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[bookmark: _Toc134018029]Project information
To be completed for ALL projects
[bookmark: _Toc134018030]Contact details
	Requested by
	

	Department
	

	Faculty(ies)
	

	Academic lead(s)
	

	Authors (if different from above)
	

	External partners (if applicable)
	

	Key contact(s)
	

	Date of request
	


[bookmark: _Toc134018031]Content details
	What would you like us to produce? 

	Collection of learning resources
	☐	Course
	☐
	Handbook or Guide
	☐	Materials
	☐
	Article
	☐	Competition
	☐

[bookmark: _Toc134018032]Content hosting and access
	Platform

	OpenLearn Create
	☐	OpenLearn
	☐
	VLE
	☐	Client’s platform (please provide details)
	☐
	
	
	

	Open or closed (tick all that apply)

	Public content/collection
	☐
	Private content/collection
	☐
	(If both, please specify below)
	☐
	

	Access

	Permanently open - no start and finish dates
	☐
	Specified start and finish dates
	☐
	Closed cohorts with enrolment key (password protected)
	☐
	Facilitators/moderators/tutors (required for forums/blogs/wikis)
	☐
	If mixed, please provided details below
	☐
	



[bookmark: _Toc134018033]Collections
To be completed for COLLECTIONS only
A Collection can be a group of courses or resources which are related to the same project; or a group of Collection pages to form a portal or microsite. Please complete this section if you would like to produce a Collection on OpenLearn Create. If you are producing courses or resources within the Collection, please complete the Courses or Resources section for each resource (there are extra Collection and Course/Resource forms from Page 18 onwards if you are creating more than one Collection or courses/resources in the collection).
[bookmark: _Toc134018034]Scope and details
	Scope of Collection

	A collection for grouping related courses or resources 
	☐
	A group of collection pages to form a microsite
	☐
	Other, please provided details below
	☐
	



	Title of collection (if more than one, please list all of the names)
Create a title that describes your collection. A concise title can make the content more attractive to prospective learners. We recommend that the title should not exceed 240 characters.

	



	Collection summary - A short summary about the collection which will be displayed on the site listing (recommended 30 words max).

	



	Provider – Please provide the lead partner in your project.  If there is more than one partner where the OU is the lead, please add ‘OU and partners’

	





[bookmark: _Toc134018035]Banner images
Banner images are required for all content on OpenLearn Create.  These must fall within the following parameters:
· Photos or graphics need to be supplied as high resolution
· The dimensions must be 850x398 pixels
· Source information must be supplied for third party clearances
· We need to know if the image has a creative commons or other attribution
If you are unsure about how to supply an image with these dimensions, please indicate in the table below if you would like the production team to source and resize an image.
	Content banners

	Are you going to supply the banner image based on the parameters above?
	

	Would you like the production team to source and resize a suitable image? (Please discuss with the Project Manager)
	



	Available theme colours in OpenLearn Create (please select the theme for your content)

	
	
	Default #ae2241
	
	
	Dark blue #2a4d7f

	
	
	Red #a20b1e
	
	
	Blue #0f72c6

	
	
	Orange #be550d
	
	
	Grey #776a5e

	
	
	Purple #6e1b6e
	
	
	Bright blue #005792

	
	
	Teal #006064
	
	
	Bright orange #fb5c47

	
	
	Green #317a41
	
	
	Bright green #00991e

	
	
	Pink #c90959
	
	
	



[bookmark: _Toc134018036][bookmark: _Hlk134192442]Customisation
If you would like your collection customised to include partnership or your organisation’s branding (where appropriate), please discuss this with the Project Manager.  Customisation also includes custom navigation, please consider this when discussing your requirements with the Project Manager. Note that there will be an additional cost for this work.
	Customisation
	
	Details

	Custom header/footer
	
	

	Custom navigation tabs
	
	Home (suggested main tab name)







[bookmark: _Toc134018037]
Collection home page content
	Description/welcome
This content will be displayed on the collection home page.  It can be a mix of text, images, videos and interactive elements.
If the Collection is for a group of courses, it should describe what the collection is about; if there are a group of collection pages forming a microsite, this section will need to be completed for each Collection page (please discuss this with the Project Manager).

