
Analysis 

Overview
The Analysis phase consists of a full range of planning and analysis functions and tasks that are important to the overall success of the learning solution. Through a proper analysis, the "Who, What, Where, Why, and By Whom" is determined. Instructional courses and systems that are developed, updated, or revised based on objective, valid, and reliable analyses are more likely to provide accurate, appropriate, and effective instruction for the target population.

During the Analysis phase, the Instructional Development Team conducts various types of analyses (e.g., target audience, content, task, learning, and media). The Instructional Development Team should carefully review project requirements to ensure that they conduct the appropriate types of analyses and that they collect the data required to make effective instructional decisions. 
During the Analysis phase, it is important for the Instructional Development Team to determine if the course will be “new” (i.e., new content), or if it will be a course conversion or update. If the course is to be converted or the course materials already exist, the Instructional Development Team should begin by validating the existing content, starting at the learner analysis. The Content Delivery Strategy Tool should be used during the Analysis phase. This tool will help developers organize the existing information which would otherwise be captured during a thorough analysis. When the Instructional Development Team completes the Content Delivery Tool, they can use the Delivery Media Analysis Tool to determine the appropriate training delivery solution for the course.
Tasks

The major tasks to consider in the Analysis phase include:
Note: The nature and scope of each project determines which types of analyses are conducted, as well as the order in which they are conducted. While the Analysis phase activities are listed sequentially, they can be completed in whatever order is most appropriate. Depending on the nature of the project, the Instructional Development Team may not need to complete some activities. 

	1.
	Learner Analysis (Target Population)

	2.
	Environmental Analysis

	3.
	Job and Task Analysis

	4.
	Content Analysis

	5.
	Learning Analysis

	6.
	Media Analysis


Data Collection

Explanation

Data collection is utilized through the analysis process. The Instructional Development Team may select from a variety of methods to collect data, and the methods that they select depend on the purpose and the context for the particular analysis. In some cases, using a combination of methods provides the most accurate information, since the data collected can be compared and validated.

The five most often used data collection methods are as follows:

1. Review existing data (e.g., competencies, performance reviews, and course evaluations)

Much of the data required for the analyses may already be documented in other sources. The Instructional Development Team can use a variety of documents, including policy directives, manuals, handbooks, courses, personnel reviews, and course evaluations to gather relevant data. While the types of documents they use will depend on the type of analysis they conduct, reviewing multiple sources enables the Instructional Development Team to cross-check the validity of the data. The Instructional Development Team should ensure that only the most stable and current versions of any documents are used.

2. Conduct interviews

Interviews involve active interchanges between the interviewer and the source(s). Sources could include other course managers, Subject Matter Experts (SMEs), instructors, top performers, and others that may be able to provide the information. The nature of the interview can vary depending on the size and scope of the project. The interview can be conducted in person or by telephone, and can be conducted with one individual or a group of individuals. Depending on the size, scope, and requirements of the project, interviews can be very formal, highly structured interchanges with prepared questions, or very casual interchanges, conducted with a great deal of flexibility.

3. Conduct observations

Conducting an observation involves watching as an individual completes a task, and taking detailed notes about what the individual actually does while performing the task. This method can provide valuable information about how a job is done, as well as information about problems an individual may have in completing the task, when used systematically. 

Observational data can be collected in a structured or unstructured fashion. A best practice is to use an unstructured method of observation to obtain an initial feel for a situation and then follow up with a structured observation. Structured observations reduce the potential for bias, increase the reliability of observations, and result in a more accurate data report. To ensure the accuracy of the data, it is advisable to observe the task being completed several different times by different individuals.

4. Facilitate focus group meetings

Focus groups are meetings with groups of people who are familiar with the job or subject matter. They are used to gather and dispense information quickly and to build rapport between the Instructional Development Team and personnel within an organization. Focus group meetings are used to accomplish the following:

· Solicit opinions about actuals, optimals, attitudes, causes, and solutions

· Determine options and range of alternatives

· Prioritize information

· Make individuals aware of what is happening

· Build rapport and solicit support

5. Surveys and questionnaires

Surveys and questionnaires are forms that contain sets of questions designed to gather specific information from a targeted population. They gather data from a potentially large number of respondents. Often they are the only feasible way to reach a number of reviewers large enough to allow statistical analysis of the results. Surveys and questionnaires can use a variety of question formats, and are typically designed to collect information from a random sample of respondents. 
Analysis planning should always take into consideration the possibility that the analysis process will be constrained in some manner, such as by time, cost, environmental conditions, or management's reluctance to support the analysis. However, regardless of the constraints encountered, adequate planning before starting an analysis will help ensure that the analysis is conducted by an Instructional Development Team in an effective and efficient manner.
Process

The following steps should be considered during the data collection process:

· Identify data requirements and sources

· Determine collection methods

· Select collection tools/procedures or develop

· Identify collection protocols

· Prepare personnel to conduct analysis activities

When collecting data, the Instructional Development Team should consider which, and how many, individuals need to be involved in the analysis.
If the target audience is small, the Instructional Development Team can include the entire population. However, if the population is large, the better option is to include only a sample of the population. A sample is a small portion of the population, and possesses the same characteristics as the larger group from which it is drawn. To ensure that the sample is representative of the larger population, individuals should be selected randomly to participate in the survey or questionnaire. With a random sample, all members of the total population have an equal and fair chance of being selected to receive the survey or questionnaire.

One way to ensure that the sample is randomly selected is to assign numbers to everyone in the total population and then randomly select a certain portion of the numbers for inclusion. The Instructional Development Team should ensure that the sample represents the population as a whole.

Developing Tools

Tools used during the Analysis phase may include Commercial Off-the-Shelf (COTS) or custom-made products such as simple print checklists, lists of standardized questions (used to guide interviews or observations), or automated data collection tools. 

Regardless of the type of tool, the goal is the same – to standardize the data collection process. Data is more likely to be accurate and usable when it is collected using a standardized format.

Before developing a new tool, the Instructional Development Team should consult with available organizational sources to see if an agency or COTS tool already exists that can be used. If a suitable tool can not be found, it will need to be developed.

When developing tools, the Instructional Development Team should make the following considerations:

· Allow enough time to develop whatever tools are needed to conduct the analysis.

· If the tool is being newly developed, have qualified SMEs review the draft product to validate that it will serve its intended purpose.

· If the tool is print-based, allow enough time to reproduce and distribute copies to survey participants.

· Consider using an automated tool if the target population is large or widely dispersed.

Interviews/Focus Groups

Conducting an effective interview or focus group can be challenging. Unless a consistent process is followed, the Instructional Development Team may fail to gather data that is consistent enough to support the analysis.

Before conducting interviews or focus groups, the Instructional Development Team need to do the following:

· Identify the content areas to be covered.

· Develop a standardized list of questions for each content area.

· Review the list of questions with a knowledgeable SME to validate that it is comprehensive enough to provide the needed data.

· Establish guidelines for conducting the interviews or focus groups. 

When conducting the interview or focus group, adhere to the same format and ask the same questions in the established order. This is especially important if multiple interviews are conducted or if more than one analyst is involved in the data collection effort.

Survey

One approach for developing surveys and questionnaires includes the following:

· Determine what is needed and from whom.

· Develop a standardized list of questions.

· Review the list of questions with a knowledgeable SME to validate that it is comprehensive enough to provide the needed data.

