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Welcome!
The status quo is no longer working in Learning & 
Development.  Rapid authoring, agile learning design, 
game-based learning platforms and mobile have made 
their way into our field, along with other innovations. 
Stakeholders who understand the impact training can 
have on the business are asking L&D to measure this 
impact based on real business outcomes. And then we 
have our learners, who increasingly demand engaging, 
interactive learning solutions that truly help them 
improve their performance. It’s time for a new plan.

For nearly 20 years, we have partnered with our clients to 
design and deliver the right learning solutions for their 
training and performance needs. While every project is 
different, we have evolved a set of internal tools that 
help us analyze the current situation, design a single 
course or blended curriculum to meet the need and 
select the right technology. We’ve simplified these tools 
to create the Corporate Learning Starter Pack you are 
reading now. Use these tools to jumpstart your planning 
process and create learning that meets and exceeds your 
goals.

Table of Contents
Training Needs Analysis......................................................................................3

Self Assessment.....................................................................................................6

Template for Planning Your Training..............................................................8

Technology Evaluation Checklist...................................................................10

| Bottom-Line Performance 2



Needs Analysis Worksheet

Use the prompts on this 
worksheet to help you 
through the Training 
Needs Analysis process. 
Be prepared to revise 
your answers as new 
information emerges.

What problem are you trying to solve?

Not every learning solution needs to “solve a problem,” but many do. What 
behavior(s) are you trying to change?  If there is no problem to solve, what is the 
reason for this project?

What is the instructional goal of the project?

Complete this statement: “After training, learners will be able to _____”. Think about 
what you want learners to do on the job.

Who are your learners?

Are they employees? Contractors? Something else? How many learners will there 
be? What are their geographic locations? What demographic and behavioral 
information do you know about your learners?

Are there existing materials or documents associated with this 
project?

If no existing materials exist, this tells the vendor time will be needed to create 
content, interview subject matter experts, and/or research the related topic(s). If 
existing materials do exist, this tells the vendor time is needed to sort through it 
but they are not starting “from scratch.”
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What preliminary ideas do you have for delivery format of the 
project?

Classroom session, eLearning, webinar, on-the-job training, mobile app, digital 
game, etc. Select how you currently believe the training will be delivered. You might 
just choose one method, or you might opt for a “blended” approach.

Is the project needed to address a legal or governing body 
requirement?

Is this project a result of a regulatory requirement, compliance-driven audit, or 
corporate policy that the target audience must be aware of?

What languages besides English are required?

If you need the course in more than one language, translation costs should be 
factored into the budget.

How will you know that this project has been successful?

Describe how you will know you met your instructional goal. Think about the 
business results; if learners are able to do X, how will your company benefit?

Other than project completion, are there metrics you want to 
track?

Will you track learner completion? Learner assessment scores? Will you use 
observations to determine behavior change “on the job?” Do you expect other 
business metrics to change, such as sales increasing, customer call response time 
to improve, etc.?

What is the project timeline?

Identify when the project needs to launch. What constraints might affect your 
timeline? Try and estimate the number of necessary review cycles if you can, as 
these will add to the time required.
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Needs Analysis Worksheet Notes
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Self Assessment
It’s important to consider the current state of your eLearning program before starting a new 
project. Use this self-assessment to figure out where you are right now. For each statement, 
check the answer that applies to you.

When we develop a learning solution, we consciously 
manage learners’ cognitive load.

Our learning solutions are “outcome-driven” rather than 
“content driven.”

We use a 1:3 approach:  no more than 1/3 lecture or “teach,” 
combined with 2/3 interactive learning activities.

Our courses and job aids contain only essential content that 
we expect learners to remember and use in their jobs.

We show and let learners do more than we tell.

We avoid “corporate drone” in our text and audio.

We link new info/skills to what people already know or are 
familiar with.

We know what our learners find compelling – and what 
bores them.

= Strongly Disagree = Not Sure = Strongly Agree
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Scoring the Self Assessment

Add up your total in each category and score 
the assessment like this:

Strongly Agree: +1
Not Sure: -1
Strongly Disagree: -2

How many times did you “strongly agree” 
with the statements? A score of 7 or 8 
means your eLearning program is in great 
shape. Your focus should be on continuous 
improvement and optimization. A 5 or 6 
means your approach is solid, but has room 
for improvement in one or more core areas. 
A score of 4 or below is an opportunity to 
rethink your organization’s approach to 
eLearning.
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Template for Planning Your Training

What do you need people to know or do?
Choose one or more.