	





[bookmark: _Toc134018038]Courses or other Resources
To be completed for Courses, Guides, Handbooks, Materials and Competitions
[bookmark: _Toc134018039]Scope and details
	Title of content
Create a title that describes your content. A concise title can make the content more attractive to prospective learners. We recommend that the title should not exceed 240 characters.

	



	Content summary – A short summary of the content which will be displayed on the site listing and for courses, on a Statement of Participation. Ideally one sentence (30 words max).

	



	Subject and skills metadata (Please select all that apply)

	
	Philosophy
	
	Art/Architecture

	
	Design
	
	Business and money/finance

	
	History
	
	Technology/computing

	
	English Language
	
	Social care

	
	Maths and statistics
	
	Psychology

	
	Law
	
	Literature

	
	Health, nursing and medicine
	
	Environment

	
	Society/sociology
	
	Engineering

	
	Music
	
	Education

	
	Other languages
	
	Science

	
	Communications and media
	
	Politics

	
	Sports
	
	





	Skills (optional) (Please select all that apply)

	General life skills
	Skills for learning

	
	Information technology skills
	
	Information technology skills

	
	Writing and literacy skills
	
	Writing and literacy skills

	
	Communications skills
	
	Communications skills

	
	Maths skills
	
	Maths skills

	Skills for work
	Workforce development

	
	Entrepreneurship skills
	
	Teacher training

	
	Leadership skills
	
	Health worker training

	
	IT skills
	
	Voluntary sector training

	
	Writing and literacy skills
	
	Apprenticeship related

	
	Communication skills
	
	Vocational qualifications

	
	Maths skills
	
	

	
	Apprenticeship related
	
	

	
	Vocational qualifications
	
	



	Educational level
Please choose the level that is most appropriate for your content – options below

	Level 0 Beginner – equivalent of up to high school level
	☐
	Level 1 Introductory – equivalent to advanced high school or early university undergraduate study
	☐
	Level 2 Intermediate – equivalent to university undergraduate study
	☐
	Level 3 Advanced – equivalent to post graduate university study
	☐





	Copyright and intellectual property
Having the correct content licencing attribution is important to ensure legal compliance, maintain ethical standards, increase transparency, add credibility, and facilitate future use of materials.  For example, most OpenLearn courses have the NonCommercial-ShareAlike: CC BY-NC-SA attribution.

Please indicate under which licence the content will be released. If you are unsure, please discuss with the Project Manager.


	OER licences

	Public domain
Works are now out of copyright and others can reuse the work without the need to ask for permission. Others can distribute, remix, tweak and build on your work, even commercially.
	☐
	Attribution: CC BY
Others can distribute, remix, tweak and build on your work, even commercially, if they credit you for original creation. The most open licence available.
	☐
	Attribution-ShareAlike: CC BY-SA
Others can distribute, remix, tweak and build on your work, even commercially, if they credit you for original creation and licence their new creations under identical terms.
	☐
	Attribution-NonCommercial: CC BY-NC
Others can remix, tweak and build upon your work non-commercially, their new works must acknowledge you and be non-commercial, but they don’t have to use the same licence terms for derivative works.
	☐
	Attribution-NonCommercial-ShareAlike: CC BY-NC-SA
Others can remix, tweak and build upon your work non-commercially if they credit you and licence their new creations under the identical terms.
	☐
	Not OER licences

	Attribution-NoDerivs: CC BY-ND 
Others can redistribute unchanged and attributed to you, commercially and non-commercially.
	☐
	Attribution-NonCommercial-NoDerivs: CC BY-NC-ND 
Others can only download and share if they credit you, but they cannot change it or use it commercially.
	☐
	All Rights Reserved
The author of work is asserting they hold all the copyright to the work and cannot be used without the author’s permission.
	☐


	Who will own the Intellectual Property of the project?
This may determine where the learning materials are hosted.

