Course Design Checklist
**This checklist assumes that the initial meetings with instructor have already occurred and that all content for the course has been provided. 

Course: 
Instructor: 
Primary Designer: 

☐Completed
☐Shell moved to live course
[bookmark: Text4]Final Check-Off Date:      

Initial Shell Creation
☐Development shell created in Blackboard
☐Existing course (if available) copied in to dev shell
☐Course banner added
☐New menu items created using TG4 template
☐Student Support page for TG4 added
☐Old content moved below dividing line in course menu
☐Getting Started page added to Start Here menu link
☐Module or Weekly folder structure created in Weeks/Modules/Units menu link
☐Overview item added to each module or weekly folder
☐Appropriate team members added to dev site
☐Team members informed of dev site creation and availability

	Date
	Comment
	Name

	
	
	



Content Creation
Announcements
☐Announcements removed or updated
Start Here
☐Welcome message 
☐Course overview 
☐Exam policy 
☐Course summary 
☐Program competencies and course outcomes 
☐Course topics (if included) 
☐Core materials 
☐Syllabus 
☐Blackboard overview
☐Additional course documents: 
	☐Schedule
	☐Course Policies
	☐Course Map

	Date
	Comment
	Name

	
	
	



Email/Messages
☐Link added to course menu

Overview:
☐Learning Objectives
☐Topics
☐Activity List
Content: 
☐Materials
☐Videos
☐Activity Items (static text items)
☐Drop-boxes
	☐Settings
☐Discussions
	☐Settings
☐Tests
	☐Settings
	☐Feedback Settings

	Date
	Comment
	Name

	
	
	




Week/Module 1
Overview:
☐Learning Objectives
☐Topics
☐Activity List
Content: 
☐Materials
☐Videos
☐Activity Items (static text items)
☐Drop-boxes
	☐Settings
☐Discussions
	☐Settings
☐Tests
	☐Settings
	☐Feedback Settings

	Date
	Comment
	Name

	
	
	



Week/Module 2
Overview:
☐Learning Objectives
☐Topics
☐Activity List
Content: 
☐Materials
☐Videos
☐Activity Items (static text items)
☐Drop-boxes
	☐Settings
☐Discussions
	☐Settings
☐Tests
	☐Settings
	☐Feedback Settings

	Date
	Comment
	Name

	
	
	



[bookmark: _GoBack]Week/Module 3
Overview:
☐Learning Objectives
☐Topics
☐Activity List
Content: 
☐Materials
☐Videos
☐Activity Items (static text items)
☐Drop-boxes
	☐Settings
☐Discussions
	☐Settings
☐Tests
	☐Settings
	☐Feedback Settings

	Date
	Comment
	Name

	
	
	



Week/Module 4
Overview:
☐Learning Objectives
☐Topics
☐Activity List
Content: 
☐Materials
☐Videos
☐Activity Items (static text items)
☐Drop-boxes
	☐Settings
☐Discussions
	☐Settings
☐Tests
	☐Settings
	☐Feedback Settings

	Date
	Comment
	Name

	
	
	




Week/Module 5
Overview:
☐Learning Objectives
☐Topics
☐Activity List
Content: 
☐Materials
☐Videos
☐Activity Items (static text items)
☐Drop-boxes
	☐Settings
☐Discussions
	☐Settings
☐Tests
	☐Settings
	☐Feedback Settings

	Date
	Comment
	Name

	
	
	




Week/Module 6
Overview:
☐Learning Objectives
☐Topics
☐Activity List
Content: 
☐Materials
☐Videos
☐Activity Items (static text items)
☐Drop-boxes
	☐Settings
☐Discussions
	☐Settings
☐Tests
	☐Settings
	☐Feedback Settings

	Date
	Comment
	Name

	
	
	




Week/Module 7
Overview:
☐Learning Objectives
☐Topics
☐Activity List
Content: 
☐Materials
☐Videos
☐Activity Items (static text items)
☐Drop-boxes
	☐Settings
☐Discussions
	☐Settings
☐Tests
	☐Settings
	☐Feedback Settings

	Date
	Comment
	Name

	
	
	



Week/Module 8
Overview:
☐Learning Objectives
☐Topics
☐Activity List
Content: 
☐Materials
☐Videos
☐Activity Items (static text items)
☐Drop-boxes
	☐Settings
☐Discussions
	☐Settings
☐Tests
	☐Settings
	☐Feedback Settings

	Date
	Comment
	Name

	
	
	




Week/Module 9
Overview:
☐Learning Objectives
☐Topics
☐Activity List
Content: 
☐Materials
☐Videos
☐Activity Items (static text items)
☐Drop-boxes
	☐Settings
☐Discussions
	☐Settings
☐Tests
	☐Settings
	☐Feedback Settings

