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Workplace Learning Trends
Two related trends in workplace learning strongly influence 
the ways organizations make learning available to their 
employees and the types of learning organizations purchase 
or develop. 

The first trend is the increase in the importance of informal 
learning, which has become a major player with today’s work 
force. 

The second is the increased application of blended learning 
that incorporates formal and informal design and the 
increased uses of multiple modalities. 

Informal learning
Informal learning is similar to the hidden mass of a large 
iceberg while the more apparent formal component is the tip 
of that iceberg. Several studies bear this fact. 

The U.S. Department of Labor estimates 70 percent or more 
of work-related learning occurs outside formal training. In 
recognition of this fact; many companies proactively design 
learning environments that integrate formal training, such 
as classroom and technology-based training, with online 
reference material, virtual tools and performance support re-
sources. At the same time, the learning professionals within 
these organizations realize that a one-size-fits-all learning 
solution doesn’t meet the needs of a diverse work force.

Blended learning
According to a study by Bersin and Associates, “More than 
half of all organizations now blend off-the-shelf content with 
custom content, and more than a third blend off-the-shelf 
content with live, online virtual classroom events.”1

Additional studies by the eLearning Guild confirm the 
prevalence of blended learning, at least among the Guild’s 
membership and survey participants. According to the 

Guild, 93 percent of the survey respondents use blended 
learning for the creation and delivery of educational content, 
and zero percent of the respondents reported that their 
organizations would not use blended learning. The eLearn-
ing Guild concluded that 100 percent usage of blended 
learning is on the immediate horizon and blended learning 
is finally becoming the preferred and pervasive format for 
the design, development and delivery of educational content.

A more learner-centric approach to defining blended 
learning focuses on optimizing achievement of learning 
objectives by applying the right learning technologies to 
match the right personal learning style to transfer the right 
skills to the right person at the right time. SkillSoft supports 
a slightly revised version of this definition, preferring to 
apply the right learning strategies and solutions, technology-
based or not, to match the right personal learning style to 
transfer the right skills to the right person at the right time.

Designing Blended Learning Programs 
Blended learning, coupled with increased demands for 
access to informal and formal learning assets, presents a 
significant challenge to today’s learning professionals. As 
with any formal learning program, today’s learning designers 
must identify the targeted learning outcomes with the target 
audience profile in mind. But now they are asked to support 
not only formal learning programs, but also programs to 
support ongoing learning after the formal training is fin-
ished. These strategies might take the form of performance 
support, access to reference libraries, mentoring and coach-
ing, or communities of practice.

The process of designing and developing blended learning 
programs, large or small, calls for the same attention as the 
design and development of any learning product. According 
to Kevin Kruse, there are over 100 instructional system 
design models, but almost all are based on the generic 
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1 Bersin, Josh (2004), “The Blended Learning Book: Best Practices, Proven Methodologies, and Lessons Learned” Jossey-Bass
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ADDIE model (Analysis, Design, Development, Implemen-
tation and Evaluation). Each phase of the process feeds input 
from one phase into the subsequent phase. Multiple itera-
tions are common, particularly in the design phase.

Successful blended learning calls for much more than 
knitting together a variety of delivery methods and assets 
such as self-paced e-learning, instructor-led training, virtual 
classrooms and electronic books. This is a common misper-
ception in the training industry that can lead to three 
common pitfalls:

•  Learners get lost in a maze of portals, Web sites and 
learning paths that they have to navigate to get through 
their program.

•  Learners are frustrated by redundant and/or conflicting 
instructor-led and self-paced material.

•  Learners get overwhelmed, fall behind and drop out when 
they don’t get any help to stay on track.

In order to successfully deliver the right training to the right 
people at the right time, blended learning programs must be 
intentionally designed to avoid these pitfalls. Programs must 
include support and guidance for learners as they move 
through each component. Selection of delivery methods 
must be driven by sound, measurable objectives while also 
considering participant demographics and knowledge levels, 
time to design and develop the program, budget, available 
technology and limitations – not the other way around.

The complexity of designing blended learning that aligns 
with business initiatives and strategic requirements for 
ever-increasing workplace productivity increases exponen-
tially as the designer attempts to incorporate formal and 
informal methods, to blend traditional classroom instruction 
with technology-enabled instruction used outside the 
classroom, and to meet the needs of learners with novice to 
expert levels of skill and knowledge.

The questions on every blended learning designer’s mind are, 
“What’s the fastest, easiest, most effective way to make 
decisions about learning methods, learning assets, media 
and delivery methods? Once I’ve established the objectives 
and other important considerations, how do I proceed?”

Collectively, the eight phases of workplace learning outlined 
in this paper provide a framework for making these 
decisions.

Eight Phases of Workplace Learning
In The Conditions of Learning, first published in 1965, 
Robert Gagné identified mental conditions for learning. He 
also created the nine events of instruction that correlate to 
and address the conditions of learning. Gagné’s nine events 
applied to the design of formal instruction.

