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E-Learning Design Guidelines
The Georgia Department of Labor (GDOL) desires to establish an asynchronous distance learning program for staff training. In 2010, a project committee selected the Introduction to Unemployment Insurance classroom training course as the first to be developed as a formal pilot e-learning module.
Initial development efforts were coordinated by the Office of Staff Development (OSD). However, there are opportunities for other departments to participate in the process as subject-matter experts, reviewers and content developers.

To ensure consistency in the development of organizational e-learning, it is essential to adopt a set of guidelines and standards to inform the planning, design and development processes. These guidelines typically are incorporated in a project Design Document to serve as both a living document during course development, as well as a reference tool for future revision and/or development efforts.
The standards proposed in this document provide design and development recommendations with the expectation that they will be adopted as the de facto standard for all future e-learning development efforts. These standards may be modified in harmony with program changes or to incorporate additional instructional design methodologies.
1 Project Specifications

A fundamental step in initiating any e-Learning project is to specify what is being built and for whom. This should be specified in a project design document, which should include:
1.1 Overview

The Overview section of a design document should include the following:

· A brief description of the course 
· The learning objectives
· The intended audience

· Targeted course length
· Any prerequisites
If there are specific audience characteristics that should be taken into consideration, such as the level of computer and/or job experience, language or literacy barriers, or secondary

audiences who may also participate in the training, those should be noted.
Also indicate the overall course length, as well as any standards for the maximum length of individual lessons within the course. It is typical to keep lessons at about 20-30 minutes in length. This makes it easier for learners to complete the course in several short sessions.

1.2 Deliverables

There are several possible outputs that may be produced during e-learning project development. These materials or outputs should be submitted for review and approval by designated team members during various phases of course development. 
Some common deliverables include:

1.2.1 Detailed course plan — a comprehensive outline of course content and structure.
1.2.2 Draft storyboards — a screen-by-screen breakdown of content, interactions, media, and audio script.
1.2.3 Supporting resources — such as a course glossary or external files (e.g. worksheets, forms, job aids) that learners can access and print within the course.

1.2.4 Assessments — draft questions for quizzes, exams, and course evaluations.

1.2.5 Prototype lesson — a sample lesson with media to be approved before proceeding with development of the full course.

1.2.6 Completed, fully enabled program — the completed program for full testing.

It may be possible to combine or eliminate some of the above deliverables, especially if circumstances require working in a rapid development or rapid prototyping environment.

1.3 Existing content resources

The e-learning design document should specify the existing and available resources that designer(s) will use to derive course content. This list should include any subject matter experts, existing training or documentation, and other materials used to develop content as a reference for all team members.

2 Standard Course Features

A high-level course framework should be designed to ensure consistency of presentation across all modules within a course, or across all related courses that are part of the project.

2.1 Course components

It is important to decide which elements will be included in a course. Some typical course components referenced in a design document include:

A course overview/tutorial — generally provides instructions about using the program and navigating within the course. If the course requires the use of plug-ins or third-party downloads links could be included in this section. 
This section should also include a brief description of the content to be covered within the course. The design document should specify what type of information the overview/tutorial will contain.

Lesson content— state the intended organization of module content into one or more brief lessons. Details about lesson content will be provided in the Course Design section of the design document.

Assessment or user evaluation — assessment and evaluation details are spelled out later in the Testing and Evaluation Strategy section of the design document, but the inclusion of these pieces is introduced here as a course component.

2.2 Lesson components

Because a course is typically divided into a series of lessons, the Design Document should specify which items or screens will be standard across all lessons. 
For GDOL e-learning modules, the following represents a proposed design standard:

· An animated title screen and/or synchronized musical introduction to begin each course

· A “Getting Started” course overview/tutorial to describe course navigational features and to provide a high-level content overview

· Lesson content

· Knowledge Check questions included at appropriate intervals in the lesson

· A lesson summary or restatement of objectives at the end of each lesson
· A course assessment to allow users to demonstrate subject mastery
· A progress summary section providing a visual representation of complete/incomplete course content
· A section containing resources such as documents, web sites, plug-ins or other tools referenced or used within the course
· A glossary to define terms used within the course
2.3 Interface and navigation controls

It is helpful to document other global course elements, such as the interface and navigation features that will appear on each screen. This should include documenting any common screen information such as:

· Course module title 
· Lesson title
· Location within the module
· Text prompts that provide instructions for what to do next
This section should also describe any submenus or other methods that allow users to jump directly to specific topics or points within a module.  
For GDOL e-learning projects, the recommended interface is shown below:
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GDOL defines an employing unit as:

“Any individual, the legal representative of a deceased individual, or any
type of organization...which has or had in its employ one or more
individuals performing services for it within this state.”




