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· Use the Course Development Process & FAQ webpages to guide you through Course Planning. 
· Send completed form(s) to HR-OD (OrganizationalDevelopment@cityofmadison.com)
· Send a separate email & form for each individual course you want to offer. 
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· You will receive:
· Confirmation email once a completed form has been received.
· Calendar hold from HR-OD if your preferred date(s) and time(s) are still available.
· Proofing email(s) for each course once built/prior to becoming available for folks to register. 
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Think of course development as a cycle – not a one-time project. Before you start building or updating your course, take a moment to reflect and plan. 
☐     Review “Before You Begin” and “If This is a Returning Course” on the Course Development Process webpage. 
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Schedule Your Course [image: Inbox Check with solid fill]
☐     Use the 2027 HR-OD Calendar Availability spreadsheet to find open date(s) & time(s). 
	Item
	Your Details

	List all:
☐     Desired Date(s)
☐     Start & End Time(s)
	

	☐     Confirm Duration (in hours)
	

	☐     Confirm Desired Total Number of Sessions
	



☐     Acknowledgement: I understand that my date(s) & time(s) are not held until HR-OD receives this completed Course Planning Form, and that my date(s) & time(s) may be subject to change depending on when my form is received.
☐     Acknowledgement: I reviewed the HR-OD Course Cancellation Policies and agree to notify HR-OD as soon as possible in case a conflict or schedule change arises.

 Important 2027 Change: Review What’s New in 2027: Course Scheduling 
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The information you share in this section will help us to get your course operationally ready so your course webpage and Eventbrite are ready for learners to find, sign up, and know how to attend your course. 
[bookmark: _Course_Title,_Description,][bookmark: _Toc242709467]Course Title, Description, Learning Objectives, Topics, Learners [image: Inbox Check with solid fill]
	Item
	Your Details

	☐     Course Title – Aim for three to five words. 
	

	☐     Course Description – Explain what people will learn from your class. 
	

	☐     Learning Objectives – Think about the Knowledge, Skills, and Abilities (KSAs) (see Appendix B) your learners should have obtained by the end of your course. We recommend no more than five (5). 
Example: By the end of this course, students will be able to build a dynamic pivot table in Excel using raw sales data. 
	Learning Objective 1:
Learning Objective 2:
Learning Objective 3:


	☐     Course Prerequisites?  
	

	☐     Course Topic/Category – Refer to this list of existing topics/categories that can be connected to the type of course you are offering. We tag them so folks can easily filter and find by topic. 
View our Browse by Topic webpages for examples of how you might categorize your training. 
	

	☐     Maximum Number of Learners – How many people can you effectively train this material on in a single session? 
Example: 24, 40, 100.
	

	☐     City Partner Seats – How many seats do you want available to non-City staff? Learn more about our City Partners Program. 
Note, typical amounts are between 5-15 seats. If your course is City-Policy focused, skip this field. 
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	Item
	Your Details

	☐     Facilitator Preferred Contact Information – Email, Phone, etc.?
	

	☐     Facilitator Bio – Review the Meet Your Instructors webpage for inspiration or edits. No more than 1 paragraph please! 
	

	☐     Co-Facilitator Preferred Contact Information – If no co-facilitator, ignore this field. 
	

	☐     Co-Facilitator Bio – Review the Meet Your Instructors webpage for inspiration or edits. No more than 1 paragraph please!
	


[image: Postit Notes with solid fill] Important 2027 Change: Review What’s New in 2027: Course Facilitation & Attendance & Eventbrite Access
[bookmark: _Toc242709469]Course Materials [image: Inbox Check with solid fill]
Send accessible course materials at least four (4) weeks prior to your course date. If changes are made, please send an updated version to HR-OD at least seven (7) days prior to your course date.
☐      Slide Deck(s)  - templates linked
☐      Learner Workbook(s)  - templates linked
☐      Any other document/resource you plan on using in the course - agendas, tip-sheets, job aids, pre-work
[image: Postit Notes with solid fill] Important 2027 Change: Review What’s New in 2027: Course Materials.
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For all virtual courses in 2027, HR-OD Zoom Account will be used for courses on the Team City Course Calendar. 
This allows us to effectively offer operations/back-end support, attendance support, and have one source where links can be found and maintained. If you prefer to use your own Zoom account, i.e. you have a ton of polls you want to set up and facilitate yourself, please reach out and we can discuss how to best-set up for success!
	Item
	Your Details

	Virtual!  
(Disregard In-Person fields below if virtual). 
	☐      HR-OD Zoom Created Link OK

	In-Person!
☐      Use the Microsoft Calendar Room Finder to find available rooms for your desired dates. Please write the name of the room in the box to the right. 
☐      If you are searching for a room that is not in the room finder, please reach out to the desired department and coordinate room reservations.  Please write the name of the room and who you are coordinating with in the box to the right.
☐      Once confirmed, let HR-OD know!
☐      Note, physical space may impact capacity. If this is the case, adjust the number of learners above. 
	



 Important 2027 Change: Review What’s New in 2027: Zoom Meetings
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	Item
	Your Details

	☐     Course Summary – 25 words max. A short marketing blurb to get people interested in attending your course. 
	

	☐     Course Image – Choose a Course Image from the City of Madison Photo Library or another Preapproved Stock Photo Website. 
	☐     Please include a high-quality JPG or PNG file attachment when sending your completed form via email. 

	☐     Target Audience(s) – All Employees, Supervisors & Managers, Field Staff, another group? 
	



☐     Remember, it is YOUR responsibility as facilitator to market your course as well! Refer to the LP Webpages for additional information. 
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☐     In the Weeks Leading Up to Your Course.
☐     On the Day of Your Course – Virtual.
☐     Become familiar with Eventbrite: how to access, log attendance, etc. 
☐     On the Day of Your Course – In-Person.
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Become familiar with what’s expected of you after you deliver your course. Review: Step 6: Enhance
☐    Use the Course Evaluation Survey to gather feedback on your sessions. 
☐    Recommended step: Add QR code to slide deck(s) for easy scanning and a reminder to ask for feedback! 
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