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Checklist: signs that an organisation is embedding e-learning

What does embedding look like? How do you know it when you see it?

What is the checklist for?
This list was originally developed to describe the range of possible strategies a training organisation might use to implement e-learning in their business planning. 

Each item was a possible strategy to implement and embed e-learning — for forward planning. While the language is mostly directed at larger organisations, the items can be adapted for smaller providers and businesses too.

The list has been tipped upside down and turned into questions so that it can also be used to ‘diagnose’ the current signs of embedding in an organisation.

For E-learning Innovations the checklist has two uses in preparing your application:

1. To help identify and describe your organisation's existing level of embedding of e-learning (ie to show your current capability)

2. To help identify how your project proposal will further embed 
e-learning at your place or your partner RTOs (ie to clarify and present the specific embedding tactics you will employ by leveraging the project).

1 Conduct client/market research 
· Do you collect data about your client/student demand for e-learning (surveys, focus groups etc)?

· Have you identified potential benefits from e-learning for your learners/clients groups?

· Do you measure your learner/client satisfaction with e-learning?

2 Integrate e-learning in planning

· Is e-learning specifically written into your strategic, business and operational plans?

· Are these integrated with your information and communication technology (ICT) planning and purchasing policy?

· Does your marketing plan include promoting your e-learning capability?

· Is there an agreed structure for phased development, with targets?

· Does e-learning feature prominently on your website?

· Is e-learning integrated with your innovation goals?

· Do your managers have clear and direct responsibilities for implementing and monitoring e-learning?

· Are you working to integrate e-learning systems (eg content management system (CMS), learning management system (LMS)) with other organisational systems, such as student/client management?

3 Measure progress

· Have you conducted a review or audit of your e-learning readiness as an organisation?

· Have you set benchmarks for implementing e-learning?

· Have you implemented a regular process to measure your progress with 
e-learning?

4 Provide delivery options

· Are you building a repertoire of appropriate delivery technologies for a range of purposes and clients? (eg LMS, virtual classroom, other collaborative tools)

· Are they operationally mature, so that they are easy for your staff and clients to access and use?

5 Develop relevant skill sets

· Have you identified specific staff roles in e-learning, and the skill levels needed for each (eg content development, online facilitation, course design)?

· Do you have a targeted, individualised and monitored e-skills development program in place?

· Does it cover all roles, not just teacher/trainers?

· Are e-learning capabilities built into your recruiting policies and requirements?

· Do you have mentoring arrangements in place for building e-learning capability?

6 Tackle culture change

· Are there deliberate strategies in place to move your managing, support, teaching and learning culture towards client-centred, technologically supported delivery? 

· Have the key blockers to change been identified and tactics developed?

· Are learning and information technologies being used cleverly and cost-effectively for organisational needs (eg meetings, induction, staff training)?

· Have strategies been developed to sell e-learning benefits to senior management?

· Have incentives been put in place to encourage and reward e-learning innovation?

7 Build client services

· Do you have a description of target levels of web/digital service for students/clients? (eg 24/7 access to learning content, online enrolment)

· Is your website developing as a student/client portal with range of client services?

8 Adapt work processes

· Do you provide and/or subsidise offsite web access to staff (eg email, access to files)?

· Do you provide mobile phones for staff to support flexible delivery roles?

· Have you developed clear team and individual processes for selecting, developing or customising learning materials (including setting priorities and providing resources)?

· Have arrangements been made to recognise online teaching/training time appropriately?

9 Build learner e-skills

· Do you have a strategy or program to check learner/client computer literacy and web skills?

· Do you provide induction, orientation or other support to learners/clients in using e-learning?

10 Walk the talk

· Do you use e-learning for training your staff? (eg for compliancy areas)

· Does your induction program include web-based components and cover using e-learning technologies?

· Are you using appropriate social computing tools (such as blogs and wikis) for your internal and external communication and collaboration?

11 Work with partners

· Have you formed links or alliances or other arrangements to provide capabilities you organisation lacks (eg content development, online facilitation) 

12 Identify e-opportunities

· Do you have agreed processes for identifying and evaluating 
e-learning initiatives, setting priorities and resourcing projects?

version 1.2

Clint Smith

3 March 2008

For more information contact:

Australian Flexible Learning Framework

Phone: (07) 3307 4700

Fax: (07) 3259 4371

Email: enquiries@flexiblelearning.net.au
Website: flexiblelearning.net.au

GPO Box 1326

Brisbane QLD 4001

[image: image1.jpg]exible Lead d Framework

supporting e-learning opportunities



flexiblelearning.net.au
© Commonwealth of Australia 2008

4

