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1 Executive Summary 

This document describes the high-level methodology for defining the approach to internal 
training requirements for TAS³, including a progress report, overview of initial training 
activities and immediate actions. The next major update to this deliverable is due at PM18, at 
which point internal training execution will have been implemented based on a defined 
training plan including an evaluation strategy and process. All those involved in the initial 
pilots will have been trained. 
 
The internal training plan is being developed for the three main contexts identified (see 
section 2.2) and capacity to support immediate informal training needs is in the process of 
being implemented and certain activities have been completed. The training plan will control 
the execution of training – who, what, how, when and where – as well as the training 
management information necessary to administer and evaluate the training. In addition now 
that the first pilot specifications have been produced training analysis activity can commence 
and which will identify commonalities, differences and constraints across the pilots that 
reflects their relative maturity. 
 
This WP is led overall by Synergetics in close co-operation with Eifel, the University of 
Nottingham and SAP. At the request of the Commission, training has been integrated into a 
WP which also covers dissemination and exploitation. Responsibilities are as follows:  Eifel 
will be responsible for the implementation of the Dissemination Plan, in particular the 
communication infrastructure and the organisation of events; the University of Nottingham 
are responsible for co-ordination of training, and SAP will provide support for developing of 
the Exploitation Plan with Synergetics. 
 
 

2 Introduction 

2.1 Background 

It is imperative that all partners are trained from the outset in order to create a coherent and 
effective understanding of all aspects of the project for all partners.  Internal training 
therefore starts right at the beginning of the project in order to tune the consortium to a 
coherent whole and provide a unified and deep understanding of all issues involved, including 
the tools used or to be developed.   
 
All TAS partners must have a unified and deep understanding of the TAS³ philosophy, 
architecture, modules, business processes and workflows and integration issues involved.  
 
Several partners are well equipped in training, and have training facilities or platforms. 
Synergetics is running an LCMS platform, the Universities of Nottingham and Koblenz-Landau 
both have access to experience in setting up training programs, and the University of 
Zaragoza has extensive training facilities for monitoring usability. The project will produce a 
set of eLearning materials on the TAS³ modules and integration, which will initially serve the 
project partners themselves, but at a later stage will also be converted for end-user training 
and form the basis for development into more general public-related learning materials / 
courses. 
 
There is also clear recognition that training for the initial pilots will need to be tailored made 
in accordance with the actors, languages and processes.  Although, there may be overlap 
across some pilots in terms of underpinning knowledge. 
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2.2 Objectives 

The specific objectives are:   
• Organise training sessions for technical partners at the beginning of the project and 

then after each pilot phase. For pilot use cases, supporting partners will be trained 
before each pilot phase 

• Training materials will be re-used to set up training first for external and associate 
partners and then for the wider TAS³ community. 
 

There are three prime training audiences:  
• Technical partner expertise   
• Pilot partner insight and awareness  
• End-user take up 

 
Training sessions for technical partners will take place at the beginning of the project and 
then after each pilot phase. For use cases they will be held with partners before each pilot 
phase.  This is designed, planned and carried out within the context of the defined activities 
and deliverables: 
 
T11.7 Training requirements for technical partners following first WP01 results 
T11.8 Developing training materials and presentations 
T11.9 Video recording of internal training sessions 
T11.10 Using an (Synergetics) LCMS platform for storing and re-using learning objects and 
delivering training via multiple channels 
T11.11 Organising face-to-face and information sessions before and after each development 
phase, which precedes each pilot phase 
T11.12 Produce a TAS³ training manual for all the 3 pilots as a service for the dissemination 
and exploitation activities 
 
D11.7 Internal training requirements and setup technical partners (M6) and pilot partners 
(M12) 
D11.8 Internal training for pilot phase 1 (M18), pilot phase 2 (M30) and pilot phase 3 (M42) 
D11.9 External training (community) (M36) 
 

2.3 Success indicators 

All partners will have a unified and deeper understanding of the TAS³ philosophy and 
concepts, architecture, modules, workflow and integration issues involved. An outcome of 
this is that key partners will demonstrate self-sufficiency and self-reliance and be able to 
access training activities and topic resources in a coherent manner.  It is particularly 
important during the pilots that the ‘actors’ approach the tasks with self assurance and that 
those supporting the ‘actors’ have validated expertise within the context of their use cases.  
 
