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LESSON 1
What Is ID?

Topics Covered

 About the foundations of instructional design.

 About the various models of instructional design.

 About the instructional design process.

 The role of the instructional designer.

 How to work with clients.

 How to work with subject-matter experts.

 How to work with additional resources.

Introduction

No matter what your job role, you may have come across the term instructional design. This course
will guide you through the basics of the instructional design process.

❋

1.1. Introduction to Instructional Design

Instructional design is the term for taking the principles of instruction and translating them into a
learner experience that is appealing and efficient; in other words, instructional design is the process of
increasing the learner’s knowledge in a way that is pleasing to that learner.

Instructional design is under of the broader umbrella of education. On a simple level, the goal of the
instructional designer is to educate the learner.

❋
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1.2. The Foundations of Instructional Design

While instructional design has its roots in education, there are a number of foundational theories that
have affected its development:

1. CIP

2. Situational Learning

3. Connectivism

4. Constructionism

 1.2.1. CIP

CIP stands for cognitive information processing, and it is a theory about how people learn based on
memory. It is made up of three fundamental components:

1. Sensory memory: Information must first register with a learner and learners are selective in
what they retain. Sensory memory relies on the learner’s senses.

2. Short-term memory: After the information has registered in the sensory memory, it passes to
what is known as short-term or working memory, which is limited. Learners can hold about
seven pieces or “chunks” of information at one time.

3. Long-term memory: After short-term memory, the information moves to long-term memory.
The information is remembered and applied over time.

An analogy often used to describe CIP is that of a computer; the mind acts as the computer storing
the information that is obtained:

CIP not only relies on the different forms of memory, but how the information is moved through each
memory stage.

Say a student is listening to an instructor present a fact in a class on motivating employees. The fact is
that most employees are motivated by the ability to use their skills and abilities first and foremost,
above pay. The information first enters sensory memory through hearing; that is, the learner hears the
information as it enters sensory memory.
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Then, attention is applied to the fact. The learner begins to process this information, and it moves to
short-term memory.

Here, something called rehearsal takes place. Rehearsal is the repetition of the information in the
short-term memory.

As the fact moves to long-term memory, something called encoding takes place. The learner may use
imagery here. So the student in our example may imagine a scale with skills and abilities on one side,
weighing higher than a stack of money.

Now the information has moved to long-term memory, where the student will use retrieval to remember
and apply this fact to his or her job in the future.

 1.2.2. Situational Learning

Situational learning is also sometimes referred to as social learning. This theory is based on learning as
participation: participation with a community. The learner is a part of a larger community, which is
part of an organization:

Examples of situational learning in practice include:

1. A classroom of students role playing a situation.

2. Workshops, where learners participate in small-group sessions.

3. A mentoring relationship in the workplace.

Imagine it’s the first day of your new job. Your manager gives you some printed training materials,
and then sets you up with a mentor, who works in your job role and has been at the company for many
years. This would be an example of a situational learning experience.
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 1.2.3. Connectivism

Connectivism is a learning theory that says that the process of learning is connected to emotion, that
both thinking and emotion influence each other. Furthermore, the learner’s personal knowledge is
connected to organizational learning.

Connectivism is based on the end goal of the learning process as the learner being able to do something,
e.g., perform an action:

Connectivism also says that learning is a continuous process. We are always acquiring new information.
New technology also facilitates new learning.

The connections that a learner forms when learning, the person’s network, contribute to the process
of acquiring knowledge.

An example of connectivism would be an activity in a classroom where learners present their knowledge
or experiences on the topic. For example, if learners were in a class on how to increase sales, each
participant could share personal experiences with how sales were increased. This might trigger some
ideas for the other students.

 1.2.4. Constructivism

Constructivism is a learning theory made popular by Jean Piaget that puts the learner at the center of
the knowledge. Learners construct the information, from their own experiences, rather than just
absorbing it passively.
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Constructivism is another learning theory, like connectivism, that relies on learners to contribute to
knowledge. This learning theory is seen as an interactive experience, with the instructor acting more
as a guide and less as a lecturer.

A constructivist class on graphic design might have learners working in small groups to create a graphic
scene versus an instructor lecturing at the front of the classroom. Learners would work together on
their designs, drawing from each other’s experiences as they work.
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 Exercise 1: Reviewing Instructional Design
Foundations
 10 to 15 minutes

In this exercise, you will use your knowledge of the foundations of instructional design to answer the
following questions.

1. Students are in small groups in a classroom sharing their best practices for using a particular
computer program. What type of learning theory does this involve?

2. What does CIP stand for, and what are its three fundamental components?

3. What learning theory puts the learner at the center of knowledge?

4. A group of employees is taking a class on dealing with difficult colleagues. The class is working
through the difficult scenario of dealing with a difficult employee. The group must role play
possible conversations with the employee and work on developing best practices for dealing
with the situation. The instructor acts as a guide, but the learners must take responsibility for
developing their own conclusions. What type of learning theory or theories does this involve?
Why?
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Solution

1. Situational learning, which involves learning as participation.

2. CIP stands for cognitive information processing. The three forms of memory in the CIP
theory are sensory, short-term, and long-term.

3. Constructivism, developed by Jean Piaget, puts the learner at the center of the knowledge,
constructing information from his or her own experiences.

4. This is most likely the constructivist approach, since learners are working to construct their
own knowledge.

❋

1.3. Models of Instructional Design

There are numerous models of instructional design; elements of many of these have made their way
into how instructional design is conducted today.

 1.3.1. Kemp

Jerrold Kemp, an American professor, devised a design model based on nine components:

1. Identify the problem and goals.

2. Identify characteristics of the learner.

3. Identify the subject content and perform task analysis.

4. List the learner’s objectives.

5. Sequence the content logically.

6. Design the learning so learners are able to master objectives.

7. Plan the delivery of the content.

8. Design an evaluation format.

9. Support instruction through selection of resources.

The Kemp model dictates that an instructional designer can begin with any one of these components
when designing learning, that is, it is flexible. Some of the other design methods are more rigid, such
as ADDIE:
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This model is most often used in higher education, usually classroom learning.

 1.3.2. Gagne

In the 1980s, Robert Gagne, an American psychologist, developed a learning method based on three
categories, known as Gagne’s hierarchy:

1. Declarative knowledge: involving verbal information.

2. Procedural knowledge: involving motor, intellectual, and cognitive skills.

3. Affective knowledge: involving attitudes.

Based on these, there are five categories of learning:

1. Intellectual skills: The ability to respond to stimuli.

2. Cognitive strategies: The ability to learn and remember.

3. Verbal information: The memorization of such things as names, dates, and faces.

4. Motor skills: The ability to learn how to walk, drive a car, and so on.

5. Attitudes: The bias ingrained in learners toward different situations, ideas, etc.

Further, based on these, there are eight different ways to learn:

1. Signal learning: The simplest form of learning, which involves conditioning.

2. Stimulus-response learning: More advanced learning involving operant conditioning, which
rewards and punishes the learner based on classical conditioning.

3. Chaining: More advanced learning that involves connecting more than one stimulus-response
bonds that are linked.
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4. Verbal association: Chaining in which the links are verbal.

5. Discrimination learning: Advanced learning in which the learner is able to determine what is
different between a number of similar stimuli.

6. Concept learning: Learning that involves being able to respond to different stimuli that form
a class or category.

7. Rule learning: A chain of concepts.

8. Problem solving: Gagne’s highest level of cognition; it involves being able to create a rule or
procedure to solve a problem and then use the same method repeatedly.

Gagne’s hierarchy is at least in part the basis for much modern instructional design.

As it relates to instructional design, Gagne’s theory translates into the following nine design steps:

1. Gain the learner’s attention: Show the learner a problem or situation; let the learner know
why it is important. For example, the ID might use a short video to introduce the topic.

2. Set up the objective for the learner: Communicate to learners what they should be able to do
when the learning is completed.

3. Stimulate recall of prior knowledge: Remind learners of what they have previously learned.

4. Present the learning: Use text, graphics, sound, and so on to present the learning concepts to
students.

5. Provide guidance: Use alternative approaches to presenting the information. For example, a
case study might be presented.

6. Elicit learner performance: Have learners demonstrate the knowledge. This could be done in
the form of a quiz or even a role-playing exercise in a classroom setting.

7. Provide feedback: Let learners know if they have adequately demonstrated the knowledge. If
a quiz was given, answers with explanations could be shown. If a role-playing exercise was
completed, the instructor might provide some feedback in the form of tips on what could be
improved.

8. Assess the performance: Learners should demonstrate that they have achieved the learning
objective. For example, they might take an assessment test to demonstrate all that they have
learned.

9. Enhance learner retention: Learning continues after instruction with practicing the knowledge
that was obtained. For example, there may be a follow-up learning session to review and refresh
the learned skills.
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 1.3.3. Bloom’s Taxonomy

Bloom’s taxonomy is a group of learning objectives, developed by Benjamin Bloom and a group of
colleagues in the 1950s.

The taxonomy is made up of three domains, each containing a hierarchy of objectives.

Bloom’s Cognitive Domain

The skills within Bloom’s cognitive domain involve knowledge and understanding. The following table
illustrates the order of processes in the cognitive domain, from lowest order to highest:

Process

Remembering previously learned material.Knowledge
The understanding of material.Comprehension
The ability to apply learned material to solve problems.Application
Breaking down material into its parts.Analysis
Using the parts of something to create something new.Synthesis
Making judgments about material.Evaluation
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Bloom’s Affective Domain

The skills within Bloom’s affective domain involve emotional responses. The following table illustrates
the order of processes, from lowest order to highest:

Process

Active participation in learning.Receiving
Adding value to learned material.Valuing
Adding different values into a set of values.Organizing
The ability to internalize and act upon a new value.Characterizing
Using the parts of something to create something new.Synthesis

Bloom’s Psychomotor Domain

The skills within Bloom’s psychomotor domain involve physical skills and abilities. The following table
illustrates the order of processes, from lowest order to highest:

Process

The ability to use sensory skills to guide motor activity.Perception
The willingness to act on new knowledge or a skill.Set
The early stage of learning a complex skill.Guided response
The intermediate stage of performing a complex skill.Mechanism
The ability to perform a complex skill well.Complex overt response
Modifying patterns or skills for use in a new context.Adaptation
Creating a new pattern of movement.Origination

In instructional design, Bloom’s cognitive domain is the domain referenced most often. The most
common use of the taxonomy is in developing objectives, which will be covered in a future lesson.

Each cognitive domain process is associated with a number of verbs that IDs can use to write learning
objectives, including:

1. Knowledge: Define, describe, identify
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2. Comprehension: Classify, defend, discuss

3. Application: Apply, demonstrate, manipulate

4. Analysis: Analyze, criticize, illustrate

5. Synthesis: Arrange, develop, prepare

6. Evaluation: Appraise, explain, justify

For example, if an instructional designer was creating an course on using Photoshop to edit photos,
the ID might want learners to be able to apply the knowledge learned, and select a verb from the
Application level to write the objective, which could be:

Students will manipulate a photograph by improving the contrast and sharpness of the image by
selecting and applying the appropriate filter.

 1.3.4. ADDIE

The ADDIE model of instructional designer was originally developed by Florida State University in
the 1970s. ADDIE is a framework for developing design. Most modern instructional design utilizes
ADDIE or a version of ADDIE. This course is based mainly on the ADDIE model, as well.

