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To begin complete the eLearning Project Request form found on the intranet at and submit via email to cplunkett@baycrest.org.  Projects will be prioritized based on legislative/regulatory/ministry requirements, organizational goals, and breadth of staff affected.
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[image: C:\Users\edpluci\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\BV35DSF0\footprint-304373_640[1].png]To begin Phase 1 the Project Manager, eLearning and Educational Technologies will assign an eLearning Instructional Designer (ID) to your project.  They will then set up a meeting with the Requestor and Subject Matter Expert (SME).  During this meeting the group will: Phase 1:  Action Mapping
(adapted from Cathy-Moore.com)

· Review and clarify the process
· Identify roles and responsibilities of the ID and SME
· Engage in Action Mapping the content
· Discuss and confirm delivery method for the material; not all material is recommended for eLearning, alternatives may be suggested
· Review Storyboarding process in preparation for Phase 2
· Discuss deadlines and set future phase meetings
ELEARNING INSTRUCTIONAL DESIGNER (ID) ROLES & RESPONSIBILITIES
· Partner with the SME throughout the process
· Offer guidance in the completion of the storyboard template
· Provide expertise in eLearning instructional design & development
· Ensure content is designed to focus on learning and performance outcomes
· Manage the project efficiently maintaining timelines where possible
· Deliver interactive, engaging, superior quality eLearning materials
SUBJECT MATTER EXPERT (SME) ROLES & RESPONSIBILITIES
· Participate in Action Mapping
· Identify desired learning outcomes using Bloom’s Taxonomy Action Verbs


· Provide content expertise
· Complete the storyboard template within agreed upon timelines where possible (failure to do so will impact the final go-live date)
· Review and detail revisions required to draft version(s) 
· Identify Pilot group of frontline learners
· Gather and detail revisions based on Pilot feedback


Action Mapping Overview  Phase 1:  Action Mapping
(adapted from Cathy-Moore.com)

Action mapping is a method that focuses on solving performance problems.  eLearning is not training on demand, it is a tool to improve people’s performance so that the organization meets its goals.  An action mapped course:
· Is created to help develop skills you need on the job
· Is part of a larger solution to a real performance problem (other parts might be policies, job aids etc)
· The material is aimed at you in your job 
· It feels like a stream of activities, not a presentation.  From the very beginning you are plunged into an activity rather than “prepared” with an information dump.
· You pull the information you need in order to make a good decision.
· The decisions you are required to make are the same decisions you face on the job
· The material is interesting because it is challenging and relevant
· You are treated like an adult

6 Steps
1. Ask WHY.  Why do you need this course? Talk about the learning need:  
· What problems are you seeing?  
· How long has it been going on? 
· What have you tried in the past?
2. Set measurable learning outcomes.  For the learning outcomes to work they need to be specific, measurable, and time-bound. Questions that can help identify a measure:
· What are you currently measuring?
· How will this measure change if this project is successful?
· If you’re not currently measuring anything now, how could we measure?
· How will we know we’ve succeeded?
Soft skills can be difficult to measure here are some measurements that may be useful:
· Employee engagement survey results
· Employee retention rates
· Customer satisfaction rates
· Absenteeism Phase 1:  Action Mapping
(adapted from Cathy-Moore.com)

· Legal complaints
· Incident Reports
3. Identify what people need to DO.  Action, not knowledge, changes performance.  Identify the real-world-actions (on the job behaviours) that people need to take to achieve the learning outcomes.  Actions are specific observable behaviours; we are focusing on observable behaviours that occur on the job not “test” behaviours.
4. Identify why the learners are not currently doing the behaviours:
· Environment: inefficient procedures, insufficient support, insufficient equipment etc.  **training is unlikely to fix environmental problems
· Knowledge  **sometimes the best solution isn’t a full eLearning module but instead micro-learning videos
· Skills
· Motivation  **this is often a side-effect of one of the 3 preceding types
5. Design Experiences, NOT information.  Knowledge alone won’t reach your goal; people have to take action.  Your goal is to help them practice that action.  To do that we design experiences, not information.  This type of design helps people learn from experience in a safe but realistic setting.  Knowing your target audience is crucial, identify: age, education level, interests etc.
6. Evaluate it in the Real World.  By starting with measurable learning outcomes you’ve baked evaluation into the project.  Also be sure to measure the program itself through evaluation. 

