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Sustainment Phase – TED-Funded
Overview
All courses must be reviewed and approved again by the Training and Education Division (TED) every three years to remain in a TED course catalog. The purpose of the review cycle is make sure content is still applicable and current.

Tasks

The major tasks in the Sustainment phase include:
	1.
	Detailed Review (Desk Review)

	2.
	Final Review and Validation
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Task 1: Detailed Review (Desk Review)

Explanation

The Desk Review includes the evaluation of materials by a group of SMEs. The purpose of the Desk Review is to refine the course and materials based upon finding of errors-in-fact from the level 1 and level 2 evaluations. The Desk Review is also designed to provide an opportunity for further dialog among those involved in the development and success of the training program.

Process

The following steps are required during the desk review:

1. Submit course materials for desk review

The desk review includes the review of materials by participating SMEs, course instructor, and invited partners with expertise in the course subject matter. A full-length delivery of the course is not required for this review.

The Instructional Development Team will deliver two (2) complete sets (electronic and hard copies) of course materials to the Review Process Support Team RPST for use by the desk review. The exact number of complete sets of course materials will be determined by the RPST, based on the needs of the desk review. In addition, the RPST will be provided with all course evaluation materials (e.g., feedback comments) and other relevant course development material compiled by the Instructional Development Team. 

2. Make recommended Desk Review revisions, if applicable
The recommended changes to the course will be recorded by the RPST and delivered to the Instructional Development Team. Implementations of the revisions are the responsibility of the Instructional Development Team.

3. Submit SME Comment Matrix addressing desk review revisions

The Instructional Development Team will submit the SME Comment Matrix from the Desk Review to the TED Program Manager to address all recommended revisions, as documented by the RPST. Each comment must be addressed with Accept, Reject or No Comment.
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Resource: 
Course Materials Checklist

Please review the following information to make sure it is included in the materials. Incomplete submissions will not be reviewed. 

	Materials
	Description
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	Mission Area


	The submitting entity will identify the mission areas(s) of the course and materials submitted. The following mission areas will be used as defined in the National Preparedness Goal and supported by the TCL: Common, Prevent, Protect, Respond, and/or Recover.
	

	Target Audience


	The submitting entity will identify the target audience(s) of the course and materials submitted. The following list of disciplines should be used: fire service, law enforcement, emergency management, emergency medical services, hazardous materials, public works, public health, health care, public safety communications, governmental administrative, cyber security, agriculture security, food security, and private security.
	

	Course Design Document

	The Course Design Document (CDD) is an outline, or matrix, of the course content. It addresses the training scope, course learning objectives, duration of the training (broken down by module, lesson, or topic), resource requirements, instructor-to-learner ratio, and an evaluation strategy, seat time, and course progression diagram. These items are not all-inclusive, but are the minimum categories that should be addressed.

A CDD template is provided in the RTDC for Instructor-Led Training (ILT) and Web-Based Training (WBT).
	

	Training Support Package (TSP)


	The TSP includes all of the materials associated with the delivery of the training. The following items should be included in the TSP:

· Instructor Guide/Instructor Outline/
Instructor Lesson Plan: The published instructor material that contains course text and special instructor notes that provide the information needed in order to deliver course material.

· Participant Guide: The published learner material that contains the supporting information in booklet, electronic, or handout form, and that the participant has available for reference.

· Audio/Visual Support Materials: Any audio/visual components that are part of any learning module, lesson, or topic, or that support the overall training being delivered.

· Special Support Materials: Any descriptions of practical exercises, table-top exercises, hands-on exercises, or other material that supports learning objectives.
	

	Module/Lesson/Topic Content
	Training courses should be designed based on a building block approach. Each sub-component in the course should be titled as a Module, Lesson, or Topic and should have an Administration Page that outlines the following:

· Scope Statement: A brief description of the content of the module, lesson, or topic.

· Terminal Learning Objective (TLO): An action verb statement that outlines what the learner is expected to learn or be capable of performing at the conclusion of the module, lesson, or topic. There should be only one TLO per module, lesson, or topic.

· Enabling Learning Objective (ELO): The incremental learning objectives that support the TLO. There should be at least one ELO per module, lesson, or topic. Each ELO must be a measurable performance statement that enables the learner to demonstrate achievement of the TLO.

· Resource List: A listing of the resources needed to successfully accomplish the module, lesson, or topic.

· Instructor-to-Learner Ratio: The instructor-to-learner requirement for successful presentation of the material (e.g., 1:25).

· Reference List: A listing of all reference materials used to develop the module, lesson, or topic. This information may also be included as a bibliography.

· Practical Exercise Statement: This describes any exercises associated with the module, lesson, or topic.

· Evaluation Strategy: This defines the strategy used to evaluate the module, lesson, or topic (e.g., written and/or performance tests or assessments).
	


Task 2: Final Review and Validation

Explanation

The final review and validation provides an opportunity for the TED Program Manager and TED Director to review the final materials and validate prior to making the decision to keep the course to the TED Course Catalog.

Process

The following steps are required for the final review and validation.

4. Submit final course materials for TED approval

A copy of the final course (including all supporting materials) will be forwarded to the TED Program Manager for final review and validation. 

5. Revise course materials, if applicable

If course revisions are applicable, the TED Program Manager will notify the Instructional Development Team.

6. Submit final courseware/materials with the Approval/Notification Letter and Training Course Catalog Form for final TED Director approval and validation

Upon course validation, the TED Program Manager will present the course to the TED Director for final approval. If revisions were made, the Instructional Development Team is required to submit the revised materials.

7. Course remains in TED Course Catalog

Upon final approval from the TED Director, the course information will remain in the TED Course Catalog and be available for delivery.[image: image4.png]
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