Figure 1.—E-learning Interface

(Lectora “Evergreen” Template)

Features of this screen include:

· The GDOL logo in the upper left corner

· Course title centered at the top of the screen

· Lesson name and screen name in the dark green shaded area beneath the course title

· Navigation buttons in the upper right corner (Next, Back, Help, Exit and Home)
· Lesson buttons on the left side of the screen

· Audio control icon on the bottom left corner 

· Page counter on the bottom left corner (increases incrementally within each section—not cumulative for the entire course)
The course Overview/Tutorial should describe the function of each navigational button to help learners progress through the course. This includes an explanation of buttons that let the user replay a screen, toggle audio on and off, or launch a course glossary or other resources.

3 Course Design Standards

GDOL e-learning development should conform to established instructional design methodologies and practices. A general instructional design model, commonly called the ADDIE model, encompasses the following five steps:

· Analysis
· Design

· Development

· Implementation

· Evaluation

Adherence to this model will help DOL e-learning developers produce high-quality, effective learning events. 

An explanation of each instructional design procedure and its application follows.

3.1 Analysis

The analysis phase is the process of defining exactly what is to be learned. Tasks that should be completed within this phase include:
· Needs Analysis—a process by which the instructional designer determines the instructional problem and determines how much instruction is needed to address it. The designer needs to gather the following types of information:
· A general overview of the performance requirements for the job

· The context in which performance takes place

· Learner characteristics (education levels, attitudes, values that might affect learning)

Some additional data collection methods for analyzing a performance problem include interview, focus groups, questionnaires and observation.  In addition to using these data collection methods, the instructional designer should also:

· Review position descriptions, employee manuals, etc. 
· Converse with subject matter experts, department managers, DOL employees etc. to gain an understanding of job requirements, actual vs. desired performance and learner characteristics.
Possible outputs:  A document that contains established job requirements, context, learner characteristics, etc. as well as a description of the new instructional environment.
· Task Analysis—involves defining the job or topic to be learned.  In order to document the job tasks and conditions under which they are performed, the instructional designer should:
· Review relevant documents (e.g. position descriptions, employee manuals, existing training content).
· Observe skilled workers performing relevant tasks.
· Consult experts in the field.

Possible outputs: Visio flowchart of activities for specific procedures
· Instructional Analysis—used to determine what must be learned and the techniques to accomplish this. After completing task analysis, the instructional designer should analyze each task to compare learner competencies with those needed to perform the task. The “gap” between the two helps determine how much instruction is needed.

Possible outputs: No formal documentation is required; however, the designer may choose to develop an MS Word file to record observations and recommendations.
3.2 Design

The design phase is the process of specifying exactly how information is to be learned. The instructional designer uses information from the analysis phase to initiate the design of a learning event. 
During this phase, a designer should:

· Establish goals and objectives for the learning event.

· Develop assessments (e.g. tests) to measure whether objectives have been met.

· Select the teaching strategies that will be used to achieve learning objectives.

· Determine the delivery system to be used.

The learning objectives are a critical part of course design and development. Effective learning objectives:

1. Provide a basis for the selection or designing of instructional materials, content, and  methods; 
2. Allow the selection and/or creation of assessment tools that will indicate whether participants have been successful in achieving the stated learning objectives; and

3. Assist learners in organizing their efforts toward accomplishing stated learning objectives. When students have clearly stated objectives, they are better able to decide what activities on their part will help them get to where it is important for them to go. 

Typically, performance objectives should contain these A-B-C-D elements: 
· Audience—describes who is expected to perform. The objectives should clearly state: "The student (or learner/participant) will be able to…"
· Behavior—describes what a learner is expected to be able to do. The objective sometimes describes the product or result of the doing. The verb used to describe the desired behavior in an instructional objective must be observable. These behaviors may be in the cognitive (mental), affective (emotional) or psychomotor (physical) categories. Examples include: 

	Cognitive
	Affective
	Psychomotor

	Choose
	Argue
	Catch

	Define
	Defend
	Grasp

	Explain
	Dispute
	Kick

	Calculate
	Offer
	Punt

	Organize
	Participate in
	Twist


· Condition—describes the circumstances under which a learner must perform. Some sample condition statements could be:
· Given a computer and password access…

· Given a list of…

· Without the use of a calculator…

· When provided with a standard set of tools…
· Degree—describes the acceptable level of performance for each objective. This provides a standard against which to test your instruction. It also provides the means for determining whether the instruction achieves its intent.
An example of an objective that includes all four elements is as follows:
Given an inventory of supplies and a patient in a bed (condition), the nurse (audience) will administer an intravenous solution (behavior). (S)he must receive 100 points on an evaluation checklist (degree).

