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Spin-up Initiation Analysis and conceptualization Design Production Development Evaluation

Step 1 Step 2 Step 4 Step 5 Step 6 Step 7

5 work days 5 work days 10 work days 20 work days 30 work days (concurrently) 10 work days

Phase 1 Phase 2 Phase 3 Phase 4
Step 3

Collection

IDT sets-up kick-off 
meetings and prepares 
materials. SDLI 
prepares section and 
delivery.

Faculty attend a kick-
off meeting with IDT 
and SDLI partners.

Faculty signs contract 
to engage the 
instructional design 
and creative (i.e. 
media production) 
services of GWLAI.

IDT and SDLI prepares 
kick-off materials, 
including design 
constraints.

Faculty attends a kick-
off meeting with IDT 
and SDLI partners.

Go to Step 1.

IDT and SDLI:
⁃ Introduce partnering faculty a systematic 

approach with a timeline, step/phase 
completion dates and deliverables.

IDT:
⁃ Establish a cloud 

folder/file system.
⁃ Provide guidance 

on the IC system 
and instructional 
design.

⁃ Discuss with faculty 
their expectations 
and our goals with 
learning design.

⁃ Setup the LMS 
development 
course.

⁃ Draft milestones 
schedule with SDLI.

SDLI:
⁃ Establish a cloud 

folder/file system.
⁃ Provide guidance 

on the IC system 
and media design 
and production.

⁃ Discuss with faculty 
their expectations 
and our goals 
related to media.

⁃ Draft milestones 
schedule with IDT.

Faculty are clear on the process and begin to 
gather course materials. (If no course materials 
exists, create an outline of the course, capture 
simple learning content and share all with IDT. 
Concurrently do this with project plans.)

Go to Step 2.

Faculty identifies, gathers and 
organizes course materials – 
syllabi, instructional notes, 
readings, slides, spreadsheets, 
data, example student projects, 
external resources and list of 
external experts.

Faculty compiles all materials in 
shareable formats – DOCX, 
PPTX, XLSX, Google, PDF, JPG, 
PNG and URLs.

Faculty provides learning 
content to IDT for analysis. 
(Content should be not be in 
flux.) IDT and SDLI review.

IDT and SDLI: Finalizes project 
milestones schedule and dates. 
Provides and discusses with the 
faculty. (Lock-in dates and hold 
all partners accountable.)

Go to Step 3.

IDT:
⁃ Define the structure of the 

online course using 
provided learning content 
from faculty.

⁃ Conducts a high-level needs 
analysis of the course for 
online, including gathering 
and organizing all learning 
content for designing the 
structure and flow.

SDLI:
⁃ Provides feedback and 

guidance for visual 
storytelling.

⁃ Attends learning design 
meetings, asking questions 
and providing ideas on 
communications and 
delivery.

IDT:
⁃ Needs Analysis and Scope of 

Work with learning content. 
(Review with faculty and 
SDLI.)

⁃ Course alignment map with 
learning content – 
assessments, activities, on-
page text and curation of 
external learning materials.

⁃ Course administration 
materials (i.e. LMS template, 
syllabus, outline, etc).

⁃ Start draft media plan.

SDLI:
⁃ Begin to ideate learning 

content presentation(s) with 
the team.

⁃ Provide initial feedback with 
media plan.

⁃ Determine and communicate 
feasibility and logistics with 
listed media.

IDT:
⁃ Defined high-level course 

concept with related learning 
content.

⁃ Contribute potential media 
ideas to SDLI.

SDLI:
⁃ Completed review of high-

level course concept and 
related learning content with 
IDT.

Go to Step 4-IDT.

IDT:
⁃ Define the instructional 

components/elements in the 
course alignment map.

⁃ Document the entire course 
experience for LMS 
development. (Step 6.)

SDLI:
⁃ Conduct pre-production with 

guided conceptualization, visual 
design scripting and recording 
preparation.

