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 The DAU Learning Products Development Process is the standard method used to for creating distance learning courses, Continuous Learning modules, facilitated online, and classroom materials at DAU. Tasks are specific to certain development tools and types of learning assets and may not apply to each delivery mode; however, careful consideration to each task should be given in order to determine its applicability.   The overarching goal is to have a common approach to the creation of learning products for the Learning Content Management System (LCMS), DAU’s development tool.
These tasks are meant as a standard to ensure successful implementation of content into systems that provide for leveraging, re-using, and managing all content in functional areas. 
Each phase of the development process represented in this document contains the following information:

· Summary – brief overview of the development phase
· Deliverables – expected outcomes of the tasks associated with that phase
· Associated Process - The process is illustrated by the following:

	TASK
	DECISION AUTHORITY
	RESOURCE
	FOLE
	CLM
	CR
	DL

	Overarching task in the process

	The resource for having primary responsibility over approving this task, delegating this task, reporting on this task.
	Personnel involved in this part of the process


	Facilitated Online Learning
	Continuous Learning Module
	Classroom Material
	Distance Learning Course


Pre-Planning (Phase 0)

Summary: Phase 0 includes pre-planning activities described in this section used to assist in identifying and planning for resources (time, budget, faculty, and facilities-fixtures-equipment (FFE)). 
Deliverables
· POM input
Associated Process

	TASK
	DECISION AUTHORITY
	RESOURCE
	FOLE
	CLM
	CR
	DL

	1 Secure major curriculum requirements
	FIPT/FA
	CD and PLMM
	X
	X
	X
	X

	2. Complete gap analysis

    ____ Certification (Level ____ )

    ____ Assignment Specific

    ____ Performance Improvement
    ____ DIF (Difficulty, Importance, Frequency)
	CD or delegate
	CD and PLMM
ISD
	X
	X
	X
	X

	3 Plan for resources     
	CD or delegate
	CD and PLMM
ISD
	X
	X
	X
	X


Analysis (Phase I)
Summary: The Analysis Phase (Phase I) includes determining the deficiency or problem and determining the solution to meet the need. At DAU, this may already be determined by curriculums and existing competencies.

Deliverables
· Charter to Proceed Signed by Center Director, DAU President, and FIPT. 
· Approved Competency List Written as Performance Based Outcomes (Functional Baseline)
· Confirmed Resources
Associated Process

	TASK
	DECISION AUTHORITY
	RESOURCE
	FOLE
	CLM
	CR
	DL

	1. Develop or revises and approves list of competencies/performance outcomes/topics
	CD or delegate
	FA/FIPT
ISD
	X
	
	X
	X

	2. Validate competencies/performance outcomes with career field, e.g. DIF (Difficulty, Importance, Frequency)
	CD or delegate
	DAU Project Owner and design team and ISD
	X
	
	X
	X

	3.  Review existing/available DAU LCMS, DoD and COTs training materials for potential use or adaptability
	CD or delegate
	DAU Project Owner and design team and ISD
	X
	X
	X
	X

	4. Complete resource analysis and initial commitment of resource (FTEs, $, time, graphic and video services, etc.) availability
	CD or delegate
	CD, PLMM and Project Owner 
	X
	X
	X
	X

	5.  Secure initial certification course number from LCIC
	CD and PRM
	CD, PLMM and Project Owner
	X
	
	X
	X


Design (Phase II)

Summary: The Design Phase (Phase II) takes the information from the previous two phases and organizes it into a formal project. This phase includes the writing of the learning objectives, development and delivery medium (online, classroom, module, etc.), project schedule and resources, course/module outline and instructional strategies to be used to achieve the goal.
Deliverables
· Project Management Plan  (internal or from contractor)
· Design Document (internal or from contractor)
· Prototype 
Associated Process

	TASK
	DECISION AUTHORITY
	RESOURCE
	FOLE
	CLM
	CR
	DL

	1Establish the project in DAU LCMS
	CD or PLMM
	LCMS Administrator and DAU Project Owner/ISD
	X
	X
	X
	X

	2.  Determine instructor requirements for delivery (e.g., number of instructors needed to teach the course, instructor-student ratio).
	CD, PLMM Dean
	CD, PLMM, and Project Owner
	X
	
	X
	X

	3.  Develop initial product/project development schedule
	CD or delegate
	Project Owner and design team
	X
	X
	X
	X

	4. Develop Project Management Plan 
	CD or delegate
	Project Owner and design team
	X
	X
	X
	X

	5. Define/validate learning objectives
	CD or delegate
	Project Owner and design team
	X
	X
	X
	X

	5a. Develop performance outcomes (PO) and/or terminal (TLO) and enabling objectives (ELO). 
	Project Owner
	Project Owner and design team
	X
	X
	X
	X

