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Training Course Outline
ITU and Name of the Partner Institution
	Title	
	

	Modality
	 Online self-paced 		 Online instructor-led 
 Face-to-face (F2F) 		 Blended (F2F and online)

	Level
	 Introductory (provides an overview of a topic or can be taken by any learner without having a specialized background on the topic)
 Intermediate (may require some pre-requisite knowledge on the topic; it may be aimed at professionals from other related areas) 
 Advanced (aimed at professionals working in the area of the training course topic and trying to strengthen their core competencies or acquire some new ones with direct application to their field)

	Dates
	DD/MM/YYYY – DD/MM/YYYY

	Duration 
	[Total number of hours required to complete the course]

	Language
	

	Region
	[To be filled by ITU Academy]
 Global	 Africa	 Americas		 Arab States
 Asia and the Pacific	 CIS			 Europe

	Location
	[City, Country (only for face-to-face/blended training courses)]

	Registration type
	 Direct registration (applicant is enrolled automatically after registering for the course)
 Application and selection (learners apply for the course but require coordinator approval/action to be officially enrolled)

	Registration / Application deadline
	DD/MM/YYYY

	Training fees
	[insert amount in USD or insert "free"]
…
[Note: the fee is displayed in USD on the ITU Academy website. If learners have the option to also pay in another currency on the ATC page, the conversion should be done according to the official UN exchange rate in effect at the date when the course is published on ITU Academy and should not be modified subsequently.]

	Description
	[+Describe what the course covers and its rationale (suggested length: 150-200 words).
+ Highlight unique course benefits and key learning objectives. 
+ Formulate the description so that it resonates with the target audience.]
…

	Training topics
	To be filled by ITU Academy

	Certification
	To be filled by ITU Academy [Badge / Certificate]

	Code
	To be filled by ITU Academy



1. TARGET POPULATION
[Brief description of the audience the course is designed for]

2. ENTRY REQUIREMENTS
Qualifications or experience needed to participate in this training course:
· 
Selection criteria: 
· 
Number of available places for the cohort: 

3. LEARNING OBJECTIVES 
[Capture the knowledge and skills acquired by the participants as a result of the training. Please use the revised Bloom’s taxonomy, avoid words like “Understand” and “Know”, use action verbs (use this cheat sheet) to create specific and measurable learning goals] 
Upon completion of this course, participants will be able to: 
·  
·  
·   
4. METHODOLOGY 
[Briefly describe the approach that will be used to achieve the learning objectives: 
+ self-study	+ discussion forums	+ synchronous/asynchronous sessions	+ groupwork (peer learning)	+ tutoring by subject matter expert	+ projects, presentations, assignments
	Note: we strongly recommend an experiential learning approach, making use of case studies, problem-based learning activities, (self-) reflection, demonstrations, gamification, simulation (where applicable). Please consult the ITU Academy Quality Assurance Checklist for reference double click to open].
	
 



…

5.ASSESSMENT AND GRADING
[+Describe the methods used to measure and assess the learning objectives. If a grading matrix is available, it should be presented here. 
+ Specify the weights in % to be allocated to assignments, knowledge assessments/quizzes, attendance, (mandatory) forum participation and final exam (where applicable). 
+ Clarify the requirements for attendance of live sessions, as applicable (e.g. mandatory for face-to-face).
+ We recommend that the passing threshold be set at a value of 70%-80% (and not lower).]

	Activity 
	Weighting (%)

	
	

	
	

	
	

	
	

	
	

	
	

	Total
	100%



A total score of 70% or higher is required to obtain the ITU certificate 

[For online, self-paced courses, a total score of 80% is required to obtain the ITU Academy badge].


[image: Text

Description automatically generated with low confidence]
The ITU Academy is the International Telecommunication Union platform for capacity development initiatives. 
Page 1 of 6 
6. TRAINING DETAILS & INSTRUCTIONAL APPROACH 
Please fill out either section A (for online training courses) or B (for face-to-face or blended training courses) and delete the one which does not apply.
A. [For online training courses, use the table below to provide the content breakdown as well as the instructional approach. Please add more rows as applicable, to cover the full course.]