· Prepare clear instructions for participants to follow.

· Pilot the survey or questionnaire and revise it as necessary. 

Protocols

In addition to data collection tools, the Instructional Development Team should also identify the protocols or guidelines that will be followed during analysis activities. Protocols help the Instructional Development Team understand how to carry out the analyses and interact with the client.

When establishing protocols, the Instructional Development Team should consider the following:

· Determine who will contact/schedule sources.

· Make clear to participants what they need to do and when they need to do it. The responsibility of contacting sources should be assigned to a specific individual who will help ensure sources are contacted in a consistent and timely manner, remain aware of their responsibilities, and will be at their assigned locations at the right time. 

· Identify how sources will be contacted.

· Determine how sources will be contacted. If enough time is available, initial contact can be made electronically or by mail. However, it is often advisable to follow up with a personal phone call to ensure participants clearly understand their role in the activity.

· Provide clear directions.

· Ensure participants understand clearly what they are expected to do. Directions, whether for attending an interview or completing a questionnaire, should be clear and easy to understand and provided in a timely manner. Providing participants with sufficient notice is especially important if their participation requires that they travel or be away from their assigned jobs for a significant period of time.

· Determine how follow-up contact will be provided.

· Ensure that each participant receives an acknowledgement, in writing or by phone, thanking them for their participation. Individuals who participate in focus groups and interviews, or who complete surveys and questionnaires, provide a valuable service.
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Resource: Analysis Planning Tool - Example
The Analysis Planner provided below is a useful tool for documenting an analysis plan. This is an example form that can be used to identify the context (including resources and constraints), the purposes (including information needed, information sources, and status of the information), and data collection methods and sources.

	Context

	Resources
	Constraints

	Managers
	Time and Money

	First Time Supervisors
	

	SMEs
	

	Existing Data
	


	Purposes

	Description
	Source
	Status

	Identify “Optimals”
	Master Task List
	On-Hand

	Identify “Actuals”
	Supervisors/Standards
	Need

	Determine Attitudes
	SMEs
	Need

	Identify Causes
	Supervisors
	Need Urgently

	Identify Solutions
	Determine After Cause Identified
	N/A


	Data Collection Methods and Sources

	Method
	Specific Source

	Review Existing Data
	Directives

	Conduct Observation
	Managers/Supervisors

	Conduct Interview
	SMEs

	Review Existing Data
	Master Task List
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Resource:

Survey/Questionnaire Development Checklist Job Aid
	Survey/Questionnaire Cover
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	Is the survey/questionnaire addressed directly to the respondent?
	

	Is the purpose of the survey/questionnaire clearly stated?
	

	Does the survey/questionnaire include appropriate introductory comments?
	

	Does the survey/questionnaire explain how the respondent was selected to receive the survey/questionnaire?
	

	Is the importance of responding to the survey/questionnaire explained?
	

	Does the survey/questionnaire explain how and when to respond?
	

	Is the respondent “Thanked” for participating in the survey/questionnaire?
	


	Survey/Questionnaire Directions
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	Are the directions clearly stated?
	

	Are the directions brief?
	

	Are the directions written for the appropriate audience?
	

	Do the directions include all of the information needed to respond to the survey/questionnaire?
	


	Survey/Questionnaire Items
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	Are the items and pages numbered?
	

	Are the items written to the appropriate reading and interest level of the respondent?
	

	Are white space and bold, highlighted, and underlined text used appropriately?
	

	Is there only one purpose per item?
	

	Is each item linked to a specific item type?
	

	Are the items clustered or grouped according to the parts of the job or task?
	

	Are the items primarily forced-choice items?
	


Task 1: Learner Analysis (Target Population)

Explanation

A learner analysis is another very important step in the Analysis phase. Without knowing who their audience is, the Instructional Development Team cannot design the instruction to fit the audience’s specific needs. A learner analysis involves analyzing the population targeted to receive the instruction, as well as the target population’s learning environment. The information gathered during this analysis enables the Instructional Development Team to make critical design decisions such as determining what instructional strategies and delivery methods will be most appropriate and effective for the learners. A learner analysis, or gathering information about the target audience, will help the Instructional Development Team determine the best instructional strategies and methods and the best delivery environment for their learners.

A learner analysis (sometimes called target audience or target population analysis) involves collecting data about the individuals targeted to receive the instruction. The analysis answers the following questions about the target audience:
· Who are they?

· What do they know?

· Where do they learn?

The data collected during a learner analysis is used to develop a profile of learner characteristics. This profile includes demographic information and specific information about the probable range of skills and knowledge on the subject matter possessed by individuals in the target population.

This data can be used to confirm that learners have the prerequisite knowledge and skills to successfully complete the instruction.

Process

Using data collection methods, gather the applicable information to define the target audience. Categories of information include, but are not limited to, the following:

· Entry behaviors: Pre-existing skills, knowledge, and attitudes (in general).

· Prior knowledge of topic area: Level of knowledge regarding learning topic.

· Attitudes toward content and potential delivery system: How do learners feel about the content and how it will be delivered (i.e., what is in it for me?)?

· Academic motivation: Is the audience interested in continued learning?

· Educational and ability levels: Achievement and ability levels of the learners.

· General learning preferences: Learning styles (i.e., how does the target audience learn most effectively?).

· Attitudes towards the training organization: The feelings about the organization delivering the learning (positive or negative).

· Demographics: General characteristics that learners may share (i.e., age, sex, formal educational levels, geographic locations, etc.) (Dick, Carey, & Carey, 2005, pp. 101-103).

Steps:

6. Identify data requirements

7. Collect, analyze, and validate data

8. Document findings and recommendations
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Resource: Learner Characteristics Data – Sample Questions
	Learner Characteristic Data - Sample Questions

	Who are they?

	What do they know?

	Where do they learn?

	Are they in the same geographic area or dispersed across the country?

	Who is the primary and secondary target audience?

	How large is it?

· Small (under 500)

· Medium (500 – 1,000)

· Large (over 1,000)

· Unknown

	What knowledge do learners currently have about the proposed training?

· Low (Little or no knowledge/proficiency related to the subject)

· Medium (Some knowledge/proficiency related to the subject)

· High (Thorough knowledge/proficiency related to the subject)

· Unknown

	Are they comfortable with technology?

	Are they open to learning new things?

	What is the formal education level?

· Secondary education only

· Undergraduate course work

· Undergraduate degree

· Graduate course work

· Graduate degree

· Professional certification

· Other

	Job Training and Experience

	Communication Skills

· Low (reading grade level 6-8)

· Medium (reading grade level 9-12)

· High (reading grade level above 12)

· Unknown


Task 2: Environmental Analysis

Explanation

An environmental analysis evaluates the environment in which the instruction and learning will take place. The purpose of an environmental analysis is to gather information about the environment in which instruction is to be applied. The Instructional Development Team need to understand as much as possible about the learner’s environment and the way it affects the learner’s ability to apply or access instruction (if instruction will be delivered via Distance Learning technologies). This information is critical when designing instruction. It impacts decisions the Instructional Development Team makes about course length, structure and delivery, as well as decisions about the use of instructional and assessment strategies The more closely aligned the learning environment is to the work environment, the more authentic the learning. 

This analysis determines two aspects of the learning context:

· What is – A review of the setting in which instruction will take place.