Let’s Action Map!!


**instructional video and template to come

Storyboarding Your Content Phase 2:  Storyboarding



Storyboard Meeting
The storyboard meeting is scheduled during the Phase 1 Action Mapping.  During this meeting:
· completed storyboard template is delivered (* if there is an existing PPT for course delivery this can be used as the starting point for the storyboard)
· content is reviewed and clarified
· design elements will be discussed:
· themes
· colour
· music
· images
· narration
· video
· interactions
· scenarios
· learning outcomes will be reviewed and acceptable evidence determined
· delivery date for Review & Revise phase will be set





[image: C:\Users\edpluci\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\BV35DSF0\footprint-304373_640[1].png]The ID will now take all of the information from the Phase 1 Action Mapping and the Phase 2 Storyboarding and apply evidence-based best practice principles to create the eLearning/educational technology materials as discussed.  This may be in the form of info graphics, micro-learning, blended learning or an eLearning solution(s).   Phase 3:  Design & Development



[image: C:\Users\edpluci\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\BV35DSF0\footprint-304373_640[1].png]Once the Design & Development is complete the ID will post a draft version of the eLearning solution for the SME to review and send a copy of the design storyboard in MSWord.   Phase 4:  Review & Revise

During this phase:
· Pilot date will be set based on the SME’s availability
· Pilot group will be determined by the SME/Stakeholder
· the SME will review and document revision requests in the MSWord design storyboard provided
· all other stakeholders in the project will review and document revision requests in the MSWord design storyboard provided
· the Checklist for strong learning design will be reviewed


· the Project Manager eLearning and Educational Technologies will QA the project using the QA Checklist 


· the ID will take ALL of the consolidated feedback/revisions and revise the content in preparation for the Pilot Phase

[image: C:\Users\edpluci\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\BV35DSF0\footprint-304373_640[1].png]During the Pilot Phase a sample group of front line users identified by the SME/stakeholder will evaluate and provide anecdotal feedback for the eLearning solution(s). Phase 5:  Pilot

The SME will collect and collate the feedback for deliver back to the ID at the end of the Pilot.




[image: C:\Users\edpluci\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\BV35DSF0\footprint-304373_640[1].png]Once the Pilot Phase is complete the ID will review ALL of the consolidated feedback/evaluations with the SME and determine the last round of revisions to the content in preparation for the content being posted Live in the LMS. Phase 6:  Review & Revise
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Once the Review & Revisions are completed from the Pilot Phase the module is ready to be posted Live in the LMS.  During this phase the following tasks must be completed: Phase 7:  Live in the LMS

· all sources files must be transferred and stored on the central LMS folder
· all final published files must be transferred and stored on the central LMS folder by the ID
· The ID and SME must complete the LMS Course Creation – Online Training form and submit the LMS Administrator



· the course will be turned on live in the LMS

[image: C:\Users\edpluci\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\BV35DSF0\footprint-304373_640[1].png]All learning content will be evaluated.  eLearning content posted in the LMS will automatically be evaluated – evaluations will be mandatory to successfully complete each module. Phase 8:  Evaluation

Evaluations will be collated for module review and revision 6 months after a module goes live and then annually thereafter.
Attached is a sample course evaluation.  This evaluation should be tweaked with the SME to ensure it accurately captures the modules intent.
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ELEARNING PROJECT REQUEST FORM

eLearning Course Title:

Requestor:

Department/Committee:

Contact Information (phone/email):

#

Background

Background of the project, what need
will this project fulfill (i.e. internal need
identified, ministry mandated, legislative
requirement etc.)?

Target Audience

What area(s) in the hospital and/or
profession(s) is this project designed to
target (i.e. hospital staff, Apotex, RNs,
PSWs, support staff etc.)?
Constraints?

Yes | No | Comments

Has a project deadline (go-live date) OO
been established?

Have interdependencies between other O
projects been identified?

Project Specifics

O

Comments

Start date for project identified?

Subject Matter Expert (SME) identified?
Does this course already exist as a F2F
session?

Will this course be mandatory and if yes
what is the frequency (i.e. annual)?
Have the course learning objectives been
identified?

How will this course be delivered
(blended, eLearning)?

How often is this tra
updated/revised?

g to be

oo oo o ooog
o B 0 8 0 onoz

Has a metric or ROI been established to
evaluate the success of this training?

