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1 Project Overview
1.1 Introduction 
This section includes a brief description of the project and the organization that has requested the course or course conversion and why it has requested it. It should indicate if the project is a new course or a conversion and whether or not it involves revision of content. NOTE: There is no boilerplate text for this section.

1.2 Statement of Business Need

Courseware development is expensive, but well worth the investment when designed and developed in an effective and efficient manner and tied to performance improvement of the organization. The key to such development is to possess a clear understanding of the business need for training prior to beginning design and development.  A clearly articulated business need also facilitates evaluation later, and validates money well spent.
This section includes the statement of business need. NOTE: The business need should be clearly stated in the Statement of Work (SOW).  

1.3 Project Goal

This section includes a brief description of target audience and what the sponsoring organization hopes to achieve with regard to that audience (i.e., the overarching goal of the project).  Also identify major players and points of contact on the development team.  NOTE: There is no boilerplate text for this section.

1.4 About This Document
This document presents the justification for the development of Course Title. It includes the following sections.

	In Section…
	You will find…

	1  Project Overview
	The basic information regarding the project.

	2 Analysis
	Information used to determine the appropriate design.

	3 Design Implications
	Proposed design of the course, based on the findings of the analysis.

	4 Evaluation
	Description of the formative and summative evaluations 

	5.Conclusion
	Summary of the previous sections, any outstanding issues or concerns, and next steps in the design process.

	6 Appendix
	Acronyms used throughout the report and the project, GFI listing and methods and tools used to conduct the various analyses.


2 Analysis

2.1 Target Audience Characteristics

Identify the target audience and their characteristics.  If there is a primary and secondary audience, compare their similarities and differences.  Always include:

· Education 

· Experience, both on the job and in life

· Drivers and barriers that may influence success
Also consider things such as:

· Length of service with the organization

· Status in organization

2.2 Context Analysis

The training environment is the environment in which the learner completes the training; the performance environment is the environment in which the learner applies the learned content, on the job. The context analysis considers both the training and performance environments.  When the training environment mirrors the performance environment, a greater transfer of learning occurs.

2.2.1 Performance Environment

Identify the performance environment.  If the knowledge or skills will be applied in an office using software, indicate it and name the software.  If the knowledge or skills will be applied outdoors or in another environment, describe the environment in detail.

2.2.2 Training Environment

Course Title will perform on the standard hardware configuration provided by NHI. Minimum configuration includes the following:

· Operating system: Windows 2000 

· Minimum processor speed: 328 MHz

· Standard screen resolution: 800 x 600

· Color depth: 16 bit

· Internet Explorer 6.0 

· Flash Player 7 or higher

· Sound Card and speakers/headphones

· {verify network connection requirements}

· {verify browser requirement}

Course Title may be completed anytime, anywhere.  Learners should have access to a quiet location and dedicated time away from the job to complete the training.

2.2.3 Performance Environment
Identify the performance environment.  If the knowledge or skills will be applied in an office using software, indicate it and name the software.  If the knowledge or skills will be applied outdoors or in another environment, describe the environment in detail.

2.3 Requirements Overview

This section includes a brief description of each requirement provided by the requesting organization. Identify unique requirements that will affect the design and development of the courseware.  Examples of unique requirements include, but are not limited to:

· Political rationale

· Organizational change (e.g., sharp increase in new hires)

· Funding for delivery

· Travel constraints

· Timeframe in which gap must be closed/course must be launched and why

· Availability of instructor(s)

· Video, either original or provided

· Organization-provided graphics 

· A synchronized team exercise 

· Case studies

· Compatibility with a specific type of assistive technology

Use the table to identify the requirements and any implications.  Two examples have been provided.  Delete them prior to adding course-specific requirements.  If there are no course specific requirements, state that and delete the table.

	Requirement
	Impacts on Project

	Course must be compatible with ZoomText software
	· A test machine with the software needs to be available to the development team

· Development team requests opportunities to interview and prototype with software users both prior to development and during production 

· Identify the version of the software.

	A role-playing scenario based on the Oakland accident of 1994.
	· The development team will need access to files and records regarding the incident, individuals involved, and other similar sources

· All names and identifying characteristics should be deleted if required for privacy purposes prior to being supplied to development team

· If privacy waivers need to be obtained, NHI will obtain them.

