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1 What is this document? This document is a high-level look at the production processes which the National Centre for Applied Learning Technologies (NCALT) uses to create its e-learning products. This document is not a definitive guide to developing e-learning. It is simply a brief look at how NCALT develops their e-learning products. When developing e-learning products NCALT uses a standardised ADDIE process: Analyse, Design, Develop, Implement and Evaluate. When using this process, NCALT also maps its work to Models for Learning, the agreed learning design guidance as designed by Dr. Jean Garrod. This allows us to ensure the inclusion of a Training, Performance and Learning Needs Analysis for every e-learning product. By mapping the ADDIE process to Models for Learning we can ensure that best-practice is followed, allowing our clients and sponsors to be confident that our products are designed to meet customer requirements and ultimately to improve learner performance.
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The NCALT Instructional Design Framework



In addition to the ADDIE and Models for Learning methods mentioned above, NCALT also uses a detailed Instructional Design Framework for the analysis, design and writing of its content. The purpose of this framework is to place the needs of the learner at the centre of our product design. The ID Framework attempts to make accessing learning as simple as is possible and does so by agreeing on a shared vocabulary and identified parameters for the hierarchy of learning units within a large learning programme. To achieve this, NCALT introduced a six-level Information Architecture (IA), which uses a common colour-coding:



Programme



Case Study



Module



Chapter



Topic



Page



Note: The framework for an e-learning product (as opposed to a Programme) begins at the module level. There may be a number of modules in a standard Product. 2.1 Programme



Programme



A programme is a centrally delivered body of learning materials, commissioned by a number of sources (e.g. a Home Office or ACPO National Learning Requirement). A programme is comprised of many hours of learning materials – sometimes covering weeks or months of learning activities. Programmes vary in size and content but usually attempt to address a national need. Examples include the Initial Police Learning and Development Programme (IPLDP) designed to provide Student Officers and their Trainers access to the blended learning materials required for the completion of a two-year training programme.
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2.2 Case study



Case Study



A case study is a narrative structure used to pull together potentially divergent elements within a blended learning Programme which draws together large bodies of content under a common thematic framework. For example, in the example of Public Order within the IPLDP, the blend is composed of classroom activities, tutor notes, student notes, e-learning modules and assessment items: all delivered through the NCALT MLE. It is, of course, logical that some future blended learning solutions will use a term that differs from ‘Case Study’. As each blended Learning solution is unique to that project, so too will be the narrative or thematic framework which ties together the learning elements. This term may change but its position in the Information Architecture will not. 2.3 Module



Module



A module is an e-learning deliverable comprised of chapters of content. In many cases this forms a sub-section of a Product or Programme. Conflict Management is an example of an IPLDP module. A module consists of no more than ten chapters of learning. If there are more than ten chapters in your learning then we require a second module of learning.
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2.4 Chapter



Chapter



A chapter is a collection of thematically linked topics, shown in the Objectives screen as a series of learning objectives, usually introduced with the phrase ‘By the end of this chapter, you should be able to…’ Note: Usually there should be no more than six learning objectives per chapter. Each chapter contains the following: 1. Terminal Learning objective 2. Enabling learning objective(s) A Terminal learning objective is a statement of the overarching skill, ability or knowledge unit which the learner needs to acquire by the end of the chapter. Below that sit enabling learning objectives which help the learner achieve the Terminal objective. An oft cited example, purely for the purposes of illustration, would be to imagine that you were attempting to design a chapter of learning on ‘how to drive a car’. The terminal learning objective might state that by the end of the learning sequence the learner will be able to competently drive a car. The enabling objectives which make this possible might include such skills as how to use the gear stick, how to use the brake and accelerator. As in a topic, each chapter will contain learning events and assessment events for enabling learning objectives. 2.4.1



Learn, Demo and Apply chapters



It’s worth noting that the chapters described here are predominantly what we call ‘Learn’ chapters. These are chapters which present knowledge of facts, figures, procedures and behaviours to learners. It’s important to note that whilst ‘Learn’ chapters constitute the bulk of materials, NCALT is increasingly using a ‘Learn, Demo, Apply’ model to facilitate the application of knowledge in a simulated environment.



