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Virtual Classroom Readiness Checklist

Use the following checklist to assess your project’s readiness for virtual classroom delivery in terms of Organizational, Content and Technical factors. This should help you answer the questions: “Is the virtual classroom a viable delivery medium for my organization?” “Is this course a good candidate for the virtual classroom?” “If so, how should we teach it?”
Organizational Factors to Support the Virtual Classroom 
Environmental Support 

· 1. Can employees be given dedicated time away from their work to complete the training?

· 2. Can a distraction-free environment be available while learners are working on the synchronous training?
· 3. Can students be accessed ahead of time to receive and print out supporting materials such as handouts?
Management Support 

· 4. Will managers ensure that the virtual classroom courses are relevant to the employee’s job goals?

· 5. Will managers set learning and performance expectations with employees regarding a virtual classroom event?

· 6. Is there a way for management to be aware when their employees are registered for and have completed the course?

· 7. Will management support application of the training content back on the job? 

· 8. Is there a rollout plan in place – ensuring buy-in from important parties such as upper management, supervisors and end users? 

Student Support 

· 9. Do the students have the motivation, ability to focus and metacognitive skills for semi-independent study? 
· 10. Do the target learners have familiarity with computers or can basic computer training be provided?
· 11. Is orientation to the virtual classroom tool available?

· 12. Is there a way for employees to know what courses are available and how to register? 
Resources 
· 13. Does the organization have the skills to develop effective virtual classroom courseware in-house or manage an outside vendor? 

· 14. Is there sufficient time available before rollout for development and piloting?
Subject Matter Expert Support 

· 15. Are there subject matter experts (SME’s) who can be available during design and development? 

Sponsor Support 

· 16. Does the project have a sponsor who can influence the appropriate parties responsible for development, rollout and acceptance of this course? 

· 17. Will this sponsor see the project through to completion? 

· 18. Have you identified who will have to approve the content: SME’s, legal department, sponsor? 

Technical Support 

· 19. Is the IT/IS staff on board? (Do they know what is going on?)   

· 20. Have you identified a party that will provide technical support to users? 
· 21. Have you identified a virtual classroom tool to meet your needs? 

· 22. Can end users access the tool – in terms of their computer platform and from a software licensing standpoint? 
Perception
· 23. If there are any prior negative experiences with either synchronous or asynchronous e-learning, can you develop a plan to overcome this impression? 

· 24. If you feel that the virtual classroom will be seen either as a new fad, threatening, overly technical or not the way we do things, you can you communicate its value?  

Instructor Support 

· 25. Will instructors support the course?  
· 26. Are instructors currently trained or can they be trained in virtual classroom delivery (in terms of using the tool as a facilitator and proper facilitation techniques)?

· 27. Can a producer be available to support instructors or SMEs who occasionally facilitate virtual classroom sessions?
Intra-Departmental Support 

· 28. If creation of the course requires cooperation between departments or its content will change the relationship between departments, can you work cooperatively with these departments? 

Content Factors/Course Factors to Support the Virtual Classroom
· 1. Is the content relevant to the job?

· 2. Can the material be presented in a way that encourages transfer to the job? 
· 3. Can the content be delivered in short sessions (1 – 2 hours)?

· 4. Can the content be broken down in a way to accommodate the learner’s work environment and schedule? 

· 5. Does the content lend itself to visual representation? 

· 6. Can the required activities be done on a computer?
· 7. For software training, will students have an opportunity to also practice on their own? 

· 8. Are there existing materials or Subject Matter Experts to draw upon? 

· 9. Do you own the content or can you acquire rights to the content? 
· 10. Are there sufficient resources to make a course that: 

· Is engaging/sustains interest
· Includes regular effective interactions
· Makes use of visuals (including animations and video if appropriate) that can be discerned on a computer screen
· Takes advantage of the group dynamic 

· Manages cognitive load 

· Is accurate
· Meets the educational needs of the target population. 
Information to Gather (Issues that Vary across Organizations): 
· 1. What is the organization’s policy on collaboration? 

____________________________________________________________________
· 2. What is the organization’s policy on testing and record keeping?

____________________________________________________________________
· 3. How is synchronous and asynchronous e-learning deployed (such as through a Learning Management System)?  

____________________________________________________________________
· 4. Can virtual classroom lessons be blended with other media for the total course delivery? 
____________________________________________________________________
Factors to Recommend the Virtual Classroom
The presence of the items below can point a company toward choosing the Virtual Classroom. These are indicators, but not required. They reflect the strengths of the Virtual Classroom or the problems it can solve. 
The Virtual Classroom can happen anywhere.   

· 1. The student population is geographically dispersed. 
· 2. It would be difficult for the target population to get together in the same place. 
· 3. Transportation and housing for in-person training is cost prohibitive. 
Virtual Classroom courses can be developed and launched relatively quickly. 
· 4. There is a need to quickly deploy training or information via briefings. 
The Virtual Classroom can accommodate a large number of students. 
· 5. There are a large number of students to be trained. 

Recordings can allow for repeat administration if properly designed and supported with handouts.
· 6. The training needs to take place repeatedly. 
· 7. There is high employee turnover or frequent new hires. 
· 8. It would be hard for students to meet at the same time. 
The Virtual Classroom can leverage SME expertise.  

· 9. SME/Instructors are hard to find or are not available for travel and long time commitments. 
· 10. It is considered useful to attach a personality to the course. 
It is moderately easy to change content for a synchronous versus asynchronous courses. 
· 11. The training content is not necessarily stable.  
· 12. Training content does not need to be changed on the fly depending on participants. 

The Virtual Classroom can introduce new technology.  

· 13. The training requires expensive or rare equipment. 

· 14. The software to train is still in development. 
The Virtual Classroom is well suited to show visuals.
· 15. The content is very visual or could be represented visually.

The Virtual Classroom is better for topics that do not require physical presence.
· 16. The course does not particularly require face-to-face interaction. 
· 17. The course is not seeking to change attitudes, evoke strong emotions or encourage motivation nor is it politically sensitive. 
The Virtual Classroom can provide a certain level of social presence. 

· 18. Synergy is believed to help the learning outcomes. 

· 19. One of the course goals is to introduce participants to each other or reinforce relationships between students. 
· 20. The tasks taught in the course are typically not performed alone.
The pacing of the Virtual Classroom is controlled by the instructor.
· 21. The course does not require self-study, reflection and repeated practice. 
· 22. The student population is not diverse in terms of their knowledge and skills. 

· 23. The students can handle the cognitive load of instructor-paced learning (for the target content area, in the target language).

Synchronous and asynchronous e-learning can facilitate record keeping.  
· 24. The organization is interested in automated reporting of student scores, completion, etc. 

· 25. Annual re-certification is required. 
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