It is an acronym that stands for the following:

1. Analysis: In the analysis phase, the instructional designer identifies the instructional needs
(that is, the problem that needs to be addressed), analyzes goals, objectives, and tasks that
need to be completed by the learner, and analyzes the learners themselves.

2. Design: In the design phase, the ID takes the information gleaned in the analysis phase and
designs the course. This includes organizing the content, deciding on which sequencing models
and strategies will be used, as well as what learning format, and constructs a design plan.

3. Development: In the development phase, the instructional designer creates the course and
any other learning materials, and may test the materials.

4. Implementation: In the implementation phase, the instructional designer may participate in
selecting and helping to train instructors, if the training is to be delivered in person to learners,
and the learning is delivered to students.

5. Evaluation: In the evaluation phase, the ID uses summative and formative evaluations to
determine the effectiveness of the learning.
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These phases will be discussed more in detail in the rest of the course.
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 Exercise 2: Reviewing the Models of
Instructional Design

 20 to 25 minutes

In this exercise, you will use your knowledge of the models of instructional design to answer the
following questions.

1. What are the three domains that make up Bloom’s taxonomy and what do they involve?

2. If a learner reads about how to create a bar chart in a certain software and uses that knowledge
to instead make a pie chart, this would be what process in the cognitive domain, and why?

3. In Gagne’s hierarchy, what is meant by the term chaining?

4. What does the acronym ADDIE stand for?

5. You are working as an instructional designer, using the ADDIE model to create a beginner’s
course on using Microsoft Word for a department in your company. You have a meeting with
the department’s manager to go over what sort of background, if any, learners have in using
Word. In which phase of ADDIE does this occur?

6. Now you are conducting a training for the instructor that you have selected to deliver the
beginning Word training course. In which phase of ADDIE does this occur?
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Solution

1. The cognitive domain deals in knowledge and understanding. The affective domain deals
with emotions. The psychomotor domain deals with physical skills and abilities.

2. This is an example of the synthesis process, because the learner is taking some knowledge and
creating something new with it.

3. According to Gagne, chaining is a more advanced form of learning that involves connecting
two things together that are linked, thus creating a chain.

4. ADDIE stands for Analysis, Design, Development, Implementation, Evaluation. It is a popular
instructional design model.

5. This is the Analysis phase of ADDIE, in which the ID analyzes learners.

6. This is the Implementation phase, in which the instructional designer may participate in
training the instructor who will deliver the training.

❋

1.4. The Instructional Design Process

Most traditional forms of the instructional design process involve some form of ADDIE; that is, they
begin with analysis, move to design and development, then on to implementation, and finally evaluation.

The course will delve into each of these areas in more detail in the coming lessons.

❋

1.5. The Role of the Instructional Designer

The instructional designer, often called the ID, oversees the creation of the instruction, through the
entire process. Some IDs:

1. Work as part of training organizations within companies.

2. Work for firms that deal solely with producing training for other companies.

3. Work independently as consultants.

 1.5.1. What Does an ID Do?

Depending on the working environment of an ID, his or her work will generally involve:
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1. Working with subject-matter experts.

2. Performing needs analyses to determine training needs.

3. Creating objectives to address learning needs.

4. Develop content in the model that is being used.

5. Create assessments to assess learner knowledge post-learning.

This is not an all-encompassing list; IDs may perform different tasks based on the needs of the client,
as well as the environment in which they work.

Furthermore, instructional designers may work in-house, for example, within a company’s training
department. Not all companies have in-house training departments, however, so some IDs work on a
contract or consulting basis. They may be brought in on a temporary basis to create training.

❋

1.6. Working with Clients

Within the instructional design process, the word “client” generally refers to the person or group for
whom the instruction is being created.

Essentially, the client is closely tied to the need as well as the group for whom the training is being
developed and has ownership of the need and/or group.

For example, the client could be:

1. A business unit in an organization (e.g., a human resources department).

2. A faculty member (in a school environment).

3. Management (e.g., a CEO).

It is important to understand what the client wants, as the client’s satisfaction is an important goal of
the instructional design process.

 1.6.1. Fostering a Good Client Relationship

When working as an ID, it is important to have a good working relationship with the client. One of
the first and most important steps in the instructional design process is often meeting with the client
to discuss training needs.

The following questions are a good jumping-off point when first meeting with a client:
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1. What are the organization’s overall goals?

2. What is the problem to be solved with this training?

3. What obstacles to solving the problem has the organization faced previously?

4. What will learner attitudes toward the training likely be?

Managing the client relationship and finding middle ground will help the project run more smoothly.

❋

1.7. Working with Subject-Matter Experts

For many instructional designers, working with subject-matter experts, known as SMEs, is an integral
part of the process.

The SME, an expert in a certain field or area, supplies the content that the ID, in turn, uses to create
the training.

The method for obtaining the content from the SME varies. Some design practices involve interviewing
the SME, while in other cases the SME writes the course’s narrative.

Working with SMEs can be somewhat challenging for instructional designers, as their goals may differ.
SMEs are usually not as familiar with instructional design principles as instructional designers are, and
this can cause conflicts.

A general process for working with SMEs might look something like this:

1. Initial meeting with SME to go over the training’s objectives and goals, as well as familiarize
the SME with learner characteristics.

2. Interview the SME on what is important for the learner to be able to do when the training is
complete.

3. The SME will review content. In some cases, the SME creates the content, while in other
cases the ID creates the content, which is then reviewed by the subject-matter expert.

4. Work with the SME to gather best practices, tips and tricks, and case studies that can enhance
the training.

Sometimes, working with subject-matter experts can be difficult for instructional designers. While
SMEs are usually experts in their field, they may have no background in instructional design. The ID
must work to find common ground, and to take the SME’s valuable content and transform it into
something that is instructionally sound.
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The following tips can help make it easier to work with SMEs:

1. Communication is key: keeping an open line of communication can help make the ID and
SME feel like more of a team, working together.

2. Flexibility: The SME often has a “day job,” so it’s important for the ID to be mindful of his
or her schedule.

3. Familiarize the SME on effective learning that you or your organization have created, to help
him or her get a perspective on how the information will be delivered.

❋

1.8. Working with Additional Resources

We have gone over some resources that the instructional designer will work with in the design process,
the client and possibly a subject-matter expert. Depending on the working situation, the ID may work
with a number of other resources, including:

1. Project manager: Responsible for overseeing all aspects of the project and its timelines.

2. Editor/quality assurance analyst: Edits the content that is created and verifies that any course
functionality is correct.

3. Graphic designer: If the course contains graphic elements, they may be created, formatted,
and edited by a graphic designer.

4. Video director: If the training contains video, the video director will create and oversee video
collection.

5. IT department personnel: If the training is to be delivered online or partially online, IT
professionals will need to be involved to help facilitate the learning and resolve learner
technology issues.

6. The human resources department: Often, organizational training originates with and/or is
distributed by the human resources department, making their involvement integral.

Imagine you are working as an instructional designer, designing an online training course for your
organization on new time-tracking software that all employees will need to use to log their time. In
this case, the human resources department is your client, in that they have identified the need for the
training and initiated the process. You work with a subject-matter expert from XYZ Software, the
software company. Your training is going to involve some interactive screens with graphics, so you will
work with a graphic designer within your department. A project manager is overseeing the project and
keeping the project schedule. Your IT department is going to be responsible for uploading the course,
as well as for tracking user activity and completion. As you can see, you will work with quite a few
other people in creating and delivering your course.
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 Exercise 3: Reviewing the Role of an ID
 20 to 25 minutes

In this exercise, you will use your knowledge of the foundations of instructional design to answer the
following questions.

1. What is the role of the SME in designing training?

2. You are working as an ID in your organization. The head of human resources has come to
your group with a specific need to develop some training on working with difficult coworkers.
What is the role of the head of HR in this case?

3. As you start working on designing the training for HR, you meet with a representative from
HR, as a preliminary step. What are some questions you might ask her?

4. As you work to develop the training on working with difficult coworkers, you will be working
with a subject-matter expert, a business psychology professor who teaches at a local university.
What are some things you should keep in mind as you prepare for your first meeting?

5. What are some of the other roles that an ID may work with? If you have worked in an
instructional design environment, what roles have you personally dealt with? Prepare to discuss
your experiences with the class.
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Solution

1. The subject-matter expert brings specific knowledge of the topic to the instructional design
process.

2. The head of HR is acting as the client.

3. Answers will vary, but you would most likely want to ask: What are the goals of the
organization? Has there been an issue with morale or employee turnover because of issues
among coworkers? What is the overall goal of the course, in the head of HR’s mind? Will it
be to resolve issues, increase employee satisfaction, or slow turnover? Who will be required to
take the training, and what will their likely attitude be toward it? These types of questions
can help get the ball rolling for both you and the client as you begin to think about what the
training will involve.

4. Answers will vary, but may include that it’s important to remember that you will need to
clearly communicate with the professor while you work on the course. Because the professor’s
main obligations are to teaching classes, you may need to work around the timing of his classes.
It might be a good idea to gather some examples of training you’ve created previously to
present in your first meeting. This way the professor can become familiar with your design
model, what you will expect, and what the finished product will eventually look like.

5. Answers will vary, but may include project managers, editors, graphic designers, and so on.

Conclusion

In this lesson, you have learned:

1. About the foundations of instructional design.

2. About the various models of instructional design.

3. About the instructional design process.

4. About the role of the instructional designer.

5. How to get started working with clients.

6. How to work with subject-matter experts.

7. How to work with additional resources.
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LESSON 2
Analyzing and Objective Setting

Topics Covered

 How to conduct an instructional needs assessment.

 What a goal analysis is and how to conduct one.

 How to conduct a task analysis.

 How to analyze the learner and why it is important.

 How to develop instructional goals and objectives.

Introduction

As you work through designing instruction, the first steps in the process involve analyzing and objective
setting. These are integral steps in the process of creating effective and meaningful instruction for
learners:

❋

2.1. How to Conduct a Needs Assessment

The most common goal of instructional design is to bring about a change. But what is that change? It
is the instructional designer’s job to make this determination.

Determining the source of the problem, whether after being told only that there is a problem or the
specific change that needs to come about, requires a needs assessment or analysis.
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 2.1.1. Determine Instructional Needs

The main purpose of the needs assessment is to determine instructional needs. What is it that learners
need to know? Do they need to learn a new software program? Do they need to learn how to properly
interact with their coworkers? These are some examples of instructional needs.

Typically, there are a number of questions that guide the assessment. The needs assessment should
answer these questions:

Who is requesting the change?
What is the change that is being asked for?
When does the change need to be implemented?
Is instructional training the best method to bring about the change?

The following is a sample needs assessment chart that the ID would work on filling in during the needs
analysis process. This chart is included in the class files for this lesson: ClassFiles/analyzing-and-
objective-setting/Needs Analysis Chart.docx

Needs Analysis Chart
AnswersQuestions

Why is the learning being requested? What issue or problem does it need to addressWhy?
Who is requesting the learning? Who will the learning be targeted at?Who?
How can the issue or problem be addressed?How?
What is the best way to address the issue or problem? What learning format should
be used (online, instructor-led, etc.)? What else, if anything, should be considered?

What?

When does the learning need to occur? What are the timeframes for it to take place?When?

