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SBL Implementation Checklist  

	
	Items / Details 
	Explanations / notes / updates

	
	Phase I
	

	
	Planning & Prototyping
1. Kick-off

a. Goal setting
b. Scope of the project (agreement)
c. Scheduling

d. Roles & Responsibilities
e. Implementation team (Client, SMEs, IT/MIST, Admin Support, project teams)
f. Defining target audience

g. Defining learning outcomes
2. Training for project tools

a. e-Tracker (project management tool) and 

b. e-Learning Architect (collaboration tool)

3. Systems Review

a. Determining PC and connectivity capabilities
4. Instructional design model/strategies
5. Interactive design model
6. Creative briefs
7. Prototype project (small lessons)
8. Functional review of the LMS 
	

	
	
	

	
	Phase II
	

	
	Program Development

1. Review of LMS or tracking capabilities for optimal 
program usage 

2. SBL Content Development

a. Outline development

b. Lesson Worksheets

c. Interactive Worksheets

d. Writing of lessons

3. Construction of interactivities, images, downloads, etc
a. Designing models

b. Mock ups

c. Production

4. SBL production and assembly

a. Story development

b. Creative brief

c. Storyboarding

d. Scripting

e. Audio recording

f. Character selection

g. Photography

h. Software selection and application

i. Assembly

j. Testing

5. Quality control

a. Proofing and editing

6. Systems quality control

7. Review and testing and signoffs/approvals
	

	
	
	

	
	Phase III
	

	
	Testing
1. Focus group 

2. Online testing
3. Client review
4. Adjustments to the program
5. Final approval and signoffs
	

	
	
	

	
	Phase IV
	

	
	Administrative and technology planning
1. Conversion of program from test server to delivery server

2. Importing/export of participant data

3. Help support procedures
4. General information guide (welcome, how to, support, requirements, etc.)

5. Training Admin Support on LMS
6. Training managers for the program

7. Establishing SOPs between VFT and client Admin Support
	

	
	
	

	
	Phase V
	

	
	Marketing
1. Announcements / emailing campaigns
2. Links to client Training sites
3. Follow-up programs
	

	
	
	

	
	Phase VI
	

	
	Launch

1. Selection of target participants

2. Roll out schedule
3. Collecting feedback and adjustments
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