The project will measure the efficiency and outcome of training based on a defined evaluation 
strategy, using surveys and progress testing. In the later stages the project will do the same 
for the demonstrators and end-users.  Key performance factor dimensions will be: 

• Adherence to TAS philosophy 
• Adherence to business rules 
• References and resources 
• Tools and test regimes 
• Performance factor monitoring 
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3 Approach 

The methodology adopted to support the training requirements is the Systems Approach to 
TrainingTPF

1
FPT configured to meet the requirements of this project. This is a well tried and tested 

methodology that supports the full lifecycle of training activity.  The next sections provide an 
overview of the main training stages. 
 

Error! Objects cannot be created from editing field codes. 

Figure 1: Overview of main training stages 
 

3.1 Training needs analysis 

The training needs analysis phase investigates the requirements and seeks to confirm that 
the business objectives or need justify the implementation of learning and training solutions. 
The overall analysis phase comprises a number of different activities: 

• Investigation of perceived need 
• Definition of requirement, which in the case of the pilots will be derived from the pilot 

specifications 
• Capturing of learning/training objectives. Training objectives are the primary means 

by which a training requirement is expressed 
• Identification of potential solutions prior to detailed options analysis 
• Recommendations and suggestions 

 
Before solutions are determined the organisational factors, target audience characteristics, 
desired learning objectives/outcomes and resource/time constraints have to be addressed. 
 
The training needs analysis will identify different levels of training related to different topics 
for different roles and learning levels (awareness, practitioner or expert) as well are core 
foundational training in TAS³ philosophy and concepts.  Key roles have been identified as: 

• technical  

• legal, particularly in areas such as privacy, data protection etc. (everybody in the 
project needs to be trained on everything)  

• business process management 

• demonstrators  

o management (everybody in the demonstrators needs to be trained for their 
specific domain)  

o users (guidance & familiarisation appropriate to level of activity and languages 
spoken) 

• associate partners (updates on the project in the form of workshops to ensure 
appropriate familiarisation)  

• social research on trust perception 

o interviewers (teach the teacher and underpinning core concepts) 

o respondents (familiarisation with the project themes so that participation is 
useful)  

                                          
 
TP

1
PT (SAT – QS 001: 2003) 
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• broad public (on general stuff of the project, aligns with dissemination activities)  

The training needs analysis will be done in stages and interactively, so that it is orientated 
first to the consortium, then to the associate partners (pilots) and lastly to the public.  The 
training needs analysis for the technical partners has commenced and some initial surveys 
and interviews conducted to determine requirements. 
 
The training needs analysis will also identify any specific training requirements; such as 
training of interviewers for activities which will be carried out by the University of Zaragoza.   
 
Internal training is meant to unite the consortium into a coherent and well-informed group. 
Each participant is expected to develop training materials and presentations as well as test 
and (peer) review them supported by Synergetics who have developed a topic management 
methodology (see 3.2.1). Each participant will be provided with a training package with 
supporting tools and resources to do this. All training will be video recorded and provided as 
learning objects/packages, and stored online in a Learning Content Management System 
(provided by Synergetics) with all other training resources. This will allow re-use of training 
material for future external partner training.  The LCMS has been configured to support the 
development and usage of a range of topics and initial content has been loaded.. 
 
External partner training: with the aim of researching, developing and demonstrating trusted 
service networks comes the responsibility to educate and train the many pilot participants, 
who are not legal partners in the consortium. This cannot be underestimated since TAS³ will 
provide a paradigm shift in the employability and personal health record domains. External 
training will be provided as blended learning (both online and via face-to-face meetings). 
However, this training must therefore be constrained to the scope of the pilots and thus 
tailored made. 
 
