Formative Evaluation Checklist

This checklist is intended to provide a framework to develop online/hybrid courses in Blackboard.  We believe careful and thorough consideration of these items will contribute to a successful online experience for both faculty and students.  This formative evaluation must be completed with the Instructional Designer by the instructor proposing an online/hybrid course.

1.
Learner Support
	Course contains:

· Link to Blackboard Help for Students at Chabot College

· User support email and phone numbers

· Computer system and plug-in requirements

· Netiquette

· Notification of time and place of first on-campus meeting or orientation (if applicable)

· Announcement or welcome message

· A reminder for students to add their personal email into Bb

· Contact information for instructor.  (Faculty/Staff Information)

· Useful links and resources to Chabot College Library

· Learner accommodation needs

· Course syllabus to include information about

· objectives

· schedule/course organization

· assessment policy

· participation requirements

· attendance requirements



	Observations:

	Suggestions/Recommendations:




2.
Course Organization

	· Consistency of Layout

· folders created in logical sequence to add content

· course content is organized by week, topic, other as areas as appropriate

· sequence of folders/items within each module is similarly structured

· assignments—preferably located in one place or more than one place if the two are consistent (i.e., content referenced in the syllabus is the same as the course materials)

· Aesthetics

· minimum number of buttons (5-7)

· grouping of content rather than specific buttons

· Course navigation (menu) is intuitive

· Instructions are well written and repeated in several locations (i.e., where to find assignments, where to post, etc.)

· Course materials and file size are suitable for the web.  (Graphics, PowerPoint, Word, PDF)

· Course materials display properly with quick download for users

· Links are active and current

· Unused Content Areas and Tools have been removed

· Assignment submission procedures:

· online submission (Drop Box) or Assignments feature in Bb

· Email

· Paper



	Observations:



	Suggestions/Recommendations:




3.
Course Content

	Activities that promote active learning:

· Online discussion

· Journal writing

· Group Work

· Case studies

Online Resources

· Specific URL's to the course

· Professional and educational organizations

Legal and Ethical Use

· Links to e-journals or e-reserves (with copyright permission)

· Awareness of ethical and legal expectations where applicable

· Copyright materials used?



	Observations:



	Suggestions/Recommendations:




4.
Communication

	· Communication protocol

· synchronous (virtual chat)

· asynchronous (discussion board and email)

· both

· Planned strategy for discussion boards, including

· how to encourage student participation

· topics for the discussion boards

· a forum for student introductions

· Planned strategy for virtual chat?

· set up times

· split the class into groups

· Use Virtual Chat for office hours



	Observations:



	Suggestions/Recommendations:




5.
Assessment and Evaluation

	Assessment methods listed in syllabus to include:

· Exams

· Quizzes

· Homework

· Class Participation

· Surveys

· Online Discussion

· Group/individual projects

· Group projects/products

Course Evaluation

· Formative evaluation conducted 



	Observations:



	Suggestions/Recommendations:



	Signatures:

Date:





Instructor:





Instructional Designer:
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