Learn



Demo



Apply



At a very simple level, the ‘Learn’ chapters present new learning, the ‘Demo’ chapters present a model of good usage and the ‘Apply’ chapters (through use of interactive branching exercises) allow for the application of this new knowledge in a safe, guided environment which gives detailed feedback on learner performance. A good example of this is the IPLDP ‘Sudden Death’ e-learning module.
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2.5 Topic



Topic



A basic Learn chapter contains topics. A topic is usually composed of three, essential elements: 1. A statement of a learning objectives (written according to the NCALT Guide to writing Learning Objectives) 2. A learning event which relates directly to the stated learning objective(s) 3. An assessment event to test transfer of the learning presented in the learning event. Designing topics in this manner ensures good learning and consistency across products. 2.6 Page



Page



A page is the most basic unit of learning in our elearning. There is a large range of page types, dealing with all parts of a Topic. The layout, design and tone of individual pages is the responsibility of each projects’ Producer, based on a set of agreed template types which are developed with the Subject Matter Experts (SMEs) during the workshops required for the Design Solution document.
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Getting the design right



Before NCALT proceeds to start using the Information Architecture to break content down, we must have a detailed content analysis. As stated above, NCALT maps its Learning Design to Models for Learning. This requires that we have a Performance Needs Analysis, Learning Needs Analysis and a Training Needs Analysis. NCALT accommodates these three essential stages in our design process. 3.1 PID and PNA



PID



Desired Outcomes (PNA)



A project is usually created with a Project Brief which needs to be signed off by the approving body before spending time and money developing a Project Initiation Document (PID). Every
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project is initiated with the completion of a PID, which is authored by the project sponsor and an NCALT Project Manager. In addition to details on budgets, time schedules and involved parties a PID must include a set of Desired Outcomes. These easily map to Performance Needs Analysis (PNA) required by Models for Learning. Desired outcomes are usually high-level objectives and can be vernacularly described in terms of the question ‘What change do we want to effect in the community?’ Only when these desired outcomes and the approved Subject Matter Experts (SMEs) are in place, can NCALT proceed to start designing a Learning Solution to provide these outcomes. 3.2 Design Requirements and LNA



Design Requirements



Learning Objectives (LNA)



Having received a signed-off PID, NCALT assign key people (usually an E-Learning Producer, a Business Analyst and an Instructional Designer) to commence an analysis of the desired outcomes working closely with the SME. The purpose of this is to arrive at a series of Learning Objectives. These easily equate to the Learning Needs Analysis required by Models for Learning. NCALT author their Learning Objectives using an internally-devised standard which uses the principles outlined in Bloom’s taxonomy. This ensures that objectives are dynamic and testable. In a very simple sense, the Design Requirements document is a statement of ‘what’ NCALT is required to deliver. It includes a high-level establishment of the learning we need to produce and allows NCALT and our clients to create a shared understanding of how the project will proceed. When this document is signed off by all relevant parties (Subject Matter Experts, Sponsor and Producer) NCALT then proceed to produce a Design Solution document. The Producer is the owner of the design documentation and is responsible for ensuring effective communication and distribution at all stages both internally and externally.



3.3 Design Solution and TNA



Design Solution



ID Model (TNA)



If the Design Requirements is a statement of what NCALT will do, the Design Solution is a statement of how will we will do it. The Design Solution document includes key information on the look and feel of the product, the page types to be used, an analysis of the target audience, how to meet their needs and how NCALT will address any accessibility issues. All of the dedicated NCALT project team have input into this document. Crucially, the document contains an explanation of the Instructional Design strategy for the learning. This is a detailed explanation of how the content will be broken down and presented to the learner. Each project has its own ID model – variations stemming from differences in
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the domain of learning, the audience, media and whether or not the e-learning is part of a larger blend. From the defined ID Model, the document proceeds to give a detailed breakdown of content – to a page by page level. This is done in accordance with the NCALT Information Architecture which was outlined earlier. The Design Solution also gives details on all parties working on the project, with clearly defined roles and responsibilities and contact details. When all NCALT stakeholders are satisfied, the Design Solution is forwarded to the Project Sponsor and signed off. When the Sponsor signs off, the document returns to NCALT and has its version number changed to 1.0. The document then becomes the reference point for all Instructional Designers, Graphic Artists, Developers and Testers working on the product. 3.4 Scripting