Across each stage there will be collective training options as well more tailored or small group 
requirements.  An outcome of the training needs analysis will be determining the appropriate 
training by identifying groups with common, different or more detailed training requirements. 
 
Each stage will raise its own challenges: for example, in the Health sector a need has been 
identified about the patients’ rights act in different countries which may in part be supported 
by training in this project. For the pilots, project partners will need training tailored in 
accordance with the processes and roles they fulfil. 
 
The internal training needs analysis could only be completed at a high level until additional 
information such as pilot specifications were made available.  The pilot specifications have 
just been published and are undergoing review; so further analysis can now commence.  As 
the pilot processes are being developed in Intalio (BPMNTPF

2
FPT tool) there is the potential to 

annotate processes with competences/learning outcomes which may make the training 
analysis activity more focused and easier for pilot stakeholders to contribute to. This 
approach is now being assessed. 
 
At the same time associated activity in terms of topics management and content 
capture/collection has been implemented (see section 3.2.1) to support immediate, more 
informal learning needs and a limited range of training resources are available.  In addition 
there have been various informal but useful training inputs at project meetings. 
 

                                          
 
TP

2
PT Business Process Modelling Notation 
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3.2  Training Options Analysis  

The training options analysis stage derives achievable objectives and training solutions from 
the outputs of the training needs analysis stage.  At the end of this stage of the training 
design process, training content will be produced, an assessment strategy (to support 
progress testing) formed and training solutions defined. The specific outcomes are: 

• Identifying target groups and use cases that define commonality and differences 
• Identifying knowledge, skills and experience and assessment strategy for different 

groups and different levels of learning (expertise vs proficiency) 
• Identifying different learning methods and media for each group and demonstrating 

deployment 
 
There are three prime contexts that the training must meet: 

• Immediate, in which learning needs are usually informal and/or ad hoc and require 
short-term solutions, mainly embedded in day-to-day activity.  Appropriate solutions 
in terms of on demand access to resources, quick references or asking an expert are 
appropriate 

• Project, in which learning needs are more medium, structured and require more 
formal training solutions, including procedural or knowledge-based resources.  
Appropriate solutions in this case are a blend of online information, self-paced 
tutorials, practice simulations, offline workshop/lab practice and mentor support 

• Organic, in which learning needs are diffused (often as new solutions not fully 
defined), changing and defined by the community of practice.  Appropriate solutions 
to these more loosely organised groups are conferences or workshops, online 
discussion forums and document/resource sharing.   This has been the main focus of 
the training activity over the last few months. 

 
The organisational characteristics within this research project are those of a team-based 
structure that tends to work collaboratively and view learning as a self-managed activity 
where people-to-people communication is a critical learning activity.  The selection of 
appropriate methods (strategies or techniques used to import the required knowledge, skills 
and attributes) and media (tools and means used to apply the methods) to inform the 
training solution will take this into account.  The types and availability of the required 
instructional roles (e.g. facilitator, workshop presenter, etc.) to support the training needs 
also needs to be taken into consideration; as they will also need training. 
 
The selection of the most effective way to meet a training requirement involves identifying a 
range of possible training solutions (within the constraints of resources, time etc.), in terms 
of the methods and media to be used and comparing cost effectiveness. Blended learning 
solutions with a high component of e-learning are often highly cost effective.  Consideration 
will also be given to the provision of an e-Portfolio to support personal development planning 
for technical and pilot partners.     
 