	Wholly OU owned 
(Please list OU depts/faculties involved below)
	☐
	

	Jointly owned by OU and partners 
(Please list OU depts/faculties and external partners involved below)
	☐
	

	Wholly owned by partners 
(Please list external organisations involved below)
	☐
	

	If the content is being written in collaboration with another organisation who will not ultimately or jointly own the IP, please list the organisations below.

	



	Duration of content – learning hours on the platform, offline activities may or may not be included in this – not applicable for Collections
	

	Language(s) other than English – Please discuss with your Project Manager
	



[bookmark: _Toc134018040]Banner images
Banner images are required for all content on OpenLearn Create.  These must fall within the following parameters:
· Photos or graphics need to be supplied as high resolution
· The dimensions must be 785x350 pixels
· Source information must be supplied for third party clearances
· We need to know if the image has a creative commons or other attribution
If you are unsure about how to supply an image with these dimensions, please indicate in the table below if you would like the production team to source and resize an image.
	Content banners

	Are you going to supply the banner image following the guidance above?
	

	Would you like the production team to choose and resize a suitable image? (Please discuss with the Project Manager)
	






	Available theme colours in OpenLearn Create (please select the theme for your content)

	
	
	Default #ae2241
	
	
	Dark blue #2a4d7f

	
	
	Red #a20b1e
	
	
	Blue #0f72c6

	
	
	Orange #be550d
	
	
	Grey #776a5e

	
	
	Purple #6e1b6e
	
	
	Bright blue #005792

	
	
	Teal #006064
	
	
	Bright orange #fb5c47

	
	
	Green #317a41
	
	
	Bright green #00991e

	
	
	Pink #c90959
	
	
	



[bookmark: _Toc134018041]Customisation
If you would like your content customised to include your organisations branding (where appropriate), please discuss this with the Project Manager.  Customisation also includes custom navigation, please consider this when discussing your requirements with the Project Manager. Note that there will be an additional cost for this work.
	Customisation
	
	Details

	Custom header/footer
	
	

	Custom navigation tabs
	
	Home (example linking to collection home page)





	Custom Moodle certificate
	
	

	Other customisation (please specify below):

	





	Tags/Keywords
Please list all the tags/keywords for your content

	



[bookmark: _Toc134018042]
Course/Resource home page content
	Description/welcome
The information which will be displayed on the content home page.  Ideally it needs to describe what the content is all about, who it is intended for, who produced it and for courses, whether there is a course badge and/or Statement of Participation/Certificate.

	





[bookmark: _Toc134018043]Learning outcomes
Learning outcomes are specific, measurable achievements of what a learner is expected to know, understand and/or be able to demonstrate on completion of the course.
We recommend you include between 3 to 6 learning outcomes (there is a character limit of 1000 characters, including spaces and formatting, eg, bullets). 

	On completion of this course, you will be able to:

· Demonstrate…
· Categorise…
· Identify…
· Build…
· Apply…
· Examine…


	





[bookmark: _Toc134018044]General project details
To be completed for ALL projects
[bookmark: _Toc134018045]Learning Design (if applicable)
Learning design can help shape all forms of effective learning. It is a process that encompasses the thoughtful planning of a learner's journey, constructing that journey, delivering it in some form and, finally, reflecting and reviewing on the outcomes.

	
	Yes
	No

	Have you considered the structure and learning outcomes of your content?
	
	

	Does your author have experience of writing for online learning?
	
	

	Do you anticipate that your project will need Learning Design support?
	
	



[bookmark: _Toc134018046]Purpose and project funding
	Target audience

	

	Target outcomes for the client

	

	What is the purpose of this project to your faculty or your organisation?

	

	How will this content be promoted?

	

	Do you consent to us mentioning this project in our own communications?

	Yes
	
	No
	






	For internal OU projects, what is the purpose of this project to the university?

	Strategic
	☐
	Social mission
	☐
	Research
	☐
	Skills training
	☐
	Employability
	☐
	Further education
	☐
	Other (please add information below)
	

	



	Project funding for internal OU projects

	Who is funding this project?
	

	If a budget has already been allocated, please advise.
	

	What is the cost centre code?
	