If you have a new eLearning project that you would like to see developed please complete
this form and send it back to cplunkett@baycrest.org.

eLearning Project Request Form Page 1
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BloomsTaxonomyTableActionWords.docx
Once you have identified the level of understanding your learners need to achieve, you can now use action verbs to write objectives that describe this observable behaviour.  Please find below a chart of action verbs associated with each of the different levels of understanding.



[bookmark: _Toc378051456]Bloom’s Taxonomy Action Verbs

		Level of Understanding

		Knowledge

		Comprehension

		Application

		Analysis

		Synthesis

		Evaluation



		Definition

		

Remember previously learned information: recall facts, terms, basic concepts, and answers.



		

Demonstrate an understanding of the facts.  Able to state main ideas, compare/

organize/

interpret fact.

		

Apply knowledge to actual situations and problem solve.

		

Break down and examine information into simpler parts and find evidence to support generalizations

		

Compile component ideas into a new pattern or propose alternative solutions.

		

Make and defend judgements based on internal evidence or external criteria.



		Verbs

		

· Arrange

· Define

· Describe

· Duplicate

· Identify

· Label

· List

· Match

· Memorize

· Name

· Order

· Outline

· Recognize

· Relate

· Recall

· Repeat

· Reproduce

· Select

· State

		

· Classify

· Convert

· Defend

· Describe

· Discuss

· Distinguish

· Estimate

· Explain

· Express

· Extend

· Generalized

· Give example(s)

· Identify

· Indicate

· Infer

· Locate

· Paraphrase

· Predict

· Recognize

· Rewrite

· Review

· Select

· Summarize

· Translate



		

· Apply

· Change

· Choose

· Compute

· Demonstrate

· Discover

· Dramatize

· Employ

· Illustrate

· Interpret

· Manipulate

· Modify

· Operate

· Practice

· Predict

· Prepare

· Produce

· Relate

· Schedule

· Show

· Sketch

· Solve

· Use

· Write



		

· Analyze

· Appraise

· Breakdown

· Calculate

· Categorize

· Compare

· Contrast

· Criticize

· Diagram

· Differentiate

· Discriminate

· Distinguish

· Examine

· Experiment

· Identify

· Illustrate

· Infer

· Model

· Outline

· Point out

· Question

· Relate

· Select

· Separate

· Subdivide

· Test



		

· Arrange

· Assemble

· Categorize

· Collect

· Combine

· Comply

· Compose

· Construct

· Create

· Design

· Develop

· Devise

· Explain

· Formulate

· Generate

· Plan

· Prepare

· Rearrange

· Reconstruct

· Relate

· Reorganize

· Revise

· Rewrite

· Set up

· Summarize

· Synthesize

· Tell

· Write



		

· Appraise

· Argue

· Assess

· Attach

· Choose

· Compare

· Conclude

· Contrast

· Defend

· Describe

· Discriminate

· Estimate

· Evaluate

· Explain

· Judge

· Justify

· Interpret

· Relate

· Predict

· Rate

· Select

· Summarize

· Support

· Value
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Writing the Learning Objectives

It is now time to write down exactly what the learner will be able to do at the completion of the eLearning module.  These learning objectives are your first foundational building block.  Specific, well written, measurable objectives will help you develop an eLearning module that allows your learners to be more successful in their learning.  The learning objective will have 3 parts: behaviour, standard of performance, and conditions.



		Behaviour

		Standard of Performance

		Conditions



		What needs to be accomplished?

		How will this be achieved?

		What defines satisfactory performance; how will it be measured?



		

· Describe the performance-action or behaviour that needs to take place for the learner to demonstrate they completed the learning activity.

· The task must be observable and measurable.

· Use the Bloom’s action verbs to describe the observable behaviour.

		

· What are the conditions under which the performance needs to occur?

· Standards are values like: frequency, accuracy, volume, amount, or a combination i.e. “at least 2x a day”, and “achieve 100% accuracy”

		

· What criteria will you use to evaluate performance?

· How will you obtain this information?

· Evaluate important things.

· Use criteria that are simple & straightforward to measure.  These are the conditions that explain how the learner must perform i.e. “using the Job Aid”,” referring to the CAM tool”, or “working independently” 
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ActionMappingGuide.pptx
4 Steps to Action Mapping Template

Adapted from Cathy-Moore.com















1





No More Information Dumps

2

Action Mapping Step 1



What is the goal for this eLearning module?  Identify the goal by defining the behavioural change you want to create.  Your goal needs to be measurable!