· If differences between the incident and the role-play are desired, subject matter expertise is required for assist in making the differences plausible


2.4 Government-furnished Information (GFI) Review

This section summarizes the GFI, and whether the current information will be sufficient to develop the course in a timely manner.  Any information that appears to be missing, out-dated, or contradictory in nature should be identified so a decision regarding its inclusion, modification, or deletion can be made.  A complete listing of GFI should be included in Appendix 5.2.
NOTE: If the development team has been directed to use outside sources, those sources should also be reviewed and included here.

2.5 Media Analysis

Identify media types that are to be included in the courseware.  If original media, such as video or professional audio, are to be included, identify how much and how that will be done.  If there is specific media that is requested, verify it is copyright free, and document it here.  If it is not copyright free, recommend alternatives.  
Also indicate how media featuring specific individuals, such as the secretary of transportation, would be obtained.  Also account for compliance with accessibility requirements (closed captioning, script, etc.)
2.6 Level of Interactivity

Interactivity will be used throughout the course to engage the learner and allow him or her to practice applying the information whenever possible.  NHI uses the following definitions to describe the degree of interactivity:

	Level of Interactivity
	Description

	Level I – Passive
	The learner acts solely as a receiver of information. The learner progresses linearly through course reading text from the screen, viewing video or listening to audio.  

	Level II – Limited Interaction
	The learner makes simple responses to instructional cues. The responses may include answering multiple choice or true/false questions.  

	Level III – Complex Participation
	The learner makes a variety of responses using varied techniques in response to instructional cues.  


Course Title will be designed and developed at interactivity level X.  The rationale for selecting this level of interactivity is . . . provide an explanation of why the level was selected.  Timeframes and budget are acceptable reasons to cite, if appropriate.
2.7 Design Implications
Provide a summary of the analysis. Clearly state the design implications, both positive and negative, of the findings.

	Analysis Finding
	Design Recommendation

	
	· 

	
	· 


3 Design Overview
3.1 Training Goal
The goal for Course Title is:

State the goal 

Include a brief explanation on how the goal was identified (i.e., interviews with managers and executives, recordings of customer service phone conversations, log of error messages, etc.)

3.2 Course Learning Outcomes 

Learning outcomes for Course Title have been identified.  However, further refinement of the content during the design phase may result in minor adjustment to some of the objectives.  At this time, the learning outcomes for Course Title are:
The course learning outcomes are the learning objectives for the course.  Identify terminal learning objectives at the module level and enabling learning objectives at the lesson level (if including lessons). Use behavioral, measurable verbs for the objectives; avoid subjective qualifiers and ambiguous verbs that reflect internal cognitive functions, such as ‘understand’ or ‘realize’.  For traceability, number the terminal learning objectives in the following manner:
1. Terminal Objective

1.1. Enabling objective

1.2. Enabling objective

1.3. Enabling Objective

2. Terminal Objective

2.1. Enabling objective

2.2. Enabling objective

2.3. Enabling objective
3.3 Overarching Instructional Approach

Identify the instructional strategies that will be employed throughout the course and provide the justification for their selection.  A simple listing is NOT sufficient.  Address visual, textual, audio, interaction, and assessment strategies.  If you plan to incorporate attention strategies or motivational strategies, also identify the strategy and/or model and provide the justification.  Some other considerations include:
· Overall vision for the solution. Is this training going to be a course, workshop, seminar or some other type of training, and why?

· Describe any theme, if used.  Propose delivery method and provide rationale.  Describe any wrap-around performance support such as a CoP, manager workshop, Web site, job aids, SOJT.

· Tie the rationale for the proposed solution to what is known about the target audience and the content.

3.4 Structure and Duration

Graphically represent the proposed solution.  Use diagrams to depict recommended delivery method(s) and the chunking of the content (i.e., modules) as they are intended to be taught.  Label each chunk with:

· The module title

· The objective number(s) it addresses

· An estimate of its duration (Duration estimates for smaller chunks roll-up into the larger chunks)

4 Evaluation Plan

4.1 Formative Evaluation
Formative evaluation is an evaluation of the training materials during the design and development phases of the lifecycle.  Formative evaluations typically are conducted early, with small groups of the intended audience and/or content experts, and serve as a proof-of-concept.   All courseware and training materials developed for NHI go through multiple formative evaluations.  
The initial formative evaluation is the prototype. The initial recommended content for the prototype is identify the content for the prototype. Provide a brief explanation as to why that content has been selected.  Note that the prototype content may change, during the writing of the DDP.
Subsequent formative evaluations occur through the subject matter expert reviews of storyboards during the design phase.