	AMS reference (if applicable)
	

	* Production can’t begin until a cost centre code is provided



	Income generation for internal OU projects
If this project has the potential to generate income for the University, please advise the anticipated income below

	



[bookmark: _Toc134018047]Analytics
	Learner data is available to those with Course Manager or Teacher permissions – completed data declaration forms are required for those external to the OU (please discuss this with your Project Manager)
	

	Will you require usage/progress data reports as part of your project?
	☐
	Does anyone else require permission to access learner progress data?
If yes, please provide details below: 
	☐
	

	If you require any other analytics, please discuss this with the Project Manager.





[bookmark: _Toc134018048]Support for your project
	What maintenance do you envisage for this content? 
(Please discuss with the Project Manager)
	

	At the end of the period, would you like the content to be archived/revised/updated?
(If the content is to be revised or updated, a separate costing will be required)
	

	For info: The content will be maintained by the Corporate & Commercial team for the duration of the project.  A maintenance fee, as discussed with the Project Manager, may be added.  Any significant changes or rewrites will be discussed and costed separately.
Once the content has come to the end of the duration, no more maintenance will be undertaken, and the content will remain on the platform unless you have requested this to be archived or updated.


[bookmark: _Toc134018049]Key timescales and deadlines
	What is the life of the project? Please provide dates (mm-yyyy)
From approval of internal/external costs or bid/grant awarded (as appropriate) through research, writing, production and maintenance (if required).

	Project approved by funder/bid is successful *
	

	Project scoping and research
	

	Drafting
	

	Handover to production
	

	Launch as determined by grant
	

	How many years will the course be live?
	


	Any other key dates or timescales that may affect this project? 
	





[bookmark: _Toc134018050]Features and elements
Below is a list of features and elements that can be used to build your content.  If you are familiar with the platform your content will be hosted on, please indicate below which features and elements you wish to use.  If you are unfamiliar with our platforms, please discuss your requirements with the Project Manager who will complete this section with you.
	Please provide details of your requirements (tick all that apply)

	Content
	Y/N
	Comments/details

	Style
	
	

	OU Structured Content (XML)
	
	

	Moodle book
	
	

	Articulate
	
	

	Editing (incl word count)
	
	

	Structural edit
	
	

	Copyedit
	
	

	Proofread
	
	

	Images
	
	

	Bespoke artwork
	
	

	Redrawn artwork
	
	

	Stock and/or sourced images
	
	

	Video and audio assets
	
	

	New
	
	

	Reused
	
	

	Repurposed
	
	

	Third party
	
	

	Interactive activities
	
	

	New
	
	

	Reused
	
	

	Repurposed
	
	

	Third party
	
	

	Other features
	Y/N
	Comments/details

	Files (eg, PowerPoint, PDFs)
	
	

	Poll
	
	

	Forum (moderator required)
	
	

	Questionnaire/survey
	
	

	Glossary / blog** / wiki**
	
	** for moderated courses with start/end dates only

	Assessment and completion
	
	

	Quizzes
	
	

	Completion tracking
	
	

	Badge
	
	

	Statement of participation
	
	





[bookmark: _Toc134018051]Any other requirements not covered elsewhere
	


[bookmark: _Toc134018052]Who will review and sign off the content?
	Who needs to review the draft content? 
Please list all the names and email addresses of people who need to review the draft and sign-off final content. 
All users need to have an account with OpenLearn Create.

	Name and email
	Review
	Sign off

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





[bookmark: _Toc134018053]Extra Collection and Courses/Resources forms (if required)
Additional content – for Collections
	Title of collection (if more than one, please list all of the names)
Create a title that describes your collection. A concise title can make the content more attractive to prospective learners. We recommend that the title should not exceed 240 characters.

	



	Collection summary - A short summary about the collection which will be displayed on the site listing (recommended 30 words max).

	



	Provider – Please provide the lead partner in your project.  If there is more than one partner where the OU is the lead, please add ‘OU and partners’

	



Banner images

Banner images are required for all content on OpenLearn Create.  These must fall within the following parameters:
· Photos or graphics need to be supplied as high resolution
· The dimensions must be 850x398 pixels
· Source information must be supplied for third party clearances
· We need to know if the image has a creative commons or other attribution
If you are unsure about how to supply an image with these dimensions, please indicate in the table below if you would like the production team to source and resize an image.
	Content banners

	Are you going to supply the banner image based on the parameters above?
	

