

If the learners are having any 
difficulty understanding the material, 
they can download a hard copy of 
the policy to reference while they 
are taking the course. They can 
even use the hard copy of the policy 
during the posttest assessment if 
they download it prior to the 
beginning of the assessment.   

 In most application or practice 

activities, are learners able to 

access context sensitive help or 

guidance when having difficulty 

with the instructional materials? 

Is this coaching gradually 

diminished as the instruction 

progresses? 

RATING FOR APPLICATION STAGE: Gold 

INTEGRATION 

Does the courseware provide 

techniques that encourage 

learners to integrate (transfer) 

the new knowledge or skill into 

their everyday life? 

Does the courseware provide an 

opportunity for learners to 

publicly demonstrate their new 

knowledge or skill? 

Though the course does not have 
any way to make sure that the 
learners are using the information in 
their everyday-lives, the whole 
purpose of the course is to begin 
using the course material to make 
informed decisions while one the job 
and in their lives. 
 
One way they can somewhat 
demonstrate their new knowledge is 
by correctly answering the scenario 
based questions that directly relate 
to the information presented in the 
course. These questions will require 
them to thinking critically and use 
their newly acquired knowledge in a 
way they should use it once they are 
actually on the job. 

 Does the courseware provide an 

opportunity for learners to 

reflect-on, discuss, and defend 

their new knowledge or skill?  

 Does the courseware provide an 

opportunity for learners to 

create, invent, or explore new 

and personal ways to use their 

new knowledge or skill? 

RATING FOR INTEGRATION STAGE: Silver 
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Appendix A - Storyboard and Wireframe 
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Appendix B – Site Map 
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Appendix C – Assessment Questions 

Objective Assessment Item 

Section 1 

1.1 Decide to follow policy 
01-02 to reduce the 
chances of policy violations 

John Doe just started working for the division. He heard about the job 
while delivering shoes, for his part-time job, to one of the division 
facilities. He doesn’t want to quit his part-time job, but isn’t sure if it is 
a conflict of interest. What could he do to find out? 

a) Just quit his part time job to be sure 
b) Refer to the divisions Code of Ethic policy 
c) Ignore the potential conflict and hope it works itself out 
d) Call the director of the division to find out 

1.2 Know the policy 
statement 

It is the responsibility of supervisors to make sure that their staff take 
the online code of ethics training on a yearly basis, and that their staff 
understand the code of ethics policy. 

a) True 
b) False 

1.3 Know the policy 
rationale 

What is not a rational for the code of ethics policy 01-02? 
a) Define the day to day operations of the division 
b) Assist in assuring consistent application of standards and 

procedures 
c) Provide for an objective definition of acceptable conduct 
d) Assure compliance with public law 
e) Define the rights and responsibilities of staff with regard to 

conduct 

1.4 Believe in the rational 
of the policy 

Following the Code of Ethics policy and procedure is the number one 
way to prevent issues for yourself and the division. 

a) True 
b) False 

1.5 Feel obligated to follow 
the policy 

After waking up late, John Doe rushes to get ready but still ends up an 
hour late to ICR training. They let him stay at the training and help him 
get caught up, but he isn’t sure if he should claim 8 hours or 7 hours of 
work time. What should he do? 

a) Claim the 8 hours, his supervisor won’t know 
b) Talk to his supervisor and if they approve it claim the 8 hours 
c) Use sick leave for that first hour 
d) Refer to the Code of Ethics on how you should claim work time 
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Section 2 

2.1 Decide to act 
professionally while in 
public and while working 
with allied agencies. 

While at the Division Statewide Conference, four staff decide to go out 
to the bar for some drinks. So they load into the state van and drive 
over to the bar. While there everyone is drinking, talking about work, 
and telling inappropriate jokes that are disrupting other patrons of the 
bar. After everyone had a number of drinks it was finally time for them 
to head back to the hotel, so they load back into the state van and 
drove back to the hotel. 
 
At what point in this scenario is the code of ethics policy broken? 

a) When they used the state car to drive to the bar. 
b) When they begin telling inappropriate. 
c) Driving the state car back after drinking at the bar. 

2.2 Know the rules for the 
standards of conduct while 
in public and while working 
with allied agencies. 

While at the Division Statewide Conference, four staff decide to go out 
to the bar for some drinks. So they load into the state van and drive 
over to the bar. While there everyone is drinking, talking about work, 
and telling inappropriate jokes that are disrupting other patrons of the 
bar. After everyone had a number of drinks it was finally time for them 
to head back to the hotel, so they loaded back into the state van and 
drove back to the hotel. 
 
In this scenario which portion of the code of ethics policy was violated?  

a) Unauthorized distribution or disclosure of confidential 
information 

b) Staff shall apply themselves to their assigned duties during the 
full schedule of time for which they are being compensated. 

c) Staff shall treat all juveniles and their families with dignity and 
respect in all interactions.  

d) Staff shall be respectful, courteous, and civil with the public and 
each other. 