· What should be – Facilities, equipment, and resources that adequately support the intended instruction (Dick, Carey, & Carey, 2005, p. 105).

The information collected during an environmental analysis is used to make decisions about:

· Learning strategies

· Media types and instructional delivery methods

· Resource requirements (such as equipment and facilities)

Environmental analysis information is especially important if Distance Learning technologies are used to deliver instruction. The Instructional Development Team needs to understand what environmental constraints exist (such as bandwidth limitations or firewall issues) before designing or developing instruction.

Process

Using data collection methods, the Instructional Development Team gathers the applicable information to define the environment in which the instruction and learning will take place.

In the environmental analysis, the Instructional Development Team should focus on the following elements:

· Compatibility of Site with Instructional Requirements – Does the learning environment support the instructional goals?

· Adaptability of Site to Simulate Workplace – Can the Instructional Development Team simulate work environment factors in the learning environment that are critical to performance?

· Adaptability for Delivery Approaches – What are the limitations of the learning environment as well as the needed tools?

· Learning-Site Constraints Affecting Design and Delivery – Does the learning environment have any limitations that will affect the design and delivery of the instruction (i.e., incompatible computers, older technology, etc.) (Dick, Carey, & Carey, 2005, pp. 105-106)?

Steps:

1. Identify data requirements

2. Collect, Analyze and Validate Data

3. Document Finding and Recommendations

· Resource: Learner Environmental Data Sample Questions
	Learner Environment Data – Sample Questions

	What tools, equipment, and other resources will learners have available when they apply what they have learned?

	Under what conditions will learners use what they learn?

	What barriers in the workplace may prevent learners from applying what they have learned to do and how can these barriers be surmounted?

	What are the average training time increments available to learners?

· Minutes per day (30, 60, 90, other)

· Several consecutive days

· A full week

	What is the average amount of time learners have access to a PC?

· Minutes per day (30, 60, 90, other)

· Entire work day

· None

	Do learners have access to digital text technologies?

· Personal Digital Assistant (PDA)
· Internet-enabled cell phone

	Is a location available in which learners can receive training?

· Office

· Training room

· Field

· Home

· Other 

· Unknown

	Will learners have access to different technologies and tools?

· PDAs

· Internet-enabled cell phones

· Voice-over Internet Protocol (VoIP)

· Audio

· White board

	What is the noise level of the proposed training environment?

· Low (e.g., noise level maintained at a minimum)

· Medium (e.g., intermittent distractions)

· High (e.g., continuous distractions)


Task 3: Job and Task Analysis

Introduction

A job and task analysis is conducted only if the job and tasks are currently not documented. The Instructional Development Team should review the Universal Task List (UTL) and Target Capabilities List (TCL). Although many consider job and task analyses the same function, they are really analyses of two different items. A job analysis provides a detailed listing of the duties and tasks necessary to perform a specific job or mission. When completed, an occupational analysis provides a breakdown of a job into functions and tasks similar to the Job Task Analysis Taxonomy illustrated below. A task analysis is closely associated with an activity called job analysis. A task analysis takes the job analysis to a deeper level by further analyzing a task(s). A task analysis provides additional information about the tasks associated with job duties.

Data for the job and task analyses is collected from observation, interviews, and documentation. The following resources are available and coordinated through the National Training and Education Division (NTED):

· Approved requirements

· Sponsors, originators, and SMEs

· Government-Furnished Information (GFI)
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Explanation – Job Analysis

A job analysis is “the process of gathering, analyzing, and synthesizing descriptions of what people do in their jobs” (Dick, Carey, & Carey, 2005, p. 23).

Process – Job Analysis

The Instructional Development Team should consider the following steps during the job analysis:

4. Interview those who perform the job.

5. Interview those who work in the environment surrounding the job.

6. Inventory the tasks that comprise the job, grouping tasks according to common characteristic categories (duties).

7. Have SMEs and/or job incumbents analyze the inventory to determine whether the tasks are actually part of the job.

8. Collect data (e.g. survey) based on feedback. Sample questions may include:

· Is this a task performed as part of the job of the target audience?

· How frequently is the task performed?

· What percentage of the workday does the target audience spend on this task?

· How critical is it that task to the success of the job?

· How difficult is this task to perform?

9. Distribute the survey and have participants complete.

10. Analyze the survey results against set objectives for the survey data.
When observing expert performers at work, the Instructional Development Team should consider the following:

· Look for tasks currently being performed, as well as those that should be performed, but are not yet identified

· Search for any special, recurring wartime or local tasks

· Ask about the details of the tasks including:

· Equipment and tools needed

· Mission priorities

· Task criticality

· Number of people performing the task

· How frequently the task is performed

· Minimum standard of performance for the task (what determines the go/no go level?)
Explanation – Task Analysis
A task analysis takes the job analysis to a deeper level by further analyzing a task(s). A task analysis provides additional information about the tasks associated with job duties. During task analysis, each task is carefully analyzed to identify component elements and determine performance requirements.

A task analysis involves breaking a task down to identify the following:

· Subtasks (also called performance steps)

· Sequence of steps

· Conditions or limits under which the task will be performed

· Standard of performance that must be achieved

Breaking tasks down into subtasks, conditions, and standards provides a focus for training. This breakdown enables the Instructional Development Team to better understand the tasks and enables them to develop more accurate learning objectives and more effective instructional materials that are supportive of the tasks.
Process – Task Analysis
The Instructional Development Team should consider the following tasks when conducting a task analysis.

11. Select the desired task(s) to analyze.

A task is an observable and measurable unit of work activity that forms a significant part of a job. It has a definite beginning and end, typically involves people interacting with equipment, media, or other items, and results in a meaningful product or process. A task can include both physical and mental activities.

12. Develop task statements.
To ensure the development of quality task statements, the Instructional Development Team should follow specific guidelines and standards. These guidelines include the following:

· Write a separate, specific statement for each task.

· Begin each task statement with a present-tense action verb.

· Follow each verb with an object indicating the action to be performed.

Task statements should adhere to the standards provided below.
	Standard
	Correct 
	Incorrect

	Clear
	Perform basic first aid
	Accomplish buddy care

	Concise
	Maintain personal hygiene
	Accomplish necessary steps involved in the process of personal hygiene

	Complete 
	Complete Task Description Worksheet (Form No. 123)
	Inventory things

	Relevant
	Install course from Compact Disc (CD)
	Copy CD


The following statements are examples of task statements:

· Perform individual drill movements

· Sort mail

· Clean engine

· Write report

13. Identify subtasks detailing the relationships among elements, describing the tools and conditions used in performing the task(s), and describing the standards for successful performance.

Subtasks, or performance steps, specify the actions required to accomplish a task. Subtasks are groupings of work activities that, when combined, make up a task.

14. Examine each task statement to determine whether a task statement contains more than one group of activities that must be performed.

15. Review the complete list of subtasks for each task to make sure that no subtasks overlap and that the subtasks account for all performance required in the task.

16. Write a subtask statement for each subtask identified.
When writing subtask statements, the Instructional Development Team should follow these guidelines:

· Write a separate, specific statement for each subtask.

· Begin each subtask statement with a present-tense action verb.

· Follow each verb with an object indicating the action to be performed.

This sample demonstrates a breakdown of subtasks that comprise a task.
	Task
	Perform pre-operation inspection.

