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Comments:Current State

Submit Below the Line to 
Curriculum Processing

___________
Submit On-Line to Instructional 

Technology

Above the Line plus
___________

Review Project and provide 
feedback to instructor on 

Project Checklist
___________

Wait for project to be adjusted
___________

Move to shared drive (COS 
Review folder)

___________
Sign Update Form Checklist 

(for curriculum updates)
___________

Enter changes into WIDS file or 
on paper copy

___________
Create/update Student 

Learning files
___________

Obtain copyright clearance
___________

Collaborate with other faculty 

State changes
___________

Technology changes
___________

Curriculum Project (out of 
scope)

___________
Research changes in 

discipline/industry standards
___________

Investigate and make 
recommendations

___________
Collaborate with other program 

faculty (if applicable)

Instructor completes Dupe 
Form by deadline

___________
Complete as time allows, 

Average
Process Time

_____
4.5 hours x

Average
Process Time

_____

Avgerage
Process Time

_____
2.5 hours x

225 updates

DESIGNATE ONE 
SUBMISSION POINT

Process for faculty 
decision / 

communications

Unknown value

E-mail dean or instructor
___________

Mark changes on COS and 
give to Curriculum Processing

___________
Make changes in Banner if 

needed
___________

Move file to shared drive to 
finalize

Special notes
___________

Paper folder to "TO DO" rack by due date
___________

Format WIDS file and make edits based on COS printout
___________

Review Student Learning Materials for copyright
___________

Copyrigth questions - contact Charlene P. or instructor
___________

Clarify inconsistencies
___________

Obtain missing information
___________

Modify WIDS file based on feedback information
___________

Modify /format WIDS 
_______

Create/Format Word Document according to guidelines 
___________

Insert the Bar Code
___________

If face-to-face, blended or one version, create PDF flie from 
Word Document

___________
Notifiy of Finalized product:

Dean
Instructional Designer

Instructor
Web specialist - if applicable

___________
Complete print and closeout Project Tracker

___________
Add project title:

- Modify report for program design
- Program & deisgn Associate list of projects indicating new 

or update
- Report documents time spent

_____________
Move document to Existing Curriculum folder on shared drive

Record date when update was 
received
___________

Prioritize by course start date
___________

Complete the update
___________

Query instructor for clarification
________

Send hardcopies back to 
instructor, if necessary

E-Reserve
___________

Run query  for E-Reserve from 
Textbook Order database

___________
Run query  for E-Reserve from 

Textbook Order database
_________

If no update and it has been on 
E-Reserve, notify LRC to put 

on E-Reserve
___________

If course is new to E-Reserve  
create PDF and new folder; 

notify LRC to put on E-Reserve
____________

If query indicates curriculum is 
being updated  prepare PDF 

and order E-Reserve after 
updates are completed

On-line
___________

Finalize course dupe out 
for future sections (note 
date duped if questions 

arise)

Bookstore
___________

Save query of "courses being 
updated" from Textbook Order 

database
___________

Create spreadsheet
and save to All Staff folder 
using count provided by 

Auxilary Services Associate
__________

If module is designated as an 
update, order after update is 
completed, then create new 

PDF
___________

If module isn't updated, 
complete on-line EP Direct 
order form and attach PDF

____________
Record date ordered on 

Module Order List

t

Average Process 
Time

___________
1 credit 

2 - 4 hours
___________
2 credit

4 - 8 hours
___________
3 credit

6 - 12 hours
__________ 
4 credit

8 hours +

h
p

ONLINE COURSES NOT 
UPDATED IN WIDS 

MASTER COURSE FILE

Integrate inventory in 
textbook order database

Number of updates N=75
Number of Updates x Avg Hours  = Actual Hours

40 x 5.5 hours = 220 hours
8 x 11.5 hours = 92 hours

27 x 1.5 hours = 40.5 hours
0 x 15 hours = 0 hours
Total hours = 352.50

4.7 hour avg.

Fall '08 - '09
Number of updates N=64

Number of Updates x Avg Hours  = Actual Hours
32 x 5.5 hours = 176 hours
5 x 11.5 hours = 57.5 hours
26 x 1.5 hours = 39 hours
1 x 15 hours = 15 hours

Total hours = 287.50
4.5 hour avg.

2 Support Staff

37.50 hours per week = 75 hours / week

75 hours x 4 weeks = 300 hours/ month

300 hours x 4 months = 1200 hours

Approximately 26% of avilable hours spent on updates

 Value Stream Map for Curriculum Updates

Template © Systems2win.com. Licensed for use only by Moraine Park Technical College

Instructional Design Review Submit Update Form & 
Update Module Faculty updates curriculum Determine if it is an update Faculty identifies need       

for update Student

Instructional Desi sa .gner - Li  F Instructor, Dean, Lisa Fergusen Varies, instructors involved

562 hours r ear pe  y Designated instructor Designated instructor

 

Submit supporting documents
___________

Submit Above the Line to 
Instructional Design

___________

Reference update guidelines
___________

Obtain current WIDS file off of 
shared drive

___________

PAID
___________

Competency changes
___________

Determined by:
New book. New technology, 
Change in discipline/Industry 

Standards

UNPAID
___________

Does not meet criteria of 
curriculum project

Average
Process Time

_____
No data

Unknown value

Average
Process Time

_____
No data

Duping and Master         Back-
ups

Forward checklist for 
curriculum updates to 
curiculum processors

as needed
____________

Collaborate and check with 
industry experts on 

discipline/industry standards

___________
Team approves changes (if 

applicable)
___________

Instructional Technology - C & P Take to Advisory Committee

Carrie Br
noting start dates225 updates33 h

askamp - Review 
Course Outcome Summaries

Process Curriculum - 
Curriculum Processing

noting star  dates
___________

Full-time faculty use naster 
backup but need Dean's 
approval - no deadlines

225 updates.33 ours x
225 updates

Carrie Braskamp Mary & Mary Lee
___________

Update and remove old 

75 hours per year 1013 hours per year
materials

Verifies:
Descriptions
Prerequisites

Credits 

Obtain COS from Carrie B.
___________

Keep COS in folder
___________

Record Update Checklist via textbook order database
COS not reviewed if put 

directly Online

On-line Course Building - 
Instructional Technology Distribute Curriculum

Hours
Course number

___________
Complete Project Tracker

Instructional Technology - C & P Mary & Mary Lee UPDATE PROCESSING  INFORMATION

131 hours  per yearCourse name
___________

Who to notify
Due date Spring '07 - '08
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Working seconds per shift:

Material Flow
Units needed per shift:

Information Flow

Takt Time: #DIV/0!

Control Center

MRP

Process
Name

Pitch = X mins

D
a
t
a

Schedule
(how often?)

Warehouse 
Name

.

Outside 
Source

How often
max. X pieces Supermkt

Qty

For help - See Sample Worksheet

General

Text box

Lightning 
Burst

Lightning 
Burst

Text with no borders
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