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ALD PowerPoint Template Instructions and Checklist

INSTRUCTIONS:

You’re being provided with our ALD PowerPoint Template to assist us creating your online e-learning training course.  The basics of the template are these:
· It presents you with a streamlined, standardized approach to creating training content.
· It breaks your content and materials into manageable “chunks” for your end user.
· When you return it to ALD completed, we can quickly convert your template into online e-learning.

As a Subject Matter Expert (SME), you have the most knowledge concerning this specific topic.  We’re relying on your expertise to provide us knowledgeable, precise, accurate, and reliable information as content for a training course.  Your “job” is primarily to use our supplied template and return it to us for easy conversion into an online product

Your Template

The template is broken down into manageable areas.  What follows is a brief description of what to place into each of the areas.


· Course Title
· Enter in the course title and course code.
· If you do not have a course code, get it from your agency’s User Group Administrator.

· Course Overview
· An introduction is designed to do just that to your end users.  It tells them things like:
· Why the course is important to them.
· The overall goals of the course and any objectives you want them to achieve.
· What they will find in the remainder of the course.
· If there’s an exam, here is where they first learn they need to learn because there’s a test at the end.

· Course Chapter Title Slides
· These are slides that will introduce the primary topics of your content.  For example:
· If the topic of a chapter is “Statutes”, all the information in the course about statutes should be found in this part of the course.
· The course chapters should coincide with the highest level topics of your course, which should, in turn, flow with the top-level outcomes (objectives) that you identified.
· They should be sequenced logically, so that topics are presented in the optimal order building on previous topics.  
· They should provide a framework that can be rationally viewed when your template is converted to online e-learning.

· Content Slides
· Use these to add the “meat” to the bones of your course – which are the chapter slides.
· The content slides should consist of the topics and subtopics within each chapter.
· Use as many content slides as you need to cover each topic.
· Topics should be presented in the optimal order and instructions should build on previous topics from initial concepts to specific details of the topic.
· Again, everything down to the most specific content should support the learning objectives and goal/rationale for the course.
· Only include “need to know” content; never, “nice to know” content.

· End of Chapter Knowledge Check (Optional, based on the competency level needed)
· These are a series of questions , typically not graded.  The questions are intended to act as a check for comprehension of the chapter content before proceeding to the next chapter.
· If the material is relevant to end user application, you may want to create a series of questions to ask the end users.  This will verify whether learning actually took place.

· End of Chapter Summary Slide
· A summary at the end of delivered content is important for several reasons.
· A summary reviews the key information discussed in the chapter. 
· It can also act as a transition between chapters.  After summarizing key points, you can identify new content in the next chapter that builds from information delivered in this chapter.

· End of Module Summary Slide
· A summary at the end of the module is important for several reasons.
· A module summary reviews the material covered in each chapter of the course.
· It acts as the final ‘wrap up’ of the module and pulls the topics together in a cohesive completion before moving to the end.
· It acts as the transition between the learning content chapters and the Next Steps and the Knowledge Review.

· Next Steps Slides (Optional)
· In this final section, you can remind learners how to apply what they learned back on the job.
· It’s also a good time to review any resources that were shared in the course, such as job aids, and remind learners to download and save them for future reference.
· Lastly, if learners are supposed to continue with additional learning modules in a series, you can remind them of the next learning module they need to take.


· Course Final Exam
· Here are some key factors to consider:
· If your course content is for awareness or information purposes only, you may not need an exam.
· If your learning objectives require application of material learned in your course, you may want to consider creating a knowledge check after each module/chapter and a final exam at the end of the course.
· If your course content is critical to life and limb, you may want to consider a hands-on demonstration of application points to demonstrate knowledge, competency, application, and understanding.
· If you determine an exam is necessary, make sure that questions are in alignment with the learning outcomes, i.e., objective.
· There are several knowledge check question formats.  They are listed below.
· Multiple choice
· Drop and Drag
· Matching
· True / False
· If you’re submitting an exam, also submit the correct responses to your questions.

What your Course Outline should look like:

1. Course Title and Course Code
a. Chapter #1 – Title
i. Sup Topic#1 and Content
ii. Sup Topic#2 and Content
iii. Sup Topic#3 and Content
iv. Sup Topic#4 and Content
v. Chapter Knowledge Check
vi. Chapter Summary (Optional)
b. Chapter #2 – Title
i. Sup Topic#1 and Content
ii. Sup Topic#2 and Content
iii. Sup Topic#3 and Content
iv. Sup Topic#4 and Content
v. Chapter Knowledge Check
vi. Chapter Summary (Optional)
c. Course Summary (Optional)
d. Next Steps (Optional)
2. Final Exam
3. Exit Course




CHECKLISTS

Course Introduction

	YES      NO
	Item to include in the Introduction

	
	Is the course important to your end user?

	
	Have I included any course goals?

	
	Have I included any course objectives for my end users?

	
	Have I included any information in the introduction about the rest of the course?




Course Chapters

	YES      NO
	Item to include in the Course Chapters

	
	Is chapter content consolidated within each chapter?

	
	Do chapter topics align with the top-level learning outcomes/objectives?

	
	Does all chapter content align with the learning outcomes/objectives?

	
	Are the key points in each chapter laid out logically from initial concepts to specific details?

	
	Is each chapter distinct and unique?

	
	Can I tell when I leave one chapter and start another chapter?

	
	Do I include chapter summaries?

	
	Do my summaries include key points discussed in the chapter?

	
	Based on the complexity of the materials, do I need summary questions?

	
	Do I include transitions between chapters?




End of Chapter Knowledge Check (Optional)

	YES      NO
	Items to include in the End of Chapter Knowledge Check

	
	Does this content or topic require I check for knowledge at the end of this chapter?

	
	Are my questions relevant to the chapter topic?

	
	Are my questions appropriate to the competency required at the end of this chapter?

	
	Do my questions lead the user to an answer? Ex. How many cows does it take to make a herd of 1,000 cows?

	
	Are my questions so  important to user knowledge they should be graded?






End of Moduleodule Knowledge Review

	YES      NO
	Item to include in the Knowledge Review

	
	Is my course an “awareness” course that may not need a knowledge review?

	
	Do my questions align with and only address content from my learning objectives?

	
	Is my course for informational purposes?

	
	Have I considered exactly how many questions I need?

	
	Does the information in my course require application of materials learned?

	
	Is my course content vital to life and limb?






PREPARATION TIPS FOR YOUR TEMPLATE SLIDES

Instructions

· Try to use a “conversational” style or simple, direct instruction to your course language.  This style mimics the type of speech you use in your everyday conversations with coworkers.  When placing text on a single slide, use the following suggestions:
· Use nine lines of text, plus or minus three lines.
· If you need to add a page, add a page.
· Limit your font style to Arial font for the entire project.
· Avoid any text movement on the slide.  This interrupts user concentration and creates user frustration.  What looks good in a presentation is poison for an online course.
· Place your text as close to the upper left corner of the slide as is practical.  Eye following research has determined that’s the first place a user’s eye will locate for text on a page.
· Avoid colored background and colored text.  The best options are the highest contrasts between background and text.  Example:  White background, black text.
· If you have a question about anything to include in your course, please contact the instructional designer assigned to your course.
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