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I-TECH Curriculum Development (CD) Process Description
The following is a high-level description of the basic process used at I-TECH to develop written curricula (i.e., training manuals) for classroom-based HIV/AIDS training for healthcare professionals in resource-limited settings.  It describes the process from initial request, to training delivery, to revision, and is a composite of the basic process that has been used at I-TECH across several countries.  It does not include the detailed development of training media used in training but does make reference to the inclusion of such media in curricula.  The timeline of the development of such media products as trigger films and demonstration videos follows a different trajectory.  This CD process description describes the elements included in the companion document, I-TECH CD Process Checklist.

Role Terminology
Country Project Manager (CPM):  The CPM is the point person for all activities related to the country she has been assigned.  The CPM works closely with the CTL, MRT and MD during the curriculum development process and serves as the connection between the curriculum development team and in-country partners and processes.  

Manager, Resource Team (MRT):  The Manager of the Resource Team will serve with the CTL as the point person when a curriculum is requested by a CPM.  The MRT with the AC manages budget issues associated with the CD process.  

Curriculum Team Lead (CTL).  This person will be the point person for most initial contact with CPMs and will hire curriculum consultants when necessary.  Her duties also include writing contracts for curriculum consultants, overseeing the work of lead curriculum developers, curriculum developers, and student interns.  Sometimes she will also serve simultaneously as an LCD on a curriculum project.

Lead Curriculum Developer (LCD):  In cases where there are multiple manuals for one country project, one person will be assigned to oversee and manage the development of all manuals for this country.  This person will also likely serve in a curriculum development role.

Curriculum Developer (CD):  Either Resource Team staff members or consultants will take on the responsibility of developing a training manual.  The responsibilities of curriculum developers are to work with content experts to develop PowerPoint slides and training manuals, including writing, editing, formatting and revising documents.  The curriculum developer makes what the content expert provides sound and look clear and professional, and ensures that principles of adult learning and good training practice are reflected throughout a training manual.

Content Expert (CE):  Content experts at I-TECH are usually physicians, nurses, pharmacists, counselors or others who have considerable expertise and experience in topics related to HIV, AIDS and the care and treatment of HIV.  CEs provide the content for training manuals to curriculum developers who shape the content into coherently written training manuals.

Media Developer (MD):  If educational media are slated to be used in a proposed training curriculum, the MD will lead the media development process.  All details and plans associated with the creation of a trigger film or demo tape will be managed by the MD.  She/he will provide assistance to the CD in the development of written materials associated with all media.   

Content Expert (Outside) Reviewer (CER):  Before a written curriculum is copy edited, it should be reviewed by an outside content expert.  Ideally (but not always practically) this person will not have been associated with the project and possess adequate experience and knowledge in the subject matter.

Monitoring & Evaluation Team Member (M&E):  Once an M&E team has been established at I-TECH, the CTL or LCD should be in contact with a member of the M&E team for each curriculum project to ensure that proper, consistent and thorough M&E activities are being included in the curriculum.

Copy Editor (CE):  When a training manual is ready to be reviewed by a Ministry of Health or corollary organization, or when a manual is ready for dissemination in our online database and beyond, a copy editor should be hired to prepare the document for printing.  

Administrative Coordinator (AC):  The AC, with the MRT, helps to track expenses during the CD process.  In addition, the AC will assist in the dissemination process once a curriculum has been finalized.

Eleven-Step Process

At I-TECH, there are roughly eleven basic steps to developing a curriculum for a training course:

I.
Request for Training Curricula

II.
Pre-planning

III.
Manual Preparation for Pilot

IV.
Pilot Development

V.
Pilot Review

VI.
Pilot Version

VII.
Pilot Revision and Review

VIII.
Second Version

IX.
Second Revision and Review

X.
Final Copy

XI.
Dissemination

I.
Request for Training Curricula
Training curricula should usually be requested by the Country Program Manager (CPM) to the Manager of the Resource Team (MRT) and the Curriculum Team lead (CTL).  This request can be made initially as a "heads-up" to the CTL, a tentative request that has yet to be solidified via communication with the MOH or CDC.  Once plans are set and it is determined that a set of training materials will need to be developed, the CPM should communicate again with the CTL.  

The request for the development of training curricula should include the following information:

· Kind of materials needed (e.g., facilitator guide, participant handbook, PowerPoint slide set, etc.)

