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*** WRITING LEARNING OUTCOMES (2ND ED.) LICENSE ***

This license accompanies software (" Software") and related explanatory written materials
("Documentation”). The term "Software" shall also include dectronic books, workbooks, templates,
any upgrades, modified versions, and copies of the Software licensed to you by Business Performance
Pty Ltd.

WRITING LEARNING OUTCOMES (2ND ED.) LICENSE
BUSINESS PERFORMANCE PTY LTD

Y ou should carefully read the following terms and conditions before using this software. Unless you
have a different license agreement signed by Business Performance Pty Ltd your use of this software
indicates your acceptance of this license agreement and warranty.

Licensed Use

This license grants the license holder the right to use this software only for its intended purpose by
students, internal consultants and employees as a learning and instructional design resource. It is not
for use by an external consultant, coach, facilitator or trainer receiving a fee or other payment from a
third party client.

A single user license grants the license holder the right to produce one hard copy printout of the
eectronic guide. Photocopying is expressly prohibited. A multi-user license grants the license holder
theright to print or copy more than one copy of the eectronic guide in direct proportion to the number
of licenses obtained.

A single user license grants the license holder the right to produce as many copies of the dectronic
template as is required on the condition that any such copies are used exclusively by the license holder
and only for itsintended purpose.

You may not s, resdl, license, rent, lease, lend, or otherwise transfer for value, the software. You
may not distribute the software in any stand-alone products that contain only the software, or as part
of any other product. You may not copy or post this software in part or in its entirety on any network
computer or broadcast it in any media.

Copyright
All title and copyrights in and to the software (including but not limited to any images, photographs,
animation, video, audio, music, text, and applets, incorporated into the software), the accompanying

printed materials, and any copies of the software, are owned by the author. The software is protected
by copyright laws and international treaty provisions.
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Disclaimer of Warranty

BUSINESS PERFORMANCE PTY LTD MAKES NO REPRESENTATIONS ABOUT THE
SUITABILITY OF THIS SOFTWARE FOR ANY PURPOSE. THIS SOFTWARE AND THE
ACCOMPANYING FILES ARE SOLD "AS1S"' AND WITHOUT WARRANTIESASTO
PERFORMANCE OR MERCHANTABILITY OR ANY OTHER WARRANTIES WHETHER
EXPRESSED OR IMPLIED. NO ORAL OR WRITTEN STATEMENT BY BUSINESS
PERFORMANCE PTY LTD OR BY A REPRESENTATIVE OF BUSINESS PERFORMANCE
PTY LTD SHALL CREATE A WARRANTY OR INCREASE THE SCOPE OF THIS
WARRANTY.

Limitation of Liability

Any liability of the sdller will be limited exclusively to product replacement or refund of purchase
price. In no event shall Business Performance Pty Ltd beliable for any damages whatsoever
(including, without limitation, damages for loss of business profits, business interruption, loss of
business information, or any other pecuniary loss) arising out of the use of or inability to usethis
software, even if Business Performance Pty Ltd has been advised of the possibility of such damages.
Theentirerisk as to the quality and performance of the software and the documentation is with you.
Should the software or the documentation prove defective, you (and not Business Performance Pty
Ltd or its distributors, licensors or dealers) assume the entire cost of all necessary servicing or repair.
Because some states and jurisdictions do not allow the exclusion or limitation of liability for
consequential or incidental damages, the above limitation may not apply to you.

Sever ability
In the event of invalidity of any provision of this agreement, the parties agree that such invalidity shall

not affect the validity of the remaining portions of this agreement.

*** END OF LICENSE AGREEMENT ***
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About the Author

Leslie Allan has been assisting organizations improve their capa-
bility for over 20 years. He has contributed in various roles as
manager, consultant and trainer within the manufacturing and
service industries, both for public and private sector organizations.
On the people side, Mr. Allan has set up and managed training
functions for leading multinationals. His achievements include
reducing online learning costs by 80 percent and increasing em-
ployee course completions by 540 percent. Taking a strategic
approach to investing training resources also led him to develop a
best practice model for training functions.

Mr. Allan’s external and internal consulting roles have seen him
lead successful projects in strategic planning, workplace communi-
cations, and quality and HR information systems. He is also a
seasoned instructional designer and trainer, having taught programs in both vocational
colleges and industry. Training programs that Mr. Allan has designed and delivered include
the full gamut, from technical skills training to management and communication skills, team
leadership, financial management and career planning.

On the process side, Mr. Allan has helped companies, small and large, improve their proc-
ess capability. Managing 15 teams for one multinational manufacturer, he led the continuous
improvement initiative, forming, training, coaching and motivating the teams to identify, map
and improve their processes. His project management and facilitation skills were utilized in
another national conglomerate to lead the design and implementation of a comprehensive
document management system and the mapping and reengineering of core processes.

Mr. Allan is a prolific writer on business issues, with many journal and web articles to his
credit. He is also the author of five books on employee capability, training and change man-
agement. Mr. Allan currently serves as Divisional Council Member for the Australian Institute
of Training and Development and is a member of the Australian Institute of Management and
the American Society for Quality.