	Date
	Comment
	Name

	
	
	




Week/Module 10
Overview:
☐Learning Objectives
☐Topics
☐Activity List
Content: 
☐Materials
☐Videos
☐Activity Items (static text items)
☐Drop-boxes
	☐Settings
☐Discussions
	☐Settings
☐Tests
	☐Settings
	☐Feedback Settings

	Date
	Comment
	Name

	
	
	




Week/Module 11
Overview:
☐Learning Objectives
☐Topics
☐Activity List
Content: 
☐Materials
☐Videos
☐Activity Items (static text items)
☐Drop-boxes
	☐Settings
☐Discussions
	☐Settings
☐Tests
	☐Settings
	☐Feedback Settings

	Date
	Comment
	Name

	
	
	




Week/Module 12
Overview:
☐Learning Objectives
☐Topics
☐Activity List
Content: 
☐Materials
☐Videos
☐Activity Items (static text items)
☐Drop-boxes
	☐Settings
☐Discussions
	☐Settings
☐Tests
	☐Settings
	☐Feedback Settings

	Date
	Comment
	Name

	
	
	




Week/Module 13
Overview:
☐Learning Objectives
☐Topics
☐Activity List
Content: 
☐Materials
☐Videos
☐Activity Items (static text items)
☐Drop-boxes
	☐Settings
☐Discussions
	☐Settings
☐Tests
	☐Settings
	☐Feedback Settings

	Date
	Comment
	Name

	
	
	




Week/Module 14
Overview:
☐Learning Objectives
☐Topics
☐Activity List
Content: 
☐Materials
☐Videos
☐Activity Items (static text items)
☐Drop-boxes
	☐Settings
☐Discussions
	☐Settings
☐Tests
	☐Settings
	☐Feedback Settings

	
Date
	Comment
	Name

	
	
	




Week/Module 15
Overview:
☐Learning Objectives
☐Topics
☐Activity List
Content: 
☐Materials
☐Videos
☐Activity Items (static text items)
☐Drop-boxes
	☐Settings
☐Discussions
	☐Settings
☐Tests
	☐Settings
	☐Feedback Settings

	Date
	Comment
	Name

	
	
	




Week/Module 16
Overview:
☐Learning Objectives
☐Topics
☐Activity List
Content: 
☐Materials
☐Videos
☐Activity Items (static text items)
☐Drop-boxes
	☐Settings
☐Discussions
	☐Settings
☐Tests
	☐Settings
	☐Feedback Settings

	Date
	Comment
	Name

	
	
	



Supplemental Course Materials
☐If used, materials added to appropriate link in course

	Date
	Comment
	Name

	
	
	



Discussions
☐If copied from old course, student posts are removed
☐Discussion prompts/instructions are added to Discussion board tool page
☐Discussion forums contain rubrics or a rubric is linked to in all forums
☐Discussions are linked in appropriate modules/weekly folders with instructions in link
☐Discussion forum settings are completed for all forums

	Date
	Comment
	Name

	
	
	


Grade Center Settings
☐Unused grade center columns deleted
☐Hidden grade center columns reviewed and removed
☐Assignment categories created
☐Needed grade center columns manually created
☐Grade center calculation checked for accuracy (Total column)
☐Weighted total column set up (if used)
☐Columns organized chronologically
☐All columns checked for correct category, dates, and points

	Date
	Comment
	Name

	
	
	




Course Check
From student view: 
☐All linked documents in course are working
☐All URLS in course are working
☐Schedule matches activities listed in each Week/Module
☐My Grades assignment due dates and point values match assessable items listed on Schedule

	Date
	Comment
	Name

	
	
	




Accessibility
☐All instructional materials are accessible
☐All videos are captioned
	Date
	Comment
	Name

	
	
	



Wrap-Up
☐Old materials (menu links) removed
☐Archived
☐Move to live course
	Date
	Comment
	Name

	
	
	





This workforce solution was funded $6,438,050 (100% of its total cost), from a grant awarded under the Trade Adjustment Assistance Community College and Career Training Grants, as implemented by the U.S. Department of Labor’s Employment and Training Administration. (#TC-26479-14-60-A-16). The solution was created by the grantee and does not necessarily reflect the official position of the U.S. Department of Labor. The Department of Labor makes no guarantees, warranties, or assurances of any kind, express or implied, with respect to such information, including any information linked on sites and including, but not limited to, accuracy of the information or its completeness, timeliness, usefulness, adequacy, continued availability or ownership.
[image: Title: This work is licensed under a Creative Commons Attribution 4.0 International License. - Description: This work is licensed under a Creative Commons Attribution 4.0 International License.]
This work is licensed under a Creative Commons Attribution 4.0 International License.

image2.jpeg