Designers may choose to write formal objectives in conformance with these standards for design documentation and use a modified version within the lessons.
Possible outputs: Measurable objectives, assessment tests, design specifications
3.3 Development

During the development phase, an instructional designer authors and produces instructional materials. These materials are subsequently reviewed, produced, and validated by the designated team.

Storyboards can be developed as MS Word documents and should include a screen-by-screen breakdown of content, interactions, media, and audio script.
Designers may need to work with videographers, graphic designers, computer programmers, or other media production staff to develop or procure materials needed . 

The e-learning modules and other learning materials should be piloted on learners in the target audience before they are finalized. These pilots can help determine whether students learn from the materials and the revisions that might be needed.

Possible outputs: Storyboard, audio/video scripts, exercises, content revisions
3.4 Implementation

Implementation is the process of installing the project for use by the intended audience. To ensure the implementation is successful, the designer should develop guidelines for administrators and learners to prepare them to carry out their responsibilities.

At GDOL, course designers will need to work closely with:

· The learning management system administrator

· Appropriate IT personnel to ensure proper monitoring of network capacity, performance, usage, etc.

· Other GDOL employees involved in communicating the availability of courses
If learners lack familiarity with the learning management system, guidance on how to use the system and access courses should be provided. Likewise, if learners are unfamiliar with e-learning courses, sufficient guidance should be provided to ensure proper access, course completion, and progress tracking.

Possible outputs: Teacher and administrator guides or job aids, student progress tracking systems
3.5 Evaluation

The evaluation phase helps determine whether the performance problem has been adequately address and the resulting impact. The two types of evaluation that should be addressed are:

· Formative evaluation—assessments performed during the development of a course to help identify deficiencies; modifications are made based on input from SMEs, end users, other instructional designers and/or other project stakeholders and should involve testing for:
· Broken links and interactions

· Content accuracy
· Content sequencing

· Interaction and feedback adequacy

· Look and feel

· Site navigation

While implementing formative evaluation activities, the Instructional Designer often collaborates with the LMS Administrator, designated IT representatives, and any business unit representatives to carry out user acceptance testing. In order to obtain a more comprehensive set of feedback, this should include users in the main GDOL building as well as those located in various Career Centers.

· Summative evaluation—helps to determine the impact and effectiveness of the course and whether it adequately address the performance problem; most often this form of evaluation is carried out at any or all of the four levels identified by Donald Kirkpatrick:
· Level1—Reaction
Evaluation at this level seeks to answer the question, “How do learners feel about the instruction?” This information typically is gathered through satisfaction surveys and data on completion rates.

· Level 2—Learning
At this level, evaluations seek to answer the question, “Did learners achieve stated learning objectives?” Some typical indicators include test scores, skill performance measures and learner progress along a specified path (e.g. certification, career paths, etc.).
· Level 3—Transfer
Level 3 evaluation addresses the question, “Did learners apply the new knowledge and skills on-the-job?” Data is gathered by examining and measuring job performance.

· Level 4—Results 
Level 4 evaluations focus on the question, “What is the impact of knowledge and skill improvement on the organization. This can be determined by examining performance indicators such as cost savings, quality improvements, and increased sales.

Possible outputs: Course exams, surveys, pilot testing (field implementation), cost/benefit analysis, project report
A recommended best practice is to incorporate a Level 1 course survey through a link in the Learning Management system. This will allow learners to specify their reaction to the course information and activities.
The course review (scored test) should be included in each course as a Level 2 assessment to gather data about learner knowledge and skill acquisition. 