· Approximate timeline for completing materials (usually determined by when training will be delivered)

· General learning goals for the training

· Content experts already slated to be involved in the project.  

· Educational media needs/media requests from client

· Budget available for the development of pilot materials, subsequent revisions and dissemination

· Language issues such as English fluency and whether translation is needed.

· Cultural issues, such as whether the target audience is accustomed to certain kinds of educational environments and training methods.  

II.
Pre-Planning 

With information from the CPM, the CTL or Lead Curriculum Developer (LCD) should determine who the specific audience is for the written materials.  This information includes profession, whether they are new to HIV, approximate years they have been in their profession and specific training needs.  The CPM should now solidify dates for the training so that a concrete timeline can be developed.  The LCD on the project should develop a timeline with curriculum developers for completing the manual(s).  

The CPM should also provide details to the curriculum lead about the client’s expectations regarding the requested materials.  For example, if clinical photos will likely be a part of the materials, do they want them printed in color?  Should the materials be produced for overhead transparencies or a traditional on-screen show in landscape view?  What educational media will be used and what written materials should be developed for their use?  The CPM should also verify procedures for printing the materials and provide an address for sending the materials to the country contact.  The CPM should also help the CTL secure necessary content experts, determine how available the content expert will be to the curriculum developer, and provide contact information.  This content expert will work closely with the curriculum developer throughout the curriculum development process.

The CPM should also identify for the CTL who the country partners are that will be involved in the development process, their contact information and determine the process for communication (e.g., email, conference calls, in-person, etc.).  The CPM should also provide information on whether an in-country review process will be needed before the pilot, in subsequent revisions and in the preparation of the final copy.  For example, does the country MOH want to review the materials before the pilot?  Does the CDC in the country require final review of materials before they are disseminated and considered “final”?  What logos and Acknowledgements page text to use in the training manuals should also be discussed at this point?  The CPM should communicate with the CDC or MOH I-TECH’s preference for its logo to be placed on the front cover and ask which organizations and individuals should be properly acknowledged.

The CTL is responsible for ensuring that a complete curriculum development “team” is assembled for the project.  Members of this team will need to be identified soon, such as the CE and CD.  But the Copy Editor (CE) and Content Expert (Outside) Reviewer (CER) can be chosen at a later date because it will likely not be clear when a final copy (Step 10) will be slated for completion.

III. Manual Preparation for Pilot
The Content Expert is responsible for providing a rough outline of the training manual.  This task entails identifying the primary topics and subtopics to be covered, their logical order and the approximate amount of time for each topic.  The CD can assist the CE with this process but the CD cannot create the outline.  The outline must be solidified and the CPM should review the outline prior to the content expert creating the content for the manual.  The CPM is responsible for ensuring that the client’s training needs are accurately reflected in the outline.  

After this outline is completed, the CE can then begin creating the content for the manual by filling in the outline.  Most CEs at I-TECH are comfortable using PowerPoint and provide the content by creating PowerPoint slides.  CEs should be given a PowerPoint template to use as they create their slides to save time once the curriculum developer receives the slides.  The template should be verified with the CPM because some clients prefer to have a particular logo on the materials, or the I-TECH template may be used.

While the CE is creating the outline for the training course, the CD can be creating Word documents using the I-TECH manual template.  Such “pieces” of the manual as the title page, the beginnings of a TOC, rough evaluation form, glossary, etc. can be created and filled in as the manual takes shape.  The following is a typical organizational structure for an I-TECH Facilitator’s Guide or Participant’s Handbook:

Title Page

Acknowledgments

TOC

Section One:  Introductory Materials

Training Course Agenda

Pre and Post Test Assessment

Glossary of Terms

Course Evaluation

Section Two:  About this Course (instructions for teaching/participating in the course)

Section Three:  Units/Modules

Unit 1

Unit 2

Unit 3 etc.

Appendix

Through conversations with the CPM and CE, the CD can create drafts of Sections One and Two using previous I-TECH manuals.  For Section Three, the CD can be creating document “shells” which will hold the content as the CE completes each module.  Thus, the CD can be working on different preparatory manual tasks instead of waiting to begin until the CE provides the content.  

If an educational video will be created for the training, the CD should also be in contact with the producer of the media and get information on the timeline for completion of drafts and final copy of the media product.  If possible, scripts should be provided to the CD so that she understands what the goals and content of the video will be and can begin to develop worksheets and instructions for using the media.  