	Would you like the production team to source and resize a suitable image? (Please discuss with the Project Manager)
	



	Available theme colours in OpenLearn Create (please select the theme for your content)

	
	
	Default #ae2241
	
	
	Dark blue #2a4d7f

	
	
	Red #a20b1e
	
	
	Blue #0f72c6

	
	
	Orange #be550d
	
	
	Grey #776a5e

	
	
	Purple #6e1b6e
	
	
	Bright blue #005792

	
	
	Teal #006064
	
	
	Bright orange #fb5c47

	
	
	Green #317a41
	
	
	Bright green #00991e

	
	
	Pink #c90959
	
	
	



Customisation
If you would like your collection customised to include partnership or your organisation’s branding (where appropriate), please discuss this with the Project Manager.  Customisation also includes custom navigation, please consider this when discussing your requirements with the Project Manager. Note that there will be an additional cost for this work.
	Customisation
	
	Details

	Custom header/footer
	
	

	Custom navigation tabs
	
	Home (suggested main tab name)







Collection home-page content

	Description/welcome
This content will be displayed on the collection home page.  It can be a mix of text, images, videos and interactive elements.
If the Collection is for a group of courses, it should describe what the collection is about; if there are a group of collection pages forming a microsite, this section will need to be completed for each Collection page (please discuss this with the Project Manager).

	




Additional content – for courses/resources being added to a collection
If you are creating a collection of courses or resources, please use this section for each additional course or resource.
Scope and details
	Title of content
Create a title that describes your content. A concise title can make the content more attractive to prospective learners. We recommend that the title should not exceed 240 characters.

	



	Content summary - A short summary of the content which will be displayed on the site listing and for courses, on a Statement of Participation. Ideally one sentence (30 words max).

	



	Subject and skills metadata (Please select all that apply)

	
	Philosophy
	
	Art/Architecture

	
	Design
	
	Business and money/finance

	
	History
	
	Technology/computing

	
	English Language
	
	Social care

	
	Maths and statistics
	
	Psychology

	
	Law
	
	Literature

	
	Health, nursing and medicine
	
	Environment

	
	Society/sociology
	
	Engineering

	
	Music
	
	Education

	
	Other languages
	
	Science

	
	Communications and media
	
	Politics

	
	Sports
	
	





	Skills (optional) (Please select all that apply)

	General life skills
	Skills for learning

	
	Information technology skills
	
	Information technology skills

	
	Writing and literacy skills
	
	Writing and literacy skills

	
	Communications skills
	
	Communications skills

	
	Maths skills
	
	Maths skills

	Skills for work
	Workforce development

	
	Entrepreneurship skills
	
	Teacher training

	
	Leadership skills
	
	Health worker training

	
	IT skills
	
	Voluntary sector training

	
	Writing and literacy skills
	
	Apprenticeship related

	
	Communication skills
	
	Vocational qualifications

	
	Maths skills
	
	

	
	Apprenticeship related
	
	

	
	Vocational qualifications
	
	



	Educational level
Please choose the level that is most appropriate for your content - options below

	Level 0 Beginner - equivalent of up to high school level
	☐
	Level 1 Introductory – equivalent to advanced high school or early university undergraduate study
	☐
	Level 2 Intermediate – equivalent to university undergraduate study
	☐
	Level 3 Advanced – equivalent to post graduate university study
	☐





	Copyright and intellectual property
Having the correct content licencing attribution is important to ensure legal compliance, maintain ethical standards, increase transparency, add credibility, and facilitate future use of materials.  For example, most OpenLearn courses have the NonCommercial-ShareAlike: CC BY-NC-SA attribution.

Please indicate under which licence the content will be released. If you are unsure, please discuss with the Project Manager.