	5b. Identify standards and conditions for each PO/TLO/ELO (stated or implied)
	Project Owner
	Project Owner and design team
	X
	X
	X
	X

	5c. Select PO/TLO/ELO instructional delivery method (e.g., Lecture, Demonstration)
	Project Owner
	Project Owner and design team
	X
	X
	X
	X

	5d.  Review and assess objectives (FIPT/OSD/DAWIA)
	Project Owner
	CM, PLMM and Project Owner working with FIPT
	X
	X
	X
	X

	5e. Record approved outcomes/objectives in LCMS. 
	ISD
	ISD
	X
	X
	X
	X

	6.  Determine media resources. 
	Project Owner
	Project Owner and design team
	X
	X
	X
	X

	7.  Determine course/project flow and look-and-feel (e.g., . appropriate course/page templates to support the desired navigation style, requirement for branching, etc
	Project Owner
	Project Owner and ISD
	X
	X
	X
	X

	8 Create course map (course design structure). Display the relationship between each of the learning objectives (e.g., linear, non-dependent) which shows the flow of the course in either a graphical format or indented outlined list.
	Project Owner
	Project Owner and design team
	X
	X
	X
	X

	10. Identify test-out-ability. 
	Project Owner
	CD, PLMM, Project Owner, design team
	X
	
	X
	X

	11. Create instructor and student validation plan 
	Project Owner
	Project Owner
	X
	X
	X
	X

	12. Develop Course Design Document.  
	Project Owner
	Project Owner, ISD
	X
	X
	X
	X

	13. Develop Prototype Lesson. 
	ISD
	ISDs
	X
	X
	
	X

	14. DAU Team conducts Preliminary Design Review (PDR) of the prototype.  The PDR is a combined review/approval of the Course Design Document (CDD) (off-line in MS Office Suite) and prototype (on-line where practical).  Internal, and includes the objectives, assessment strategy, instructional strategy, and administrative details (class size, projected development schedule, etc.)
	Project Owner
	Project Owner, DAU SMEs, DAU ISD resources
	X
	X
	X
	X

	15.  Confirm certification course number with PRM. 
	
	Project Owner
	X
	
	X
	X


Development (Phase III)

Summary:  Development takes the blueprint the course design team puts together and fleshes it out into products: instructional aids, course materials, and lesson plans (Instructor Guides, Instructor Support Packages, Student Guides, etc.)

. 

.
Deliverables
· Scripts
· Storyboards 
· Programmed Lessons 
· Instructor Guide
· Student Materials
· Student Guide
Associated Process

	TASK
	DECISION AUTHORITY
	RESOURCE
	FOLE
	CLM
	CR
	DL

	1. Confirm product structure – review and finalize course map with sequence of POs, TLOs and ELOs.
	Project Owner
	Project Owner, ISDs, course developers
	X
	X
	X
	X

	2. Identify and create content
	Project Owner
	Project Owner and design team
	X
	X
	X
	X

	2a. Develop assessment strategy for PO/, TLO and/or ELOs. 
	Project Owner
	Project Owner and ISDs
	X
	X
	X
	X

	2b. Identify, import and edit appropriated materials already in the LCMS. Identify existing objects within multiple contexts for re-use and re-purpose.  
	Project Owner
	Project Owner, design team, Asset Librarian
	X
	X
	X
	X

	2c. Identify, import and edit appropriated materials from outside of the LCMS. 
	Project Owner
	Project Owner, design team
	X
	X
	X
	X

	2d. Create learning content. Provide appropriate metadata tags for each learning object and asset as to its purpose(s): for courseware, for instructor materials, and/or for student materials.
	Project Owner
	Project Owner, design team
	X
	X
	X
	X

	2e. Create learning product exercises. Allow the user to create the exercises (external to the LCMS) for each PO, ELO and/or TLO.  Examples of exercise types include: integrated case study, role play, practical exercise, critical incidents, games, goal-based scenarios, problem-based exercises, action learning sets, briefings, and research papers).  
	Project Owner
	Project Owner, ISDs
	X
	X
	X
	X

	3.  Conduct Critical Design Review I (CDR 1) – Allow reviewers to view and modify the content of the created and incorporated learning objects. Ensure relationship between learning objects is consistent with the flow of design. Use the page level status feature to record reviewer comments in the LCMS. Use the course level status feature to record global comments.
	Project Owner
	Project Owner, SMEs, DAU ISD resources
	X
	X
	X
	X

	3a. Make content available for review (e.g., online, .ppt, word documents partially developed). Could include publishing the content from LCMS or providing access for review online.
	Project Owner
	Project Owner
	X
	X
	X
	X