⁃ Present new and meaningful 
ideas in digital communications.

⁃ Guide faculty in setting-up 
efficient production and post-
production.

IDT:
⁃ Define media learning content.
⁃ Complete design of assessments, 

activities and on-page text.
⁃ Curate 3rd party media.
⁃ Select LMS tools and consult with 

ITL as needed.
⁃ Address accessibility, 

sustainability and copyright.
⁃ Submit reading list and consult 

with a librarian as needed.
⁃ Create outlines and citations list.
⁃ Notify SDLI of prepared media 

plan, outlines and citations.

SDLI:
⁃ Finalize plan, outlines and 

citations for media from IDT.
⁃ Determine concept and style 

boards – including at least 2 
design meetings.

⁃ Design visuals and/or redesign 
curated visuals. Select applicable 
stock images.

⁃ Capture and lead script editing.
⁃ Provide coaching for recordings. 

Schedule studio recordings and 
set deadlines for remote 
recordings..

IDT:
⁃ All course components/elements 

designed for the LMS.
⁃ Faculty hand-off to SDLI for 

media design and production 
process.

SDLI:
⁃ Completed media design 

documentation.
⁃ Completed scripts.
⁃ Completed production assets.
⁃ Faculty prepared for recording 

following agreed upon media 
and scope.

Go to Step 4-SDLI and go to Step 6. Go to Step 5.

SDLI:
⁃ Recording: Guide the delivery of media driven 

instruction with faculty.
⁃ Post-production: Creation of planned media 

from the design phase.
⁃ Produces all high-value media – video, 

podcasts, graphics, animations, documents, 
etc.

SDLI:
⁃ Record media content in studio, or guide 

remote recordings.
⁃ Collect and store signed appearance release 

forms.
⁃ Produced required visual content.
⁃ Staged production: Rough cut (RC), First cut 

(FC), Fine cut (FN) and Final cut (FX).
⁃ RC: Initial cut of RAW footage.
⁃ FC: Internal SDLI review by director.
⁃ FN: Multimedia review by faculty and ID.
⁃ FX: Shared with ID for course build.

SDLI:
⁃ Media content made available for download 

from cloud storage in final formats to IDT for 
upload into the LMS only.

Go to Step 6.

IDT:
⁃ Shares with faculty 1-2 sample modules for 

feedback.
⁃ Independently builds-out the course design 

documented in the design phase.

IDT:
⁃ Course built in the LMS as defined in the 

design phase.
⁃ All downloadable items (list) developed and 

added to the LMS.
⁃ Conduct ITL midpoint check-in on selected 

LMS tools.
⁃ Create rubrics and grading.
⁃ Upon receipt, all media uploaded into the 

LMS. Transcriptions ordered.

IDT:
⁃ Course is fully built in the LMS.

Go to Step 7.

IDT:
⁃ Conduct Quality Matters (QM) 

review and click-through.
⁃ Formal project/course 

completion and delivery.

Note: IDT reviews final course data 
and updates design processes 
beyond course design cycle.

IDT:
⁃ Checks against Quality Matters 

Standards and accessibility 
requirements.

⁃ Walk-through with faculty and 
ITL.

⁃ Joint IDT-SDLI survey to faculty 
on product outcomes.

IDT:
⁃ Course is approved as 

consistent with relevant GW 
policies, including Quality 
Matters and accessibility.

⁃ Hand-off course to faculty and 
ITL.

Project completed.

Faculty: Domain and content expertise
Instructional Designer (IDT): Learning and instructional design expertise
Media Producer (SDLI): Digital communications design and delivery expertise

Teaming guidance: 1) Communicate a systematic approach with milestones and deadlines that all partners understand; 2) Assign outcomes and intersection points for each partner in all phases; and 3) Leverage partner expertise to support efficient online course creation within 16 weeks.

Instructional Core | Integrated course development workflow
Communications: Indicates solid

collaboration
Indicates threads 
in collaboration

Indicates who is 
leading