3.2.1  Topic Management 

To meet the immediate internal training needs, a topic management process is being 
implemented supported by online tools (LCMSTPF

3
FPT and subjectory – see section 5.0) by 

Synergetics.  An online tool (Synergetics LCMS) has been provided to allow for topic content 
capture and amendment and query tracking during production.   The main elements of the 
online tool include: 

• Content Capture 
• Alpha Review 
• Beta Review 

                                          
 
TP

3
PT Learning Content Management System 
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• Topic Sign off 
 
The LCMS has not been configured and themes, templates and roles have been added so the 
capability can now be populated and used to manage the production of training resources.  
Further configuration will continue as this support capability is refined to requirements. 
 
The topic tracker records the progress of every topic through the production cycle and 
includes the following information: 

• Topic’s project delivery and completion dates for each stage in the process 
• Name of person who completes the capture and review activities 

 
The Topic Process (which is templated in the LCMS) is summarised in Appendix 1. 
 
Synergetics is responsible for the process of developing guidance in terms of how content is 
captured for topics, a topic taxonomy (and related subjectory – see section 4.0) and golden 
rules for topic production that define standards of acceptability in all delivered topic training 
materials. In addition the technical set-up for consortium partners to access the Synergetics 
authoring and LCMS environment has been completed. All partners are set up as content 
providers and each will be responsible for contributing materials specific to their area of 
expertise, facilitating a bottom-up approach. A further process will be implemented to select 
and manage consortium Subject Matter Experts (SMEs).  
 
Typical topics are envisaged to be: 

• Philosophy 
• Concepts 

o Employability 
 Employability methods 
 Employability Portfolios 

o User Centricity 
 Privacy 
 Data Protection 
 Trust Perception 
 Usability 
 Contract/policy management 

o Subjectories 
o Etc. 

• Business Processes 
• Architecture 
• Modules 
• Applications 
• Workflow 
• Integration 

 
Synergetics will also produce guidance and templates (where appropriate for certain topic 
types) to standardise topic construction into appropriate e-learning.  It is recommended that 
the construction of topics (each of which is a Shareable Content Object (SCO)) should 
typically comprise of six pages that correspond to Gagne’s nine events as follows: 
 

Gagne’s Instructional Event  Topics Pages  

1. Gain attention  Page 1  
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2. Inform learners of objectives  Page 2  

3. Stimulate recall of prior learning  Page 3  

4. Present the content  Page 4  

5. Provide “learning guidance”  Page 5  

6. Elicit performance (practice)  Page 6  

7. Provide feedback  Page 6 

8. Assess performance  Post Test 

9. Enhance retention and transfer to the 
job  

Workshops (held after the learners 
complete the training)  

  
The content capture workflow within the Synergetics LCMS is an on-line application into 
which subject matter experts add content and designers collect content to add to scripts. It 
acts as the principal content source and there are separate instructions and guidance for its 
use. It supplies source material to pages 2, 4, 5 and 6 of each topic. For each topic (content 
object), it documents: 

• specific learning objectives 

• assessment questions mapped to each learning objective 

• concise answers to questions 

• sources of answers 

• additional references for further source material 

• ideas for example applications of the content in real life 

The content (training materials and presentations) will be developed, tested and reviewed by 
all TAS³ participants as stated in the DoW but supported by Synergetics who control the 
overall editorial and production process. 

The content capture process involves the following tasks: 

1. Importing topics, objectives and associated assessment questions 

2. Answering the questions 

3. Providing links to authoritative references 

4. Providing additional links to supporting information 
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5. Describing and sourcing ideas for page 5 real life contexts 

6. Reviewing the answers 

7. Validating the content against the design standards 

Task 1 is completed by members of the Synergetics team. Tasks 2 to 6 are, ideally, 
completed by one or more Subject Matter Experts from the TAS³ consortium. Task 7 is 
completed by the learning design team (combination of Synergetics and University of 
Nottingham learning design experts). 
 