	Subtasks
	Check oil and coolant for proper levels.

Check tires for proper pressure.

Check all belts for excessive wear.

Check all hoses for leaks.


Conditions set forth the real-world circumstances in which a task is to be performed. Conditions describe:

· The equipment and resources needed to perform the task on the job

· The assistance, location, and safety considerations related to task performance

The following list provides examples of typical conditions for tasks:

· Given a first aid kit…

· Without the aid of references…

· In a field environment…

Standards provide the proficiency level expected when the task is performed. The following are typical conditions standards for tasks:

· Without error in accordance with policy…

· Within 10 minutes…

· By achieving 50% hits on the target…
17. Validate tasks

Have SMEs and/or job incumbents analyze the task descriptions as to their accuracy (i.e., is this really the task?)

Several techniques can be used to validate the task lists as shown in the table below:

	Function 
	Technique

	Verifying assembled task lists for an existing job
	· Questionnaires

· SME interviews

· Task observations of performance experts

	Developing a new task list for a new job
	· Interviews

· Questionnaires

· SME interviews


18. Select tasks for instruction.
After the task and subtask lists are verified, select the tasks to be instructed. Since instructional budgets and the time available for instruction are limited, it is often not economical or reasonable to include all tasks.

	Job/Task Analysis Data

	Item
	Description

	Job
	Job or portion of the job being documented

	Functions
	Highest level of job breakdown consisting of multiple tasks

	Tasks
	Job activities (behavioral or cognitive) consisting of multiple steps

	Conditions 
	Conditions under which the task is performed

	Criteria
	Standards under which the task must be completed

	Steps/Guidelines
	Steps (for procedural tasks) – Sequenced, discrete actions (behavioral) or thoughts (cognitive) required to complete a task

Guidelines (for principle tasks) – Guidelines required to complete the task

	References
	List of related regulations, reference materials, job aids, other training materials, etc.

	Tools
	Equipment, tools, or system information required to complete the step or apply the guideline

	Criticality
	Measurement of how essential the task is to job performance and the level of performance (pass/fail) or mastery

	Frequency
	Number of times the task is performed in a given period and in relation to other tasks
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Resource:

Target Capabilities List (TCL)/Universal Task List(UTL) Information  

The TCL/UTL information can be found on the following page of the
Website:
http://www.ojp.usdoj.gov/odp/assessments/hspd8.htm
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Resource:

Task Description/Task Breakdown Worksheet -Sample
The sample Task Description and Task Breakdown Worksheets that follow can be used to document data collected during the task analysis. These worksheets can be modified as needed.
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Resource: Task Analysis Worksheet - Sample
The sample Task Analysis Worksheet that follows can be used during the task analysis. 

Note: Skill can also refer to ones “Ability” to perform the task.
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Resource:

Subtasks – Data Collection
When collecting data, the Instructional Development Team should ask questions appropriate to the type of information being collected and consider asking questions like those listed in the table below.
	Subtasks

	To Identify…
	Ask the Question…

	Subtasks
	What does the learner do first?


	Conditions

	To Identify…
	Ask the Question…

	Tools or materials
	What is used to perform the task (equipment or computer)?

	Cues
	How does the learner know when to do what?

	Work environment
	Under what condition is the task performed?


	Standard of Performance

	What is the standard of acceptable performance?

	How does the Instructional Development Team know when the task is performed to satisfaction?

	Is the standard based on completeness?

	Is the standard based on accuracy?

	Is the standard based on time?


Task 4: Content Analysis

Explanation

During content analysis, the content needed to provide instruction for identified job requirements is identified and organized. The activity results in the development of instructional goals as well as a high-level hierarchy of the content learners must know. 

This type of analysis is appropriate for knowledge-based instruction. If the instruction to be developed is skill-based, the Instructional Development Team will conduct a task analysis, rather than a content analysis.

Content analysis provides detailed information about the content to be presented in a course. A careful analysis enables the Instructional Development Team to break the content down into smaller chunks of related information. 

These chunks of information are then organized into a logical hierarchy for presentation to the learner. Ideally, the most basic information is presented first, followed by material of increasing complexity. Structuring information in this way enables learners to acquire the foundational knowledge and skills needed to understand the increasingly complex information that follows

Process

Steps:
19. Review tasking.
The Instructional Development Team should review the tasking carefully to determine the scope of the instructional need as well as the subject matter. 

If the requirement is to update the instruction, the focus is on the educational requirements that need to be added, revised, or deleted. In this case, a full content analysis may not be required. However, if the course is being newly developed or converted to a new format, a thorough analysis will be required. The Instructional Development Team should ensure that the scope of the project is clearly established and that required resources (including SMEs) are available.

A careful review of the tasking also helps determine the content to be included as well as data sources that may be useful during the analysis. The Instructional Development Team should consider whether instructional content already exists that could be repurposed to meet the requirements of the current project.

20. Collect and analyze data.
Data for a content analysis are collected from documentation and interviews with appointed personnel. The following resources are available and coordinated through NTED:

· Approved requirements

· Sponsors, originators, and SMEs

· Government-Furnished Information (GFI)
21. Validate data and document findings.
Once the data has been collected and analyzed, it is advisable to have knowledgeable personnel review and validate the findings to ensure that the data is accurate and complete. 

After the data has been validated, the Instructional Development Team should ensure that findings and recommendations are documented as required by the client. Update references used in existing content as needed.
22. Review existing content.
Review NTED Course Catalogs to see if the training already exists. 
23. Write a high-level outline.
A thorough content analysis identifies the goals of the instruction and the content to be included. It also results in a high-level outline (hierarchy) of how the information will be organized and presented to the learner. This information is then further analyzed during learning analysis.
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Resource: Content Analysis – Data Collection
For each course, the Instructional Development Team should collect, validate, and document the following information during a content analysis:
	Item 
	Description

	Title 
	Course title

	Description
	Comprehensive course description

	Goals
	Broad course goals encompassing learner outcomes

	Objectives
	Measurable objectives stating what the learner will be able to do by the end of the course, to include terminal and enabling learning objectives

	Prerequisite(s)
	Training that must be completed prior to course enrollment or skills and knowledge learners must possess before taking training

	Estimated Length
	Estimated time required for the average learner to complete the lesson 

	High-Level Instructional Strategy
	Suggested textual, graphical, and audio options, job aids, exercises, group activities, and discussion topics that might be used to teach the lesson content

	References
	List of related regulations, reference materials, job aids, other training materials, and related sections
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Resource:

High-Level Outline

A typical high-level outline consists of the following:
	Item
	Description

	Title 
	Course title

	Description
	Comprehensive course description

	Goals
	Broad course goals encompassing learner outcomes

	Objectives
	Measurable objectives stating what the learner will be able to do by the end of the course to include terminal and enabling learning objectives

	Prerequisite(s)
	Training that must be completed prior to course enrollment or skills and knowledge learners must possess before taking training

	Estimated Length
	Estimated time required for the average learner to complete the lesson 

	High-Level Instructional Strategy
	Suggested textual, graphical, and audio options, job aids, exercises, group activities, and discussion topics that might be used to teach the lesson content

	Content Outline
	Mapping each learning objective to a module or lesson; create a hierarchical content outline
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Resource:

Content Delivery Strategy Tool
This is a tool for assessing existing course content (from the perspective of strategies, concepts, and tested practices) in order to define modules that are appropriate for a Blended Learning solution. Specific course elements that will be addressed here include:
· Target audience composition
· Course goals and objectives
· Course modules
· Content allocation
· Course prerequisites
· Course learner preparation
· Course follow-up
· Course assessment and evaluation
Target Audience Composition

The number of learners and their job duties, knowledge, experiences, and learning styles constitute a profile by which better decisions can be made about course development and delivery. This profile is used to support the development and delivery process to maximize learner understanding, retention, and application. 