Depending on business unit needs and requirements, designers may choose to incorporate additional performance tracking measures as a Level 3 evaluation. This may include developing activities, forms, etc. to examine and measure job performance related to the acquisition of new knowledge and skills in the course.
3.6 Section 508 Compliance

The use of computers and other information and communications technologies can be used to widen accessibility to learning programs. However, these same tools can also create barriers for individuals with disabilities.
Some people may have physical disabilities, reading problems or language barriers which make it difficult to access or use the Internet or computer-based courses. GDOL recognizes the importance of employing appropriate design considerations when developing agency e-learning courses.

At a minimum, e-learning should conform to Section 508 of the Rehabilitation Act. This legislation requires that when federal department and agencies procure, develop, maintain or use electronic information technology, they must ensure that it is accessible unless doing so would pose an undue burden.

An effort should be made to incorporate the following design guidelines in GDOL e-learning courses:
· Screen text should be accompanied by audio files with voice narration. 

· Course designers should upload copies of the audio scripts to the Resources section of the course. These documents could be used with text or screen reader software. Braille display and Braille printers.
· All video will have playback controls that include play, pause, rewind and fast forward. This will include a slider bar and time increment hash marks. 
· Video captions should be white text on black background and synchronized with audio. In Lectora, audio files should be converted to Flash video (.flv) format to provide text captions for screen audio.

· Graphics should have succinct, relevant descriptions that can be used as text tags that are read by screen readers.

· Color palettes should provide good contrast (i.e. dark text on a white or pale/pastel background), avoiding monochromatic color schemes.

· Menu selection should go no deeper than three levels.

· All navigation should have both mouse and keyboard alternatives.

· Learners should have control of the time in which screen items display and interaction is required. This includes all videos, animations, interactions, captions, screen replay, and answers to quizzes.

· Avoid drag and drop or matching activities. These can be difficult for learners with limited motor skills to manage.

Designers may need to develop e-learning module content using some techniques and features that are not 508 compliant, such as matching and drag and drop exercises. In such a case, every effort should be made to provide this content in a compliant format, perhaps as a module version that would be JAWS (screen reader) accessible.

These design decisions will be decided on a case-by-case basis with input from the appropriate business units.

4 Technical Specifications

This section describes the software tools and media standards that are to be used in developing GDOL formal e-learning modules.
4.1 Development Tools
GDOL has purchased the Lectora Inspire software suite to facilitate development of formal agency e-learning modules. This package includes:

· Lectora (e-learning development software)

· Flypaper (Flash animation development)

· Camtasia (video capture tool)

· SnagIt (screen capture tool)

This list does not preclude the use of other technology tools, such as Live Meeting to host webinars. However, for the purposes of developing performance oriented e-learning modules with course participation and assessment results that will be tracked by the learning management system, this suite of tools is recommended.

4.2 File Naming Conventions

A variety of documents may be produced throughout the e-learning design process.  To help easily identify the course and document type, the following standards should be used:

· Module name_document type_date
For example, a lesson storyboard could be labeled as follows:

UI Intro_Lesson 3 Storyboard_070811

Screen names and audio file names also need to be matched for easy identification if changes need to be made. The following naming convention is suggested:

· (Screen or Audio File) Module Number_Lesson number_Screen number
For example, the Introduction to U.I. module will be considered the first formal e-learning module. Therefore, the first screen in the first lesson of this course will be labeled as follows:
Screen 01_01_001

The associated audio file will be labeled as follows:

Audio file 01_01_001
Other screen interactions that require audio can be labeled in the same manner with a corresponding letter of the alphabet at the end. For example Correct and Incorrect audio feedback on that screen could be labeled as follows:
Audio file 01_01_001a (correct feedback)
Audio file 01_01_001b (incorrect feedback)

Each course typically will be divided into lessons (equal to the “Section” level in Lectora), with screens being numbered incrementally within that lesson.
To accomplish this:

· Click on the lesson (section) name where you want to number the screens.

· Click Tools/Page Numbering Tool. The “Scope of the Page Numbering” dialog box displays.
· Click to select “The current chapter only” dialog option.
· Click to select “Number the pages sequentially for each chapter” option.

· Click Next, then select Arial 10pt bold as the font type.

· Click Finish. Lectora adds the appropriate actions to display page numbers on each screen automatically.

A page counter displays on each new page you add to the lesson in the exact place where it is positioned on the blank Section level screen. You might need to click and drag to reposition the page counter to place it in the lower left corner of the screen.

