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Introduction Transfer for knowledge 
training facilitates the recall 
and use of learned 
information in the workplace.

Most training done in the workplace 
relies on participants being able to 
understand, comprehend, recall and use 
information back on the job. 

As we have known for a long time, 
people easily forget what they have 
learned. This is actually quite normal 
and useful to stop our brains becoming 
clogged with meaningless information. 

However, as learning professionals and 
business leaders we do want learners to 
remember as much as possible and use 
it in the correct way. Otherwise there 
wouldn’t be much point in investing in 
learning in the first place. 

The question therefore should be, How 
do we get people remembering and 
using more of what they learn? 

There are some simple techniques 
which can be employed to achieve that 
goal, and hopefully get better return on 
training efforts. 

Things such as benchmarking current 
knowledge and focusing on only filling 
knowledge gaps is one technique. We 
can also create environments where 
knowledge is converted into actions 
before learning even finishes. We can 
ask our learners to create action plans 
and find some way of sticking to them. 
And, we can send reminders that jog 
people’s memories and gets them 
dragging out relevant information and 
using it. 

This template outlines an image of what 
a generic knowledge-heavy learning 
transfer program might look like, and 
how it can be created.
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How to use this 
template

The diagram on the following page 
illustrates a fictional training program. It 
is mocked up to demonstrate how 
learning transfer can facilitate the use of 
knowledge in the workplace.

Use this diagram as a reference when 
looking at the more detailed program 
elements page to see where in time 
each of the elements sit.

Each of the program elements pages 
describes what the element is and how 
it should be used. 

There are also images of what a sample 
of each element could look like. These 
samples are for illustrative use, and can 
he your launchpad to creating your own 
elements. 

Take time to understand the program 
overview and each of the elements in 
order to adapt what is in this template 
to suit your own knowledge-heavy 
program design. 
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Design Overview
Transfer for Knowledge Training

This diagram represents a mocked-up knowledge-heavy learning program. The elements play 
out from left to right over time. The image has been simplified to merely highlight the essential 
parts of this design. For example you can see that four reminders have been added, one for 
each week after the formal learning has ended. However, you might want to include more 
reminders in your design and space them over longer or shorter periods. 

Additionally, the topic of theme of the training is not important to highlight how this design 
works, but it is worth remembering that the type of programs that get the most out of this 
design are those where the learners need to recall a large amount of information, and use it in 
their own particular context. 

Remember to use this design 
overview as a time frame for 
designing your solutions. The 
descriptions on the follow 
pages gives more detail about 
each element.

Before Training During Training After Training

1 2 3 4 5

Pre-training 
check

Pre-training 
work

Training event 
classroom or 

virtual

Action 
planning Reminders
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1 2 3 4 5

Program Elements
Pre-training check
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The best way to make sure that you are designing a course that is 
relevant and useful to the participants is to ask them what they 
need. Quite often through using a simple questionnaire you can 
find out where the information gaps are and what specific 
problems participants are likely to encounter in real work.

You can then modify your existing content to address the points 
that you receive in your questionnaire. The example opposite 
shows what a simple electronic survey should look like for a cross-
culture training course. 

In this case the learning designer wanted to know who the 
participants usually communicated with, where those people are 
based and what specific communication issues they had. Through 
this he was able to gain enough insight about the participant’s 
needs without overwhelming them with self-assessments and 
long-winded questionnaires.



1 2 3 4 5

Program Elements
Pre-training work
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An additional advantage of sending a pre-training questionnaire is 
that you can use the findings to create your pre-training work. The 
purpose of the pre-training work is to do two things.

Firstly, you might want your participants to undertake some tasks, 
such as additional learning or reading. Or, they might need to 
prepare a work sample for use in the event.

Secondly, you should create motivational content which promotes 
your course and gets people excited to join and ready to transfer 
what they learn back into the work. 

Both are best achieved when you know exactly what the 
participant's pain points are and can describe how through learning 
they can overcome them. You can use a combination of channels 
and media to achieve this such as PDFs, videos, eLearning, 
announcements and audio files, as shown here. Whichever you 
choose should be informative, interesting and motivational. 



The first is to use the pre-training check. 
This assessment tool gives you 
information about what the participants 
already know and where their 
significant knowledge gaps are. 

It is therefore possible to structure the 
event around the known knowledge 
gaps to make the process as efficient 
and informative as possible. And to 
refer back to this information to justify 
inclusion of certain activities.

The second aspect worth referring to is 
the pre-training work. As this is 
designed to be motivational and so 
should be carried over to some extent in 
the event. 

Sometimes simply mentioning or 
talking about what was done before the 
event started acts as an additional 
motivator and a sense of satisfaction at 
a task completed.

The design of the learning event is most 
likely something you are most familiar 
with. We don’t, therefore, prescribe 
how to breakdown the event in to it’s 
component parts. The event itself can 
either be in a live classroom or in a 
virtual space, because the overall 
program design is flexible enough to 
accommodate either style.

We do suggest though that certain 
practices are followed in order to 
maximize learning transfer potential.

1 2 3 4 5

Program Elements
Training event 
classroom or virtual
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1 2 3 4 5

Program Elements
Action planning
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The action plan for this type of training should always be 
completed before the learning event ends to make sure that full 
commitment to application is gained. It is also advisable to assist in 
the writing of these action plans to ensure that they are specific 
enough to be useful and  realistic enough to be actionable. The 
assistance can be given by the facilitator or by peers. 

In the example opposite a participant from a culture awareness 
learning event has clarified the exact problem that needs to be 
overcome with a specific person in a specific location. In this case a 
customer in Germany. The participant noted where the customer is 
on each of the cultural paradigms and resolved to take very specific 
actions to overcome what he sees as difficult communication 
issues between him and his client. 

He will enact this plan immediate after the learning evet has 
finished and from the time he next needs to communicate with the 
client.



1 2 3 4 5

Program Elements
Reminders
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Reminders have been proven to be effective is aiding memory 
recall and application of learning. They are quite a frequently used 
tool in the learning design world. However, the problem with most 
email communication is that we get too much of it, and so as a 
consequence miss important messages. Moreover, we are quite 
adept at recognizing repetitive messages that keep arriving in our 
inbox and deliberately ignoring them.

To get over this issue, you should make your communications 
interactive and require the user to pull information out rather than 
passively read it. In the example opposite the reminder has a 
scenario played out in an embedded video with questions attached. 
Only once the user has watched the video and answered the 
questions does she get a report that scores her response and gives 
relevant advice. This push-pull approach has been noted to get 
higher response rates than simply sending the advice as text in an 
email attachment. 



Summary Designing Knowledge transfer 
learning projects requires 
some investigation of needs 
and innovative approach to 
distributing information.

If you already have a knowledge-heavy 
course you can begin modifying it to 
include learning transfer by going 
through the following steps.

First, create surveying tools to get to 
know your audience better. They should 
be just the right length to provide you 
with the relevant information without 
overburdening the participants. 

Second, use the information gathered 
to create your pre-training work and 
motivational mechanisms. Point out 
how the course will address issues 
related specifically to participant needs. 

Third, refer to the survey data and the 
pre-training work in the learning event. 
This way you can latch onto concepts 
and ideas given to you by the 
participants and leverage motivational 
materials you previously sent out. 

Fourth, have all participants complete a 
specific and actionable action plan 
related to a real business challenge, 
before they leave the learning event. 

Fifth, send reminders periodically 
depending on the quantity of 
information to recall and use and how 
long you estimate they need a reminder 
before they forget information. Make 
the reminders interactive and designed 
with a push-pull approach. 
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