Module 2

Course Planning 


Timeline Worksheet | Section 2
Use this worksheet to outline the tasks to be completed for each phase of the development process.
	Phase
	Item
	Target Date

	Analysis


	Determine student needs and strengths (Worksheet 1)
	

	
	Create learning objectives (Worksheet 3/4)
	

	
	Match assessments to learning objectives (Worksheet 3/4)
	

	
	Determine assessment grading criteria
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Design
	Identify instructional materials to support objectives
	

	
	Design assignments/activities to reach objectives
	

	
	Identify tools to support assignments/activities
	

	
	Determine multimedia needs
	

	
	Identify potential ADA issues
	

	
	Determine overall evaluation plan
	

	
	
	

	
	
	

	
	
	

	
	
	

	Development
	Identify all course elements 
	

	
	Design course structure and organization
	

	
	Determine course layout and appearance
	

	
	Determine course grading scale
	

	
	Identify text and reading resources (identify materials requiring copyright clearance)
	

	
	Identify any external resources (videos, images, websites, readings etc.)
	

	
	Create presentation slides if used (PowerPoint or other )
	

	
	Record presentations (video, audio, or other)
	

	
	Create quiz questions (if being used)
	

	
	Create Exam Questions
	

	
	Determine course deadlines
	

	
	Finalize course policies and syllabus
	

	
	Seek training in using the course management system (if needed)
	

	
	Insert content into the course management system
	

	
	Create assignments and instructions
	

	
	Set up course management system tools
	

	
	Review entire course (click on every link, test every video)
	

	
	Ask colleague or TA to review entire course
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Implementation
	Publish course and add roster
	

	
	Send out welcome e-mail to students
	

	
	Conduct course
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Evaluation
	Collect and review mid-semester survey, make updates if needed)
	

	
	Collect and review final survey, revise course as needed
	

	
	Review course questions discussion board, revise course as needed
	

	
	Review grade distribution, revise course as needed
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