	Considerations for analyzing audience composition:

	1.
	Approximately, how many participants will attend each session? ____

	2.
	Who is the target audience? Check all that apply.

· Directors

· Senior Executives

· Mid-level Managers

· First Line Supervisors

· Entry-level Personnel

· Systems/Technical Professionals

· Program and Administrative Support

· Other (please specify) __________________________________

	3.
	Will the audience be mixed (see positions checked above)?

· Yes (if yes, briefly describe how this will affect the training goals)

· No

· Does it Matter?

	4.
	What is the general skill or knowledge level of participants? For example:

· Secondary education only

· Undergraduate course work

· Graduate course work

· Professional certificates, qualifications, course work, etc.

· Specialized training

	5.
	What is the participant skill or knowledge level (from training, on-the-job training, other relevant experience) in the specific area covered by the course topic?

· High 

· Medium 

· Low

	6.
	What is the participant level of technology "literacy"?

· High 

· Medium

· Low

	7.
	What is their experience level with Distance Learning technology?

· High 

· Medium 

· Low

	8.
	What are characteristics of the learners? Check all that apply. 

· Eager (e.g., ________________________)

· Overdue for training (e.g., ________________________)

· Fear losing job (e.g., ________________________)

· Hostile (e.g., ________________________)

· New position (e.g., ________________________)

· Need new skills to incorporate a new program or policies (e.g.,________________________)

	9.
	Why are participants taking this course? Check all that apply.

· Required by statute

· Required by supervisor

· Selected by participant for professional development

· Initial Exposure

· Advanced Practice

· Cross-training

· Encouraged by division providing training 

· Other (please specify) __________________________________

	10.
	How will they apply what they learn through this course to their jobs? Check all that apply.

· Please specify ___________________________________


Course Goals and Objectives

To effectively present training information, increase knowledge and understanding, and promote skill-building, the Instructional Development Team must be able to clearly express what they expect participants to learn. This section of the tool assists the Instructional Development Team with identifying specific course goals and objectives.

	Goals:

	Course goals describe broad, encompassing learning outcomes. For example, the goal of this course is to:

· Increase knowledge and understanding about... 

· Foster communication about and resolution of.... 

· Establish consensus on... 

· Familiarize responders with... 

· Introduce the concepts and theories related to... 

· Expose participants to the principles of... 

Question: What is the overall goal of this course? 

_________________________________________________

_________________________________________________

_________________________________________________


	Objectives:

	Terminal Learning Objectives (TLOs) describe exactly what learners will be able to do when they complete the lesson. TLOs have three components

· Behaviors – Describes what the learners will be able to do

· Criteria – The limit or range of acceptable performance; used to evaluate the learner’s performance. 

· Conditions – Describes the conditions that will prevail while a learner carries out a task.

Objectives are stated as specific, "hard", or action verbs. For example: By the end of this Mid-Career Retirement Planning course:

· Identify employer retirement benefits 

· Access information about time-sensitive relevant benefits 

· Devise a personal financial plan 

Question: What should participants be able to do after they complete the course?

_________________________________________________

_________________________________________________

_________________________________________________


Course Modules

Course modules represent information that can stand alone as a lesson or session. This part of the tool helps the Instructional Development Team to segment training information, so that it is easier for learners to grasp and retain. Modularizing content also aids the Instructional Development Team in identifying content for a distinct method of training.

	Considerations for Analyzing Course Modules:

	1.
	What are the major subtopics of the course?

	2.
	Is there enough information for each of the above subtopics to justify a module?

· Yes  

· No

	3.
	If not, are there subtopics that naturally can be grouped together?

· Yes  

· No

If yes, which ones?

_________________________________________________

_________________________________________________

	4.
	What are the TLOs of each module? What should participants be able to do after they complete Module 1?

_________________________________________________

_________________________________________________

_________________________________________________

_________________________________________________

	5.
	What should participants be able to do after they complete Module 2?

_________________________________________________

_________________________________________________

_________________________________________________

_________________________________________________

	6.
	Do each module's objectives appear to be distinct from one another, and important and substantive enough to stand on their own as subject matter?

· Yes  

· No

	7.
	Is there a logical start and end to each module

· Yes  

· No

	8.
	Is there a logical connection from one module to the next?

· Yes  

· No


Content Allocation and Course Compression

This section of the tool aids with identifying essential, optional, and supplemental information.

Course compression often takes place when existing course materials that are delivered in a face-to-face environment (i.e., workshop or seminar) are converted to a Distance Learning format (i.e., IVT, Web, etc.) Compression occurs for several reasons. Course content is streamlined and divided into modules containing only content that is specific to that module's learning objectives. Module content is restructured and reorganized for the specific format of the delivery technology. For example, content is compressed when converted to Web-Based Training (WBT) because it is not delivered linearly, as in a face-to-face format. The face-to-face format includes session start/stop times, breaks, and review and discussion times. One hour typically equals 50 minutes.

	Considerations for Content Allocation and Course Compression:

	1.
	For each module, what information is essential (list below or highlight on content outline)?

______________________________________

______________________________________

	2.
	What information is not essential (strike out on outline or make mental note)?

	3.
	What information is optional, should there be time or the opportunity available to include it?

______________________________________

______________________________________

______________________________________

______________________________________

	4.
	What information, or lack thereof, is likely to trigger participant questions and comments?

______________________________________

______________________________________

______________________________________

_______________________________________

	5.
	What information could be provided before or after the core course delivery through another format, or as supplemental material? (e.g., A pre-read would work, if often provided to ensure participants in a class have the same level of knowledge regarding the session subject.)

_______________________________________

_______________________________________

_______________________________________

	6.
	Does the compression of content above reorganize or restructure the modules identified in the previous section?

· Yes 

· No


Course Prerequisites

This section highlights considerations for identifying previous experience, training, or education needed before training begins.

	Considerations for Analyzing Course Prerequisites:

	1.
	What previous experience, training, or education should participants have to take this course? For example:

Specific knowledge and experience:

____________________________________

Completions of a previous training course:

____________________________________

____________________________________

____________________________________

	2.
	What are the exceptions, if any, to this course's standard prerequisites? For example:

Educational background may replace prerequisites

Similar experiences may replace prerequisites

____________________________________


Course Participant Preparation

Course preparation is pre-course materials (i.e., questionnaires, exercises, self-assessments, or video tapes) or a pre-course learning event (i.e., audio conference or online conference) that the participant is required or recommended to complete before attending a course. The content of the materials or learning event are directly relevant to, and part of, the course content to be delivered and increased participant learning readiness for course content.
	Considerations for analyzing participant preparation:

	1.
	How important is setting participant expectations before the course?

· Very

· Somewhat

· Not very

	2.
	Would participants benefit from seeing some portion of course content before the course?

· Yes  

· No

If yes, what portion(s)?