 2.1.2. Procedure

There are a number of different ways that the needs assessment can be conducted. No matter the
method that is used, the results should be the same. Most often, a combination of techniques will be
used.

The steps of the needs assessment are as follows:

1. Planning: In this step of the process, the instructional designer will, possibly along with other
members of the project team, define the audience for the instruction and then determine
exactly what type of information needs to be collected.
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2. Data collection: In the data collection step, the ID collects data as to what the problem is and
how it is affecting learners.

3. Data analysis: In the data analysis step, the data is organized and then prioritized to determine
learning needs.

4. Reporting on results: The final step, reporting on the results, should include a summary of
results and finally a recommended solution.

For example, imagine that you are creating a business writing course. You start analyzing needs by
gathering information and collecting data from the client requesting the training, the sales department
within your organization. You know that you need more information.

 2.1.3. Data Gathering Methods

Data gathering in a needs assessment can consist of the following:

Individual interviews: Interviews are beneficial because they allow the interviewer to ask
follow-up and clarification questions. Some disadvantages to interviews include that the
interviewee may be self-conscious and they require the interviewer to possess interviewing
skills.
Questionnaires and surveys: If conducted anonymously, these can often provide beneficial
information; however, there is no opportunity to ask clarifying questions or for participants
to expound on their thoughts.
Focus groups: Focus groups can build involvement with learners and may bring up unexpected
issues that need to be addressed. Pitfalls of focus groups include that they may be difficult to
conduct and the information derived from them may be hard to quantify.
Committees: Creating an advisory committee allows visibility into the data gathering from
stakeholders and decision makers; however, the data may not be extremely relevant and it
may lead to a “group think” situation, where differing opinions are not expressed.
Independent research: Researching an issue independently is useful in that the instructional
designer can access a variety of data; however, the data itself has the potential to be misleading
or irrelevant to the current situation.
Observation: Observing learners in their work situation usually yields pertinent and relevant
information, but it can be time consuming and logistically difficult to coordinate.
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Back to the example of creating a business writing course: what data gathering methods might you use
to gather information on needs? A first step would likely be to meet with the sales manager who is
requesting the training, in an individual interview setting.

Questions you would want to ask might include:

Why is she requesting the training? Has the team encountered writing issues? If so, what
issues?
Will the entire department be required to take it?
What sorts of writing is the team engaging in now? Proposals? Business plans? Emails?
When will the training take place?

Back to the business writing course we are creating for the sales department at our company, the
following is the filled-in needs assessment chart from a meeting with the sales manager. This chart is
included in the class files for this lesson: ClassFiles/analyzing-and-objective-setting/Needs
Analysis Chart-Biz writing course example.docx
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Needs Analysis Chart
AnswersQuestions

The sales manager has been getting feedback from
clients that a lot of the communication coming from
her team has grammar and spelling issues. She is
concerned that this is a reflection on the team and the
organization as a whole. The problem that needs to be
addressed is the poor business writing skills of the sales
team.

Why is the learning being requested?
What issue or problem does it need
to address

Why?

The sales manager is requesting the training. It would
be mandatory for her 8-person team to take the training
to improve their business writing skills.

Who is requesting the learning? Who
will the learning be targeted at?

Who?

The issue can be addressed through training that
includes examples and scenarios that are familiar to the
sales team, so that they can identify with and
incorporate the knowledge.

How can the issue or problem be
addressed?

How?

The sales manager is requesting that the training is
instructor-led, as a one-day class that her team can
attend.

What is the best way to address the
issue or problem? What learning
format should be used (online,
instructor-led, etc.)? What else, if
anything, should be considered?

What?

The sales manager would like the training to be
delivered before the end of the quarter. She would like
there to be a takeaway job aid or quick reference guide
for her team to refer to as needed.

When does the learning need to
occur? What are the timeframes for it
to take place?

When?
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 Exercise 4: Reviewing How to Conduct a
Needs Assessment

 20 to 30 minutes

In this exercise, you will use your knowledge of conducting a needs assessment to answer the following
questions.

Keep in mind this scenario, from the previous lesson: You are working as an ID in your organization,
and the head of human resources has come to your group with a specific need for the group to develop
some training on working with difficult coworkers.

1. In determining needs, it is important to realize who is requesting the change and what change
is being asked for. Who is requesting the change in this scenario? What is the change being
asked for?

2. What data gathering methods might you use to assess the instructional needs? Prepare to
discuss your answers with the class.

3. If you were to use the observation method of data collection, how might you go about this?
Prepare to discuss your answers with the class.

4. Use the blank needs analysis table to fill in what it might look like after you have met with
the head of HR to discuss the training needs. To access the table template, open Needs
Analysis Chart.docx. Some questions to consider asking include:

Why is the learning being requested? What issue or problem does it need to address?
Who is requesting the learning? Who will the learning be targeted at?
How can the issue or problem be addressed?
What is the best way to address the issue or problem? What learning format should
be used (online, instructor-led, etc.)? What else, if anything, should be considered?
When does this learning need to occur? What are the timeframes for it to take place?
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Solution

1. The head of the human resources department is requesting the change. The change is that
employees will be able to get along, work with, and be productive with coworkers they may
not get along with.

2. Answers will vary but may include interviewing the head of HR, as well as specific employees
about their experiences. Or, you may want to create a focus group of employees to discuss
their experience in working with difficult colleagues.

3. Answers will vary but may include that you will observe one or two employees on the job to
see what issues they encounter when working with others in their job.

4. Answers will vary. To see an example of a filled-in chart, open Needs Analysis Chart-HR
course example.docx.

❋

2.2. The Basics of Goal Analysis

The goal analysis is another one of the steps that instructional designers take when determining
instructional needs.

 2.2.1. The Purpose of Analyzing Goals

The purpose of analyzing goals is to determine the goals of the learner, that is, what the learner needs
to be able to do after completing the learning. Unlike the needs analysis, the instructional designer is
not tasked with determining the problem; rather, he or she is focused solely on the solution to that
problem.

The following are some example goals:

Perform a calculation.
Write a business letter.
Print a worksheet.

 2.2.2. The Process of Analyzing Goals

Once the problem has been determined by the needs analysis, the goal is often apparent to the ID.
Instructional design expert Robert Mager devised a process for analyzing goals that are not clear cut:

1. Write down the goal.
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2. Determine what behaviors learners would need to demonstrate to achieve this goal.

3. Analyze the list of behaviors, selecting those that represent the goal that is not clear cut.

4. Using these behaviors, write a statement that describes what exactly the learner will be able
to do.

5. To ensure you have clarified the goal, look at the goal statement and ask: if the learner was
able to achieve each performance, would he or she have achieved the goal? If yes, then you
have properly clarified the goal.

Let’s say that for our business writing course, we have an initial goal that is too vague.

Initial goal: Be a better writer.
Desired behaviors:

1. Use proper grammar and spelling.

2. Become familiar with the basic rules of English.

3. Write an effective email, with proper spelling and grammar.

4. Write an effective business proposal, with proper spelling and grammar.

Which behaviors represent the vague goal?:

1. Write an effective email, with proper spelling and grammar.

2. Write an effective business proposal, with proper spelling and grammar.

Statement describing exactly what learner will be able to do: Write effective emails and
business proposals, demonstrating proper spelling and grammar.
If the learner could achieve this, would he or she have achieved the goal? Yes, so this goal has
been clarified.

 2.2.3. Setting Goals

The goal setting process can be straightforward or more complex. It is easy for people, including the
person or group requesting the instruction, to lose sight of the overall goal.

One technique IDs can use to focus on the goals of the instruction is known as the functional analysis
system technique, or FAST. FAST is a simple chart that the ID fills in, working backward, starting
with practices that are established, to obtain the larger goal or goals.
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The FAST chart uses simple verb/noun pairs. Here is an example FAST chart:

By starting with the action of eating well, you arrive at the final goal of being healthy.

❋

2.3. How to Conduct a Task Analysis

Task analysis is another step in the analysis and objective setting process. Task analysis occurs after the
needs assessment and the problem to be addressed by the instructional design has been identified.

 2.3.1. Purpose

The purpose of the task analysis is to determine the content that will make up the instruction and to
also determine in what order the content will appear.

The Morrison, Ross, Kemp approach to instructional design states that the task analysis answers solves
three problems for the ID:

1. What content is required for the learning to take place.

2. The identification of subtle steps.

3. The ID gains insight into the learner’s perspective.

Gagne describes task analysis as a series of procedures performed by the instructional designer in order
to gather information needed for the instruction.

 2.3.2. Methodology

There are a number of approaches to task analysis, and the specific approach taken by the ID will vary
based on what type of learning is being developed.

The Morrison, Ross, and Kemp (MRK) method says that the goals that are derived from the needs
assessment and the analysis of the learner, specifically what knowledge and background the learner has,
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influence the content that is required for instruction. This information is the starting point for the ID,
in developing objectives.

This approach states that there are three methods for task analysis:

Topic analysis: Topic analysis works similarly to creating an outline, beginning with major
information and working down to secondary information. A topic analysis provides information
on the content that will make up the learning, as well as its structure. The content can be
procedures, skills, facts, concepts, rules, or principles.
Procedural analysis: A procedural analysis aims to identify steps that make up tasks. In this
part of the task analysis, the ID will usually work with a subject-matter expert and walk through
the steps in the procedure, in as close to the “real-world environment” as possible.
Critical incident method: The critical incident method uses an interview format, wherein the
instructional designer interviews the subject-matter expert to determine what skills and
knowledge are required to complete the task.

The ID will use the three methods, and the information gathered from all three methods is compiled
and used by the ID to write the tasks in the instruction.

The following is what these might look like for one of the sections in the business writing course:
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 2.3.3. Procedures

The procedures in a task analysis process can vary by method; however, all methods have in common
the goal of obtaining information about the tasks and content that will form the instruction.

The following are common task analysis procedures, depending on the type of instruction:

Document analysis: Analyzing documents used by employees for possible revision.
SME involvement: This is a point in the design process where IDs often work with SMEs,
who have intimate knowledge of the subject, to help outline tasks.
Flowchart or map: IDs can create a flowchart or a map with tasks and subtasks, which can
help visualize learner tasks.

Here is a sample mindmap from the business writing course:
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 Exercise 5: Reviewing How to Conduct a
Task Analysis

 20 to 25 minutes

In this exercise, you will use your knowledge of conducting a task analysis to answer the following
questions.

Keep in mind this scenario, from the previous lesson: You are working as an ID in your organization,
and the head of human resources has come to your group with a specific need for the group to develop
some training on working with difficult coworkers.

1. What three problems should the task analysis address, according to the Morrison, Ross, Kemp
method?

2. How might you conduct a task analysis in this situation? Prepare to discuss your answers with
the class.

3. What tasks might you determine are necessary in the instruction? Prepare to discuss your
answers with the class.
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Solution

1. The task analysis should address what content is required for the learning to take place, the
identification of subtle steps, and insight into the learner’s perspective.

2. Answers will vary but may include working with a SME who has extensive knowledge in
dealing with difficult people, as well as analyzing the current policies and procedures that HR
has in place.

3. Answers will vary but may include learn about different personality types, use different forms
of communication, utilize feedback, and escalate the situation to a manager if need be.