4.2 Summative Evaluation

Summative evaluations occur after deployment of the courseware and/or training materials, and validates that the materials meet the need identified effectively and efficiently.  NHI uses Kirkpatrick’s Levels of Evaluation Model as its standard approach.  All training undergoes Level 1 and Level 2 evaluations.  Level 3 and Level 4 evaluations are at the discretion of NHI.
4.2.1 Level 1 – Reaction

Level 1 evaluations measure the learner’s reaction to the training.  NHI uses a standardized, web-based evaluation form.  The training links directly to the evaluation form from the final page in the last module.  
4.2.2 Level 2 – Learning 

Level 2 evaluations measure the degree of learning that has resulted from the training.  Favorable comparisons between pretest scores and end-of-course exam scores (with the end-of-course score being consistently higher over multiple class offerings) indicate if learning has taken place.
4.2.3 Level 3 – Transfer

Level 3 evaluations measure the ability of the learner’s to transfer the course objectives to actual on-the-job performance.  Level 3 evaluations compare pre-determined performance criteria from before the training to the same criteria after training.  Frequently, the evaluations are completed not only be the learner, but also by the learner’s supervisor, co-workers, and when appropriate, sub-ordinates.  
Course Title will/will not have a Level 3 evaluation.

If the course will have an evaluation or if the NHI Project Lead requests it, include the development methodology, procedures, and analysis methodology.  Otherwise, delete sections 4.2.3.1 through section 4.2.3.3.
4.2.3.1 Development Methodology

Provide an explanation methodology employed in developing the Level 3 evaluation.  If supervisors, co-workers, and subordinates are being surveyed in addition to the learner, indicate if their responses will be weighted equally. If not, indicate the waiting and provide an explanation.  The methodology should also indicate how the surveys will take into consideration environmental factors that influence training effectiveness, such as co-worker or supervisors reluctance to change a proven way of conducting business on the chance that it could be improved.  (Why fix it if it ain’t broke?)
4.2.3.2 Procedures

Detail how the level 3 will be administered and why, who will be involved, and how their involvement will be guaranteed.  

4.2.3.3 Analysis Methodology

Also provide a recommendation regarding methodology for data analysis.  As with the development methodology, document how the analysis will take into consideration the environmental factors.
4.2.4 Level 4 – Results 
Level 4 evaluations measure the results of the training on the organization.  Results are frequently viewed in terms of return-on-investment (ROI).  ROI studies of training require in depth understanding of both the training and the organization.  

If requested, provide recommendations for areas of study that would assist NHI in proving ROI.  For example, if SMEs repeatedly identified specific consequences for achieving or failing to achieve the course objectives, document them consequences and related objectives.
5 Conclusion 
5.1 Summary

Briefly summarize the previous sections, focusing on the highlights.  
5.2 Concerns and Mitigations

Restate any concerns or possible issues identified earlier, and provide a mitigation recommendation.  Identify anything that needs clarification from the government.  Examples of possible concerns or issues may be need of a technical subject matter expert who is fully tasked elsewhere, key policy change during the development of the plan, or desire to use copyrighted material.
Use the table to record concerns and mitigations. If there is a show-stopper, clearly label it as a high-priority item. If there are no issues, delete the table and indicate that there were no concerns or issues identified during the HDP development.

	Concern
	Mitigation

	
	

	
	

	
	


5.3 Next Steps

Identify the next steps that will be taken toward design. Next steps should give the government a clear idea of what the development team plans to do.
6 Appendix

6.1 Acronym List

The table below lists acronyms in this document. Alphabetize any acronyms that were used in the document.  In the definition section, indicate the correct use of case.
	Acronym
	Definition

	
	

	DDP
	detail-level plan

	GFI
	Government-furnished information

	HDP
	high-level plan

	NHI
	National Highway Institute

	SOW
	Statement of Work

	
	


6.2 Complete GFI Listing

List all GFI that will be used in the development of the courseware.  Include version numbers and/or dates.

6.3 Analysis Documentation/Tools

Link all analysis tools that were used in the analysis, such as web surveys or focus group questionnaires.  If reports were used during analysis, list, link, or embed them.
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