____________________________________

	3.
	Is a Pre-test necessary?

· Yes, to provide a baseline for later analysis

· Yes, to sort out those needing new or refresher training before starting a class

· Yes, other

· No


After Course Follow/Reinforcement/Continuous Learning Opportunities

This section of the tool enables the Instructional Development Team to capture potential course follow-up elements including:

· Address question-and-answer or discussion overflow

· Provide clarification/increasing understanding

· Support the transfer of new knowledge or skills to the job

· Provide additional details and examples

	Considerations for Analyzing Course Follow-Up:

	1.
	Is there course information that is likely to trigger more questions than time allowed during the scheduled session?

· Yes  
· No

If yes, list:

_________________________________________________

	2.
	Is there information that might require clarification or elaboration?

· Yes  
· No

If yes, list:

_________________________________________________

	3.
	Are there topics that might require more details and examples?

· Yes  
· No

If yes, list:

_________________________________________________

	4.
	Is this information provided in other supplemental training materials (i.e. workbook, information on the agency Intranet)? _________________________________________________


Course Assessment

Feedback and evaluation data from participants supports continuous program improvement. This section of the tool helps the Instructional Development Team to understand the process and structure for assessment and evaluation of course content for future improvement. Considerations for analyzing course assessment include the following:

	Considerations for Analyzing Course Assessment:

	1.
	What does the Instructional Development Team expect to learn from course evaluation?

Level 1: Participant reaction/satisfaction

Level 2: Learning effectiveness

Level 3: Ability to apply learning/behavior

Level 4: Results of application

	2.
	How will evaluation results be noted and passed along to course instructors or managers? For example:

Copies of evaluation forms made available

Synthesis and interpretation of evaluation forms made available

Verbal

Written

______________________________________

______________________________________

	3.
	How will evaluation data be used to improve the course? For example:

Modify/Add/Delete

Presenter/Instructor integrate on own

Course team meets and integrates evaluation results into process before the next course delivery

__________________________________________________

__________________________________________________


Task 5: Learning Analysis

Explanation

Once the tasks and content have been determined, the Instructional Development Team conducts the learning analysis. The learning analysis serves several purposes in the ADDIE process. It enables the Instructional Development Team to:

· Translate tasks into learning outcomes

· Build a learning hierarchy of the knowledge and skills to be taught

· Identify prerequisite learning requirements

The information gathered during a learning analysis is used to define how instructional objectives are stated, as well as to determine what content will be included in the course and how the content will be sequenced.
Process

The Instructional Development Team should consider the following steps during the learning analysis:

1. Identify types of learning.
There are many ways to categorize types of learning. Gagné (1985) developed a classification that included the following categories: intellectual skills, verbal information, cognitive strategies, motor skills, and attitudes. Gagné suggested that each type of learning required different internal conditions for information processing to occur. 

In the 1950s, Dr. Benjamin Bloom and a team of educational psychologists created an easy-to-understand taxonomy of learning that is still widely used today. Bloom’s taxonomy identifies three categories (or domains) of learning behavior: 

· Cognitive (mental skills or knowledge)

· Psychomotor (manual or physical skills)

· Affective skills (attitude or growth in feelings or emotional areas)

Like Gagné, Bloom et al., suggested that different instructional conditions are most likely to bring about these different types of learning behavior.

After completing a content or task analysis, the Instructional Development Team has a list of instructional requirements. When conducting a learning analysis, the Instructional Development Team systematically reviews the instructional requirements, and uses a learning taxonomy to categorize each instructional requirement according to the type of learning associated with the task or content component. This process is repeated until the type(s) of learning associated with each task or instructional goal have been identified. Once completed, the knowledge, skills, and/or attitudes the learner needs to acquire as a result of the instruction will have been clearly identified.
2. Identify levels of learning.
In this step, each task or instructional goal is examined to determine which level of learning is required to satisfy the goal or meet the standards associated with the task.
Identifying the level of learning associated with each task or instruction goal is an iterative process. Before concluding this step, the Instructional Development Team should ensure that an appropriate level of learning has been associated with each task or instructional goal.
	Cognitive Learning

	Level
	Description

	Knowledge
	Recall data or information (facts, theories, etc.) in essentially the same form as taught.

	Comprehension
	See relationships, concepts, and abstractions beyond simply remembering material. This typically involves translating, interpreting, and estimating future trends.

	Application
	Use learned material in new and concrete situations, including the application of rules, methods, concepts, principles, laws, and theories.

	Analysis
	Break down material into its component parts so that the organizational structure can be understood. This includes identification of the parts, analysis of the relationships between the parts, and recognition of the organizational principles involved.

	Synthesis
	Put parts together to form new patterns or structures, such as a unique communication (a theme or speech), a plan of operation (a research proposal), or a set of abstract relations (schema for classifying information).


	Psychomotor

	Level
	Description

	Imitation
	Observing and patterning behavior after someone else. Performance may be of low quality (e.g., copying artwork).

	Manipulation
	Being able to perform certain actions by following instructions and practicing (e.g., creating work on one's own after taking lessons or reading about it).

	Precision
	Refining, becoming more exact. Few errors are apparent (e.g., working and reworking something, so it will be "just right").

	Articulation
	Coordinating a series of actions, achieving harmony and internal consistency (e.g., producing a video that involves music, drama, color, sound, etc.).

	Naturalization
	Having high-level performance become natural, without needing to think much about it (e.g., using the controls on a video game).


	Affective Learning

	Level
	Description

	Receiving
	Be aware that a thing exists and pay particular attention to it.

	Responding
	React to a particular phenomenon in some way, such as acquiescing (reading assigned material), willingness to respond (voluntarily reading beyond assignment), or satisfaction in responding (reading for pleasure).

	Valuing
	Attach worth or value to any object, phenomenon, or behavior, ranging from accepting a value to commitment.

	Organizing
	Bring together different values, including conflicts between them, and then begin to build an internally consistent value system.

	Characterizing
	Pervasive, consistent, and predictable behavior (lifestyle) developing from a value system which controls behavior for a significant period of time.


3. Build a learning hierarchy of knowledge and skills.
To build a learning hierarchy, the Instructional Development Team must organize and order the learning tasks or goals to ensure that mastery of the knowledge and skills for one goal provides learners with the knowledge and skills they need to complete each subsequent task.

If the goal is to comprehend a complex concept, the Instructional Development Team must ensure that learners are first taught the required background factual knowledge that will enable them to comprehend the complex concept.

For example, if learners are asked to conduct a cost analysis that will indicate the relative costs and benefits of developing a course using a particular type of media delivery, they must first understand how to calculate cost and identify associated benefits.

4. Identify prerequisite knowledge and skills required.
In this step, each task or instructional goal is analyzed to determine the supporting skills and knowledge needed to enable the learner to demonstrate mastery. 

This information is then used to identify any prerequisite learning required. Prerequisite learning refers to the information or skills a person needs to know or be able to do before being able to learn something else.

This information is then used to identify any prerequisite learning required. Prerequisite learning refers to the information or skills a person needs to know or be able to do before being able to learn something else.