2





eLearning Mistake #1

3



i.e. The goal of this eLearning module is that hand hygiene compliance audit results will increase.

Action Mapping Step 1









3





4

Identify what the learners need to do by listing the actions the learners must take to meet the goal.

These are your learning outcomes based on Bloom’s Taxonomy Action Verbs.

Action Mapping Step 2











































4









5

Identify why people aren’t currently taking the necessary actions and consider the areas in which training can actually solve the workplace problem.

Action Mapping Step 2
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6

Design practice activities that mirror the real-world as much as possible.  At least one activity for each learning outcome.

Avoid fact checks and trivia questions as these do not mirror the real world.

Action Mapping Step 3
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7

Identify what people really need to know by curating the information that learners must have to complete the practice activities.

Action Mapping Step 4





“need to know information”

“nice to know information”
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8

Action Mapping Step 4

8



































































Content slides need to be information that learners must have to complete the practice activities.
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9

Action Map Summary

In the end our eLearning module is:



A stream of realistic compelling challenges/activities

Supported by tightly focused material like job aids or other NECESSARY information

Has measurable impact on the learner’s performance

Stream of realistic challenges /activities

Job Aid or other NECESSARY info















activity

activity

activity

activity





info

info

info
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Draw Your Final Action Map Here

10

You’re Ready to Take Action!







Congratulations!
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StoryboardTemplate.ppt


Navigation Slide

The Player

Table of Contents

Resources

Navigation



The first slide is the player overview.  It will let the learners know whether there is audio, how to navigate through the material, how to pause and play, how to turn up the audio and how to find additional resources.



The navigation will be kept simple.  The following items will be available to the learner at all times:  volume control, play/pause, printable version of the course, job aids they would normally have available to them i.e. Emergency binder, back of their badge for code descriptions etc.



The entire module should be no longer than 15-20 minutes.

If the content is longer it should be divided into sections of no more than 20 minutes

Video clips should be no longer than 1.5-2min

Alt Text will be included with all images

Font will be Arial or Verdana as per CNIB guidelines

*









Click NEXT to begin

Hi, my name is Todd and I’m your subject mater expert for this eLearning module.  Please contact me if you have any questions 

todd@baycrest.org





This slide introduces the Subject Matter Expert / Primary contact for any questions or concerns in regards to this material.  This could be an individual or a department.

*











Title page



Name and title of presenter

Date of presentation





*

*

*

Here is your title page.  Be sure the title accurately and succinctly represents the content.  A graphic will be included here that will best represent what the course is about











Resources



Name and title of presenter

Date of presentation





*

*

*

Please detail any resources or glossary items that you would like to include as part of the module.



Resources can include job aids, process documents, policy documents, references to webpages, videos etc.









By the end of this module the learner will be able to:

Learning Outcomes

		Learning outcome

		Learning outcome

		Learning outcome







This is the slide where you defined your desired learning outcomes. What do you want the learners to be able to do at the end of this module. Be sure to blend this with a WIIFM statement (What’s In It For Me… how will this positively impact the learner). Use the Bloom’s Taxonomy action verbs to write effective objectives; if you don’t have a copy of this list email Cindy Plunkett and she will send it to you (cplunkett@baycrest.org) 



Identify here what the learner will need to do to successfully complete the course i.e. complete quiz with 100% or successfully complete the case study.

Identify here how long it will take the learner to complete the module.



*









		Verdana 28 pt

		 Verdana 24 pt





Call to Action



The first “slide” in the module should be some sort of call to action whereby you actively have the learner do some thing or make a decision.



Do you want them to sort some items into their correct categories? 

Do you want them to put the correct label on the correct vial/bottle?

Do you want to present them with a realistic scenario and then offer them choices … You are walking down the hallways and see smoke coming out from underneath the door of the supply closet, what do you do?



Action Vision:  Write out a short description of the action you would like the learner to complete here and we will discuss during out Storyboard meeting how best to build this action.

-

*









		Verdana 28 pt

		 Verdana 24 pt





Content Section Title



Create as many content slides as required.  Try not to have any more than about 3-5 content slides before you insert another Call To Action.

Divide you content into section to assist the ID with the layout for development into eLearning.

