
Decide if course 

revision needs to go to 

Curriculum Committee

Curriculum 

Committee 

approval process

Yes

Phase 2 

Development

3 Sessions Before 

Teach Date

Phase 1

Pre-development

4 Sessions Before 

Teach Date

Decide on 

textbook(s) in 

conjunction with 

other SMEs (as 

needed)

Team collects data on 

course to inform 

changes; best 

practices, student and 

faculty feedback

SME receives 

templates, creates 

course map

Prepare course 

permissions list of 

articles, PDFs, 

websites, etc.

SME fills in course 

and weekly 

templates

Prepare Visual 

Interactive Guide 

(VIG)

No

Decide on 

topic, key 

concepts

Decide on 

graded 

assignments

Decide on 

interactives in 

consultation 

with ID

Review by WDM > 

PD > back to SME

Review by WDM > 

PD > back to SME

Submit lessons to 

TurnItIn

SME puts finished files 

into folders according to 

build cycle deliverables, 

compresses for delivery

Phase 3

Build

2 Sessions Before 

Teach Date 

Decide on need to meet with 

development team before build. IF 

new SME, complicated interactives, 

YES. Otherwise, just send in forms

Set up weekly calls: ”pre” build call 

with WDM/dean, build call with 

development team

Set up weekly 

webinars  with 

WDM/PD

SME attend 

Development 

Training Course

SME attend 

orientation to 

development 

process

SME, WDM and 

sometimes PD have 

phone call each week 

prior to development team 

call to address any issues 

that may arise

SME/WDM review 

uploads each week and 

send requests for repairs 

to ID team

Submit 

permissions list to 

Academics

SME/WDM review 

course 

Submit punchlist of 

changes

Development team 

makes final 

changes

SME/WDM 

conduct final 

review

PD reviews course, signs 

off by end of week 3

Phase 4 

Review and Repair

1 Session Before 

Teach Date 

SME submits files 

to ID team prior to 

start of Phase 3
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