❋

2.4. Analyzing the Learner

Analyzing the learners who are going to be taking the instruction is an important step for the instructional
designer. The ID should strive to determine the learner’s skills, knowledge, and attitude toward the
learning before designing the instruction, by creating a learner profile.

 2.4.1. Similarities and Differences in Learners

Learners will generally share some characteristics, as well as differ in some ways. It is the job of the
instructional designer to analyze learner characteristics and consider these when designing the instruction.

For example, say you are designing a training program for teachers on how to manage their classrooms.
Some teachers may be new, having never taught in a classroom beyond their student teaching experience,
and some may be veteran teachers with years of experience in front of students. So while all of the
teachers would have prior knowledge of teaching, along with education, their experience level would
likely differ.

The job of the ID would be to create instruction that would be beneficial and useful to both sets of
learners.

 2.4.2. Learner Characteristics

Analyzing learner characteristics will help drive the instruction. The Dick and Carey model of
instructional design outlines a number of characteristics that the ID should consider:

Entry behaviors: What do learners need to know prior to taking the instruction? What is the
prerequisite knowledge that learners must have?
Prior knowledge: What do learners know about this topic already?
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Attitudes toward content/delivery system: Do learners have preconceived notions about the
content and/or the way it will be delivered?
Academic motivation: Are learners motivated to take this training? Is it something interesting
to them or will it merely be to fulfill a requirement?
Education and ability levels: What are the learners’ ability levels and educational background?

Conducting a learner analysis can be done through:

Surveys: The ID can create a survey and distribute it to a selection of future learners.
Pretests: A pretest is a series of questions to gauge learner knowledge before training is designed.
Interviews: Interviews can be conducted with future learners by the instructional designer.

Using the previous example of designing training on classroom management for teachers, the learner
characteristics profile might look something like this:

Entry behaviors: This instruction will be online training that teachers will take on their own,
so they should have basic computer knowledge. They also are certified teachers so have teaching
knowledge and skills, with varying levels of classroom management experience.
Prior knowledge: All of the teachers have teaching knowledge, to varying degrees.
Attitudes toward content/delivery system: Most of the teachers are well versed in using a
computer and all have at least basic knowledge in this area.
Academic motivation: The teachers are being required by their district to take the training,
so there may be varying degrees of buy-in.
Education and ability levels: All of the teachers are certified, so all have an advanced degree
of teaching, as well as at least student teaching experience

 2.4.3. Learner Environment

Another factor to consider is the environment in which the learner will be taking the instruction. Will
the learning take place in a classroom with an instructor? In small groups with a facilitator? Individually
online? It is important to keep in mind learner environment when designing instruction.

Learner environment will affect how the instructional designer both designs and delivers the training.
In the example of the business writing course, the learning will take place in a classroom.

For the ID, this means that group activities, such as role playing, can be incorporated. Students can
interact with each other and share experiences. There will need to be an instructor who is facilitating
the learning.

If the course was an online course, the needs would be different. Activities would have to be created
in such a way that they could be completed individually, for example.
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 Exercise 6: Reviewing How to Analyze
Learners

 20 to 30 minutes

In this exercise, you will use your knowledge of analyzing the learner to answer the following questions.

Keep in mind this scenario, from the previous lesson: You are working as an ID in your organization,
and the head of human resources has come to your group with a specific need for the group to develop
some training on working with difficult coworkers.

1. You are going to conduct a learner analysis with a survey. Design a survey and prepare to share
it with the class.
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Solution

The following are some possible survey questions, although answers will vary.

1. Have you previously taken a course on working with difficult colleagues?

2. Do you see an issue in the workplace in you day-to-day life? Do you feel this training will be
relevant to you?

3. Have you taken previous training through the HR department? What was the training? Did
you feel it was effective?

4. What is your highest level of education completed?

5. Do you prefer web-based learning or classroom learning?

❋

2.5. How to Develop Objectives and Goals

Determining and developing instructional goals and objectives are a critical part of the instructional
design process.

 2.5.1. Difference between Goals and Objectives

Instructional goals differ from objectives:

Goal: A general statement regarding the intention of the instruction.
Objective: Usually more detailed and specific than a goal; objectives describe how the learning
will affect the learners. Objectives should be measurable.

For example, in our hypothetical business writing course, imagine we are working on the objectives
for the lesson on proper email etiquette. The objectives for the course could include:
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When writing a business email, students will be able to construct a subject line that
appropriately summarizes the topic of the email in less than five words.
When writing a business email, students will use an appropriate salutation for the specific
audience when beginning the email.
When writing a business email, students will keep the email to an appropriate length of no
more than three paragraphs, if possible.
When writing a business email, students will use an appropriate closing, with a signature line
that conveys their contact information.

One of the most popular approaches in the world of instructional design to setting goals is Robert
Mager’s approach. Mager identifies three components that IDs need to consider when generating
performance objectives:

Performance: What is the learner expected to be able to do when finished with the instruction?
Condition: What condition or conditions will be present?
Criterion: How will the learner perform the action?

In our example of creating a business writing course, these three might look like the following:

When writing a business email (condition), the learner will create a message (performance) that is
concise and appropriate (criterion).

 2.5.2. Translating Goals to Objectives

Clear instructional objectives, the intended outcome of the learning, are important from both the
learner’s perspective, as well as the ID’s perspective. Clear objectives can make designing the content
an easier job for the instructional designer.

An objective should describe what the learner will be able to do after completing the instruction, in a
way that is either measurable or observable. Most instructional designers reference Bloom’s taxonomy
when writing instructional goals.

As you may recall from the previous lesson, Bloom’s taxonomy is divided into three domains:

Cognitive: Dealing in knowledge and understanding.
Affective: Dealing in the emotional realm.
Psychomotor: Dealing in physical skills.

Most of the time, instruction is focused on cognition, and so the cognitive domain is used most
frequently.
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The following table shows the six levels of the cognitive domain, starting from most basic and moving
to most skilled, along with common verbs used to describe the intended outcome of instruction.

VerbsLevel

Identify, describe, define, list, recall, recognizeKnowledge
Comprehend, discuss, distinguish, locate, interpretComprehension
Apply, construct, demonstrate, carry out, useApplication
Analyze, contrast, differentiate, compareAnalysis
Create, develop, compile, propose, integrateSynthesis
Evaluate, assess, criticize, support, defendEvaluation

So in our example of creating a lesson on proper business email etiquette, our objective would likely
be in the Application level, since the student is applying learning by actually writing an email. Some
of the objectives might be, then, using Application-level verbs:

Students will demonstrate their knowledge of email salutations by writing the salutation line
of a business email to a client.
Students will use what they have learned about proper email length to write the body of the
email message.
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 Exercise 7: Reviewing How to Develop
Objectives and Goals

 20 to 25 minutes

In this exercise, you will use your knowledge of creating objectives and goals to answer the following
questions.

Keep in mind this scenario, from the previous lesson: You are working as an ID in your organization,
and the head of human resources has come to your group with a specific need for the group to develop
some training on working with difficult coworkers.

1. What is the difference between a goal and an objective?

2. In our HR training scenario, one of the goals is: Given a situation when the learner has to
work with a difficult coworker, the learner will be able to resolve conflict and maintain a
peaceful working environment. What are some objectives that could be derived from this
goal? Prepare to discuss your answers with the class.
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Solution

1. A goal is more general, a statement regarding the intention of the instruction, whereas an
objective is more detailed, describing how the learning will affect learners.

2. Answers will vary but objectives might identify how difficult personalities affect the workplace,
describe the communication process, and list ways to handle conflict when it occurs.

Conclusion

In this lesson, you have learned:

1. How to conduct an instructional needs assessment.

2. What a goal analysis is and how to conduct one.

3. How to conduct a task analysis.

4. How to analyze the learner and why it is important.

5. How to develop instructional goals and objectives.
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LESSON 3
Learning Design Concepts

Topics Covered

 How to organize instructional content.

 About the design plan.

 About standard instructional design sequencing models.

 About instructional strategies.

 About different delivery formats.

 About layout and course design.

 How to use pictures, graphics, and multimedia effectively.

 How to use animations and interactions effectively.

Introduction

The next step of the instructional design process involves learning design concepts. The ID will begin
to organize content and think about how it will be best presented so learners get the most out of the
instruction.

❋

3.1. Organizing Content

One of the most important jobs of the instructional designer is to make sure that content is organized
appropriately, so learners get the most out of the instruction. This is especially important when there
is a large volume of content.

 3.1.1. The Levels of Organization

George Posner, a curriculum expert, divided the instructional levels of organization into macro and
micro levels, as well as vertical and horizontal dimensions.
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Macro and Micro Levels

The macro and micro levels involve the following:

Macro: The overall learning, such as the overall course or the program of study. For example,
in our hypothetical course on business writing skills, the course itself in its entirety is the
macro level of instruction. If the course was going to be part of a larger training program,
such as a communication skills program, this could also be considered the macro level.
Micro: The micro level of instruction would be on a more granular level. Lessons, activities,
and tasks can be considered micro-level instruction. In the business writing course, we may
have a lesson on the parts of speech, broken down into topics on verbs, nouns, adverbs, and
adjectives. The lesson ends with a quiz on identifying the various parts of speech in business
texts. All of these elements could be considered the micro level of instruction.

 3.1.2. Vertical and Horizontal Dimensions

Most learning utilizes both vertical and horizontal dimensions. The vertical and horizontal dimensions
involve the following:

Vertical: The vertical dimension of instruction would be as if we are looking at the training
in a linear fashion. In our business writing course, learners will take each lesson sequentially,
with a quiz after each lesson and a final assessment to test what was learned. Knowledge will
build on itself until the course is completed and ideally the final objectives and goal are
achieved.
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Horizontal: The horizontal dimension refers to linking across topics that are the same level
of complexity. In the business writing course example, learners may take a lesson on the parts
of speech. The complexity level of these concepts are equal.

 3.1.3. Questions to Ask

When organizing content, the ID should keep in mind both scope and sequence.

Scope: Will the instruction be delivered over time, in person, such as an instructor-led class?
Or will it be delivered as an hour-long online course? How much information needs to be
delivered?
Sequence: Will learners need to complete certain milestones before learning new milestones?
In what order will the information be delivered?

❋

3.2. Standard Sequencing Models

There are a number of sequencing models that are standard in instructional design practice. These
models can provide an instructional designer with a basis for organizing content.

 3.2.1. Known to Unknown

In the known to unknown model of sequencing, learners first review what they are already familiar
with and then move on to unknown concepts.

In a course about using Microsoft PowerPoint, the course first teaches how to open the program, which
most people are familiar with. Students may even be familiar with opening a new slideshow and adding
text or pictures. Eventually, the course moves on to less familiar topics such as animations, adding
music, and so on.

 3.2.2. Simple to Complex

The simple to complex model begins with simple concepts before moving on to more complex ones.

In a sales course on making phone calls to customers, start by teaching about introductory greetings,
which most people are familiar with. The course later moves into complex topics, such as developing
and delivering a sales pitch over the phone.
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 3.2.3. Dependent vs. Supportive Relationship

In the dependent vs. supportive relationships model of instructional design, the learner must master
one concept, which is a supportive content to the dependent concept.

In a course on Microsoft Word that is delving into how to merge address labels, the learner must first
know how to create and format the document that contains the label information, before it can be
merged. The merging concept is dependent on creating the document.