The eight phases of workplace learning are similar in con-
cept, but are meant to be used as a framework for the design 
and sequencing of blended learning that incorporates 
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informal and formal learning methods. It can be applied 
whether the blended solution is simple or complex. All that 
is required is inclusion or omission of the phases depending 
on the needs of the program. The similarity to Gagné’s events 
is hard to miss; all nine events are incorporated or suggested 
within the first five phases that address formal learning 
solutions. 

The last three phases fall outside the scope originally ad-
dressed by Gagné as they move the learner and learning 
environment into performance-support, coaching, mentor-
ing and collaboration – all considered more informal modes 
of learning. There are no hard lines, however, between the 
formal and informal categories. Formal learning assets are 
often used for informal learning, and vice versa.

Note that the names of the phases intentionally emphasize 
the personal nature of the journey each individual takes 
through the learning process.

Phase 1 - Prepare Me 
The first phase of any learning program helps ensure learners 
have the essential foundational skills and an overall under-
standing of the program requirements and goals. In this 
phase learners learn how to improve their learning skills and 
become familiar with the tools, strategies or technologies 
incorporated within the blended program. Learners are 
introduced to the learning objectives, anticipated outcomes 
and benefits of the program. This readiness step helps ensure 
learner success throughout the remaining phases.

Phase 2 - Tell Me
This presentation phase is usually intertwined with the Show 
Me, Let Me and Check Me phases. This phase of learning 
includes the presentation and explanation of facts, concepts, 
procedures and principles related to the targeted content or 
subject. Objectives are often restated, and it’s an ideal place 
in the sequence of learning to introduce or reinforce motiva-
tional information – e.g. the “What’s in it for me” message.

Phase 3 - Show Me
The demonstration phase presents examples of the facts, 
procedures, principles, concepts and/or processes in practice 
so the learner has a good understanding of how to apply the 
skills.

Phase 4 - Let Me
In this practice phase learners are given opportunities to 
engage with the new skills or knowledge, build long term 
retention and support transfer of learning and recall of the 
skills and knowledge in the workplace. Feedback on perfor-
mance is important because it allows learners to make 
corrections along the way.

Phase 5 - Check Me
The assessment or “test” phase evaluates learners’ progress 
against the established learning objectives. Assessments 
provide feedback on overall achievement, are usually scored 
and are valuable tools for determining if learners have 
achieved sufficient levels of mastery with the new skills and 
knowledge to move forward in a more informal learning 
environment.

Phase 6 - Support Me
In this assistive phase, learners needing additional support 
begin to access learning assets and materials in a more 
informal manner. Often referred to as performance support 
or just-in-time training, this phase is pivotal in transitioning 
learners from structured and formal training to more 
self-driven and informal learning.

Phase 7 - Coach Me
Coaching allows the sharing of experience with others. 
Tutoring and coaching from managers, peers, mentors or 
experts helps learners mix, shape and expand their skills 
beyond what can be achieved through formal training.

Phase 8 - Connect Me
Collaboration allows learners to work within a community 
of peers and colleagues to solve problems and share ideas. 
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This phase offers ongoing opportunities for enhanced skill 
and knowledge development for all learners at all levels of 
expertise.

As you examine the eight phases of workplace learning in 
more detail, consider how the strategies within each phase 
support achieving the intended learning outcomes and 
results. The phases aren’t intended to replace other design 
considerations such as learning activity and media selection, 
but instead to make these decisions easier and faster. You 
may not need all of the phases, but some aspect of each is 
advisable if the blended program is meant to support 
learners navigating from formal instruction to informational 
resources, from skills assessment to supportive tools, and 
from coaching to collaborative environments.

Also consider the types of learning assets and resources 
already available to you — from within your organization, 
from a partner such as SkillSoft or from other external 
sources. Take advantage of as many existing assets as pos-
sible to reduce the overall development effort.

Finally, the scope of your blended learning program deter-
mines the number of times you’ll have to visit each phase. A 
narrowly defined blended learning program on negotiation 
will be less complex than a more comprehensive program 
supporting first time managers, which would incorporate 
negotiation skills as well as many other content areas. In the 
negotiation example, considering learning strategies and 
assets to support each phase is most likely a one-time 
process, with allowances for normal revisions and changes. 
In the first time example, design with each of the eight 
phases in mind is necessary for each content area included in 
the program.

Phase 1:  
Prepare Me - The Readiness Phase 
Learner readiness to participate in all parts of a blended 
learning program is vital to a successful blended learning 

experience. As with all training or learning, learners must 
first be made aware of the program requirements and goals, 
and any prerequisites. While most learners are already 
familiar with traditional classroom approaches, they fre-
quently need some support to use technology-based ap-
proaches. Providing upfront guidance and familiarization 
can help ensure the technology is useful, versus a roadblock 
to learning.