3.2.2  Consortium Partner Content Management 
Within a research project such as this, consortium partners are responsible for producing 
their own content using everyday authoring tools (MS Office, etc.), or directly as SCORM-
compliant TPF

4
FPT learning objects. Synergetics is providing a technology solution to content and 

training delivery (authoring + LCMS + LMS training) – called the training environment.  
However, within this workpackage a common approach and set of standards for content 
creation/authoring (decentralised), content publication and management (centralised) and 
revision/update work (centralised) will be defined. Xerceo is being made available for this 
process and is now in place with training and activity commencing at the beginning of 2009.  
All partners will be trained in and required to work to the defined methods and standards. 
   

3.3 Training Execution 

A fundamental part of any training system is training execution. It is essential that the 
results of all the previous analysis and design (i.e. training needs analysis and training 
options analysis) be brought together to enable the production of a training plan and support 
capability to ensure effective training.  The training plan or specification is a document that 
controls the execution of training and provides the training information necessary to 
administer and manage the training.  This is the responsibility of Synergetics supported by 
the University of Nottingham. 
 
The training plan is the end product of decisions about instructional resources, learner groups 
and the required sequence of events, topics and assessments.  It aims to produce an 
effective learning plan and make the most efficient use of resources.  It should be designed 
to assist those supporting all training processes and provide flexibility in facilitating training.   
From the master training plan more granular training pathways can be defined from groups 
and individuals.  A training plan will typically contain information concerned both with the 
administration of training and the execution of training. An example of this is provided below 
but will be refined in discussions with TAS³ participants. 
 
Administration Execution 

a. Course/Module/Topic Details 
(title, number) 

b. Training & Enabling 
Objective performance conditions & 
standards. 

c. Key Learning Points (KLPs) 

d. Training 

 
• Target audience & needs 
• Training Goals > specific training 

& enabling objectives 
• Assessment strategy > types & 

management of assessment & 
tracking 

• Instructional strategy > type of 

                                          
 
TP

4
PT The Sharable Content Object Reference Model is a collection of standards and specifications for web-based HTe-
learningTH. It defines communications between client-side content and a host system called the run-time 
environment (commonly a function of a HTlearning management systemTH). 
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Registration/Duration/Timing 

e. Venue(s)/location(s)/blend 
(on/offline)  

f. Resources required 
(equipment, documentation and 
references) & instructors/experts 

g. Associated assessment & 
progress tracking 

h. Training specific H&S, 
Environmental Protection and all 
Risk Assessment references and 
titles. 
j. Review/Evaluation details. 

blend 
• Learning Content Map, Structure 

& Aggregation & associated 
learning objects/resources 

• Cohort/group selection & 
management 

• Tracking & reporting 
• Evaluation Level & management 
• Reporting & monitoring 

  
 
On the basis of defined planning, internal and external training activities will be implemented 
and evaluated. The main training activities will reflect the three prime contexts, but will 
predominantly consist of provision of e-learning topics, tutorial sessions or workshops, as 
well as video recording of all events, an ‘ask an expert’ facility, etc.     
 
Each e-learning topic or module will be designed to be as standalone as possible (which 
makes the SYN LCMS critical), but as we know (particularly with regard to new concepts 
which require new mental models) many individuals prefer initially to concentrate on a new 
subject as part of a physical or online group event that provides an element of hands-on 
introduction and Question &Answer with a skilled facilitator.   
 

3.4 Training Evaluation  

Training evaluation will be based on the Kirkpatrick Model and an evaluation strategy derived 
that reflects the appropriate level of evaluation for different training requirements.  The 
project will measure the efficiency and outcomes of the training using surveys and progress 
testing (i.e. assessment).  In the later stage of the project the same approach will be 
adopted for the demonstrators and end-users. 
 
A training evaluation strategy articulates the training to be evaluated, the evaluation stages 
to be applied and the roles and responsibilities of the personnel involved in the process.  The 
University of Nottingham are responsible for designing the evaluation strategy and providing 
evaluation templates.  Synergetics are responsible for implementing the requirements, 
survey templates and progress reporting within the training environment 
(i.e.LMS+LCMS+Xerceo).  
 