The CTL, LCD and/or a member of the M&E team should determine what evaluation and assessment methods are needed and what tools will need to be developed.  Although long-term tools do not need to be identified or developed during the curriculum development process, it would be wise to include such approaches in these initial discussions.  

IV.
Pilot Development 
Because most CEs at I-TECH are comfortable using PowerPoint, they will usually provide the content by creating PowerPoint slides.  This is the most efficient way of providing content to CDs.  Those CEs who are not comfortable with PowerPoint can provide content to CDs in a Word document, along with suggestions for separating the material into “chunks” (i.e., topic areas/groups of slides).  Although CEs should provide the majority of clinical photos to CDs, CEs can request CDs to locate additional photos (the CTL can also assist the CD).  The CE should not be concerned with formatting the content; the CD is responsible for ensuring that the content is formatted correctly on a slide.  If working in PowerPoint, CEs should also provide notes for each slide in the Notes View section of PowerPoint.  CDs will use these notes in the Step-by-Step section of the training manual and include the notes in the Facilitator Guide.  

As CEs complete the content for a unit or module, they should send that content on to the CD via email (optimal choice) or on a CD-ROM.  This will allow the CD to create the manual as the content is being developed instead of waiting until all of the content has been created.  Most CEs have ideas for exercises, such as case studies.  But the CD should be prepared to help develop exercises and ensure that there is interactive, participatory learning taking place during each module.  This participation can come in the form of discussions, group exercises, case study exercises, role plays, or instructional games.  The CD is responsible for creating worksheets for these participatory activities and creating slides and notes that provide instructions to trainers in the Facilitator Guide.  

The MD should be making steady progress on any educational media to be used, and the CTL should track this progress.  The CD will create instructions and worksheets for the educational media being used during the training.  These instructions may take the form of a separate trainer’s guide for facilitating, for example, trigger films.  They may also be incorporated into each unit that will be utilizing the educational media.  The CD can initially use scripts created for the educational media and then use a draft or final copy of the media to complete instructions for trainers and worksheets to be used by participants in conjunction with the media.  The CE must provide answers and “discussion points” on the educational media to the CD so that this information can be included in the Facilitator’s Guide.  The CTL should monitor the development of written materials for educational media and ensure that the CD has what she needs to accomplish the task.

Once the slides for a unit or module have been formatted, the CD can then continue work on the training manual (i.e., Word document).  The typical organizational structure for a Facilitator’s Guide is the following:

Unit cover page

Aim

Learning Objectives

Unit Overview/Timetable

Resources Needed

Key Points

Step-by-Step

PowerPoint Slides and Trainer’s Notes

Handouts/Worksheets and Answers (sometimes these are placed in a separate Workbook to reduce the size of the Trainer’s and Participant’s manuals)

References

Notes

The items bolded above comprise the organizational structure of the Participant’s Handbook.  The Facilitator’s Guide is created first and then “stripped” of those portions not included in the Participant’s Guide.  This stripped down version becomes the separate units of the Participant’s Guide.   

At this stage of the curriculum development process, evaluation tools should be developed in collaboration with the CTL, LCD and/or M&E team member.  The course evaluation, pre-post knowledge assessment, daily evaluation (i.e. 3 basic questions asked of participants) and other tools should be developed at this stage.

V.
Pilot Review 

There are at least three different types of document review that must be completed:

Content Expert Review:  As the CD completes the formatting and editing of each module or unit, she should send the module back to the CE for review and final buy-off.  Only the PowerPoint slides and exercise worksheets should be sent to the CE for review.  If the CD has questions about certain content that have remained unanswered, this is the time to ask them of the CE.  Hopefully, the CE and CD have maintained good communication throughout the process and questions have been asked and answered as each unit was developed.  At this point, the CE may choose to add, delete or change information.  This is also the time when the CE should check to see if there are adequate facilitator notes for each slide.  The CD should also direct the CD to slides that require more notes.  The CE is also responsible at this stage for creating the pre-post test assessment.  The pre-post test assessment should reflect the major learning objectives of the course and encompass at least one learning objective from each module.  