Gain Awareness Acquire Knowledge Build Skill

What’s the primary learning solution?
Select all that apply.

How will you reinforce the learning?

FACT: up to 90% of what we learn is forgotten in 3-6 days without 
proper reinforcement. Don’t skip this step!

You 
could 
use...

an email campaign

reference PDF’s

a flashcard app

a mobile reference app

a game
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How do you support informal, social learning?

FACT: 70 - 90% of what we learn at work is done informally and 
socially.How will you build a community that supports constant 
learning?

Mentors

Competitive or 
Collaborative 
Games

Blogs and Wikis

Formal or Internal 
Social Network



Technology Evaluation Checklist
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Functionality – What does it let you do?

 Create (improve method of authoring learning materials)

 Distribute (enable access to learning materials in new or easier ways)

 Assess (identify learner strengths and weaknesses through analytics)

 Enable Feedback (receive meaningful input from learners)

 Collaborate (provide methods for co-creation)

 Integrate (link tools and/or data together)

Other: _______________________________________________

Functionality – What does it help learners do?

 Engage (motivate and inspire in a new way)

 Find and locate (access learning content at moment of need)

 Retain (commit to long-term memory)

 Collaborate (share and learn from others)

 Practice (build proficiency in a skill)

 Assess (prove proficiency)

Each year, new learning technologies are touted as the next big thing in learning and development. 
Some have staying power, while others turn out to be passing fads. Even when a learning technology has 
a strong use case, poor needs analysis and half-baked implementation can lead to missed expectations 
and disappointed stakeholders. 

This worksheet uses a tried and true methodology for evaluating new learning technologies. Use it to 
evaluate new tools and techniques, create realistic use cases, and develop an appropriate proof of 
concept.



Value – What’s the hype versus the actuality?

1 2 3

Usability
• Easy and intuitive for your operators/creators
• Integrates easily with your other tools and 

processes

Usefulness
• Engages people
• Makes things cheaper
• Makes things easier to do
• Makes things work better
• Lets us do things we couldn’t do before
• Creates a positive image
• Improves quality
• Organizes information

Risks
• IT security (phishing, viruses, etc.)
• IT implementation (lack of supporting 

technology/systems)
• Negative “buzz” (comments that reflect on use of 

the new technology or company negatively)
• It goes unused (poor implementation usage)
• New/better technology released
• Infrastructure not in place to support 

implementation
• Unexpected costs

Total Score

Give each category 1, 2, or 3 points based on the following definitions:

1. “The learning technology is likely to create an undesirable outcome.”
2. “The learning technology is likely to create an acceptable outcome.”
3. “The learning technology is likely to create a very desirable outcome.”
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Value – What’s the true cost?

1 2 3

True hard costs
• Purchase price or subscription fee
• Ongoing maintenance
• Personal time to use or maintain it

True soft costs
• Personal time to learn or switch
• Personal time required to make it 

work in YOUR environment
• Personal time to use it and 

integrate into workflow
• Personal time/desire to support it

Total Score

Give each category 1, 2, or 3 points based on the following definitions:

1. “The learning technology’s cost is likely higher than our acceptable level.”
2. “The learning technology’s cost is likely at our acceptable level.”
3. “The learning technology’s cost is likely lower than our acceptable level.”

TOTAL OF ALL ROWS

5 - 7 

8 - 10
 

11 - 13
14 - 15 

Let’s interpret your score:

      The learning technology is likely not desirable at this time for our organization.

      The learning technology may be optimal for our organization.
 
      The learning technology is likely optimal for our organization.
     The learning technology is likely a critical area of need for our organization.
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Get in Touch

Email | info@bottomlineperformance.com
Phone | (317) 861-7281
Website | www.bottomlineperformance.com

Recommendation

 Conduct small pilot

 Recommend for full-scale adoption

 Re-assess in 6 months

Ignore

“Why” (Your elevator pitch)


