
“I want to know whether they’re reference 
materials or test prep manuals.”

– Fred Whitford, 2008



Manuals: How They’re Written
vs.

How They’re Used

Dan Wixted
Cornell Cooperative Extension

Pesticide Safety Education Program

CTAG Manual Development Workshop
Traverse City, MI

May 2023



Intended Uses of Manual

Certification training



Intended Uses of Manual

Certification training
Reference material



Intended Users of Manual



Intended Users of Manual

Applicator
Trainer
SLA



Certification Training:
User Expectations of Manual



Certification Training:
User Expectations of Manual

Applicator: Test prep



Certification Training:
User Expectations of Manual

Applicator: Test prep
Readable study guide
Manual covers test content



Certification Training:
User Expectations of Manual

Applicator: Test prep
Readable study guide
Manual covers test content

Study manual = Pass test



Certification Training:
User Expectations of Manual

Trainer: Instructional aid



Certification Training:
User Expectations of Manual

Trainer: Instructional aid
Trainees can follow along in manual
Manual is training blueprint



Certification Training:
User Expectations of Manual

Trainer: Instructional aid
Trainees can follow along in manual
Manual is training blueprint

Hit highlights = Trainees pass test



Certification Training:
User Expectations of Manual

SLA: Test Development



Certification Training:
User Expectations of Manual

SLA: Test Development
Manual covers necessary job knowledge and skills/test 

item bank
Manual conveys potential test content to applicators 

for SLA
Manual makes it easier to write quality test items



Certification Training:
User Expectations of Manual

SLA: Test Development
Manual covers necessary job knowledge and skills/test 

item bank
Manual conveys potential test content to applicators 

for SLA
Manual makes it easier to write quality test items

Pass test = Demonstrate minimal competency
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For the SLA: Pass Test = Competency
Work with PSEP and SMEs to identify necessary 

knowledge and skills
Base test on learning objectives that relate to the 

knowledge and skills
Review manual drafts
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Certification Training:
Meeting Expectations of Manual

For the Applicator: Study manual = Pass test
Base manual on necessary knowledge and skills
Links manual to test

Relate this to applicator via learning objectives
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The problems with review questions:
They cover a subset of material, whereas learning 

objectives cover all testable material
Applicators might study them instead of content
They deplete the pool of potential test items for 

the SLA
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Certification Training:
Meeting Expectations of Manual

For the Trainer: Hit highlights = Trainees pass test
Have trainees follow along in manual
Well organized, easy to read

Develop training modules based on manual
Short, topic-specific chapters



Pest Problems: Structures

 Detract from 
appearance

 Weaken structural 
timbers

 Ruin insulation
 Contribute to 

electrical fires
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WHOSE expectations?
Applicator: ?
NY: SMEs often suggest adding info
WI: 76% of private applicators use as reference
WI: Focus groups differ
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Reference Material:
Expectations of Manual

WHAT is reference?
Testable material for frequent review?
Nontestable material for practical use?



Reference Material:
Expectations of Manual

Users expect reference material to:
Be present in the manual BUT. . .
. . .not interfere with training
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Identify reference material
Package it
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Gray box alternative: If test items are based on 
learning objectives
Exclude reference material from learning objectives
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