	3b. Comment on content – enter comments, questions, etc directly in the LMCS on the appropriate pages via the status window. Or, for out-of-tool comments, use the most appropriate style (e.g., Track Changes in MSWord).
	ISD/SME
	SMEs, DAU ISD resources
	X
	X
	X
	X

	4. Complete content development. Based on the course content remaining to be developed and the disposition of the CDR1 (and CDR 2) comments, supplement, modify, or delete content as required.
	Project Owner
	Project Owner, design team
	X
	X
	X
	X

	5.  Draft Learning Product Documentation. Examples:  syllabus, plan of instruction, assessment plan, time trackers and the course description, and other items required for the American Council on Education (ACE).  Consider using a new standard "syllabus template" to create these materials directly.  Need to format required by the customer.     Allow the user to enter a learning product (e.g., course or continuous learning module) description to be used in the catalog.  Allow the user to copy and paste from the basic learning product description (entered previously as part of "FORMALIZE CURRICULUM REQUIREMENTS, "and add any additional information.
	Project Owner
	Project Owner, design team
	X
	X
	X
	X

	6. Conduct Critical Design Review 2 (CDR 2). Final check of all programmed lessons before it is deployed to the final format (e.g., LMS, print). This is currently done on the jump page for on-line content, and sometimes on the ACC Workspace. Review is for content, style, 508, graphics complete, knowledge reviews; basically all non-LMS functionality.     Recommended last step is to change permissions of subject matter experts, and project owner (or LCMS Administrator) checks out and locks the content.     For SCORM/CORDRA conformance, need to test for metadata existence and validity,
	Reviewers? ISDs?
	Reviewers?

ISDs?
	
	X
	
	X


Assemble Product Content (Package & Publish Phase) (Phase 4)

Summary: The Assemble Product Content at DAU is the Product OUTPUT method required by the LCMS.
Deliverables
· Packaged and assembled courseware content
Associated Process

	TASK
	DECISION AUTHORITY
	RESOURCE
	FOLE
	CLM
	CR
	DL

	1.  Request Package - The request may come from any one inside or outside of DAU.  Most common reason for this is normal content development production. The request would include the content desired to be packaged, and the type of package (html, html saved as Word, etc.) and format (e.g., for offline delivery - CD, paper, locked file).       The four options are:  1) SCORM Delivery (LMS)  2) AICC   3)  Offline (CD ROM, network, non-LMS supported; creates executable file)  4) Printing     
	Project Owner
	Project Owner, CM or PLMM
	X
	X
	X
	X

	2.  Approve request for package
	Project Owner
	Project Owner
	X
	X
	X
	X

	3.  Select course/objects to be packaged
	Project Owner
	LCMS Administrator
	X
	X
	X
	X

	3a. Conduct pre-deployment QA. (TRR) 1)   Make sure all content is checked in.   2)  Check manifest (for SCO environment) or print check (for print environment), adding header/footer, adding additional Word modifications, Read Me file.   3)  Verify valid default values (course level). That were set for the templates a) Content (width, height; ability to scroll or resize window) b) Print document (using cover sheet, printing popups, layout width). At the course level. 4.) Complete metadata tagging.
	Project Owner
	LCMS Administrator
	X
	X
	X
	X

	3b. Select package output type (e...g, SCORM, offline/CD, printed, XML
	Project Owner
	LCMS Administrator
	X
	X
	X
	X

	3c. Deploy on appropriate medium. Deploy may include posting to LMS, cutting the CD, sending the entire course to the printer, e-mail or jump page
	Project Owner
	LCMS Administrator
	X
	X
	X
	X

	3d. Conduct Post-Deployment QA. Open the print package html file and save as Word, save as Word then pdf. Ensure that formatting options were accurate.   
	Project Owner
	LCMS Administrator
	X
	X
	X
	X

	4.  Notify and release content 
	Project Owner
	LCMS Administrator
	X
	X
	X
	X

	5. Log completed package request
	LCMS Administrator
	LCMS Administrator 
	X
	X
	X
	X


Review and Validate Training (Review Phase) – Phase 5

Summary: The Review and Validate Training process at DAU……..
Deliverables
· Finalized course content
Associated Process

	TASK
	DECISION AUTHORITY
	RESOURCE
	FOLE
	CLM
	CR
	DL

	1. Conduct Test Readiness Review. Allow the user to preview the learning product in the mode in which it is designed to be delivered. Two purposes: Does it run the way it needs to? (Technically perform), and does it run the way I wanted it to?  (Course design)  Allow the user to preview objects in the appropriate application (e.g., LMS, CD executable, printed paper for exams). Allow the user to test the proper "assemblage" of the course (DL only) by running the course in the delivery mode (e.g., via LMS).  Essentially a "preview" of the course, live.   DAU validates the learning product functionality. Include checks for navigation, tabbing, interactivity, tool tips and SCORM conformance. For SCORM/CORDRA conformance, need to test for metadata existence and validity, For classroom courses, need to document how/if this is done.    NOTE:  The same ISDs who participated in the development do not do the test readiness review; it's an independent review.
	ISD
	Project Owner, DAU ISD resources
	X
	X
	
