Standard Operating Procedure (SOP)
for Managing and Distributing Digital Learning
Materials

1. Purpose
This SOP outlines the management and distribution of digital learning materials, detailing procedures for
organizing, storing, and updating educational content, ensuring secure access, and efficient dissemination to learners.

It covers roles and responsibilities, version control, quality assurance, copyright compliance, platform usage, and user
support to maintain the integrity and accessibility of digital resources for effective learning outcomes.

2. Scope

This SOP applies to all staff and stakeholders involved in the creation, management, storage, maintenance, and
distribution of digital learning materials within the organization.

3. Roles and Responsibilities

Role Responsibility

Content Manager Organize, update, and track digital material versions.

IT Support Maintain the digital platform, ensure secure access, and troubleshoot technical issues.
Quality Assurance Review materials for accuracy, relevance, and accessibility.

Legal/Compliance Officer Ensure copyright and licensing compliance.
Educators Provide feedback on materials and report any issues.

Learners Access and utilize provided materials appropriately; request support as needed.

4. Procedures

4.1 Organizing and Storing Materials
e Structure digital resources in a centralized, well-labeled repository.
e Utilize folders/categories by subject, topic, and format.
¢ Assign unique identifiers and standardized filenames for ease of retrieval.

4.2 Version Control

¢ Document all updates; retain previous versions for reference as needed.
¢ Use version numbers and update logs within filenames or metadata.

4.3 Quality Assurance

¢ Review materials regularly for accuracy, currency, and relevance.
e Apply accessibility standards to ensure materials are usable by all learners.

4.4 Copyright Compliance

¢ Verify copyright status for all digital materials before upload or distribution.
¢ Maintain documentation of permissions and licenses where applicable.

4.5 Platform Management
e Manage user access rights according to roles and confidentiality requirements.

¢ Ensure secure data storage and backup strategies are in place.
¢ Monitor usage and system performance.



4.6 Distribution to Learners

¢ Distribute materials via the designated digital platform (e.g., LMS, intranet).
¢ Notify learners of new or updated materials through official communication channels.

4.7 User Support

¢ Provide clear instructions for accessing and using digital materials.
¢ Maintain a help desk or support system for user queries and troubleshooting.

5. Review and Update

This SOP will be reviewed and updated annually or as needed to reflect changes in technology, legal requirements, or
organizational policies.

6. References

¢ Company Policy on Digital Content Management
e Copyright and Intellectual Property Guidelines
e [T Security Policy

7. Document Control

Version Date Author Change Description

1.0 2024-06-20 [Your Name/Department] Initial SOP release
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