 3.2.4. Job Performance

The job performance model moves through steps of a process as it would be performed on the job. In
a course about leading effective meetings, the course would first teach how to create an agenda and
then move into how to schedule the meeting. Then, it would progress to how to facilitate an effective
meeting. Finally, it would cover how to follow up with meeting participants. The sequence of the
course are the steps in the process.

48 | LESSON 3: Learning Design Concepts

EVALUATION COPY: Not to be used in class.



 Exercise 8: Reviewing Standard
Sequencing Models and Organizing Content

 20 to 25 minutes

In this exercise, you will use your knowledge of organizing content and the standard sequencing models
to answer the following questions.

Keep in mind this scenario, from the previous lesson: You are working as an ID in your organization,
and the head of human resources has come to your group with a specific need for the group to develop
some training on working with difficult coworkers.

1. Imagine you want to sequence a lesson on strategies learners can use to deal with difficult
coworkers. The content that needs to be covered includes using a mediator, negotiation
techniques, handling conflict, and formal consequences for inappropriate behavior. How
might this lesson be sequenced? Prepare to discuss your ideas with the class.

2. In a lesson on how morale affects turnover, you want to first provide an example of a
disgruntled worker and how his attitude affects those around him and then move into how
poor morale affects workers. This is an example of which sequencing model?

3. In a lesson on different forms of communication, you decide to start with verbal
communication and then move to other communication, such as nonverbal and cultural. This
is an example of which sequencing model?

4. In a lesson on handling conflict, you first begin with a topic on the different forms of conflict
and then move on to how to handle each form. This is an example of which sequencing model?
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Solution

1. Answers will vary but may include the job performance model. In this case, you would begin
with handling conflict and then move into a more complex topic, which would be negotiation
techniques. The logical next step in a process of handling a difficult coworker would be using
a mediator. Finally, the formal consequences topic would be appropriate, since this is a logical
final step in the process.

2. This could be the known to unknown model, as learners are likely familiar with disgruntled
coworkers and then can move into learning about the theory of morale and the workforce.

3. This could be the simple to complex model. Verbal communication is the most simple form
of communication that most people deal with, moving to more complex communication
ideas, such as nonverbal.

4. This could be the dependent vs. supportive relationship, as the methods for handling conflict
depend on knowing which conflict you are dealing with.

❋

3.3. Instructional Strategies

When organizing instruction, it is helpful for the ID to be familiar with instructional strategies so that
learning can be effectively facilitated.

 3.3.1. Learning Environments

The next section will focus on instructional delivery formats and go into more detail on the various
ways that instruction is typically delivered. It is important to take into consideration the learner’s
environment when organizing content:

If learners are going to be taking instruction in a classroom setting, it is important to know
how many students will be attending. If it is a small group, then small-group activities and
other interactive scenarios will likely work. If it is a larger group, the instructional designer
may need to think of different ways to foster interaction, perhaps larger-group role-playing
situations.
If the learning will be facilitated by an instructor, this is called direct teaching. If an instructor
is going to be teaching the instruction, it is often useful for the ID to include instructor notes,
to help guide the instructor and even point out areas where students may need more instruction.
If the learning will be online learning, small-group activities will not work. It would be
important for the instructional designer to know ahead of time if all students have basic
computer skills and access to a computer or other device. Often in online courses, a “how to
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navigate this course” section is included, since students often do not have the ability to ask
for help in person, unless they have access to IT professionals in their workplace. The same
can be said for webinars; students must have computers with Internet hookups to participate.
This is something that the instructional designer should consider when designing training.

 3.3.2. Instructional Strategies

Instructional strategies are how the learners will experience the training. Lecture and demonstration
activities are two that most people are familiar with; however, they do not always work best in an
instructional design setting.

There are a number of different activities that can be incorporated into the learning by the ID, depending
on the learning environment and the instructional goals and objectives that have been developed.

It can help to determine what is being taught, to determine which strategy to use.

The following are the common instructional elements and some strategies to teach them:

Facts

Facts are basic elements that need to be learned and remembered. According to Bloom’s, they are
usually in the knowledge area of the cognitive domain.

The following are some examples of facts:

You use the PowerPoint Animation pane to add animations to your graphics.
The New York Stock Exchange (NYSE) is the world’s largest stock exchange, located in New
York City.
The Bcc field in email stands for “blind carbon copy” and allows you to copy people on an
email without the other recipients knowing.

The best way to teach a fact is often through repetition, as well as identifying similarities and differences.
This can be done through examples and nonexamples.

Facts should be repeated and chunked appropriately, that is, so that it is logically grouped.

Concepts

Concepts are slightly more complex than facts, usually in the comprehension level of Bloom’s taxonomy.

A concept is an idea or a notion.
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The following are examples of concepts:

The ADDIE instructional design model.
Negotiation tactics in dealing with difficult employees.
Microsoft Word Track Changes feature.

Teaching concepts can be accomplished through discrimination, having the student determine the
concept versus a nonexample, as well as through classification. In classification, the learner notes how
things differ and what is similar.

Rules

Rules are the relationships between concepts. Rules can be “if, then” or cause and effect, for example.

Examples of rules include:

If you misspell something in Microsoft Word, a red line will appear under it.
Low employee morale can lead to high turnover rates.
Following up with a potential client after a sales call can close the deal.

Rules can be taught with a summary/review process, where the rules are presented, for example, in a
list, and then the list is again presented in review as a graphic.

Procedures

Procedures are made up of steps, and are usually in the application level of Bloom’s taxonomy. Procedures
are more complex instructional elements. An example of a procedure would be:

1. Open the Microsoft Word document you want to print.

2. From the File menu, select Print.

3. View a print preview and select any options you need to change.

4. When ready to print, click Print.

Procedures are often taught through practice, introducing the procedure, and then having the learner
demonstrate the practice.
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 Exercise 9: Reviewing Instructional
Strategies

 15 to 25 minutes

In this exercise, you will use your knowledge of instructional strategies to answer the following questions.

Keep in mind this scenario, from the previous lesson: You are working as an ID in your organization,
and the head of human resources has come to your group with a specific need for the group to develop
some training on working with difficult coworkers.

1. In the course, you want to introduce learners to the negotiation process. Which instructional
element might this be, and how would you teach it? Prepare to discuss your answer with the
class.

2. You also want learners to understand healthy boundaries. Which instructional element might
this be, and how would you teach it? Prepare to discuss your answer with the class.
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Solution

1. This could be an example of a procedure, since the process likely has steps. Teaching a
procedure can be done by listing out the steps and then having learners practice these steps
in a real-world environment. If your training were to be in a classroom setting, students could
role-play the steps of the negotiation process, for example.

2. Healthy boundaries is most likely a concept, since this is an idea. Teaching concepts can be
accomplished through discrimination. Perhaps you would have an exercise where students
would determine if scenarios display healthy boundaries or not.

❋

3.4. Delivery Formats

There are a number of different common formats for instruction.

 3.4.1. Instructor-Led Training (ILT)

Instructor-led training, or ILT, is instruction via an instructor, or facilitator, to a learner or a group of
learners. This learning usually happens in person, but more and more, participants take courses virtually,
via teleconferencing tools such as WebEx and Skype.

For example, a company may provide ILT to employees on how to use a new software program. The
employees would be in a classroom-like environment, being presented the learning by a facilitator.

Advantages of ILT include:

Ability of learners to ask questions.
Facilitator can provide real-time demonstrations.
Learners can participate in group activities with others, enhancing their learning experience.

Disadvantages of ILT include:

Scheduling can be difficult.
If the learning is to be delivered in person, travel costs may become a factor for an organization.
Learners are restricted in terms of when they can take the learning.
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 3.4.2. Self-Paced Learning

Self-paced learning usually consists of online courseware sometimes including video tutorials that
learners access by themselves at their own pace. Learning happens via computer.

Advantages of self-paced learning include:

Learners can take instruction at their own pace and when it is most convenient.
This type of training may provide cost savings to an organization, since they do not have to
pay for travel costs for an instructor.
Learning can happen anywhere and at any time.

Disadvantages of self-paced learning include:

Some self-paced learning does not include the ability of learners to ask questions.
Learners may “tune out” more than in a class with an instructor.
Requires computer equipment and that all users have a certain level of technical knowledge.

 3.4.3. Virtual Classroom Learning

Virtual classroom learning is ILT that takes place via computer, in what is known as a “virtual classroom.”
Students are able to interact with instructors and other students via web chats and even with voice in
certain situations, via a phone or computer (with Voice over IP).

Virtual classroom training can take place over the course of a few hours, a day, or many days. It requires
students and the instructor to have web-conferencing software, such as WebEx or GoToMeeting.

Advantages of virtual classroom learning include:

Training usually can happen at the convenience of the learner.
Even though it is not face-to-face learning, users can still participate and interact with the
instructor and other students.

Disadvantages of virtual classroom learning include:

If the online classrooms become large, students and instructors may have difficulty interacting
with each other.
Computer access and a certain level of technical skill are required.
A lack of face-to-face interaction unless video conferencing software such as Skype is used.
Students may not have this software.
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 3.4.4. Blended Learning

Blended learning combines instructor-led training and online training. Face-to-face, instructor training
is combined with computer

Advantages of blended learning include:

Combination of face-to-face interaction with some self-paced can make learning more
interesting to students.
Ability to ask questions of the instructor or other learners.

Disadvantages of blended learning include:

Classroom management can become an issue for instructors, due to the multiple modalities.
Instructor preparation for class is often more involved and time consuming.

 3.4.5. Webinars

Webinars can be either live or recorded online events where participants usually participate via
web-conferencing software and sometimes a phone connection. Training is delivered to large numbers
of people, sometimes in the thousands.

Some training organizations use webinars to allow participants to hear from experts. Often a chat
feature is enabled, allowing participants to submit questions and comments.

Advantages of webinars include:

A large number of students can participate in learning.
Students can be located anywhere geographically.

Disadvantages of webinars include:

Technology issues sometimes arise, especially if the webinars have a large number of
participants.
They are somewhat impersonal and often have a lecture-type feel.

The following table, based on Cindy Huggett’s book Virtual Classroom, illustrates the differences in
the formats:
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 Exercise 10: Reviewing Delivery Formats
 10 to 15 minutes

In this exercise, you will use your knowledge of delivery formats to answer the following questions.

1. The graphic design department of your company is purchasing a new design software next
month. They have a group of 12 designers in offices across the United States who need to be
trained on the software quickly. It’s essential that each student come away from the training
fully ready to use the new software so that productivity will remain consistent during the
transition. Which delivery format should be used to train the designers?

2. The sales team at your multinational company is based in the United States, the UK, and
Japan. There are 85 members of the team across these three locations. A new sales-tracking
web-based program is being rolled out next quarter, and the sales team needs to receive training,
which is expected to be three hours in length. Which delivery format should be used to train
the sales team?

3. You have been hired by a restaurant chain to help design training on a new register system
that the restaurant is going to start using. All servers and managers, 25 in total, are going to
be attending a kickoff meeting on the new system at the restaurant’s headquarters. Which
delivery format would you recommend to train the restaurant workers?
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Solution

1. Virtual classroom learning. The group is dispersed, so it’s most cost effective to complete the
training online. Since time and accountability are factors, it’s important to complete the
training with a live instructor, who can guide them through the material quickly and ensure
that all students are paying attention.