For example, if a positive attitude toward safety is to be acquired, the learner needs to have the following:

· The cognitive skills (concepts and procedures) associated with safety

· A variety of verbal information about the advantages of following safety procedures or the consequences of not following them

When completed, data from the learning analysis are used to design instruction that both builds on the knowledge and skills learners already possess and facilitates the mastery of new knowledge and skills.
Task 6: Media Analysis

Explanation

Media or “Delivery Media Analysis” helps determine the appropriate delivery solution for an existing training need. Before the design process begins, the managers and instructional developers must identify how the instruction will be delivered to the learners, and need to work closely with Subject Matter Experts (SMEs) to determine the best methods and media. During media analysis, instructional developers examine the demands of the instructional situation and then decide which medium (or combination of media) will best meet the identified instructional needs.

There are three primary ways to deliver the instructional message:

24. An instructor, trainer, or facilitator (instructor-based delivery): While instructor-based delivery can include the use a variety of other media (such as video, audio, and computer or print-based materials), the defining characteristic is that, without the instructor, the media is lifeless. That is, the media cannot deliver the instructional message by itself. The instructor is the primary catalyst; the associated media only support the delivery of the instructional message. Instructor-based delivery can be provided in traditional classrooms, virtual classrooms, or onsite as part of an On-the-Job Training (OJT) program.

25. Specific media (media-based delivery): With media-based delivery, the media, rather than an instructor, are used to deliver the instructional message. The medium is a self-contained instructional unit that delivers information, stimulus, and feedback to the learner. Information can be delivered using a variety of different supporting technologies, including low-tech solutions such as print (e.g., self-paced correspondence courses) as well as computers, video or audio tapes, and hand-held devices such as Personal Data Assistants (PDAs) and MP3 players.

26. A combination of instructor and media-based delivery (Blended Learning): Blended Learning delivery solutions use both an instructor and some form of media to deliver instruction. For example, some instruction may be delivered via the Web while some is delivered by an instructor in a traditional classroom.

More about Blended Learning
It is important to note that current industry trends have been moving generally towards Blended Learning (the third type above). More specifically, Blended Learning is defined as “the combination of learning choices available to the audience so they can achieve mastery and improve business performance”. It is a compromise between (1) business and performance objectives, (2) the way groups of learners learn best, (3) the various ways that the material can best be individualized, presented, and learned, (4) the available resources that support learning, training, business, and social activities, and (5) the ways to maximize capabilities for access, interaction, and social relationships.
The concepts of compromise and balance are consistent throughout Blended Learning, and extend more broadly towards Media Selection in general. In fact, Media Selection could be viewed as determining the “proper blend” of media and instruction, rather than the single best selection of an instructional pathway. As noted above, an organization’s resource constraints (the availability of technology, development resources, access to subject matter experts, funding, etc.) most often limit its selection of Blended Learning alternatives. For this reason, education and training professionals are challenged to create effective learning experiences with only the tools and resources at their disposal.

The Importance of e-Learning
E-Learning literally means electronically delivered learning. With the maturation of the Internet, many new Web technologies have become increasingly popular in learning (e.g., Web-Based Training and Web collaboration). Many older technologies, such as satellite and audio conferencing, are also used effectively by many organizations. While e-Learning generally refers to formally structured courses or events, it also includes online simulations, games, and other electronic resources accessible via a Website or Portal.
E-Learning can be employed in any of three primary instructional types, whether it is providing a communications path between an instructor and their audience, encapsulating an entire course, or some combination of both. As with Blended Learning, e-Learning has become an almost industry-wide preference (for both public and private sectors). It will soon become very difficult to find any organization that is not employing e-Learning to some extent for education and training.

There are a several reasons why many organizations prefer maximizing their use of e-Learning:

27. Reduction of travel costs

28. More efficient content maintenance and delivery

29. Much greater consistency and reusability

The ability to modularize, document, and “metadata tag” (add data about the learning content to help with reuse, management, and organization) has been a guiding principle behind the de facto Web-Based Training specification SCORM (Sharable Content Object Reference Module) as well as the DoD’s Advanced Distributed Learning Registry (ADL-R). These models apply standards that enable learning content to be shared, reused, and discovered by a wide audience of users (assuming the underlying technology and resources are in place).

E-Learning Challenges
While the promises of Blended Learning and e-Learning are great, they also present a number of challenges. Available network connectivity, security constraints, and end-user computing platforms often severely limit the nature of e-Learning available to an organization. Because of such limitations, end-users are sometimes disappointed that the resulting e-Learning failed to contain the rich media and high-end interactivity they expected. In other cases, the end-user audience may not be well-versed in computer technology, or the available instructors and Subject Matter Experts may not truly feel comfortable delivering their material virtually. Again, finding the right media selection (or blend) is a careful balance of many factors. While some were mentioned early, a more complete list of considerations is provided later in the document.
Process

Media analysis is typically an iterative process that involves making a series of media tradeoffs to identify a list of potential media choices. There is no one right answer for every situation. Ideally, the Instructional Development Team begins this process without a bias for one medium over another. This ensures that designers first examine the identified needs and requirements of the instructional project and then decide which medium or media will best meet those needs.
The following steps should be considered when selecting media methods and types:
Develop a List of Potential Media

Media analysis is a process of identifying and eliminating media options to obtain a list of the best media choices for a particular instructional course or program. The process begins by establishing a list of potential media options. 

The initial list of media delivery options should include all delivery methods that capability, budget, and development time realistically support. See a potential list of delivery options in the resource section below.

Also consider blended solutions that include both Instructor-based and media-based delivery methods.

Evaluate Potential Media

Once a list of potential media types has been identified, the next step is to evaluate. See Resource: Media Selection Analysis Tool

Interpret the Results

See Resource: Media Selection Analysis Tool.
Document Findings and Recommendations
All findings and recommendations, as required by the organization or contract, should be documented.
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Resource: Defining Instructional Approaches & Technologies
	Media Categories
	Description
	Strengths
	Weaknesses

	Instructor-Led / Traditional Classroom Training (ILT)
	The traditional instructional situation with learner and instructor present in both time and location.
	· Interactive

· Interpersonal

· Short preparation

· Content flexibility

· Wide acceptance

· Negligible technical requirements

· Low development costs
	· Small audiences

· High travel costs

· Requires time away from work

· Not easily reused or leveraged

· Content may be delivered inconsistently among  audiences

· Audience expected to progress at same rate

· Limited contact time

· Assessment requires manual or additional resources

	Self-paced / Print-Based Materials (Print)
	These are the traditional print-based correspondence courses enabling learners to proceed at their own pace.
	· Broad audience

· Self-paced

· Negligible technical requirements

· Low maintenance costs

· Assessments normally included

· Reused as student reference

· Consistent content delivery
	· Not interactive

· Considered dated by younger audiences

· Not engaging

· Considerable logistics and administration required

· Requires additional resources to accommodate visually impaired students



	Synchronous e-Learning (Synch)
	This includes audio and video teleconferencing and Web collaboration tools. Content is delivered by the instructor via e-Learning while students participate at the same time in various ways depending on the technology employed. This includes satellite delivery systems, audio and video conferencing, IP-based messaging (VoIP), and Web-Based collaboration tools (e.g., Microsoft Live Meeting and Macromedia Breeze).
	· Broad audience

· Interactive

· Interpersonal

· Some assessment capability

· Content flexibility

· Wide acceptance

· Reusable content


	· Requires potentially extensive technical infrastructure for delivery

· Requires technical conformance of end-users

· Some logistics and administration required

· Security and privacy concerns regarding connectivity

	Web-Based Training (WBT)
	Modular and complete instruction is delivered via Web connectivity over the Internet or corporate Intranet. WBT ranges from simple text-based files and applications to interactive multimedia instruction.
	· Broad audience