Scripting



When the Design Solution is signed off, the Instructional Designer proceeds to the scripting stage. Scripts are based around the detailed content breakdown provided in the Design Solution and are subject to a vigorous review process: an editor looks at grammar, spelling, punctuation and general readability. An instructional design review by the Lead Instructional Designer checks for application of the agreed Instructional Design model. Furthermore, the scripts are checked by Subject Matter Experts for veracity of facts, given a thorough legal review for legislation and policy matters, and checked for sensitivity towards Race and Diversity issues. The Producer is responsible for overseeing this process and ensuring the other team members (Interactive Designers and Developers) are consulted on the scripts. They will usually ask the team to develop a Storyboard – a simple visual representation of the script that identifies which screens will be recognised NCALT templates and which will need a more bespoke treatment. Some layout sketches may be required for clarity at the Storyboard stage.
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Design and Development



NCALT’s dedicated project team of Instructional Designers, Interactive Designers and Developers work with the SME to ensure application of the solution agreed with the client and sponsor.
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4.1 NCALT Development The development team are responsible for the functional build of courses using assets provided by the design team and the instructional designer for the course. This involves building and maintaining course templates, composing the course sequences and building bespoke screens. Developers also manage the class libraries that power common functionality and the course ‘engine’. They will also advise on suitable file types/sizes and occasional video and audio editing. 4.2 NCALT Design NCALT’s in-house team of Interactive Designers (Graphic Artists, Illustrators, Animators, AV experts) create a unique ‘look and feel’ for each project, with colour scheme and graphic detail appropriate to the subject. Projects typically feature bespoke illustrations, animations, videos and interactive graphics to enrich the learning experience. These are all specifically created by our graphic artists to enhance understanding of the learning on each screen. Illustrations focus on a realistic and technically accurate portrayal of policing situations, with a cast of characters balanced in terms of ethnicity and gender. Interactive graphics offer keyboard as well as mouse control to maximise accessibility to learners with disabilities. Audio versions of the course are also recorded at this point. 4.3 Proof of concept When the first script is signed off, it proceeds to development of a ‘proof of concept’. A proof of concept is usually a chapter or a small number of learning topics developed independently of the rest of the course. Developing this allows us and our clients to test the solution proposed in the Design Solution document including the look and feel, the interactive solutions and the script alongside the graphic elements. The proof of concept is reviewed both internally and externally and amendments to the design are made based on feedback collected by the Producer. The project then moves into full development and design. 4.4 NCALT Testing NCALT has a robust testing procedure which ensures that quality is assured through the development process. After each stage of development, a tester will go through the script and course methodically, raising issues where they’re found. Then a fixer will resolve the issues found, and then the tester will go through the resolved issues to ensure all fixes have been completed. Our courses go through the following tests:
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• • • • • • • • •



Instructional Design Subject Matter Expert (SME) Technical Legal Diversity Health and Safety End User testing Sponsor Pilot



The end-user testing is carried out locally at regular intervals with members of the target audience to gauge the quality of the learning from a learner’s perspective. Our courses do not go live without these tests, allowing NCALT to maintain its high standards.
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Project Management



Each year, NCALT produces a Programme plan which details NCALT’s projects and resources required to complete them. Projects are either funded by the Home Office, or by specific funding. These projects are then managed by NCALT using a customised Prince2 process. Every project has an up-to-date project plan, and controls in place to ensure projects are delivered on time and to required quality following the NPIA Quality Assurance Framework. Weekly team meetings and regular production meetings ensure risks, issues, and changes are resolved quickly. Capacity planning ensures teams have the resources needed to complete the projects effectively.
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Find out more



We hope that you’ve found this document useful and informative. If you would like to learn more, please visit our website at www.ncalt.com, where you can see examples from our courses, register and log-in to the MLE (Managed Learning Environment) and get contact details. Should you have any questions relating to anything raised in this document, please feel free to contact our Learning Outreach Team: Doreen Lenihan e-mail: [email protected] tel: +44 (0)20 8217 2091 Tony Sammons e-mail: [email protected] tel: +44 (0)77 68 507 375 Thanks for reading.
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