2. Self-paced training. Since the team is large and dispersed across three different countries that
are also in different time zones, self-paced training would be beneficial to use in this situation,
as well as a cost effective training option, since the training itself will be fairly brief. Each sales
team member would be required to complete the training on his or her own, via computer,
within a certain timeframe.

3. Instructor-led training (ILT). Since the group will be meeting at the restaurant’s headquarters
and is moderately sized, it would make sense to have them receive the training in person, from
an instructor who is knowledgeable and skilled in the new system.

❋

3.5. Layout and Course Design

When working with creating course materials, it is likely that IDs will use illustrations of some sort;
they may be photo images, graphics, graphs, animations, and so on. There are some basic design best
practices that can help instructional designers create meaningful courses.

There are studies that show that the majority of learners need to see information in order to learn it.
For example, using illustrations can help learners see how things are related, grouped, and organized.

 3.5.1. Visual Design in Instructional Design

There are a number of visual elements that instructional designers use to enforce learning.

Timeline: Used to show a sequence of events.
Flowchart: Can illustrate a procedure or set of ordered steps.
Diagram: Useful for explaining a system.
Photograph: Used to show a real-world example.
Chart: Visual way to represent relationships in quantity.
Screen capture: Useful when illustrating computer procedures.
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❋

3.6. Using Pictures, Graphics, and Multimedia

Graphics, pictures, and multimedia elements can enhance instruction, no matter its format.

 3.6.1. Basic Design Concepts

There are a number of design concepts that can make instruction more engaging for learners.

If designing online training, if possible, present one item per screen. Do not overwhelm the
learner with multiple learning elements per screen.
Use visuals that are appropriate. Do not clutter the screen or the page with unnecessary visuals.
This will distract learners.
When utilizing text, be sure to use a common typeface and be consistent. Do not mix typefaces.

 3.6.2. What Visual Elements Work Best in Instructional Design?

There are some best practices to follow when designing instruction involving which design elements
work best.
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Graphics: Graphics are useful for illustrating ideas or concepts. For example, when discussing
different countries’ GDPs, students might be more apt to remember the figures if each country’s
flag was shown on screen with the GDP number.
Video: Video might be utilized when you want to showcase an expert on a topic. This could
be in an online course or in a classroom setting, when the person cannot be there in person.
Use short clips if possible, to hold the learner’s attention (unless the entire course is video
based). If you were creating a sales course and had access to a video clip of a well-known
salesperson sharing tips, it would be useful to add it to the course.
Infographics: Infographics can help visually illustrate a process, especially one with many steps.
A flowchart is an infographic that could be used to show the steps in the process of creating
a formula in Excel.
Animations: Animations can be useful in online courses to show dynamic content, for example,
how to edit a photo with photo-editing software.

 3.6.3. Visual Design Best Practices

One of the most basic best practices for visual design is the acronym CRAP. CRAP stands for:

Contrast: Avoid using elements that are too similar, for example, the same size font, the same
color shapes, or the same line widths. Contrast can help your learner differentiate between
different text and graphic elements. Contrast shows the learner the element that is clearly
dominant.
Repetition: Be sure to repeat certain elements throughout the learning, to provide coherence.
For example, if you are using yellow boxes to show learner tips, repeat the use of yellow boxes
throughout the course; don’t suddenly switch to green boxes. In the same way, using a color,
shape, or font theme throughout the learning can help organization of your content. Learners
will recognize that certain elements represent certain things, such as the yellow box representing
tips.
Alignment: In both text and graphic placement, be sure that every element on your screen or
page is intentionally placed. If text on one screen is left-justified and on the next screen it is
centered, this can cause learner confusion.
Proximity: When placing similar items on a page, especially graphic items, group them together
so that they become “one unit.” Proper proximity can help organize information for the
student.

It is important to make conscious decisions when creating content, whether it be text-based or graphic
content.

❋
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3.7. Using Animation and Interactions

When developing online training, instructional designers are often called upon to utilize both animations
and interactions: tools that can help keep learners engaged in the instruction.

Some popular design software for online courses includes Microsoft PowerPoint and Adobe Articulate
and Captivate. All of these programs allow instructional designers to animate content and create
interactions.

 3.7.1. Animations and Interactions: Best Practices and Tips

When creating animations and interactions for an audience, it is important to keep in mind the
following:

Minimize the use of special effects. It is often tempting to utilize a lot of bells and whistles,
but too many special effects can be distracting for learners.
Use interactions intentionally. Users will likely have to click through or otherwise interact
with this feature, so having an interaction on every page could become tedious and distracting.
On the flip side, sprinkling interactions throughout an online course can help keep learners’
attention.
More audio and less text may work better in animations and interactions. That way, the
learners’ attention will be on the visual and audio content, versus trying to read text as well
as take in what is going on on screen.
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 Exercise 11: Reviewing Course Design
Multimedia Concepts

 15 to 25 minutes

In this exercise, you will use your knowledge of design elements to answer the following questions.

Keep in mind this scenario, from the previous lesson: You are working as an ID in your organization,
and the head of human resources has come to your group with a specific need for the group to develop
some training on working with difficult coworkers.

1. What does the acronym CRAP stand for?

2. In the HR course, you would like to use some video clips of experts speaking about morale
and other concepts. What should you keep in mind?

3. You want to show the steps for providing constructive feedback to employees. What visual
element might you use to visually represent this?

4. You are demonstrating a computer programming concept and need to show the code that the
user should enter. What visual element might you use to represent this?

5. You are designing a photography course would like to show a brief history of photography
through the past 100 years. What visual element might you use to represent this?
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Solution

1. Contrast, Repetition, Alignment, Proximity

2. The clips should be short, so that they hold the learner’s attention and do not overwhelm him
or her with information.

3. Answers will vary, but you could use a flowchart to illustrate the steps in the process, moving
from restating the message, to offering criticism, to focusing on goals.

4. Answers will vary, but it would be useful to use a screen capture to show the code on screen.

5. Answers will vary, but you could include a timeline to show the sequence of events over the
past 100 years.

❋

3.8. The Design Plan

The design plan is often the first element that the ID will create, often with the help of the SME, on
the way to organizing and ultimately creating and delivering instruction.

 3.8.1. Define the Design Plan

A design plan, sometimes, known as a design document, is a preliminary document that lays out various
information that has been collected, as well as the plan for the design of the instruction.

The following elements may be included in a design plan:

Results of the learner analysis: intended audience.
Results of the needs assessment and task analysis.
Instructional layout.
Timing of lessons.

When constructing the design plan, the instructional designer will take into account how the information
will be sequenced and organized.

The following is the beginning of the design plan for our hypothetical course on business writing:
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 3.8.2. How Is it Used to Construct Learning?

After the design plan has been reviewed by any potential stakeholders, if necessary, it becomes the basis
for creating the instruction. It is the “bones” of the instruction, providing a framework for the creation
of, for example, the lessons, tasks, activities, quizzes, and assessment that a course will contain.
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 Exercise 12: Reviewing Design Plans
 20 to 30 minutes

In this exercise, you will use your knowledge of design plans to answer the following questions.

Keep in mind this scenario, from the previous lesson: You are working as an ID in your organization,
and the head of human resources has come to your group with a specific need for the group to develop
some training on working with difficult coworkers.

1. Use the blank design plan template to create a design plan for the course. Add more topics
and lessons if need be. To access the table template, open Design Plan.doc

2. Who might review the design plan before you proceed with developing the course?
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Solution

1. Answers will vary. To see an example of a filled-in design plan, open Design Plan-HR
course example.doc.

2. HR should review the design plan, since they requested the training. There may be other
stakeholders who should review, such as management. As an ID, you should determine who
needs to sign off on the plan.

Conclusion

In this lesson, you have learned:

1. How to organize instructional content.

2. About the design plan.

3. About standard instructional design sequencing models.

4. About instructional strategies.

5. About different delivery formats.

6. About layout and course design.

7. How to use pictures, graphics, and multimedia effectively.

8. How to use animations and interactions effectively.
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LESSON 4
Developing and Implementing Learning

Topics Covered

 About learning processes.

 How to distribute and implement the learning.

 About learner support.

 How to follow up on the instruction.

Introduction

In the next phase of designing a course or training, the instructional designer will work on developing
and implementing the learning.

❋

4.1. Learning Processes

Understanding learning processes can help the instructional designer to develop instruction that is
going to be meaningful to learners.

 4.1.1. Memory

Memory is the learner’s ability to take in, process, and store information, retaining it for future use
and reference. When designing training, it is important for an instructional designer to keep in mind
a learner’s memory. This may sound obvious, but often it is not.

The very definition of learning involves processing information for storage and later retrieval in long-term
memory.
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 4.1.2. Cognitive Load

Building on the theory of memory, cognitive load has to do with what is known as a learner’s working
memory. Working memory refers to the area of the brain that processes information. Cognitive load
is the amount of activity that working memory experiences during the learning process.

Cognitive load theory, or CLT, says that working memory is limited. It can be limited by a number
of demands:

Intrinsic: Intrinsic demands reflect the level of information that needs to be retained. In
instructional design, intrinsic load usually cannot be changed.
Germane: Germane demands occur when the learner is constructing new schemas. A schema
is when the learner’s mind constructs a framework to remember and process information.
Learning experts believe that germane cognitive load has a positive effect on learning.
Extraneous: Extraneous demands are based on how the learning is delivered. If the delivery
causes demands on the learner’s cognition, retention of the information will suffer. The
instructional designer can affect this aspect of cognition.

How does this theory affect what an ID does? Most learning theorists agree that working memory can
retain seven pieces, or chunks, of information. Another recommendation is to avoid redundant or
repetitious information, which helps the learner’s cognitive load remain low. Using visual and auditory
information can also relieve cognitive load, thus helping learners process and retain information.

In our hypothetical course on business writing, we would make sure that the lessons did not contain
too much content so that the learner would be overwhelmed.

For example, say we had the following topics in a lesson on email and instant messaging:

Email Subject Lines
Email
The Body of the Email
Email Signatures
Responding to Email
Using the Cc and Bcc Fields Appropriately
Instant Message Statuses
IMing: Keeping it Brief
Using Professional Language in IMs
Follow Office IM Policies
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This is so much information that it would probably be better to split it into two different lessons, one
on email and the other on instant messaging. This is an example of extraneous load, how the training
is delivered. This is something that the ID can and should be in control of.

 4.1.3. Behaviorism

Another learning process theory is that of behaviorism. Behaviorism says that the mental processes that
a learner goes through cannot be studied. What can be studied is the behavior that the learning produces.
Therefore, the focus should be on the desired behavior.

In instructional design, the designer uses objectives and goals, measurable behavior, that the learner
should be able to perform when the instruction has been completed. Instructional goals are framed
within observable terms that are specific. The ADDIE model is a good representation of behaviorism
in instructional design.

For example, in a class on using Photoshop to edit pictures, behaviorism’s focus would be on getting
the learner to that goal, of being able to edit a picture.
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 Exercise 13: Reviewing Learning
Processes

 10 to 15 minutes

In this exercise, you will use your knowledge of learning processes to answer the following questions.

