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CONTENT AND INSTRUCTIONAL REQUIREMENTS POLICY 
______________________________________________ 
 

 

Purpose 

I5O Consulting Services is committed to providing exceptional course content for the 

predetermined audiences. To ensure the quality, currency, effectiveness, and applicability of all 

course content, I5O Consulting Services has established a review process for all course content 

published. I5O Consulting Services has developed this policy to ensure that all course content is 

designed and reviewed according to compliance and accreditation standards including the 

standards of IACET. 

 

Responsibilities 

I5O Consulting Services is responsible to carry out to details of this policy to ensure that all course 

content is designed and reviewed to the compliance and accreditation standards. Learning events 

are valuable to participants only if the course content is of quality to ensure learning; the material 

is developed using current information; the material is effective in having the participants achieve 

the learning outcomes; and the material is applicable to the participants.   

 

Procedures 

All course content goes through at least two levels of review regardless of method of delivery. A 

draft of the course content will be presented for review internally before publishing for any 

audience. The draft course content should include all necessary requirements set forth. Upon 

submitting the content for review, the draft will go through, at minimum, one grammar review 

and one content review. Upon completing and addressing the review comments from all reviews 

performed, the draft course content will be updated. A final review and signoff is required by an 

I5O Consulting Services partner. The content will be maintained and updated as required on an 

as needed basis.  
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Process Flow 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Draft Course Content Inputs 
 
► Introduction 
► Objectives and/or Goals 
► Purpose 
► Definitions 
► Quizzes, if applicable 
► Supplemental Resources, if applicable 

Assess course content for the following 
context concerns: 
► Content is consistent with the needs 

analysis; 
► Content is relevant to the targeted 

audience; 
► Content includes current and relevant 

information; and, 
► Course content explicitly achieves 

learning objectives. 
 

Assess course content for the following 
grammar errors:  
► Check content for missed spellings; 
► Confirm all complete sentences;  
► Confirm the appropriate grammatical 

practices were followed for all referenced 
documentation; and 

► Ensure all references are properly cited. 

► Summarize results 
► Assign actions and update course content 
► Escalate issues to higher management 

review 
 

Maintain records 
of the review 

Outputs 

Inputs 

Review ► Monitor implementation 
of actions for next cycle 
of review 

► Escalate changes as 
necessary 


