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Course Name
Design Document

	Course Description:
	[Provide a general description of the course]


	Course Objectives 
	[Define what you want learners to do when done with training?]
· 

	Material Considerations:
	· [Provide a general description of the job aid(s) to be developed.] (Include information from the Job Aid Format Considerations for Design)

	Audience Roles:
	· [Oracle Role or e-mail distribution group]

· [Enter the previously-identified roles (job titles) of participants who must attend this course.]

	Course Time:
	# hours and ## minutes

	Resources:
	[Summarize the people, data or information that is available to be used in developing the content of the course.  Include specific information on the location of this information.]

	Variations:
	[List any deviations this course material will have from the standard template for instructor-led training material.]

	Prerequisites:
	· [List any prerequisites needed in order to take this course.]

· [Prerequisite]

	Risks:
	[Identify risks if training material is not developed and risks that could impact development]


Track completion? Y/N

Planning Log:
Possible Delivery Methods (See Training Techniques for additional details)*
· Instructor-Led, Classroom ______

· HUB session _____ 
(coincides with HUB Meeting; may be separate event from meeting)
· “Office Hours,” Open hours for discussion/questions_________
· Online, Self-Paced ______

· Online, Live, Virtual Classroom ______

· Audio/Video (YouTube) ______

· Announcement ______

Timeline for main delivery

____ weeks prior to roll out
____ days prior to roll out

____ day of roll out

Follow-through process/training refreshers

____ Immediately following main education event

____ 7 days after 

____ 30 days after

____ 6 months after

____ long term recurrence (specify frequency and delivery method)

* Heed the following:
· More complex or controversial topics should have live sessions; in-person or virtual determined on case by case basis.
· Online, self-paced should be reserved for topics that are simple and non-controversial, apply to a large audience, and have a long “shelf-life.”

· YouTube video excerpt format limits delivery time for viewer engagement (3 minutes or less is recommended). This is an excellent format for refreshers after a training event.
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METHODS
	
Lecture (PPT or course pages)

	Interaction (Q&A, action on page, sim)

	
Exercise or Training sim

	Summary
Exercise or Asssessment sim

	
Job Aid 

	Other

	[Main Topic 1]
	
	
	
	
	
	

	[Subtopic 1]
	[xx]
	[xx]
	[xx]
	[xx]
	[xx]
	

	[Subtopic 2]
	
	
	
	
	
	

	[Subtopic 3]
	
	
	
	
	
	

	[Main Topic 2]
	
	
	
	
	
	

	[Subtopic 1]
	
	
	
	
	
	

	[Subtopic 2]
	
	
	
	
	
	

	[Subtopic 3]
	
	
	
	
	
	

	TOTAL (hours:minutes)
	[xx:xx]
	[xx:xx]
	[xx:xx]
	[xx:xx]
	[xx:xx]
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Vendor Information








Room Setup








Virtual Setup








Telephone Setup
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