1. What is meant by the term working memory?

2. The crux of behaviorism is that what cannot be measured? And what can be measured?

3. According to cognitive load theory, what is meant by extraneous learning?
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Solution

1. Working memory is a term that relates to the cognitive load theory. Working memory is the
part of the brain that processes information. Cognitive load is, then, the amount of activity
that working memory experiences during the learning process.

2. The theory of behaviorism says that a learner’s mental processes cannot be measured; however,
his or her behavior can.

3. Extraneous learning is a result of how the training is developed. Therefore, this is something
that is within the control of the instructional designer.

❋

4.2. Development Tools

In the course of developing training, the instructional designer may use any of a number of programs
to aid development.

The following are some commonly used programs and applications:

1. Captivate: An Adobe product used to develop eLearning. Captivate is useful when creating
demonstrations and simulations, in particular. It can also capture screen actions and convert
PowerPoint files to Flash files.

2. Dreamweaver: Adobe Dreamweaver is used to develop eLearning. Dreamweaver uses a “What
You See Is What You Get” (WYSIWYG) format, allowing authors without extensive knowledge
of HTML to develop with it. It is a web design program.

3. Flash: Adobe Flash is also used for the development of eLearning that will be played in the
Adobe Flash player. Flash is especially useful for developing interactions and game-based
courseware.

4. Articulate and Storyline: Articulate and Articulate Storyline are two products used to develop
eLearning. Both programs integrate with Microsoft PowerPoint and allow authoring of online
and mobile courses. Storyline is especially suited for scenario-based eLearning.

5. Camtasia: TechSmith’s Camtasia program is used in instructional design to create simulations
and videos, in particular. Camtasia allows the user to record screen actions and audio
simultaneously.

6. InDesign: Adobe InDesign is used to create manuals and other print and digital material.
InDesign can publish content that is suitable for tablet devices.
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7. Quark: Another tool for developing print courseware is QuarkXPress, which is another
program that uses a WYSIWYG format, allowing for easier authoring. The latest version of
QuarkXPress allows users to create apps.

8. Photoshop: Adobe Photoshop is graphics software used to create and edit images, in particular,
photo images. More recent versions of Photoshop allow for 3D image creation.

9. Illustrator: Adobe Illustrator is a graphics program used to create and illustrations and graphics.
It is especially suited for graphics that involve text elements.

10. Server applications: Server applications include such things as Windows Server and database
software. These applications are used to host content and learning management systems
(LMSs).

11. WebEx: WebEx is a Cisco product used to host webinars. It can integrate voice and video,
along with &A sessions. It is possible to integrate WebEx with an organizations’ learning
management system.

12. Adobe Connect: Adobe Connect is web-conferencing software that is used to host webinars.
It incorporates voice and video and can also be used as a rapid eLearning development tool.

This list of development tools is not all-inclusive. Instructional designers may work in other programs,
such as PowerPoint or Word, among others, as well.

❋

4.3. Learning Distribution and Implementation

During development of instruction and into the implementation phase, how the instruction will be
distributed and implemented is another thing that the instructional designer must consider. In this
phase of instructional design, the ID must consider how the teacher will be prepared and how the
learners will be prepared for the instruction.

 4.3.1. Facilitator Plan

The facilitator plan is a document that the instructional designer may create for the instructor, and is
most often used with the ADDIE model of instructional design, and it assumes that the course facilitator
will receive training prior to conducting the class.

A facilitator plan includes:

Identification of the instructor. What skills does the instructor need to facilitate the learning?
Sometimes, the instructor will need to possess certain credentials, for example, in highly
technical training such as Cisco certification.
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Schedule of training. When will the training take place? When will any Train the Trainer
events occur?
Train the Trainer information. The next section will detail Train the Trainer events. The
facilitator plan should include any information that the selected instructor will need to
participate in the Train the Trainer event.

The following is an example of a facilitator plan for the business writing course:

 4.3.2. Train the Trainer

In your role as an instructional designer, you may or may not be involved in the selection of the teacher
or trainer, if the instruction is to be delivered via a facilitator. The trainer will ideally have facilitation
skills. He or she will be responsible for not only delivering the instruction, but setting the pace of the
class, responding to learner issues, and even possibly providing subject-matter expertise if he or she is
knowledgeable in the content area.

Train the Trainer events can be used to prepare the instructor to deliver the content. In a Train the
Trainer session, the ID often acts as the facilitator, delivering the instruction to the instructor as if he
or she is the learner. Other information likely shared includes:

Results of the learner analysis
Goals and objectives of the learning
Any other relevant information

In the business writing course, you might run a Train the Trainer session to walk through the chosen
instructor on the learners, who are mid-level managers who frequently need to communicate with
clients. The goal of the training is to effectively communicate via email and letter. You would want to
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share with the instructor that the learners come from a variety of backgrounds and that they do not
consider themselves skilled writers.

The following is an example of a Train the Trainer agenda for the business writing class:

 4.3.3. Preparing Students

Preparing students for training helps to ensure that they interact with the instruction effectively.

Part of this phase of design is identifying how many students will take part in the instruction. If the
training will take place in a classroom, classroom logistics will need to be determined, possibly by the
ID.

Another aspect of preparing students is identifying any communication that needs to take place before
instruction begins. Students should be notified of information pertinent to the training, including any
prerequisite information that they need to have completed before the class or training takes place.

In our example about creating a business writing course, the class is going to consist of 12 midlevel
managers. Each manager uses a laptop, and they will need to bring these to class to practice some
writing activities. You or the instructor would compose an email that will be sent to students a week
before training, letting them know they should bring their laptops to class:
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 Exercise 14: Implementing and Distributing
Learning

 20 to 25 minutes

In this exercise, you will use your knowledge of implementing and distributing learning to answer the
following questions.

Keep in mind this scenario from the previous lessons: You are working as an ID in your organization,
and the head of human resources has come to your group with a specific need for the group to develop
some training on working with difficult coworkers.

This training will take place in a classroom setting as online training.

1. How will you prepare students for the training? Are there any prerequisites that you think
they should possess? Prepare to discuss your answers with the class.

2. You are preparing a facilitator plan for the HR training, and you need to suggest a type of
facilitator. What type of teacher would be an ideal facilitator for this class?
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Solution

1. Answers will vary but may include that the training will be delivered online and learners’
systems must meet certain requirements, so they should check their system setup ahead of
schedule. You would need to communicate this to learners ahead of time.

2. Answers will vary but may include the ideal facilitator will have experience in managing
different personalities and a familiarity with the workplace the training will take place in. This
could be someone from HR, a mediator, or a facilitator with experience in managing different
personalities.

❋

4.4. Conducting a Pilot Class

One way to determine if the instruction that has been created is effective is to run a pilot or test class.
Ideally, the pilot class will be with a group of students or others acting as students. This is a chance for
the instructional designer to assess if the learning is effective and if there are any issues that become
apparent that need to be addressed before the training goes “live.”

If the course is online training, the pilot class can illustrate any technical issues as well as content issues.

During the pilot class, useful information for the instructional designer to collect includes:

Goals and objectives: Were the course’s goals and objectives achieved or does the instruction
need to be adjusted?
Topic order: Do the topics and lessons flow well? Is there any need to reorder any of the
instruction’s elements?
Timing. Is the timing of the course accurate? Does any content need to be adjusted?

❋

4.5. Learning Support

A key consideration in implementing instruction is learner support, no matter the instruction’s delivery.
Especially if the instruction is in the form of e-learning that will be taken individually by learners, it is
integral to have a support system in place.

 4.5.1. Who Will Support Learning?

If learning is delivered in a classroom setting, learner support will be provided by the instructor.
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If learning is delivered online, the instructional designer must consider how students will receive support.
Issues may come in the form of technical problems, from inability to log into the course to issues with
navigating through the course.

Many online courses contain a Help section, which learners can consult when they are having problems.

In terms of content support, again, in a classroom setting learners have the ability to speak to instructors
face to face. In an online course, will learners be able to participate with an instructor or SME in any
way?

 4.5.2. How Will Learners Be Supported?

Support can happen at the level of an individual instructor in a classroom setting to an online Help
file in an online setting.

Another aspect of learner support to consider is organizational support. If you, as the ID, are designing
training for learners in your own organization or within a different company, it is important to consider
and decide on managerial support.

Back to our previous example of creating an instructor-led course on business writing, imagine your
next task is to create an online course on proposal writing. This course will be taken individually by
students online, on their own time.

You need to consider how they will be supported. The course model includes a technical FAQ section,
where learners can find answers to common questions such as how to mute their audio and navigate
from screen to screen.

If they have questions about the content, learners are going to be told to send them to their managers,
who will then collect all of the questions and send them to you. You will then be in touch with the
subject-matter expert who helped with the course to get answers. This plan will be communicated to
learners before they begin taking the course:
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 Exercise 15: Supporting Learners
 15 to 25 minutes

In this exercise, you will use your knowledge of how to support learners to answer the following
questions.

Keep in mind this scenario, from the previous lessons: You are working as an ID in your organization,
and the head of human resources has come to your group with a specific need for the group to develop
some training on working with difficult coworkers.

This training will be conducted via an online course that students will take individually.

1. Since you are creating an online course, there will not be an instructor present for students.
How will they be supported if they have questions about the content?

2. What should a learner do if he or she has a technical issue with the course?

LESSON 4: Developing and Implementing Learning | 85



Solution

1. Answers will vary but may include that learners can escalate any questions to the HR
department. HR members should be able to answer most questions that arise, especially if the
training leads learners to question organizational policies.

2. Answers will vary but may include that the company’s IT department is equipped to assist
with any unanswered technical issues.

❋

4.6. Following Up

Another step in the implementation process is following up on the training. In your role of instructional
designer, you may need to follow up on the implementation in the following ways:

Meet with stakeholders to ensure that they are satisfied with the learning.
Check in with the instructor to determine if any issues have arisen. If the instruction is going
to be taught multiple times, there may be an opportunity to make improvements to it before
its next iteration.
If the course is conducted online, monitor for any technical issues that may need to be
addressed. This may involve meeting with an IT department.

In our business writing course, if the course is going to be taught a second time, we may check in with
the facilitator to determine if anything needs to be changed. For example, maybe the facilitator
determines that the lesson on writing business proposals takes too long to deliver in a classroom setting.
This gives you an opportunity to alter the lesson before the next training class takes place.

Conclusion

In this lesson, you have learned:

1. About learning processes.

2. How to distribute and implement the learning.

3. About learner support.

4. How to follow up on the instruction.
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LESSON 5
Evaluating the Effectiveness of the Learning
Topics Covered

 About why evaluation is important.

 About Kirkpatrick’s four levels of assessment.

 How to assess knowledge, skills, behavior, and attitude.

 About formative and summative evaluations.

 About measuring return on investment (ROI).

Introduction

The final step in the instructional design process is evaluating the effectiveness of the learning.

❋

5.1. Why Evaluate: The Importance of Evaluation

An important aspect of learning is assessing its success and effectiveness, both as the learning is taking
place and after it is completed. There are a number of reasons for this.

For evaluation that takes place during learning, facilitators can use this information to address
specific areas in the learning.
Clients want to know if learning objectives were achieved.
The instructional designer will want to incorporate any information gained into a future
iteration of the course or other courses.
The ID will also need to know if any follow-up learning should be delivered.
The learners’ manager will want to know if her employees gained the necessary skills to improve
their on-the-job performance.
The organization will want to know if their training investment has paid off.
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 5.1.1. What Is the Purpose of Evaluating?