In addition to basic Internet and computer literacy skills, 
learners must also know:

•  How to access the computer systems and technology, 
locally and remotely.

•  Who to call with questions or problems about the 
technology.

•  How to use the hardware and software within the computer 
systems and technology.

•  How to access helpful online resources. 

When multiple technologies or computer systems are 
included in a blended learning design, it’s important to 
ensure all learners are adequately prepared to use and work 
with all the possibilities.

Ideas and strategies for the Prepare Me phase
•  Explain the process. Hold ‘how to learn’ sessions (face-to-

face or virtual) that outline the flow of the blended learning 
program. Show the learning path from a view of simple to 
complex. It is important that learners and their managers 
understand the potential outcomes and benefits. If possible, 
present the benefits using a “What’s in it for me?” (WIFM) 
approach, with the “me” representing the learner.

•  Provide job and learning aids. Design and distribute 
descriptions of the blended learning program that include 
the program goal, target audience and learning objectives. 
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Create job aids on how to access and log onto computer 
systems or networks, send e-mails, download files, attend a 
chat, use and participate in virtual-classroom sessions, and 
any other technical skills required for the program. 

•  Schedule orientation and practice sessions. Ensure 
learners can use the job aids and related computer systems 
by setting up practice or orientation sessions in advance of 
any scheduled, formal training.

•  Conduct a team-building session. Design and schedule 
appropriate team building activities and sessions if there is 
a need to establish an ongoing team for the duration of the 
program. A live classroom event is preferable.

•  Use a virtual meeting tool. Pre-work information can 
often be delivered in a virtual session to remote learners. 
Using this approach in the Prepare Me phase also helps 
learners unfamiliar with the technology achieve some level 
of comfort before using it in more focused learning events.

•  Set up a communication protocol. Use e-mail or a learn-
ing management system (LMS) to distribute welcome 
announcements. Distribute program information, remind-
ers and job aids as appropriate. Established methods of 
communication can provide active links to prerequisite 
learning material, downloadable reference and support 
materials, or self-service Web pages.

Other methods
Live, virtual intro sessions; classroom training, face-to-face 
meetings, e-mail, flyers, snail or office mail, telephone, 
telephone conferencing, Web sites, learner management 
systems, announcements, newsletters, online bulletins, 
archived events, pre-reading, prerequisites, etc.

SkillSoft resources
Course descriptions, course objectives, course maps, user 
guides, curriculum maps, generic competency maps, 
marketing campaign materials, prerequisite reading or 

courses, Books24x7® collections, Dialogue™ Live meeting 
tool, Dialogue™ Design rapid assembly tool, SkillStudio™, 
Client Community Web site, SkillPort® LMS and archived 
demonstrations. 

Note: Refer to the Mapping SkillSoft Resources in the Eight 
Phases section at the end of this document for additional 
recommendations.

Phase 2:  
Tell Me – The Presentation Phase
In this phase, content is presented to the learner, either by an 
instructor or through other means such as books, pod-casts, 
Webinars and e-learning. This approach makes use of verbal, 
written or visual techniques to relate, explain and illustrate 
material quickly and efficiently. 

Presentation can be used to introduce a new topic, provide an 
overview, motivate learners and explain the facts, concepts, 
procedures, processes and principles related to the content. 
This is the phase of learning that defines terms; explains and 
illustrates the characteristics and parts of an idea, concept or 
principle; presents the steps of a procedure or process; and 
tells how and why skills and knowledge are used. 

Presentation strategies are usually one-way communications 
with little learner interaction.

Ideas and strategies for the Tell Me phase
Note: If you are familiar with Gagné’s nine events of instruc-
tion, the similarities between those events and some of these 
strategies will be obvious.

•  Gain attention. In order for any learning to take place, first 
capture the learner’s attention. Present a problem or a new 
situation. The idea is to grab learners’ attention so they will 
watch and listen while you present the learning point. 
Effective strategies include storytelling, presenting a 
problem to be solved and doing something the wrong way 
deliberately (being sure to show the right way later). 
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Explaining why the content is important to learners in the 
context of their work is also important.

•  Inform learners of objectives. Present learners with a list 
of learning objectives early in each lesson. This initiates the 
internal process of expectancy and helps motivate learners 
to complete the lesson. Objectives form the basis for 
assessment and evaluation and, therefore, can help learners 
organize their thoughts around what they are about to see, 
hear and/or do. A saying long-used in the training industry 
sums it up nicely: “First tell them what you’re going to tell 
them, then tell them, and afterward, tell them what you 
told them.”

