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WORKDAY LEARNING
Learning Experience Standards
[bookmark: _Toc242093928]PURPOSE 
The purpose of this guide is to:
· Set clear expectations for course developers and instructional designers who are creating content for possible implementation in Workday Learning.
· Streamline the intake process by setting clear requirements and expectations upfront.
· Standardize the learner experience for all UW employees.
· Ensure that online learning is accessible and effective for all learners.
Before you initiate the intake process with POD:
Your training must meet the core requirements below. We also highly recommend following the best practices outlined below.
· Your training should be final and approved by any stakeholders or other authorities as appropriate.
Once your training meets the requirements outlined in this document, and is final and approved, you can initiate the intake process, as described on the Workday Learning Starter Guide webpage.
[bookmark: _Toc242093929]CORE requirements
Your training must meet the requirements outlined below before initiating the intake process.
[bookmark: _Toc242093930]Digital accessibility
All courses and training materials delivered through Workday Learning must comply with the UW's Digital Accessibility Policy (APS 9.0). 
· Review Making eLearning content accessible on the Accessible Technology website for guidance and be sure your training has been created with accessibility in mind. 
When you determine that your training is accessible, it must be reviewed by UWIT Accessible Technology Services (ATS). Contact ATS via their Accessibility Consulting Request form to schedule a review. Work with ATS until the training is verified as accessible and attach their final report as documentation. 
Accessible Technology Services (ATS) partners with units across the UW. ATS encourages you to consult with their team early in your course design process so that accessibility can be built in from the beginning and isn't a fix at the end. 
Effective April 2027, all training must meet current Web Content Accessibility Guidelines (WCAG). 
[bookmark: _Toc242093931]Course longevity
Design with longevity in mind. POD does not have the capacity to handle frequent updates to your SCORM package or supplemental materials, and updates impact learners as well (for instance, if a learner has started but not yet completed a course, publishing a new version could require them to start over).
Consider whether your online course is the best place for information that may change frequently or that you do not control (for instance, links to websites that you don't own). Some information may be better communicated on your website, which you could direct learners to from the course.
[bookmark: _Toc242093932]Brand & editorial
Where appropriate, online classes, training materials and related documents should reflect UW Brand standards and editorial guidelines. In addition, all content should be free of typos, grammatical errors and broken links. 
[bookmark: _Toc242093933]Technical requirements
For self-paced online learning, you must be able to produce a SCORM package from the application or platform you're using to create the training (e.g., Articulate). We are currently recommending SCORM 1.2 for exported media packages.
[bookmark: _Toc242093934]Title
Each course should have a clear, descriptive and distinct title.
Examples 
Cultivating Community at UW: Anti-Racism and DEI&B Training 
Understanding Civil Rights: Employee 
Understanding Civil Rights: Graduate Student Employee
Welcome Day (Online)
Welcome Day (In-Person)
[bookmark: _Toc242093935]Course Summary in Workday
POD will populate the course summary in Workday Learning based on the information you provide. The course summary should:
Provide a brief overview of the training objectives.
Provide a time estimate for completion.
Clearly identify the audience.
Explain the business purpose or compliance requirement the training addresses, for instance; whether the training is required (compliance), role-based, or offered for professional development. If required, include a deadline/due date if applicable.
If applicable, explain what the learner will receive/accomplish (security role, certificate, etc.) as a result of completing the training
Include contact info (email and/or webpage) for those who have questions about the course or its content.
Example: INCLUSIVE HIRING PRACTICES     
About: This training supports consistent, fair, and compliant hiring practices across the UW by equipping participants with practical strategies for competency-based evaluation, confidentiality, and alignment with UW policies.
Time: Self-paced training of approximately 20-25 minutes.
Training requirement: Required for hiring authorities involved with hiring faculty, librarians, other academic personnel, staff, graduate medical education, and graduate student ASEs. Learn more.
Questions: Please contact hrhelp@uw.edu

[bookmark: _Toc242093936]BEST PRACTICES: 
optimizing the ONLINE LEARNING experience
POD highly recommends following these best practices for self-paced online courses.
[bookmark: _Toc242093937]Welcome & Course Overview
We recommend your course begins with a welcome and overview that includes:
Target audience
Learning objectives 
Prerequisites (if applicable)
A course navigation overview 
Contact information for your training/department
EXAMPLES
[bookmark: _Int_mQASFNiD]Refer to the “Overview” lesson of Managing Corrective Action (you will be required to enter your name and email to access).