In the context of this project the evaluation is primarily to determine the efficiency and 
effectiveness of the training delivery: 

• Immediate reaction (KirkpatrickTPF

5
FPT Level 1, SAT Stage 3) 

• Learning Transfer (Kirkpatrick Level 2, SAT Stage 4) 
 
The evaluation focus will be centred upon the following four factors: 

• Curricula and associated media/learning resources 

                                          
 
TP

5
PT A four-level model for assessing training effectiveness: Kirkpatrick, D.L. (1994). Evaluating Training Programs: The 
Four Levels. San Francisco, CA: Berrett-Koehler. 
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• Environment (learner management, learning culture, ergonomic factors) 
• Learner personal inventory of personality, resolve, and learning capacity) 
• Facilitator and other instructional roles   

 
The evaluation methodology and metrics are summarised in the slide below. 
 

Error! Objects cannot be created from editing field codes. 
 
Early stages of training execution will include surveys to assess individuals’ confidence in 
applying new concepts to their consortium contributions. 
 

4 Progress Report and Actions 

This section succinctly captures completed activity, work in progress and next actions within 
the context of the SAT methodology. A detailed project plan for training is in preparation and 
will be updated regularly as further training needs become apparent. As is to be expected 
within a consortium, there is always initial effort required to get everyone engaged and 
working to a common methodology.  
 
Completed: 

• Key performance dimensions to measure training efficiency and effectiveness 
established 

• Methodology to support training requirements definition, planning, execution and 
evaluation described 

• Intalio training offered to partners, in particular those involved in the WP09 
demonstrator activity, and feedback captured to feed into evaluation activities; Intalio 
has been used to support the development of the pilot use cases (so successful 
implementation post training); further training is planned for the new version of 
Intalio to appropriate stakeholders and combined training and analysis sessions for 
modelling business processes for the demonstrators are being held with partners from 
WP03 

• Approach to topic management, and associated subjectory, established and 
implemented; capability is now available for us 

• Synergetics authoring and LCMS capability established and tested and is available to 
consortium partners 

• Initial set of  Level 1 evaluation surveys for immediate internal training needs in 
template format and to be implemented via the project Portal 

• Successful training and dissemination activities at the e-Portfolio 2008 Conference 
held in Maastricht in October 2008 

• Partner training at WP events on TAS³  purpose and key concepts. Presentation 
material from these is freely available to all partners via the project Portal 

• Training of the new Liberty Alliance HR Special Interest Group in key concepts of TAS3 
during an initial workshop evening Maastricht in October 2008 

• Development of an employability video use case demonstrating need for TAS – 
HTUwww.synergetics.be/alescon02.wmvUTH 

• The work of producing the pilot specifications identified a number of areas that all 
partners felt they needed training in, and also provided an opportunity to gain a 
further understanding of the philosophy and objectives to TAS around privacy and 
trust of personal information.  This information will be feed into the imminent training 
needs analysis activity.  

 
In Progress: 

• Induction and training of all partners into use of the LCMS 
• The internal training needs analysis has commenced and consortium partners have 

been contacted to provide input into topic taxonomy, training needs and methods 
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and media.  However, this work was sensible delayed until pilot specifications 
available  

• Investigation of Training Requirements Instructional Analysis Design online tool to 
support training requirements workflow to reduce effort, provide clear audit trail 
and provide transparency to all consortium partners 

• Topic management guidance defined and being produced including support 
taxonomy  

• High-level workflows for all training content creation/authoring, publication, 
management, and revision/updates in process of being implemented. 

• Definition and implementation of method and standards for all content 
creation/authoring, content publication, content management and content 
revisions/updates 

• Definition and set up of Level 1 and 2 evaluation processes 
• A detailed project plan that integrates required outcomes from all training and 

dissemination workpackages   
 
Next Actions (primarily concerned with internal training requirements): 

• Meeting with all WP11 members to complete and review outcomes from internal 
training needs analysis and sign-off of training objectives now pilot specifications are 
produced. 