•  Stimulate recall of prior learning. Associate new informa-
tion with prior knowledge to facilitate the learning process. 
It’s easier for learners to encode and store information in 
long-term memory when there are links to personal 
experiences and knowledge. A simple way to stimulate 
recall is to ask questions about previous experiences or 
expand previously introduced concepts. This allows 
learners to build on their previous knowledge or skills. 
Although people are capable of having “creative” minutes, it 
is much easier to build on what they already know.

•  Separate content into smaller chunks. Explain smaller 
parts of a procedure or process individually and separately. 
It is best to sequence presentation of information from 
simple to complex.

•  Use visuals and animations. Use visuals to clarify and 
illustrate content whenever possible. Visuals and anima-
tions provide variety in presentation methods and help 
learners who learn best by seeing vs. hearing or reading. 
Explain complex content when possible using visuals and 
animations. The familiar adage “a picture is worth a 
thousand words” is often true.

Suggested methods
Classroom training, e-learning, virtual or paper books and 

other reference materials, skill guides, checklists, glossaries, 
articles, job aids, paper workbooks, CDs, audio, Webcasts, 
pod-casts, video, graphics, anima-tions, etc.

SkillSoft resources
Instructional topics in SkillSoft IT and business courses; 
SkillBriefs and job aids in business skills courses; Transcripts 
in IT courses; Express Guides™; Expert Sessions; access to 
content via SkillPort; Books24x7 collections, ExecSumma-
ries™ and ExecEssentials™ from Books24x7; KnowledgeCen-
ter™ Portals; Business Impact Series; SkillStudio; Dialogue 
Live; and Dialogue Design. 

Note: Refer to the Mapping SkillSoft Resources to the Eight 
Phases section at the end of this document for additional 
recommendations.

Phase 3:  
Show Me – The Demonstration Phase
The Demonstration phase places the content from the Tell 
Me phase into a real-life context so it’s easier to understand 
how the content is used or applied. Demonstrations range 
from simple examples and non-examples to complex case 
studies, vignettes or scenarios. The demonstration phase 
should utilize several senses so the learner can see, hear and 
possibly experience the actual event. In all cases, demonstra-
tions provide important links between the Tell Me phase and 
the Let Me phase in which learners have the opportunity to 
try using the skills or knowledge themselves.

Ideas and strategies for the Show Me phase
•  Base demonstrations on real-life tasks, problems and 

scenarios. Principles of adult learning emphasize learner 
initiative, self-management and experiential learning in 
contextually relevant situations or scenarios. It is therefore 
important to design the Show Me phase around these 
goals. Adults are life centered (also task centered and 
problem solvers). They are motivated to learn something to 
the extent they see that it will help perform tasks or deal 
with problems.
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•  Model behaviors and skills using strategies appropriate 
for the content. It is important to use sound instructional 
strategies that are suitable to the content and specific 
objectives. For example, the approach for demonstrating 
communications skills is markedly different from the 
approach for demonstrating desktop software tasks, finance 
calculations or accounting skills. A vignette showing 
interaction between two or more people is the best way to 
model communication skills. A step-by-step, guided visual 
demonstration of a desktop application task works best for 
software and technical skills. A progressive explanation of a 
finance or mathematical operation is best shown by 
juxtaposing the formula or math operation beside an 
example in which the parts of the formula are progressively 
filled in with details from a work-based situation or 
scenario.

•  Debrief to clarify key teaching points. In some cases, key 
teaching points in a modeled interpersonal behavior or 
other skill may not be 100 percent clear to the learner. 
When demonstrations are complicated, be sure to follow 
up with a debriefing or short summary of the key learning 
points.

•  Chunk content into smaller pieces. Separating content 
into smaller pieces is just as important during the Show Me 
phase as in the Tell Me phase. The content should be 
presented in a blend of learning ‘chunks’ that are organized 
in ways that aid retention and information recall. Since it’s 
often appropriate to switch back and forth between Tell Me 
and Show Me strategies in the sequence of instruction, 
consider combining the Tell Me and Show Me strategies by 
chunks if it makes sense to do so.

•  Mix it up for interest and effectiveness. Use a variety of 
media and strategies whenever possible including text, 
graphics, audio narration, examples, non-examples, case 
studies, scenarios and analogies. This approach helps 
learners encode information for long-term storage and 

retrieval, and prepares them for the next phase in which 
learning is reinforced through practice.

Suggested methods
Animated demonstrations, behavior modeling, skill demon-
strations and modeling, vignettes, personalized stories, 
guided demonstrations, examples in books and other 
reference materials, such as student workbooks.

SkillSoft resources
Examples included in Books24x7 collections; examples, 
stories and simulated dialogs in business skills course 
instructional topics; examples, code samples, guided practice 
in IT skills course instructional topics; Express Guides; 
access to content via SkillPort; Business Impact Series in 
KnowledgeCenters; SkillStudio; Dialogue Live; and Dialogue 
Design. 

Note: Refer to the Mapping SkillSoft Resources to the Eight 
Phases section at the end of this document for additional 
recommendations.