Curriculum Developer Review:  As the CE completes the review of each module and sends the modules BACK to the CD, the CD will then correlate the PowerPoint slides with the Facilitator’s Guide and check to ensure that they correspond accurately.  Slides should be checked again for proper formatting and notes in the PowerPoint slides should be formatted so that they are easy to read and clearly presented.  Each section of the manual should be completed at this stage, including the cover page, acknowledgements, TOC, course evaluation, “About this Course,” each module in Section Three, and the Appendix.

Lead Curriculum Developer Review:  After the CD has a complete manual, she will burn a copy of all documents in the manual and give it to the Lead Curriculum Developer for a final review.  The LCD will place the documents on the server and review the formatting of the manual and PowerPoint documents, edit Word and PowerPoint documents for sentence structure and grammar, check to ensure that the Word documents in the manual correspond with the PowerPoint slides, and review each section of the manual for accuracy, completeness and professionalism.  In addition, the LCD should review the educational media to be used in the training and review the written materials to be used with these media.  

VI.
Pilot Version 
Once the LCD has completed her review, a PDF is often made of the manual.  This requires making a PDF of each document in the manual and then “stringing” the separate documents together into one PDF document.  Several members of the Resource Team and some consultants have the ability to create these PDF documents.  Making one PDF document makes it easier to print once the client country receives the CD-ROM.  However, there are some countries (i.e., Namibia) that have an in-country coordinator who prints out each document separately and do not require that a complete manual PDF be supplied to them.  

Once the PDF has been created, the manual is ready to be sent to the client country.  All individual Word, PowerPoint and PDF documents should be burned by the CTL or LCD onto a CD-ROM by Section using the following approximate document and folder organizational structure:

HIV-Nurse_Ethiopia_Apr05 Folder

Complete Manual Document (PDF)

Section One Document (Word and PDF)

Section Two Document (Word and PDF)

Section Three Folder

Unit One Folder

Word Document

PowerPoint Document

Handouts/Worksheets Folder (these documents are inserted in the Word document but this folder identifies them separately)

Unit Two Folder

Word Document

PowerPoint Document

Handouts/Worksheets Folder (these documents are inserted in the Word document but this folder identifies them separately)

Unit Three Folder etc.

Word Document

PowerPoint Document

Handouts/Worksheets Folder (these documents are inserted in the Word document but this folder identifies them separately)

Appendix Folder

All PDF Documents Folder


Word PDF


PowerPoint PDF

The LCD or the CTL should save the documents on the server using this approximate structure.  The documents should be saved as “Read Only” and protected so that only the LCD and/or CTL can edit them. A CD-ROM with all documents should be sent to the country contact and address provided by the CPM.

After the CD-ROM has been received by a country contact, the CPM is responsible for ensuring that the pilot is conducted with the materials.  Appropriate observers should be assigned to evaluate the pilot and gather data for the revision of training materials.  These individuals may be the CTL, CE, LCD, or a member of the M&E team.  

VII.
Pilot Revision and Review 

After a pilot training has been conducted, the CPM should make notes on the suggested revisions to the training materials available to the CTL.  These notes should focus on what to change, delete, and add to the materials.  This may include changes in the organization of the modules, addition or deletion of modules and/or requests for more participatory activities.  If the CE was involved in the pilot training delivery, he or she may also have notes on changes to the materials.  Optimally, the CPM and CE should share their notes with both the CTL and CD in a meeting or phone conference.  Decisions should be made regarding how the materials will change, the role of the CD and CE in the application of these changes, and a timeline for completing the first revision.  The pilot revision is usually completed according to when the next training is scheduled.  The CE and CD should decide on an approach to working together on the first revision.  For example, it is common at I-TECH for the CE to revise each PowerPoint module and send them in-turn to the CD for formatting and editing.  The CD then makes the necessary changes to the Word document to reflect changes to the content in the PowerPoint slides.  

Sometimes changes to materials are not provided at one time.  A CD may receive suggested changes from the CPM, CE or in-country contact as she revises the first set of materials.  Throughout the revision process, the CD should have access to and feel free to ask questions of the CTL, LCD, the CE, the CPM and any in-country contacts.  Sometimes a second CE (i.e., CER) may be brought in to provide additional content or to review a module that has been identified as particularly problematic.  

The final steps of a pilot revision includes 1) content expert review of PowerPoint slides and exercises, 2) curriculum developer review of all manuals being completed, and 3) overall review of documents by LCD.  