[bookmark: _Toc242093938]Learning objectives
Your course should have 2–5 clearly defined, measurable learning objectives (sometimes also referred to as learning outcomes or course objectives). Objectives should be tied to knowledge, skills and abilities a learner can develop or practice in your course. Define your objectives using specific active verbs that describe what a learner should be equipped with as a result of your course; avoid using general terms such as “understand.”
Learn about using Bloom’s Taxonomy as a framework for developing learning outcomes.
Learn more about Bloom’s Taxonomy and applying it to adult learning and development.
EXAMPLE: MANAGING CORRECTIVE ACTION OBJECTIVES
Review key considerations of effective performance management 
Indicate how employment programs for classified and contract-covered staff guide performance management and corrective action
Identify when the corrective action process can apply to an employee
Recognize performance issues and behaviors that may trigger the need for performance feedback and/or corrective action
List the stages of corrective action
Outline manager actions at each stage of corrective action and when to involve your HRC
Compare employee rights and legal/policy considerations applicable to corrective action
[bookmark: _Toc242093939]Course structure and content
Your course should have a clear structure that uses sections, lessons, and/or topics to organize the content and improve the learning experience. 
[bookmark: _Int_GsJOQV9F]Connect policies, information, and theoretical concepts to real-world examples and potential application at the UW.
Avoid information and policy overload by incorporating engagement, practice, and/or scenario-based application.
[bookmark: _Toc242093940]Efficacy and learner experience
We recommend delivering content via different modalities, building in opportunities for interaction and knowledge checks, and including reflective prompts or case studies to reinforce learning. You should include a final assessment if appropriate.
Content delivery modalities
Note: All content must meet accessibility standards. 
Text (readings, job aids, transcripts)
Video (short lectures, explainers, demonstrations)
Audio (podcasts, narration, interviews)
Visuals (infographics, diagrams, animations)
Interaction modalities
Knowledge checks (quizzes, polls, drag‑and‑drop)
Scenario‑based learning (branching decision paths)
Practice & application modalities
Case studies
Reflective prompts
Guided workplace application activities
Simulations or task-based practice (where feasible and accessible)
[bookmark: _Toc242093941]Final Assessment
Including a final assessment or quiz can be useful for learners to practice and apply knowledge, and you can use this as a tool for determining if an individual "passes" the class and receives credit for completion.
Ensure all elements are accessible and include information on keyboard navigation as needed.
[bookmark: _Int_GiNKWGh6]Explain what learners should expect, what kinds of questions they can respond to, and if they're able to refer back to course content when responding.
If applicable, explain what score is needed to pass and how many times they can retake the assessment.
[bookmark: _Toc242093942]GLOSSARY
Audience
A defined group of people who will receive a learning assignment, campaign, engagement, message or other learning-related communication. Audiences allow administrators to target learning to the right learners rather than assigning it to everyone. Audience is optional and is typically used when a course is required for a clearly defined group of learners. Learners who meet the audience criteria receive the assignment, and the course appears on their Learning Home.
Blended course
This generally refers to classes that mix two or more delivery formats, for instance a self-paced training followed by an in-person workshop. 
Bloom’s Taxonomy
“Bloom’s Taxonomy is a framework that helps instructors design clear, measurable learning outcomes. The framework offers a structured way to think about the cognitive processes involved in learning, and it organizes these processes into levels that progress from foundational skills to those that are more complex.”  (Source: Teaching@UW.)
Engagement
A targeted learning campaign in Workday that delivers learning content, messages, reminders and assignments to a specific audience of learners. It is designed to promote participation and completion of specific learning activities.
Online learning
POD's preferred umbrella term for virtual or e-Learning. For instance, POD uses "self-paced online learning" for self-directed, on-demand training (i.e., Articulate classes) and "live online learning" for classes held over Zoom.
Requirement 
Few courses meet the University threshold for “required.” Courses must meet a clear threshold to be considered required for the University population. For instance, Understanding Civil Rights is considered required in Workday Learning in compliance with a federal legal requirement. 
Trainings that are identified as “required” in Workday Learning may require additional work with the HRBAIS team to identify the appropriate population/audience, so extra time may be needed to implement your training.
Self-paced online learning
Asynchronous, self-directed, on-demand courses, e.g., the type of courses created in Articulate. 
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