	Day/Week 
& 
Time
(specify time zone)
	Sessions
	Learning Outcomes 
(capture the knowledge, skills and abilities learners will be able to demonstrate after each module/session)
	Activities
(list scheduled actions per each session e.g.: presentation, groupwork, quiz – see Section 4)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	(add more rows as applicable)


[bookmark: _Hlk53740443]


B. [For face-to-face (F2F) training courses or blended (includes a F2F component), use the table below instead, capture the entire programme for all activities]
	
Time

	Sessions
	Learning Outcomes 
(capture the knowledge, skills and abilities learners will be able to demonstrate after each module/session)
	Activity/Location
(Add activities and locations in this section such us the location of the dinners)

	(insert any pre-trainig / online activities, as applicable)

	
	
	
	

	
	
	
	

	
	
	
	

	(insert full programme and training activities for the in-person part):

	Arrival (add date and city here)

	19:00
	Group dinner / Social activity (?)
	
	Add location here 

	Day 1 (Add date here): Start of the training 

	08:30-09:00 
	Registration 
	
	Add location here 

	09:00-09:30
	Opening of the training by: 
· XXX
· XXX
	
	

	09:30-11:00
	First session: ….
	
	

	11:00-11:30
	Coffee break 
	
	

	11:30:12:30
	Second Session:…..
	
	

	12:30-13:30
	Lunch break 
	
	Add location

	
	Session three:….
	
	

	
	Dinner 
	
	Add location here 

	Day 2 (Add date here and title if applicable)

	
	
	
	

	
	
	
	

	
	
	
	(add more rows as applicable)





7. TUTORS/INSTRUCTORS
	Name of tutor(s)/instructor(s)
	Title
	Contact details

	Name
	Title
	Email

	Name
	Title
	Email



8.TRAINING COURSE COORDINATION
	Course coordinator
	ITU coordinator

	Name:
Title:
Email address:
(this will be displayed on the ITU Academy website so we recommend a shared mailbox address)
	Name:
Title: 
Email address:
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ITUAcademy_QualityAssurance_Checklist_FINAL (ILT and eLearning).pdf
ITU Academy Quality Assurance Checklist

About the checklist

Instructor-led training course (online and face-to-face)

This quality assurance checklist serves as a structured guide for fostering high-quality, impactful training,
enhancing the learning experience and ensuring compliance with industry standards.

It helps identify strengths and areas for improvement, promoting a high standard of training excellence, while
providing consistency as well as a basis for accountability and transparency. It drives the continuous
refinement of training courses, ensuring they meet ITU’s strategic goals and learners’ needs.

Application and target audience

The checklist is designed for ITU Academy training course coordinators and instructors who are expected to
systematically apply and assess the use of the elements captured below to ensure effective, high-value
learning. The checklist covers multiple dimensions including instructional methods, activities design,
instructor intervention, reflection and peer learning, application of skills and knowledge, as well as
assessment mechanisms.

The training would therefore need to comply with the following elements:

1. Well-defined
learning
objectives

Training accurately formulates the learning objectives, so that these:

¢ Are aligned to Bloom's revised taxonomy

¢ Are Specific, Measurable, Achievable, Relevant, Time-bound (SMART)

e Capture the level of knowledge and/or skill transfer for the training: Remember -
Understand — Apply — Analyse - Evaluate — Create (and use action verbs
specific to that respective level, avoiding verbs such as “understand” “know”
“learn” or variations e.g. “gain an understanding of”)

A. Facilitation: Instructors serve as facilitators (guiding role) and subject matter
experts, rather than didactic teachers.

B. Engagement: Training is not overly reliant on a lecture-style approach and includes
learner-centred activities (actively involves participants).

2. Instructor

C. Feedback:
e Synchronous sessions: instructor allows sufficient time for Q&A, provides inputs
to participants (on presentations, projects)
e Asynchronous sessions: instructor provides consistent feedback to learners via
forums, chat

3. Relevance

A. Training provides content that is varied, allowing participants to engage with the
items they feel most relevant for them (e.g. explores both national- but also regional-
specific contexts, presents a multi-disciplinary approach).

B. Training proposes concrete, practical tools and takeaway resources which will
help participants in their real-life job role.