	X

	2. Confirm Instructor and Student Validation plan and schedule. Enter specific date(s) for the validation session(s), and the location(s) and/or access methods (e.g., if on-line).
	Project Owner
	Project Owner
	X
	X
	X
	X

	3. Conduct validation/pilot/beta – Instructor pilot first, then student validation (for CL; called "beta test" since there's no instructor). For each learning product, allow users/ reviewers to view learning objectives simultaneously, and course/content material.     Provide tool for capturing, tracking, and reporting recommendations and changes during validation. 
	Project Owner
	Project Owner, DAU ISD resources, independent review team
	X
	X
	X
	X

	4.  Analyze and incorporate validation feedback – Allow the Project Owner to review all comments and record each comment’s dispensation. 
	Project Owner
	Project Owner, DAU ISD resources
	X
	X
	X
	X


Transition to Go Live – Phase 6

Summary: The Transition to go live process at DAU is required by the LCMS to move packaged materials form the LCMS to the appropriate Delivery (i.e. LMS for DL/CLM, Blackboard for FOLE, and Print for Classroom)……..
Deliverables
· Course content ready to deploy live
Associated Process

	TASK
	DECISION AUTHORITY
	RESOURCE
	FOLE
	CLM
	CR
	DL

	1. Repeat packaging request process in preparation to deploy finalized course content
	Project Owner
	Project Owner, LCMS Administrator
	X
	X
	X
	X

	2. Conduct Final Quality Review. Ensures that all validation comments have been adequately fixed and courseware is ready to deploy live
	ISD
	Project Owner, DAU ISD resources, Dir CGS, CLC Coordinator
	X
	X
	X
	X

	3. Set up post-production review time and tickler
	Project Owner
	Project Owner, DAU ISD resources
	X
	X
	X
	X

	4. Set up availability and access. 
	LMS Manager
	Project Owner, LMS Manager
	X
	X
	X
	X

	4a. In case of DL courses and CL Modules, set up sections on LMS.
	LMS Manager
	Project Owner, LMS Manager
	X
	X
	X
	X

	4b. Confirm course number on LMS 
	LMS Manager
	Project Owner, LMS Manager
	X
	X
	X
	X

	4c. Confirm # of days required for completion and section/class size
	LMS Manager
	Project Owner, LMS Manager
	X
	X
	X
	X

	4d. Confirm catalog description prerequisites/ audience finalized to include the Personal Data System (PDS) code from the PRM/Scheduling Office.; CLPs and CEUs finalized.
	Project Owner
	Project Owner
	X
	X
	X
	X

	4e. Set up canned e-mails to be sent to learners
	Project Owner
	Project Owner, LMS Manager
	X
	X
	X
	X

	4f. Assign instructors to teach each specific section.
	Deans
	Project Owner and/or Course Manager
	X
	
	X
	X

	5. Finalize all ACE and IACET documentation. Final documents should be posted to the ACC site.
	DAU ISD
	DAU ISD
	X
	
	X
	X

	6. Schedule ACE and IACET reviews
	DAU ISD
	DAU ISD
	X
	
	X
	X


Evaluate and Improve Learning Product – Phase 7

Summary: The Evaluate and Improve Learning Product process at DAU……..
Deliverables
· Course content ready to deploy live
Associated Process

	TASK
	DECISION AUTHORITY
	RESOURCE
	FOLE
	CLM
	CR
	DL

	1. Schedule six and twelve month reviews of course content
	Project Owner
	Project Owner, DAU ISD resources
	X
	X
	X
	X

	2.  Allow comments on the learning product to be entered at any time once it is in production.  The system will date/timestamp and user id-stamp all comments, and will allow the user/owner to turn on/off the ability for people to enter comments.    Allow comments directly on specific area (learning object, page) of the product at any time.     Allow user to review statistical results of test scores, by learning object and/or learning objective.  NOTE:  Analysis and dispensation of comments will be the same as for VALIDATION process (5) Some mandatory reviews are required in accordance with COE review requirements and others (e.g., when course delivery mode changes).   
Current Process for course content changes is for Instructors to let the Course Manager REGIONAL REP (CMRR) know of an issue, the CMRR passes this info to the CM who then takes it to the PLMM/Project Owner
	Project Owner
	Project Owner
	X
	X
	X
	X
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