Phase 4:  
Let Me – The Practice Phase
The Practice phase gives learners an opportunity to apply 
newly acquired skills, knowledge and behaviors within a 
structured (formal) learning environment. Eliciting perfor-
mance helps learners confirm their cor-rect understanding, 
and the repetition further increases the likelihood of reten-
tion. A natural and logical follow-up to the Show Me phase, 
the Practice phase reinforces learning and builds learners’ 
confidence in their ability to use the learning in the 
workplace.

Practice outside of the workplace has additional value when 
the skills are potentially dangerous, hazardous or involve 
expensive equipment. Practice in a safe environment reduces 
hazards and minimizes expensive trial and error. Flight 
simulators and simulations in soft skills areas, such as 
dealing with an angry customer, are classic examples.
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Feedback on performance is an essential part of the Practice 
phase. Learners must know how they performed for practice 
to be effective. Correct performance in practice must be 
verified and reinforced, while incorrect performance must 
be made known and modified.

Ideas and strategies for the Let Me phase
•  Try out learning frequently and appropriately. Adults 

need opportunities to apply and try out learning as quickly 
as possible. Practice of base level knowledge and concepts 
is important, but primarily as a stepping stone to using 
knowledge and concepts on the job. Focus on application-
level learning as much as possible. Include sufficient 
practice of “enabling” content, but provide learners with as 
much opportunity to learn by doing rather than by telling 
what to do. This means practice should be problem or 
scenario-based. Practice oriented toward facts and/or 
theory does little to support transfer of skills to the work-
place. Finally, make sure practice is designed so that 
learners’ mistakes become opportunities for more learning.

•  Choose practice strategies appropriate for the content 
and level of learning. Use standard question types for 
foundational content. Multiple choice, matching, fill-in-
the-blank or short answer questions are ideal for practice 
enabling content. Framing these questions within work-
place scenarios or examples is preferable. Use more com-
plex question types for application-level content. When 
learners have enough base knowledge to start “using” or 
“applying” learning, use case- or scenario-based questions 
and simulations for practice.

•  Use simulations when possible. Simulations provide 
interactive practice by allowing learners to retry one or 
more skills until they have successfully attained the tar-
geted level of mastery. A live instructor or, in some cases, 
an e-learning simulation is preferred if two-way interaction 
of learner practice with feedback is required. Simulations 
enable learners to explore and experiment in safe environ-
ments, free of real-world consequences. In such an 

environment it is less threatening to try out new attitudes 
and behaviors that can later be transferred to the work 
place. In addition, people who are in an exploration mode 
expect to find new things, to be enlightened and surprised.

Suggested methods
Paper-based, computer-based or Web-based questions 
(matching, multiple choice, fill-in-the-blank, true/false, short 
answer, essay); case studies with accompanying questions; 
standard questions imbedded in virtual classroom delivery; 
simulations; follow-on activities; homework assignments; 
role-plays; self-graded exercises, etc.

SkillSoft resources
Practice questions in business and IT courses; Role-Plays® 
and case studies in business courses; software simulations, 
Mentored Exercises, self-assessed exercises, Try-Its and 
SkillChecks in IT courses; SkillSims™ in business courseware 
collection; Final Exams and TestPreps; access to content via 
SkillPort; coding challenges, business challenges and Practice 
Labs in KnowledgeCenters; SkillStudio; Dialogue Live; and 
Dialogue Design. 

Note: Refer to the Mapping SkillSoft Resources to the Eight 
Phases section at the end of this document for additional 
recommendations.

Phase 5:  
Check Me – The Assessment Phase 
Assessments (tests) are deliberate attempts by people to 
acquire information about themselves or others. That 
information, usually in the form of a score, is then compared 
with a specified standard or desired result. Within instruc-
tional and learning environments, tests are used to measure 
what people know (knowledge) and how well they can apply 
what they know (performance).

Learners most often use assessments to obtain accurate 
feedback on their understanding and mastery of the content 
and instruction. This type of assessment is usually based on 
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the skills, knowledge and behaviors specified in the learning 
objectives. In other cases, assessments are based on objec-
tives specified by certifying bodies within specific contain 
areas, such as project management, Cisco and Microsoft. In 
all cases, assessments help learners determine what they 
already know, and where they need to concentrate future 
learning efforts.

Immediate and specific feedback on assessment performance 
is as important in the Check Me phase as in the Let Me 
phase. Whenever possible, inform learners of their perfor-
mance immediately, and as specifically as possible. Obvi-
ously, immediate feedback is easier to accomplish in Web- or 
computer-based tests than in paper-based tests.