	OER licences

	Public domain
Works are now out of copyright and others can reuse the work without the need to ask for permission. Others can distribute, remix, tweak and build on your work, even commercially.
	☐
	Attribution: CC BY
Others can distribute, remix, tweak and build on your work, even commercially, if they credit you for original creation. The most open licence available.
	☐
	Attribution-ShareAlike: CC BY-SA
Others can distribute, remix, tweak and build on your work, even commercially, if they credit you for original creation and licence their new creations under identical terms.
	☐
	Attribution-NonCommercial: CC BY-NC
Others can remix, tweak and build upon your work non-commercially, their new works must acknowledge you and be non-commercial, but they don’t have to use the same licence terms for derivative works.
	☐
	Attribution-NonCommercial-ShareAlike: CC BY-NC-SA
Others can remix, tweak and build upon your work non-commercially if they credit you and licence their new creations under the identical terms.
	☐
	Not OER licences

	Attribution-NoDerivs: CC BY-ND 
Others can redistribute unchanged and attributed to you, commercially and non-commercially.
	☐
	Attribution-NonCommercial-NoDerivs: CC BY-NC-ND 
Others can only download and share if they credit you, but they cannot change it or use it commercially.
	☐
	All Rights Reserved
The author of work is asserting they hold all the copyright to the work and cannot be used without the author’s permission.
	☐


	Who will own the Intellectual Property of the project?
This may determine where the learning materials are hosted.

	Wholly OU owned 
(Please list OU depts/faculties involved below)
	☐
	

	Jointly owned by OU and partners 
(Please list OU depts/faculties and external partners involved below)
	☐
	

	Wholly owned by partners 
(Please list external organisations involved below)
	☐
	

	If the content is being written in collaboration with another organisation who will not ultimately or jointly own the IP, please list the organisations below.

	



	Duration of content – learning hours on the platform, offline activities may or may not be included in this – not applicable for Collections
	

	Language(s) other than English - Please discuss with your Project Manager
	



Content banner images
Banner images are required for all content on OpenLearn Create.  These must fall within the following parameters:
· Photos or graphics need to be supplied as high resolution
· The dimensions must be 785x350 pixels
· Source information must be supplied for third party clearances
· We need to know if the image has a creative commons or other attribution
If you are unsure about how to supply an image with these dimensions, please indicate in the table below if you would like the production team to source and resize an image.
	Content banners

	Are you going to supply the banner image following the guidance above?
	

	Would you like the production team to choose and resize a suitable image? (Please discuss with the Project Manager)
	






	Available theme colours in OpenLearn Create (please select the theme for your content)

	
	
	Default #ae2241
	
	
	Dark blue #2a4d7f

	
	
	Red #a20b1e
	
	
	Blue #0f72c6

	
	
	Orange #be550d
	
	
	Grey #776a5e

	
	
	Purple #6e1b6e
	
	
	Bright blue #005792

	
	
	Teal #006064
	
	
	Bright orange #fb5c47

	
	
	Green #317a41
	
	
	Bright green #00991e

	
	
	Pink #c90959
	
	
	



Customisation
If you would like your content customised to include your organisations branding (where appropriate), please discuss this with the Project Manager.  Customisation also includes custom navigation, please consider this when discussing your requirements with the Project Manager. Note that there will be an additional cost for this work.
	Customisation
	
	Details

	Custom header/footer
	
	

	Custom navigation tabs
	
	Home (example linking to collection home page)





	Custom Moodle certificate
	
	

	Other customisation (please specify below):

	





	Tags/Keywords
Please list all the tags/keywords for your content

	





Course/Resource home-page content

	Description/welcome
The information which will be displayed on the content home page.  Ideally it needs to describe what the content is all about, who it is intended for, who produced it and for courses, whether there is a course badge and/or Statement of Participation/Certificate.

	




Learning outcomes
Learning outcomes are specific, measurable achievements of what a learner is expected to know, understand and/or be able to demonstrate on completion of the course.
We recommend you include between 3 to 6 learning outcomes (there is a character limit of 1000 characters, including spaces and formatting, eg, bullets). 

	On completion of this course, you will be able to:

· Demonstrate…
· Categorise…
· Identify…
· Build…
· Apply…
· Examine…
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