The purpose of evaluating is mainly to determine if the goals and objectives of the learning have been
achieved.

❋

5.2. Kirkpatrick’s Four Levels of Assessment

Kirkpatrick’s four levels of assessment is a framework for measuring learning effectiveness. Developed
in the late 1950s and updated multiple times since then, the levels provide a way for training to be
updated so it can be improved in the future.

 5.2.1. Reaction: Level 1

Reaction measures the learners’ reactions and feelings about the training. This level essentially asks:
Did they like the training? The ideal outcome is for learners to feel positive about the training, that it
was effective and enjoyable.

The information gained from this level can be used to improve future training.

To measure reaction, IDs often use surveys or questionnaires issued to students. Questions to ask could
include:

Did you feel the instruction was effective?
What are your thoughts on the facilitator?
What were the strengths and weaknesses of the instruction?

 5.2.2. Learning: Level 2

The next level is level 2, the learning level. This level seeks to answer the question: Did they learn it?
The ideal outcome for this level is that learners’ knowledge will have increased as a result of the training.

The learning objectives that the instructional designer outlined during the process are what should be
measured at this level.

The learning level is often assessed through an end-of-course quiz to determine if the learning objectives
were achieved. Sometimes, the questions can be issued before training begins and then after it is
completed, to measure achievement.

88 | LESSON 5: Evaluating the Effectiveness of the Learning

EVALUATION COPY: Not to be used in class.



 5.2.3. Behavior: Level 3

The next level is behavior. Did they use it? In other words, did learners apply the knowledge that they
gained? It’s important to keep in mind at this level that there may be barriers to behavior changes.
Perhaps learners did gain new knowledge but are unable to apply it on the job because of management’s
reluctance to change. Conditions have to be favorable for a behavior change to take place.

Measuring behavior is something that should take place over time. One way to accomplish this is to
go into the learners’ workplace and observe behavior. Other means of gathering this information could
include interviews with learners or their supervisors and questionnaires. It is important to note if the
behavior change is being supported within the organization.

 5.2.4. Results: Level 4

The final Kirkpatrick level is the results level. The question here is: Was the impact of the instruction
felt in the organization?

At this level, the ID analyzes the results of the learning. This may be the most difficult level to measure.
Like the behavior level, this level needs to be assessed over time, post-training. Depending on the
training, considerations could include things such as:

Has employee turnover decreased?
Has employee job satisfaction increased?
Are there fewer customer complaints?

At this level, like level 3, measuring would likely take place over time. Measurement involves measurable
results, such as increased sales figures, higher scores on customer satisfaction surveys, or decrease in late
deliveries, for example.

 5.2.5. More on Kirkpatrick’s Four Levels of Assessment

There are some considerations to keep in mind about Kirkpatrick’s four levels of assessment. The third
and fourth levels, behavior and results, may be impractical to assess. It can be expensive and time
consuming to evaluate learners on these two levels.

The model is a scientific model of assessing learning, but in reality, utilizing all four levels is often
impractical.
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 Exercise 16: Reviewing the Four Levels of
Assessment
 15 to 20 minutes

In this exercise, you will use your knowledge of Kirkpatrick’s levels of assessment to answer the following
questions.

Keep in mind this scenario from the previous lessons: You are working as an ID in your organization,
and the head of human resources has come to your group with a specific need for the group to develop
some training on working with difficult coworkers.

1. You are planning to interview a few participants of the training to determine their reaction
to it. What are some questions you might put on the questionnaire you plan to administer?

2. How might you measure behavior on learners who took the course?

3. Can you think of ways you might assess the results level?
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Solution

1. Answers will vary but may include: did you think the training worked? Did you think the
facilitator was skilled? Is there anything you would change about the way the training was
delivered?

2. Answers will vary but may include the following: at some point after the training was complete,
you could spend a few hours with the team, watching them work and noting if they were
experiencing less conflict. You could also speak to the learners’ manager to see any changes
have been noticed.

3. Answers will vary but may include meeting with the team’s manager and human resources a
few months after training is complete to go over if a decrease in conflict on the team has been
noticed. Another thing to do would be to ask if employee turnover has decreased.

❋

5.3. Assessing Knowledge, Skills, Behavior, and Attitude

Instructional design ultimately seeks to bring about change in knowledge, skills, behavior, or attitude.
In our business writing class, we wanted students to improve their writing skills, which would be a
change in knowledge and skills.

 5.3.1. How to Conduct Evaluations

The purpose of evaluations is to determine the level of success of the learner, that is, have instructional
goals and objectives been met? Two criteria for determining this are validity and reliability.

When designing evaluations, the ID should attempt to ensure that the evaluations are valid. A valid
evaluation is one that allows the ID to determine if learners met the objectives. They should also be
reliable. A reliable evaluation is one that, if administered at different times to the same learner, would
produce the same results.

 5.3.2. Tools

So what tools does an instructional designer need to assess these changes?

Question-based Tests: Used for measuring knowledge and skills obtained. For example, if
you created a course on the basic features of PowerPoint, you might evaluate learner skills
and knowledge using a 20-question test on the topics that were covered.
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Observation: Used for measuring attitude change and behavior. If the course was on motivating
employees as a manager, to evaluate this, the learner could be observed in interactions with
employees.
Direct testing: Used when specific skills need to be evaluated. For example, in a course on
creating a sales spreadsheet, learners may create an actual spreadsheet for the evaluation.
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 Exercise 17: Reviewing How to Assess
Knowledge, Skills, Behavior, and Attitude

Changes
 15 to 20 minutes

In this exercise, you will use your knowledge of assessing changes in knowledge, skills, behavior, and
attitude to answer the following questions.

Keep in mind this scenario from the previous lessons: You are working as an ID in your organization,
and the head of human resources has come to your group with a specific need for the group to develop
some training on working with difficult coworkers.

1. You would like to determine if the students have learned how to resolve conflict. How might
you do this?
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Solution

1. Answers will vary but may include that you could observe the learners in the workplace,
looking for a situation that causes conflict, and then assess how they respond.

❋

5.4. Formative and Summative Evaluations

Two different forms of evaluations are often used in instructional design, to assess if learners have
gained the knowledge that they should have:

1. Formative evaluations.

2. Summative evaluations.

 5.4.1. Formative Evaluations

The purpose of formative evaluations is to evaluate learning as it is taking place. Formative evaluations
serve to guide the learning, by gathering learner feedback.

Often, formative evaluations employ qualitative rather than quantitative feedback. This feedback can
be used to guide learners as the instruction continues.

For example, in an online course, a formative evaluation may take the form of a quiz at the end of a
topic. If the learner gets a question wrong, the course can be designed to take the learner back to the
specific screen where the information was, so that he or she can review it.

 5.4.2. Summative Evaluations

The purpose of summative evaluations is to determine the overall effectiveness, or the sum, of the
learning at its conclusion. Summative evaluations are most often quantitative; that is, a score will be
recorded.

That score can be used for a variety of things. In a workplace, it is often recorded and reported to a
supervisor as proof that learning was achieved.

 5.4.3. When to Use Each Type

Formative evaluations take place as the learning is going on. An example of a formative evaluation is
an end-of-lesson quiz.
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Summative evaluations take place at the conclusion of the learning. An example of a summative
evaluation is an end-of-course assessment. In an online learning environment, they are often required
to be completed for learning to be considered complete.

In our course on business writing, an example of a formative evaluation might be a check-in quiz at
the end of each lesson. These could include traditional question types such as multiple choice, or it
could include more interactive assessments, such as composing an appropriate email message. Feedback
would be constructive in that it would point the learner to concepts in the lesson.

A summative evaluation might be the end-of-the-course assessment. This could be 20 questions utilizing
traditional formats, such as multiple choice and fill-in-the-blank. The feedback would be minimal, and
the score recorded in the organization’s learning management system (LMS) for collection by the
learning administrator.

 5.4.4. Writing Assessment Questions

Writing assessment questions is an important part of the evaluation process since they are a common
way to measure if goals and objectives have been achieved.

There are a number of most-often-used assessment question types:

Multiple Choice: The stem question, followed by answer choices. Only one is correct.
Multiple Response: The stem question, followed by answer choices. More than one answer
is correct.
True/False Questions: The stem statement, which the learner marks as either a true or false
statement.
Fill-in-the-Blank Questions: A statement, containing one or more blanks that should be filled
in by the student.
Matching Items: Typically consist of two columns, where the student matches the items in
the second column to match items in the first column.

The following are examples of these assessment question types:
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 Exercise 18: Reviewing Formative versus
Summative Evaluations

 15 to 20 minutes

In this exercise, you will use your knowledge of formative and summative evaluations to answer the
following questions.

Keep in mind this scenario from the previous lessons: You are working as an ID in your organization,
and the head of human resources has come to your group with a specific need for the group to develop
some training on working with difficult coworkers.

1. You create an assessment test that contains 25 questions that is going to be given to learners
after they complete the course to test their knowledge. Is this an example of a formative or
summative evaluation?

2. Using this information from the course, write an assessment question and be prepared to share
it with the class: As a first step in trying to deal with the coworker, it is often advisable to
speak with him or her privately about the situation.

3. At the end of lesson 1 of the course, you have added a three-question test your knowledge
quiz that the facilitator can use to determine if he or she needs to go back over any of the
previous material. Is this an example of a formative or summative evaluation?
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Solution

1. This is an example of a summative evaluation as it takes place at the end of the learning,
assessing overall learning by students.

2. Answers will vary but you could write a multiple choice question, such as: What is an often
effective first step in dealing with a difficult coworkers?

A. Speak to your manager about the issue at hand.
B. Speak to the coworker privately.
C. Ask another coworker if he or she has had issues with the difficult person.

3. This is a formative evaluation, as it takes place during training and can be used by the instructor
to make changes to learning as it is taking place.

❋

5.5. Return on Investment (ROI)

Clients are often concerned with the training’s return on investment (ROI). After investing money,
time, and resources to train employees, it becomes important for stakeholders to know that the
instruction has paid off.

 5.5.1. Importance of Measuring ROI

Return on investment for clients can justify the money and resources spent on the training. In an era
when companies are cutting costs, training is often an expense that must be justified to upper
management to be approved. Therefore, organizations want to know that it will be worth the investment.
They want a tangible way to measure results and see change.

For instructional design professionals, return on investment can equate to satisfied clients, which can
in turn lead to repeat business.

 5.5.2. How to Measure ROI

Measuring ROI can depend on the training need that was addressed. For example, if the training was
to address an increase in customer complaint calls to a company, then to measure return on investment,
the organization would determine how many complaint calls were coming in after training was
completed.
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If the goal of the course was to increase sales in an organization, a measurable return on investment
would be increasing sales figures.

In our business writing course, measuring the ROI could first include assessing learners post-training.
Can they now write an appropriate business communication? In other words, can they apply what they
have learned, achieving the course’s objective?

The original issue that precipitated the need for the learning was customer complaints. Have complaints
decreased since the training was completed? This would indicate that value was achieved and the training
was indeed successful.

Conclusion

In this lesson, you have learned:

1. About why evaluation is important.

2. About Kirkpatrick’s four levels of assessment.

3. How to assess knowledge, skills, behavior, and attitude.

4. About formative and summative evaluations.

5. About measuring return on investment (ROI).
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