ITUAcademy
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Training encourages collaboration and idea-sharing among learners by making use

4. Peer learning of group activities (discussion groups, forums, breakout rooms, debate, groupwork).

A. Training immerses the participants in real-world case studies, examples,
5. Concrete demonstrations.

experience
(discover) B. Training exposes the participants to relatable scenarios that learners will face in
their day-to-day roles.
. Training includes space for individual reflection (e.g. pauses, learning journal, slots
6. Reflection

for individual analysis).

A. Training presents situations, exercises, activities that challenge the participants
and require them to make decisions and problem solve similarly as they would in
their work (e.g. individual or group tasks, assignments).

B. Training builds in space for learners to apply and practice their new
knowledge/skills e.g. uses individual or group projects/presentations, hands-on
exercises, role-play (also: tabletop exercises, simulations).

C. If training uses knowledge assessments (quizzes/tests), these are: 1. combined
with either elements A or B in this category and 2. also meet the following conditions:
e Contain minimum 2 questions per learning objective (if modularized structure,

ensure a minimum of 5 questions per module)

¢ Are applied preferably both at end of module (quizzes) and / or at end of course
(final test)

e Have a passing threshold set to minimum 70%

e Mostly use multiple choice single answer (MC-SA), multiple choice multiple
answer (MC-MA) questions, answer matching (avoid: fill in the blanks, true/false
questions, “all/none of the above” answer options)

e (optional) Use a question database and randomization

7. Application of
knowledge

Contains actions that encourage a continued learning experience, for example:

¢ Training uses learning materials to encourage self-study (either in preparation for
the training or to further deepen learning after completion)

e Engages learners in advance initiating the learning process via either individual
or group tasks, challenges, reflections or mini-assignments.

e Includes (pre-training) initial knowledge checks to assess current mastery of the
subject and help establish a baseline of knowledge/skills.

o Offers follow-up session(s) to check on the application of learning or address
any emerging questions/issues.

e Implements an alumni community of practice for continuous learning (if
applicable).

8. Pre- or Post
training actions

ITUAcademy
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ITU Academy Quality Assurance Checklist

Self-paced online training courses (eLearning)

v' Course structure blueprint is based on agreed, SMART Learning Objectives

v Instructional design approach creates an interactive®, engaging, and efficient learning experience
(recommendations below):
o Effective branching scenarios (e.g. 3C model: challenge-choice-consequence)
Creation and use of relevant case studies, real-life examples
Incorporated elements of gamification
Use of video and animations (stock or bespoke)
Exercises, interactions, as well as activities to encourage learner reflection
Downloadable module- or course-specific checklists, takeaways (optimized for print)

O O O O O

v Includes knowledge check(s) considering the following guidelines:
o Passing threshold set to min 80%. Final test should cover all modules (minimum 2Qs per
each course learning objective)
o Provision of feedback (and indicating “correct” and “incorrect” results)
Use of a question database and randomization is preferred
Reference to related additional resource for furthering learning

v/ Custom graphics, use both stock and ITU’s photos, corporate icon set. Set the overall look & feel of
the course to be aligned with ITU’s branding guidelines. Ensure also that the following requirements
are met for these assets:

o Characters, graphics and imagery use represents diversity and inclusion
o Non-defamatory representation of ITU

v Quality Assurance / testing process conducted prior to the ITU review

v' Compliance with the latest W3C Web Content Accessibility Guidelines (AA)

Text size optimization, proper use of colour and contrasts, clear navigation
“Skip to content” links, progress tracker

Voice-over narration (as applicable)

Use of alternative text for all non-text content

Text description of the content, for screen readers

Optimization for various device formats

O O 0O 0O 0O O

v' Compliance with the ITU technical requirements for e-learning course development:

o Preferred authoring environment is Articulate 360. Alternatively, other industry standard
tools can be considered (e.g. H5P), subject to prior agreement with ITU. The development of
the course should not be making use of a vendor-specific/proprietary tool.

o Output should be mobile device compliant (both Apple and Android devices)

" Minimum level 2 interactivity level desired (visit this link for explanation of self-paced e-learning course interactivity levels and samples).
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o Ensure that course is exported in the standard SCORM package (1.2) and well tested on the
ITU Academy platform (based on Moodle4)

Note: this list is updated regularly by the ITU Academy team in order to capture the more recent technical
requirements in the industry — please ensure that you have the latest version (last updated August 2024).
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