Media:  indicate here if there are any images or video you would like to see on this slide

Direction:  if you have a specific thought or vision for this slide detail what you would like to see here

Narration:  write out any narrative that you would like to have included as audio narration to augment the slide



*









		Verdana 28 pt

		 Verdana 24 pt





Content Section Title





*









		Verdana 28 pt

		 Verdana 24 pt





Content Section Title





*









		Verdana 28 pt

		 Verdana 24 pt





Call to Action



Actively have the learner do some thing or make a decision.



Do you want them to sort some items into their correct categories? 

Do you want them to put the correct label on the correct vial/bottle?

Do you want to present them with a realistic scenario and then offer them choices … You are walking down the hallways and see smoke coming out from underneath the door of the supply closet, what do you do?

*









		Verdana 28 pt

		 Verdana 24 pt





Quiz / Case Studies



The first slide should detail:

		How many questions or scenarios are included?

		How long it should take to complete the quiz?

		How do they navigate the quiz?

		What constitutes a pass or successful completion?



*









Question

		 answer 1

		 answer 2

		 answer 3

		 answer 4





   Feedback: Answer 1 would result in Y ….. In this scenario the best choice is X because…..  

Quiz



The quiz should either be a case studies with branching choices or scenario based multiple choice questions (MCQ’s) with feedback.

If you are using MCQ’s you will need to develop at least 15 and ideally 20 that will be put into a question bank and randomized.

Do not include questions that require answers like A&B or All of the Above as the answers themselves will be set to randomize.

Do not include negative answer questions (i.e. Which of these is not part of the process?); studies have shown that learners will recall the wrong answer.

*









Case Study

 Set the Scene, what is happening.



		Give the learner a choice(s) 

		Provide feedback/consequences for the choice and continue the story





Case Studies



The quiz should either be a case studies with branching choices or scenario based multiple choice questions (MCQ’s) with feedback.

Treat Case Studies like a choose your own adventure book.  Set the scene and then give choice.  There need to be consequences ( good or bad) for every choice.

*









Congratulations!

 You have earned your annual ______ certificate.  



Final Slide

You are finished !  

You may now click the NEXT button to close the module.



Describe the next steps and how to close the window

*
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checklist-for-strong-learning-design-v2.pdf
Checklist for strong learning design

Version 2
© 2015 by Cathy Moore
www.cathy-moore.com

This tool will help you evaluate a training project and identify ways to make it more powerful.

The checklist is designed to evaluate materials created for adults at work, such as self-paced
short courses or activities used in face-to-face training. If you're in academia or teach children,
this checklist isn't intended for you.

If you use action mapping as your design approach, you could refer to this checklist to make sure
you stay on track.

How to use the checklist:
1. For each item, judge the current state of your material and mark the corresponding spot
on the spectrum.
2. When you've rated all the items, look down the spectrum column and identify marks that
you'd like to move to the left, toward a more action-focused approach.
3. Rework your materials and evaluate them again.

Action-oriented materials Spectrum Information dump
The goal of the project is to change The goal of the project is to transfer
performance in a visible, R L information into people's brains.
measurable way.
Objectives used to design the Objectives describe knowledge
materials describe visible, on-the- ("understand"). If behaviors are
job behaviors that are necessaryto | described, they're behaviors that
reach the project goal ("sell," happen during a test ("identify,"
"lead," "encrypt," "schedule," "explain," "define").
"design").
The format of the materials The format of the materials is
(webinar, PDF, etc.) is determined | determined by tradition, the LMS,
by the type of activities and users' or what's most convenient for the
needs. client.
The materials feel like one The materials feel like a
immersive, challenging activity ora | presentation that's occasionally
series of activities with little interrupted by a quiz.
interruption.
The authors appear to respect the The authors appear to doubt the
learners' intelligence and previous learners' ability to draw conclusions

experience. and assume they have no
experience.






Action-oriented materials Spectrum

Information dump

Activities make people practice

making decisions like the ones they R

make on the job.

Activities are quizzes, trivia games,
or other knowledge checks that
don't happen on the job.

Activity feedback shows people
what happens as a result of their
choice; they draw conclusions from
the result.

Activity feedback explicitly tells
people "correct" or "incorrect"; they
aren’t allowed to draw conclusions.

People can prove that they already
know material and skip it.

Everyone is required to view every

bit of information regardless of their
existing knowledge or performance
on activities.