• Produce initial training plan for pilot activities, refine and develop required resources 
• Identification of other immediate training requirements (e.g. TAS³ philosophy etc.) 

and establish training events (workshops, wikis, e-learning topics etc.) and resources 
(accelerated activity) 

• Using the configured LCMS to store and provide access to all existing training 
resources and develop a set of core resources (i.e. training materials and 
presentations, training manuals etc.). 
 

5 Associated Workpackages and Activities 

5.1 Subjectory  

Within WP 12 there is a mandatory requirement for a subjectory that provides key support to 
immediate topic management needs (see section 3.2.1) associated with training 
requirements.   
 
The Subjectory is a name for a concept that embraces several things at the same time: 

• Unique, persistent identification of topics/subjects using URIs 

• Extensive data dictionary functionality to document all aspects of the topic/subject 
that are not immediately clear from the brief name 

• Common reference point for many charting, diagramming and formal programming 
applications by means of the URI 

• Anchor layer for any semantic descriptions of the domain, such as in OWL. 

It does not try to do away with any existing approach to topic/knowledge management. 
Instead, it aims to integrate existing solutions by means of the URI. If any existing solution 
can provide a globally unique, persistent URI per topic/subject, that solution may be used as 
a Subjectory. 
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5.2 Dissemination and Exploitation 

Training is integrated with the dissemination and exploitation work package. The 
dissemination plan and Communication Handbook are the subject of a separate document, 
D11.1. D11.4 records dissemination activity that has been carried out for the project. 
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6 Appendix 1 - Topic Process (Work in Progress) 

 
This section describes each phase of the process. 

 
Create topic title and objectives 

Aim/purpose  The purpose of this phase is to produce the learning objectives 
and questions for the e-learning topics 

Who’s involved The Consortium Subject Matter Experts (SMEs) produce the 
topics, objectives and questions 

Format The Consortium SMEs produce the objectives either in Excel 
format for submission to, or submitted directly into, the LCMS 

Standards Refer to golden rules document 

Timescale Driven by schedule 

Reference material 
(TO BE PRODUCED) 

Objective guidance.doc 

golden rules.doc 

 

Review topic title and objectives 

Aim/purpose SYN are responsible for checking that the objectives satisfy the 
standards outlined in the golden rules document. If they do not 
meet the standards, the consortium SMEs will be expected to 
amend the objective until they are accepted by SYN. This dialogue 
may occur via email or face to face. 

Who’s involved Synergetics and consortium Subject Matter Experts 

Format Excel 

Standards Refer to golden rules 

Timescale One day to review approximately 30 topics 

Current timescales dictate that consortium Subject Matter Experts 
should respond immediately 

 
Input into the Content Capture tool 

Aim/purpose  The purpose of this phase is to input the topics and objectives into 
the SYN LCMS 

Once the Objectives have been approved by SYN, SYN copy the 
objectives and topic titles into the LCMS tool using 2 Excel 
spreadsheet templates called newobjectives_Template.xls and 
NewTopics_Templates.xls.  

Who’s involved SYN  

Standards Automated process 

Timescales Minutes 

Reference material SYN LCMS Documentation 
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Review process During the upload process, SYN check that the information is input 
correctly 

 

Content Capture 

Aim/purpose  The SYN LCMS function is designed to assist in the creation of 
new topic content by allowing the consortium Subject Matter 
Experts to contribute information and suggestions about proposed 
new topics. This information can then be accessed by the 
designers who will develop the actual e-learning content for the 
new topics as required.  

The content to be supplied by the consortium Subject Matter 
Experts includes: 

• Description of the ‘essence’ of each topic. 

• Content for each objective and any useful reference 
information 

• Real life contextual example for each topic 

Who’s involved The consortium Subject Matter Expertss provide the content 

Standards Refer to golden rules document 

Timescales ½ day if the content has already been created 

Reference material 

(TO BE PRODUCED) 

Content Capture User guide 

Golden rules 

Review process If the golden rules are broken, they can raise a query through the 
content capture tool 

 
Topic Production 

Aim/purpose  The purpose of this phase is to produce the eLearning using the 
content supplied by the consortium Subject Matter Experts. 

