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	Questions
	Answers

	I.  Scope of the Course/Learning Module


	Requester(s):

	
	Requesting Organization (Please add Office/Bureau name)
	
	Full Title of Course/Learning Module:
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	Intended Audience:

	
	Course/Learning Module Goal(s):
	· [image: image2.png]


By the end of this course, students will be able to:
· Goal 1 here

· Goal 2 here


	Prerequisites:

	1.
2.

3.


	Performance Gap—What is the performance problem(s) that your Course/Learning Module will address?
	1.
2.

3.


	II. Course Content, Delivery and Media Sources
	YES

	NO


	Will Course/Learning Module include any streaming video demonstrations?  
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	Will Course/Learning Module include any Flash® or Camtasia® animation/movies?  
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	Will the Course/Learning Module include any assessments/quizzes?  
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	If yes, above, do assessment/quiz scores need to be tracked?  
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	Will there be any synchronous/live events during this Course/Learning Module? (For example, realtime lectures, question-and-answer sessions, an introduction to the learning module, etc.)   
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	Will there be student exercises/practice sessions in this Course/Learning Module?  
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	Has this Course/Learning Module ever been taught in the classroom?  

		
	Is this Course/Learning Module just prerequisite material for a classroom course or a TEL course?  

		
	Do you want the final Course/Learning Module to be available to others (Cooperators, Other DOI Agencies, Tribal) Governments, etc.), in addition to USGS personnel?  Please specify other groups that will be taking your Course/Learning Module.

	1.

2.

3.

	
	Are the skills/guidelines imparted in this Course/Learning Module considered core competencies in the Position Descriptions of the intended audience?
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	III. Lesson Objectives


	Please specify Learning Objectives for each Lesson.  When writing your learning objectives, please use the verbs on this web page:

http://training.usgs.gov/TEL/Objectives.html
Please do not use the verbs, “Know,” “Learn,” or “Understand” in your objectives as these are not measurable.
	Lesson 1

By the end of this lesson, the learner will be able to:

1.

2.

3.

Lesson 2

By the end of this lesson, the learner will be able to:

1.

2.

3.

Lesson 3

By the end of this lesson, the learner will be able to:

1.

2.

3.

Lesson 4
By the end of this lesson, the learner will be able to:

1.

2.

3.

Lesson 5

By the end of this lesson, the learner will be able to:

1.

2.

3.

Lesson 6

By the end of this lesson, the learner will be able to:

1.

2.

3.

Lesson 7

By the end of this lesson, the learner will be able to:

1.

2.

3.

Lesson 8

By the end of this lesson, the learner will be able to:

1.

2.

3.

Lesson 9

By the end of this lesson, the learner will be able to:

1.

2.

3.

Lesson 10

By the end of this lesson, the learner will be able to:

1.

2.

3.

Lesson 11

By the end of this lesson, the learner will be able to:

1.

2.

3.

Lesson 12

By the end of this lesson, the learner will be able to:

1.

2.

3.

Lesson 13

By the end of this lesson, the learner will be able to:

1.

2.

3.

Lesson 14

By the end of this lesson, the learner will be able to:

1.

2.

3.

Please continue if more lessons are planned


	IV.  Instructional Design Team


	Will other Subject Matter Experts be contributing course materials (PPTs for lessons) for this Course/Learning Module?  If so, please list their names and affiliations.
	1. 

2. 

3.


	Please list the main Lead Instructional Designer (SME) for this Course/Learning Module.  

	
	Will you have any Flash Developers or graphic artists on your Design Team?  If yes, please list their names to the right.

	1.
2,
3.


	If you are not having Flash Developers or graphic artists on your Design Team, do you need OED to help contract those services for you?

	Yes _______     No ______                              


	V. Concepts/Skills Analysis  (What Must be Taught vs. What’s Good to Know)


	List those concepts/skills that Must be Taught in your course.  Please include the performance measure for each.