Ideas and strategies for the Check Me phase
•  Assess certification objectives. Assessment is particularly 

important when learners need to obtain academic or profes-
sional credit based on their knowledge in a particular sub-
ject matter. In many situations, the assessment is done for 
legal or safety compliance reasons and is used to verify the 
outcome of the instruction. The self-paced environment and 
the unlimited access to instruction and assessment provide 
learners with the opportunity to reach their desired level of 
mastery within each course. e-Learning is an excellent way 
to prepare learners for an outside assessment or certification 
(e.g. Microsoft, Cisco, CPA, PMI, etc.).

•  Assess learning objectives. Effective assessments allow 
learners to exhibit the behaviors specified in the objectives 
and provide meaningful feedback about those behaviors. 
Assessment strategies should be closely related to the 
instructional strategies used to practice the content. The 
same set of practice strategies used in the Let Me phase 
should also be used in the Check Me phase, but with 
different scenarios or wording. Mastery of material is 
typically granted after achieving a certain score or percent 
correct. A commonly accepted level of mastery is an 80 to 
90 percent score.

•  Use pre-tests. Tests taken in advance of learning help 
learners identify the content they don’t already know or set 
expectations for the upcoming instructional experience. 
Pre-testing also establishes a baseline against which future 
learning gains can be measured, and focuses learners’ 
attention on the content they don’t know.

•  Use post-tests. Post-tests are the norm in training and are 
designed to measure learners’ achievement of the stated 
learning objectives. Post-test scores can also be compared 
against the pre-test score to evaluate whether a learning 
gain has occurred and, if so, its extent.

•  Consider other forms of assessment. If learners’ perfor-
mance on specific objectives can’t be adequately evaluated 
with paper-based or computerized testing, consider using 
alternative methods. If the learning objective requires 
manual operation of machinery, consider observation as an 
assessment method. If the learning objective requires 
creating a deliverable, such as a project plan or a properly 
formatted business letter, have learners construct the 
deliverable as homework or as a class activity. Then the 
deliverable can be evaluated by an instructor or subject 
matter expert for mastery.

•  Avoid tricky tests. Follow guidelines for writing good test 
questions to ensure learners are exhibiting performance 
related to the learning objectives versus trying to figure out 
answers to tricky, negatively phrased or ambiguous 
questions.

•  Create ‘fair’ tests. Fair tests assess learning on content and 
objectives covered by the learning program. Avoid the 
temptation to design tests that ensure a bell curve distribu-
tion of results, or to assess content not thoroughly ex-
plained and practiced in the program.

Suggested methods
Paper-based, computer-based or Web-based questions 
(matching, multiple choice, fill-in-the-blank, short answer, 
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essay); case studies with accompanying questions; standard 
questions imbedded in virtual classroom delivery, simula-
tions, homework or in-class assignments with specified 
deliverables, role-plays, observation, etc.

SkillSoft resources
Test questions in business and IT courses; SkillSims in 
business courseware; Final Exams and TestPreps; access to 
tests and courses via SkillPort; scored quizzes in Dialogue 
Live and Dialogue Design; and test questions built with 
SkillStudio. Non-scored assets used for practice can be used 
in the Check Me phase when instructors or subject matter 
experts are available to evaluate the results. 

Note: Refer to the Mapping SkillSoft Resources to the Eight 
Phases section at the end of this document for additional 
recommendations.

Phase 6:  
Support Me – The Assistance Phase 
The Assistance phase begins where formal training ends. The 
job of the learner does not end with the formal training 
events. Some elements of a new skill may not be used right 
away and can easily be forgotten, so it is important to 
provide ways for the learner to retrieve and review original 
or supplemental learning materials. 

Learners may also want to advance beyond the level of 
knowledge or expertise achieved in the formal training by 
using materials and assets available outside the formal 
environment. Several systems may be necessary to properly 
support ongoing or refresher training as the learner transi-
tions from formal learning into more informal methods. In 
either case, providing this support is essential to increasing 
learner on-the-job performance.

Ideas and strategies for the Support Me phase
•  Re-use assets from formal learning. In many cases, the 

learner simply needs quick access to materials from the 
formal learning events. Designing and building these assets 

as individual learning objects rather than as entire courses 
facilitates this type of access. Formal training assets that 
easily convert to independent learning objects include job 
aids, transcripts or summaries of lesson material, glossaries 
and subsections of instruction such as independent topics, 
simulations and practice exercises. The closer these materi-
als are to workplace use and application, the better chance 
they will be useful in support of higher level learning and 
application of the content.

•  Expect and support correction of mistakes. During this 
phase, many learners will make mistakes and find them-
selves in need of a refresher of the formal materials. 
Making the formal learning materials searchable in a 
“Google” like manner will facilitate their use in this man-
ner. Providing access to an expert in the area through 
e-mail, phone, bulletin boards, FAQ, Web sites or chat 
rooms is also a helpful support strategy.

