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Meet the ETO:

Education Technology 

Office, FASE
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Build Inclusive 
Cities & Societies

Drive Scientific
Discovery



Share your experience
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Online module development process
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Review
Finalize and prepare for 

delivery

Set up
Align scope, roles, 

timelines

Planning
Develop scripts and 

structure

Production
Record final content 

and build module

Scratch track
Capture content and 

context

Feedback
Refine planning through 

structured input

A structured workflow from concept to delivery



Set up the project

Aligning people, goals, and structure

Teams: Host kick-off meeting with SMEs

Teams: Set up channel for internal 
communication

Planner: Set timelines + milestones

SharePoint: Centralize files + 
documentation



Set up the project  



Record the scratch track

Capture content and context

Bookings: Schedule session with 
instructor

Teams: Meet and record the session

Loop: Capture internal notes and follow-
up questions
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Record the scratch track



Prepare and review planning 
documents
Develop scripts and structure

Word: Develop module design and video 

plan (2 separate documents) 

Teams: Meet with team to review and 
revise planning documents

Teams: Meet with SME to discuss the 

planning documents

Forms: Collect instructor bio and headshot
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Prepare and review planning documents



Provide feedback

Refine planning through structured input

Word: Review and refine planning 
documents (comments + track changes)

Word: Finalize video scripts and module 
content with SME input

Teams: Confirm readiness for production 
with ETO team
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Initiate production

Record final video content and build online module
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Planner: Track production progress

Word: Finalize video scripts for instructor

Excel: Prepare video and graphic tracker for 
internal use

Bookings: Schedule instructor for studio session

Teams: Conduct virtual recordings



Initiate Production



Review

Finalize and prepare for delivery

Clipchamp: Internal review of videos

Forms: Collect student feedback
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Review



Apply the framework to your own context

Download the 1-page workflow

• Use this as a reference for your 

reflection

Reflect [2 min]

• Where does your process 

break down, and which stage 

does that align with? 

• Which stage is least defined in 

your workflow? 

• Where could better tool 

integration improve your 

process? 

• What is one small change you 

could try? 

Share [5 min]
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• Turn to someone near you

• Share your challenge

• Share one small change you 

might try 

https://uoft.me/ConceptToCourse

https://utoronto.sharepoint.com/:b:/s/fase-edtech/IQAzCtXuUKiiTapD1Xisouz1AeHgL-DAV_YS63P-mh5Bu68?e=iz3cUS


Thank you

Any questions? Please contact:

Anna Limanni

Acting Director, Education Technology Office

anna.limanni@utoronto.ca

Inga Breede

Manager, Content Production, Education 

Technology Office

inga.breede@utoronto.ca 

mailto:Anna.limanni@utoronto.ca
mailto:inga.breede@utoronto.ca
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