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Intake Form

To request that an online course (eLearning) be developed for and/or published in the Shared Health Learning Management System (LMS), fill out the form below and email a copy to servicedesk@sharedhealthmb.ca.
Before You Begin

· Where applicable, all courses will be designed for provincial use. Consult the other Service Delivery Organizations (SDOs)/regional health authorities in Manitoba to see if this course would also be relevant for their staff. List each person that you consult:      
· eLearning is only appropriate for stable content that does not change frequently. If your content is not yet established and/or will require regular updates, you should consider alternative training options.

· The Shared Health LMS is available to public healthcare staff within Manitoba that has a corporate (work) email address. Learners must also be able to read and understand English and have basic computer skills. Please verify that your target audience meets these requirements before proceeding.

· Do a broad environmental scan for related resources that might be available (e.g. online/classroom training, websites, student guides, presentations). Consult other departments, programs, health authorities, working groups, etc.

· You must have an LMS account and be familiar with what eLearning is. If you have not already done so:

· Create an LMS account and take an online course (e.g. Hand Hygiene).

· See the LMS Quick Reference Guide for instructions.
Request Information

· Date of request: 
· Who is submitting this form?

Name:      
Title:      

Phone:      
Email:      


· Who has authorized this request? This must be Director level or higher.

Name:      
Title:      


· This request is for: (Check all that apply.)

 FORMCHECKBOX 
 one or more new courses. Specify the total number: 
 FORMTEXT 

     


 a revision of one or more existing LMS courses. Specify the existing course name(s): 
· If your request is for a new course:

· What is the proposed name(s) of the new course(s)?      
· Will it/they be an addition to an existing group of courses in the LMS? If “Yes”, specify. 
· Does another course with similar content already exist in the LMS? If “Yes”, specify. 
General Information

· To be uploaded into the LMS, an online course must be developed using eLearning software such as Adobe Captivate or Articulate Storyline. Video and PowerPoint files CANNOT be uploaded directly; they must first be converted into a proper course format.
· Do you require Computer Training Solutions (CTS) to develop/revise the course(s)?  FORMDROPDOWN 

· If “No”, who will develop/revise the course(s)? Provide name of person:      
What type of eLearning software will they use? PowerPoint is NOT an acceptable answer.      
· What business problem or need will be addressed? 
· Does this training need to be tracked with completion reporting? If “Yes”, for what purpose? 
· Is there any relevant historical or strategic information? If “Yes”, explain. 
· Is this request part of a larger training plan or project? If “Yes”, explain.      
· Is this training currently being offered in an instructor-led format?  FORMDROPDOWN 

· Is this training only required for a certain time period (e.g. six months)? If “Yes”, specify. 
· Is there legislation or policy that requires the learners to re-take the training according to a renewal cycle? If “Yes”, specify how often learners will need to complete the course (e.g. every three years). 
· Are there any constraints within which the eLearning project must operate (e.g. implementation or other fixed dates, limitations on resources)? If “Yes”, specify.      
Audience & Stakeholders

Where applicable, all courses will be designed for provincial use.  
Priority will be given to courses with a provincial scope.
· Who is the target audience? Specify SDO/health region/site/role/program, etc. 
· Approximately how many people need to be trained? 
· Do the learners have work email addresses?  FORMDROPDOWN 

· Will the learners have prior experience with the subject matter?  FORMDROPDOWN 

· Who are the other stakeholders in the course (key organizations, groups, people)? Who will benefit from the course? Who will be impacted? 
· Is this course a priority of the Clinical Preventative Services Plan and/or a Provincial Clinical Team?  FORMDROPDOWN 

· If applicable, which Provincial Clinical Team have you received support from? 
Course Content

New Course(s)
· What is the objective or purpose of each course?      
· Are there any pre-requisites for the course(s)? If “Yes”, specify.      
· Approximately how long do you expect each course be (e.g. 20 minutes)?      
· Is a pre-test or post-test required for the course(s)?  FORMDROPDOWN 

· Is there any related training/resource material available (e.g. PowerPoint presentation, student guide, video, website, images, other eLearning)? If “Yes”, specify.      
· If applicable, attach copies of or links to the related materials indicated above.
· Is this material copyrighted or owned by another agency/individual?  FORMDROPDOWN 

· If “Yes”, has permission been granted to use the content?  FORMDROPDOWN 

Course Revisions

· Describe the revisions that are needed for each course.      
· Is there any training/resource material that corresponds with these revisions (e.g. quick reference guide, video)? 
If “Yes”, specify.      
eLearning Project Roles
Who will fill the following roles for the eLearning project? The Name must be a person, not a committee or group.
	Role
	Description
	Name
	Title

	Sponsor 
	Must be Director level or higher; provides authorization for the project to proceed; signs off on funding (if applicable) and assigns roles; manages course implementation and communication to end users
	     
	     

	Course Owner
	Provides input during development and signs off on course content; acts as course contact person and decision-maker; reviews course content annually
	     
	     

	Subject Matter Expert (SME)
	Supplies course content and provides input during development
	     
	     


· The same person may fill multiple roles.
· The Course Owner and Subject Matter Expert will be very involved in the eLearning development process. They will be required to attend meetings, review content, and provide feedback.
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