•  Expect and support expansion of learning. After formal 
training, learners increase their proficiency and level of 
expertise by simply starting to use and apply the skills and 
knowledge. Adults are motivated to learn something when 
they perceive doing so will help them perform tasks or deal 
with problems that they encounter in their day-to-day lives. 
Furthermore, adults learn new knowledge, understanding, 
skills, values and attitudes most effectively in the context of 
application to real-life situations. With these concepts in 
mind, design support tools, assets and systems that facili-
tate access to new learning within the context of supporting 
contextually relevant workplace situations and problems.

•  Provide access to additional reference or support materi-
als. Make it easy for learners to conduct additional research 
by providing access to online books (technical and busi-
ness), manuals, reports, magazines, internal documents, 
help systems, resource centers, open labs and any perfor-
mance support systems related to the blended learning 
content area(s). Almost any learning materials used to 
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support any of the eight phases of learning are potential 
resources for the Support Me phase.

Suggested methods
All or subset of assets included in the methods for the Tell 
Me and Show Me phases, including virtual or paper books 
and other reference materials, skill guides, checklists, 
glossaries, articles, job aids, paper workbooks, CDs, audio, 
Webcasts, pod-casts, video, graphics, animations. Other 
methods for the Support Me phase include FAQ sites, ask the 
expert, help desks, virtual or face-to-face meetings, phone, 
instant messaging, organizational Web sites or learning 
portals, chat rooms and threaded discussions.

SkillSoft resources
Assets from Books24x7 collections; KnowledgeCenters; 
learning objects accessible from business skills and IT skills 
courseware (instructional topics, job aids, SkillBriefs, 
transcripts, code samples); SkillSims; access to learning 
objects via SkillPort Search&Learn®; mentoring chat and 
e-mail features; SkillStudio; Dialogue Live; and Dialogue 
Design. 

Note: Refer to the Mapping SkillSoft Resources to the Eight 
Phases section at the end of this document for additional 
recommendations.

Phase 7:  
Coach Me – The Experience Phase 
Coaching provides learners with the opportunity to enhance 
learning based on the real world experiences of managers, 
peers, mentors and subject matter experts. In this phase 
learners transition their knowledge and skills from novice or 
intermediate levels to higher levels of expertise. The Coach 
Me phase differs from the Support Me phase in that it 
requires interpersonal interaction.

Although coaching is more likely to take place with learners 
who have transitioned beyond novice levels of training in 
particular subject areas, that’s not always the case. In fact, 

having experts and mentors available during formal and 
informal phases of learning not only enables immediate 
access to expert coaching, but also establishes a coaching 
protocol that is more likely to be continued after formal 
training has ended.

In many cases the coach is a supervisor or more experienced 
peer, so face-to-face meetings are possible, as well as prefer-
able, to enhance the personal nature of the coaching rela-
tionship. Technical mentors are usually experts in their field 
with several technical certifications and may be in another 
location, so the use of e-mail, phone or virtual meeting tools 
may be preferred methods of contact.

Ideas and strategies for the Coach Me phase
•  Support the coaches as well as the coachees. Provide 

coaching instruction and tools for trainers, managers, 
subject matter experts and learners. Don’t leave coaching to 
chance. Recruit and assign coaches to specific learners.

•  Meet regularly. Have learners meet regularly with their 
coaches to review progress and discuss performance issues. 
Having frequent conversations and a supportive relation-
ship will do a lot to keep learners on track and encourage 
them to conform to performance requirements.

•  Tie coaching to development plans. Incorporate involve-
ment with a coach in learners’ individual development 
plans. This link provides a more formal structure to 
monitor access to experts and coaching resources through-
out the informal learning period.

•  Incorporate job aids and other tools. When possible, take 
advantage of existing job aids or tools as part of the coach-
ing process. Make sure the coaches and the coachees have 
access to job aids and tools that could increase on-the-job 
productivity.

The role of the coach is to provide expertise, consultation 
and interventions within or outside the scope of the 
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curriculum. The power of the coach can be found in the 
short duration of the interactions and the influence on 
performance of the learner.

Suggested methods
Virtual meetings, facilitated classroom or team/project 
meetings, face-to-face meetings, phone, e-mail, chat ses-
sions, instant messaging, etc.

SkillSoft resources
Dialogue Live, mentoring, customer interface at SkillSoft 
customer events such as the Perspectives and CAFÉ.

Note: Refer to the SkillSoft Web site under Info Center for 
additional information about these events.

Phase 8:  
Connect Me – The Collaboration Phase
Providing access to a community allows the learner to fully 
participate in collaborative activities. Working with others to 
solve problems can increase the learners’ success in applying 
their new skills within the workplace. These community-
based learning events can happen at any time and it is best if 
the learner initiates them. Technology keeps remote learners 
in easy contact and allows them to discuss topics that are 
important to their unique learning requirements.