About % BUSINESS Performance...

Established in 2003, Business Performance Pty Ltd provides business and management
consulting services globally. The company delivers coaching and consulting services in a
range of business areas, from small business, leadership and management, strategic plan-
ning and organizational change to employee development and career coaching. All services
are provided by highly experienced consultants specializing in their area of expertise.

From its website, Business Performance Pty Ltd also proudly supplies a wide selection of
business and management software products designed to make managing organizations
easier and more effective. Products featured include tools, templates and guides in the
areas of training and employee development, project management, organizational change,
career planning, and web development. All products can be purchased and downloaded
easily from anywhere in the world from the Business Performance Pty Ltd website at
www.businessperform.com.
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Introduction

What does it mean to design and run an effective training program? In a workplace setting, |
would suggest that an effective program is one that by and large satisfies the following four
criteria:

I. imparts useful knowledge, attitudes and skills to training participants
Il. satisfies genuine organizational needs
Ill. gives participants the confidence to use the new learnings in their job

IV. uses the minimum of organizational resources to achieve the program’s objectives

Anything extra the program achieves is icing on the cake. Many training programs | see run
serve no useful purpose for the organization. In many cases, these programs fail because of
poorly defined program objectives and learning outcomes. The result is not only a waste of
scarce organizational resources, but such fruitless programs also leave in their wake demor-
alized employees and cynical managers.

This guide and workbook is designed for trainers, facilitators, instructional designers and
training managers who want to get more out of the training programs they design and con-
duct. Whether you are working as an external consultant or contractor, or as an employee
internal to the organization, following this guide will help you get more mileage from your
programs and engender greater credibility from your clients.

This book is relevant to all types of training programs and organizational settings. It will help
you create greater value from your programs whether you are working for a small non-profit
organization or a multinational business. The principles and practices used in this book also
apply to the spectrum of training types; real and virtual classrooms, online learning and other
forms of distance learning, technical and soft-skill programs alike.

With step-by-step instructions throughout, this guide is designed to be a practical resource.
In addition, the learning outcomes templates used in the various examples are included in a
separate Microsoft Word document packaged with this guide. Use these templates to cus-
tomize them to your exact needs.

The central core of this book is that effective workplace training focuses on required per-
formance on the job. Focusing on job performance begins with the analysis and design
phases of the program. If focusing on what the employee is required to do following the
training is not clarified and encapsulated in the initial phases of the training project, trying to
build it in during the course development and delivery stages will prove to be a frustrating
and unrewarding experience.

The construction of a well-written learning outcomes statement is the culmination of the
capturing of required on-the-job behaviors into the high-level program design. In this respect,
the completion of this task marks an important milestone in the project. If stated learning
outcomes are not clearly linked to organizational objectives and required on-the-job behav-
iors, the course development phase will be at best untied to real organizational needs and at
worst an indulgence.

What | term here “learning outcome” is variously named “learning objective” and “learner

objective”. Sometimes the term “student” or “participant” is used in place of “learner”. In any
case, a “learning outcome” is what the training participant has actually learned at the conclu-
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sion of the training program. “Learning” encapsulates new beliefs, new attitudes and new
practical skills and the unlearning of outmoded beliefs, attitudes and skills.

The benefits of defining and articulating a well-constructed learning outcomes statement are
important and various. The most significant of these are:

o forms the basis for sequencing and chunking program content and activities

o determines the relevance of program design features and content

o allows learner assessment tasks to be validated for relevance and completeness

e participants’ managers are assured that training addresses organizational goals

e trainers focus on the key deliverables of the training program

o learners focus on what is important to their actual workplace performance

The above list of benefits highlights the central role that learning outcome specifications
play. Learning outcome statements serve to guide the activities of all of the people involved
in the development and delivery of the program; course designers and developers, partici-
pants’ managers, trainers and the learners themselves.

How can you ensure that your learning outcomes statement will have the desired impact?

The path | recommend is to follow the correct process. | see effective training program
needs analysis and high-level design consisting of four basic steps (see Figure 1 below).

Figure 1: Phases of training program analysis and design

STEP 1 STEP 2 STEP 3 STEP 4

Determine
Content,
Delivery
Mode and
Schedule

Derive
On-the-job
Behaviors
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rganizational
nit Objectives

Write
Learning
Outcomes

The first step will help you work with client managers to determine the organization's pur-
pose for the training. This purpose will be stated in organizational terms and not in training
terms. In Step 2, you will expand the organizational unit's objectives in order to clarify what it
is employees will need to be able to do following the training for the organizational unit to be
able to achieve its stated objectives. The behavior statements you documented in Step 2 will
then be converted into the language of training in Step 3. This step culminates in a docu-
ment specifying behavior-based learning outcomes for the program. In the final step, the
designer determines the basic course design and delivery parameters.

This guide will walk you through the first three of these steps, laying a solid foundation for
you to progress to Step 4. As you complete each step in the process that follows, write the
results for your particular training project in the workbook templates provided. When you
have finished working through this workbook, you will have a complete set of documented
learning outcomes for your project.
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