· Interactive

· Self-paced

· Automated assessment capability

· Wide acceptance

· Reusable content

· Consistent content delivery


	· Requires potentially extensive technical infrastructure for delivery

· Requires technical conformance of end-users

· Some logistics and administration required

· Content development can be time consuming and expensive

· Security and privacy concerns regarding connectivity

	Computer-based Training (CBT)
	Modular and complete instruction is delivered via CD-ROM and DVD.
	· Broad audience

· Interactive

· Self-paced

· Reusable content

· Consistent content delivery

· More secure than WBT or SEL.
	· Requires technical conformance of end-users

· Some logistics and administration required

· Content development can be time consuming and expensive

· Assessment information challenging to aggregate

	Simulations and Games (SIM)
	Goal-based, electronic environments intended to provide students with real-time practice and experience directly related and transferable to their actual performance environment. These systems can be single or multi-user, and can require standard or specialized computing platforms.
	· Broad audience

· Interactive

· Self-paced

· Reusable content

· Consistent content delivery

· Automated assessment capability

· Wide acceptance


	· Requires potentially extensive technical infrastructure for delivery

· Content development can be very time consuming and expensive

· Requires technical conformance of end-users

	Performance Support (PS)
	Information is delivered via job aids (either electronic or paper-based). These systems can be used both to support instruction or actual task performance. These tools are sometimes referred to as “Interactive Electronic Technical Manuals” and “e-Guides.”
	· Broad audience

· Self-paced

· Reusable content

· Consistent content delivery

· Wide acceptance


	· Does not provide complete, standalone instructional content

· Content development can be time consuming and expensive

· Some logistics and administration required
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Resource:

Media Selection Analysis Tool
The purpose of this analysis tool is to help prospective NTED content developers with selecting the best media to use for their upcoming education and training. More specifically, this tool is intended to help guide developers in selecting among the growing number of new delivery technologies and approaches.

Performing the Evaluation

The Media Selection Matrix in the table below presents 15 questions to help identify the most appropriate media or blend of media for an upcoming content development. Please follow these steps in completing the evaluation:

30. The first 10 questions require a mutually exclusive (a) or (b) response. Please mark a check in the [Applies?] column for either (a) or (b). Even if your situation does not fall squarely into either alternative, please choose the answer that most closely applies.

31. For questions 11 through 15, please mark a check in the [Applies?] column only if the statement is true.
	Considerations
	ILT
	Print
	Synch
	WBT
	CBT
	SIM
	PS
	Applies?

	1a. The content development requirements and audience are well defined and understood.
	4
	4
	4
	4
	4
	4
	4
	

	1b. The content development requirements and audience are not well defined or understood.
	0
	-2
	-3
	-3
	-3
	-4
	0
	

	2a. There is existing electronic content that will be used in the current content development effort.
	2
	2
	2
	3
	3
	3
	3
	

	2b. No existing electronic content will be available for the current content development effort.
	2
	1
	2
	1
	1
	0
	1
	

	3a. The content must be delivered in 6 months or less.
	4
	2
	3
	2
	2
	1
	2
	

	3b. The content can be delivered later than 6 months.
	4
	4
	4
	3
	3
	3
	3
	

	4a. The content must reach a large audience.
	0
	3
	4
	3
	3
	2
	2
	

	4b. The content is intended for a small audience only.
	4
	1
	4
	1
	1
	2
	1
	

	5a. The nature of the content is highly sensitive.
	3
	2
	1
	2
	3
	2
	3
	

	5b. The nature of the content is not sensitive.
	3
	2
	4
	4
	4
	4
	4
	

	6a. The nature of the content requires a high degree of interactivity with the student.
	4
	1
	3
	2
	2
	4
	2
	

	6b. The nature of the content does not require a high degree of interactivity with the student.
	2
	3
	2
	3
	3
	1
	3
	

	7a. The content will be delivered or tracked through a Learning Management System (LMS).
	1
	1
	2
	4
	1
	1
	0
	

	7b. The content will not be delivered or tracked through an LMS.
	3
	3
	3
	2
	3
	3
	3
	

	8a. The content will be developed using a Learning Content Management System (LCMS).
	2
	2
	2
	4
	4
	1
	4
	

	8b. The content will not be developed using an LCMS.
	4
	3
	4
	3
	3
	4
	3
	

	9a. Content reuse and sharing is an organizational priority.
	1
	1
	2
	4
	3
	1
	3
	

	9b. Content reuse and sharing is not an organizational priority.
	2
	2
	1
	3
	4
	4
	2
	

	10a. The audience is accepting of e-Learning.
	2
	1
	4
	4
	3
	4
	3
	

	10b. The audience is reluctant to accept e-Learning.
	4
	3
	-2
	-2
	-2
	-2
	0
	

	11. The content requires real-time interaction with the environment and other participants.
	4
	0
	3
	0
	0
	6
	0
	

	12. The content must meet Section 508 accessibility requirements.
	2
	1
	3
	3
	2
	-2
	3
	

	13. The content development effort is not well-funded.
	-1
	-2
	-1
	-2
	-2
	-4
	0
	

	14. Assessment and performance measurement are critical aspects of the content.
	2
	3
	3
	4
	2
	4
	0
	

	15. The organization may not have the necessary technical infrastructure to support content delivery.
	0
	0
	-2
	-2
	0
	-2
	0
	

	Totals:
	
	
	
	
	
	
	
	


32. Once completed, please strikethrough or line out any of the rows that do not apply (See example below):
	Considerations
	ILT
	Print
	Synch
	WBT
	CBT
	SIM
	PS
	Applies?

	9a. Content reuse and sharing is an organizational priority.
	1
	1
	2
	4
	3
	1
	3
	

	9b. Content reuse and sharing is not an organizational priority.
	2
	2
	1
	3
	4
	4
	2
	


33. After striking out the rows that fail to apply, sum the values for each of the remaining columns (See example below)
	Considerations
	ILT
	Print
	Synch
	WBT
	CBT
	SIM
	PS
	Applies?

	Totals:
	24
	20
	34
	38
	30
	18
	22
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Interpreting the Results

The figure above illustrates the example results. While this tool greatly simplifies the analytic process, the results are intended to show your organization’s relative acceptance and potential success profile in employing the various media for content delivery. Consider the following in interpreting the results:

· The highest total score should indicate the media category most likely to succeed (i.e., meet the largest number of instructional goals) in your organization. For example, the WBT score of 38 in the figure above.

· As indicated by the horizontal red line, this evaluation uses a score of 20 as its success threshold. Scores of less than 20 for any media category are a strong indication that the effort may not be successful.

· In developing a Blended Solution, all categories above the threshold score of 20 are potential candidate media. Please note that each aspect of a Blended Solution does not need to be developed simultaneously. However, media categories with the highest scores should be given priority in the sequence of development.

· The weighting used in the Evaluation Matrix tends to favor e-Learning as described earlier in the document. If your organization stresses any particular aspect of the matrix more strongly for a specific reason, please feel free to add up to 6 points for any given question. Just be certain to add the same number of points across the entire row to maintain consistency among the media categories (as well as to the threshold value of 20).[image: image21.png]