For example:

Types orders received by mail, telephone, or in person

at a minimum rate of 45 WPM into a computer database under

general supervision of the Sales Manager to fill customer orders.
	1.

2.

3.

4.

5.

6.

7.

8.

9.

10.


	Please list those concepts/skills that are Good to Know and can be delivered through links or attachments on the “Additional Resources” page of the TEL course. 

	1.

2.

3.

4.

5.

6.

7.

8.

9.

10.


	VI.  Administration, Evaluation, and Continuous Improvement Plans


	The final Course/Learning Module will be announced by the Office of Employee Development. This will include putting an E-Mail on the All USGS employee Bulletin Board, as well as sending the announcement to the appropriate USGS listserv. OED will also add the course into DOI LEARN for  you. Students will register for the course through DOI LEARN.
Is there any other type of course announcing that you would require?  Please explain (to the right).
	
	The following are levels of post-course evaluations:
Level 1—Reactions.  This level of evaluation is required and achieved through the use of the automatic evaluation form through DOI LEARN. 
Level 2—Learning.   This level of evaluation is achieved through the pre- and post-course assessments.  Level 2 evaluation is also required.
Level 3—Transfer.  Six months after student has completed the course, the Lead Instructional Designer will conduct a Level 3 Evaluation by doing phone interviews with each student's supervisor to discern if the student actually learned anything in the course.
Level 4—Results.   Evaluation measures production, improved quality, decreased costs, etc, from a business perspective.  These results are in financial terms and somewhat difficult to measure, but can be done. 
Please list the levels of evaluation that you’d like to see done for your Course/Learning Module.  Levels 1 and 2 are required.
	Levels 1, 2, 

	Update/Continuous Improvement Plan (for example, how often will the Lead Instructional Designer revise/update this Course/Learning Module?

	
	VII. Related Links and Resources


	Please list websites, resources, etc. that you would like included on the Additional Resources Page of the Course.

	1.

2.

3.

4.

5.

6.

	Will you have an Acknowledgment Page in your Course/Learning Module?  If so, please list those persons and their affiliations, that you will be acknowledging.  Please note that this is usually the page where you will list the companies/persons who gave you written permission to use their photos, graphics, web content, etc.
	1.
2.

3.

4.

5.

6.


	A glossary is highly recommend for your course.  You can provide Tj with a Word file and she will put it into an html file for you.

	Will you  have a glossary?    Yes _____   No _____


	VIII.  Course Outline (Separate Document)


	
	Required Elements/Assumptions for the Final On-Line Course/Learning Module

	Final Course/Learning Module will be Section 508 Compliant.

· Lead Instructional Designer (SME) will add alt tag text for all figures, photos, line graphs, etc. in their PPT presentations.

· Final Course/On-Line Learning Module will include slide notes for each slide.
· Voice narration, if done, will exactly match what is on the slide notes.
· Any animation (Flash®, PPT, Camtasia®, etc.) used in the Final Course/Learning Module will include descriptive text in the Slide Notes area, on the slide where animation occurs.  Entire script of animation will also be read in the narration.

	Final Course/Learning Module will be AICC and/or SCORM Compliant (v. 1.2).  Tj will do this.

	Final Course/Learning Module will be announced by the NTC through the appropriate Listserv(s), USGS Bulletin Board, through OED’s  on-line Course Catalog, and into the DOI LEARN Course Catalog

	Final Course/Learning Module will have an Additional Resources page.

	Final Course/Learning Module will be served from OED's TEL server or DOI LEARN.

	Final Course/Learning Module stats will be e-mailed to authors at certain intervals or at request.

	Final Course/Learning Module will include a Glossary of Terms and, if needed, an Acronyms definition page.

	Link to E-Mail the Instructor(s)/Facilitator(s) will appear in the navigation bar of the Final, Adobe version of the Course/Learning Module.


	No PPT slide transition animations will be used.


	Graphics/photos will be used only if they enhance the learning and add to the understanding of the slide content  (not for space fillers).
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