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Introduction
This checklist will help guide users that are State/Federal-sponsored (by the National Training and Education Division (NTED)) through the NTED course development best practices and the NTED approval process. This checklist provides an overview of State/Federal-sponsored requirements and NTED Best Practices contained in each of the Responder Training Development Center (RTDC) CORE (Confirm, Organize, Review, and Enable) stages.
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Note: Steps that are listed as best practices are recommended NTED best practices and are not required. 
Note: Throughout the CORE stages, you are required to submit course information for NTED review and approval. When this is the case, you will see a document icon below the title of the step. All materials should be submitted electronically to your NTED Program Manager (PM). Below is an example of a document icon:

[image: image2][image: image3]
The following are required submissions NTED must approve throughout the course developmement and approval process:
· Development of State-sponsored Training Reporting Form (States Only)
· Request for Addition to the Approved State/Federal-sponsored Course Catalog Form ( Existing Courses Only)
· Course Review and Approval Request Form with Course Materials
· Revised Course Materials, if applicable
· Course Review and Approval Request Form with Course Materials (every three years)
Confirm Stage
The Confirm stage of the CORE process includes steps for the development of a new course. During the Confirm stage, NTED State/Federal-sponsored courses must complete the following steps:
State Requirements:

1. Conduct a comprehensive Literature Search

Determine whether a course already exists.

2. Submit the Web-form called Development of State-sponsored Training Reporting Form for NTED approval
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NTED Best Practices:
1. Needs Assessment
[image: image5.bmp] Determine course goals.
[image: image6.bmp] Identify/prioritize gaps.
[image: image7.bmp] Indicate whether there is a need to develop a course.
[image: image8.bmp] Determine whether a course already exists.
2. Planning
[image: image9.bmp] Define project scope.
[image: image10.bmp] Determine resources.
[image: image11.bmp] Create project schedule.
[image: image12.bmp] Determine budget.
3. Analysis
[image: image13.bmp] Complete a Learner Analysis (Target Population).
[image: image14.bmp] Conduct an Environmental Analysis.
[image: image15.bmp] Conduct a Job/Task Analysis, if applicable.
[image: image16.bmp] Conduct a Content Analysis, if applicable.

[image: image17.bmp] Conduct a Learning Analysis.

[image: image18.bmp] Conduct a Media Analysis, if applicable.
Organize Stage
Note: There are no requirements for State/Federal-sponsored courses in the Organize stage.
The Organize stage includes steps (best practices) to consider when developing a new course. 
Note: The best practices vary for Instructor-Led Training (ILT) and Web-Based Training (WBT), and are indicated in each checkbox option below.
NTED Best Practices:
4. Develop Course Design
[image: image19.bmp] Write learning objectives.
[image: image20.bmp] Develop detailed content outline.
[image: image21.bmp] Determine course design strategies.
[image: image22.bmp] Develop instructional strategies.
[image: image23.bmp] Chart course flow (WBT only).

[image: image24.bmp] Determine assessment strategy.

[image: image25.bmp] Develop evaluation plan.

[image: image26.bmp] Determine look and feel (NTED Style Guide).

[image: image27.bmp] Document technical functionality (NTED Style Guide) (WBT only).

[image: image28.bmp] Write Course Design Document (CDD).

5. Develop the Prototype

[image: image29.bmp] Validate templates (WBT only).

[image: image30.bmp] Create screen templates (WBT only).

[image: image31.bmp] Write storyboards for one lesson (WBT only).

[image: image32.bmp] Program one lesson (WBT only).

[image: image33.bmp] Develop instructor guide for one lesson (ILT only).

[image: image34.bmp] Develop supplemental materials for one lesson (ILT only).

[image: image35.bmp] Develop practical exercise, if applicable, for one lesson (ILT only).

[image: image36.bmp] Develop participant guide for one lesson (ILT only).

6. Develop the Draft Course
[image: image37.bmp] Develop all storyboards (WBT only).
[image: image38.bmp] Program all lessons (WBT only).
[image: image39.bmp] Develop instructor guides (ILT only).
[image: image40.bmp] Develop support materials, if applicable (ILT only).

[image: image41.bmp] Develop practical exercises and exams, if applicable (ILT only).

[image: image42.bmp] Develop packaging materials (ILT only).

Review Stage
The Review stage includes 3 steps for the review of a new or existing State/Federal-sponsored Course.
State/Federal-sponsored Requirements:
7. Initial Review


[image: image43]
· Submit a Request for Addition to the Approved State-sponsored Course Catalog Web-form (Existing State Courses Only).
· Submit a Request for Addition to the Approved Federal-sponsored Course Catalog Web-form (Federal New and Existing Courses Only).
[image: image44.bmp] Submit the Course Review and Approval Request Form-State or Course Review and Approval Request Form-Federal with course materials.
8. Detailed Review
[image: image45.bmp] Third Party SME’s will review the submitted course materials and provide notification for revising them, if applicable
9. Final Review and Validation

[image: image46]
[image: image47.bmp] Submit revised course materials for NTED approval, if applicable.
[image: image48.bmp] If there were no revisions, the NTED Program Manager will forward the course materials to the NTED Director for review.

[image: image49.bmp] NTED Director and Program Manager review SME findings and send a letter of approval or disapproval to add the course to the catalog

NTED Best Practices:
10. Implementation/Evaluation
[image: image50.bmp] Conduct implementation planning, if applicable. 
[image: image51.bmp] Conduct pilots – SME review. 
[image: image52.bmp] Make pilot course revisions, if applicable.
Enable Stage
The Enable stage includes steps for the continuous review and approval required to maintain your course in the course catalog. Each course will be reviewed every three years. The Enable stage requires three steps for the review of State/Federal-sponsored courses.
State/Federal-sponsored Requirements:
11. Initial Review
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[image: image54.bmp] Submit the Course Review and Approval Request Form with course materials.

12. Detailed Review

[image: image55.bmp] Third Party SME’s will review the submitted course materials and provide notification for revising them, if applicable
13. Final Review and Validation
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[image: image57.bmp] Submit revised course materials for NTED approval, if applicable.
[image: image58.bmp] If there were no revisions, the NTED Program Manager will forward the course materials to the NTED Director for review.

[image: image59.bmp] NTED Program Manager and Director review SME findings and send a letter of approval or disapproval to add the course to the catalog
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