.1 LONDON SCHOOL

Course Materials Development and Approval Procedure

1. Executive Summary

1.1 The document sets out LSDM'’s procedure for developing and approving revised or new
course learning materials and has been established to ensure consistency of approach and
the highest quality student experience across LSDM’s courses and units. Course Learning
materials are the primary means through which LSDM’s courses are delivered to students.

2. Management and Committee Oversight

2.1 The development of new or revised course content and learning materials is managed by
the Head of Academic Affairs who works closely with the Course Leader and the Subject
Matter Experts to ensure that the content and materials are aligned with the validated unit
descriptor and are of a high quality both in terms of their content and presentation.

2.2 The Academic Board has oversight of the process, receiving an update from the Head of
Academic Affairs on any ongoing course materials development projects at each meeting
and referring any resource issues to the Senior Management Committee for resolution.

3 Development and Approval Process
3.1 A Subject Matter Expert (SME) is appointed by the Head of Academic Affairs to produce the
learning materials for the unit.

3.2 The SME develops a scheme of work (high-level plan) for the unit which is approved by the
Course Leader. The scheme of work includes any tasks students complete during their
directed study and any independent study tasks students are required to undertake once
they have worked through the learning package.

3.3 Following approval of the scheme of work by the Course Leader, the SME is commissioned
to develop the learning materials for the first lesson. This is reviewed by the Course Leader
and the Head of Academic Affairs before being submitted to the multimedia team for
production. The resulting digital learning package is then approved by the Course Leader
and Head of Academic Affairs.

3.4 Once the digital learning package for the first lesson has been approved, the SME is
commissioned to develop the remaining weekly learning materials which are reviewed by
the Course Leader to ensure quality before being produced as digital learning packages by
the multimedia team.

3.5 The multimedia package produced for each lesson is reviewed by the SME to ensure that
the outcome is aligned with the expected learning journey.

3.6 Following approval by the SME, the content is sent for translation into the corresponding
languages.
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