Reference information is supplied
outside the activity in job aids;
people practice using the job aids
in activities.

Reference information is delivered
through the course or training;
people are expected to memorize it
or come back to the course for
review.

Characters are believable; they
face complex, realistic challenges
with emotionally compelling
consequences.

Characters seem fake (e.g.,
preachy or clueless); their
challenges are minor and are
presented as intellectual exercises.

Visuals are used to convey
meaning.

Visuals are used as "spice."

Photos of people show humans
with realistic expressions.
lllustrations appear intended for
grownups.

Visuals of people are stock photo
models who are over-acting or
childish cartoons.

In elearning, audio narration is

used only for:

* Dramatic realism (e.g. characters'
voices in a scenario)

* Explanations of complex or
rapidly-changing graphics

* Motivational messages and
explanations from people who
really exist (e.g. CEO, subject
matter expert)

Audio narration is used to:

* Deliver information while
displaying simple, static screens

* Redundantly read text on the
screen

* Lecture people about what they
should or shouldn't do

The writing is concise, uses
contractions, and sounds like a
magazine (Flesch Reading Ease
score of 50 or higher in Word).

The writing is wordy and stiff; it
sounds like a textbook or insurance
policy (Flesch Reading Ease score
of 49 or lower in Word).
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ELEARNING MODULE QA CHECK LIST





The following is a checklist for the QA of Baycrest’s eLearning modules.  After QA is complete, time yourself running through the module end-to-end to get a baseline for time-to-complete.NAVIGATION









		☐  Is there a navigation slide at the beginning  

    of the module?

		☐  Are media elements or interactions easy to 

    use (intuitive or having clear navigation 

    instructions)?





		☐  Was the duration of the course identified?

		☐  Were you able to run the course from a 

    Baycrest PC?





		☐  Were the course completion requirements 

    identified?



		☐  Were you able to run the course from 

    home?



		☐  Are the navigation instructions clear & 

    concise?

		☐  Were you able to run the course using I.E./ 

    Edge?





		☐  Is it easy to navigate between pages?

		☐  Were you able to run the course using 

    Safari?





		☐  Do the hyperlinks and document links (if 

    any) work?



		☐  Were you able to run the course using 

    FireFox?



		☐  Are Baycrest internal (intranet) links clearly 

    identified?

		☐  Were you able to run the course using 

    Google Chrome?





SPELLING & GRAMMAR







		☐  Are there any spelling errors?

		☐ Has e.g. been used when meaning “for 

   example” or/ “such as”





		☐  Are all abbreviated items identified in their 

    extended form at least once at the 

    beginning?



		☐  Has i.e. been used when meaning “that is” 

    or/ “in other words”



		





SPELLING & GRAMMAR CONT’D



		



		



		



		☐  Is the course grammatically correct?

		☐  Etc. is used sparingly and only after a listing 

    of at least 3 concrete examples



		☐  When listing items there is a comma before 

     the and/or, for example:

· The patient may be tired, sweaty, or dizzy.

· Sterilize the bottles, tubing, and trays.

		





FORMATTING







		☐  Bullet points are only capitalized if they are complete sentences, in which case they must end 

     in a period





		☐  Check hyphenated words.  Hyphens can change the meaning of a word; is it used correctly?





		☐  Brackets: If the information inside the bracket is a full sentence, does it start with a capital 

    and have a period inside the bracket?





		☐  Brackets: If the information inside is part of the bigger sentence is the period outside of the 

    bracket at the end?





		☐  Emphasis:  Quotations should not be used for emphasis, italics are acceptable and if strenuous emphasis is required ALL CAPS, bolding, and underlining are also acceptable.







COURSE CONTENT





		☐  Are the objectives for the course clear?





		☐  Does the course content support the objectives?





		☐  Do the videos or pictures match the content with which they are paired?





		☐  Do all media or interactions work properly?





		☐  Do videos or other media load within an acceptable amount of time?





		☐  Does the course have either a quiz or scenarios at the end?





		☐  Were there instructions provided for the quiz/scenarios?

COURSE CONTENT CONT’D











		☐  Were you advised of how many quiz questions would be presented?





		☐  Were you advised of the score required to pass?





		☐  Does the evaluation match the content and learning outcomes outlined?





		☐  Is the working of the evaluation questions/scenario clear and concise?





		☐  Did you receive feedback on each question with a rationale (not correct/incorrect)?