The page counter displays as a text box containing the word “Page”. When you run the lesson in Preview Mode, Lectora will add the remaining information so that the box actually displays as shown in the following example:
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4.3 Data Tracking
GDOL intends to integrate its e-learning courses with the existing Pathlore learning management system. This will prove important course completion data on an employee’s training transcript. It will also provide information at the course level pertaining to:

· Time spent in each module;

· Bookmarked locations;

· Quiz and test scores; and 
· Module completion status. 

In order for this data to be tracked, an e-learning course must be published in Lectora as an AICC/SCORM title. When you select this course option, the title an assignable unit, which is the largest unit of organization in an AICC/SCORM published title.
In order to track learner performance, the course must also include a scored testing component. Instructions on how to complete each of these critical steps follow.
To set the published title type:

1. Double-click the title graphic  [image: image2.jpg]


   in the Title Explorer for the module you have open. The Title Properties window opens. 

2. Click the Content tab.

3. Select the AICC/SCORM/CourseMill (3.x and above) Published Title option.
[image: image3.jpg]Title Properties x

T || At | s | e |
e | e et | Fmee |
Type of T

€ Standard Lectora Tile (publshed to €D or HTML)
" Coursehil 2.0 (o1 older) Published Tile:
5 AICC/SCORM/CouseMil 3 % and bove) Publshed Tile

™ Runtile inful screen mode for CD publshing
™ Dynaic Titlefor HTML publshing

[ Cancel Help





4. Click Ok.
A brown AU symbol displays in the course Title Explorer near the top of the window.
To include a scored test:

Click the Add Test icon on the Lectora Insert Toolbar.
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5 Media Standards

The selection of media elements is critical to producing engaging and effective online courses. The design document should contain sufficient detail about the various types of media to be included in the project. This may include any or all of the following:
5.1.1  Text

It is a challenge to maintain consistency in writing style across projects utilizing multiple designers. However, adopting certain standards can help to ensure a consistent presentation of text content.

The proposed standard for GDOL e-learning projects is a follows:

· Write at an 8th grade reading level

· Write concisely and in the active voice

· Use short sentences and/or bullets to “chunk” content and avoid the appearance of dense screens

· Use Verdana 11 or 12 point font in a dark color; highlight text in red 

5.1.2 Audio

Audio narration should be included in the storyboard for all screen content. At times, the audio script may be more descriptive than a simple word-by-word narration of screens—given that screen content is often presented in chunks of text.

Copies of audio scripts should be provided via links in the Resources section of the course.
5.1.3 Visuals
5.1.3.1 Animations, graphics and photos

Static visual images in e-Learning courses may come from a variety of sources. They could be original images created by a graphic designer or those taken from an internal stock library.
Professional photos and graphics should be used to reinforce the learning content being presented. The Office of Staff Development (OSD) has a supply of professional stock photography. The OSD Distance Learning group also can supply high-quality photographs upon request.

The Flypaper software tool can be used to create Flash animations for use in e-learning courses. For example, the introductory screens in the Introduction to Unemployment Insurance e-learning module are animations created in Flypaper and imported as a Flash animation into Lectora.
5.1.3.2 Video

The OSD Distance Learning group has a catalog of professional video productions that can be used in e-learning projects. They also may be able to shoot new video upon request. 

Professional video can be imported into a Lectora e-learning course in any of the following formats:

· Apple QuickTime™ movie (.mov) 

· Advanced Systems Format (.asf) 

· Audio Video Interleave (.avi) 

· Flash Video (.flv and .f4v) 

· Moving Picture Experts Group (.mpg, .mpeg, .MPEG-4, mpg4, .M4V, .MP4) 

· Real Media (.rm, .rmm) 

· Windows Media Video (.wmv) 

· Flash, YouTube™, Microsoft, and RealMedia streaming video formats 

The Lectora software suite also contains the Camtasia software tool which allows designers to produce videos and capture screen interactions.

Because of current network bandwidth limitations, the feasibility of using streaming video will be evaluated by I.T. staff on a case-by-case basis.

6 Conclusion

This document presents guidelines to assist content developers in the development of e-learning modules for GDOL. It is based on the premise that orderly processes should be applied to developing learning events with measurable outcomes.
This guidance should not be construed as an “all-or-nothing” approach to e-learning development. Rather, it should be viewed as a resource that GDOL e-learning designers may consult to apply recommended design concepts to their development efforts.

As the GDOL e-learning program continues to develop, these standards will be reviewed and changes implemented as needed.
Select this option.





Select the Add Test icon to include a scored test in your course.
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