2.3 Know the rules for the 
abuse of position  

In which situations is it okay to use your official position? 
a) To get free tickets to a baseball game 
b) To avoid a traffic ticket 
c) To gain access into a secure detention center 
d) To sell information about a youth to a DCFS employee 

2.4 Know the rules for 
commercial testimonials 

Jane Doe was asked to be in a story for KSL News that explains what she 
does within DJJS. She decided to be a part of the project, but forgot to 
mention it to anyone prior. The KSL story is on the functions of DJJS and 
talks about how DJJS helps the community. Is this a policy violation? 

a) Yes 
b) No 
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2.5 Know the rules for 
outside compensation 

Can staff receive outside compensation, for performance of state 
duties, if it is in receipt of honoraria or expenses paid for papers, talks, 
demonstrations, or appearances as long as it is approved by 
administrative authority and on their own time? 

a) Yes, because you are free to do whatever you want on your 
own time 

b) No, because you cannot receive outside compensation for 
performance of state duties 

c) Yes, as long as it does not violate code of ethics policy on 
outside compensation 

d) No, it would constitute a conflict of interest 

2.6 Know the rules for 
associating with unlawful 
activities 

John Doe needs to visit a youth at his home, but he knows that often 
times there is illegal activity going on in the home. Would it be a policy 
violation for him to go into a house where he knows illegal activity may 
be taking place to visit a youth? 

a) Yes 
b) No 

2.7 Know the rules for 
financial irresponsibility 

Can staff be disciplined for personal financial irresponsibility? 
a) No, the division does not interfere with the private lives of the 

employees 
b) Yes, if it impairs the individuals abilities to perform job related 

duties 
c) Yes, the division is responsible for the financial security of all of 

its employees 
d) Yes, the division is responsible for making sure all medical 

expenses are paid for in full by the employee 

2.8 Know the rules for 
political activity 

Jane Doe, a Counselor II for the Division, decides she wants to run as a 
democratic city council women (a partisan office). Does this violate the 
code of ethics policy? 

a) Yes, because she would be covered under the Hatch Act 
b) Yes, because staff are allowed to participate in politics in any 

way they see fit 
c) No, because government employees are not allowed to run for 

political offices 
d) No, because she would not fall under the Hatch Act making her 

ineligible. 

2.9 Believe in the 
importance of acting 
professionally while in 
public and with allied 
agencies 

It is not the responsibility of the employee to act professionally while in 
public. (i.e. while attending conferences, in court, or while on work 
crew) 

a) True 
b) False 
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2.10 Feel obligated to act 
professionally while in 
public and with allied 
agencies 

John Doe realized a good buddy of his has been getting free tickets to 
baseball games, because the parent of one of the youth on his case 
load works for the baseball team. What should John Doe do? 

a) Nothing, it is none of John Doe’s business 
b) Refer to the Code of Ethics policy and report the activity to his 

supervisor 
c) Question him about it and accuse him of wrongdoing 
d) Talk to the parent of the youth to see what is going one 

Section 3 

3.1 Decide to act 
professionally around 
juveniles in the custody of 
the division 

One of the youth that John Doe was an advocate for just got released 
from secure care and decided to add John as a friend on Facebook. 
Should John accept his friend request? 

a) Yes, it is okay for them to be friends just on Facebook 
b) No, because the youth posts inappropriate content on his 

Facebook page 
c) Yes, the youth is a good kid and could use a support system 

outside of the facility 
d) No, because it is goes against the professional standards of the 

division 

3.2 Know the rules for the 
standards of conduct 
between staff and 
juveniles. 

Which of the following is not a violation of the Code of Ethic policy? 
a) Staff shall never bring juveniles candy or food as a reward for 

good behavior 
b) Staff shall not take juveniles out of a DJJS Program for any 

reason, except when required as part of the staff’s duties 
c) Staff shall not discuss with any juvenile the actions or decision 

of another staff 
d) Staff shall not purchase items from, or sell items to juveniles in 

division custody 

3.3 Know the rules for the 
prohibited relationships 
between staff and juveniles  

Jane Doe decided that she wants to start working part-time as a 
waitress and she knows one of the youths parents own a restaurant. 
She decides to talk to the parents about getting a job in their restaurant 
when they come into visit their child. Is this a violation of the code of 
ethics? 

a) Yes 
b) No 

3.4 Know the rules for 
respect of civil/legal rights 
and impartial attitude 

Because the siblings of juveniles in the division are not in the direct 
custody of the division, staff are not required to treat them with the 
same level of dignity and respect as is required for juveniles in the 
divisions custody. 

a) True 
b) False  

3.5 Believe in the 
importance of acting 
professionally around 
juveniles in the custody of 
the division 

It is the duty of each and every employee of the division to maintain 
only a professional working relationship between the juveniles in 
custody and their immediate family. 

a) True 
b) False 
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3.6 Feel obligated to act 
professionally around 
juveniles in the custody of 
the division 

John Doe suspects a co-worker and friend of his is having an 
inappropriate relationship with one of the juveniles. What should John 
Doe do? 

a) Ignore the problem because it is his friend 
b) Talk to his co-worker and try to fix the problem himself 
c) John should report it to his immediate supervisor 
d) Talk to the youth to see if there really is an inappropriate 

relationship between them 
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