Ideas and strategies for the Coach Me phase
•  Optimize the use of technology. Fundamental success of 

collaboration is the ability to connect with peers and 
colleagues. It’s vital to provide learners with access to the 
technology and software required to link to or connect 
with the provided collaboration sites.

•  Encourage ad hoc meetings. Use collaborative tools in an 
unstructured way to demonstrate content, solve problems, 
and explain concepts or conduct brainstorming or prob-
lem-solving sessions. 

•  Stress the value of online communities. Regular participa-
tion in established online groups can enhance learners’ 
connection to their industry and allow for expanded 
networking.

•  Don’t forget the non-technology based opportunities. 
Attending industry conferences, trade shows, user groups, 
interest groups and participating in professional organiza-
tions are excellent ways to connect with peers and partners 
 
Involvement in small learning groups can benefit learners 
significantly. These groups provide support and encourage-
ment along with extra feedback on course assignments. 
Most importantly, if needed, help is readily available.

Suggested methods
E-mail, phone, virtual meetings, conferences, trade show 
events, face-to-face meetings, phone, chat sessions, threaded 
discussions, interest groups, etc.

SkillSoft resources
Dialogue Live, SkillSoft sponsored seminars and Webcasts, 
Client Community Web site, CAFÉ and Perspectives. 

Note: Refer to the Mapping SkillSoft Resources to the Eight 
Phases section at the end of this document for additional 
recommendations.
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Mapping SkillSoft Resources to the Eight Phases of Workplace Learning
This matrix displays how SkillSoft supports each phase. You may wish to map your current resources to this matrix to determine 
how well you support each phase of the eight phases of workplace learning.

1
PREPARE  

ME

2
TELL  
ME

3
ShOW  

ME

4
LET  
ME

5
ChECk  

ME

6
SuPPORT 

ME

7
COACh  

ME

8
COnnECT 

ME

Online Courseware

Business Skills Collection P P P P P P P
IT Skills Collection P P P P P P P
Desktop Skills Collection P P P P P P
Legal Compliance 
Collection P P P P P P

ES&h Collection P P P P P P
SkillSims™ P P P P P P P
Online Mentoring P P P P P P
TestPreps P P P P P
Localized Content P P P P P P P
Job Aids and SkillBriefs P P P

Business Exploration Series 

Business Impact Series P P P P P P P
Challenge Series P P P P P P
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Mapping SkillSoft Resources to the Eight Phases of Workplace Learning
continued

1
PREPARE  

ME

2
TELL  
ME

3
ShOW  

ME

4
LET  
ME

5
ChECk  

ME

6
SuPPORT 

ME

7
COACh  

ME

8
COnnECT 

ME

knowledgeCenter Portals

Technology-focused P P P P P P P P
Developer-focused P P P P P P P P
Business-focused P P P P P P P P
Desktop-focused P P P P P P P P

Leadership Development Channel

Leadership QuickTalks P P P P
CEO QuickTalks P P P P
Video On-Demand 
Programs P P P P
Live Executive  
Leadership Series P P P P P
Administrative 
Professional  P P P P P

Live Learning

Expert Live P P P P
Expert Encore  P P P P
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1
PREPARE  

ME

2
TELL  
ME

3
ShOW  

ME

4
LET  
ME

5
ChECk  

ME

6
SuPPORT 

ME

7
COACh  

ME

8
COnnECT 

ME

Books24x7 Collections

Books24x7 On Demand 
Platform P P P P P

AnalystPerspectives P P P P P
BusinessPro P P P P P
EngineeringPro P P P P P
ExecBlueprints P P P P P
ExecSummaries P P P P P
ExecEssentials P P P P P
ExecSuite P P P P P
FinancePro P P P P P
GovEssentials P P P P P
hospitalityPro P P P P P
ITIL® Powered by 
Books24x7 P P P P P

ITPro P P P P P
ManagerSuite P P P P P
OfficeEssentials P P P P P
Oracle Press P P P P P
Well-BeingEssentials P P P P P

Mapping SkillSoft Resources to the Eight Phases of Workplace Learning
continued
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1
PREPARE  

ME

2
TELL  
ME

3
ShOW  

ME

4
LET  
ME

5
ChECk  

ME

6
SuPPORT 

ME

7
COACh  

ME

8
COnnECT 

ME

Web Collaboration

Dialogue Live P P P P P
Dialogue Design P P P P P

Learning Management System

SkillPort Platform P P P P P P P P

SkillSoft Services

Consulting Services Team P P P P P P P P
Shared Services P P P P P P P P
Program Management 
Services P P P P P P P P
Blended Learning 
Services P P P P P P P P
Custom Development 
Services P P P P P P P P

SkillSoft Customer Interface

Perspectives Conference P P P
SkillSoft CAFÉ P P P
Client Community  
Web Site P P P

Mapping SkillSoft Resources to the Eight Phases of Workplace Learning
continued
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