VIII.
Second Version 

The same procedures are followed for providing the Second Version of a training manual as the First Version.  Once the LCD has completed her review, a PDF should be made of the entire manual and the documents should be saved accordingly to the server, burned onto a CD-ROM and sent to the country contact.  Document control is key at this step of the process.  The Lead Curriculum Developer is responsible for ensuring that the separate versions of all manuals are clearly delineated on the I-TECH server.  This should be done by putting the month and year at the end of the name of a manual folder (see folder organizational structure above).  

After the CD-ROM has been received by a country contact, the CPM is responsible for ensuring that the second course is conducted with the materials.  Appropriate observers should be assigned to evaluate the course and gather data for the final (possibly) revision of training materials.  These individuals may be the CTL, CE, LCD, or a member of the M&E team.

IX.
Second Revision and Review
The same procedures are followed for the Second Revision and Review as for the Pilot Revision and Review.  Hopefully, the CPM and CE have notes for the curriculum developer to use in revising the documents.  Again, the CD will work with the CE to revise individual modules and exercises, and perhaps create new content.  It is common even at this stage for the outline of a course to change and modules move around.  This change will require that the CD be especially aware of correlating the Word documents with the PowerPoint slides since the two are linked through numbering.  The LCD should again review the document after the CD has completed her work.    

As with the Pilot Revision and Review stage, the final steps of a pilot revision includes 1) content expert review of PowerPoint slides and exercises, 2) curriculum developer review of all manuals being completed, and 3) overall review of documents by LCD.  

X.
Final Copy 

A final version of a set of training materials is created when I-TECH is ready to submit it to a Ministry of Health or other client organization as a “finished” product.  This may take place after the pilot, after the second implementation of the course (i.e., Ethiopia Care and Treatment courses) or after the course has been taught several times (i.e., Namibia ART course).  This finished state cannot be declared until a training manual has gone through at least one pilot implementation and pilot revision and review.  Of course, an MOH or the CDC may provide suggested changes and lead to yet another “finished” product, but it is imperative that we give these organizations a product that we can document as having gone through a rigorous piloting and technical review process.  

The final version is usually completed after the second or third revision process.  At this stage, the document should be reviewed by a Content Expert Reviewer (CER) who has not been associated with the course but who possesses the ability to competently review the technical accuracy and thoroughness of the training materials.  Optimally, this CER will be someone who can review the PowerPoint slides and corresponding notes in a timely manner.  The CER may be selected among I-TECH’s clinical staff or another appropriate individual with the requisite skills to complete a review of the documents. They should note suggested changes to PowerPoint slides (but not make actual changes to the slides), edit slide notes and add additional notes.

Once an outside review is complete, the documents should be copyedited to ensure that the fine details of formatting, grammar, consistency and structure have been addressed.  The Curriculum Team lead will assist the LCD or CD to secure the services of a professional copyeditor.  The goal of this final stage of development is to create a publishable written document and not just a document to be used in a training course.  

Issues regarding which logos to include on the cover page of the finished manuals should be finalized here by the CPM and communicated to the CTL and CD.  Although this decision can be part of the review conducted by the MOH, CDC or other partner organization, discussions about logos and acknowledgements should optimally be conducted prior to this final version stage (i.e., at stage 2).  

Once a copyedited version is complete, an adequate number of bound copies should be provided to the CPM and one made for the I-TECH library.  The manuals should be printed in black and white and the cover in color.  The CTL can help in arranging and paying for copying with Kinkos or UW University Publications.  The CTL or LCD, together with the CPM, will be responsible for mailing the final versions of the manual to the host country.  It is strongly recommended that printing of this final version be completed in the US to ensure quality control of the finished product.  

Duplication of final copy of educational media should be arranged by the CTL and MD. CPM should communicate the number of copies needed to the CTL or MD.

XI.
Dissemination
The CTL should send an electronic copy of all final copies of curricula to CHI at UCSF for inclusion in I-TECH’s online training database and place a bound copy should be placed in the I-TECH library by the CTL.  Copies should be sent to in-country partners per the CPM.  The CTL will work with the Manager of the Resource Team (MRT) to communicate the availability of new training materials to partners and other HIV organizations and within I-TECH and CHER.  A price should be set with the MRT and Administrative Coordinator (AC) for requests from outside organizations for bound copies. 
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