		☐  Did you receive your score immediately following the quiz?





		☐  Was a resource page included with instructions (contact information or link to intranet page) 

    for where and how to obtain additional support)?







AESTHETICS / APPEARANCE





		☐  Is the course visually appealing?





		☐  Is the wording clear and concise?





		☐  Is the course easy to read?





		☐  Does the text crowd the screen, is there enough white space?





		☐  Have long paragraphs been converted to bullets and audio narration where appropriate?





		☐  Are the pictures and text aligned in a consistent manner?



		☐  Is there are consistent font and font size used for headings and body text that meets AODA 

    standards?



		☐  Is the course colour scheme aesthetically pleasing and meaningful to the content?



		☐  Are all images and videos clear (no fuzzy or pixelated videos/imaged)?
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LMS_CourseCreationRequest_OLT.docx
LMS COURSE CREATION – ONLINE TRAINING

Course Title: Click here to enter text.

Course Description:  Click here to enter text.

Category (i.e Nursing, Organizational Effectiveness, Apotex, Emergency Preparedness etc.)

Click here to enter text.

Sub-Category (i.e., Managers, PSW’s, RNs, all staff,  etc.)

Click here to enter text.

Do you have an image you would like to represent your course?     Yes ☐  No ☐

Would you like to have an image you would like to represent your course?    Yes ☐  No ☐

Do you want learners to be able to self enroll?     Yes ☐   No ☐	

If yes to self enrol, will the learners require approval first?     Yes ☐   No ☐	

Is this course mandatory?  If so for whom and at what frequency?

i.e bi-annual mandatory for all Baycrest Staff, annual mandatory for all Apotex staff, one-time mandatory course for all Baycrest staff etc.

Click here to enter text.

Do the learners need to take the course within a specific timeframe? i.e within 6mo from time of hire date?

Click here to enter text.



Are there any pre-requisites required before taking this course?

Click here to enter text.	

Do you want the learners to receive a certificate on completion?     Yes ☐	No☐

Would you like to assign specific competencies to this course?

Click here to enter text.	

Would you like automatic emails to be generated for:

Confirmation of Enrollment                  Yes ☐   No ☐	

Successful Completion	              Yes ☐   No ☐	

Nudge Email (reminder to complete)        Yes ☐   No ☐

If yes to nudge email, at what frequency ( 1 month before due, 7 days before due)

Click here to enter text.	

Send Failure eMail                Yes ☐   No ☐	

Would you like to include any resources for the learners? 

(i.e. files, pictures, webpage reference)     Yes ☐   No ☐

Would you like to include a course evaluation?     Yes ☐   No ☐
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eLearningModuleEvaluation.xlsx
Sheet1

		eLearning Course Evaluation

		Objectives / Relevance

		Using a scale from 1-5, where 1 is Strongly Disagree and 5 is Strongly Agree, rate each statement below.                            

		1 (strongly disagree)  2 (disagree)  3 (neither agree / disagree)  4 (agree) 5 (strongly agree)                

		The learning objectives were clearly stated and met in this eLearning module.		1		2		3		4		5

		This learning activity was relevant to my current role and work functions.		1		2		3		4		5

		I learned something new as a result of this module.		1		2		3		4		5

		I can use the knowledge and skills learned from this module in the workplace.		1		2		3		4		5

		Content

		There was a good balance between interactivity and information.		1		2		3		4		5

		The content was free of grammatical and spelling errors.		1		2		3		4		5

		The content was organized and easy to navigate.		1		2		3		4		5

		The content supported various types of learning (visual, auditory, and kinesthetic).		1		2		3		4		5

		The timing for this module was accurate.		1		2		3		4		5

		All embedded resources (links, supporting documents) were easily accessible.		1		2		3		4		5

		The learning activities included in this module (case studies, exerises, examples, quizzes) were engaging and met the overall learning outcomes.		1		2		3		4		5

		The content focused specifically on what I needed to learn.		1		2		3		4		5

		I know who to contact for support or additional information.		1		2		3		4		5

		Overall

		I would recommend this eLearning module to others.		1		2		3		4		5

		Completing this educational activity was a good use of my time.		1		2		3		4		5

		Overall how satified are you with this educational activitiy?		1		2		3		4		5

		Overal how engaged were you in this educational activity?		1		2		3		4		5

		Comments
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