Who’s involved Synergetics but also consortium partner design teams 

Standards Refer to golden rules document 

Timescales 3 weeks ( 2 weeks scripting, 1 week production) maximum and for 
short topics work should be complete within a week 

Reference material 

(TO BE PRODUCED) 

Topic development guide 

Golden rules 

Review process If the golden rules are broken, they can raise a query through the 
content capture tool. 

 
Alpha review (Internal review) 

Aim/purpose  In this phase, SYN use an alpha review workflow within the LCMS 
to review the completed eLearning topics, including the pre and 
post tests and record any amendments in the tool and initial their 
amendments. This phase consists of 3 levels of review, a high 
level review to provide guidance, the review itself and finally 
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verification. 

If any of the golden rules for topic production are broken, SYN is at 
liberty to reject the relevant content.  

Consortium partners can raise queries through the alpha review 
Tool if the golden rules for the internal review are broken. 

Who’s involved SYN for review using the topic production golden rules 

Consortium partners to make the changes using the internal 
review Golden rules 

Standards Refer to golden rules document for both topic production and 
internal review 

Timescales 4 days 

Reference material 

(TO BE PRODUCED) 

Alpha review guidance 

Golden rules - topic production and internal review 

Assessment Question Review Guidance 

 

Beta review (External review) 

Aim/purpose  In this phase, the consortium Subject Matter Experts use the beta 
review workflow to review the completed eLearning topics and 
record any amendments in the tool.  

Consortium members then complete any amendments. 

TAS³ partners can raise queries with the consortium Subject 
Matter Experts through the beta review workflow within the LCMS 
if the golden rules for the internal review are broken 

Who’s involved The consortium Subject Matter Experts for review using the topic 
production golden rules 

Consortium design teams for amendments using the external 
review golden rules 

Standards Refer to golden rules document  

Timescales 7 days 

Reference material 

(TO BE PRODUCED) 

Beta review guidance 

Golden rules - topic production and external review 

Verification material - content from content capture workflow 

Beta review - online guidance 

Assessment Question Review Guidance 

 

Topic Sign-Off 

Aim/purpose  The purpose of this phase is for SYN to verify that the beta review 
amendments and associated queries have been carried 
out/answered and sign the topic off as complete. They must not 
raise new issues. 

Consortium partners are at liberty to ignore the request for change 
if they see fit, although they will be expected to respond with 
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appropriate notification. 

Who’s involved Workstream PM 

Consortium partners (upload final topic & respond to any queries) 

Standards Refer to golden rules document 

Timescales 1 day 

Reference material 

(TO BE PRODUCED) 

Golden rules 

 

 

Raising Queries 

Aim/purpose  The purpose of this is to allow consortium partners to raise queries 
at key stages of the production i.e. after content capture, alpha 
and beta review. 

SYN are also able to raise queries during  the Topic sign-off phase 

Who’s involved SYN and consortium partners - content capture, alpha and beta 
reviews 

The SYN -topic sign-off 

Standards Refer to golden rules document 

Timescales General guidelines - queries no less than 48 hours before the 
deadline 

Reference material 

(TO BE PRODUCED) 

Golden rules  

Content capture guidance & alpha and beta review guidance 

Review process Not applicable 

  

 

Responding to Queries 

Aim/purpose  The purpose of this is to allow the consortium Subject Matter 
Experts and Synergetics to respond to the queries raised by 
consortium design teams during key stages in the production,  

Who’s involved The consortium Subject Matter Experts: content capture and beta 
review 

Synergetics: alpha review 

Relevant consortium partner: topic sign-off 

Standards Refer to golden rules document 

Timescales 48 hours 

Reference material Golden rules 

Review process Not applicable 
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